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Keep hard copies in a safe place at your desk, with you 
in your briefcase, one copy at your employer’s desk, and 
electronic copies on your computer, phone, and laptop. 
One copy located on a cloud ie www.box.com (10GB Free) 
which can be accessed from anywhere in an emergency. 

You can make separate lists in Outlook for personal and 
business essential addresses and phone numbers. Outlook 
is an amazing tool, and if you are on an Exchange Server 
they will translate to your phone and car as well! 

The following are some examples of lists that you should 
keep at your fingertips.

If you feel that you need a hard copy these can be exported 
to Excel or you can keep separate lists in Excel or on your 
phone if you aren’t on an Exchange Server.

Set up your own versions of these crucial lists.
 
NEVER LEAVE HOME WITHOUT THEM! 

THE EXECUTIVE ASSISTANT SURVIVAL HANDBOOK



IN CASE OF EMERGENCY:  ADDRESSES, PHONE NUMBERS, MEDICAL CONDITIONS

Office Building Emergency Number:

Fire, Police, Ambulance:

Security Company Homes, Office  
(phone and code access)

Insurance Companies Personal & Commercial Lines 
(Life, Homes, Auto, Office):

Assistants Name, E-Mail & Numbers 
(Home, Office with ext., and Cell #)

Home Addresses & Land Lines:

Vacation Address & Land Lines:

Kid’s Nanny and School #’s:

List of Allergies of All Immediate Family Members:

Doctor’s Name and Address:

INTERRUPT LIST
The below list is of people you should always advise even if he/she is in a 
client meeting or even an internal meeting:

1.

2.

3.

4.

FAMILY NAMES, PASSPORT INFO, DRIVER’S LICENSE, 
SIN (LEGAL ID)

1.

2.

3.

4.

Spouse:

Parents:

Siblings:

Children:

Pet Information:

Keep scans of all legal doc’s in a secure password protected file.

VENDORS
Make sure that if your executive needs to work with vendors directly  that you 
are added as “authorized” on all accounts so as not to require additional calls 
and approvals.  In most cases the individual will need to add you but only 
the one time.  This is especially true with phone companies, doctors, pharma, 
private schools etc.

 Accountant
 Airlines
 Appliance Repair
 Auto Repair
 Car Rental
 Chiropractor
 Contractor
 Decorator
 Electrician
 Exterminator
 Florist
 Furniture Repair
 Hair Dresser
 Handyman
 Heating/Air Conditioning 
 Hotels, Chalets, Villas, Previous 

Rentals

 Housekeeper
 Landscaper
 Lawyer
 Limo
 Makeup Artist
 Massage Therapist
 Night Club VIP hotlist
 Painter
 Phone Company, Land Lines,  

Mobile Accounts
 Physical Trainer
 Plant Supplier
 Plumber
 Pool Maintenance
 Restaurant VIP Hotlist
 Travel Agent Contact Information



HOW TO, PINS & GO TO LISTS
 Phone instructions

 Retrieving voicemail

 How to update calendar

 How to fill in daily call log

 How to handle mail

 Cloud login and sharing

 Computer set-up and passwords

 Online software and passwords

 Meeting room set up

 How to order car service

 Courier info & PINS

 Credit card info & PINS

 Bank accounts & PINS

 If security company calls re alarm

 How to use Frequent Flyer Points

 How to use Hotel Loyalty Points

 Car insurance info

 Life insurance info

 Home insurance info

 Paint guide (all paints and codes room by room for all properties)

 Sizes for clothing

 How to submit a Health Benefit Claim

 Steps to winterize vacation properties and contacts

MEDICAL INFORMATION
 Doctors (Specialty, Address, Office Phone #, Cell Phone Number)

 Pharmacist & address of pharmacy:

 Prescription medication instructions:

 Health insurance information : (1-800 # in case of emergency):

BIRTHDAY CHECKLIST  
(Names, Relationships, Birthdates)
 Include any notes re:  gifts, allergies (flowers), 

 religious affiliations if known, favorite charities

 Set reminders on Outlook calendar

HOUSEHOLD APPLIANCE CHECKLIST
 List of appliances

 Model #

 Serial numbers

 Location (home, cottage, etc.)

