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Postal Address Application Form

The Phoenix Square Postal  Address Service is managed by LCB Depot



LCB Depot offers a postal address service to clients who would like to use the Phoenix Square address for all incoming mail. This service is available exclusively to companies that are from the creative industries and that satisfy LCB Depot standard letting criteria.  Mail can be collected from a secure post box in the Phoenix Square main reception Monday to Friday from 9am – 5pm. Postal address clients are also entitled to reduced meeting room hire charges at the LCB Depot and facilities at Phoenix Square. Please contact us for further details. Please complete the following form if you would like to be considered for eligibility.

Data Protection: This information is used to enable us to determine if you are eligible to become a postal client at the Phoenix Square Workspace. It will not be passed onto any third parties.

	Full Name of Applicant
	

	Registered Business Name
	

	Trading Name (if different)
	

	Landline Contact Telephone Number
	

	Mobile
	

	Email Address
	

	Business Internet Address
	


Contact Details
	Contact Details (main contact/invoice address)
	Registered Address (if different to main address)

	Home Address
	Address

	Postcode
	Postcode


You must inform the LCB Depot directly if your invoice address changes.

Date of Birth        / Date         / Month         / Year
Creative Industry Sector: (Please tick all that apply)
Architecture



 FORMCHECKBOX 


Interactive Leisure Software

 FORMCHECKBOX 

Arts and Antiques Market

 FORMCHECKBOX 


Music




 FORMCHECKBOX 

Crafts/ Fine Art


 FORMCHECKBOX 


Performing Arts


 FORMCHECKBOX 

Design (e.g. product, graphic, etc)
 FORMCHECKBOX 


Publishing



 FORMCHECKBOX 

Designer Fashion


 FORMCHECKBOX 


Software and computer services
 FORMCHECKBOX 

Film and Video (inc Photography)
 FORMCHECKBOX 


Television and Radio


 FORMCHECKBOX 

About Your Business

	Please describe your business  

(max 50 words)
	

	Please describe how your business satisfies the Letting Policy  

(max 50 words)


	


Are you a new start up?

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

If no, when did you start trading?
      / Date         / Month         / Year

	What will you be selling, or what service will you be offering?
	

	Who are your customers?


	

	In what ways do you anticipate that your business will develop or grow through renting a postal service at Phoenix Square Workspace?
	


Company Details

Company Status (please tick one of the following)

Sole Trader
 FORMCHECKBOX 


Limited Company

 FORMCHECKBOX 

Co-operative

 FORMCHECKBOX 

Partnership
 FORMCHECKBOX 


Voluntary Organisation
 FORMCHECKBOX 

Registered Charity
 FORMCHECKBOX 

Company Registration Number       
Directors Name if Limited       
	Would you be interested in your company appearing in online/offline Phoenix Square Workspace and LCB Depot business directories to help to promote

your business?

If yes, please provide up to 15 words that describes your business for this purpose


	


Employment

Please complete the table stating how many people are employed by your company at the time of applying for the Postal Address Service
	Employee Name
	Full Time               (>30 hrs/wk)
	Part Time
	Freelance
	Volunteer
	Hours per week
	Male / Female

	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	


Equal Opportunities

Please complete the following table outlining the number of employees working for you per ethnic group

	Number of employees per ethnic group

	
	
	number
	
	
	number

	AI
	Asian Indian
	
	WBC
	White & Black Caribbean
	

	AP
	Asian Pakistani
	
	WBA
	White & Black African
	

	AB
	Asian Bangladeshi
	
	WA
	White & Asian
	

	BC
	Black Caribbean
	
	WBR
	White British
	

	BA
	Black African
	
	WI
	White Irish
	

	C
	Chinese
	
	OT
	Other
	


Supporting documents

Please note that if your application for an Phoenix Square Workspace Address is successful, our Customer Service Team will ask to see the following documentation:

1. An original form of photo identification, or a Certificate of Incorporation if applying under a company name.

An original (not copy) of one of the following:

· Passport

· Driving Licence

· Current Student card

2. Proof of Address
An original (not copy) of one of the following:

· Utility bill (less than 3 months old)

· TV Licence

· Pay Slip

· P45/P60 statement

LCB Depot is unable to provide you with a postal address service without these documents.

Terms & Conditions

1. LCB Depot Postal Address Service enables you to use the Phoenix Square address – 4 Midland Street, Leicester LE1 1TG - for all your incoming mail. 

2. LCB Depot will supply one mailbox per company name or individual’s name for a minimum period of one calendar month.

3. LCB Depot reserves the right to refuse any mail that is not addressed to the company listed on your mailbox.

4. Post can be collected from the Phoenix Square reception during our office hours, which are 9.00am to 5pm Monday – Friday (excluding bank holidays)

5. Any recorded/special delivery letters or packages will be signed for unchecked.

6. Post can be redirected when requested and will be forwarded at normal Royal Mail rates plus a 15% handling fee.

7. Packages and recorded/special deliveries cannot be redirected.

8. For clients wishing to collect their post from reception, please ensure you bring ID with you. 

9. Should you require someone to collect the mail on your behalf, we would ask you to provide them with a signed letter of authorisation.

10. Use of the Phoenix Square Postal Address is non transferable and must be used by the company and specified users as detailed on the designated Application Form.

11. Those using this service must agree to use the facility in an honest and legal manner, which does not compromise the reputation of the LCB Depot. LCB Depot reserves the right to terminate the service immediately, without prior warning, if the service is being used for illegal purposes, if the reputation of the LCB Depot is being compromised in any way, or if these terms and conditions are not adhered to.

12. Either party may cancel the service at any time by giving 30 days’ written notice

Service Required: (please tick one of the following)


Monthly ongoing  @ £25 (incl VAT)
  FORMCHECKBOX 



Annual ongoing @ £250 (incl VAT)   FORMCHECKBOX 

This is a rolling service for which you will receive an invoice annually. If you do not wish your service to be renewed please inform us either in writing or by email.

If you choose the monthly payment option, your start date needs to be from the first of the month.

Start date:

Signature:

Print name:

Date:


Please return this form to Customer Services at info@lcbdepot.co.uk or by post to LCB Depot, 
31 Rutland Street, Leicester LE1 1RE.  If you have any queries please contact us on 0116 261 6800.


	For Office Use Only

Copy of proof of address received
  FORMCHECKBOX 


Copy of ID received
  FORMCHECKBOX 

Taken By…………………………………   Signed……………………………  Date………………….




