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Company/Client Agreement

This Agreement, made this Please erase this text and Enter the numeric Day of the Month FORMDROPDOWN 
 day of  FORMDROPDOWN 
,  FORMDROPDOWN 
 between, Patricia Kos, Quality Business Solutions, LLC, hereinafter referred to as “The Company”, located at 3300 Countryfield Drive, Lake Saint Louis, MO  63367 and Please erase this text, enter your name and enter your Company Name (if you own a company)hereinafter referred to as “The Client”, located at Please erase this text and enter your or your Company address and collectively referred to as “The Parties”, represents all terms agreed upon by all parties of the contract.  It is to be noted that this contract in no way involves Mary Kay, Inc. and Mary Kay, Inc. is to be held harmless for any and all actions that occur between the parties.
RECITALS

The Company agrees to provide Administrative Services to The Client, and of which hereinafter will be referred to as “Virtual Assistant (VA) Services”.  The Company will utilize the venue of VA Services that is most fitting and to which The Parties agree.  The Parties agree, any changes or additional service requests (outside of normal VA Services) must be agreed upon by The Parties and submitted in writing as an amendment to this Agreement.  

A) Terms of Services offered by The Company include, but are not limited to the following:
The parties agree that The Client will submit in writing project request to The Company via email to tricia_kos@qbs4u.com.  On the occasion that the project request is submitted verbally over the phone, The Company will send an email to The Client with the information requesting verification of project details prior to starting the project.

*
Bookkeeping Services – Quickbooks Pro 2010 – Set Up and/or Maintain Accounts, Reconcile Bank Statements, Run Reports, Track Inventory, Invoice Clients
*
Verbal Communications - Client and/or Customer Inbound/Outbound Telephone Calls
 and/or Instant Messages (Not as a receptionist or Appointment Setter)


*
Written Communications - Creating/Writing/Editing/Typing - Letters, Documents, Grants,
 Creative Writing, Spreadsheets, Training Manuals, Employee Handbooks, Web Pages.


*
Email Management - Sorting, Filing, Deleting, Correspondence, etc.
*
Proof Reading with or without Research         


*
Calendar Management - Coordinating, Scheduling, Confirming



Please verify that you have read and understand the terms of this page by entering your initials.  By typing in my initials, I agree that I have read the terms of this page and understand them.  Please erase this text and enter your Client/Representative Initials
(VA Services Cont.)

*
Data Entry - Database Create/Maintain 
*
Transcription Services - (some prefer to pay by the audio hour, in that instance the 
rate changes to $50.00 per audio hour).
*
Wedding/Event/Conference Planning - Coordinating Events (both virtual/public and business/private) * Travel Arrangements (Domestic and International) * Hotel Reservations * Conference Room Set-up * Break Out Sessions * Event Activities/Games * Catering * Hosting * Invitations * Nametags * Sign-in Sheets * Collecting of Fees * Preparing of Documents/Materials * Thank You Notes, and more


*
Designing/Creating/Editing Marketing Materials - Brochures, Letterhead, Business Cards,
Fliers, Power Point Presentations, etc., Mass Mail of Marketing Materials, Mass Reproduction of Marketing Materials (This could possible create extra expenses for The Client – please see below).


*
Personal Assistant Services - Paying Bills, Online Shopping, Keeping Track of Loved One's Special Days (Birthday, Anniversary, Graduation, etc.), Maintaining Social Network, Keeping Track of Personal Calendar (Doctor Appointments, School Activities, etc.)


*
Additional Services Not Mentioned – We can discuss your need to determine the best course of action to take that will fulfill your objectives.
*
Below are examples of Incidental Services provided by The Company which may create additional expenses for The Client if utilized by The Client:

●  Mass Production of: Tri-Fold Brochure, Brochure (7x10 inch), Sales Letter, Newsletter
●  Direct Mail Packages, Postage, Shipping and Handling, Labels/Packaging 

●  Printing of Materials (business cards, brochures, letters, letter head, envelopes, instruction manuals, etc.).  
●  Travel (including but not limited to):  Food and Hotel stay for any destination over 50 miles 
from The Company’s office (when acting as a VA and not a MK consultant).  

●  Receive USPS/FedEx/UPS mail 
This service is optimal for those who can’t always be there to sign for the package.  All mail will be opened by The Company.  Any mail of illegal nature will be reported to the proper authorities.  If this service is needed, a box will be set up that is local for The Company.  It will be the responsibility of The Client to pay for the box and The Company to maintain the box.
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(VA Services Cont.)

B) Company Hours of Operation:

The Company’s hours of operation are Monday - Friday 8:00 a.m. - 5:00 p.m. Central Time/Central Standard Time.  Please note, all evening and weekend work required and approved in writing by The Client is billable at $30 per hour (and not included within the retainer).  If The Company chooses to work evenings or weekends, then The Client is billed as if it were normal working hours and according to the Retainer Option chosen below.  The Client will have the confidence in knowing The Client’s projects will be professionally completed and in a timely fashion. 