 Warranty information

 Keep all appliance manuals in one place and go through periodically

 Directions for operating:

 TV (Blu Ray player, surround-sound, etc)

 Oven

 Security system

 Computer system/wifi

AUTOMOBILE INFORMATION
 Model & year:

 Dealer:

 License plate:

 VIN #: color:

 Access code:

 For service call:

 For detailing call:

 Auto Insurance Info:

 Sirius Satellite Account Number:

 Radio Security Code in case of disconnection:

FREQUENT FLYER, HOTEL LOYALTY, NUMBERS & PINS
 List Airlines with each FF name and number

 Airline seating & food preferences: (Example) First Class, neither first nor 
last row, on long flights a window seat, on shorter flights (4 hrs or less) 
an aisle, no special meal.

 List Hotel preferences, room type, floor, location on floor, proximity to 
meeting locations etc.



1. What is the occasion of event?

2. Who is involved? Create guest list.

3. What is the goal of the event? Why is the event happening?

4. Date and Time of Event? Consider sending a “Save the Date” note via 
e-mail for larger events. Set RSVP date and a method to follow-up with 
invitees.

5.  What location/venue is being used for the event? Is a contract needed 
for a space rental?

6.  What is the budget for the event?

7.  Is catering needed? Decide on menu. Is extra help needed for  
serving or bartending?

8.  What equipment (if any) is needed for the event? Table & chair rentals, 
tablecloths, dishes, glassware, silverware, audio equipment, video 
equipment, podium, lighting?

9. Create invitation; printed, electronic, evite? Include the RSVP date. Are 
you using photos? Be sure to include directions to venue. Include proper 
attire for the event. Check with the employer about this.

10. Will there be entertainment of any kind?

11. Is transportation needed? Limo, taxi/Uber, bus, train, plane or other?

12.  Wardrobe - Any special clothes/costume needed for the event?

13.  Gifts for guests?

14.  Seating - placecards, general seating, or other?

15.  Decorations/flowers needed for the room or tables?

16.  Security - do you need to hire outside help to handle security at the 
event?

17.  Special notes about this event:

INFORMATION SHEET AND CHECKLIST
The following elements comprise most events. Ask the 5 key questions What, Who, When, Where and Why?

EVENT PLANNING 
ENTERTAINING, DOES YOUR EXECUTIVE NEED A “HEAT MAP”?
If your Executive does a lot of “entertaining”, whether it be clients, stakeholders, Board Members or various other VIP’s, you may need to build yourself a list of 
Bars, Restaurants, and Nightclubs in your city, or any city he may need to visit.  You definitely want your Executive to be on VIP lists at the best places in town.  
These will always be at your fingertips for last minute entertaining or to impress incoming VIPs in small or large groups.

Most Executives will pay for you to do the research required, but most establishments will give you a tour and a sampling on the house if you identify who you 
work for and the types of entertaining he/she will be doing there.  They WANT this kind of business!  

There are so many tools at your disposal now to book the best venues out of town as well.  Try Yelp, or Trip Advisor or any other local sites with “best of” lists.  For 
example, in Toronto, Toronto Life Magazine puts out lists all year long with one whole issue devoted to it throughout the year.  A great reference to keep in your 
files.  Let your boss know you’re doing lunches and dinners on his behalf to get him on all the best VIP lists in town.  

Organize events that will have them talking about their “night out” for years to come.  This can be a fun and rewarding part of an Executive Assistant’s job.  Run 
with it, and enjoy.  Become an expert on your city’s night life.



