
‘You build your business, 
we support your growth’ 



Free up your time with our flexible office support services
When starting your business, you may need the services of a fully functioning 

office, but you don’t necessarily need the physical office space, the desk, the 

chairs – just the support services, such as IT and accounts. The solution is boffix, 

which simply means ‘office in a box’. You can trust us to deliver all the office 

support services you need – in one place – as a virtual, cloud-based service.

Essentially, we offer a hassle-free way to get your new business up and running 

quickly. But boffix is not only here to help you set up and get started. We’ll then 

support your business for the long term if you need it. Supporting you all the 

way with vital office services is exactly what we do. So you get time to focus on 

your client needs and doing what you do best to grow your business.

…the who, the how, the why
Boffix was born out of an idea to make setting up and 

growing a business easy.

The concept itself was developed and brought to life 

by entrepreneur Miles Dobson. A builder and commer-

cial property investor, he has set up and run numerous 

successful businesses over the past 20 years, so he’s no 

stranger to the highs and lows of the start-up world.

When starting a new business, you may need the support 

services of a fully functioning office, but you don’t necessarily 

need all the physical office space, the desk and the chairs.  

Recognising this, Miles identified that a flexible solution was needed.

The idea behind the company name was simply ‘office in a box’, so the term 

boffix was coined. In other words, a way to easily access all the office support 

services you need, in one place, delivered as a virtual, cloud-based service.

With boffix, you benefit from the ease of having expert support as your  

business expands, without all the complications and needless expense of 

creating and running a business in the traditional way. That includes avoiding 

hefty recruitment costs – especially in the early stages when you’re just  

finding your feet.
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You can trust boffix to provide quality support, cutting-edge technology and 

business management advice from skilled individuals – just as you’d expect 

in a multinational organisation – but with real flexibility. Allowing you to put 

your entrepreneurial skills to good use and successfully build and grow your 

business.

The boffix mission
We offer everything you need to get your business set up quickly, including 

ongoing virtual office support services - all in one place.

Our experienced team can help with call handling, e-mail, Microsoft Office 

applications, virtual assistants, accounts, bookkeeping, VAT, marketing, IT and 

HR support.

All this, hassle-free, at a fraction of the price you would pay by individually 

purchasing all the different elements.

Get started
Boffix Get Started is everything you need to get up and running quickly as a 

new business.

Simply get in touch with boffix and for a one off payment of just £15*,  

we will set everything up for you, so you don’t have to worry. With expertise in 

business start-ups, we’ve already helped all kinds of new businesses get  

off the ground.

The boffix Get Started package includes:

• Registration with Companies’ House

• Domain name search, registration and set-up

• Free boffix business tool kit

• We aim to take the confusion and hassle out of setting up a business and do some 

of the hard work for you, saving you time and energy better spent elsewhere.

Getting a new business off the ground is exciting but we know it can be a little 

daunting. That’s why we’re here to support you from the very beginning.

*Excludes 3rd party costs such as domain name payment.
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What is included with Get Started?
Once you have decided you would like to proceed we will send you a form 

asking for key information, this will enable us to have all the information we 

need to get you started. So what is included? 

Registration with companies house 

This enables you to operate legally, we can take care of company incorporation 

(in England, Wales or Scotland). This covers the Certificate of Incorporation, 

company number and memorandum and articles of association.

If your preferred company name is not available or not allowed, we will come 

back to you with a maximum of 5 alternative suggestions as close to your  

original request as possible. We will not proceed until we have your consent  

if your preferred name is not available.

Domain name

We can help and support you with the set-up of your domain name of your 

choice. 

We will research available domain names to link as closely as possible with your 

company name. We will come back to you with a maximum of 5 alternative 

suggestions as close to your original request as possible. We will not proceed 

until we have your consent if your preferred name is not available.

This is one-time set up assistance support, any 3rd party costs or agreements 

will be directly with you so you are not tied to us in the future.

Business tool kit

Our business toolkit contains essential guidance and tools designed to give 

you a head start in business covering the following areas:

• Business Plans 

• Statutory Requirements  

• Bookkeeping essentials 

• VAT & Tax 
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What our customers say

Boffix provides 

us with an unrivalled 

service at an extremely 

competitive price. We  

recommend boffix vPA  

to all our suppliers and 

associates.

Carlos Zanarotti

Stonell

Using 

boffix for my small 

consultancy reduced all my 

day to day accounting costs by 

more than half.  They keep my HMRC 

returns/VAT reporting up to date and I 

feel I have an accountant on tap  when 

I need advice.   It’s all included in my 

low monthly fee and this is all before 

I have telephone answering and 

VPA services included.

