
 

 

AGREEMENT 
 

BETWEEN 
 

Knightsbridge Secretarial Services Limited 
 

- and - 
 

…………………………………………………………. 
(Enter Full Name of Business or Private Individual) 

 
 
 
CLIENT INFORMATION  
ALL INFORMATION IS CONFIDENTIAL 
 
 
 
ACCOUNT NAME 
 

 
LOBBY SIGN? 
□ 

 
This name will appear on 
our records 

 
TYPE OF BUSINESS 
 
 

 
PRIVATE  
INDIVIDUAL 
□ 

 
Please state main business 
activities or tick box if not in 
business 

 
COMPANY  
REGISTRATION 
 

 
REG. NO………………….…... 
COUNTRY… ……………. 
YEAR ESTABLISHED……... 

 
Please supply registration 
details if a limited company 
See photocopy 

 
PACKAGES 
 
 
OFFICE  
PACKAGE      □ 
 

 
OVERSEAS 
PACKAGE      □ 
 

 
PERSONAL 
PACKAGE      □ 

 
TAILORED 
PACKAGE     □ 

 
 
SUBSCRIPTION 
FREQUENCY 

 
ANNUAL  □ 
 

 
QUARTERLY  □ 

 
OTHER  □ 

 
Discount of 20% applies to all annual packages 



 

 

 
 
ACCOUNT 
NAME………………………………………………………………………………... 
 
 
 
PERSONAL DETAILS OF PRINCIPAL APPLICANT 
 
Name:……………………………………………………………………………………… 
 
Address:…………………………………………………………………………………… 
 
……………………………………………………………………………………………… 
 
……………………………………………………………………………………………… 
 
Tel No:……………………FaxNo:………………………Email:………………………… 
 
ADDITIONAL BUSINESS NAMES (at one third extra per name) 
 
1) ………...………………………………………2)……………………………………… 
 
SPECIAL INSTRUCTIONS 
……………………………………………………………………………………………… 
 
 
 
 
HANDLING INSTRUCTIONS 
 
 
RECEIVING MAIL AND DELIVERIES 
 
REDIRECT MAIL 
DAILY  □ 

FORWARD MAIL 
ONCE A 
WEEK/MONTH  □ 

HOLD MAIL FOR 
COLLECTION □ 

OTHER 
……………………
……………………
…… 

 
TAKING TELEPHONE MESSAGES (max 100 words) 
 
 
1. SHARED LINE (answered with the number: 020 7823 8244) 
 
PHONE TO 
ADVISE MESSAGES   
□ 
 

 
FORWARD 
MESSAGES 
BY POST   □ 
 

 
FORWARD A COPY OF 
MESSAGES BY POST □ 
 
 

 
HOLD MESSAGES 
FOR COLLECTION  
□ 

FORWARD MESSAGES BY EMAIL □ 
 
2. EXCLUSIVE LINE (answered with your name ) 
[A minimum of one year's registration is required] 
 
PHONE TO 
ADVISE MESSAGES  
□ 
 

 
FORWARD 
MESSAGES BY 
POST   □ 
 

 
FORWARD A COPY OF 
MESSAGES BY POST 
□ 

 
HOLD 
MESSAGES  
□ 



 

 

 
 
 
FAX SERVICE - Please tick if this is required      □ 
 
PHONE TO 
ADVISE FAX 
RECEIVED  □ 
 

 
FORWARD 
ORIGINAL BY 
POST  □ 
 

 
PHOTOCOPY AND 
FORWARD BY 
POST/FAX  □ 
 

 
HOLD FAX FOR 
COLLECTION  □ 
 
 

 
EMAIL SERVICE - Please tick if this is required      □ 
 
 
PHONE TO ADVISE 
EMAIL  □ 
 
 

 
FORWARD 
ORIGINAL BY 
POST  □ 
 

 
PHOTOCOPY AND 
FORWARD BY 
POST/EMAIL  □ 
 

 
HOLD EMAIL 
FOR 
COLLECTION  □ 
 

 
 
 
FORWARDING INSTRUCTIONS 
(Please complete exactly as address label is required) 
 
NAME: AS FRONT PAGE 
 
ADDRESS…………………………………………………………………………………… 
 
………………………………………………………………………………………………… 
 
POST 
CODE………………………………..EMAIL…...………………………………… 
 
TELEPHONE NO:………………….FAX NO: …………………………………... 
 
 
 
DATE OF COMMENCEMENT 
(Please let us know when you require the service to commence) 
 
…………………………………………………………………………………..... 
 
……………………………………………………………………………………. 
 
