THE ULTIMATE VA TASK CHECKLIST™

160 Tasks That Can and Should Be Outsourced to Virtual Assistants

Calendar Management s
1 If requested, schedule meetings with people and put in manager’s diary

2 If requested, reconfirm manager’s appointments 24 hours before meeting

3  Look 2 weeks ahead and ensure meeting details are in the diary

4 If the meeting is off-site, block the travel time and link to map

5  After meetings, ask if notes are needed and if so put into CRM

6 If requested, book meeting room and add details in manager’s diary

7 If requested, make restaurants bookings and put in manager’s diary

8 If requested, book accommodation and put in manager’s diary

9 If requested, book flights and add details in manager’s diary

10  Put staff birthdays in a calendar and remind manager as requested

Admin Tasks e e Sk
11 When you learn anything new, make a system in Google Sites

12 Work with manager to help them document systems in Google Sites

13 When trained, take systems and turn them into 1-page flowcharts

14 If requested, attend meetings with manager and take meeting minutes

15 When trained, assist manager with stock take and re-ordering new stock

16 When trained, work with manager to pay outstanding invoices

17 Ensure files added to Google Drive, Dropbox are correctly labeled

18 When required, prepare travel itineraries for manager or team members

19 If requested, track missing or delayed packages and ensure they arrive

20 If requested, help manager organise company events and parties

Customer Service LG

21 Check allincoming emails and delete all spam messages for manager

22 Work with manager to identify wanted promotional emails and forward

23 Work with manager to identify unwanted promotional emails and archive

24  Work with manager to write canned replies to all common emails

25 Check company Inbox 3-4 times per day and reply to common emails

26 For difficult emails, notify the manager and support them to reply
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27 Check company Spam Folder once a day to find and retrieve non-spam

28 When trained, answer incoming phone calls and assist with enquiries

29 Check company voicemail 3-4 times per day and call back or forward

30 When trained, make outbound phone calls to leads and customers

31 Check Facebook page messages and reply or forward all messages

32 If you have Live Chat on website, manage all messages and reply

33 Email or call people that have recently left a Review to say thank you

34 When trained, review feedback forms and summarise key findings

35 If requested, organise gifts or hampers to be sent to VIP clients

Sales Support Now  Now Bult.
36 When trained, assist manager to respond to sales inquiries ASAP

37 When trained, work with manager to prepare sales proposals/quotes

38 Work with manager to improve quality and speed of proposals/quotes

39 When trained, work with manager to prepare and send all invoices

40 When trained, follow up all outstanding invoices and seek payment

41  When trained, enter new customers or orders into company system

42 When trained, assist manager with the onboarding of new customers

43  When trained, assist manager to send clients Happy Birthday messages

44 Work with manager to review and update your price list as required
45 Work with manager to plan future sales campaigns and promotions

Project Management s
46 Take any new task given to you and put into a task management tool
47 Check tasks due today and complete them or mark percentage complete
48 If you have a lot of tasks, ask your manager to help prioritise your list
49 When trained, oversee your manager's task list and keep it updated

50 When trained, oversee the task list of other assistants and team members

Website Update & Management RN

51 Work with manager and copywriter to add new content to website

52 Add new posts/pages to blog when you have new articles/videos

53 Ensure all images on the website are optimised for size and SEO

54 Test website on various devices and make a list of all the errors

55 Run a speed test on the website and make a list of issues to fix
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Work with website developer to manage and fix all the errors

57 Use tools like YOAST to fix all titles and descriptions for SEO

58 Use tech tools to find, fix or redirect all dead website pages

59 Work on increasing the number of backlinks to company website

60 If using WordPress, update to the latest version and manage plug-ins
61 Setup Google Tag Manager and ensure desired tracking is working
62 Review Google Analytics, gather insights and report key findings

63 Set up Google Goals to discover the conversion rate of key pages

64 Setup Google Optimize to split-test headlines and images on site

65 Install HotJar on your website, review results and report findings

66 Work with manager to create and update your website's FAQs page
67 Review support emails monthly to suggest possible website changes
68 Work with manager to review new testimonials and put on website