James Sheppard

Atsource Foods

By using  

vPA’s as cost/price 

checkers we saved £5k 

on one simple contract 

within our construction 

company.

Jason Hoy

Mspace

Boffix has 

been a crucial part 

in helping me to grow 

my own business and has 

helped keep my costs 

to a minimum.

Shelley Wright

Sewing Cafe 5



Get supported
When starting out in business, often you need the support services of a fully 

functioning office, but you don’t necessarily need all the physical office space. 

Boffix has the solution.

With boffix, the ‘office in a box’, you benefit from all the support services you 

need, in one place, delivered as a virtual cloud-based service.

• Reception team

• Accountancy

• IT support

• HR advice

• Marketing

• Our friendly, knowledgeable  

team are here to help you set up  

your new business from scratch and get started quickly, making your life easier.

And we won’t stop there. You can then rely on us to support your business for 

the long term if you need it, freeing you up to focus on your core offering and 

client needs.

So whether it’s call handling, IT or HR support you need, you can trust our 

dedicated experts to work with you to understand and solve your challenges. 

We’re here to support you all the way.
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Boffix support packages

Services
boffix one

£29
per user per 

month

boffix two
£79

per user per 
month

boffix three
£199

per user per 
month

Registered Business Address ✓ ✓ ✓

Post Handling ✓ ✓ ✓

Business main telephone number
✓ ✓ ✓

Professional call handling
✓ ✓ ✓

Personalised company voicemail box
✓ ✓ ✓

Microsoft Office 365
✓ ✓ ✓

Marketing £5
✓ ✓

Company Domain £3
✓ ✓

Accounts £50
✓ ✓

Bookkeeping £75 £75
✓

Personal Tax Return £10 £10
✓

Company Formation £2 £2
✓

HR £5 £5
✓

2 Hours Virtual Assistant £60 £60
✓

Microsoft Office Software £10 £10
✓

Hardware & Support £19 £19
✓

Accountancy £30

IT £30

HR £30

Marketing £30

Virtual Assistant / Administrative £15

Support Time Charges per 1/2 hour (outside of packages)
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What do you get with boffix?
Registered business address

We can provide you with a registered office address (a legal requirement for  

all limited companies and limited liability partnerships incorporated in the uk) 

so Companies House and HMRC have an official address for delivering your  

statutory company mail and legal notices. This will be a postal address in the 

same part of the UK in which your company is registered, ie England and 

Wales, Scotland, or Northern Ireland. We even give you the option to have  

a prestigious city of London address.

Just be aware that if you cancel your subscription you can’t use the  

boffix-supplied address as your registered office and it is your responsibility  

to contact companies house to update the records.

Post handling 

Our convenient post-handling service includes receiving and forwarding  

registered post. Up to 10 items of post per year is included as standard.  

Above this, we forward items at standard royal mail cost plus a 20% handling 

fee. This is simply topped up monthly (depending on your postage spend that 

month) and will form part of your direct debit. A deposit of £20 per company 

is required to cover external postal charges.

Main business telephone number 

This includes a unique telephone number for your 

business which can be used at your discretion for as 

long as you subscribe to the boffix service. All area 

codes are available, including non-geographical  

numbers such as 0345. Charges may apply to special numbers. 

You can use this number as your main business line or If you prefer, you can 

choose to divert an existing number to this number.
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Professional call handling

Your call-handling preferences are taken at the time of our on-boarding 

process, with the added flexibility that you can change these at any time. You 

can trust our helpful team to answer calls professionally and promptly in your 

company name and transfer them to a number of your choice. You can also 

count on us to greet your callers in exactly the way you would like us to, as if 

we were your own employee. When you’re unavailable or you simply want us 

to take messages anyway, we’ll forward details to you via phone, e-mail or SMS 

- whichever you prefer.

Personalised company voicemail

Outside of call-handing times (Monday to Friday 08.30am-17.30pm), you 

benefit from a dedicated voicemail box, personalised to your company. You 

can either opt to record the message yourself (a wav file is required) or boffix 

can do this for you. Rest assured we’ll always aim to get your messages to you 

as quickly as possible. Any out-of-hours messages will be e-mailed to you the 

following working day.

