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Client Journey 

 

 

 
Version Date Author Rationale 

V0.1 Aug 20 Emma Morris 
Find My Unicorn 

First Draft 

V0.2 Aug 20 Emma Morris 
Find My Unicorn 

Final Review 

V0.3 Nov 20 Emma Morris 
Find My Unicorn 

Update to Process 

V0.4 Dec 20 Emma Morris 
Find My Unicorn 

Update to Process 

V0.5 Feb 21 Emma Morris 
Unicorn VA Services 

Update to business 
name and logo 
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PAYG Infographic 

 

 

 

Enquiry received

Response given within 
1 working day

Client requirements 
discussed and details 

agreed

Onboarding 
documents* sent to 
client electronically 

within 1 working day

Client signs and returns 
all required 

documentation

Tasks completed

Invoice sent on the 1st 
working day of each 

month; payment to be 
made within 7 days

Client feedback 
requested at regular 

intervals
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Retainer Infographic 

 

 

 

Enquiry received

Response sent 
within 1 working day

Client requirements 
discussed and 

agreed

Onboarding 
documents* sent to 
client electronically 

within 1 working day

Client signs and 
returns all required 

documentation

Regular contact 
agreed - weekly /   

bi-weekly etc
Tasks completed

Invoice sent on 1st 
working day of each 

month**

Invoice due within 7 
days



 
Unicorn VA Services, Kestrel Gardens, Gloucester, GL2 4NR 

T: 01452 451466  M: 07783 683652  E: emma@findmyunicorn.co.uk 

 
 

Project Infographic 

 

 

Enquiry received

Response given within 
1 working day

Client requirements 
discussed and details 

agreed

Onboarding 
documents* sent to 
client electronically 

within 1 working day

Client signs and returns 
all required 

documentation

Project completed

Invoice sent within 2 
working days of agreed 
project completion to 
be paid within 7 days

Client feedback 
requested
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Additional Information 
 

* Client Onboarding Documents include: 

• Independent Contractor Agreement 

• Terms of Business 

• Client Onboarding Questionnaire 

 

** Feedback requested at regular intervals 

throughout the term of the work 


