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JOB REQUEST FORM

	CLIENT DETAILS


	Client Name:
	 FILLIN  "Client Name"  \* MERGEFORMAT 
	Phone:
	 FILLIN  "Tel No"  \* MERGEFORMAT 

	Title:
	 FILLIN  Title  \* MERGEFORMAT 
	Fax:
	 FILLIN  Fax  \* MERGEFORMAT 

	Company Name:
	 FILLIN  "Company Name"  \* MERGEFORMAT 
	Mobile:
	 FILLIN  "Mobile No"  \* MERGEFORMAT 

	Street Address:
	 FILLIN  "Street Address"  \* MERGEFORMAT 
	Email:
	


	SERVICES PROVIDED – PLEASE TICK WHICH ARE RELEVANT


	Word Processing/Copy Typing eg
	[image: image1.wmf]

	· Tables/Graphs/Charts/
	[image: image2.wmf]

	· These/Dissertations/Reports
	[image: image3.wmf]

	Bookkeeping (Kashflow/Xero software)
	[image: image4.wmf]

	Presentations
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	General Administration
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	· Diary Management
	[image: image7.wmf]

	· Event & Conference Management
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	· Travel & Accommodation Management
	[image: image9.wmf]

	· Internet Research & Purchasing
	[image: image10.wmf]

	· Contact Details Data Entry
	[image: image11.wmf]

	· Sending Emails
	[image: image12.wmf]

	· Faxing (Local & Std)
	[image: image13.wmf]

	· Scanning
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	· Product/Services Procurement
	[image: image15.wmf]

	
	

	Transcription
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	(Analogue & Digital Including Medical)
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	Mailmerge/Mailshot
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	Spreadsheets
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	Proofreading
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	Printing/Photocopying
	[image: image21.wmf]

	· Black & White
	[image: image22.wmf]

	· Colour
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	Overhead Film
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	Laminating
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	CD Burning/DVD Burning
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	On-Site Word/PowerPoint Training
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	Telephone Answering Service
	[image: image28.wmf]

	
	

	
	


Other services not listed above – please specify: 
Date Required: 
Priority:









                            
   Yes
        No
          N/A

	Is the job urgent?
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	Is the job extremely urgent?
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	Are you aware of the total costs involved?
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	If required to work non-office hours, are you aware of the surcharge(s) to total invoice for 

hours worked after 6.00pm/weekend working?
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	Has the Confidentiality Agreement been forwarded for signature? (If applicable)
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	Has the Independent Contractor Agreement been forwarded for signature? (If applicable)
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Rates:
	Service
	Rate per Hour 

	Word Processing/Copy Typing
	From £25.00

	Event & Conference Organisation/Travel & Accommodation Arrangement
	From £25.00

	Diary Management/Internet Research/Product & Services Procurement
	From £25.00

	Proofreading per 1000 words
	From £25.00

	Audio Transcription (Analogue/Digital) per audio minute
	From £1.75

	Spreadsheet / Database Entry
	From £25.00

	Bookkeeping (Kashflow/Xero software)
	From £25.00

	Real Time Transcription
	From £25.00

	PowerPoint Presentations
	From £25.00

	MailMerge/MailShot
	From £25.00

	On-Site Word/PowerPoint Training
	From £25.00


Please Note: Any hours worked after 6.00PM will be charged at an extra £5.00 per hour. Weekend and short notice work may be possible but must be agreed on at the earliest opportunity and will be charged at time + 25%.
How will the work be received and delivered:

Any additional comments:




Payment Details

PAYG Invoices are issued to clients monthly (either mid or end of month depending on when contract commences) on 14 days payment terms. Monthly Retainer clients will be issued invoices on 15th of month prior to work being carried out, and payment must be cleared before 1st of month following issue of invoice for work to commence.
Please Note: We understand and will exercise our statutory right to claim interest and compensation for debt recovery costs under the late payment legislation if we are not paid according to agreed credit terms. Interest is payable on invoices not cleared within the 14 days and is incurred at a rate of 8.5% on all outstanding debts UNTIL CLEARED into bank account (note that cheques take approximately 5 working days to clear after receipt at Your Office Online offices).

Please select which payment method is suitable for you. 

	BACS
	Cheque
	Google Checkout
	Cash
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Your Office Online abides by the Better Payment Practice Code and would hope that their clients do so to.
About the Client:

	What is your business?

Do you work set hours?
	

	How involved do you want Your Office Online to become with your business?
	

	Are you looking for regular weekly, regular but ad-hoc or just occasional work?
	

	How best would we communicate and how often?

(Email/text/telephone? Daily/weekly/monthly?)
	

	What boundaries would you like in place?

(making decisions on certain things or not at all etc)
	

	Apart from administration services, any other Life Management services required?

(reminders of special occasions, private travel/hotel bookings etc)
	

	Would you prefer an hourly/package or retainer contract?
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