 
 



 

 

I/WE THE UNDERSIGNED HEREBY APPLY TO USE THE 
SERVICES REQUESTED ABOVE HAVING READ AND AGREED 
THE CONDITIONS OF BUSINESS PRINTED OVERLEAF. 
 
 
SIGNED………………………………………………………………… 
 
FOR AND ON BEHALF 
OF………………………………………………………………. 
 
STATUS……………………………………..DATE…………………… 
 
 
APPLICATION ACCEPTED FOR AND ON BEHALF OF: 
KNIGHTSBRIDGE SECRETARIAL SERVICES LTD 
 
SIGNED………………………………………………………………… 
 
DATE…………………………………………………………………… 
 
DEPOSIT RECEIVED 
 
   £25 □   £50 □   £100 □ 
 
 
THANK YOU FOR YOUR APPLICATION. 
HOW DID YOU HEAR ABOUT OUR SERVICES? 
 
 
 



 

 

Terms and conditions for the supply of mail  
and message collection and forwarding services 
 

1. In these conditions ‘the Company’ shall mean Knightsbridge 
Secretarial Services Ltd whose registered office is at 35 
Brompton Road, Knightsbridge, London SW3 1DE and ‘the 
Client’ shall mean the company, organisation, firm or individual 
specified in the Agreement. 

2. The duty owed by the Company to the Client shall depend upon 
the Client having paid the appropriate fee in advance and be the 
receiving of letters addressed to the Client and the taking of 
telephone and receiving of facsimile messages intended for the 
Client and either arranging for the collection thereof by the Client 
from the Company’s premises during normal office hours or the 
transmission to the Client of such letters and/or messages by 
telephone, facsimile, post or courier. 

3. The Company reserves the right to refuse an application or to 
refuse to renew an existing agreement without explanation. The 
Client agrees with the Company not to carry on any business, 
which could be construed by the Company or any other party as 
illegal, defamatory, immoral or obscene, and agrees with the 
Company not to use the address of the Company whether 
directly or indirectly for any such purpose or purposes. 

4. In the event of the breach by the Client of any of the conditions 
herein the Company shall be entitled to terminate this Agreement 
immediately by sending written notice of such termination to the 
Client of which a prepaid envelope addressed to the Client at his 
last known address shall be deemed sufficient notice. 

5. In the event of the Client failing to discharge his liability to the 
Company for the services provided by the day on which such 
payment becomes due the Client hereby empowers the 
Company to retain any correspondence, facsimile and telephone 
messages addressed to the Client until the payment is made. 
The Company shall have a general lien on all belongings of the 
Client that may be on the Company’s premises at any time in 
respect of monies owing by the Client to the Company on any 
account whatsoever. 

6. The Company reserves the right to require a deposit be lodged 
with the Company to defray costs and fees likely to be incurred 
by the Client. 

7. The limit of the liability of the Company in respect of any act, 
omission, neglect, delay or default by it or by its servants or 
agents whether by way of the Law of Contract and/or by way of 
liability for negligence or other sort shall not exceed £1. 

8. The Client will fully indemnify the Company against any 
expenses, costs, claims, damages or penalties incurred by the 
Company in connection with this Agreement howsoever 
occasioned including through defamation of third parties. 



 

 

9. This Agreement is subject to written Notice of Termination to be 
given by either party and to expire one month after sending same 
in a prepaid envelope addressed by the Client to the Company or 
by the Company or by the Company to the Client as appropriate. 

10. The Company shall be entitled to refuse to accept any parcel, 
chattel, packet or object other than letters addressed to the Client 
unless previous arrangements have been entered into by the 
Client and agreed in writing by the Company. In the event of 
a/any object other than letters addressed to the Client being 
delivered at the Company’s address the Company shall bear no 
responsibility therefore either to the sender or to the Client and in 
the event of the Client falling to remove same within one month 
from receiving Notice thereof (of which a prepaid letter addressed 
to the Client at his/her last known address shall be deemed 
sufficient notice) then the Company is hereby empowered to sell 
same and retain the proceeds of sale thereof for the absolute use 
of the Company. As an alternative the Company may return such 
parcel, chattel, packet or other object to the sender and any costs 
or expenses incurred by the Company in so doing shall be 
recoverable from the Client upon demand. 

11. If the Client applies for and the Company agrees to grant the use 
of office or desk space facilities there shall be no relationship of 
landlord and tenant between the Company and the Client but 
merely a licence and the use of a desk or room can be in any part 
of the Company’s premises and can be switched from one part to 
another of the Company’s premises at any time. 

12. If the Client applies for the provision of word processing, audio 
typing, photocopying, facsimile transmission or other such office 
services not specified in this Agreement and the Company 
agrees to supply such services then such supply shall be 
governed by the separate terms and conditions published by the 
Company in that connection. 
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