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Proprietors Name: _________________________________________________________________________ 
 
Contact Name: ____________________________________________________________________________ 
 
Contact Details (email, telephone, etc): _______________________________________________________ 
 
_________________________________________________________________________________________ 
 
Company Name /  ___________________________________________________________________ 
Address: 
   ___________________________________________________________________ 
 
   ___________________________________________________________________ 
 
   ___________________________________________________________________ 
 
   ___________________________________________________________________ 
 
Please indicate which services you require:

 
 

Service QTY Unit Price Total Price 

Word Processing / Typing  £4 per page  

Word Processing / Typing with Charts, Graphs and Tables  £15 per hour  

Transcription  £20 per hour  

Proofreading  £20 per hour  

Bookkeeping  £25 per hour  

PowerPoint Presentations  £20 per hour  

Mail Merge  £15 per hour  

CV Design / Retyping  £15 1st CV £5 Extra copy  

Research  £20 per hour  

Mail Shots  50p per letter (no postage)  

Printing  20p b/w 35p colour  

Address Labels  £2 per sheet  

Data Input  £35 per 100 entries  

PDF Conversion  £5 per document  

Indicate eligibility for 10% discount if applicable:  

 

Student (Place of education to be verified)   

Voluntary and Community Group   

Total Price:    

Large Order / Contract (Agreed in advance by Operations Director)  

Diary Management  £10 per hour  

Storage / Archiving  POA  

Bu s i n e s s  &  Ad m i n i s t r a t i ve  S u p p o r t  S e r v i c e s  
S e r v i c e s  O r d e r i n g  F o r m  
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Please indicate in more detail what you require from these services, e.g. colours, fonts, pictures, effects, layouts 
etc. and what you are sending us, e.g. handwritten notes, recorded conversation, notes on disc etc.:    
 
 
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
 
Deadline for work: __________________________________________________________ 
 

 

___________________________________________________________ 
 
 
FOR OFFICE USE ONLY: 
 
Enquiry taken by: ________________________________ 
 
 
Job done by: ____________________________________ 
 
 
Date of Completion: ______________________________ 
 
 
Date Returned: _________________________________ 

___________________________________________________________ 
 
Passed to finance on: _______________________________ 
 
 
10% discount verified (if applicable): ____________________ 
 
 
Invoiced on: _______________________________________ 
 
 
Final payment received on: _______________________________ 
 
 
Payment method:_______________________________________ 

I have read and agree to adhere to the Terms & Conditions 



 

 

General 

1. All events are subject to these terms and conditions.  No other terms and condi-

tions shall be incorporated (whether expressly or implied) and no variation of 

these terms and conditions is effective unless it is in writing and signed on be-

half of the Company and Operations Director. 

2. Acceptance of a booking by the Company is provisional only until a written con-

firmation and booking form subject to these terms and conditions has been re-

ceived by the Company.  Provisional bookings will be held for 7 days after which 

they lapse unless written confirmation has been received by the Company. 

Prices 

3. Prices quoted are current and the Company reserves the right to change these 

on giving notice to the Customer.  Unless stated all prices are exclusive of VAT. 

4. All payments shall be made in pounds sterling by cash, cheque or BACs pay-

ment.  Personnel cheques will only be accepted for payment when accompanied 

by guarantee card. 

Payment 

5. 50% non-refundable deposit is required at time of booking or on receipt of writ-

ten confirmation. 

6. The balance is payable no later than 5 working days before the event. 

7. If a booking is required within 48 hours preceding the event, the full total is pay-

able at time of booking. 

8. In all cases the Company reserves the right to charge interest for late payment, 

such interest to accrue daily. 

9. For all services other than room hire, the Customer will be invoiced on comple-

tion.  Invoices are subject to 1 4 days credit terms in which time the Company 

will expect payment by said means at clause 4. 

  

Terms & Conditions 

www.fundingfinders.co.uk 



 

 

www.fundingfinders.co.uk 

Caring for all your BASSic needs! 

Astley Lodge 

2 Queens Road 

Chorley 

Lancashire 

PR7 1JU 

Phone: 0870 7563912/01257 

244750 

Fax: 01257 232386 

E-mail: 

office@fundingfinders.co.uk 

Terms & Conditions 

Cancellations 

10. Cancellations by the Customer must be made in writing.  If the Customer cancels an 

event less than 48 hours prior to the event the charge will be 100% of the total price. 

11. The Company reserves the right to cancel a booking if at any time: 

 i. the Customer is in breach of these terms and conditions; or 

 ii. the Customer is subject to any insolvency proceedings; or 

 iii. The booking may prejudice the reputation of the Company. 

Variations 
 

12. The Company may, due to circumstances beyond its control change any arrangements 

relating to the bookings and will, where possible, notify the Customer of any changes 

prior to the event. 
 

Personal Property 
 

13. The Company does not accept responsibility for the property of Customers or their cli-

ents, which are left at the Lodge at the owner’s risk without obligation on the part of 

the Company. 

14. Customers and their clients vehicles are parked on site at their own risk.  The Com-

pany does not accept responsibility for any damaged caused to vehicles whilst parked 

at the Lodge. 
 

Damage 
 

15. The Company may require a damage deposit to be paid by the Customer prior to the 

event.  The customer shall be responsible for any damage caused to the allocated room 

or the furnishings or equipment therein and shall pay to the Company on demand the 

amount required to make good or remedy any such damage. 
 

Exclusion of Liability 
 

14. Except in the instance of death or personal injury caused by the negligence of the 

Company, neither the Company nor its employees or agents shall be liable for any in-

jury, damage, loss, delay or expense caused to the Customer, its employees, agents or 

clients whilst on the premises or within the boundaries of the Lodge. 

15. The Company shall not, in any event, be liable for: 

 i. any consequential loss, damage, costs or expenses, or 

 ii. Any loss unless notified by the Customer within 7 days following the event. 
 

Signs 

16. The Customer may not affix signs, displays or posters to the Lodge without prior con-

sent of the Company. 
 


