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1. DEFINITIONS 

1.1. ‘Client’ means a person, firm or corporate body who enters into a Contract with the 

Company by acceptance of the Terms and Conditions of Service for the provision of 

Services. 

1.2. ‘Company’ means Virtual Admin UK who are responsible for the provisions of the 

Service. 

1.3. ‘Service’ means the Services provided by the Company. 

1.4. Contract means the binding Contract formed by the Clients acceptance of the 

Company’s Order Form. 

1.5. ‘Order Form’ means the Contract submitted by the Company to the Client for the 

provision of Services.  The signing of the Order Form means that the Client has read, 

understood and agree to comply with the terms of these Terms and Conditions of 

Service. 

2. INTRODUCTION 

2.1. Virtual Admin UK, the Company, is a run by a virtual assistant and in order to provide 

continuity of cover, the Company also outsources work to skilled sector specific 

associates.  We contract with our associates to provide appropriate levels of security 

and confidentiality in line with our Services to the Client. 

2.2. These Terms and Conditions of Service will apply from the date the Client requests 

the Company to work for the Client.  The Company is based in the UK. This Contract 

and any dispute or claims arising out of or in connection with it or its subject matter or 

formation (including non-contractual disputes or claims) shall be governed by and 

construed in accordance with the law of England and Wales.  

3. SERVICES 

3.1. The Client’s use of any Services provided by the Company denotes the Clients 

Complete Contract with the Company and the acceptance of these Terms and 

Conditions of Service.   

3.2. The Services and description required shall be set out in the Order Form and agreed 

by both parties.  This Order Form will include a detailed description of the Services 

required; the dates by which the requested Services are to be completed; any 

relevant client materials; time, budget and any other relevant information.  The 

Company has the right to amend the Order Form should the workload increase at 

any time or the Company feel that the quote stipulated is under-priced, however, this 

is to be discussed with the Client before the work continues and mutually agreed by 

both parties. 

3.3. Work will be commenced upon receipt of a signed Order Form from the Client.  If the 

Order Form cannot, for any reason, be signed and returned, the Clients written 

consent that the Clients are in agreement with the Order Form will be acceptable. 



 

3 

3.4. The Company shall use reasonable endeavours to meet any performance dates 

specified in the Order Form, but any such dates shall be estimates only and time for 

performance by the Company shall not be of the essence of these Terms and 

Conditions of Service or of any Order. 

3.5. All work produced in respect of our Services shall be produced with reasonable skill 

and care. 

3.6. If the Client is not satisfied with the Services provided or any other aspect of the 

Services, contact should in the first instance be made to VirtualAUK@gmail.com. If 

the Client can demonstrate that a particular requirement from the Order Form has not 

been met, but that hourly charges have been made (or Client's allocation of time 

purchased has been decremented) in respect of the requirement, the Company shall 

either (at its option) arrange for the Services to be completed satisfactorily and 

arrange for a credit of the time charged in respect of such unmet requirements. 

3.7. Refunds are at the sole discretion of the Company. 

3.8. The person named in the Order Form will be our main contact and has the authority 

to agree to payments and tell us what work to do.  

4. GENERAL 

4.1. The Company will not be held liable or responsible for the end use of any document 

or work carried out by the Company. We retain the right to reject work which involves 

material the Company feel is illegal, immoral or objectionable. 

4.2. For reasons of safety and insurance, personal visits to our premises are not 

permitted. Any and all necessary meetings will be held at an alternative location. 

4.3. Unless otherwise specified in the Order Form, the work is entirely undertaken at our 

premises.  When asked to travel to other premises, travel time and travel expenses 

will also be separately chargeable. 

4.4. The Company is covered by an insurance policy.   If the Client wishes the Company 

to take out additional insurance, the Company are happy to do so if the Client agrees 

to pay the additional cost.   Normally this is an annual cost, and it may not be 

possible to refund the charge if the Client does not use the Company for the exact 

year that our insurance runs.  We will upon request show the Client our current 

certificates of cover and policy terms so the Client can take a copy. 

