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APPLICATION FOR MAILING ADDRESS SERVICE
Please complete the sections below in BLOCK CAPITALS.

The information thatyou provide on this form is solely for the use of PRIME Secretarial Services. The information alwaysremains confidential and is not
provided to any third party .

Company Name

Main Contact (s)

Address

Town / City County

Post / Zip Code Country

Telephone No. Facsimile No.

Mobile No. E-mail address

VAT Reg. No.

Driving Licence No. OR Passport No.
(if providing the passport number, it is the LONG no. at the bottom of the photo

page. e.g. L898902C<3UTO6908061F9406236ZE184226B<<<<<14

PLEASE SELECT YOUR SUBSCRIPTION: -

NORTH LONDON ADDRESS SERVICE
483 Green Lanes London N13 4BS

SOUTH LONDON ADDRESS SERVICE
Dalton House 60 Windsor Ave London SW19 2RR

Tick Period Price + VAT Total £ Tick Period Price + VAT Total £
12 Months £125.00 +£18.75 £143.75 12 Months £145.00 +£21.75 £166.75
6 Months £75.00 +£11.25 £86.25 6 Months £ 89.00 +£13.35 £102.35
3 Months £45.00 + £ 6.75 £51.75 3 Months £ 59.00 +£8.85 £67.85

CENTRAL LONDON STREET ADDRESS
27 Old Gloucester Street London WC1N 3AX

WEST END ADDRESS
78 York Street London W1H 1DP

Tick Period Price + VAT Total £ Tick Period Price + VAT Total £
Jun-Dec 09 £96.25 + £14.44 £110.69 12 Months £275.00 +£41.25 £316.25

6 Months £150.00 +£22.50 £172.50Central London Address is £165.00 pro-rata to the calendar year. We
charge the proportionate amount from the time you join toend ofyear.

3 Months £90.00 +£13.50 £103.50

REMITTANCE AND PAYMENT

Total for services incl. VAT £

PLUS: Initial credit for Postage/ forwarding £ 30.00
(not required if collecting) __________________

TOTAL REMITTANCE £
__________________

I/We agree to the Terms and Conditions of service attached to this form

Signed …………………………………………………… Date ………………………….

Print …………………………………………………… Position ……………………………………………

Cash

Cheque (payable to ‘PRIME Secretarial’)

Credit/Debit Card (complete attached form)

PayPal / Online (we will email youa link)



[For Office use only]

Cash Cheque No. P/O’s Auth. Code Tx No. Invoice No.

Add: Box No. Comp. Source:

B M Inv.: Start: System DB A/C No.

REVISED: 14 JUNE 2009

MAIL HANDLING INSTRUCTIONS: We need to know how you would like us to handle your different types of mail.
These instructions can be changed as often as you wish by notifying us in writing via letter, email or fax.

Your mail is categorised under 4 types. Select ONE option under each category.

LETTERS / ORDINARY MAIL

Re-enclose and forward Daily OR Weekly on………………….……day
Mail bundled and re-enclosed into an envelope, plus postage and sent by normal First Class mail.

Record daily
Mail will be bundled and sent Registered / Recorded for you to sign for

Scan & Email
Mail will be opened andcontents sent as a PDF file by Email. Note: £1 for 1st page – 50p for pages 2 and upwards

HO LD
Mail held at our offices until further notice pending forwarding or collection. Note: Collection charge 12p per Letter at WC1

PRINTED MATTER / CATALOGUES / MARKETING MATERIAL

Re-enclose and forward Daily OR Weekly on………………….……day
Mail bundled and re-enclosed into an envelope, plus postage and sent by normal First Class mail.

HOLD
Mail held at our offices until further notice pending forwarding or collection. Note: Collection charge 12p per Letter at WC1

SPECIAL DELIVERY (REGISTERED) AND RECORDED MAIL

Record daily (strongly recommended)
Mail will be Re-Registered / Re-Recorded for you to sign for

Re-enclose daily
Mail re-enclosed and forward by First Class mail atyour risk.

