
Terms and Conditions 

This agreement is made between Link HQ (ABN 11788463028) (also referred as “LHQ”, “us”, “we” or 
“our”) and You (also referred as “the Licensee” or “Your”) whose particulars are below. 

Your Details 

Name: 

ABN: 

Address: 

Telephone: 

Mobile: 

Email: 

Contact: 

The Fees 

The Package 

Set up Fee  $75 + GST

Monthly Fee 

Security Bond 

 Token/Key 

Additional 

Services 

Prepayment: 

N/A – any additional services will be charged upon use 

Printing & 

Copying 
50c per page black and white, $1.50 per page colour 

Your Space 

Start Date 

Private Office 

Board Room Available for an additional fee 

Serviced Office Package

$  991  

$  100

$ + GST

(Security Bond and Token/Key deposit are 
fully refundable subject to final inspection and key/token return)
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Serviced Office 

1. Grant of Licence

1.1. In consideration of You paying the Fees to LHQ, LHQ hereby grants to You permission to use the 

Facilities together with the Common Areas during the Designated Hours (“the Licence”).   

1.2. The Licence shall be exercised by You in common with LHQ and all other persons now or hereafter 

authorised by LHQ to use the Premises. The rights granted to You hereunder are in the nature of a licence 

only and nothing herein grants to You any tenancy or the right to exclusive possession or occupation of 

the Premises. 

2. Availability of the Facilities

2.1. Subject to a booking accepted by LHQ, the Facilities are available on a “first come, first served” basis. 

2.2. You may book collaborative space, a private office and the meeting room through LHQ during the 

Designated Hours, subject to availability as determined by LHQ in its absolute discretion. 

2.3. If you wish to use the Facilities in excess of your allocated hours then additional charges will apply, at the 

then usual rate as notified by LHQ to You from time to time, to be paid as described in clause 3.2. 

3. Fees

3.1. Prior to occupying the Premises You must pay the Security Deposit, the Monthly Fee and the Additional 

Services Prepayment and thereafter the Monthly Fee each month and the Additional Services Prepayment 

as required from time to time. 

3.2. You shall pay to LHQ the Additional Services Prepayment which shall be held throughout the period of 

the Licence.  LHQ shall deduct its usual charges for any Additional Services utilised by You.  Whenever 

the Additional Services Account falls to zero You shall pay a further amount of the Additional Services 

Prepayment. 

3.3. All payments shall be made by direct debit.  Should You fail to pay by direct debit, You must pay a failed 

payment charge of $20. 

3.4. LHQ may vary any fees payable pursuant to the Licence by 1 month’s written notice to You. 

3.5. LHQ may charge 10% on any sum remaining unpaid by You after the due date for payment.  You 

indemnify LHQ against all costs and expenses incurred by LHQ in relation to the collection of any 

overdue payments, including without limitation $50 administration fee for each letter sent by LHQ 

requesting payment of overdue amounts and all legal costs. 

3.6. All sums due to LHQ must be made without deduction or set off provided that LHQ may withhold all or 

any services (including access to the Premises), without releasing You from any of its payment 

obligations arising from or relating in any way to the Licence, whilst any such sums are due and owing 

3.7. Unless expressed to the contrary, each sum is exclusive of GST. 

4. Term

4.1. The Licence will commence on the Start Date and continue for 6 months.  Subject to clauses 6 and 7, 

after the term the Licence will continue on a month to month basis and be automatically renewed for 

successive periods of one month until terminated by written notice by either party, such notice being not 

less than one month. 

5. Security Deposit

5.1. The Security Deposit shall be returned to You within 2 months of the termination of this Licence ("the 

Termination Date") provided You have complied with Your obligations and subject to the deduction of an 

amount in respect of any damage and the cost of returning the Premises to the same condition as they 

were at the Start Date, including administration costs of doing so. 

5.2. If LHQ makes any deduction from the Security Deposit due to Your default, You must replace any sum 

deducted within 14 days of being notified of that deduction. 

6. Termination of Licence

6.1. This Licence may be determined by LHQ immediately: 

6.1.1. upon Your breach of any of Your obligations under this Licence (including but not limited to 

payment of all charges by the due date); 

6.1.2. if LHQ becomes aware of conditions under which Your activities could jeopardize public safety or 

order or involve an unacceptable risk of personal injury or damage to the Facilities, Premises or 

the persons therein. 

