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VIRTUAL OFFICE SERVICES

Conyngham Hall, Knaresborough
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Working for you




Are you a new or small company wanting
to project the image of an established
 company and require the support

 that a large company provides?
Then look no further, at Conyngham Hall we offer the back up and support enjoyed by larger companies without the expense of office premises, and support staff.

We provide a first class business accommodation address, a telephone answering service with message forwarding, meeting room hire and office services.

· Accommodation Address

· Telephone Answering and message forwarding

· Meeting Room Hire

· Office Services

Conyngham Hall,  Bond End,  Knaresborough, HG5 9AY

Tel: 01423 799000

Fax: 01423 799105

Email: sales@cony-hall.co.uk 
Web: www.cony-hall.co.uk
Getting Started

There is an initial fee of £25.00 for registration to the service(s). 

To register for the service(s) please complete the registration agreement at the back of this document and return it with a cheque for:-

the registration fee (£25.00) 
plus the charges for the services required for the minimum period of 3 months 
i.e. £105.00 for accommodation address only; 
£150.00 for telephone answering service only; 
or £229.50 for the accommodation address & telephone answering services together
Accommodation Address

This service includes: -

· A prominent business address at Conyngham Hall, Bond End, Knaresborough, HG5 9AY
· Receiving and handling of incoming mail and deliveries
· We will inform you each day of any post or deliveries received by e-mail

· Forwarding of mail if required (this will incur charges for cost of onward postage)
Service charge - £35.00 per month 

Minimum contract of 3 months, payable in advance  
Telephone Answering Service
This service includes: -

· Answering calls in your company name

· Voicemail for calls that come in out of hours or during busy reception periods, we will check your voicemail once a day and you will also have access listen to messages remotely 
· Messages will be forwarded to the client twice per day at 11.00 am and 3.00 pm
via email (included in the fee) or via phone @ £1.00 per call (max of 10 messages per call)
* Please note that it is not our intention for this service to be used as a sales order telephone line.
Service charge - £50.00 per month
Minimum contract of 3 months, payable in advance  

this charge includes line rental costs

Meeting Room 

The meeting room will accommodate up to 6 people, and includes a white board and pens.

Service charge - £13.30 per hour  

morning or afternoon session for
a maximum of 4 hours per day
To ensure availability the Meeting Room should be booked at least 48 hours in advance through the Reception Staff. A selection of refreshment’s are available at an extra charge and must also be booked through the reception staff a minimum of 48 hours in advance.
Office Services – Price List April 2011
DIGITAL PHOTOCOPYING

Our digital copier can Collate, Sort, Reduce, Enlarge and Copy Double Sided documents

Black & White copying –

A4 paper - 
4p per copy

A3 paper - 
8p per copy

Colour copying –

A4 paper – 25p per copy

A3 paper – 50p per copy

TRANSPARENCIES / ACETATES
30p per sheet

FACSIMILE

Outgoing fax

£1.00 per sheet

Incoming fax 

£0.80 per sheet


COMB BINDING

6mm up to 20mm thick documents, with a black leather look back and transparent front covers.

Price per document

6mm


£0.93
8mm


£1.03
10mm


£1.19
12.5mm

£1.30
16mm


£1.84
20mm


£2.05
LAMINATING

A4 sheets 

£1.35 each

A3 sheets

£1.62 each

Please note that all prices & service charges exclude VAT
Terms and Conditions

Virtual Office Services Agreement

1. Agreement

a) Harrogate Borough Council grants upon registration the Rights and will provide the Services in return for the Payments subject to the Terms set out below. (The expressions Rights, Services, Payments and Terms are defined as set out below).

b) The client agrees to make the Payments and comply with the Terms in return for the Rights and the Services.

c) The Commencement Date is as shown on the Registration Agreement.

2. The Rights

The use of and inclusion in the client’s printed stationery and publicity material of the Address and telephone details, (as specified on the Registration Agreement in Box 5 ) for the duration of the Agreement.

