
Virtual Admin Agreement

This is an agreement between [Executive Virtual Admin Services] operating as [EVAS] (the VA) and [client name] (the Client)

(each a “Party” and collectively the “Parties”).

1. ACCEPTANCE OF AGREEMENT. The Client agrees to the terms and conditions outlined in this Agreement. This

Agreement constitutes the entire and only agreement between the VA and the Client, and supersedes all prior

agreements, representations, warranties and understandings with respect to the VA and Client relationship, the

content, products or services provided by us and the subject matter of this Agreement.

a. Signature. Virtual Signature may be used and recognised.

2. ENGAGEMENT. The VA agrees to perform tasks and related services to and for the Client (the “Services”) as may be

requested from time to time by the Client, including, but not limited to, the services specified on Appendix A, or any

subsequent Appendix, to this Agreement (each a “Statement of Work”), in accordance with the terms and conditions set

forth therein and in this Agreement.

3. FEES. As consideration for the Services to by provided by the VA and other obligations, the Client shall pay to the VA the

amounts specified in the Statement of Work.

a. Expenses. The VA shall bill the Client for all reasonable and pre-approved out-of-pocket expenses that are

incurred in connection with the performance of the Services.

b. Invoicing and Payment Terms. As detailed in Appendix A.

c. Late payments. Payments not received by the due date will result in work cessation. The VA reserves the right

to refuse completion or delivery of work until past due balances are paid. In the event of collection

enforcement, the Client shall be liable for any costs associated with such collection.

4. TERM OF AGREEMENT. The VA shall provide, with reasonable care and skill, and otherwise in the manner customarily

performed by service providers in the Virtual Service industry, services to the Client on an ongoing basis starting from

[date].

5. TERMINATION. Either Party may terminate this Agreement:

a. Immediately if either Party breaches this Agreement or

b. At any time up on 14 days’ written notice to info@evasuk.com.

c. If the Client fails to pay monies due within 14 days of the due date.

d. The Client ceases, or threatens to cease, to trade or an order is made or a resolution is passed for the Client’s

winding up, or circumstances arise which entitles a court of competent jurisdiction to make a winding-up order

against them or the Client takes or suffers any similar or analogous action of any jurisdiction in consequence of

debt.

e. On termination for any reasons whatever, the Client shall immediately make payment to the VA of all sums

outstanding under these conditions (including charges and any outstanding balance) and the VA shall provide

information and suggestions in response to all outstanding Requests made by the Client prior to termination.

f. The VA will not be obliged to retain documents and information or any other materials provided by the Client

after termination of the Contract and the VA accepts no liability or responsibility for any loss or damaged

caused by the failure to retain files and/or documents after such termination and are authorised by the Client

to destroy the files and/or documents after such time.

g. After completion of the Services, the Client agrees that the VA shall be entitled to retain and use for its own

purposes copies of all documents created or used by the VA during the provision of Services.

6. STATEMENT OF WORK. The Statement of Work and the obligations thereunder shall terminate upon the Client’s

acceptance of all Services and Work Product completed therein and full payment to the VA thereunder. The Parties may

enter into any subsequent Statement of Work for additional Services to be performed by the VA which shall be subject

to the terms of this Agreement unless otherwise specified. The additional Services will be agreed in subsequent email

correspondence between the Parties.

7. CHANGES TO THE SERVICES. Any material changes to the Services, including the schedule, deliverables, and related fees

must be approved by prior written consent of the party not requesting the change.

8. SUB-CONTRACTING. In the performance of its obligations hereunder, the VA shall have the right, in its sole discretion, to

assign, transfer, charge, delegate or subcontract its rights and responsibilities to any third party, provided that the VA

shall remain responsible for the performance of any such third party. The Client shall not, without the VA’s prior written

consent, assign, or transfer in any other manner with all or any of the Client’s rights or obligations under the Agreement.