69 Set Up Google Alerts, scan daily and report key findings to manage
Ecommerce (If needed) R
70  Work with manager to write titles and descriptions for new products
71  When you're trained, collect and edit all images for new products

72 If required, make short promotional videos to go with new products
73 When you're trained, add new products into your shopping cart

74 Test new product pages on desktop and mobile to ensure it's right

75 When trained, add new products onto Amazon and manage marketing
CRM Management SE e Al

76 Review all new contacts daily and delete any spam emails

77 Review new contacts and capitalise the first letter of names

78 Ensure all mobile phone numbers are properly formatted for SMS

79 Remove subscribers from your list that requested to be removed

80 Find emails perpetually hard bouncing, call/SMS to get a new email

81 If a mailis returned to sender, call/SMS to get a new postal address

82 Go through CRM to find leads that are slipping away and alert manager
83 After meetings, ask manager for notes and outcome and update CRM
84 If required, create new customers lists for future marketing campaigns
85 If required, work with team members to prepare labels for mail outs
86 Send a weekly report to your manager with numbers of new leads

Reproduction or redistribution of this document is strictly prohibited without the written permission of Business Blueprint®.

Copyright © Business Blueprint® | All Rights Reserved. This checklist has been created by Dale Beaumont, founder of Business Blueprint®.




87 Work with manager to discuss what activities could be automated

88 When trained, work with manager to plan and build auto-responders

Email Marketing

89 Work with manager to plan marketing emails needed for the month

Not
Now

Yes
Now

System
Built

90 Work with copywriter to get the copy required for marketing emails

91 Enter emails with copy, images and links into your email platform

92 Send manager final tests of marketing emails and get approval

93 Send out marketing emails at the agreed time and monitor results

Content Creation

94 Use tools like Answer the Public to research content ideas

Not
Now

Yes
Now

System
Built

95  Study industry blogs, forums and groups to find content ideas

96  Work with manager to decide topics you will create content on

97 Find articles or content that can be shared via social media

98  Work with manager to write copy to go with the social posts

99 If needed, use tool like Otter.ai to convert audio into text

100 Work with the copywriter to turn audio and text into articles

101  Find royalty-free images to accompany articles and social posts

Podcasting

102 Find podcasts where your manager can be interviewed as a guest

Not
Now

Yes
Now

System
Built

103 Send email to podcast hosts offering your manager as a guest

104 If company has a podcast, find and email guests for your podcast

105 If company has a podcast, edit podcast recordings and save them

106 If company has a podcast, upload to podcast hosting platform

107 If company has a podcast, prepare and launch new episodes

Video Marketing

108 Help manager plan out videos that need to be recorded

Not
Now

Yes
Now

System
Built

109 When trained, manage the editing and exporting of videos

110  Write titles, descriptions and promotional copy for videos

111 Manage the uploading of videos to YouTube and other places

112 Manage all the comments that appear in response to videos

113 Review the stats of your YouTube Channel and find insights
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Graphic Design in Canva N G
114 Design posts for Facebook, Instagram, LinkedIn, etc

115 Design stories for Facebook and Instagram

116 Design promotional images that go into emails

117 Design flyers or posters for upcoming promotions

118 Design infographics to feature alongside content articles

119  If required, design Facebook and Instagram image ads

120 If requested, design invitations, brochures or cards

121  If requested, design presentation slides for your manager

122 When trained, work with manager and writer to design Mobimag

123  When trained, work with manager and writer to design Mobimag

Social Media Management R
124 Resize and crop photos before uploading to social media

