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香港創業商務中心

HONG KONG BUSINESS CENTRE








(Wholly owned by International Business Services Limited)

香港灣仔駱克道81-85號霸田商業中心7樓B室

Unit B, 7/F., Empire Land Commercial Centre, 81-85 Lockhart Road, Wanchai, Hong Kong

電話 Tel. : (852) 2802 1303
傳真 Fax. : (852) 2802 1803
電子郵件 E-mail : info@helpyou.com.hk
	商務秘書/寫字房服務使用合約

Business Secretarial Service /

Executive Office Room Service Contract 
	訂立日期 Date
	      yy(年)       mm (月)       dd (日)


	
	香港創業商務中心負責同事 HKBC Staff
	MS. Janet Fu (傅崢), Director (董事)

	

	

公司資料 Company Details

	公司名稱
Company Name
	(中文)

(Chinese)

	
	(英文)

(English)

	公司種類

Type of Company
	
	註冊國家

Country of Registration
	

	業務範圍

Business Nature
	
	商業登記號碼

Business Registration No
	

	公司註冊地址

Registered Office
	
	地區

District
	( 香港     ( 九龍     ( 新界

   H.K.     Kowloon      N.T.

	

	

申請人資料 Applicant Details

	申請人姓名
Applicant’s Name
	(先生/ 小姐) 
(Mr/ Ms.)
	(英文)
(English)
	(
	(中文) 
(Chinese)
	)

	証件號碼
No of Identity Document
	(身份証/ 護照)

(HKID/ Passport)
	國藉

Nationality
	

	聯絡電話

Contact Number
	(住宅電話)                     (流動電話)
(Home Tel.)                    (Mobile)
	傳真號碼
Fax No
	

	電郵地址
E-mail Address
	
	申請人在該公司的職銜

Designation held
	

	聯絡 / 住宅地址

Corr. / Home Address
	

	得知本公司途徑

How to know us
	(
	雜誌
Magazine
	(
	報紙
Newspaper
	(
	傳單
Leaflet
	(
	轉介
Referral
	(
	瀏覽互聯網
Search from Internet

	

	服務計劃內容 Service Plan Details (職員填寫 Official Use)

	計劃
Plan
	( 
	代收信件

Mailing Address
	( 
	專線電話

Telephone
	( 
	商務組合D

Package D
	(
	商務組合 E

Package E
	( 
	商務組合F
Package F

	
	(
	商務組合G

Package G
	(
	收發傳真
Fax
	(
	註冊地址

R.O.
	(
	增值服務          

Additional  
	(
	租用辦公室

Room

	所選辦公室
Provided Room
	
	辦公室傢俱提供

Furniture Provided
	辦公桌

Desk
	辦公椅  

Chair  
	文件櫃

Cabinet

	登記用戶數目
No of Registered User(s)
	
	電話號碼數目
No of Telephone Line
	電話號碼

Number
	電話機

Telephone

	所選電話號碼
Assigned Telephone No
	
	所選傳真號碼
Assigned Fax Number
	

	最低使用期限

Minimum Term of Usage
	
	繳費週期

Payment Cycle
	每月   /   每季   /  半年  /  全年

Per Month / Season / Half-Year / Year

	啟用日期

Date of Commencement
	
	服務按金

Service Deposit
	HK$

	服務費
Service Charge
	HK$       每月 / 每季 / 半年 / 全年

Per Month / Season / Half-Year / Year       
	首次繳款
First Payment
	HK$

	付加 服務/收費

Additional Service/Fee
	
	公司稱謂
Company name stated
	

	郵件轉寄地址

Mail Forwarding Address
	

	

	簽署及公司印鑑 Signature and company chop

	
	

	___________________________________________________

客戶 Customer

	____________________________________________________

香港創業商務中心 (Hong Kong Business Centre)



	· 所有文件副本 (連同此申請表) 將不獲退還。Documents supplied (including this application form) will not be returned.











