
How Much Does a Virtual Assistant Charge & How Do I Pay? 

This is something your VA will explain to you during your initial chat, and details will be 
confirmed in a Booking Form. 

Charging Rate 

Our standard charging rates are between £20.00 - £35.00 per hour, depending on the 
complexity of the assignment and the specialist skills required.   

(1)  Ad Hoc Work 

We can work with you on an ‘ad hoc’ basis, meaning you are in total control of your 
budget.  No job is too small!   

Your work will be dealt with along with other clients’ projects and will be completed as 
soon as we possibly can.   

(2)  Client Retainers 

If you have regular, monthly assignments you may wish to pre-book a block of time in 
advance by way of a ‘retainer’.  This will also mean your work will be prioritised.   

If you book 10 hours’ per month and we only time-record 8 hours, we will carry forward 
the unused 2 hours to the next month (i.e., you will see a reduction in your retainer 
invoice).   

If we feel we may exceed the 10 hours, we will notify you in plenty of time.  You can then 
decide if you’d like to stop at 10 hours, or pay for more time.   
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(3)  Transcription 

Transcription work is charged by audio minute at the following rates:- 

• 2 people speaking:  £1.00 per audio minute 
• 3 people speaking:  £1.10 per audio minute 
• 4 people speaking:  £1.20 per audio minute  
(and so on in increments of 10p) 

Time Recording 

We use an app called Harvest for time-recording, which is rather like a digital stop-watch.  
When we start a piece of work the stop-watch starts; similarly if we pop and make a 
coffee or take a phone call, the stop-watch stops.   

You are paying for work we undertake ONLY.   

Invoices  

Retainer invoices are issued at the start of each month.   

Invoices for ad hoc work can be requested weekly or monthly, whichever is easier for you.   

A detailed spreadsheet of time recorded and tasks undertaken is available: please do ask if 
you’d like one to be sent with your invoice.  

Invoices are payable within 14 working days unless otherwise agreed. 
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