Valet d’Anniviers

ProPerty Managcmcnt

& Concicrgc Services

PA Services

Mail Handling

Our mail l’lancling service is ideal for anyone who visits inFrequentlg and therefore would like to have their
mail redirected to another address. We check your mail at regu]ar intervals (cluar‘ter]y or montHg} and

redirect as instructed.
Cost of service — Costof Pos’cage P]us an annual charge of CHF 120 (quarter]y service) or CHF 320

(montHg service)

Parcel Collection

i you need to have a Parcel or Package delivered to your home in Val d'Anniviers, we can arrange to have it

collected and delivered to you on your arrival in resort.

Cost of service — CHF 30 per item, Plus any imPort taxes due

Bill Pa 3in g

it you need someone loca”g to sort out all your Swiss bi”s, we can take care of bill Paging for you. All we
need is to have your bills sent clirectlg to us and to be Provicled with a float to enable settlement.

Cost of service — CHF 200 perannum Plus cost of bills

RePrcscnting you at annual owners mcctings

hcgou own a Proper’cg where an annual owners meeting takes Place, but you are unable to at’cend, Valet
d’Anniviers is able to attend on your behalf. we are happy to be your proxy and take instruction from you in

order to rePresent your issues / views at any management meeting.

Cost of service - CHFI20 per meeting,

Secretarial Services

We Provicle a comPlete range of secretarial services for you, from word Processing to slide Presentations,
sPreaclshee’cs to databases. We can also send and receive faxes and emails. So, hcgou have brought any last

minute work to finish for the office, or something comes up whilst you are here, you have access to the staff
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and facilities to enable you to outsource whichever elements of your work you choose. We can also arrange
to have this delivered to your chalet or aPartmen’c for an additional CHF %0.

Cost of service -

Word Processing (Word or Pages) - CHF 60 per hour
SPreadsheets (Excel or Numbers) - CHF 60 per hour

slide Presentations (PowerPoint or Keynotes) - CHF 60 per hour
Databases (Access) - CHF 90 per hour

Faxes and scanning~ CHF 2 per page

Printing - CHF 1 per page

E-mails - CHF 1 per e-mail

Translation

hcyou have any need of a translation or an interpreter, we can arrange one for you.

Cost of service - CHFIO per arrangement P]us costs or translator / interPreter

Phone Calls

hc 3OU I"ICCCl ang ca”s made on 9our bel’lahc, we can C{O thcm ]COF yOU.

Cost of service - inclividua”g Priced

Par’cg Planning

If you need any event organised whilst you are here - from an evening drinks party to a children birthda
9 v, & Y e party Y
Partg, or magbe even a visit from Father Christmas, we can ensure all the details are taken care of for you, s0

yOU can relax an& erjoy HOUFSCIF

Cost of service - inclividua”g Price&

Travel Arrangcmcnts

hcyou need any travel organisecl, we can organise it, whether you are here or back home. Whether it is
simplg a ticket for a bus triP to Sierre, or a return railjourneg to Geneva airPort, or whether you need
someone to do the research for your holidag to Austra[ia, we can do evergtl'ling from internet research to

booking and reserving Hights, accommodation and restaurants.
Cost of service - inclividua”g Price&
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Internet Research

i you need any research un&ertaken, but do not have the time to undertake it yourselﬂ we cando it on your

behalf.

Cost of service - inclividua”g Price&

Proof Rcading / Editing

It you need anything ProoF read orjus’c would like a second Pair of eyes to go througl'x something we can

offer this service.

Cost of service - CHF60 per hour

Data Entrg

PCFl’laPS 9OU WOUlCl lll(C gour ac{clress bOOl( on ]il’]C, or HOUT contacts COPiCCl From one source to anotl'xer and

tidied up- Whatever the task no matter how large or small we can organise iton your behalf.

Cost of service - CHF60 per hour

Gift Sourcing / Buging

i you need a present organisecl for any event or sPecial occasion whilst you are here - we can either come up
with a short list of ideas for you, or we can Purcl'lase, wrap and deliver your present. Alternativelg, h(—you
suclclenlg remember a ghct is rec{uired for someone back home, we can Purchase on-line and arrange de]iverg

‘FOF yOU.

Cost of service - inclividua”g Price&

Diarg Managcmcnt

i you need someone to manage your &iary and aPPointmen’cs, or Perhaps youwant a reminder whenever it is

someone’s birtl'i&ag, whether here or in the UK, we can take sort it out for you.

Cost of service - inclividua”g Price&
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Miscellaneous Services

We can take care of any ad hoc tasks and recluests, from organising insurance to sorting out your next
l’lo]i&ag, or from Fit’cing skiracks to imPor‘tinggour car to Switzerland. Please contact us to discuss your

Persona] requirements and to obtain a quotation.

Cost of service - CHF60 per hour or Priced Perjob
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