Bureau Red’s Standard of Excellence, Ethics and Professional
Exercise.

Bureau Red backs and promotes standards of excellence, ethics and behavior from
Virtual Assistants that have trained at our company.

Please find below our Standard of Excellence, Ethics and Professional Exercise,
which guides the conduct of each Virtual Assistant in our community.

We are convinced that these standards are an integral part of the integrity and
growth of the Virtual Assistant profession in Argentina.

Ethics Commitment

As a professional Virtual Assistant, I accept and commit to my ethical responsibility
towards clients, colleagues and to myself. I accept to behave responsibly, with the
highest level of integrity and commitment. I will not knowingly cause damage to
myself, to those I associate myself with or to the Virtual Assistance Profession.

Standard of Excellence

1. I am sensitive to cultural values and beliefs, and I value diversity, accepting that
other peoples’ values are as valid as mine are.

2. I exercise integrity, honesty and confidentiality, while complying with the dual
obligation to myself and my clients.

3. I acknowledge my limitations, and will only provide services and/or use
technology based on my present level of competence.

4. I will clearly inform the terms of our commercial agreement at the beginning of
any commercial relationship, and will clarify what each party expects from the
other.

I. I accept total responsibility for the work rendered, accepting mistakes and
correcting them immediately.

II. I will not abuse the authority trusted to me by my clients.

III. My clients’ interests are very important to me.

IV. I shall not use commercial information obtained as a result of professional
activity.

5. I shall keep my personal and professional knowledge up to date, and will
continue my training to ensure that the necessary experience will be available
whenever required.

6. I shall be part of the Support Net helping out with my knowledge, abilities and
professional experience to other Virtual Assistants, to enlarge the community, and
to help grow the professional understanding and abilities of the Virtual Assistant
profession.

7. 1 shall strive to strengthen the public awareness and acceptance on Virtual
Assistance excellence.

8. I shall not knowingly damage the professional reputation or practice of another
Virtual Assistant.



