
VIRTUAL CLIENT FORM 

* All prices exclude GST

Thank you for your enquiry. To establish an account with Subiaco Business Centre please fill out the 
following for billing purposes: 

Company Name: 

Name: 

Address: 

Suburb: State: Postcode: 

Home Number: Fax Number: Mobile: 

Email Address: 

VIRTUAL SERVICE 


Package 1

Mail Collection / Re-direction

Use of street address and PO Box number 

Mail collection or mail forwarding

Use of facsimile number & facilities

Fee:  1 x person $75.00* per month

2nd person $25.00* extra 


Package 2

Mail Collection / Re-direction

Use of street address and PO Box number 

Mail collection or mail forwarding

Use of facsimile number & facilities 

Incoming / outgoing courier deliveries 

Receiving and signing for Envelopes / 

Deliveries

Fee:  1 x person $142.50* per month


Package 3

Telephone answering only 

Answering telephone calls under designated company name

Taking messages

Sending messages to designated person via email

Allocated phone number included

Fee:  1 x person $200.00* per month

2nd person $25.00* extra 


Package 4

Mail Collection / Re-Direction - Telephone answering

Use of street address and PO Box number

Use of Front Reception facilities

Answering telephone calls under designated company name

Taking messages

Sending messages to designated person via email

Diverting calls (telephone call cost applies) to your office or mobile

Allocated phone number included

Fee:  1 x person $285.00* per month


Package 5

Mail Collection / Re-Direction - Telephone answering – Booking
Service

All features of Packages 1-4

Plus Full Calendar Booking Service

Fee: $355 per month

Package 5A 

Diary Management as above, but also includes rescheduling, 
booking clients according to a map and contacting clients  

Fee: $725 per month  


Package 6

Hot Desk   - First come first serve!

Fee: - 1 x person  $299.00 per month  - 4  sessions - Office hours

Wi-Fi included

Virtual services not included

Pop-Up Office – Dedicated Space 

Office Hours 

Use of street address and PO Box number, Mail collection or mail 
forwarding 

Use of Front Reception facilities, Wi-Fi included 

Fee:  1 x person $425.00* per month -  8 sessions 

Fee: 1 x person  $518.00* per month – 10 sessions - 24/7 Access 

Virtual services not included 

At Subiaco Business Centre, we aim to provide an individual service for each client.
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 Please advise of address to re-direct your mail to  

 Name:  

 Address:  

 State: Post Code: 

 

 
 

Please specify how you would like your calls answered: 

  

  

  

  

To ensure a prompt service, please select one of the following: 

 Receptionist to email messages (at no extra cost) : Email Address:  

 Receptionist to hand out your mobile to caller (at no extra cost) 

 Receptionist to divert call through to your mobile (with additional cost )  

 If no answer  Leave message on voicemail or  Retrieve call & forward message via email 

 

FURTHER INSTRUCTIONS 

Please specify any further instructions that you may require for your service: 

 

 

 

 

ADDITIONAL INFORMATION REQUIRED 

ONLY IF APPLICABLE: Please fill in the following with your staff members details (an additional fee will apply for extra staff members): 

Name Mobile Email Address 

1.   

2.   

3.   

4.   

 

TERMS & CONDITIONS 

Payment 

Accounts are to be paid in advance and via PayWay (Direct Debit).  If you wish to proceed, please complete PayWay Form below and return it to our  

Cancellation of Service 

After six-month period from start, date there is one months (30) days’ notice is required. Please notify in writing. 

Set-up  Fee 

A one-off set-up fee of $75 * is applicable. 

Requested Changes 

Requests to change the service after it is established may attract a non-standard service maintenance fee. If the fee applies, this will be clarified at the 
time of the request, before the change is made. 

 

Clients Name:  Clients Signature:  

Date signed:  Date service to commence:  

 

FOR OFFICE USE 
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Allocated Phone Number:   

 Entered in MYOB Date:  Entered by:  

 Entered in PayWay Date:  Entered by:  

 Entered in Telephone List Date:  Entered by:  

 Entered in Avaya Date:  Entered by:  
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