4.5. The Company’s working hours are as follows: 

4.5.1. 9am to 5am UK time for virtual assistant tasks which are usually Services 

carried out by the hour and an hourly rate will apply.  Any virtual assistant 

tasks carried out after these hours will be subject to an out of hours 

surcharge. 

4.5.2. 24-hour turnaround services which are Services carried out at a pre-agreed 

fixed fee. 
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5. TIMING AND STANDARD OF PROVISION OF SERVICES  

5.1. The Company will endeavour to complete and deliver the Services according to the 

timeframe and requirements set out in the Order Form.  The Company will notify the 

Client in advance if the Company expect that any deadlines may not be met.  If the 

Company is unable to do so, the Company will notify the Client of the additional time 

likely required to complete the Services.  The Client shall then have the choice of 

purchasing such additional time allocation or abandoning the Order Form. The 

quotation will take into account all time spent working on the Clients project, including 

time spent making arrangements by telephone and/or email, and will be charged at 

the applicable hourly rate. 

5.2. The responsibility of final proofreading of documents lies with the Client and any 

errors notified within 48 hours of receipt will be corrected free of charge. After 48 

hours it shall be deemed that the work has been accepted as free of errors and 

omissions and the Company will accept no liability or loss arising from the 

performance of any Services carried out under the Contract. 

5.3. Errors or omissions reported after 48 hours will still be corrected but the additional 

time spent will be charged to the Client. 

5.4. Although every effort will be made to ensure a reliable Service, in event of equipment 

failure, the Company cannot be held liable for any loss of information. 

5.5. We have some software and equipment that the Company use at no additional 

charge to the Client.  But where the Company need license fees, or usage fees in 

order to provide support for the Client the Company will charge to the Client the cost 

of any licenses the Client have authorised us to purchase.  Any purchase of 

additional software will be expressed in the Order Form. 

5.6. The Company shall ensure that every associate whom it engages on the Services 

records the accurate amount of time spent on the Services. 

6. TURNAROUND   

6.1. The Company’s usual turnaround of work is next working day, for all work under one 

hour long received and acknowledged by us before 5pm.  Work which is over an hour 

long will be scheduled and the Client will be given an ETA when the Company 

acknowledge receipt of the job.  Large projects and adhoc tasks will vary according to 

requirement. 

6.2. If the Client has an urgent job the Company will try and accommodate it but it will be 

subject to a £25 rush job fee, regardless of the size. This compensates us for having 

to move other Clients in our schedule to accommodate the Clients work.  We will 

always inform the Client of this before completing the work. 

6.3. It is up to the Client to check work which the Company returns and raise any queries 

forthwith thereafter. 

6.4. Daily Services such as virtual assistants providing adhoc Services charged at an 

hourly rate will be allocated a time slot within working hours suitable for both parties.  

These time slots may be flexible and mutually agreed. 
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6.5. Holidays: We take UK bank holidays and Christmas and New Year off each year.  If 

the Client has urgent work to complete during these times, the Company may be able 

to accommodate it as a rush job, but please check first. 

7. CHARGES AND PAYMENTS 

7.1. The fees are chargeable in accordance with the Order Form. Unless otherwise 

specified, office out-of-pocket expenses (including work materials, stationery, 

telephone charges for phone-based work, postage, USBs, DVDs, CDs, paper and 

consumables) will be charged as an additional charge. 

7.2.  All prices are exclusive of Value Added Tax or other government charges.  Virtual 

Admin UK is not VAT registered. 

7.3. Overall charges will be reviewed by the Company at the beginning of each year and 

Clients will be notified of any new charges in writing. 

7.4. The Client shall pay the total Charges to the Company upon receipt of our invoice 

which will be submitted at the commencement of the Service or at the end of the 

current month.  Payments are to be made within 14 days of the date of invoice via 

PayPal or Bank Transfer. 