125 Research and document ideas for future social media content

126  Use social media scheduling tool to save time (personal pages)

127 Use social media scheduling tool to save time (company pages])

128 Work with manager to reply to social media comments or DMs

129  Work with manager to comment on posts made by key contacts

130 Send Happy Birthday messages to friends on Facebook

131 Check Facebook Groups and look for posts to engage with

132 If company has a Facebook Group, manage aspects of running it

132  Accepting or declining LinkedIn connection requests

134 Work with manager to update and then maintain LinkedIn Page

135 When trained, assist manager to manage their LinkedIn

Marketing Now Now Bult

136 When trained, create a list of businesses you can partner with

137 When trained, work with manager to reach out to new partners

138 When trained, make outbound phone calls to find more customers

139 When trained, monitor Facebook Ads account and report results

140 When trained, find new LinkedIn connections for your manager

141  When trained, monitor SourceBottle and alert manager to opportunities
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Not Yes System
Now Now Built

Finance

142  When trained, work with manager to do basic bookkeeping tasks

143  When trained, work to track expenditure compared to budgets

144 When trained, manage the sending of receipts to clients

145 When trained, manage the issuing of refunds to clients if approved

146 If requested, find missing receipts for tax records purposes

Not Yes System
Now Now Built

Human Resources (HR)

147 Work with manager to create job descriptions and ads for new hires

148 When trained, post new job ads onto required job boards/sites

149  When trained, assist manager to review and filter new job applicants

150 When trained, assist manager with the onboarding of new employees

151 Set reminders for staff birthdays, work anniversaries, performance reviews

Not Yes System

Research Now  Now  Built

152 When trained, research target market and prepare findings for manager

153 When trained, research competitors and prepare findings for manager

154 When trained, research awards you can enter and prepare submissions

155 If requested, find workers on Fiverr or Upwork to complete key jobs

156 If requested, research suppliers for works, create brief and request 3 quotes

157 If requested, find new technology tools and summarise findings for manager

158 If requested, research industry trends and summarise findings for manager

159 If requested, attend webinars for your manager and summarise findings

160 If requested, research gifts for staff, customers, family or friends

The Smartest Way To Find, Recruit erpgd

& House Your Offshore Employees

If you want to get more tasks completed faster, you must embrace outsourcing. And when it comes
to outsourcing, we've discovered that The Philippines offers the best combination of price and
quality. However, finding, interviewing and hiring team members can be difficult, time consuming
and problematic. That's why we created WrkPod. WrkPod is a service that leverages more than

10 years of experience to help you find and hire amazing talent at a fraction of the cost of doing it
yourself. Plus, we also offer your new recruits the opportunity to work in our dedicated office with
high-speed internet and all the social support they need.

To find out more about how we can help you grow your business faster, visit: www.wrkpod.com

Copyright © Business Blueprint® | All Rights Reserved. This checklist has been created by Dale Beaumont, founder of Business Blueprint®.
Reproduction or redistribution of this document is strictly prohibited without the written permission of Business Blueprint®.



