
Heather McMillan’s 2011 Services 
Contract & Rate Sheet 

Heather L. McMillan, dba The At Home Secretary - www.TheAtHomeSecretary.com 
Proudly serving business owners since 1996. 

 

RETAINER CONTRACTS 
 
Contracts are required to be signed BEFORE any retainer  work begins.  Retainers are required 
to have a credit card number and a backup credit card number required to be on file before 
work begins as well as first month õs payment. 
 
I charge on the 28th of each month for the next month õs work.  Unused hours do not roll over 
to the next month and are not refundable.  You can, however, cance l your retainer at any 
time (keeping in mind what you õve already paid for is non -refundable).   My normal hourly rate 
is $35.00, rush rate $75.00 per hour.  
 
10 Hour Monthly Retainer Contract: $3 30 ($20 savings) 
15 Hour Monthly Retainer Contract: $480 ($45 savings) 
20 Hour Monthly Retainer Contract: $ 600 ($100 savings) 
25 Hour Monthly Retainer Contract: $725 ($150 savings) 
30 Hour Monthly Retainer Contract: $840 ($210 savings) 
35 Hour Monthly Retainer Contract: $945 ($280 savings) 
40 Hour Monthly Retainer Contract: $1,000 ($400 savings) 
 
I do not offer retainers for larger than 40 hours per month at this time, because of my curr ent 
workload and commitments . 
 

SERVICES 
 
Keep in mind that  I only provide the services listed on  this rate sheet  for retainer or a la 
carte work.   Do not assume that because you have a retainer contract with me that I will do 
any administrative task you give me.  
 
I definitely do not offer any of the two  services (but if you õre interested I can help you find 
people that do from my network of other V Aõs!): 
 

1.  Telephone work of any kind ð customer service, appointme nt setting, sales  calls, 
technica l difficulty calls, etc.    
 

2. Attend/Assist live meetings  ð everything I do is virtual, hence òvirtual assistantó. 
 

 

CONTACT WITH ME 
 
I prefer contact via email ( heather@theathomesecretary.com  or as a backup 
kerrinne@gmail.com).  You can leave voice mails at my business number, 404-507-2946, but I 
typically do not chec k those until evening when I õm closing my office.  So please nothing 
urgent there.  You can also text message me any time on my text number (note this is not a 
voice numberñTEXT only):  678-837-6915.  Text messages typically get t he fastest response 
during the  day. 
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All communications are confirmed received within 1 business day or less and all requ ests for 
services are given an estimated time of completion with the confirmation  of receipt of the 
request.   
 
I do not have SKYPE or AIM or any other such real time device loaded while I am working, and 
I will not do so.  If you are an owner that require s such a leash on your VA, you need to look 
elsewhere. I only work with people that trust me  and respect me. 
 
My business hours are sporadic, because I started this business to be flexible for my family.  I 
do consider business days to be Monday through Friday.  I do take off on all US federal 
holidays; so if the USPS and the banks in the United States are closed, I will be too.   Also, I 
take 1-2 weeks of vacation per year.  I try to give as much notice for these as possible, no less 
than 3 weeks advance notice but typically 3 mon ths or more. 
 

SPECIALIZED SERVICES 
¶ Adobe Form Creation  

o Basic $30.00 (1-3 pgs) 
o Interactive $60.00 (1 -2 pgs) 

¶ Document Conversion * 
o 1-2 Files ($10.00) 
o 3-4 Files ($20.00) 

¶ Document and Photo Scanning* 
o 1-30 documents/photos at one time $30.00  
o Each additional document/photo $0.75 each (at one time only)  

¶ Digital Audio General Transcription  
o Per Audio Hour $50 standard 
o Per Audio Hour $80 rush 

¶ Typing Services  
o 1-20 pages $50.00 minimum charge 
o Each additional page $2.00 (at one time only)  

¶ 1ShoppingCart  Setup**  
o 1-50 products &/or 1 -20 autoresponders: $150 
o 51-75 products &/or 21 -50 autoresponders: $200 
o 76-100 products &/or 51 -75 autoresponders: $250 
o Over 100 products &/or over 76 autorepsonders: $300 down plus $ 35.00 per 

hour over 15 hours.  

¶ aWeber Setup ** 
o 1-5 Autoresponders &/or 1 -10 emails per autoresponder: $175 
o 6-10 Autoresponders &/or 1 -20 emails per autoresponder: $250 
o 11 Autoresponders or more &/or 21 emails per autoresponder or more: $300 

down with $ 35.00 per hour billed after 15 hours.  
 
*Note: This service and rate includes no editing/formatting/altering.  

**Note: This service does not include adding your content  to your sites .  That falls under hourly rates.  
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TURNAROUND TIMES 
I am proud to guarantee 2-business-day turn around on all general requests  and 1-business-
week turn around on major requests.  
 

CORRECTIONS 
Any mistakes on my part will be fixed free of charge to you within 48 hours regardless of how 
large or small.  For mistakes on your part, I provide 48 hours of free òtouch upsó after final 
product delivery .  However, no more than 15% of the final product  may be altered  without 
incurring extra fees  of $35.00 per hour billed up to the quarter hour with a minimum of one 
hour.   
 

REFER A COLLEAGUE 
I offer a 15% discount on your next service from me if you refer a friend who purchases 
services of any kind from me!  Make sure they mention your name/business for credit!  
 

REFERENCES & TESTIMONIALS 
I have excellent references available.   I canõt wait to add yours!   See what others have said 
about me:  
 

òLightning Quick, great communication!  Heather blazes through transcription 
projects for me. Sheõs incredibly quick and accurate and sheõs great at keeping me 
informed of her progress. I will de finitely ask her to work with me in the 
future!ó  ~Dustin Driver, Berkeley, CA 
 
òExcellent Work! Heather has always delivered quality product and on time. She 
keeps in communication with the client asking for clarification on anything sheõs 
unsure of.   I will definitely be using Heather on future work.ó  ~Jayne L. Olson, 
Modesto, CA 
 
òStrong technical skills + quick turnaround  ð Heatherõs great at tweaking graphics 
and quickly turning around electronic books and similar documents. Her PC skills are 
excellent.ó ~The Radial Group, Dallas, TX 
 
òFIVE STARS, of course! Heather has given us prompt, efficient service for about 5 
years now. Her PC skills excel and she is without a doubt, the one we will always call 
on when the need arises.ó ~QMRG, Inc., Newnan, GA 
 
òYouõre a lifesaver! I had an old contract that would not scan, and my boss needed it 
the next day. Thanks to you, he had it. ó  ~Jana 
 
òI needed a document/agreement in a short period of time. Heather converted a PDF 
document to Word in about 2 hours and I made my deadline!  Thanks Heather.ó  ~Al 