6.2. Whether or not this Licence has been terminated, LHQ will be entitled (but not obliged) to retain any of 

Your furniture, personal effects or other belongings present at the Premises until all arrears owed to LHQ 

have been paid or other losses made good and in the event of non-payment within 14 days, LHQ will be 

entitled to dispose of any such goods in settlement of any arrears and costs of disposal (and You 

indemnify LHQ against any losses expenses or claims LHQ incurs or suffers as a result of the exercise of 

LHQ's rights under this clause). 

7. Your Obligations

7.1. You must not:



7.1.1. use the Premises for any purpose other than the Permitted Use; 

7.1.2. carry on any activity at the Premises which is dangerous, noxious, offensive, illegal, noisy or 

objectionable; 

7.1.3. impede or interfere with Licensor’s right of possession and control of the Premises; 

7.1.4. use the Premises in any way as to annoy, disturb or interfere with LHQ or other persons in the 

Premises; 

7.1.5. install or remove from the Premises any item of furniture or equipment without Our prior written 

consent; 

7.1.6. alter, damage or deface any part of the Premises including walls and carpets; 

7.1.7. smoke or permit any person to smoke inside the Office; 

7.1.8. affix signage to any part of the interior or exterior of the Premises; 

7.1.9. bring any animal into the Premises; 

7.1.10. use any services in the Premises except those offered or permitted by LHQ; 

7.1.11. provide services for any other person without LHQ’s prior written consent; 

7.1.12. use the address of the Premises as the registered office of any entity without Our prior written 

consent and must abide by such terms as LHQ may stipulate. 

7.2. You must: 

7.2.1. pay all invoice issued by LHQ by the due date for payment; 

7.2.2. observe and adhere to all rules, regulations and policies made by LHQ from time to time for the 

management of the Premises; 

7.2.3. comply with all laws regulating Your conduct at the Premises; 

7.2.4. be responsible for the conduct and behaviour of all Your employees, agents and invitees; 

7.2.5. use the Premises and the Facilities in a way that does not interfere with LHQ and other persons in 

the Premises; 

7.2.6. vacate the Premises at the Termination Date; 

7.2.7. return all keys and other means of access to the Premises at the Termination Date; 

7.2.8. immediately report the loss of any keys or other means of access to the Premises and pay on 

demand the cost of replacements or changing the means of access; 

7.2.9. indemnify LHQ and LHQ's officers, employees and agents, from all claims, liability, loss, 

damages and costs incurred arising out of Your use of the Premises. You must maintain adequate 

insurance against all such risks. 

8. Our Obligations

8.1. LHQ will: 

8.1.1. keep the sanitary facilities in the Premises in working order and properly cleaned and equipped; 

8.1.2. keep the Premises adequately lit and provide heating and cooling during the Designated Hours; 

8.1.3. not be under liability for failure to have any of the Facilities available to You because of use by 

any other person within the Premises and LHQ will not be liable if, for any temporary reason, You 

are unable to obtain access to the Premises; 

8.1.4. not be liable for any breach of security of Our network or of any information that You place on it 

and You should therefore introduce such security measures as You may consider appropriate; 

8.1.5. have the right at any time to enter the Facilities and the Premises to inspect it, to provide services, 

to make repairs and alterations and to show them to prospective clients; 

8.1.6. provide internet and other services on a fair use basis and have the right to restrict or terminate 

Your access to such services if it considers in its sole discretion that Your usage is excessive. 

9. Indemnity

9.1. You must indemnify LHQ for any injury, loss or damage arising out of Your use of the Premises and the 

conduct of You, Your employees, agents and invitees (including damage to the Premises) except where 

such injury, loss or damage arises by reason of an act or omission of LHQ, its employees or agents. 

10. Liability of LHQ

10.1. LHQ shall not be liable to You or Your employees, agents or invitees for any loss of life, personal injury

or damage to or loss of property which may be suffered or incurred arising out of the use of the Premises 

by You, unless caused by the negligent act or omission of LHQ.  This includes but is not limited to failure 

of computer, telephonic or data security systems.  In no event shall LHQ be liable for loss of profit or 

consequential damages, whether based on breach of contract, warranty or otherwise. 

Virtual Receptionist/Virtual Secretary 

11. Conditions of Use

11.1. In accepting a subscription to the LHQ products and services with LHQ, or through any third party with

whom LHQ may be acting as a Service Provider, You agrees to the following terms and conditions of 



use: 

11.1.1. On completion of registration, a unique telephone number shall be allocated to You, for a one 

week trial period or such other time that shall be determined by LHQ in its discretion. 

