[he Admin & Frint Hub

PRACTICAL SUPPORT. REAL RESULTS.

Business Operations & Print Packages Price List

Complete background admin support to keep your business running smoothly.

Simple Transparent Pricing
No hidden fees. Choose a hassle-free monthly support package or pick exactly what you need on-demand.

All-In-One Monthly Support
Let me take the pressure off your daily routine.

® The Starter Setup (£195 One-off): Getting you organised from scratch. Includes 1 custom automated
tracking sheet, a custom professional invoice template, and 25 printed high-quality business
documents.

® Ongoing Admin & Print Support (£75/month): | manage your digital files in Google Drive, update your
tracking sheets (up to 2 hours), and print/scan your paperwork (includes 100 B&W pages, 30 colour
pages, and 50 scans per month).

® The Full Executive PA Hub (£295 - £350/month): Total peace of mind. Live call answering and message
logging (up to 10 hours), complete client invoicing management, and priority printing/scanning (up to
250 pages).

Best for ongoing physical paperwork and digital archiving.

On-Demand Digital Services

Hourly backup for when your workload spikes.

e General Admin — £25 to £30 / hour
Keep your business running smoothly. | handle your invoicing, inbox filtering and diary co-ordination
so you can focus on growth.

e Virtual Receptionist — £25 to £35 / hour
Never miss a lead. Get professional, live call management, instant message forwarding and client
gatekeeping.

e Spreadsheet Architecture — £40 to £55 / hour
Stop fighting with messy data. Receive custom, automated tracking sheets and visual dashboards
tailored to your exact workflows.

Ready to get started?
Contact me to book a package or discuss a custom workflow for your business.

Call/Text: 07966 939769 | Email: info@theadminandprinthub.co.uk |
Web:https://www.theadminandprinthub.co.uk/



Bespoke Services & On-Demand Printing
Need something specific or a one-off task? Pick and choose from our standalone rates.

Pay-As-You-Go Print Hub

Service Size / Specification Paper Weight / Finish Price Per Page

Black & White

L. A4 Standard (Text) 80gsm — 100gsm Bond £0.15
Printing
Colour Printing A4 Light (Text & Logos) 80gsm — 100gsm Bond £0.45
Colour Printing A4 Heavy (Full Page / Photos) 100gsm Bond £0.85

i L A5 / A6 (Flyers, mini-invoices,
Custom Size Printing 100gsm Bond £0.35
menus)

. A4 to Digital PDF (Includes file . )
Document Scanning ) Digital Delivery £0.20
naming)

. e . Contact for
Premium Silk Finish A4 / A5 (Flyers, Booklets, Menus) 130gsm — 350gsm Silk

Quote
Large Print Runs . Any Stock (inc. Standard & Contact for
All Sizes & Stocks )
(250+) Silk) Quote

e Add-on Extra: £1.00 per page for lamination.

Prices listed above apply to low-volume, standard document printing. For print quantities of 250+ or
specialist finishes like Silk and Gloss, please contact me directly for a separate quote.

All custom design adjustments must be proofed and confirmed via text/email. Once a proof is approved
by the client, any spelling or detail errors found post-printing will incur a full reprint fee at the client's

expense.

Standard print costs assume print-ready artwork is provided. Designing or altering text layouts will be
invoiced separately at an hourly rate of £25.

Ready to get started?
Contact me to book a package or discuss a custom workflow for your business.

Call/Text: 07966 939769 | Email: info@theadminandprinthub.co.uk |
Web:https://www.theadminandprinthub.co.uk/