The Company’s turnaround time frame is 48 hours or less on normal sized projects.  There will be instances where a quicker turnaround time is needed.  The Company does accommodate for those instances - but please note all "rush" projects are billable at a rate of $30.00 per hour (and not included within the retainer).  An example of a rush project would be composing a letter of correspondence that must be completed and emailed/mailed to the client within 24 hours and takes longer than 15 minutes to create.  Normal communications, quick emails, and routine work are excluded as "rush" projects.
All Federal and Christian Holidays are non-working days for The Company.  Should a Holiday fall on a Saturday or Sunday, the following Monday will be a non-working day for The Company in observance of the Holiday.  The Company will give The Client at least 48 hours notice of any other non-working days except in the case of an emergency and then The Company will notify The Client as soon as possible.
C)  Invoicing and Payment Options and Arrangements:

The Parties agree that The Company has explained the following payment options to The Client. The Client is to choose the retainer option with which they would like to start.  Please select your Retainer Option from the drop down menu:  FORMDROPDOWN 
:
Retainers are all inclusive (with the acception of Third Party Services required by The Client at which time Third Party Fees take affect for those services and/or incidentals):
Option 1:
Retainer – 10 hours per month at $200.00 due at the first of each month.  Any hour above the initial 10 are billable at $25.00 per hour and invoiced at the end of the month.  This averages to 2.5 hours per week.  Both parties will agree on a designated day and time each week that The Company will perform The Client’s work.  The Client will have the option of splitting the time or choosing one available day.  This agreement makes it possible for The Company to satisfy the needs of all of The Company’s Clientele.
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Option 2:
Retainer – 15 hours per month at $290.00 ($10 savings) due at the first of each month.  Any hours above the initial 15 are billable at $25.00 per hour and invoiced at the end of the month.  This averages to 3.75 hours per week.  Both parties will agree on a designated day and time each week that The Company will perform The Client’s work.  The Client will have the option of splitting the time or choosing one available day.  This agreement makes it possible for The Company to satisfy the needs of all of The Company’s Clientele.
Option 3:
Retainer – 20 hours per month at $385.00 ($15 savings) due at the first of the month.  Any hour above the initial 10 are billable at $25.00 per hour and invoiced at the end of the month.  This averages to 5 hours per week.  Both parties will agree on a designated day and time each week that The Company will perform The Client’s work.  The Client will have the option of splitting the time or choosing one available day.  This agreement makes it possible for The Company to satisfy the needs of all of The Company’s Clientele.
Option 4:
Retainer – 25 hours per month at $480.00 ($20 savings) due at the first of each month.  Any hours above the initial 25 are billable at $25.00 per hour and invoiced at the end of the month.  This averages to 6.25 hours per week.  Both parties will agree on a designated day and time each week that The Company will perform The Client’s work.  The Client will have the option of splitting the time or choosing one available day.  This agreement makes it possible for The Company to satisfy the needs of all of The Company’s Clientele.
Option 5:
Retainer – 30 hours per month at $575.00 ($25 savings) due at the first of the month.  Any hour above the initial 10 are billable at $25.00 per hour and invoiced at the end of the month.  This averages to 7.5 hours per week.  Both parties will agree on a designated day and time each week that The Company will perform The Client’s work.  The Client will have the option of splitting the time or choosing one available day.  This agreement makes it possible for The Company to satisfy the needs of all of The Company’s Clientele.
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Option 6:
Retainer – 35 hours per month at $670.00 ($30 savings) due at the first of each month.  Any hours above the initial 35 are billable at $25.00 per hour and invoiced at the end of the month.  This averages to 7.50 hours per week.  Both parties will agree on a designated day and time each week that The Company will perform The Client’s work.  The Client will have the option of splitting the time or choosing one available day.  This agreement makes it possible for The Company to satisfy the needs of all of The Company’s Clientele.
Option 7:
Retainer – 40 hours per month at $765.00 ($40 savings) due at the first of the month.  Any hour above the initial 10 are billable at $15.00 per hour and invoiced at the end of the month.  This averages to 10 hours per week.  Both parties will agree on a designated day and time each week that The Company will perform The Client’s work.  The Client will have the option of splitting the time or choosing one available day.  This agreement makes it possible for The Company to satisfy the needs of all of The Company’s Clientele.
Notes:

Incidental expenses such as postage, printing, office materials, book keeping materials, travel, etc., are not included in any of the rates above, are the responsibility of The Client, and will be billed accordingly.   Specials and Discounts are not applicable for incidental expenses.  No incidentals will be used without prior written authorization from The Client.

· All Services are billable in 15 minute increments.

