OfficeOverflow  - CLIENT DETAILS
ABN 77424811928
Welcome to OfficeOverflow as a new client.  
Please complete the details below and return the form to us by either:

	EMAIL & ATTACH
	FACSIMILE

	officeoverflow@optusnet.com.au
	07 3408 8361


NB:  This is a one time only requirement, as your details will be added to our client list, for future reference only.

	Your Name
	
	     

	Position/Title
	
	     

	Business Name
	
	     

	Address
	Street:
	     

	
	Suburb:
	     

	
	State:
	     

	
	Post Code:
	     

	Contact
	Tel:
	     

	
	Fax:
	     

	
	Mob:
	     

	
	Email:
	     

	Web Address
	
	     

	Word Version
	
	2003
 FORMCHECKBOX 

2007
 FORMCHECKBOX 
 
XP  FORMCHECKBOX 


	PowerPoint Version
	
	2003
 FORMCHECKBOX 

2007
 FORMCHECKBOX 
 
XP  FORMCHECKBOX 


	Type of work required:
	
	 FORMCHECKBOX 
 Typing

 FORMCHECKBOX 
 Desktop Publishing

 FORMCHECKBOX 
 PowerPoint

 FORMCHECKBOX 
 Audio transcription

 FORMCHECKBOX 
 Spreadsheeting

 FORMCHECKBOX 
 Other (Please specify below)

	Other details:
	
	     

	TERMS
	
	· Prices are quoted in Australian dollars and are current to May, 2008

· Casual work is strictly "Payment on Completion".

· Hourly rates are billed in 1/4 hour increments.

· Regular clients are invoiced weekly and are billed in electronic form.

· Regular client payments are due within 7 days of invoice.

· Our preferred method of payment is by Electronic Funds Transfer direct into our bank account, details of which are provided on the invoice.

· Australian clients may also make payment by Cheque, Money Order or Cash.

	CONDITIONS
	
	· Whilst OfficeOverflow makes every effort to produce error free work by carefully executed proofreading before being returned, final responsibility for accuracy remains the domain of the client.

· Confidentiality of all client information and document content is strictly maintained.

	DECLARATION

	
	· I agree to pay any fees due and owing to OfficeOverflow strictly within 7 days, by internet banking or by cheque/money order.
· Failure to do so will incur a late fee of 10% weekly until settled.  

	METHOD OF PAYMENT:
	
	 FORMCHECKBOX 
 Direct Debit
 FORMCHECKBOX 
 Cheque
 FORMCHECKBOX 
 Money Order (Australia only)

	AGREEMENT TO TERMS:
	
	 FORMCHECKBOX 
 Agree
 FORMCHECKBOX 
 Disagree

	DATE
	
	     