	checkbox_1qii: Off
	checkbox_2okr: Off
	checkbox_3ezlu: Off
	checkbox_4ijrm: Off
	checkbox_5bwwa: Off
	checkbox_6gwic: Off
	checkbox_7flqq: Off
	checkbox_8rpen: Off
	checkbox_9zurm: Off
	checkbox_10yyci: Off
	checkbox_11frvj: Off
	checkbox_12lxio: Off
	checkbox_13gugi: Off
	checkbox_14ikii: Off
	checkbox_15bufo: Off
	checkbox_16dhvh: Off
	checkbox_17wzp: Off
	checkbox_18myze: Off
	checkbox_19wovm: Off
	checkbox_20jluh: Off
	checkbox_21icah: Off
	checkbox_22brnx: Off
	checkbox_23fmn: Off
	checkbox_24obqt: Off
	checkbox_25cbfb: Off
	checkbox_26msmb: Off
	checkbox_27fpsl: Off
	checkbox_28jgbl: Off
	checkbox_29vzac: Off
	checkbox_30zxjz: Off
	checkbox_31buqt: Off
	checkbox_32wiuy: Off
	checkbox_33eot: Off
	checkbox_34ocmv: Off
	checkbox_35nmb: Off
	checkbox_36zpbm: Off
	checkbox_37ilux: Off
	checkbox_38gzir: Off
	checkbox_39btf: Off
	checkbox_40sqpz: Off
	checkbox_41hogo: Off
	checkbox_42oyck: Off
	checkbox_43kjsm: Off
	checkbox_44mbio: Off
	checkbox_45hfkr: Off
	checkbox_46qyja: Off
	checkbox_47qmmn: Off
	checkbox_48vucx: Off
	checkbox_49zult: Off
	checkbox_50cdjg: Off
	checkbox_51ymbz: Off
	checkbox_52qrdz: Off
	checkbox_53zcqr: Off
	checkbox_54jycp: Off
	checkbox_55xe: Off
	checkbox_56nlav: Off
	checkbox_57llw: Off
	checkbox_58nyir: Off
	checkbox_59ywfu: Off
	checkbox_60tlsd: Off
	checkbox_61msb: Off
	checkbox_62qetk: Off
	checkbox_63fj: Off
	checkbox_64eidv: Off
	checkbox_65fckd: Off
	checkbox_66surt: Off
	checkbox_67fypy: Off
	checkbox_68onrv: Off
	checkbox_69scmk: Off
	checkbox_70wdlq: Off
	checkbox_71yasm: Off
	checkbox_72fprk: Off
	checkbox_73dynq: Off
	checkbox_74xvhk: Off
	checkbox_75mwia: Off
	checkbox_76eqw: Off
	checkbox_77kicn: Off
	checkbox_78dvdo: Off
	checkbox_79cmoc: Off
	checkbox_80gigc: Off
	checkbox_81fohi: Off
	checkbox_83ztxq: Off
	checkbox_84jice: Off
	checkbox_85nvdz: Off
	checkbox_86lfzf: Off
	checkbox_87zltg: Off
	checkbox_88mgki: Off
	checkbox_89scku: Off
	checkbox_90uuyc: Off
	checkbox_91twbt: Off
	checkbox_92npfp: Off
	checkbox_93dxji: Off
	checkbox_94bmkw: Off
	checkbox_95kslo: Off
	checkbox_96ymxd: Off
	checkbox_97ugoy: Off
	checkbox_98wozu: Off
	checkbox_99zbmz: Off
	checkbox_100qoro: Off
	checkbox_102hqil: Off
	checkbox_103mqmt: Off
	checkbox_104uzpc: Off
	checkbox_105mrko: Off
	checkbox_106fnhj: Off
	checkbox_107hfaf: Off
	checkbox_108czww: Off
	checkbox_109wsta: Off
	checkbox_111hnrw: Off
	checkbox_112nrbs: Off
	checkbox_113opuc: Off
	checkbox_114nanb: Off
	checkbox_115azba: Off
	checkbox_117eycw: Off
	checkbox_118hcbu: Off
	checkbox_120hcnq: Off
	checkbox_121jrmt: Off
	checkbox_122ct: Off
	checkbox_123erah: Off
	checkbox_124qlrb: Off
	checkbox_125heca: Off
	checkbox_126jgdh: Off
	checkbox_127iyez: Off
	checkbox_128sdzw: Off
	checkbox_129jod: Off