INFORMATION SHEET AND CHECKLIST
WOMEN’S TRAVEL CHECKLIST 
 How many days is the trip?
 How many special events?
 Special notes for trip?
 Eveningwear to match the occasion
 Shoes
 Wrap/coat
 Jewelry
 Business and casual suits
 Blazer or sport jacket
 Skirts
 Pants
 Blouses
 Bathing suit and cover up
 Belts
 Lingerie
 Socks/stockings
 Shoes
 Nightwear
 Slippers
 Sports clothing (These could be clothes for playing golf, running, tennis 

or any other sport)
 Equipment including golf clubs, or skis. Check with airline regarding 

check in for large items.
 Sweaters/hoodies
 Laundry bag
 Toothbrush, toothpaste and dental floss
 Deodorant/antiperspirant
 Hairbrush, comb, blow dryer, straightener, pins, product, accessories
 Medications
 Manicure items
 Cosmetics
 Hand and body lotion
 Shampoo and body wash
 Body wash puff 
 Sunscreen and after sun
 Umbrella
 Other
 Gloves
 Coat/Raincoat
 Hat(s)
 Chargers
 If the bag is a carry on it should not include any large sizes of liquid 

products/gels or sharp objects (scissors, metal nail files, wine openers, 
lighters)

MEN’S TRAVEL CHECKLIST
 How many days is the trip?
 How many special events?
 Special Notes for trip?  
 Eveningwear
 Two-piece dinner suit with the either a waistcoat or a Cummerbund
 Suspenders or a belt
 Dinner shirt
 Evening shoes
 Evening socks
 Cufflinks and an evening watch
 Business and casual suit
 Blazer or sport jacket
 Pants
 Shirts
 Neckties/bowties
 Underwear
 Undershirts
 Bathing Suit
 Socks
 Shoes
 Nightwear (either pajamas or nightshirt a robe if requested)
 Slippers
 Sports clothing, (this could be clothes for playing golf, running, tennis or 

any other sports, don’t forget shoes)
 Equipment including golf clubs, or skis. Check with airline regarding 

check in for large items.
 Sweaters
 Laundry bag
 Toothbrush, toothpaste and dental floss
 Shaving cream and razor (with spare blades) or electric razor
 Deodorant
 Hairbrush and or a comb, product
 Medications
 Shampoo and conditioner
 Body wash
 Body wash puff
 Sunscreen and after sun
 Umbrella
 Other
 Gloves
 Coat/Raincoat
 Hat(s)
 Manicure items
 Chargers
 If the bag is a carry on it should not include any large sizes of liquid 

products/gels or sharp objects (scissors/metal nail files/wine openers, 
lighters)



Here are some tips to get you started:
1. If you have executives that travel frequently to the same places, save 

their past travel itineraries.  Open the most recent version, update with 
the new date and travel details without having to recreate the entire 
document each time they travel.  It’s a huge time saver!

2. Print a final copy for your executive AND a copy for your file so you have 
the same information if they need travel assistance while they are gone.  
If appropriate, you can also print an additional copy for the traveler’s 
family so they know where they’ll be and when as well.

3. If your executives have e-tickets for their flights, print a copy of the flight 
reservation from your travel agency or online booking service and staple 
it to the back of the itinerary just in case there are any issues when they 
check in at the airport. 

Each time you need to create an itinerary, follow these steps to update the 
template with your executive’s travel information.

Personalize the HEADER information on the template
a. Include your executive’s name and your company name.

b. Insert your company’s name/logo.

c. Update the travel dates.

d. Do this on the first page AND also in the header so it prints on any 
additional pages of the document if your itinerary is more than  
one page long. 

Update/add all AIRLINE information:
a. Delete all previous times on the itinerary template. 

b. Update all airline information requested on the template: dates, times, 
flight numbers, airline 800 numbers, travel agency numbers, any 
information that might be needed while traveling.

Update the GROUND TRANSPORTATION information:
a. Be sure to include car service info or shuttle/taxi contact numbers.

b. List on the itinerary where the car service or shuttle will pick the 
passenger up.

c. Include the confirmation number.

Update the HOTEL information:
a. Be sure there is a hotel contact number to reach the hotel.

b. Include street address and any applicable driving directions necessary.

c. Include the confirmation number and room rate.

Insert all pertinent MEETING INFORMATION in order of dates/times. 
a. Make sure to reference which time zone the time is listed in.  

