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T H E VIR T U AL OFFIC E SER VIC E 
  

 
 
 

The H artham  Park Virtual Office is perfect for both start-up com panies and established businesses that are 
entering new  m arkets, w anting a presence in a new  location or just requiring a professional im age.  It 
enables the full range of office services to be available w ithout the need for unnecessary financial 
com m itm ent and business risk.  The Virtual Office service provides you w ith all the benefits of the 
H artham  Park venue, from  a prestigious business address and professional and personal call answ ering, to a 
w ide range of executive business services.  These services include m eeting room s as w ell as access to Jacks 
Restaurant and Bar. 
 

 

ESSEN T IAL SER VIC ES 

• D edicated telephone num ber 

• C alls answ ered in your com pany nam e 

• C alls seam lessly transferred to you w herever you are or m essages taken if you are unavailable 

• Prestigious business address w ith m ail forw arding and holding service 

• Free voicem ail facility 

• Secretarial and adm inistration support available including faxing, photocopying, franking and printing 

• Access to discounted m eeting and conference room s  

• A full range of on-site hospitality services through Jacks Restaurant and Bar 

 

B EN EFIT S 

• Low  risk business option, no unnecessary financial com m itm ent, no set up fees 

• Professional com pany presentation  

• Inclusive package, no hidden extras 
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T H E IN C LU SIVE PAC K AG E 
 

 

 

T H E  C O M P L E T E  V IR T U A L  O F F IC E  P A C K A G E                      £9 5.0 0  p er m o n th  

 

 

C OM PR ISES 
 

dedicated telephone answ ering 

This service can be adapted to m eet your individual business needs.  C alls com e in on your ow n dedicated 
telephone line and are answ ered in your com pany nam e, M onday to Friday 8.00am  – 6.00pm .  C allers can 
be connected to an external num ber of your choice. If you are unavailable the call can be transferred to 
your ow n personal voicem ail box or, if you prefer, an em ail m essage can be taken instead.  By advising the 
Business C entre of your schedule w e can individually adapt your service w hich enables us to offer you and 
your custom ers a personalised and professional service.    

 

m ail forw arding and holding service 

This enables you to use our prestigious business address for all your com pany correspondence.  Your 
incom ing m ail can either be forw arded to you directly by first-class post or kept secure in the Business 
C entre for your collection. W e also provide a courier collection service for you and w ill hold your parcels 
aw aiting your collection. For your safekeeping w e alw ays store uncollected parcels overnight in our Strong 
Room . 

 

 

 

IN C LU D ES 
 

com plete package 

- telephone line rental 

- voicem ail 

- personalised telephone answ ering up to 400 calls per m onth 

- call forw arding service 

- three different external telephone contact num bers 

- m essage taking up to 100 m essages per m onth 

- m essages forw arded via em ail 

- use of the H artham  Park business address 

- m ail m anagem ent 

- courier collection service 
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T H E IN D IVID U AL SER VIC ES 
 

d ed icated  telep h o n e n u m b er au to m ated  d ivert             £ 2 5 .0 0  p e r  m o n t h  

W e can provide your business w ith your ow n dedicated telephone num ber w hich is autom atically 
redirected to an external telephone num ber of your choice or your ow n personalised voicem ail box.  Price 
per num ber. 
 

m ail fo rw ard in g  an d  h o ld in g  service                              £ 3 5 .0 0  p e r  m o n t h  

This enables you to use our prestigious business address for all your com pany correspondence.  Your 
incom ing m ail can either be forw arded to you directly by first-class post or kept secure in the Business 
C entre for your collection. 
 
d ed icated  facsim ile n u m b er                                          £ 2 5 .0 0  p e r  m o n t h
W e can provide your business w ith your ow n dedicated facsim ile num ber w hich is autom atically redirected 
to an external fax num ber or the Business C entre fax m achine.  Price per num ber. 

 
 

A D D IT IO N A L  C H A R G E S  

business centre services     £ standard tariff 

Access to the business centre services w hich includes franking, photocopying, lam inating, binding, 
secretarial and adm inistrative supports. 

  

m eeting and conference room s    £ standard tariff 

Access to m eeting and conference space. 

  

external contact num bers   £5.00 per m onth  

Price per additional contact num ber for those w ho require m ore than the three included in the com plete 
package. 

 

transferred calls   £ standard rate 

The cost of the call for all transferred calls w ill be recharged.  

 

additional incom ing calls   80p per call 

Price per additional incom ing call w hen m ore than the 400 inclusive calls are received in one m onth. 

 

additional em ail m essages   40p per m essage 

Price per additional em ail m essage w hen m ore than the 100 inclusive m essages are received in one m onth.   

 

faxed m essages   30p per fax 

W e can fax m essages through if you prefer this option to em ailing.  Price per faxed m essage. 
 

postal charges   £ standard rate 

The postage charge for incom ing m ail forw arded on w ill be recharged. 