11.1.2. You may retain that number for that trial period. 

11.1.3. On or before the last business day of the trial period, You and LHQ shall be entitled to cancel 

the Services. 

11.1.4. In the event that the Services are cancelled, the telephone number allocated to You shall be 

relinquished, for use as LHQ sees fit in its sole discretion. 

11.1.5. Upon cancellation of the Services, LHQ shall not have any responsibility whatsoever for any 

part of the Services, including without limitation taking calls, taking or delivering messages for 

You. 

11.1.6. LHQ shall be entitled at any time to withdraw services at any time, and Your telephone 

number, at one month’s notice, without obligation to provide any reason to You. 

11.1.7. You shall not transmit or cause to transmit any material that is derogatory, racist, abusive, 

threatening, obscene, hateful or in any other way objectionable to others or illegal. 

11.1.8. You shall not use any services provided by LHQ to “spam” or cause mischief to others. 

11.1.9. If You “spam”, or cause any nuisance using any of the services, LHQ may, at its sole 

discretion, and without prior notice withdraw services to You. 

11.1.10. In the event that LHQ has any reasonable basis to believe that You are using the Services to 

contravene any law or for fraudulent activities, the Services may be immediately cancelled. 

Any such cancellation shall be at the sole discretion of LHQ, and shall be done without notice 

to You or recourse to LHQ. No refund will be applicable for the unused proportion of the 

subscription or usage top-up account upon cancellation. 

11.1.11. LHQ does not monitor, nor take any responsibility whatsoever, for quality, accuracy and the 

content of the information or messages that are received on Your behalf. 

11.1.12. Free trials are not offered to prior LHQ customers or new customers that require LHQ services 

for promotional and advertising campaigns. 

11.1.13. LHQ does not take any responsibility for inbound calls made by telemarketers, misdialled 

numbers, promotional companies or callers not wanting to leave a message. These types of 

calls are chargeable as per the nominated subscription and are referred to as inbound calls. 

11.1.14. LHQ has a fair usage policy in place. The fair usage policy gives You the use of LHQ services 

allowing a reasonable usage on Your free trial account. If You have excessive usage on Your 

free trial You will be notified by email and may have a shorter time limit placed on Your trial. 

11.1.15. LHQ minimum billing period is one month at normal advertised pricing. Should You take up a 

special discounted offer, this offer will specify discount and minimum time frame. Premature 

cancelation of this offer will result in normal pricing being charged. 

12. Fees and Charges

12.1. LHQ provides various monthly subscription plans based on volume of inbound calls answered by an

operator as advised to you separately. Unused daily call allowance expires each day. Excess calls over the 

plan allowance are charged at the scheduled rate. 

12.2. Subscription fees are charged monthly in advance as per schedule in these terms and conditions. 

Subscriptions are automatically renewed on the monthly anniversary of initial signup unless cancelled by 

email admin@linkhq.com.au three business days prior to renewal including the date You wish to cancel. 

Annual or semi-annual subscriptions will also automatically renew for a further period on the anniversary 

date of the initial sign up unless cancelled by email to admin@linkhq.com.au three business days prior to 

renewal including the date You wish to cancel. 

12.3. Usage charges, such as charges for inbound calls over the subscription allowance, are deducted from the 

prepaid usage credit on your account. For non-trial accounts, the usage prepayment charge appears on the 

first bill in addition to the subscription charge and re-bills whenever your Usage Account balance falls to 

$0.00. The prepayment amount is $50.00 for all. For accounting purposes invoices for the Usage Top-up 

will state that it does not renew, as there is no set date that it renews. 

12.4. LHQ reserve the right to cancel accounts that are suspended due to non-payment by the due date. If re-

activated, a reconnection fee of $80.00 will apply. 

12.5. Unless stated to the contrary, all prices exclude GST. 

12.6. LHQ reserves the right to change prices at any time with one month's notice. 

13. Cancelling a Service

13.1. You may cancel a service by notifying LHQ by email to admin@linkhq.com.au at least three business

days prior to the monthly renewal date. The cancellation date must be included in this notification. LHQ 

does not provide a refund for early cancellation of any service nor refund any remaining credit from the 

top-up charge. 



14. Security

14.1. You agree and acknowledge that LHQ shall not be liable to You or any other person for any of the

following: 

14.1.1. performance, security, reliability of telecommunications and internet service providers in 

transmitting, storing or retrieving information; 

14.1.2. Your competence in the use of telecommunications and internet services; 

14.1.3. confidentiality of Your password; 

14.1.4. use of the LHQ services by third parties, for any reason; 

14.1.5. security of any information transmitted via or stored on telecommunication or internet service 

providers. 