7.5. If payment is not made and the Client does not pay by the due date, the Company 

may reschedule further work until payment is made.  Additional charges may be 

levied for PayPal or credit card payments. 

7.6. We reserve the right to charge interest on overdue amounts at the rate of 3% per 

month. Subsequent payments will be applied to interest and finance charges first, 

and then applied to fees/costs outstanding. 

7.7. The Company has the right to amend their charges at any time, however, shall give 

the Client written notice of any such increase in advance of the proposed date of that 

increase. If such increase is not acceptable to the Client, it may, within 1 month of the 

date of such notice, terminate the Contract constituted by these Terms and 

Conditions of Service by giving written notice to the Company.  Such termination 

shall take effect on the next bill date. 

7.8. Deposits are only required for large tasks or out of hours tasks, this however will be 

stipulated on the Order Form and an amount agreed before the work commences.  

The non-payment of a deposit may delay starting the work even if the Client have 

accepted the Terms and Conditions of Service and asked us to start.  Payments 

means when cleared funds appear in our bank account. 

7.9. Failure to pay an invoice which has been outstanding for 60 days will lead to County 

Court Proceedings being issued against the Client by the Company at the Clients 

expense.   

7.10. Mileage for required car travel will be charged at a rate of 40p per mile plus £25 per 

hour. 

7.11. The Client shall not be entitled to withhold payment of any amount due under the 

Contract under any circumstances. 
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7.12. There is a minimum charge of £10 for any task undertaken. 

8. OWNERSHIP OF WORK/COPYRIGHT ASSIGNMENT 

8.1. Upon payment of our fees and charges the Company will assign to the Client any 

agreed intellectual property rights as set out in the Order Form.   

8.2. The Company will respect the confidentiality of the Clients personal and business 

practices and recognise the Clients ownership of any intellectual copyright pertaining 

to the Clients business activities. 

8.3. The Rights in work done under this Contract will be ours.  Upon payment of our fees 

and charges the Company will assign to the Client the rights in any work created.  

We agree to sign any further documents needed to complete the transfer of Rights to 

the Client. 

8.4. Information and documents which the Company provide to the Client remain our 

absolute property at all times unless and until assigned to the Client. 

8.5. The Client promises not to breach any third-party copyright rights in sending us 

material to work on.  You promise not to use any confidential or restricted information 

that belongs to someone else in sending us work.  

8.6. We will keep full records of the work that the Company have done for the Client and 

the contacts the Company have made with people on the Clients behalf.  We will 

send the Client copies of these records regularly, or log them into the Clients 

systems, if specified in the Order Form. 

8.7. We will not access, use, copy, distribute, publish or adapt any part of any information, 

data or documents that the Client has paid for, for our own or any other person’s 

benefit or purposes.  

8.8. The Company is the owner or the licensee of all intellectual property rights on the 

Company’s website and the material published on it. Those works are protected by 

copyright laws and treaties around the world. All such rights are reserved. 

8.9. You must not use any part of the materials on the Company’s website for commercial 

purposes without a licence from us or our licensors. You may not reproduce in any 

format (including on another the Company’s website) any part of our site (including 

content, images, designs, look and feel) without our prior written consent. 

9. POLICIES AND PROCEDURES 

9.1. Resolving problems:  If there is anything about the Clients project that is not going as 

the Clients want, or if the Client has any query or complaint, speak to us straight 

away. 

9.2. Working at the Clients premises:   We may from time to time work at the Clients 

premises and be covered by the Clients Health and Safety policy.   
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9.3. We will work to the standard of the Clients Social Media Rules and Data Protection 

Policy, or to ours – whichever is the highest standard.  Any specific requirements 

must be specified in the Order Form.    

