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Online Business/Personal Admin Supporl




Tel. 01304 209440 or 07922300917

Triangle Desk 

Price List

Secretarial Services (Business)

General Typing - £12 per hour

· Letters, Reports, Schedules, Minutes, Newsletters and Emails
· Invoice/Statements/Quotes – Typed
· Scan Documents and either print or email
Mail Shots - Letters to various addresses
60p per letter including envelope

Folding/stuffing/sealing/stamping & posting of material - £10 up to 50 envelopes 

**Postage costs are NOT included and are payable in advance at cost dependant on weight and postage requirements**

Bulk Mailings – One set letter to numerous addresses
Document typed from customers original on supplied stationery – 40p per A4 Page

Stationery supplied by TD – 60p per A4 page includes envelope
Collating/stuffing/sealing/stamping & posting of material - £20 per 100 envelopes or £10 up to 50 envelopes 
**Postage costs are NOT included and are payable in advance at cost dependant on weight and postage requirements**

Business Packages Available                                      Special Offer 
·  8  hour package - £ 90



     ** 5 Hour Project £45 **
· 16 hour package - £176

· 24 hour package - £258
Out of hours emergency Office Services £18 per hour

Premium Business Package – Regular Service

Hours reserved in blocks of 40 hours per month £420

In order to offer additional flexibility you can carry over 20% of the premium package hours over to next month if they are not used

Premium Package requires one month’s notice of cancellation 

VAT is currently not charged 

Payment is accepted via Cash, Personal/Business cheques, Bank Transfer or Credit/Debit payments through PayPal 
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