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UNITS

We offer units ranging in size from 175 Sq. ft to 3’500 Sq. ft at three sites in Draperstown, Magherafelt and Castledawson.

RATES

Further information on rates can be found by contacting the Rates Office on 028 2566 4700 as soon as you move in.

UNITS AVAILABLE

· Flexible terms 

· Rent fee payable monthly in advance

· Deposit required – refundable on leaving (equivalent to one month’s rent).

A Guide to

Services Available

OFFICE SERVICES

1. Office Hours

The Business Centre is open the following hours:

Monday – Friday
 8.30 am – 5.00 pm

The Business Centre closes on Public Holidays and for one week at Christmas and one week in July.

2. Telephone System

Reception cover is available to all tenants.  Messages can be picked up at reception.

The Business Centre, Draperstown 
Phone
028 7962 8113







Fax
028 7962 8975

The Business Centre, Magherafelt
Phone
028 7963 1032








Fax
028 7963 1033

Fax/Emails

All tenants have access to the use of our fax and e-mail facilities.  The fax number can be used on headed paper and you can set up your own e-mail address.

Incoming Faxes/E-mails

When a fax/e-mail is received the company will be notified by telephone and the fax/e-mail will be put into the corresponding pigeon hole.

Price
1st page
£0.50



Additional
£0.25

Outgoing Fax/E-mails

All faxes/e-mails must be recorded in the book – the number of pages sent, the date and the country.

FAX


1st Page

Additional Pages
UK



£1.10


£0.55

Europe


£2.20


£1.10

USA, Canada

£3.85


£1.65

Australia


£4.65


£2.20

Rest of World

£5.50


£2.75

Email


£1.50 per attachment

3. Photocopying

This facility is available at The Business Centre reception.  All copies are to be recorded in the book, unless the tenant is using their own number.

Prices are:

A4 Sheet


1-100 Copies

£0.15





100-500 Copies
£0.10





500 Upwards

£0.05

Double Sided

1-100 Copies

£0.20





100-500 Copies
£0.15







500 Upwards

£0.10

A3 Sheet


£0.20   Single Sided
         Double Sided     £0.25

4.
Binding


£2.00 per copy





£1.00 over 10 copies

5.
Scan


£1.00 Per page

6.
Colour Printing
0.50 per page

7. Typing

Both typing and word processing facilities are available in the general office.  Under normal circumstances it is intended that all letters that are left in at 10am will be ready for collection at 3pm.  It is important that the work is in early so our administrators can control the flow of work.  We will attempt where possible to accommodate urgent letters.  Time and notice will be required for reports and databases and again we will do our best.

Prices:

     Word Processing

£2.00 per page single line spacing





£1.75 additional pages





£1.00 per page double line spacing





£0.75 additional pages

8. Postage

The post will be delivered in the mornings – Monday to Friday.  Anyone in at this time can collect their post at the reception.  Our post is taken daily Monday to Friday at 4.15pm sharp and Friday at 1.00pm.

Envelopes

A4 envelope 15p each





A3 envelope 20p each





Blank disk £1.00 each

OTHER SERVICES

9. Parking

It is essential that all parking be confined to the marked out areas.  Vehicles parked in other places can cause problems for deliveries to other tenants.

10. Rent

Rent is charged monthly in advance and is payable by standing order at the beginning of each month.

11. Electricity 

Tenants are responsible for connection of electricity and it is charged      directly to each tenant by NIE.

12. Hire of Display Boards
£20.00 per day

     GENERAL INFORMATION

13. Unit Inspections

Workspace shall carry out an inspection of all units on an annual basis to check the condition of the unit, that adequate fire extinguishers are in place and to ensure that proper insurance cover is in place.

14. Insurance

Workspace insures all its buildings within one policy so as to benefit from the lowest possible premium per square foot.  Each tenant must reimburse Workspace the cost of the insurance for his/her particular unit.  This is calculated using the insurance premium per square foot multiplied by the particular tenants total square footage.

All tenants must hold public and employee liability insurance as well as contents insurance and it is the responsibility of each tenant to ensure this insurance is in place.  Workspace shall carry out an annual inspection of all units and at which time tenants may be asked to present a copy of their certificates.

15. Health and Safety 

All tenants must adhere to current health and safety regulations and ensure that their units are maintained and inspected in accordance with current Health & Safety legislation.  This is the sole responsibility of the tenant occupying the unit.  Should a fire result and the tenant not have the adequate cover his/her insurance cover will be invalid.

16. Fire Drills

Fire Drills are carried out periodically so as to comply with fire authority recommendations – please make yourself and your staff aware of fire procedures, assembly points etc.  Assembly points are detailed in Appendix 1.

17. Fire Extinguishers

It is the responsibility of each tenant to ensure that adequate and proper extinguishers are in place and that they are properly maintained.  Workspace shall inspect that this is in place during their annual unit inspection.

18.
 Electrical Maintenance

Tenants must ensure that all contractors appointed by them to undertake electrical work are NICEIC registered.

19.
 Heating Equipment

All heating equipment, (both electrical and oil) should be adequately maintained.  Tenants must ensure that systems are serviced every 2 years by a qualified contractor and evidence must be retained to demonstrate that this service has been carried out.

The use of temporary portable heating should be avoided unless its use is absolutely necessary.

Portable heaters used should be restricted to electrical convector heaters.  The following portable heaters are prohibited from use within the units at any time.

· Gas fired radiant heaters (Super Ser)

· LPG or Oil fired heaters

· Paraffin heaters

 20. General Rules and Regulations

       Please note these additional regulations

· 10 mile per hour speed limit

· Abuse of intoxicants on site is forbidden

· Area around units to be kept free of clutter, rubbish to be removed daily

· Tenants for units C3, C5 - C14 cannot get additional keys to units cut independently, instead requests for additional keys must go through reception

· Tenants should have respect for all common area/facilities

· Tenants are not allowed to store any goods outside units

· Tenants are advised of the responsibility to ensure that their units are free from fire hazards such as inappropriate storage of flammable liquids, incorrect use of heating, hazardous or unfit working conditions etc …

· Tenants are reminded that they do not have designated car parking spaces.  Consideration should be taken in parking not to obstruct another’s unit.

It is in all our interests to ensure the successful running of The Business Centre.  If you have any queries, complaints, compliments or suggestions, please do not hesitate to contact us.







