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Effective Dictation
· Letters
· Memos

· Invoices

· Reports
These are just some of the documents which can be digitally dictated and transcribed by a Virtual Assistant.  The files can usually be sent electronically and the completed documents returned to you via email.  However, there are several factors which can affect the quality of the finished result and these are outlined below:
Quiet room – it is quite important to minimise background noise and interruptions which may affect the quality of the recording and therefore the end result.  Try to sit away from other people, preferably in a separate room, with the telephone switched off and the window closed.

Software and Equipment – again this can affect the quality of the recording so make sure everything is working properly before you start and listen back to your recording before sending it through to your VA.

Provide Templates – this is the easiest way for your VA to understand what the end result should look like.  It also saves time as your VA does not need to format the documents.
Make sure your file is received – most files can be sent through email but larger files will require the use of a secure file transfer package such as Yousendit.com.  
How a-ok admin can help you
At a-ok admin, we are experienced in the transcription of a wide range of material including property reports, focus groups, invoices, letters, memos and general medical documents.  We usually charge per minute of audio and we aim to return all work within 24 hours.  Please contact us to discuss your requirements further.
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