	checkbox_130bzhy: Off
	checkbox_131neqn: Off
	checkbox_132feaz: Off
	checkbox_133mbyu: Off
	checkbox_134vxsb: Off
	checkbox_135nkxh: Off
	checkbox_136npqw: Off
	checkbox_137xzkp: Off
	checkbox_138uvzq: Off
	checkbox_139clzq: Off
	checkbox_140rch: Off
	checkbox_141mbtx: Off
	checkbox_142qeng: Off
	checkbox_143qqss: Off
	checkbox_144ssrn: Off
	checkbox_145kghp: Off
	checkbox_146uhxc: Off
	checkbox_147tzn: Off
	checkbox_148skza: Off
	checkbox_149absa: Off
	checkbox_150thou: Off
	checkbox_151qzcn: Off
	checkbox_152kmqo: Off
	checkbox_153blp: Off
	checkbox_154mnbx: Off
	checkbox_155jurk: Off
	checkbox_156kivj: Off
	checkbox_157bxbi: Off
	checkbox_158bjrt: Off
	checkbox_159uhkp: Off
	checkbox_160vows: Off
	checkbox_161quok: Off
	checkbox_162seop: Off
	checkbox_163rgi: Off
	checkbox_164vdmm: Off
	checkbox_165meyr: Off
	checkbox_166gzbq: Off
	checkbox_167gtdp: Off
	checkbox_168legm: Off
	checkbox_169spw: Off
	checkbox_170wiiy: Off
	checkbox_171konf: Off
	checkbox_172gcgw: Off
	checkbox_173ttfn: Off
	checkbox_174ycja: Off
	checkbox_175yfpc: Off
	checkbox_176bj: Off
	checkbox_177kkxr: Off
	checkbox_178iydm: Off
	checkbox_179nopq: Off
	checkbox_180jysl: Off
	checkbox_181ree: Off
	checkbox_182gmmw: Off
	checkbox_183lfhz: Off
	checkbox_184bono: Off
	checkbox_185scve: Off
	checkbox_186nbdf: Off
	checkbox_187cbve: Off
	checkbox_188ljy: Off
	checkbox_189xags: Off
	checkbox_190rohi: Off
	checkbox_191hjbt: Off
	checkbox_192aavt: Off
	checkbox_193hczo: Off
	checkbox_194oamk: Off
	checkbox_195mkvf: Off
	checkbox_196nivx: Off
	checkbox_197ijkx: Off
	checkbox_198ceai: Off
	checkbox_199qtmy: Off
	checkbox_200ojga: Off
	checkbox_201aqsf: Off
	checkbox_202ffsm: Off
	checkbox_203dlba: Off
	checkbox_204jcur: Off
	checkbox_205esde: Off
	checkbox_206igju: Off
	checkbox_207bwep: Off
	checkbox_208zytp: Off
	checkbox_209tww: Off
	checkbox_210niic: Off
	checkbox_211rgkw: Off
	checkbox_212wmic: Off
	checkbox_213tkce: Off
	checkbox_214ocqz: Off
	checkbox_215ogfa: Off
	checkbox_216fdtt: Off
	checkbox_217mjie: Off
	checkbox_218nfwx: Off
	checkbox_219bnko: Off
	checkbox_220ifui: Off
	checkbox_221fzfc: Off
	checkbox_222yxta: Off
	checkbox_223hspn: Off
	checkbox_224gmyt: Off
	checkbox_225zybm: Off
	checkbox_226xreq: Off
	checkbox_227pcov: Off
	checkbox_228iwhq: Off
	checkbox_229mevy: Off
	checkbox_230bgvf: Off
	checkbox_231javq: Off
	checkbox_232wqwu: Off
	checkbox_233iuwk: Off
	checkbox_234jhek: Off
	checkbox_235qpg: Off
	checkbox_236irsd: Off
	checkbox_237gvqe: Off
	checkbox_238kqej: Off
	checkbox_239hhzs: Off
	checkbox_240edyl: Off
	checkbox_241phor: Off
	checkbox_242szx: Off
	checkbox_243cmxs: Off
	checkbox_244ejjm: Off
	checkbox_245vxth: Off
	checkbox_246snnm: Off
	checkbox_247vnua: Off
	checkbox_248vhxp: Off