香港創業商務中心

HONG KONG BUSINESS CENTRE








(Wholly owned by International Business Services Limited)

香港灣仔駱克道81-85號霸田商業中心7樓B室

Unit B, 7/F., Empire Land Commercial Centre, 81-85 Lockhart Road, Wanchai, Hong Kong

電話 Tel. : (852) 2802 1303
傳真 Fax. : (852) 2802 1803
電子郵件 E-mail : info@helpyou.com.hk
Applicable for Business Secretarial Services
Hong Kong Business Centre (“HKBC”) hereby provides the above service(s) to you until we receive your request to terminate this contract. Any request on early termination of this contract must be informed to HKBC at least one month in advance. Otherwise the deposit would be deducted on a pro rata basis. When HKBC intends to terminate the service contract, notification must be given to you at least one month in advance. You are not allowed to be involved in any fraudulent or unlawful activities at HKBC, otherwise HKBC have the rights to cancel all the services offered to you at once without any objection and any lawsuit is at your responsibility. HKBC are also entitled to forfeit any deposit and reserve the rights to claim for damages and compensation from you. Where any member of the debt collection agencies, finance companies, police or ICAC requires, we have the rights to provide your information/records to them at their request. 

Our services do not include any advertising recruitment, product promotion and introduction, placing of orders, estate rent and sale etc.. 

Your payment for service(s) in advance is non-refundable in all cases, and our service fee must be paid prior to the 5th date in each month. Otherwise, HKBC has the rights to terminate the contract immediately and all the deposit paid is therefore non-refundable. 

Once the service is terminated, you are not allowed to continue using the telephone and fax numbers provided by HKBC without our authorization, and not allowed to continue using our address as your registered office address. Once founded, we have the rights to claim for damages and compensation from you.

Applicable for Business Secretarial Services
Hong Kong Business Centre (“HKBC”) must be informed at least one month in advance for early termination of the service(s). Otherwise, the deposit would be deducted on a pro rata basis. During the contract period, in case that you intend to terminate the service in advance, all payment for service(s) in the contract period must be paid up. Where HKBC intends to terminate the service ahead of schedule, a notification must be given to you at least one month in advance. Where both parties are unable to reach the agreement, you must leave the licensed office room unconditionally without any objection.
You are not allowed to be involved in any fraudulent or unlawful activities at HKBC. Once founded, HKBC is entitled to request you to leave immediately without objection and any deposit paid is forfeited without compensation. Any lawsuit and the damage to us must be at your account. You shall handle, keep well and cover the insurance for all documents and valuables of you. HKBC hold no responsibility to any damage caused by loss, theft, destruction or any other reasons. In no events that you or any other person concerned is damaged on the reasons of the neglect or mistake caused by HKBC or its related persons, HKBC is not held to be liable for it. Moreover, You must abide by the following articles, otherwise HKBC has the rights to terminate the contract at any time without any compensation:
(1)
No unlawful or dangerous goods shall be kept in the office area;
(2)
No other office spaces shall be occupied;
(3)
Office is only used for commercial purposes; residence or warehouse is prohibited;
(4)
No noise and nuisance to licensed tenants is allowed;
(5)
Any indoor facilities and fitment shall not be damaged, otherwise you shall compensate for it at replacement cost;
(6)
Keep a clean working environment in preventing from any vermin;
(7)
Transfer of licensed office room for the use by unauthorized person(s) is prohibited;
(8)
No smoking is allowed in office area.
Your payment for service(s) in advance is non-refundable in all cases, and our service fee must be paid prior to the 5th date in each month. Otherwise, HKBC has the rights to terminate the contract immediately and all the deposit paid is therefore non-refundable, while HKBC is entitled to dispose of any articles/belongings left by you at HKBC’s discretion.
Where any member of the debt collection agencies, finance companies, police or ICAC requires, we have the rights to provide your information/records to them at their request.
	簽署及公司印鑑 Signature and company chop

	Agreed to the above (同意以上條款)


	

	___________________________________________________

客戶 Customer

	____________________________________________________

香港創業商務中心 (Hong Kong Business Centre)



	· 所有文件副本 (連同此申請表) 將不獲退還。Documents supplied (including this application form) will not be returned.
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