
SERVICE

* Rates range from $14/hr - $20/hr depending on how many hours used each week. 

* Ergo Office Assistant can work on-site or offsite. You must provide any software or special office 

 supplies required.

* Rates may be adjusted at any time, with a 30 day notice.

* If you aren’t satisfied with services rendered, we will fix any errors free of charge.

* There is a minimum 2 hour requirement for each block office work and a minimum of 5 hours 

 each week. 

* First time consultation and onsite assessments are free of charge.

* A specific outline of tasks required is requested.

* Cancellation of an appointment within less than 24hrs of appointment results in a fee of 2 hours of office  

 assistant rate. 

PAYMENT

* A payment plan must be set-up before working for you. Options available weekly, bi-weekly and 

 monthly billing.

* Ergo Office Assistant accepts check, money order or credit card for payment. If you are long distance,  

 a credit card is required. All receipts and an invoice will be given to you upon service fulfillment.

* If payment is not received within 30 days of service rendered, it can result in a collections claim.

SAFETY & CONFIDENTIALITY

* Ergo Office Assistant will not participate in any illegal activity (including nudity) or be required to move  

 heavy objects (over 50 lbs). If we feel that a situation is unsafe we reserve the right to refuse service.

* We will not disclose any customer information to any third parties. 
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