	checkbox_249mqls: Off
	checkbox_250lhpx: Off
	checkbox_251qtyp: Off
	checkbox_252czym: Off
	checkbox_253hcip: Off
	checkbox_254ismy: Off
	checkbox_255afsg: Off
	checkbox_256xvwd: Off
	checkbox_257dlxt: Off
	checkbox_258giue: Off
	checkbox_259gimo: Off
	checkbox_260vcsd: Off
	checkbox_261hjoe: Off
	checkbox_262ztdl: Off
	checkbox_263utiy: Off
	checkbox_264ulqe: Off
	checkbox_265wxha: Off
	checkbox_266wach: Off
	checkbox_267smiw: Off
	checkbox_268lqpb: Off
	checkbox_269wgns: Off
	checkbox_270rvod: Off
	checkbox_271ljfb: Off
	checkbox_272bghe: Off
	checkbox_273ceor: Off
	checkbox_274cvid: Off
	checkbox_275viqt: Off
	checkbox_276mloi: Off
	checkbox_277xqxf: Off
	checkbox_278qntk: Off
	checkbox_279fgsw: Off
	checkbox_280tkdl: Off
	checkbox_281opwa: Off
	checkbox_282jigu: Off
	checkbox_283ccsu: Off
	checkbox_284jtrp: Off
	checkbox_285iphc: Off
	checkbox_286cyqj: Off
	checkbox_287jirm: Off
	checkbox_288vljm: Off
	checkbox_289csxr: Off
	checkbox_290ephp: Off
	checkbox_291saku: Off
	checkbox_292qkui: Off
	checkbox_293xruq: Off
	checkbox_294itfv: Off
	checkbox_295ajns: Off
	checkbox_296arlh: Off
	checkbox_297fnbc: Off
	checkbox_298azro: Off
	checkbox_299goig: Off
	checkbox_300sqwm: Off
	checkbox_301hzfa: Off
	checkbox_302mhnj: Off
	checkbox_303disy: Off
	checkbox_304ggix: Off
	checkbox_305msd: Off
	checkbox_306syei: Off
	checkbox_307kaza: Off
	checkbox_308duyy: Off
	checkbox_309xhaf: Off
	checkbox_310tauc: Off
	checkbox_311blgc: Off
	checkbox_312ndhm: Off
	checkbox_313thty: Off
	checkbox_314oesc: Off
	checkbox_315axtj: Off
	checkbox_316llzj: Off
	checkbox_317pwbi: Off
	checkbox_318duke: Off
	checkbox_319thaj: Off
	checkbox_320qlfb: Off
	checkbox_321prcy: Off
	checkbox_322drjf: Off
	checkbox_323ymn: Off
	checkbox_324rpnj: Off
	checkbox_325fopj: Off
	checkbox_326fyeq: Off
	checkbox_327sskj: Off
	checkbox_328zvzo: Off
	checkbox_329vyyi: Off
	checkbox_330qyjm: Off
	checkbox_331kfgr: Off
	checkbox_332esxr: Off
	checkbox_333kexh: Off
	checkbox_334ggub: Off
	checkbox_335jjks: Off
	checkbox_336wfgh: Off
	checkbox_337fxsk: Off
	checkbox_338kdyj: Off
	checkbox_339hytw: Off
	checkbox_340upzb: Off
	checkbox_341zqxp: Off
	checkbox_342klhv: Off
	checkbox_343xhsb: Off
	checkbox_344mrqr: Off
	checkbox_345tqls: Off
	checkbox_346bipp: Off
	checkbox_347ugqx: Off
	checkbox_348djkp: Off
	checkbox_349hjgn: Off
	checkbox_350ckgd: Off
	checkbox_351qqmn: Off
	checkbox_352lkek: Off
	checkbox_353rsww: Off
	checkbox_354zifg: Off
	checkbox_355xlen: Off
	checkbox_356ipla: Off
	checkbox_357cdpv: Off
	checkbox_358ypwx: Off
	checkbox_359pmof: Off
	checkbox_360cshk: Off
	checkbox_361ni: Off
	checkbox_362nyvt: Off
	checkbox_363ekan: Off
	checkbox_364rtcn: Off
	checkbox_365dkty: Off
	checkbox_366zwej: Off
