
 Peninsula Executive Suites 
Croydon Executive Offices 

Your One Stop Professional Business Centre  
______________________________________________________________________________________________________ 

Updated January 10, 2026 

BOARDROOM / PROFESSIONAL & COUNSELLING HOURLY OFFICE RENTAL AGREEMENT 

 

Please Select and Check Mark the Preferred Location for Reserving Hourly Office Space: 

Peninsula Executive Suites 
#202 15388 24th Ave, Surrey, B.C. V4A 2J2 

604.535.9944 

contact@peninsulaexecutivesuites.com 

Croydon Executive Offices 
#201 15350 Croydon Drive, Surrey, B.C. V3Z 1H4 

604.449.9500 

contact@croydonexecutiveoffices.com 

  
Name: ______________________________________________________________________________________ 

Company Name:  _____________________________________________________________________________ 

Work Phone:_____________________________________     Cell Phone: _______________________________ 

Description of services:  _______________________________________________________________________  

E-mail you will use for Google calendar bookings:________________________________________________ 

Bookings are made online through our interactive shared Google Calendars.  

FOB REQUIRED for after-hours access. $50.00 deposit. Stop by reception to pick up your FOB 

and e-transfer your deposit to the e-mail listed above  

 

          Add my name/company name to the directory (Building entrance, Front door entrance, and  

Reception area). Yearly fee of $100.00 + GST  

 

Display business license on the premises. The City of Surrey requires business licenses to be 

displayed on the premises ““THIS LICENSE MUST BE DISPLAYED ON THE PREMISES”  

reads at the bottom of the business license. Yearly fee of $100.00 + GST  
 

                Virtual Office.  A prestigious permanent address to anchor your professional presence in one 

place. Monthly fee $50.00 + GST  

 

               Photocopier code (Printing and scanning)                 Print from your PC? We will email instructions 

  

Signature:____________________________________________ Date:__________________________________ 

Professional & Counselling Office Rental: $30.00/hour + GST 

Boardroom Rental: $40.00/hour + GST 

 

For Office Use Only 

Add to Simply Acc. under company name  Send invitation to Google Calendar(s)  

Assign Fob / Create Fob Invoice in Word             Email Google Calendar instructions  

        Enter FOB deposit info in Simply    Create a Copier Code and Pin  

                                   Update FOB Log                   Update Excel “Printer Codes” Log  

Add Credit Card to Bambora Payment Profile   Make Biz License and/or Directory Invoice  

             Email “Instructions to Print from PC”  Add Biz License / Directory to Simply recurring  

Give “Alarm Instructions” /Show Procedure  Add Biz License and/or Directory to Next invoices  

E-mail Virtual Office Agreement    

mailto:contact@peninsulaexecutivesuites.com
mailto:contact@croydonexecutiveoffices.com
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Croydon Executive Offices 

Your One Stop Professional Business Centre  
______________________________________________________________________________________________________ 
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Professional Office Rules and Regulations 

  

Tenants will be granted access to our Hourly Offices once the “Boardroom / Professional & Counselling Office Hourly 

Rental Agreement” is signed by both parties. The tenant agrees to pay the listed hourly fees plus 5% GST and to 

adhere to the following rules, as well as current laws, local bylaws, and decisions made by management: 

 

1. Includes: Reception, Wireless Internet, Fully furnished office, 24/7 access to our business centre.  

2. To use only the office with the same reserved/scheduled number to avoid scheduling conflicts  

3. Always hang on the outside of the door the provided “Session in Progress” sign when using an office 

4. To leave the "Session in Progress" sign on the desk and the office door open to indicate availability for the next 

tenant at the end of the session  

5. To keep and leave the office and furniture clean and tidy as found   

6. To use the reception area only as a meeting point with clients who have booked an office/ boardroom  

7. The tenant will be given access to the boardroom/hourly office 5 minutes before the rental hour to set up 

8. The tenant has 5 minutes after the session to clean up and leave the premises (Unless there’s another booking 

immediately after, in which case the tenant must leave at the session’s end) 

9. The tenant will provide a copy of a credit card and driver’s license to book the boardroom/hourly office  

10. No drugs, alcohol, or smoking is allowed on the premises 

11. Tenants and clients are not permitted to loiter or wander around the building premises 

12. The tenant is expected to act and dress in a professional manner 

13. Excessive noise or disturbances to other tenants are not permitted 

14. The tenant is responsible for any damages caused during the rental period 

15. The tenant must treat staff and other tenants with respect and refrain from using coarse language 

16. Minimum booking time is 1 hour. Exceeding the booked time by 10+ minutes will incur additional charges in 

1-hour increments. If there's a reservation immediately after yours, you may move to another available office, 

this will generate an extra charge  

17. The tenant must not use objects or devices to prop doors to the suite or downstairs open after hours or on 

weekends. Doors are to remain closed for security reasons. 

18. Tenants must go downstairs to let their clients into the building for after-hours and weekend appointments  

19.  Cancellations must be made at least 24 hours before the reservation start time; otherwise, 50% of the reserved 

time will be charged to the client's account 

20.  If a cancellation notification is not received within 24 hours before the scheduled reservation, the full fee for 

office rental will be charged to the client’s account 

21. A $40 fee applies for all dishonoured cheques, and a $25 fee for rejected credit card payments, e-transfers, or 

otherwise 

22. The $50 FOB deposit will be returned once the FOB is returned in working condition  

 

We reserve the right to refuse service to anyone that we believe may disrupt the environment of our executive suites, 

appears to be under the influence of drugs or alcohol, is not in a good state of mind, use the office space for illicit 

purposes or seems threatening or untrustworthy. 

 

There is no reception service before 9 am and after 5 pm, and during weekends 

 

Thank you for your business 


