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Welcome to Mimi VPA. We're glad you've chosen us and will

strive to provide you with reliable, professional and efficient

support. We've created this welcome packet to explain our

policies & procedures so you know what to expect from us and

from your assistant. 

let's get started!



We provide a wide range of services, more information can be

found on our website. During the booking stage, you inform us

about the services you need and the skill set your assistant should

have. Based on this, we provide you with the CV's of 2-5 assistants

who best match your requirements. You can choose to interview

them or proceed with your preferred candidate. 

All of our assistants have been vetted and are able to deliver

efficient and reliable service. They have all signed non-disclosure

agreements,  completed evaluations, provided 2 references who

have been verified and submitted their identification information.

We only match you when we're absolutely sure the assistant can

provide the required services

Here at Mimi, we want to help

you achieve your goals and to

maintain a long and mutually

beneficial relationship. All our

policies and procedures have

been tailored with this in mind

and our assistants are added to

our network on the basis of how

skilled, professional and helpful

they are. We aim to provide

great value!

Goals:

Services:

https://www.mimivpa.com/


For first contact, your assistant will reach out to you via the

medium you have chosen for them to introduce themselves. They

will schedule an onboarding call with you to discuss how best they

can provide support and what information they will need from you

to be able to deliver it. During this call, you and your assistant can

agree on their office hours, the best way to stay in contact, what

to use for task management, how you will share information and

you can also determine what information they will need from you

in order to provide effective support. If you want their work hours

to be tracked, you can let them know as well and they can do so

using clockify or any time tracker of your choice.

Mimi VPA was founded in 2019 by

Sesi Zamba and our core values

are reliability, efficiency and

accuracy. It was created in

recognition of the changing

nature of business. You can save

on overhead costs and get

professional support anywhere

and anytime. In fact, over 75% of

your operating costs can be

saved by hiring a virtual

assistant. You don't need to pay

for office space, internet access

or hardware. Just the service!

Info

Communication



Office Hours
Each plan comes with a set number of office

hours. You can see specifics on our pricing

page. The office hours are the window of time

for communication between you and your

assistant and will take both your time zones

into account. During that window you can set

new tasks and schedule calls and meetings.

This doesn't mean that your assistant will be

completely inaccessible outside of that

window. If you need to reach them urgently,

you can discuss an alternative arrangement

with them. See our Outside Hours policy

below.

*For the extra monthly plan which includes

weekends, you're entitled to 4-6 hours on any

weekend day of your choice or 3 hours on each

weekend day.

Outside Hours & Holidays
If you need your assistant outside of their office hours, they may

use their discretion to make themselves available or you can

agree on an alternative arrangement with them. Note that this is

not obligatory. If you consistently need them to complete tasks

outside of the office hours, we will recommend a more

accommodating plan for you to upgrade to.

Our office is closed during public holidays in Nigeria, Easter,

Christmas and New Year. Your assistant will be off on Easter,

Christmas and New Year as well as the public holidays in their

location. 

https://www.mimivpa.com/plans-pricing


Our Refund Policy
If the refund request is made within 24 hours of a plan starting, we

will refund 90% of the price. If it's made within 5 days of a plan

starting, we will refund 50% of the price. We will not issue a refund

more than 5 days into a plan. 

*We do not offer refunds for Day To Day or Week To Week plans.

Making Payments On Your Behalf
Payment is required in advance for purchases you wish us to make

on your behalf. We accept payments in Nigeria Naira, Great British

Pound, United States Dollar and European Euro. 

There is an additional fee of 5% for any purchase made excepting

flight bookings. This fee is to cover any extra card charges. 

For flights, we charge 2% of the cost of the flight to cover any extra

card charges.

For first time clients, booking and payment

can be done on our website, paystack or via

an invoice sent by email. With the exception

of your first invoice which will be calculated

prorata, all invoices will be sent on the 30th

of the previous month and due on the 1st of

the new month. We send your recurring

invoices via email and they can be paid in

any currency using Paystack (there will be a

link on the invoice) or through a bank

transfer. 

Payment + Invoicing



Spread the word!

Mimi VPA wants to help everyone increase their productivity

through outsourcing. We're growing rapidly but we want to

reach even more people and we would really appreciate it if you

would help us do that.

That's why we've implemented a referral program. For every

person you refer to Mimi VPA who makes a purchase, you receive

10% of the value of their purchase!

That means you'll get 10% off your next invoice!

The referral can come in the form of an email introduction or

they can simply mention your name and let us know you told

them about us. 

Referral Policy



Client check-in's
For the first month, we'll send you a check-in message every

Friday via WhatsApp or your preferred medium. We would really

appreciate it if you would reply with honest feedback about

your assistant's performance. After the first month, we'll send

the messages once a month. We do this because we genuinely

care about keeping our clients satisfied and feedback is how we

improve.

We genuinely want to retain all our clients and so we do our best

to accommodate you at all times. We also request that you be

polite to your assistant at all times. Verbal abuse, aggressive

language and habitual unprofessional behaviour will not be

tolerated. 

We reserve the right to refuse service at any time to any client

who displays improper behaviour without the option of a refund. 

Client Responsibilities



Our clients and their information are handled with the utmost

discretion and diligence. We pride ourselves on our

confidentiality and we assure you that any information you trust

us with remains confidential. All our virtual assistants are

required to sign Non-Disclosure agreements before being made

part of our network and we can also sign and send you our

standard Non-Disclosure Agreement upon request. 

Confidentiality

Your information is very safe. All of our virtual assistants sign

non-disclosure agreements and are thoroughly vetted. We can

also provide non-disclosure agreements for clients as well. We

are discreet and we respect your privacy.

To ensure your privacy, all your information is deleted from

storage if you haven’t used our services for up to 6 months.

Your Information



We'll provide you with the CV's and portfolios of assistants

who meet your requirements.

If you want to interview some or all of the candidates, we'll

set up zoom interviews for which a Mimi staff member will

be present at a time convenient to you. 

We're very excited to get started and to work with

you to increase your productivity. You can be

assured that our work will be high quality and

delivered with your ultimate goals in mind. 

Let is know if you have any questions after

reviewing this information packet! 

hello@mimivpa.com

Next Steps

Thanks For Choosing Mimi!


