Your logo or company name goes here
Virtual Assistance and Support Contract


CLIENT NAME: 										


[bookmark: This_AGREEMENT_(hereby_referred_to_as_th]This AGREEMENT (hereby referred to as the “Agreement”), dated date goes here, is      entered into between your name here (hereby referred to as the “VA”) and clients name here    (hereby referred to as the “Client”), regarding an ongoing Virtual Assistance contract.

CONFIDENTIALITY & RIGHTS (1)

a) The client has full ownership of intellectual copyright of all work done by the 
               VA.
b) All work will be kept confidential and not used for personal gain by the VA   
	without the consent of the Client.
c) Business operations of the Client will not be disclosed to any third parties.

DESCRIPTION OF SERVICES (2)

a) Services.

The Client is hiring the VA for:

1. Lead Magnet creation and automation
2. PowerPoint and workbook design and creation
3. Course design and creation
4. Mailchimp email series automation
5. Any additional administrative and creative support as specified by the client








b) Schedule. 

The VA will begin work on date here and continue on a per package basis as agreed and specified by the client.

c) An agreed amount of “10” HOURS will be completed by the VA. The VA works in the GMT+4 (Mauritius) time zone and is online and reachable from 6am – 2pm in GMT+1 (UK) time zone, Monday through to Friday. 

If the VA is not online for a period, the client will be informed as soon as possible. Turnaround time for tasks and projects given will be within the specified deadline given by the Client, unless otherwise agreed to.

PAYMENT FOR SERVICES (3)

a) Rate. The Client agrees to pay the VA a fee of $25 per hour payable in 
	advance, on a       package basis (10 hours upfront)
b) Invoices. The Client will be invoiced up front for the hours and payment must 
              be settled before work commences.

CHANGES & AMENDMENTS (4)

The Client understands all estimated time and costs for projects and tasks are informal calculations. If the scope of a project needs further discussion the VA will contact the Client to     renegotiate terms. The VA will provide the client with a weekly report of the time used using Toggl, and this will be sent every Monday morning, for work done the previous week.


TERMINATION OF AGREEMENT (5)

If either party decides to terminate this Agreement, this can be done from both parties side with a 1 calendar month notice period. The VA will provide all work and services performed. The VA will not refund any fees paid, but instead will complete the services and support agreed for the fees paid.



LIABILITY INDEMNITY (6)

The VA will not be liable for loss, damage or delay of the Client’s project/work due to circumstances beyond the VA’s control. This may include (but are not limited to) natural disasters, public unrest, power outages, and inability to contact the Client. In the event of such loss, damage or delay the VA will make every effort to let the Client know immediately.

GENERAL (7)

This Agreement represents both parties’ complete understanding of this project/work and entirety of the contract. This Agreement supersedes all other contracts (both written and oral) between the Client and the VA.

This signed Agreement also acknowledges the Client’s full understanding of terms and conditions.

IN WITNESS WHEREOF, the parties have caused this Agreement to be duly executed as of the date written below.

SIGNATURES


CLIENT:

Signature:	 Name, Title:  	

Date:  	

VA:

Signature:		 Name, Title:  	

Date:  	
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