3. The Services

As requested in Box 4, shall be provided by Harrogate Borough Council, from the starting date, for the Duration of the Service period. Once the Duration of Service is completed, it can be renewed.

a) Accommodation Address – Harrogate Borough Council will, for the period the service is required, hold all mail received at the Address, for collection by the client during normal office hours. If not collected Harrogate Borough Council will forward, by second class post such items to the client, at the client’s expense at the end of each week.

b) Telephone answering service – Harrogate Borough Council will, for the period the service is required, answer all incoming calls using the clients company name. Messages will be taken and forwarded twice per day via email, unless an alternative, separately chargeable method is preferred.  A voicemail box will be provided to take calls during busy reception periods, for out of hours calls or when the line is engaged.  

4. Payments

a) The client shall pay to Harrogate Borough Council a registration fee (as specified on Page 1).

b) The client shall pay to Harrogate Borough Council a fee, initially quarterly in advance (as specified on Page 1) for the Rights to the  Services. The first payment to be made upon signature of the agreement.
c) The client shall pay quarterly in arrears for the costs incurred by the Council during the process of providing the registered service(s), i.e. costs for postage & forwarding of message via phone, and any of the optional services as requested by the client.

d) Value Added Tax shall be added to all Payments, with the exception of postage.

5. Terms

a) This Agreement shall continue for a minimum of 3 months from the Start Date or until terminated in accordance with sub-clause 5(b) below and if not terminated pursuant to sub-clause 5(b) shall continue until it is terminated by either party giving to the other 1 (one) calendar month written notice.

b) Harrogate Borough Council may terminate this Agreement forthwith if the User commits any breach of this Agreement or if the Council has reason to believe that the client may become insolvent or for any inappropriate use (sub clause 5f.)
c) Harrogate Borough Council may not accept any item which contains any dangerous, live or perishable goods.

d) Harrogate Borough Council excludes all liability for any loss, damage or costs the client may incur resulting from any act or omission of the Council, its servants or agents.

e) The client warrants that it will not use the Rights or the Services for any obscene, illegal, immoral or defamatory purposes and will not in any way bring Harrogate Borough Council or anything associated with it into disrepute.

f) The client hereby indemnifies and shall keep indemnified Harrogate Borough Council by any act, omission or breach of this Agreement by the client, its employees, servants or agents.

g) This Agreement is personal to the client and may not be assigned or sub-contracted by the client.

h) This Agreement shall be governed by and construed for all purposes in accordance with English Law.

REGISTRATION AGREEMENT

PLEASE COMPLETE AND RETURN
	1.
	
	YOUR REGISTRATION AGREEMENT IS WITH: -

	
	
	Harrogate Borough Council, Conyngham Hall Business Centre, 
Bond End, Knaresborough,  North Yorkshire,  HG5 9AY


	2.
	
	CLIENT: - CONTACT  AND INVOICING ADDRESS

	
	
	Name
	
	

	
	
	Company Name
	
	

	
	
	Address
	
	

	
	
	City
	
	

	
	
	Post Code
	
	

	
	
	Tel No.
	
	
	Email
	

	
	
	Mobile No.
	
	


	3.
	
	SERVICE(S) REQUIRED*

	
	
	
	
	
	
	
	

	Accommodation Address
	
	Telephone Answering
	
	

	
	
	
	
	
	
	
	
	

	
	
	Starting Date
	
	

	
	
	
	
	

	Duration of Service(s)
	
	3 months
	
	
	Other please state
	


	4.
	
	ACCOMMODATION ADDRESS (IF REQUIRED)

	
	
	

	Name/Company Name
	
	

	
	
	Address
	
	
Conyngham Hall

	
	
	
	
	
Bond End

	
	
	City
	
	
Knaresborough

	
	
	County
	
	
North Yorkshire

	
	
	Postcode
	
	
HG5 9AY


	Signed by Client
	
	
	Date
	

	Signed on behalf 

of Harrogate Borough Council
	
	
	Date
	


	
	
	For Council Use Only


	
	
	Registration
	£   25.00
	
Tick which service applies

	
	
	Accommodation Address
	£ 105.00
	per quarter
	
	

	
	
	Telephone Answering
	£ 150.00
	per quarter
	
	

	
	
	or for both services
	£ 229.50
	per quarter
	
	

	
	
	VAT @ 20%
	£
	
	
	

	
	
	Total
	£
	paid on 

/
/


	
	
	Membership Start Date
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	D
	M
	M
	Y
	Y
	Y
	Y

	
	
	
	
	
	
	
	
	
	
	
	


	
	
	Agreement Date
	
	D
	D
	M
	M
	Y
	Y
	Y
	Y
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