· The Company makes every effort to keep rates as low as possible for The Client.  Because of this, any unused retainer hours cannot be rolled over into the next month.  Each week, the client will receive a work record report noting the time allocated and used for that week.  
· To help avoid a spillover of excess hours at the last week of the month and because The Company has designated time each week for The Client, only 1 unused hour may be carried over from week-to-week during the month.   Any additional time needed will be considered a rush project and take on the pricing guidelines of a rush project.

· Also, because the retainers offer a better value than any discount, discounts are not applicable when utilizing a value packed, money saving retainer (with the exclusion of the Standard Special).  
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· When utilizing a value packed, money saving retainer, The Company highly suggests that The Client take every advantage of the time retained and forward work to The Company in writing.  To save The Client time and money, please make certain that all details and instructions with deadlines regarding the project are provided to The Company.  
· All retainers are billed on the 1st of the month.  When signing this contract, if The Client signs on or before the 15th of the month, The Client will be billed upon receipt of signed contract for the full amount of the retainer.  If The Client signs after the 15th of the month, The Company will submit a prorated invoice to The Client in reflection of the remainder of the first month and the first full month will begin on the 1st of the following month.  

· Standard Special – The Company is accepting new clients and referrals.  So, for each new client that signs a contract with QBS and is a referral by a current client, the current client will receive 1 hour of free service for every 10 hours provided by the new client for the first month of service of the new client.  
The Parties agree that The Company will submit monthly Excel receipts and weekly Work Record Reports to The Client of all VA Services Service Hours/Expenses incurred throughout the week/month on behalf of The Client via email.  The Client will receive a PayPal invoice at the beginning of the month reflecting the retainer option of choice via email.   Once the time on the retainer has been reached, The Company will notify The Client in writing for The Client to approve any additional time over the retainer prior to performing any services which would incur additional fees to The Client.  Should The Client approve additional time, then a PayPal invoice will be submitted to The Client at the end of the month if any time is utilized above the retainer.  
The Parties agree that The Client will submit payment to The Company within ten (10) days of date of invoice via PayPal (to the address of tricia_kos@qbs4u.com).  The Parties agree that The Company will begin work on projects each month after payment has been received.  The client does not have to have a PayPal account to pay through PayPal.  The invoice email will include payment instructions and The Client may choose to pay by debit, credit or check made payable to Quality Business Solutions, LLC c/o Patricia Kos.  Should any check be deemed NSF, The Company will charge The Client $25 for each NSF check and any NSF fees incurred by The Company’s bank and will provide receipts of these fees to The Client.

The Parties agree that should The Company choose a different pricing option at anytime during the arrangement between The Parties, The Company will submit an Amendment to this contract reflecting the adjustment.  The Parties also agree that if The Company’s pricing options are increased within the first 3 (three) months of service, The Client is grandfathered in at the prices as of the signed date of contract and cannot be increased for a period of no less than 3 (three) months from the signed date of contract.

The Parties agree that any services in addition to what is outlined in this contract can be negotiated and an addendum to the contract will be written.

Please verify that you have read and understand the terms of this page by entering your initials.  By typing in my initials, I agree that I have read the terms of this page and understand them.  Please erase this text and enter your Client/Representative Initials
D) Non-Disclosure Agreement

The Parties agree not to disclose or communicate, in any manner, either during or after the working agreement, proprietary information about either Party, their operations, clientele, or any other proprietary information, that relate to the business of either Party including, but not limited to, the names of customers, marketing strategies, operations, or any other information of any kind which would be deemed confidential, a trade secret, or other form of proprietary information of The Parties to anyone other than individuals that The Parties have agreed to working with.  The Parties acknowledge that the above information is material and confidential and that it affects the profitability of both Parties.  The Parties understand that any breach of this provision, or that of any other Confidentiality and Non-Disclosure Agreement, is material breach of this Agreement.  
To the extent that either Party feels the need to disclose confidential information; they may do so only after obtaining written authorization from a company officer of the other Party.
E) Approved Workers

The Parties agree that no employee or representative of The Company shall be considered an employee of The Client.  The Parties agree that no employee of The Company, other than Patricia Kos, shall perform work or be permitted any information pertaining to The Client without the express written permission of The Client.  

Should The Client so choose to approve one of The Company’s employees to perform work needed, The Client will first have the opportunity to meet the employee via a telephone conference and an addendum to this contract will be written with the approval and description of services to be performed. 

It is The Company’s sole responsibility for hiring, training, paying, performance, and termination of The Company’s staff.  The Company agrees to train their personnel with the techniques and professionalism required by The Client.  If any representative of The Company fails to represent The Client in the manner required by The Client, The Company will investigate the matter with their staff.  If this is not resolved or continues to happen on a continued basis, The Client may be released from this contract without repercussions to The Client.

