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An independent, neutral and 

efficient administration and 

communications V2B service that 

liaises between the Board and 

Senior Management. Information 

flow with internal/external 

partners, stakeholders and 

affiliates. 

WHO WE ARE 

WHAT WE DO

WHY IT MATTERS

Best practices oversight and 

delivery that aligns with your 

organizational mission. Flexible, 

targeted client solutions, with 

high-speed turnaround to 

optimize efficiencies. Budget 

friendly rates guaranteed to 

save you money.  

TM

A better, budget-friendly way to 

plan and execute essential time- 

sensitive productivity 

necessities. No lengthy (and 

costly) recruiting process! No 

hidden fringe benefits. 

CONNECT | COLLABORATE | CREATE | CONQUER

Virtual Workflow Solutions 

 www.virtualworkflowsolutions.com 

admin@virtualworkflowsolutions.com 

(416) 895-0857                  (226) 647-6911 

BOARD OF DIRECTORS LIAISING 

We provide a better 
model of efficiency.

Times have changed, with office teams 
around the globe working differently. 

Companies are turning to virtual 
administration management faster than ever 

anticipated. Organizations that transition 
NOW are way ahead of the game. 

 THE ACCOUNTABILITY PARTNER  

 for the Board of Directors 

and Executive Management 

Guaranteed cost- 
effective, time-saving 

and hassle-free.

CORPORATE COMMUNICATIONS 

OPERATIONAL ADMINISTRATION 



MEETINGS: 
User-friendly digital board packages, 

hyperlinked to agendas. Accurate, concise 

minutes with extraction of clear and accountable 

action items. 

LEGALESE: 
Maintain corporate documentation utilized to 

sustain fiduciary duties; current and relevant 

bylaws, terms of reference, policies, BOD 

insurance, etc. 

COMMITTEES: 
Develop annual work plans to maximize 

efficiency and effectiveness. Oversee 

mandates, frequency, and reporting 

mechanisms. 

BOARD MEMBERS: 
Oversee roles and responsibilities, size, 

composition, expectations, code of conduct 

recruitment process, onboarding, orientation, 

training, succession planning, nominations, 

annual election and terms. 

BOARD LIAISING

ADMINISTRATION

We understand the vital role effective 

communications techniques have when issues 

arise that could have a significant impact on 

business reputations. 

Internal/external audience engagement. Brand 

management. Newsletter and annual report 

copy writing, editing, graphics, print/e- 

production. Fresh, contemporary aesthetic 

tweaks or engaging redesign to attract and 

convert users. Promo's, A/V, webinars, social 

media, websites. Content, blogs and more! 

COMMUNICATIONS

Operating a business has many moving 

parts, requiring keen attention and best 

practices to maximize profitability and sustain 

growth. Perhaps you're really great at getting 

business in the door, or you commit to 

brilliant projects with limited staff capacity or 

resources. That's when the impact of having 

a Virtual Associate becomes invaluable; an 

efficient right-hand person to manage 

projects so that you can focus on core 

objectives. 

People perceive your 
business, brand and 
integrity by the way 
you communicate 

with them.  
Before your next big meeting with the 
boss, call Virtual Workflow Solutions! 

Make sure that first impression takes 
you all the way to the bank!CONNECT | COLLABORATE | CREATE | CONQUER

The #1 V2B Board of Directors Liaising, Communications 
and Operational Administration Agency in Canada   

www.virtualworkflowsolutions.com | (416) 895-0857 | admin@virtualworkflowsolutions.com


