The Admin Lifesaver Toolkit

¢ Client Intake Form that auto-tracks new clients in Google Sheets

¢ Admin Toolkit Tracking Sheet

¢ All-in-one Admin Dashboard to manage projects, invoices, and deadlines

¢ Ready-to-send Email Templates for smooth client commmunication

* Clean Invoice Template (fully editable)
* Step-by-step Setup Guide (PDF walkthrough)



https://docs.google.com/forms/d/1vG1D8BKrZvaKQUniinDelLdWtrKA8yk8cnkSc445roI/copy
https://docs.google.com/spreadsheets/d/1arkyjwI7ydj-MJywP-fHYX16dG_R7rgplx5tA7bFRjg/edit?usp=drive_link
https://docs.google.com/spreadsheets/d/1rpfWTFx43oLjGbzO3GYcgQCqgVQLMAxGslB0nREYVzs/edit?usp=drive_link
https://docs.google.com/spreadsheets/d/1rpfWTFx43oLjGbzO3GYcgQCqgVQLMAxGslB0nREYVzs/edit?usp=drive_link
https://docs.google.com/document/d/1tZBnTYIzi6uta-3SLeqyd4CFTXBTLQqH3v7TVDljmmo/edit?usp=drive_link
https://docs.google.com/spreadsheets/d/1keM91huQV0IolpUzaz-0DXMUqxVQ426Qkwg9ny7MUr4/edit?usp=drive_link
https://drive.google.com/file/d/1q6KlGy24jhezMrg7zFmSDmcGy9okfENL/view?usp=drive_link