 [TIP:  Go to www.timeanddate.com/time/ to find out which time zone 
abbreviations apply at various times of the year.]

b. Include conference number dial in and passcode information in case 
their flights are delayed and they need to join the meeting from their cell 
phone until they arrive at the meeting location. (Trust me, it happens!)

Check each section of the itinerary for information that needs to be 
updated.

Treat the compilation of the itinerary as though you were the 
traveler.  What additional information would you want to know?
a. Driving directions

b. Restaurant options and/or locations

c. Entertainment venues

d. How to dial in to get voice messages

e. How to access email (or webmail) remotely

TRAVEL ITINERARY TEMPLATE
Effectively organizing all of the details of an executive’s travel plans requires a travel itinerary template that you use consistently.  Don’t ask your 
travelers if they want one – JUST DO IT!  They’ll thank you for it later.  And in the meantime, you’ll have saved them a lot of time and hassle in 
sorting through multiple documents or scrolling through multiple emails to find the information they need at the moment they need it while they 
are traveling.  I know this because every executive I’ve ever created one for initially comes to expect and/or demand them for future trips.  I’ve 
done a fair share of traveling myself, and trips with an itinerary are much more efficient.

THINK CHRONOLOGICALLY
If you haven’t done a lot of travel planning in the past, one of the first things 
I encourage you to do is THINK CHRONOLOGICALLY.  What is the order of 
events for your traveler throughout their trip?  This will help you get all of 
the arrangements made that are required from the start (flights, ground 
transportation, hotel, meals, meetings, etc.).

HOW TO USE THIS TRAVEL ITINERARY TEMPLATE
This template is designed to cover all of the basic details that need to be 
included on an itinerary for a traveling executive.  Not every trip requires 
airline travel.  Not every trip requires rental cars.  It may change from trip 
to trip and traveler to traveler.  Remain flexible.  Customize this template to 
make it fit more specifically to your executive’s specific travel needs.

PROOF READ, PROOF READ, PROOF READ the completed itinerary.  
There are a lot of details here.  Make sure you proof it well.



HOW TO NAME YOUR ITINERARY FILES
To keep your electronic files organized nicely, here’s an example of a file naming convention for travel itineraries.  (Note: XXXXXX = the 6-digit date)

XXXXXX – Location – Name or Initials of Traveler  (i.e.  092316 – Tampa FL – JLP)
XXXXXX – Location Event Name of Traveler (i.e. 092316 – Tampa FL IAAP Conv JLP)

In these examples, the beginning date of the trip was September 23, 2016.  The destination was Tampa, Florida for an IAAP convention.  The traveler’s initials 
were JLP.

When using dates in your file names, consider using full six-digit dates so they always align in order by date.  You may also consider starting with a 2-digit or 
4-digit year, so you can find things by the year, then the month and day.  Using the same sample data from above, that would look like this:   
2016 0923 Tampa FL JLP

It may take a few minutes to assemble the information, but sending your executive on business travel with an itinerary is a HUGE value-add you can provide your 
executive(s) and your team as an Administrative Professional.  HAPPY TRAVEL PLANNING!

Source:  Julie Perrine CPS/CAP is a personality strategist, personal brand analyst, and administrative mentor who teaches administrative professionals and 
entrepreneurs how to increase their professional opportunities and achieve more productive and meaningful relationships by utilizing innovative technology, ideas, 
and people. www.AllThingsAdmin. 

NOTES



CALENDAR AND EMAIL PROTOCOLS
Outlook is the predominant tool for calendar and email today.  It is a highly efficient tool, and most companies have protocols for its usage.  It will be 
your saving grace, and your biggest challenge!

As an Executive Assistant calendar and email management will always be a large part of your role.  You will live and breathe Outlook so be prepared 
to love it, hate it, and make it your right hand.  In your purse, or your knapsack, in your car, and on your desk.  Your mobile device should be fully 
loaded and on your person at all times for on-the-go calendar and travel changes, and email monitoring. 

