

 (
REMOTE HOME OFFICE
 
- 
Cost Effective Administrative Support 24/7
Mobile:
 
0437 186 036
. Email: 
belkostos@gmail.com
.   Web: 
www.remotehomeoffice.yolasite.com
)[image: ]
Date of Request:		Click here to enter a date.
Business & Client Name:	Click here to enter text.	
Business Address:		Click here to enter text.
Town/Post Code:		Click here to enter text.
Telephone:	Click here to enter text.		Facsimile:	Click here to enter text.
Email Address:	Click here to enter text.
Other Contact:	Click here to enter text.		Person responsible for accounts: Click here to enter text.
[bookmark: Check12][bookmark: Check13]All information contained in this document will not be exchanged with any third party without prior written consent. Work cannot commence until a confidentiality agreement is signed. (refer to confidentiality agreement)  
Do you agree to sign a confidentiality agreement?	|_| Yes	|_|  No
Select the services you require 
[bookmark: Check1][bookmark: Check2][bookmark: Check3][bookmark: Check4][bookmark: Check5][bookmark: Check7][bookmark: Check8][bookmark: Check9][bookmark: Check18][bookmark: Check6]|_| Word Processing 			|_| Excel Spreadsheets			|_| Data Entry/Data Base Management
|_| Flyers/Newsletters /Brochures	|_| Diary Management/Appointment 	|_| Telemarketing/Research 	
|_| General Administration/Other 	|_| Email Management			|_| Blog set up/blogging
|_| Event Planning /Promotional Literature

Additional requirements and special instructions: (text will flow to create more space automatically)
Click here to enter text.

Preferred payment method (refer to payment terms for more information) 
Skip this section if you have used Virtual Admin Services previously.
[bookmark: Check14][bookmark: Check15][bookmark: Check16][bookmark: Check17]|_| Direct Deposit		|_| Money order/cheque		|_| Paypal/Credit card		|_| COD
Other, please state: 	Click here to enter text.
On receipt of your request a quotation/job request form will be forwarded within 24-36 hours, generally quotes are processed quicker depending on the resources available.  To accept the quote/job request you are required to return it along with the independent contractors agreement, plus if requested a confidentiality agreement.  Work will not commence on any task until the necessary these documents have been signed and a deposit has been paid.  Please refer to Payments and Services guide for more information.  If you are an existing client please refer to previous arrangements.


This form is designed to be sent electronically, an alternative form is supplied for those who do not have access to email.
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