Scan & Email
Mail will be opened andcontents sent as a PDF file by Email. Note: £1 for 1st page – 50p for pages 2 and upwards

HO LD
Mail held at our offices until further notice pending forwarding or collection. Note: Collection charge 12p per Letter at WC1

HO LD and NO TIFY We will notify youwhena registered or recorded item has arrived for you

PARCELS

Re-direct daily
A printed address label is affixed to the inbound item, plus postage and sent by First Class mail at your risk

Record daily (strongly recommended)
Inbound Parcel will be sent by Recorded Mail or Courier, whichever is the lower cost, for you to sign for

HO LD and NO TIFY
We will notify youwhen a parcel arrives. Note: Items held longer than 7 days may attract storage charges.

____________________________________________________________________________________________________

CREDIT / DEBIT CARD AUTHO RISATIO N
I authorise PRIME Secretarial Services to charge my *VISA / MASTERCARD / AMEX / MAESTRO / SOLO / DELTA the amount
indicated overleafbeing my subscription payment in full for the chosen period and postage account (ifapplicable)

Cardholder’s Name (EXACTLY on card)………………………………………………………………………………………………………

Cardholder Address……………………………………………………………………………………………………………………………..

……………………………………………………………………………………………………Post/Zip Code……………………………..

Card
Number

Start
mm/yy

Exp.
mm/yy

Issue. No.
(if appl.)

3-digit Security
Code

Signature: ………………………………………………………………………………………..……………… Date:……………………
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OUR TERMS AND CONDITIONS OFSERVICE

© Prime Secretarial Services - Revised May 2009

1. General In these terms and conditions of business, “the Company” shall mean PRIME Secretarial Services and “the customer” shall mean any Company,

firm, organisation or private individual trading with the Company.

2. Service Provision The Company will provide a Street Address or Box Number for utilisation by the customer, for which the customer agrees with the

Company not to carry on any business which could be construed or interpreted by the Company as illegal, defamatory, immoral or obscene. In addition, the

customer agrees not to use the business address, telephone/fax numbers, email address of the Company for any of the aforesaid purposes.

3. The customer agrees not to send or deliver or cause to be sent or to be delivered to the Company’s offices any noxious, illegal, immoral, deteriorating,

dangerous or bulky material object and in the event of the same, rights of the Company shall be as contained in clause 5 of these conditions.

4. At our SW19 address, no parcels, chattels or packets other than letters addresses to the customer will be accepted at the Company’s address without prior

written permission. The Company shall be bear no responsibility whatsoever either to the sender or the customer or to any third party.

5. Mail Forwarding Service The Company will forward mail on to the customer in accordance with the Customer’s instructions on the Application Form. The

Customer will provide an initial Postage Account of £30.00 from which the Company will deduct at the time mail is forwarded, the Franking, Envelope and

Label Charges at cost. Postage top-up requests are sent in accordance with Clause 9(d) below.

6. Mail Collection Service. If the Customer does not require Mail Forwarding, all mail will be held at the Company’s office pending collection or further

instructions. If mail is held, the Company will hold the Customer’s mail for the duration of subscription paid. However, if in the event that, in the Company’s

view, a Customer for whom we hold mail/correspondence/parcels etc for accumulates a disproportionate level of the same, the Company shall notify the

Customer in writing and request that the Customer makes arrangements for the Company to forward on all mail/correspondence/parcels etc held to the

Customer or for the Customer to have the same collected from the premises at which we are providing service. At the Company’s absolute discretion, it

reserves the right to levy additional storage and/or handling charges where necessary.

7. The Company will take all reasonable steps to ensure accurate and efficient dealing with all communications received for the customer and that mail is

handled in accordance with the customer’s instructions on the application form. However, no warranty or liability is accepted by the Company, its staff or

agents in relation to services provided, nor for losses or damages to the customer nor money, valuables or loss of business, however so caused.