Calendar
The Outlook Calendar module allows you to easily make appointments, change appointments, invite attendees and track acceptances to meetings, events, 
personal appointments, and conference calls.  Your proficiency in Outlook is key to your success in the Executive/Personal Assistant role.  Make yourself fully 
aware of protocols for invites and conference calls.  Be prepared to make constant changes, and follow up calls, and more follow up calls and emails.  The calendar 
is a 24/7 challenge that all exceptional EA’s learn to manage.  If your Executive is in the right place at the right time with travel time in between, then you are 
adding to the success of the business.  Look into colour coding business appointments and personal appointments.  There are a multitude of tools you can apply.

Always improve.  Always learn.  Make it your goal!
Ongoing continuing education is always a good thing when it comes to software, but there is nothing that you can’t GOOGLE!  If you can’t figure it out there are 
probably instructions on YouTube!  Being resourceful and curious about ways to do things more efficiently is something that will allow you to manage both your 
time and the time of your Executive.

Email
This has become more and more prevalent over the years.  Part of the EA’s job is managing/prioritizing/triaging their Executive’s email.  Usually, more than 50% 
of what comes into an Executive’s email can be dealt with, or delegated to other team members by the EA.  Bringing urgent items to your Executive’s attention is 
a must of course.  Responding to them is also part of some EA’s roles.  The receiver thinks you are the Executive so make certain you sound like one!  Professional, 
well written emails are the life’s blood of a successful Executive today.  

Organizing and archiving of emails in Outlook is a great way of keeping important emails and documents on-file without crowding the inbox.  Past emails 
should always be at your fingertips.  Never delete unless you are 100% certain.  

Sitting down with your Executive or sending him a synopsis of actionable items every morning and or afternoon is a great way of keeping him/her organized.  If 
this isn’t possible a run down by text or email can help them plan the following day.

Contacts
Always keep your contacts in Outlook up to date with notes when needed.  Fully populate all the fields you can, and maintain them regularly.  You can even sync 
your contacts to your car now and call people hand free with voice technology.  It’s amazing really!  Technology is a wonderful thing.  Keep yourself current!!!  
Those who fall behind here will have a hard time landing the prime roles!  



FINANCE PROTOCOLS AND EXPENSES
Money makes the world go around, and accountants like to make sure that protocols are followed by all Executives and their assistants.  Finance requisitions 
and approvals may be a part of the EA role. In fact, some senior EA’s even run budgets of up to $1MIL or more.  These protocols will usually be made very clear 
upon start, but it doesn’t hurt to ask someone in accounting along the way if there are questions about software input, approvals for purchasing office supplies 
or equipment, or expenses.  Stick to the rules here and you can’t go wrong!  Note:  The corporate credit card is NOT for personal spending, EVER!  We mention this 
here as this has definitely come up over the years. 

Banking and dealing with personal bankers or financial advisors may also be a part of your role.  As a personal assistant you may even be tasked with paying 
personal bills, and credit cards.  This is a task that requires high levels of confidentiality.  When you are working for an Executive everything you see or hear in his 
office is 100% confidential.  Sharing with other EA’s or employees is completely unacceptable! 

Expenses are almost always a part of the EA role.  Again, most companies have templates in Excel or other software that you will be required to work with to “run 
expenses”.  You may do this for more than one Executive.  It will be your responsibility every month to track receipts and credit card bills, to be entered into the 
template/software for submission to accounting.  Be diligent, and accurate.  You may have to chase things down and follow up on receipts.  You may also have to 
question things that have been submitted.  Again, always stick to the rules and you will have won half the battle.  If you submit it, your name is on it!  

BOARD OF DIRECTORS
Working with the Board is great experience for those who have the opportunity.  This can be highly rewarding but requires the highest levels of confidentiality 
and accuracy.  You may work on the Annual General Meeting or be responsible for Board of Directors Meetings.  This involves many steps and processes including 
taking minutes of meetings, tracking actionable items and following up, and transcribing minutes and distributing.  You may also be required to book the travel 
arrangements for the Board of Directors for “location” meetings.  Some individuals who do Board work full-time are called Corporate Secretaries.  They are 
responsible for all of the Board of Directors work for a firm. 
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