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This document is a binding agreement with the Client (see above) and Virtual Assistant Services (hereafter known as the
“Supplier”).

The Supplier agrees to provide the Client with services as requested, described and agreed by the Client, in a timely manner.
The Client agrees to ensure that all information is provided to enable the Supplier to carry out duties as instructed.

Client agrees that all media sent will be returned to the Client via the same method unless requested differently.  E.g. Secure
256-bit SSL, Special Delivery or Courier.

Client agrees to ensure initial payment to Supplier is forwarded prior to work commencing and to ensure prompt payment of
subsequent invoices.

Prepaid fees are included, or have been forwarded via above payment method

____________________________________________________________________________________________

Signed: Jo Bloggs           Position held: Director
For: Client

Date: 5 September 2008

Signed:  _____________________________________
For: Virtual Assistant Services

Date: 5 September 2008

Your Ref:  MAC001 Our Ref:  VSAMAC001
Name  Jo Bloggs
Company Name  Jo Bloggs Ltd
Company Address  Anystreet, Anytown, Anywhere, AB1 2CD
Telephone Number  01234 456789
Mobile Telephone  09870 654321
Payment Method BACS
Payment Prepaid £400
Contract Type Retainer


