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Welcome to The Executive Suite at Haven!

        Please help us facilitate your move-in. We need to collect business contact information from you to set you up for accessing our website via a client login process. On our website you will be able to view Conference Room and Day Office availability, post classified ads, view the building’s calendar, and even offer some networking possibilities, please fill out this contact information and return as soon as possible.
 
        Suite #                                 ______________________________
                 Owner/Corporation Name:   ___________________________________

                 Phone Number:                        ___________________________________

                 Billing Contact:                        ___________________________________

                 Phone Number:                        ___________________________________

                 Fax Number:                             ___________________________________

                 Address:                                     ___________________________________

                                                                         ___________________________________

        TESH Phone Number:         ______________________________
                Tenant(s) in the Suite:                 

        Name                     Phone Number              Email Address           
            __________________       _______________        _______________________       
__________________       _______________        _______________________      
__________________       _______________        _______________________              
__________________       _______________        _______________________       
__________________       _______________        _______________________      
Emergency Contact Name and Number for the Suite:

In addition please fill in the following set up information for your suite:

# of Phone Numbers Needed 
 _______      

# of Extensions Needed    
 _______

Letter(s) that are on the Outlet you want for phones  _______
_______   _______
# of Fax Numbers Needed          _______
Letter(s) that are on the Outlet you want for Fax _______

# of Internet Connections in your Suite       ________

Letter(s) that are on the Outlet you want for Internet connection? _____    _____    _____ 
Do you want Basic Internet Services or Private Zone?   ________

If Private Zone, what Bandwidth do you require?   ________

# of Key Fobs/Cards  and Suite Door Keys to be issued for your Suite _______

To Whom:

                
___________________________

                 
___________________________

           
___________________________



___________________________



___________________________

For an additional monthly fee of $3.00 would you like your business listed with 411 information?   Yes or No
Please choose your company’s six digit code for use of The Executive Suite at Haven copy machines, telephones and fax machines in the common area spaces    __________
Networking with The Executive Suite at Haven Copy Machine   Yes or No

Need for Networking In Your Office ____________________________________________






 ________________________________________________






 ________________________________________________






 ________________________________________________

Information so that we can better gauge our power/heat load in the building:
# of computers in the office    

________

# of printers in the office


________
# of copy machines in the office
________
Will The Executive Suite at Haven receptionist answer your calls and transfer them to your office?    _______

Our normal script:  

Receptionist: “Good Morning (Afternoon), XYZ Financial”. 

                                                                                      Your business name
Caller: “May I speak with Joe?”
Receptionist: “May I ask who is calling? Thank you, one moment while I transfer you to his office.”
We ring your extension, introduce the call, and patch him through or offer voice mail if you are unavailable.
Name of the business as you would like it to appear on your suite door?

Signature ___________________________

Date ___________
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