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Office Assistance 4 U

Rates (as of January 1, 2012)

	SERVICES OFFERED
	RATE

	Bookkeeping 
	$50 per hour 

	Computer Repair and Networking 
	$75 per hour 

	Data Entry 
	$40 per hour 

	Database Management 
	$40 per hour 

	Document Formatting 
	$40 per hour 

	Mail Merge 
	$40 per hour 

	Microsoft Word and Excel Training (only available to clients in San Diego County)
	$60 per hour 

	On-Site Administrative Services
*minimum two hours (only available to clients in San Diego County) 
	$45 per hour 

	On-Site Legal Services
*minimum two hours (only available to clients in San Diego County) 
	$45 per hour 

	PowerPoint Presentations 
	$40 per hour 

	Proofreading 
	$40 per hour 

	Spreadsheets 
	$40 per hour 

	Transcription—Digital or Analog (Tape) 
	$0.03 to $0.04 per word (depending on quality/clarity of dictation) 

	Word Processing/Document Editing (via fax or e-mail) 
	$40 per hour 

	Other Services 
	

	Faxing Service 
	$1.00 per page (U.S.) 
$3.50 per page (Int’l) 

	Mass Mailings, Internet Research 
	$40 per hour 


	100% GUARANTEE ON EACH ASSIGNMENT 
	 


	Payment Methods 
Check, Cash, Money Order, or PayPal.  Pay An Invoice 
Terms and Conditions 
All rates are in American Dollars 
Payment due upon completion 
Hourly rates are invoiced in 15-minute increments 

Standard turnaround time is two business days
Add $10 per hour for client expedited turnaround (faster than two days)
Add $20 per hour for weekend/holiday work
General telephone calls, emails, printing and proofreading included in price 
Additional charges such as postage, courier services, specialized stationery will be itemized and invoiced to client 
Prices subject to change without notice 
Proofreading 
Although Office Assistance 4 U takes the utmost care to produce error-free work, it is the client’s responsibility to ensure the final product is to their satisfaction.  Any typing errors are corrected free of charge; any revisions that are requested will be charged at the normal editing rate of $40.00 per hour. 


