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V I R T U E L L  S O L U T I O N S

 supporting clients to be the best their customers
 supporting clients to build their processes and procedures
 being the best Virtual Assistant for my clients 
 personal development and learn new skills to enhance my business and my 
 clients

 
I want to share my commitments with you, so you could understand what I am
about.   I am committed to: 
 

 
and of course building Virtuell Solutions to be successful.

02    INTRODUCTION
Hello, Sandy here, 

 
I  am thrilled that you are

thinking about us working
together.   I consider myself to be
an established administrator with
loads of skills and knowledge that

would benefit you.  I want to
support my clients to achieve

their business goals.
 

I am dedicated to making our
working relationship a success.
My goal is to give my clients a

Gold Star Service.



03     HOW I WORK

Confidentiality
I take  your confidentiality seriously; you can rest assured that I will not
divulge any information to a third party.    Any documentation sent to us
will be either returned to you, or with your permission, shredded.

Time Tracking
All the time I spend working on your projects and tasks is tracked.  I use a
system called "My Hours".  Using this allows me to keep a tight track on all
clients work and it allows me to track to the minute.  I can provide you a
report to accompany your invoice.

Hours of Operation
My official business hours are between 09.00 to
17.00 (GMT) Monday to Friday.  I will try to reply to all client e-mails and calls
within 24 hours.  Weekend work is available but with prior consultation.  I am
happy to take calls out of hours but it may be difficult to always get a
response straight away

V I R T U E L L  S O L U T I O N S

“Always deliver more than expected.” — Larry Page, co-founder of Google



HOW I WORK
Holidays
I take all British National holidays.  I will also remind you of any upcoming
personal holidays that I am intending to take and advise you of any cover
arrangements.  I have been known to take my laptop with me and work
whilst away.

Meetings
Your time is valuable, so meeting will be scheduled at agreed dates and
times  

Payments

All payments on time on task hours are invoiced on completion of
work. Payment is expected within 7 days (see terms and conditions)   
Retainer clients are automatically invoiced on 1st of each month for
the retainer amount purchased.  This is to be paid upfront. 

Things to Grow - Kindness - Acceptance - humility - Empathy

V I R T U E L L  S O L U T I O N S



HOW I WORK

When you buy a package of time, I commit to having enough time available
to cover your tasks.  My commitment to you affects how many other clients I
can take on. For that reason, I do not offer refunds for unused hours and I
allow 10% of any unused hours to roll over to the following month.

Project and task turn around times will depend very much on the tasks
involved.  I make every effort to handle new projects and tasks within the
agreed timescales from receipt of information.  If any changes are made to the
original plan the amount of time required to complete is most likely  to
change.

Invoicing

Refunds

 
Invoices are sent electronically using WAVE.  For time on task hours, these
are sent on the day work is completed, for retainer hours on the 1st of every
month and must be paid in advance of the hours worked.

Completion dates and turnaround of work

 “You Are Never Too Old To Set Another Goal Or To Dream A New Dream.” 
– C.S. Lewis

V I R T U E L L  S O L U T I O N S
V I R T U E L L  S O L U T I O N S



04     PRICING GUIDE

I have payment options that will suit all, which can be tailored to suit
your budget
 
Hourly rate  £28.00 - this is mainly for adhoc or one off tasks, ideal if
you want to try out my services before commiting to a retainer
package

Retainer packages are an option if you would like guaranteed time,
especially if you have regular tasks that you wanted carrying out. A
retainer package gives you peace of mind and prepaid hours each
month.  You will have priority over adhoc work.   Using a retainer
package will help you budget each month.  

Retainer packages

Adhoc

Specialist (Project work)

Project work such as business process mapping, priced
differently, they are dependant on the duration and size of the
project - I will provide an estimate based on the brief you provide.

V I R T U E L L  S O L U T I O N S

"If you do what you've always done, you'll get what you've always gotten."
- Tony Robbins



PRICING GUIDE

2PACKAGE 3PACKAGE1PACKAGE

10 hours 

@£27.00 per hour

Choose how the time
is used

15 hours

@£26.00 per hour

Choose how the time
is used

20 hours

@£25.00 per hour

£270.00 £390.00 £500

10 hours of support to
be used on tasks that

you want to be
completed

15 hours of support to
be used on tasks that

you want to be
completed

Choose how the time
is used

20 hours of support to
be used on tasks that

you want to be
completed

V I R T U E L L  S O L U T I O N S

I generally bill in advance and work will not commence until payment has
been received.