8. The customer will fully indemnify the Company against all liabilities, expenses, losses, claims, damages or penalties incurred by the Company is respect of

this Agreement and due to the way in which the business services are however occasioned including through defamation, suing or being sued as a result of

the breach whatsoever and howsoever committed by the customer or any third parties. The Company, its staff or agents will have no liability to any third

party.

9. Accounts and Payment

a) All subscriptions and fees including the postage deposit account are to be paid strictly upon application and thereafter in advance at the subscription

intervals as indicated on the application form. Incidental disbursements and other charges incurred by the Company on behalf of the customer are

payable on demand and the Company reserves the right to suspend the services provided to the customer should any fees remain outstanding after 7

days of request for payment or any other due date agreed.

b) Changes of Fees and Service The Company shall notify the customer in writing of any changes in fees or services. Any changes or alterations to

services will take effect no earlier than 14 days.

c) Non-payment of initial fees Any contract shall be subject to the Company being satisfied as to the customer’s creditworthiness and without prejudice to

the generality of the foregoing, the Company may, in it’s absolute discretion, having informed the customer that their services are set-up, refrain from

delivering the service, until such time as the customer tenders money in a satisfactory form accepted by the Company.

d) Settlement of Terms Postage credit requests for top-ups for postage franking charges incurred by the Company will be sent from time to time

according to volume usage. Credit requests are to be paid strictly within the 7-day settlement terms stipulated on the request. If the customer fails to

pay a Credit Request, the Company may withhold such services/mail/messages/correspondence or article(s) belonging to the customer until such

payment is made. The Company shall have a general lien on all belongings of the customer that may be on the Company premises and/or for all

monies owing by the customer to the Company on any account whatsoever. The Company may exercise any of the following rights, either alone, or in

a combination:

(i) terminate the contract of service.

(ii) recover payment for services / work all ready rendered.

(iii) retain all payments already made.

(iv) vary the terms of this contract as to payment.

10. Customer Breach of Terms In the event of breach by the customer of any of the above conditions, the Company may terminate this Agreement forthwith

without any explanation whatsoever as to reason by sending written notice of such termination to the customer of which a prepaid letter addressed to the

customer at his last known address shall be deemed sufficient notice. The customer will lose any subscription/postage money fees in advance in such

circumstances and the customer will also lose their subscription/postage fees where the Agreement is terminated by the customer prior to the minimum

contract period.

11. Identification, Confidentiality and Privacy

(a) The Company undertakes not to disclose any of the customer’s details on this form to any third party whatsoever. However, the customer agrees that

the Company can use its discretion as to whether or not to disclose the customer’s private information to legal bodies if so legally obliged to or

requested.

(b) The Company may use the details that the Customer has provided on the Application Form by way of an electronic IDcheck to confirm the customer’s

identity, company identity, address and other contact details in order to comply with the Company’s obligations under the HMRC Money Laundering

Regulations imposed on the Company. If necessary, the Company may request hard copies of ID documentation from the Customer, and in the event

that the Customer fails to provide such documents, the Company reserves the right to terminate the services set-up for the Customer without refund of

Subscription, Service fees or any Holding Deposits paid.

12. Provision of up-to-date contact information The customer hereby confirms that the information provided in this Agreement is accurate at the time of signing

the Agreement and any change(s) of customer’s personal details or business details will be notified to the Company immediately. The company reserves the

right to suspend or terminate a customers service if we are unable to contact them appropriately.

13. Termina tion of Serv ice(s) This agreement is subject to written Notice of Termination to be given by either party and to expire at any one time one month

after sending same in a prepaid envelope addressed by the customer to the Company or by the Company to the customer respectively, although fees and

subscriptions are not refundable or transferable.

Unless otherwise agreed by PRIME Secretarial Serv ices in writing, these conditi ons shall be construe d
in accordance with English law a nd are in addition to your statutory rights.


