Providers of
Executive Administrative Assistance
and Small Business Consulting

www.orcvirtual.com

ORCVirtual, Inc. is an outsourcing firm specializing
in small business and entrepreneur consulting and
executive administrative services. If you are
spending far too much time in the ‘back office’,
you need to partner with us.

More than 72% of small
businesses fail in the first

Virtual Assistant VS ORCVirtual
A Virtual Assistant is a position for which you hire. Much like you would hire a clerk,

15 months of operation.
Of those 72%, over half
of them fail because one
or two people were

or someone to do your accounts payable, you would hire a virtual assistant to

attempting to perform

perform some tasks for you. Generally speaking, a virtual assistant comes in,

every task that needed

performs the work, and is done. They have no vested interest in your company or

to get done and

your success. They work by the hour or a flat rate per task and when it is finished

ultimately they did

their work is complete. They are, at best, part-time workers on temporary
assignment.

them poorly, not on
time, or not at all.

At ORCVirtual, Inc. we want you to see us as the Executive Assistant in the outer
office of the executive wing, directing all the daily, weekly and monthly ‘chores’ that
need to get done in order to make you look even better than you do today. No one
gets to the CEO by walking around the Executive Assistant. The Executive Assistant
is directing the work flow, managing the business – YOU are LEADING the business.

If you are MANAGING your business,
you’re doing the whole ‘I own a business’ thing wrong.

Executive Assistant
Salaries can range from
50K to 75+K . . .
Go Ahead…Do the math.

A Team Approach
When you contract with us, you pay one flat monthly rate.
What you get for that money is what sets us apart from all the others!
One Primary
Point of Contact

You’ll typically only be communicating with one point person for the entire relationship.
Your Executive Assistant will have a name and identity. You can tell people, “my executive
assistant, Kurt, will get in touch with you” and you know that they will be talking with Kurt.

A True
Team Approach

We have contractors working with us who are industry relevant and experienced and who we
call upon to perform certain tasks. They are, by definition, our virtual assistants. At any time,
you can have from 2 to 12 virtual assistants working on your projects at any given time and you
still only pay one flat fee a month. When you want something done, typically our clients say,
“can you have the team do XYZ for me please?”

True Specialists

When you need graphic design work done, we have one of the country’s best graphic artists’
managing the team. Nothing gets to you before it goes through him and receives his approval.
Most graphic services are included with a few, limited exceptions.*

A Detailed List of
“yes, we can do that’

See “yes, we do that, too”

* Oh no! Of COURSE there’s exceptions because there’s always a catch, right? Well, it is not a catch – it is reality. We want to be 100%
transparent. Additional costs may be incurred if you want us to develop a company logo for you because, let’s face it, that takes a lot of
time and a seasoned professional team to make sure it’s done right. We explain that in the section called ‘additional costs’.

What we do not do:
• greet people as they walk in through your door
• Put signs on lawns for you (although we can find

people in your area to do it and we can help manage

Yes, We Can Do That

them, you just pay their ‘sign sticking’ fee

Design, Order any Print Materials

Flyers, Letters, Brochures, Postcards,
Business Cards, Signs

Contact Management

Databases

Spreadsheets and Customized
Spreadsheets

Daily Lead Generation

RSS Feeds

Research

Property Research including
Property Assessor detailed
information

Property Pitch/Sales Packets

Social Media updating
and management (daily)

Website Creation or
Redesign and
Management

First Point of Contact for Your
Company as your Executive
Assistant

Ghost Writing, White Papers, Blogs

AP/AR, Bookkeeping

Business Form Creation
and Fill-In-Able Forms

Collections

Data Entry

Background Checks

Skip Tracing

MLS Searches

Letters and Emails to Home Owners

Homeowner Research

Establish local Realtor
contacts if needed

Establish local rehab contractors if
needed

Communicate on your behalf to
homeowners, sellers, buyers, seller
agents etc.