9. NON-SOLICTATION. The Client may not at any time during the Contract or for a period of 12 months following the

termination of the Contract, approach, deal directly with, engage, employ or solicit any of our existing associates or

contractors or persons or businesses who have been our associates or contractors within the previous 12 months.
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10. LOCATION OF SERVICES PERFORMANCE. Services shall be performed and provided virtually via email, telephone or

other virtual means from the VA’s location.

11. OFFICE HOURS AND COMMUNICATION. Office hours are Monday – Friday 9am -5pm. Email is to be the primary form of

communication between the Client and Service Provider. The VA is available for telephone calls during office hours only.

Occasional calls of only a few minutes are not typically billed to the Client but the time of both parties must be

respected, and calls lasting over 15 minutes will be billed to the Client. Services outside of the above specified hours can

be available on request, for evening and weekend work, the VA reserves the right to charge an additional 50% of the

fees.

12. MATERIALS AND INFORMATION. The Client will provide all content, outlines, photos, product images, etc. necessary for

any special projects. Source material must be clear and legible. The Client is responsible for furnishing all pertinent

information, and for furnishing accurate, truthful and complete information necessary for the VA to perform or

complete the Services. The Client ensures that the necessary permissions to use provided materials have been

obtained.

13. GDPR COMPLIANCE. Both Parties hereby confirm that they are in full compliance with their respective obligations under

the General Data Protection Regulation (GDPR) (EU) 2016/679 act. Each Party will, if applicable, notify the other Party in

a timely manner in the event of a data breach that involves the other Party’s data.

14. INDEPENDENT CONTRACTOR RELATIONSHIP. The VA’s relationship to the Client shall be that of an independent

contractor. Nothing in this Agreement shall be construed to create any partnership, joint venture, employer-employee

or agency relationship between Client and VA. The VA shall not represent to any third party that any such relationship

exists. The relationship shall be non-exclusive, and the VA shall be free to work with other companies so long as such

work does not present a conflict of interest with regards to this Agreement or result in the disclosure of Confidential

Information (defined below). In the event of any potential conflict of interest, prior non-disclosure agreements will be

obtained between parties.

15. OWNERSHIP. All deliverables, ideas, inventions, improvements, methods, processes, works of authorship and other

forms of intellectual property that the VA conceives, reduces to practice or develops during the term of the Agreement,

alone or in conjunction with others, in connection with performance of the Services will be the sole and exclusive

property of the Client once payment has been made in full. The VA shall be entitled to retain all files and documents

created or used by the VA during the provision of the Services until all fees and disbursements have been paid in full.

16. CONFIDENTIALITY. The VA may obtain access to information related to Client’s business that the Client considers to be

confidential or proprietary or the Client has a duty to treat as confidential. The VA will, unless having the written

consent of the Client (a) hold all Confidential Information in strict trust and confidence; (b) not use or permit others to

use Confidential Information in any manner or for any purpose not expressly permitted or required by this Agreement;

and (c) not disclose or permit others to disclose any Confidential Information to any third party without obtaining the

Client’s express prior written consent on a case-by-case basis.

a. Exceptions. The VA’s obligations with respect to any portion of the Client Information as set forth above shall

not apply when the VA can document that (i) it was in the public domain at the time it was communicated to

the VA by the Client; (ii) it entered the public domain subsequent to the time it was communicated to the VA by

the Client through no fault of the VA; (iii) it was in the VA’s possession free of any obligation of confidence at

the time it was communicated to the VA by the Client; or (iv) it was rightfully communicated to the VA free of

any obligation of confidence subsequent at the time it was communicated to the VA by the Client.

b. Passwords. Should the Client decide to grant the VA access to the Client’s business and/or personal accounts,

the Client does so entirely at their own risk and the Client is fully responsible for ensuring the security of the

Client’s data.

17. INDEMNIFICATION. Both parties agree to defend, protect, indemnify and hold one another harmless from any and all

lawsuits, claims, damages, demands, liabilities or losses, including reasonable legal fees and costs, brought, made of

claimed as a result of any acts, including omissions, which are not outlined in this agreement.

