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NON-DISCLOSURE AND CONFIDENTIALITY AGREEMENT

Virtual Assistant Template

DISCLAIMER — PLEASE READ BEFORE USE

This is a general-purpose template provided as a courtesy by VA Masters. VA Masters is not a party to this
agreement and assumes no liability for its terms, enforceability, or suitability for any particular purpose. This template
does not constitute legal advice. We strongly recommend that you have your legal counsel review and adapt this
document to your specific needs and applicable jurisdiction before use. Fields highlighted in yellow require your input.

This Non-Disclosure and Confidentiality Agreement (the “Agreement”) is entered into effective as of
[DATE] (the “Effective Date”), by and between:

[COMPANY / CLIENT NAME], a [TYPE OF ENTITY, e.g. corporation, LLC, sole proprietorship] located
at [COMPANY ADDRESS] (hereinafter referred to as the “Company” or “Disclosing Party”),

and

[CONTRACTOR FULL NAME], an individual located at [CONTRACTOR ADDRESS] (hereinafter
referred to as the “Contractor” or “Receiving Party”).

In consideration of the Contractor providing services to the Company, and the mutual covenants and
agreements set forth herein, the parties agree as follows:

1. DEFINITIONS

1.1 “Confidential Information” means all information, in any form or medium, relating directly or
indirectly to the Company’s business, including without limitation: business practices,
methods, plans, research, processes, operations, services, products, strategies, techniques,
agreements, know-how, trade secrets, vendor information, financial information, customer or
prospective customer information, employee or personnel information, marketing plans,
pricing, technology, software, source code, algorithms, designs, inventions, and any other
proprietary information not generally known to the public.

1.2 “Work Product” means all content, deliverables, designs, documents, reports, strategies,
creative materials, code, data, and any other materials developed, created, or produced by the
Contractor in connection with services provided to the Company.

1.3 Confidential Information shall not include information that: (a) is or becomes publicly available
through no fault or action of the Contractor; (b) was known to the Contractor prior to disclosure,
as evidenced by contemporaneous written records; (c) was acquired from a third party without
breach of any obligation of confidentiality; or (d) was independently developed by the
Contractor without reference to the Confidential Information.

2. NON-DISCLOSURE OBLIGATIONS

21 The Contractor shall not use or disclose any Confidential Information without the Company’s
prior written consent, except as strictly necessary to perform the services for which the
Contractor was engaged.

2.2 The Contractor shall use at least the same degree of care and precaution in protecting the
Confidential Information as the Contractor uses to protect its own confidential information, and
in no event less than reasonable care.
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2.3

2.4

25

The Contractor shall limit disclosure of Confidential Information to those individuals who have a
strict need to know in order to perform the agreed services, and shall ensure that any such
individuals are bound by written confidentiality obligations no less restrictive than those
contained in this Agreement.

The Contractor shall notify the Company immediately upon discovery of any unauthorized
disclosure, use, or access of Confidential Information.

If the Contractor is compelled by law, subpoena, or court order to disclose Confidential
Information, the Contractor shall: (a) give the Company prompt written notice so that the
Company may seek a protective order or other appropriate relief; and (b) disclose only the
minimum amount of Confidential Information necessary to comply with such legal obligation.

3. OWNERSHIP AND INTELLECTUAL PROPERTY

3.1

3.2

3.3

3.4

All Confidential Information remains the sole and exclusive property of the Company. No
license or other rights are granted to the Contractor by this Agreement, except the limited right
to use such information for the purpose of performing services for the Company.

All Work Product created by the Contractor in connection with services provided to the
Company shall be considered “work made for hire” to the fullest extent permitted by law and
shall be the sole and exclusive property of the Company. To the extent any Work Product does
not qualify as work made for hire, the Contractor hereby irrevocably assigns to the Company all
right, title, and interest in and to such Work Product, including all intellectual property rights
therein.

The Contractor shall not remove or alter any proprietary markings (including copyright and
trademark notices) on the Confidential Information or Work Product.

Nothing in this Agreement shall affect the Contractor’'s ownership of general skills, knowledge,
experience, or non-proprietary tools and methodologies that the Contractor possessed prior to
or develops independently of the engagement with the Company.