Inventory and Reporting

PC and MAC
Experienced

Skype, GoogleTalk, Texting,
Google Drive

Proofreading and Editing

Unlicensed Real Estate
Assistance

Short Sales File
Management

Smart Device Set-Up
Assistance

Find, Schedule and Plan
Networking Events and
Educations
Opportunities

All things secretarial in nature

Computer Troubleshooting and IT
Assistance

We provide space on our servers that will allow you to login through the internet to access, change, and edit all
of your contacts. We compile your contacts and create a fully customized database just for you

Additional Costs
Occasionally there are additional costs but those shouldn’t come as any surprise because it’s a normal part of running a
business. We will always find a way to do it for free, or cheaper and will always give you options. We will research
pricing for you whenever it comes up so you can make the best decision. We always have YOUR ROI in mind.
The chart below is a quick outline of what is NOT included in the regular, monthly fee.

Professional
Membership Fees

We can manage professional memberships such as a specialized REIA or perhaps you
have Constant Contact you want us to set-up and manage for you. You’ll pay any
charges from those separate entities because those legal agreements are with another
company. We simply manage them for you. Examples may include: Constant Contact,
MailChimp, ConnectedInvestors.com, RingCentral, VistaPrint, ActiveRain.com and
others. We can sign you up and manage them for you but any charges we call ‘outside
vendor charges’ are your responsibility

Specialized Graphic
Design

We can build you a basic website but if you want a logo we would contract separately
for that. Logos range in cost from 275 to 800.

Business Cards and
Print Materials

Any printing including on-going letter campaigns, postage, and business cards can all
be created and managed by us but any outside costs will be covered by you (typically
our clients utilize VistaPrint which we manage for them through their own VistaPrint
account) However if ordered in the first month, your first run of 500 cards is on us! And
shipped right to your door.

Travel Expenses

On very rare occasions, clients will request for a face-to-face. As an example, one client
really wanted us to show up at her office for a few days and organize her paper files, do
some scanning, and help get her on her feet. She paid for travel expenses, hotel and
paid for one meal a day. Seems pretty fair for unlimited, 12-hours a day access to
someone, right?

Pricing
Discounts available for real estate investor students just getting
started in the business. Contact us today and let’s talk.

PACKAGE

Average
Monthly
Hours

Price

Avg Hourly
Per Team
Member

Silver

40

1595

4.98

Gold

60

2350

4.89

Platinum

128

4875

4.76

First Month is the fee PLUS a 50%
retainer fee. Each month after that you
will pay just the fee so you can budget
and know exactly what to expect every
month when that invoice shows up.

Go ahead and do the math.
Remember the key difference
between a virtual assistant
and your Executive TEAM.
The pricing affords you a
team of up to 12 individuals.
Divide the rate by the hours
and then divide it between
an average of 8 team
members. The result starts
around $4.98 a hour.

Our philosophy on ‘hours worked’.
We work until the job gets done.

A Word About Contracts

The Decision Is Yours
You are on the edge of making an amazing business decision
but we know you need to make an educated decision. We also
know that you could just as easily go hire a virtual assistant from
a foreign country who works for pennies on the dollars.
Just remember: you get what you pay for.
We are American workers who are committed to working for
American business owners.

Just as you would never perform a real
estate transaction without a clear
understanding of everyone’s
expectations, we work in the same
manner. We only work with signed
contracts that outline what you can
expect from us and what we can
expect from you. It’s a partnership. We
allow for digital signatures to be sent
via email/fax and we can show you how
to set that up on your computer.

READY? LET’S DO THIS!
• Email kwdanskin@orcvirtual.com and say,
“Let’s do this!”

We are industry relevant

• We’ll send you a contract

We are socially and culturally relevant to your clients

• Review the contract and confidentiality
agreement we will send you

We have experience in
•
•
•
•
•

Real Estate
Banking and Home Mortgage
Short Sales File Management and Negotiation
Loan Processing
Property Research

• Sign the documents and get them back to us
• Review the invoice you’ll receive in your email and
pay it. Work begins the moment payment is
received (we accept checks, Visa, MasterCard,
American Express or PayPal)

