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Streamlines 
Virtual Support 

 

 

Business Policies 

 

 

 

 
These business policies outline the way we’ll work together when you sign up for my virtual 

support services.  

They’re designed to make everything clear and easy for us both.  

 

Please email me at hello@streamlinesvirtual.com if you have any questions about the 

policies. 

mailto:hello@streamlinesvirtual.com
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Communication 

Regular communication and updates 

Initial contact between us will be by email, online forms and a meeting (either by Skype 

video chat or in person) to outline the work.  

Following this, we will agree how to communicate about tasks, including how I will confirm 

completion. Please see below in Completion of work and reports. 

I recommend we arrange a regular 30-minute status meeting to discuss outstanding tasks, 

priorities and any issues. This could be weekly, fortnightly or monthly, depending on the 

nature of the tasks. These will be held by Skype video. 

 

Urgent communication 

The fastest way to reach me is by email on hello@streamlinesvirtual.com. If necessary I can 

then schedule a phone call or Skype with you to discuss the situation. 

If you prefer to contact me by phone, please call me on 07754 271447 and leave a 

message, which I will respond to within 24 hours. Please note, email is a faster way to reach 

me, and my preferred method of communication. I will respond by email or phone as soon 

as I am able to. 

 

  

mailto:hello@streamlinesvirtual.com
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Completion of work and reports 

At least 75% of the work for a monthly period should be agreed in writing before the 

beginning of the month. This will then be completed by the agreed deadline.  

For any additional work, I require a week’s notice in writing. 

If you have small urgent tasks, I will do my best to confirm receipt of the request and then 

deliver as quickly as possible. However, I cannot guarantee this delivery with less than 1 

weeks’ notice. 

There is currently no additional fee for urgent requests but I reserve the right to amend this 

and notify you of a change to that effect. I also ask you to keep urgent requests to a 

reasonable minimum. 

 

Task management system 

I am happy to use an online task management system for tracking all projects and tasks. 

Examples include Asana or Trello. This will allow you to see the progress of the work. 

 

Status reports 

Weekly, bi-weekly or monthly status reports are available to you as agreed between us. The 

report includes the status on outstanding tasks, and other metrics as agreed up front. 

Anything required in the report that takes considerable time to compile will not be covered 

within the services already agreed. I would be happy discuss these requirements at the start 

of the services. 

 

Services covered 

Services are offered as set out on my website and agreed at the start of each contract. 

If a complete service is outside my abilities, I will not take this on. I will tell you immediately 

and will try to recommend other highly-skilled virtual assistants. I won’t be responsible for 

any work they carry out for you. 
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Billing and payment 

I issue invoices for completed work on the last working day of the month. Payment for 

these invoices is due within 14 days. Any overdue payments will incur a fee, as set out in 

our contract. 

For larger projects or regular monthly work (more than £400 in the first month), I may 

invoice 25% of the fee or 25% of the first month’s work up front, before starting the work. 

This will be a deposit, with the remainder of the project or first month’s fee invoiced at the 

end of the month. You will be informed if this is required when we first agree the work to 

be completed. 

You may terminate my services with 5 days’ written notice. Any payments already made will 

not be refunded. All invoices sent to you will still be due. 

 

Expenses 

I will not incur any expenses for you while providing my services to you. 

If there is a requirement to spend some money (e.g. to upgrade a system to a higher pricing 

level) I will ask you to do this yourself. 

The majority of my work will take place online and so there should not be any printing 

expenses incurred. I will not print more than 10 sheets of paper to carry out your services, 

and so there will be no charge for these. 
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Holidays 

Long holidays (1 working week or more): I will give you at least 1 months’ notice. 

I will discuss with you whether you would like me to try to find an alternative virtual 

assistant to work with you and cover my services during my absence, or whether you would 

prefer to cover the work yourself (fees will be amended accordingly). 

 

Short holidays (less than 1 working week): I will give you at least 1 weeks’ notice.  

These absences will not affect delivery of your services but may mean I am temporarily 

unavailable for queries or to take on new tasks. If you feel this is going to cause any 

disruption, please let me know and I will work with you to avoid the disruption. This may 

mean engaging an alternative assistant (as above). 

 

Your holidays: If you are planning any holidays during our time working together, please 

give me at least 1 weeks’ notice (or more if you will be away for a considerable time). This 

will give us time to discuss how I should carry out your work while you are away (for 

example, if you regularly check blog posts before I publish them, you may be happy not to 

do this for the time you will be away, or you may wish to nominate someone else to do so). 

Security and data 

I want you to be comfortable and secure knowing your information is safe with me. The 

devices I work on are fully encrypted. I use up-to-date software for anti-virus, anti-spyware 

and firewall protection. The anti-virus and spyware software is updated regularly to ensure I 

have the latest available version. My wireless router is encrypted and requires a password 

to access. 

I backup my systems on a regular basis to encrypted external hard drives in case of a system 

failure. 

You can find details of my data privacy policy on my website. 

 

 

https://streamlinesvirtual.com/wp-content/uploads/2018/10/Streamlines-Virtual-Support-Data-Privacy-Policy-October-2018-1.pdf?x57328
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Training on client systems 

If there is any training required on your systems, processes or software then the first hour 

will be free and any subsequent hours will be billed at £25 per hour. This only applies to 

software and systems which are not commonly used outside your business.  

 

Moving on 

After we have finished working together, any shared files will be available for you to 

download (e.g. from Google Drive) for 10 working days. 

I will be happy to offer 30 minutes of my time for free to make a smooth transition and 

answer any questions. 