Microsoft office 365 business essentials  

A cloud-based solution offering online versions of Microsoft Office with e-mail 

and HD video conferencing, a 50GB mailbox, 1TB of file storage and sharing, as 

well as office programmes online [subject to third party offers). For HD calling, 

compatible HD hardware and a broadband connection with at least 4 mbps is 

required.

We’ll supply you with an e-mail account ending in .onmicrosoft.com but if 

you’d prefer to use your own domain or require a unique domain, we can still 

support you (simply add ‘company domain’ to your monthly package - this is 

already included in [level 2 & 3).] You can also request support for additional 

e-mail accounts.

Marketing   

Not only will we provide you with access to marketing guidance documents, 

we’ll also help you stay on top of changes with news and useful updates in  

the world of marketing. You can benefit from a whole range of insights, tips, 

best practice and the latest information on new marketing trends, channels 

and tools.
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Domain name

It’s important you choose a domain name that not only fits your business but 

is also easy to find. We can either source a new, suitable domain name for you 

or we can transfer and support your existing domain, ensuring it is compatible 

with the Microsoft package you have taken from us. This can be a domain 

name of your choice (if it’s available) in either a .com or a .co.uk format.  

Other formats are also possible but these may incur third party charges.

Accounts and Tax

Make use of our business experts to ensure you meet 

your company’s statutory and financial obligations. 

Our skilled professionals include qualified accountants 

who can help with the following: 

• Filing returns with HMRC and companies house

• Preparing the year or period end accounts for your business

• Company secretarial service - includes filing of adhoc forms to companies house

• Preparing ixbrl iXBRL-tagged full limited company accounts for HMRC

• Preparing abbreviated accounts or micro-entity accounts for companies house

• Completing and submitting your company’s annual return, including the  

£13 filing fee.

Company tax 

We offer general tax planning guidance and can also register your business 

with HMRC, as required. We’ll prepare and submit your partnership tax returns 

(providing each partner has taken a boffix subscription) as well as preparing 

and submitting your corporation tax (ct600) form to HMRC.

Bookkeeping

Our skilled bookkeeping experts can help you save time by taking care of  

day-to-day tasks and you can benefit from accountancy support with a dedicated 

adviser. We can also help with factoring (this helps keep businesses going while 

waiting for customers to pay for outstanding invoices) and secure bank feeds.

To help you stay on top of your financials, our real-time, cloud-based  

accountancy software gives you 24/7 access to your bookkeeping with  

powerful reports to help you make key decisions. 
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Bookkeeping tasks include:

• Processing your receipts - simply send us your receipts by email

• Processing your expense invoices (fair usage policy applies)

• Completing your bank reconciliation

• Completing credit card reconciliation

• Keeping your sales and purchase ledger up to date

• Scanning

• Completing monthly cis300 returns including verification of subcontractors and 

payment and deduction statements (for up to five subcontractors) and assisting  

in cis reclaims for subcontractors

• Reminding you when payments to HMRC are due and important deadlines for 

filing documents with companies house or HMRC

VAT 

Our professionals can register your business for VAT and review the VAT 

schemes available to your business. Perhaps the most valuable part of this 

service is that we can prepare your VAT return and online filing with HMRC, 

submitting your yearly VAT returns to HMRC using secure online filing.

Monitoring financial performance 

To track how your business is performing, we can provide monthly aged  

receivables and payables reports. Basically, these enable you to pay and  

monitor who you owe or who owes you money. On top of that, we can provide 

you with monthly profit and loss and balance sheet reports which show how 

your business is performing during the year and in the current year to date.                                                                                                                                           

Personal tax return – Self Assessment

For a professional approach, trust our experts to prepare 

and submit your personal tax return to HMRC. Please 

note that the personal tax return is based on your  

boffix-supported company and our service includes one 

company director per subscription. Multi-company, or 

multi-source revenue assessments will incur additional 

charges (see accountancy charges). We’ll advise you 

about these before committing to any extra work.
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Company formation  

For a hassle-free option, let us incorporate your company (in England, Wales  

or Scotland) with companies house on your behalf. Our service covers the  

certificate of incorporation (you’ll get this once we’ve registered your company), 

company number and memorandum and articles of association. Crucially,  

this confirms your company legally exists and shows the date of formation.

HR and payroll

Our qualified experts can prepare your monthly payroll - including e-payslips 

and your paye and national insurance - all fully real time information (rti)  

compliant for filing with HMRC. This service also includes pensions  

auto-enrolment, HR health checks and HR guidance for a business of your 

scale. Costs are based on each company employee/user per month. 

You’ll also have access to a downloadable, essential HR guide tailored to your 

company size, type and development lifecycle. 