18. WARRANTIES AND REPRESENTATIONS. Each Party hereby warrants and represents that such Party is free to enter into

this Agreement and that this Agreement does not violate the terms of any agreement between such Party and any third

Party.

19. LIMITATION OF LIABILITY. In no event will the VA be liable for any consequential, indirect, exemplary, special or

incidental damages arising from or relating to this Agreement. The VA’s total cumulative liability in connection with this

Agreement, whether in contract or tort or otherwise, will not exceed the aggregate months preceding any settlement or

adjudication of any claim. The Client agrees that the VA may communicate with the Client by email sent without

encryption over the internet. The VA shall not be responsible for any loss or damage arising from unauthorised

interception, redirection, copying or reading or emails, including any attachments, nor shall the VA be responsible for
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the effect on any computer system (or any loss or damage arising from any such effect) of any emails, attachments or

viruses which may be transmitted by this means.

a. Insurance. Both Parties affirm that the appropriate insurance coverage with regards to the Services agreed

upon has been obtained.

20. WORK PRODUCT CONFORMITY. The VA further warrants that the Work Product will fully conform to the specifications,

requirements and other terms set forth in this Agreement (the “Specifications”) and the attached Appendix A. If the

Client determines in its sole discretion that the Work Product does not conform to the Specifications, the Client shall

inform the VA within 3 working days of the Work Product delivery of such nonconformity and the VA will repair or

replace the Work Product without extra charge. If the Client does not voice any concerns within 3 working days, the VA

is not obligated to do any remedial work free of charge. If the Client’s request goes beyond the Specifications, the

request will not be considered a remedial request and the VA will inform and bill the Client with regards to the

requested changes.

21. AMENDMENTS AND WAIVERS. Any term of this Agreement may be amended or waived only with the written consent

of both Parties.

22. FORCE MAJEURE. The VA shall not be considered in breach of this Agreement to the extent that performance of the

obligations outlined herein is prevented by an event of Force Majeure.

23. DISPUTE RESOLUTION. The validity, interpretation, construction and performance of this Agreement shall be governed

by the laws of England and Wales, without giving effect to the principles of conflict of laws. The Parties may agree to

alternative methods of dispute resolution, including negotiation, mediation and arbitration. Unless any alternative

dispute resolution procedure is agreed between the Parties, the Parties agree to submit to the exclusive jurisdiction of

the Courts of England and Wales in respect of any dispute which arises out of or under this Agreement.

24. SEVERABILITY. If one or more provisions of this Agreement are held to be unenforceable under applicable law, the

Parties agree to renegotiate such provision in good faith. If the Parties cannot reach a mutually agreeable and

enforceable replacement for such provision, the (i) such provision shall be excluded from this Agreement, (ii) the

balance of the Agreement shall be interpreted as if such provision were so excluded and (iii) the balance of the

Agreement shall be enforceable with its terms.

The Parties have executed this Virtual Assistant (VA) Agreement to commence on <date>.

CLIENT

Signed:

Name:

Title:

VIRTUAL ASSISTANT

Signed:

Name:

Address:
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APPENDIX A – STATEMENT OF WORK

1. Description of Services

Services Estimated
Hours

Completion Date(s) Payment

Other adhoc tasks as required Subject to 14 days’
notice of termination by
either party

£27 per hour

2. Payment Terms & Invoicing

Payments are due 14 days from date of invoice, by BACS transfer. Invoicing will be on the 15th and 30th of each month

for hours worked.

3. Reimbursable Expenses

Expenses are not envisaged on this project but any small disbursements such as postage, printing, etc will be

re-charged at cost.

In Witness hereof, the Parties have agreed this Statement of Work as of the date below.

The VIRTUAL ASSISTANT THE CLIENT

Signed:

Date:

Signed:

Date:
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