10. OUR WEBSITE/UPLOADING MATERIAL TO OUR WEBSITE 

10.1. We allow access to our site on a temporary basis and the Company reserve the right 

to withdraw, restrict or change our site at any time and without notice. We will not be 

liable if for any reason our site is unavailable at any time or if the content is changed 

or out of date. 

10.2. It is the Clients responsibility that anyone who accesses our site through the Clients 

internet connection is aware of these Terms and Conditions of Service and complies 

with them. 

10.3. Any material the Client upload to our site will be considered non-confidential and non-

proprietary and the Company have the right to use, copy, distribute and disclose it to 

third parties. If any third-party claims that any material posted or uploaded by the 

Client to our site violates their intellectual property rights, or their right to privacy, the 

Company have the right to disclose the Clients identity to them. 

10.4. The Client must not misuse our site by knowingly introducing or upload any material 

which is malicious or technologically harmful. You must not attempt to gain 

unauthorised access to our site, the server on which our site is stored or any server, 

computer or database connected to our site. You must not attack our site via a 

denial-of-service attack or a distributed denial-of-service attack. 

10.5. By failing to comply with this provision, the Client would commit a criminal offence 

and the Clients right to use our site will cease immediately and the Company will 

report the Clients actions to the relevant authorities. 

11. CONFIDENTIALITY AND DATA PROTECTION 

11.1. The Company will only use or disclose confidential information provided to us in order 

to perform the Services set out in the Order Form, or if the Company are required to 

disclose it by a court order or under a statutory obligation.  Any information will not be 

used for personal benefit. 

11.2. All information and data will be treated in the strictest of confidence. 

11.3. If required by the Client, The Company would be happy to sign any confidentiality or 

non-disclosure Contract. 

11.4. The Company will need to agree a safe and secure system of the Client sending us 

the Clients confidential documents and information (and us returning them to the 

Client).  We do not agree to be liable for data that is not securely transmitted to us.  

The Client must: 

11.4.1. Share the Clients Data Protection and Confidentiality policies with us.  

11.4.2. Specify what, if any, information (data) the Company can download, and 

where it should be saved on our PC or other device or location.  
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11.4.3. Specify what secure mediums the Client want to use to send, store, and 

receive confidential data and information relating to any identifiable 

individual. 

11.4.4. Note that the Company may make and keep temporary backups to ensure 

continuity of service. 

11.5. Any passwords the Client give us are for our exclusive use.  We will report any 

password changes required by site security and make sure the Client have up to date 

access.  We will not share this access with any individual.  You will provide additional 

passwords and access if additional team members need to use the Clients system.  

11.6. All completed work will be delivered via email, dropbox, google drive or first-class 

post. 

11.7. We will not set up any social media or email account or fan/group/web/forum pages 

using our name or our brand name(s), or for people to respond to unless your Order 

Form specifically says so. 

11.8. Information about living individuals is protected by data protection legislation:   

11.8.1. If requested, we will check where (geographically by country) information 

on our system is held, and that it is securely held and not available to 

anyone other than you. 

11.8.2. We will then notify you of the responses and let you know what steps we 

have taken to make it secure. 

11.9. In compliance with Data Protection all emails, forms, documents which have been 

sent to the Client will be deleted after a one-month period unless specifically 

instructed by the Client. 

11.10. The Client may need to virus check electronic media and emails as, although the 

Company take reasonable precautions, the Company cannot guarantee that all 

electronic data is virus free. We will communicate with the Client and others when 

appropriate by email, but the Company cannot be responsible for the security of 

correspondence and documents sent by email. By accepting these Terms and 

Conditions of Service, the Client give informed consent to enable us to communicate 

with the Client on confidential matters by email, unless the Client have asked us not 

to do so. 

11.11. All our virtual assistants sign strict confidentiality contracts. 

11.12. The Clients information is held securely and backed up in accordance with UK Data 

Protection Laws. 