	checkbox_367ntjn: Off
	checkbox_368xseq: Off
	checkbox_369oicy: Off
	checkbox_370qwll: Off
	checkbox_371levc: Off
	checkbox_372aidy: Off
	checkbox_373gavw: Off
	checkbox_374wvxp: Off
	checkbox_375dlhd: Off
	checkbox_376zfdu: Off
	checkbox_377jxse: Off
	checkbox_378onql: Off
	checkbox_379szog: Off
	checkbox_380qqkr: Off
	checkbox_381wfrx: Off
	checkbox_382unsb: Off
	checkbox_383azpq: Off
	checkbox_384iihd: Off
	checkbox_385tqrz: Off
	checkbox_386qkmp: Off
	checkbox_387vrey: Off
	checkbox_388ddof: Off
	checkbox_389uklz: Off
	checkbox_390tqdi: Off
	checkbox_391kdu: Off
	checkbox_392jkfw: Off
	checkbox_393xzhk: Off
	checkbox_394ubqs: Off
	checkbox_395agyl: Off
	checkbox_396ufxs: Off
	checkbox_397fwcr: Off
	checkbox_398sebo: Off
	checkbox_399ywtj: Off
	checkbox_400mczq: Off
	checkbox_401kudw: Off
	checkbox_402mtic: Off
	checkbox_403vlmz: Off
	checkbox_404zgas: Off
	checkbox_405txpa: Off
	checkbox_406sker: Off
	checkbox_407brcy: Off
	checkbox_408rdpp: Off
	checkbox_409yspr: Off
	checkbox_410onja: Off
	checkbox_411zqax: Off
	checkbox_412cbuo: Off
	checkbox_413qlmi: Off
	checkbox_414hgnr: Off
	checkbox_415rkkv: Off
	checkbox_416xhcy: Off
	checkbox_417kruk: Off
	checkbox_418fsxi: Off
	checkbox_419mqvd: Off
	checkbox_420pdey: Off
	checkbox_421ziab: Off
	checkbox_422vylq: Off
	checkbox_423guqm: Off
	checkbox_424kkif: Off
	checkbox_425kjbq: Off
	checkbox_427swu: Off
	checkbox_428qsaf: Off
	checkbox_429tkpk: Off
	checkbox_430vvzs: Off
	checkbox_431gwvg: Off
	checkbox_432zhy: Off
	checkbox_433ltkk: Off
	checkbox_434skum: Off
	checkbox_435mqkn: Off
	checkbox_436bcki: Off
	checkbox_437gtty: Off
	checkbox_438hokv: Off
	checkbox_439ykxu: Off
	checkbox_440trh: Off
	checkbox_441uxuy: Off
	checkbox_442lyej: Off
	checkbox_443lzfq: Off
	checkbox_444dkd: Off
	checkbox_445hqnc: Off
	checkbox_446secl: Off
	checkbox_447fybf: Off
	checkbox_448daau: Off
	checkbox_449yhov: Off
	checkbox_450tswh: Off
	checkbox_451cexk: Off
	checkbox_452nynj: Off
	checkbox_453jzgf: Off
	checkbox_454yfad: Off
	checkbox_455guhl: Off
	checkbox_456euej: Off
	checkbox_457raqe: Off
	checkbox_458reqj: Off
	checkbox_459keor: Off
	checkbox_460gmgf: Off
	checkbox_461pwna: Off
	checkbox_462vaur: Off
	checkbox_463utoz: Off
	checkbox_464asjf: Off
	checkbox_465emkq: Off
	checkbox_466jswp: Off
	checkbox_467uygq: Off
	checkbox_468zfsq: Off
	checkbox_469phrl: Off
	checkbox_471vnw: Off
	checkbox_472keeo: Off
	checkbox_473aunr: Off
	checkbox_474nyqy: Off
	checkbox_475humg: Off
	checkbox_476jcxy: Off
	checkbox_477dsvx: Off
	checkbox_478otcx: Off
	checkbox_479xgaq: Off
	checkbox_480awnf: Off
	checkbox_481iaxc: Off
	checkbox_482ovyb: Off
	checkbox_483ognu: Off
	checkbox_484odtt: Off
	checkbox_485ziqk: Off
	checkbox_486fqom: Off
	checkbox_487sxot: Off