4. SECURITY MEASURES

The Contractor shall take all reasonable precautions to safeguard the Confidential Information,
including but not limited to:

Maintaining strong, unique passwords on all devices and accounts used in connection with
the services

Enabling two-factor authentication wherever available

Ensuring devices are secured against unauthorized access and kept up to date with security
patches

Storing Confidential Information separately from personal data and other client information

Not accessing, storing, or transmitting Confidential Information on unsecured networks or
shared devices

5. RETURN AND DESTRUCTION OF MATERIALS

51

Upon termination or expiration of the engagement, or at any time upon written request from the
Company, the Contractor shall promptly return or destroy (as directed by the Company) all
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documents, files, materials, and data — in any form, including electronic — containing
Confidential Information.

5.2 The Contractor shall not retain any copies, duplicates, backups, or reproductions of
Confidential Information following termination of the engagement, and shall provide written
confirmation of compliance upon request.

6. NON-COMPETITION (OPTIONAL)

[Note: This section is optional. Remove it if not applicable to your engagement, or adjust the scope and
duration to reflect your specific needs.]

6.1 The Contractor undertakes that for a period of [DURATION, e.g. 12 months / 24 months]
following the termination of the engagement, the Contractor shall not set up, operate, or
become materially involved in any business offering products or services that are substantially
similar to those developed with or for the Company, within the industry of [INDUSTRY /
MARKET DESCRIPTION].

6.2 This restriction shall apply only to the specific scope described above and shall not prevent the
Contractor from engaging in other unrelated professional activities.

7. NON-SOLICITATION (OPTIONAL)
[Note: This section is optional. Remove it if not applicable.]

7.1 During the term of the engagement and for a period of [DURATION, e.g. 12 months / 24
months] thereafter, the Contractor shall not, directly or indirectly, solicit, contact, or attempt to
engage any client, customer, vendor, or business partner of the Company for the purpose of
providing services that compete with or are substantially similar to those provided to the
Company.

8. TERM AND SURVIVAL

8.1 This Agreement shall become effective on the Effective Date and shall remain in force for the
duration of the engagement between the Company and the Contractor, and for a period of
[SURVIVAL PERIOD, e.g. 2 years / 5 years / indefinitely] following termination or expiration of
the engagement, regardless of the reason for termination.

8.2 The obligations of confidentiality, intellectual property assignment, and return of materials shall
survive termination of this Agreement.

9. REMEDIES

9.1 The Contractor acknowledges that any breach of this Agreement may cause the Company
irreparable harm for which monetary damages alone would not be an adequate remedy.
Accordingly, the Company shall be entitled, in addition to any other available remedies, to seek
injunctive or equitable relief from any court of competent jurisdiction.

9.2 The Contractor agrees to indemnify and hold harmless the Company against all costs, losses,
damages, and expenses (including reasonable legal fees) arising in connection with any
breach of this Agreement by the Contractor.
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10. GENERAL PROVISIONS

10.1

10.2

10.3

104

10.5

10.6

10.7

Entire Agreement. This Agreement constitutes the entire agreement between the parties with
respect to its subject matter and supersedes all prior or contemporaneous understandings,
whether written or oral.

Amendments. No amendment or modification of this Agreement shall be effective unless in
writing and signed by both parties.

Severability. If any provision of this Agreement is held to be invalid or unenforceable, the
remaining provisions shall continue in full force and effect.

Waiver. The failure of either party to enforce any provision of this Agreement shall not
constitute a waiver of that party’s right to enforce that provision or any other provision in the
future.

Governing Law. This Agreement shall be governed by and construed in accordance with the
laws of [JURISDICTION, e.g. the State of California, USA / The Kingdom of the Netherlands].
Any disputes arising out of or in connection with this Agreement shall be subject to the
exclusive jurisdiction of the courts located in [COURT LOCATION].

Notices. All notices required or permitted under this Agreement shall be in writing and
delivered by email to the addresses provided below, with confirmation of receipt requested.

Assignment. This Agreement shall be binding upon and inure to the benefit of the parties and
their respective successors and permitted assigns. The Contractor may not assign this
Agreement without the prior written consent of the Company.

IN WITNESS WHEREOF, the parties have executed this Agreement as of the Effective Date.

THE COMPANY:

Signature:

Print Name: [Company Representative Name]

Title:
Date:

THE CONTRACTOR:

Signature:

Print Name: [Contractor Name]

Title:
Date:
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