11.13. The Client agrees to notify the Company in the event that they suspect any 

Freelancer of misusing any personal data supplied by the Client. 
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12. RESTRICTION AND LIMITATION 

12.1. Whilst working with us, the Client may be working with our associates and employees 

who support us.   They are all under contractual terms that prohibit them from 

working directly for the Clients for a period of time.   If the Client genuinely want one 

of our team to work directly for the Client, the Company would consider releasing 

them from their contractual obligations for a suitable fee representing the all-in cost of 

locating, recruiting and training a substitute and our loss of profit during this period. 

12.2. We will not be liable for failure to provide Services where it is not reasonably 

practicable to do so due to circumstances beyond our control. 

12.3. Limitation of liability:  Our fee rates are determined on the basis of the limits of liability 

set out in these Terms and Conditions of Service.  Before contracting for work to be 

done, the Client may request that the Company agree to a higher limit of liability 

(providing insurance cover can be obtained therefor) in which case our fee rates may 

be adjusted or an additional charge may be made. 

12.4. There shall be no personal liability of any of our principals, directors, partners, 

employees, agents or sub-contractors arising in any way out of the performance or 

non-performance of Services or relating to the supply of products. 

12.5. We shall have no liability for any indirect or consequential losses or expenses 

suffered by the Client, however caused, including but not limited to loss of anticipated 

profits, goodwill, reputation, business receipts or contracts, or losses or expenses 

resulting from third party claims. 

12.6. Our aggregate financial liability to the Client shall in no circumstances exceed the 

fees paid for the Services which gives rise to such liability. 

12.7. Nothing in these Terms and Conditions of Service shall be interpreted as excluding or 

restricting any legal liability on us or others where liability cannot legally be excluded 

or restricted. 

13. VARIATIONS 

13.1. We may revise these Terms and Conditions of Service of use at any time by 

amending these pages or by provisions or notices published elsewhere on our site. 

14. SUBMISSION OF WORK 

14.1. All work requests should be submitted to our central email VirtualAUK@gmail.com or 

by telephone to 07428 050 956 or by uploading the Clients audio or documents on 

the Company website.  

14.2. We will acknowledge all work within half an hour during business hours of Monday-

Friday 9am-5pm.  If the Client has not received an acknowledgement, please call 

07428 050 956 to confirm if the Company has received the file. 

14.3. An Order Form will then be returned to the Client within one hour of initial contact for 

Contract by both Parties. 

mailto:VirtualAUK@gmail.com
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15. CANCELLATIONS: 

15.1. Either party may end the Contract by giving one month’s notice in writing.  Notice 

shall be given by email to the address used on the most recent Order Form unless a 

new email address has been notified by either party.  Cancellations must be made in 

writing by email or letter prior to the commencement of work. If work has already 

commenced and time spent has exceeded the minimum contract period the Client 

will be required to pay for the extra time. 

15.2. Termination of this Contract shall not affect rights and obligations already accrued 

prior to termination. 

16. WAIVER 

16.1. The Company is confident that it has exercised a reasonable level of due diligence in 

screening and selecting its Freelancers. But the Company undertakes a wide range 

of Services for a wide range of Clients, using a wide range of Freelancers.  The 

Services provided by Freelancers, who are not employed in the Company will 

inevitably have a subjective assessment of the best way to carry out the Services. 

The Company cannot and does not guarantee that all Work will be 100% error-free or 

comprehensive. However, the Company is under an obligation to correct any errors 

to meet the Clients satisfaction. 

17. MISCELLANEOUS 

17.1. If any provision or part-provision of these Terms and Conditions of Service is invalid, 

illegal or unenforceable, the parties shall negotiate in good faith to amend such 

provision so that, as amended, it is legal, valid and enforceable, and, to the greatest 

extent possible, achieves the intended commercial result of the original provision. 

17.2. Please note: We only work with UK based Clients due to insurance and financial 

reasons. 

17.3. We will not be liable for any losses the Client might sustain arising directly or 

indirectly from our completing work save in so far as the same arises directly from our 

negligence. 