15. Exclusion of Liability

15.1. You agree and acknowledge that LHQ shall not be liable for any claims of whatsoever kind or nature

(including claims for negligence) that might arise directly or indirectly out of any act or omission, use or 

misuse of any of the services by You or third parties. To the extent any third party might make any claim 

against LHQ in any way related to Your use or misuse of the Services then You hereby indemnify LHQ 

against any and all liabilities losses expenses and costs that might be suffered or incurred by LHQ as a 

direct or indirect consequence of any such claims being made. 

General Provisions 

16. Definitions

16.1. “Agreement” means these terms and conditions.

16.2. “Building” means the building, parking area and gardens located at 42 Ladner Street, O’Connor, Western

Australia. 

16.3. “Common Areas” means all those parts of the Building and Premises which are intended to be used in 

common with all occupiers of the Premises, including without limitation the foyers, kitchen, toilets and 

corridor. 

16.4. “Designated Hours” means 8.30am to 5.00pm Australian Western Standard Time, except for public 

holidays. 

16.5. "Facilities" means the facilities as described as “Your Space” on the first page of this agreement. 

16.6. “Month” means calendar month. 

16.7. Permitted Use means the use of the Facilities for the purpose of developing a business concept, starting a 

business or operating a business. 

16.8. “Premises” means Unit 7 at the Building. 

16.9. “Services” includes one or more of the following: 

16.9.1. live operator telephone answering between 9.00am and 5.00pm Monday to Friday, excluding 

public holidays; 

16.9.2. call diversion; 

16.9.3. message taking and notification; 

16.9.4. voicemail; 

16.9.5. diary management; 

16.9.6. document preparation; 

16.9.7. mailing address and forwarding; 

16.9.8. hot desk and serviced office facilities, 

subject to the right of LHQ to change its products and services at any time without prior notice to new 

clients and at one month’s notice to You. 

17. Use of Information

17.1. Information collected by LHQ from You may be used by LHQ in accordance with LHQ Privacy Policy

and as may be amended from time to time. You agrees to regularly review LHQ Privacy Policy. 

18. Force Majeure

18.1. Performance of this Agreement is contingent upon the ability of LHQ to complete the same and LHQ will

not be liable to You for any failure to provide the Premises, the Services or any associated services herein 

due to causes which are beyond the reasonable control of LHQ. 

19. Notices

19.1. Notices to You will be considered served:

19.1.1. if You have a current hot desk or serviced office subscription, if handed personally to one of 

Your staff at the Premises; 

19.1.2. otherwise, 3 business days after being sent by prepaid post to your address herein or such other 

address as You have advised LHQ in writing.   

19.2. Notices to LHQ will be considered served 3 business days after being sent by prepaid post to the Premises 



or such other address as LHQ has advised You in writing. 

20. Miscellaneous

20.1. The invalidity or unenforceability of any provision of this Agreement will not affect or impair the validity

of any other provision.  

20.2. No waiver of any default by You shall be implied from LHQ's failure to take action with respect to such 

default.  

20.3. Where the You are comprised of more than one individual, such individuals shall be jointly and severally 

liable to observe and perform Your obligations under this Agreement. 

20.4. This Agreement sets out all of the terms as agreed between LHQ and You. No other representations or 

terms shall apply or form part of this Agreement. All variations to this Agreement must be in writing 

signed by both parties. 

20.5. Each party represents and warrants to the other that it has full legal capacity and power to enter into, and 

exercise its rights and perform its obligations under this Agreement; and all authorisations, conditions and 

things required by applicable laws to be fulfilled or done (including the obtaining of any government 

authorisations) and to lawfully enter into, and exercise its rights and perform its obligations under this 

Agreement have been obtained fulfilled and done (as the case may be). 

20.6. This Agreement does not in any way or for any purpose constitute LHQ as Your partner in the conduct of 

Your business or otherwise or joint venturer or a member of a joint enterprise with You. 

20.7. This Agreement will be governed by and construed pursuant to the laws of Western and the parties agree 

to submit to the jurisdiction of the Courts of Western Australia in connection with any dispute relating to 

this Agreement. 

Dated this          day of                   201_ 

SIGNED for and on behalf of 

Link HQ by an authorised 

person 

} 

SIGNED for and on behalf of 

You by an authorised 

person 

} 

........................................................... 