I have the rate of £28 per hour, however I bill by the minutes and if I work 10
minutes for you, then that is what I will bill you for.

NOTE

Low level (no more than 10 sheets) printing and paper will be included in
costs and telephone calls will be charged at £1.00 per call. 



Listed below are a few basic
steps that will see us on our

journey together.  
 

If you are not sure where to
start with identifying tasks that
you want to outsource, just ask.

I have a method or two that
can help you with this.

 
 
 

STEP 01

STEP 02

STEP 03

STEP 04

Discovery call - all my packages start with a discovery
call or if you are local a coffee shop. This is our
opportunity to see if we can work together.  Discovery
call is for half an hour and is free

05    THE PROCESS

Once we have had our discovery call you advise me if
you would like to go ahead or please let me know if
you have any other questions.

If you do want to go ahead (and I hope you do) I will
arrange another meeting and we can go through the
tasks/projects you want completed as well as discuss
all the other necessities, such as contract, payment
and Terms and Conditions.

V I R T U E L L  S O L U T I O N S

We agree a start date for the work and I will plan a
review date to see how we are getting on together.



06     CLIENT TESTIMONIALS

Sandy has worked with both myself
and the team on a couple of recent
client projects. I have been impressed
with the design and presentation of
Sandy's work, her flexible attitude and
her diligent work ethic. Sandy is both
professional yet approachable and is
an absolute pleasure to work
alongside. I would have no hesitation
in recommending her services.

Lisa Eden
Virtualpreneur

The Virtual Connection

Sandy is methodical, has great
attention to detail and works
autonomously to conclusion.

Bags of integrity and a pleasure
to work with.  I have no

hesitation in recommending
Sandy!

Julie Savill
JA Savill Consulting Ltd

 
Project and Change 

Management Services

V I R T U E L L  S O L U T I O N S

Sandy is a pleasure to work with. She is very proactive & has a
meticulous approach to work, getting tasks done whilst also raising
pertinent questions and suggestions for improvement at the same

time. Sandy works flexibly to meet deadlines and will deal with
challenges professionally but also with a good sense of humour too!

Beth Isaacs,
Senior Transformation Advisor - Cambridgeshire County Council



 
As an established administrator with over 20 years of experience. I
will make every effort to get to know you and your business,
whilst delivering a service based on my values, integrity, honesty,
respect and compassion.  Communication will be open and
honest and there will be clear boundaries and expectations on
both sides on how we work together.
 
 
 
You will have access to my knowledge skills and wealth of
experience.  
 
 
 
I will ensure that your tasks are completed to the highest
standard, professionally and delivered to you on time. All your
work will be treated in the strictest of confidence.
 
 
 
I will, after our initial discussions, provide you with a contract and
proposal of the work we have agreed on, as well as the hours and
costs.  
 
 
In return you will gain some time back and escape the admin
jungle of tasks that are wasting your time.  You will be more
productive and able to focus on other high-level tasks.
 
 
 
 

07     WHAT TO EXPECT

V I R T U E L L  S O L U T I O N S

"The quality of our expectations determines the quality of our action" 
- A.Godin



S A N D Y @ V I R T U E L L S O L U T I O N S . C O . U K

01223 603025
 
sandy@virtuellsolutions.co.uk
 

08     CONTACT INFO

www.virtuellsolutions.co.uk

https://www.instagram.com/virtuell.solutions/
https://www.facebook.com/sandyvirtuellsolutions
http://www.linkedin.com/in/sandra-blackwell-6895112b
http://www.virtuellsolutions.co.uk/


"The only thing worse than
starting something and failing

- is not starting something"

I just wanted to say "thank you" for considering using
my services, if you would like to have a discovery call

then please do call or email me using the details above.

 — Seth Godin, author, entrepreneur, and blogger

I am registered with the ICO  registration number  -  ZA690090

and am insured through Policy Bee