Virtual assistant (2 hours)  

Take full advantage of our personal assistant (pa) support as and when you 

need it. So what tasks might they carry out? Typically, research - such as price 

comparisons and competitor analysis - or following and monitoring social 

media. Admin tasks could vary from quotes, dictation 

and document creation to appointment management, 

meeting and event planning. They can even help on a 

personal level with birthday or anniversary reminders, 

car mot and servicing or arranging flowers or gifts. 

Please bear in mind that pa time and tasks are for  

the sole use of the subscribed user only and are 

non-transferable to other users.
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Requests & tasks 

Each communication you have with your assistant should contain one defined 

task (or request) which must be submitted by phone, email or SMS. You’re 

more than welcome to submit multiple tasks at one time, we simply ask that 

you create a separate email for each, to ensure the fastest possible turnaround. 

We understand that occasionally you may need to submit a task that falls 

outside the scope of our standard service (eg the task requires specialist legal 

expertise). When this happens, we’ll always try our best to find you a solution. 

Just bear in mind that our admin staff are not experts in any technical field. 

Also remember that you are paying for this admin support as if they were  

your employee. 

By agreeing to these terms of service, it means you understand and agree  

to keep your tasks within the scope of our business. 

Ownership and confidentiality of ‘work product’

If a boffix team member creates anything original for you, such as research 

projects, reports, templates, spreadsheets, forms, etc (‘work product’), boffix 

grants to you a non-exclusive, royalty-free, perpetual, irrevocable, non-transferable 

license to use the work product for your own personal and commercial  

purposes. Basically, this means boffix owns the work product and has the  

right to use and disclose the work product to any third party, as long as  

boffix does not disclose your confidential information to any third party. 

To avoid any doubt, you retain sole ownership of your confidential information 

and your intellectual property and any confidential information will be  

removed prior to any use or disclosure by boffix to a third party. 

In these terms of service, your intellectual property means patents, trademarks 

and copyrights owned by you and any insights, knowledge, and ideas provided 

by you in connection with creation of the work product. 

Microsoft office software  

Work anywhere at anytime by taking advantage of this service. Basically,  

it gives you complete flexibility by having desktop applications of Microsoft 

office accessible over three of your devices. This is subject to Microsoft third 

party terms and conditions.
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Hardware and IT support   

Designed especially for start-ups or users who want  

an affordable monthly payment, we’ll provide a  

simple-to-use laptop with the added benefit of 15  

minutes of it support per calendar month. Typically, this 

includes a 12-inch display complete with windows 10 

but we’ll specify the make and model (subject to  

availability at the time of order) on your quote before you commit. If you opt 

for this service, you are committing to boffix for a 12-month period.

We’re also happy to quote and supply other hardware and it services if you 

have more specific requirements. Just ask!

Boffix provides support for all products and services supplied by us. Please 

just be aware that if you adapt, add software, or change programs that affect 

the products we supply, we won’t be liable for any associated costs to rectify 

issues or repair any products. Also note that shipping costs for any hardware 

being returned to us for repair must be covered by the user. 

Insurance

Having your equipment stolen, or your passwords or access compromised 

is both frustrating and traumatic. But it’s worryingly common. For peace of 

mind, it’s worth having insurance. 

Within 24 hours of notification by phone or e-mail we will secure your  

accounts and services, and close down access to any equipment purchased  

or leased from boffix. All it takes is one phone call to boffix and you will be  

protected within 24 hours. We’ll also go the extra mile to try to have you back 

up and working within 24 hours.

You’re covered for only £49 + VAT (per user, per year) if your package just 

includes our services. The cost is £150 + VAT if you also have an equipment 

package.

On-demand services

We know flexibility is important to you, so regardless of which service level  

you choose, all of our on-demand services can be added to any package as  

a bolt-on service and added to your monthly subscription. 
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Accountancy support  

We believe our accounts and bookkeeping service is comprehensive as it 

stands but there may be times when you require additional help. With this  

in mind, you can opt for extra support, available in half hour slots.

IT, HR, Marketing, Virtual Assistant and Administration support   

We offer a whole range of support as and when you require it, at busy times 

and as your business grows. Additional support is charged per half hour.

Anything else?

Please let us know if you think we’ve missed something. Our growing  

customer base come from a whole range of sectors and we’re continually 

working on additional products and services to meet your needs.

For more information please visit:  

www.boffix.com

Or contact boffix on:

01840 700700

hello@boffix.com
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