F) Termination Agreement
The Parties agree that the monthly retainer fee will be required of The Client each month until such notification is received by The Company or The Company Provides such notification to The Client.  If The Client only requires X number of months of service, this must be included in the original contract and provided to The Company upon finalization of The Contract.  Should The Client choose X number of months of service, when that time period ends, The Client must notify The Company as to its wishes to continue/discontinue services.  Should The Client choose to continue services, The Company will provide an amendment to The Contract.  If The Client Chooses to Continue Services Until Further Notice, The Company will automatically bill The Client a the beginning of each month.  The Client must select the option that best fits its needs:  FORMDROPDOWN 

Please verify that you have read and understand the terms of this page by entering your initials.  By typing in my initials, I agree that I have read the terms of this page and understand them.  Please erase this text and enter your Client/Representative Initials
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The Parties agree that if for any reason, the Virtual Assistant Services are discontinued, all materials that are the property of The Client (either previously owned or created by The Company and paid for by The Client), are to be returned to The Client within two weeks upon any final payment for products/services and termination of this Agreement.
Any notice to be given hereunder by any party to the other may be affected either by personal delivery in writing, or by mail, registered or certified, postage pre-paid with return receipt requested or emailed.  Mailed notices shall be addressed to the parties at the addresses appearing in the introductory paragraphs of this Agreement, but each party may change their address by written notice in accordance with this paragraph.  Notices delivered personally shall be deemed communicated as of actual receipt; mailed notices shall be deemed communicates as of five (5) days after mailing.  Email notices shall be deemed as communicated on the date they are sent.  The Parties agree to keep each other current as to their business and mailing addresses, as well as telephone, facsimile, e-mail and pager numbers.

G) Guarantee
The Company will do all that is possible to complete The Client’s project/task according to The Client’s written specifications.  If The Client is not satisfied with the outcome, The Company will redo the project or give The Client the same amount of time on another project at no additional cost to The Client.

*Please note, if The Client’s original written specifications are met by The Company and then are changed by The Client, The Company will make The Client requested changes at the expense of The Client
H) Legal Ramifications, Mediation and Arbitrations:
If any action at law or in equity is necessary to enforce or interpret the terms of this Agreement, the prevailing party shall be entitled to reasonable attorney’s fees, costs, and necessary disbursements incurred both before and/or after judgment in addition to any other relief to which such party may be entitled.

Any controversy between the parties to this Agreement involving the construction or application of any of the terms, provisions, or conditions of this Agreement, shall on written request of either party served on the other, be submitted first to mediation and then if still unresolved to binding arbitration.   
Said mediation or binding arbitrations shall comply with and be governed by the provisions of the American Arbitration Association for Commercial Disputes unless The Parties stipulate otherwise.  The attorneys’ fees and cost of arbitration shall be borne by the losing party, as set forth in above paragraph, unless The Parties stipulate otherwise, or in such proportions, as the arbitrator shall decide.
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The Company shall defend, indemnify, hold harmless and insure The Client from any and all damages expenses or liability resulting from or arising out of any negligence or misconduct on The Company’s part, or from any breach of default of this Agreement which is caused or occasioned by the acts of The Company.  The Company shall insure that its employees and affiliates take all actions necessary to comply with the terms and conditions set forth in this Agreement.  

This agreement is an independent document and supersedes any and all other Agreements, either oral or in writing, between The Parties hereto, except for any separately signed Confidentiality, Trade Secret, Non-Compete or Non-Disclosure Agreements to the extent that these terms are not in conflict with those set forth herein.

The Parties of this Agreement acknowledge that no representations, inducements, promises or agreements, orally or otherwise, have been made by any party hereto, or anyone acting on behalf of any party here to, which are not embodied herein, and that no other agreement, statement or promise not contained in this Agreement shall be valid or binding.  Any modification of this Agreement shall be effective only if it is in writing, signed, and dated by The Parties hereto.

If any provisions of this Agreement are held by a Court of competent jurisdiction to be invalid, void or unenforceable, the remaining provisions shall nevertheless continue in full force and effect without being impaired or invalidated in any way.

This Agreement shall be governed by, and construed under, the laws of the State of Missouri.  Jurisdiction and venue for all purposes shall be in the County of Saint Charles, State of Missouri, executed this Please erase this text and Enter the Day of the Month FORMDROPDOWN 
 day of  FORMDROPDOWN 
,  FORMDROPDOWN 
at  FORMDROPDOWN 
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 ct.
                     

          


_                       

   _

The Company Representative Signature


Date
_Patricia (Tricia) G. Kos (PGK)             
Company Representative Printed Name

__________________________
Please erase this text and enter the date of your signature
Client/Representative Signature
Date
Please erase this text and Print your name here
Client/Representative Printed Name
No contract is valid without the original of The Parties.
Tricia Kos, Owner
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