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Officelist.com 

Privacy Policy for Users and Referral Sources 

 

Officelist, LLC [Officelist, Officelist.com, the site, we, us] is committed to respecting 

your privacy and protecting any information you submit. This policy explains what 

information is collected, how this information is used and what we do to protect it. 

We make this Privacy Policy available to you to remove any concerns about supplying 

information to Officelist through forms, emails, phone, fax or regular mail. Please 

review our Privacy Policy carefully and visit this page periodically to review any 

changes or updates. This Policy will be updated periodically to adjust to better 

business practices and reflect our commitment to service. Please visit this page in the 

future to learn of any changes or updates made. 

 

Information Collection and Use 

 

Information Collection 

 

Officelist, LLC is the sole owner of the information collected on Officelist.com. 

Officelist.com collects information from our users at several different points on our 

Web site. Business Centers and users alike enter information and are solely responsible 

for the veracity of the data entered. We will try to verify information but cannot 

guarantee its accuracy. 

 

Registration 

 

In order to access contact information for the locations that might serve them, users 

must first complete the registration form. During registration user is required to enter 

contact information such as company name, first and last name of contact, email 

address and phone number. We use this information to contact the user about services 

on our site for which he has expressed interest and to forward this information to 

Business Centers that might be able to service their specific needs. It is also required 

for the user to provide requirements information such as Monthly budget, Number of 

people, estimated length of occupancy and expected move in date. User is also 
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required to select a unique password so we can provide a personalized experience on 

our site. 

 

Search 

 

We request information from the user on both our quick and advanced search forms. A 

user must provide information on the location of the Business Centers that might be 

considered for viewing so it can be referred to the appropriate locations. 

 

Information Use 

 

Officelist.com gathers information to offer you the best available solution to your 

office needs. The site’s main purpose is to find you temporary office space quickly, 

easily and for free. There is no charge for utilizing this site to find office space. 

Information gathered through the forms will be forwarded to the locations that might 

be able to provide you with service. Business Centers will then contact you to offer 

their services and compete for your business. We keep a record of all registrants to be 

able to follow-up on the progress of the referral.  

 

The site also keeps a log based on aggregated information which tells us about your 

experience reaching the site and while at it. Aggregated Information will be used 

exclusively by officelist.com. Collectively, this information helps us improve our 

service, the efficiency in our procedures and the effectiveness of our marketing 

efforts. This information is not cross-referenced with contact information entered. 

 

Profile 

 

We store information that we collect through cookies and log files to create a profile 

of our users. A profile is stored information that we keep on individual users that 

details their viewing preferences. Consequently, collected information is tied to the 

users’ personally identifiable information to follow-up on progress and improve the 

content of the site for the user. This profile is used to tailor a user’s visit to our Web 

site and to learn when a business is closed between the Business Center and a specific 
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user. We do not share your profile with other third parties and listed Business Centers 

have agreed not to do so either. 

 

Cookies 

 

A cookie is a piece of data stored on the user’s computer tied to information about the 

user. We use both session ID cookies and persistent cookies. For the session ID cookie, 

once users close the browser, the cookie simply terminates. A persistent cookie is a 

small text file stored on the user’s hard drive for an extended period of time. 

Persistent cookies can be removed by following Internet browser help file directions. 

By setting a cookie on our site, users would not have to log in with a password more 

than once, thereby saving time while at our site. If users reject the cookie, they may 

still use our site. The only drawback to this is that the user will have to login every 

time they close their browser window and want to visit the site again.  

 

Some of our business partners may use cookies on our site. However, we have no 

access to or control over these cookies, once we have given permission for them to set 

cookies for advertising. 

 

This privacy statement covers the use of cookies by officelist.com only and does not 

cover the use of cookies by any partners. 

 

Log Files 

 

Like most standard Web site servers we use log files. This includes internet protocol 

(IP) addresses, browser type, internet service provider (ISP), referring/exit pages, 

platform type, date/time stamp, and number of clicks to analyze trends, administer 

the site, track user’s movement in the aggregate, and gather broad demographic 

information for aggregate use. IP addresses, etc. are not linked to personally 

identifiable information. 

 

Communications from the Site 

 

Special Offers and Updates 
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We send all new members a welcoming email to verify password and username and to 

ensure the search results are available to users in their inboxes. Registered users will 

receive periodic follow-up emails to monitor the progress of the search. These 

communications will be done by email and phone. If we believe that a lease has been 

signed, we may contact the user by phone to confirm the agreement. 

 

If a user signs a lease with a business center and this lease expires, officelist.com will 

send an email as a courtesy to users reminding them of the advantages of finding 

temporary office space through the site. This is a one time communication. 

 

Service Announcements 

 

On rare occasions it is necessary to send out a strictly service related announcement. 

For instance, if our service is temporarily suspended for maintenance we might send 

users an email. Generally, users may not opt-out of these communications, though 

they can deactivate their account. However, these communications are not 

promotional in nature. 

 

Customer Service 

 

We communicate with users on a regular basis to provide requested services and in 

regards to issues relating to their account or their search. Initial responses will be 

done via email. If a problem has not been solved or the email address is not valid, user 

may be contacted by phone to reach a successful conclusion to the service issue or to 

confirm a closing with a specific referred location. 

 

Sharing 

 

Legal Disclaimer 

 

Though we make every effort to preserve user privacy, we may need to disclose 

personal information when required by law wherein we have a good-faith belief that 
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such action is necessary to comply with a current judicial proceeding, a court order or 

legal process served on our Web site. 

 

Aggregate Information (non-personally identifiable) 

 

We do not share aggregated demographic information with our partners. To increase 

the number of locations available to users, we keep count of the number of visits, 

geographic location and other information that will serve as a general depiction of our 

activity. This is not linked to any personally identifiable information.  

 

These are the instances in which we will share users’ personal information: 

 

When we refer users to Business Centers, contact information and search criteria is 

shared. This ensures you get the best service and are approached by locations that can 

serve your office needs best. These Business Centers are not allowed to use personally 

identifiable information except for the purpose of providing these services. 

 

Business Transitions 

 

In the event Officelist, LLC goes through a business transition, such as a merger, being 

acquired by another company, or selling a portion of its assets, users’ personal 

information will, in most instances, be part of the assets transferred. 

 

Choice/Opt-out 

 

Our users are given the opportunity to ‘opt-out’ of having their information used for 

purposes not directly related to our site at the point where we ask for information. For 

example, our registration form has an ‘opt-out’ mechanism so users who search for 

office space, but don’t want any marketing material, can keep their email address off 

of our lists. 

 

Users of our site are always notified when their information is being collected by any 

outside parties. We do this so our users can make an informed choice as to whether or 

not they should proceed with services that require an outside party. 
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Links 

 

This Web site contains links to other sites. Please be aware that we, Officelist, LLC, 

are not responsible for the privacy practices of such other sites. We encourage our 

users to be aware when they leave our site and to read the privacy statements of each 

and every Web site that collects personally identifiable information. This privacy 

statement applies solely to information collected by this Web site. 

 

Surveys 

 

Our site might request information from users via surveys. Participation in these 

surveys is completely voluntary and the user therefore has a choice whether or not to 

disclose this information. The requested information typically includes contact 

information (such as name and company), demographic information (such as ZIP Code 

or City) and questions related to the experience while at the site or at the Business 

Center they work from. Survey information will be used for purposes of monitoring or 

improving the use and satisfaction of this site. Users’ personally identifiable 

information is not shared with third parties unless we give prior notice and choice. 

Though we may use an intermediary to conduct these surveys or contests, they may 

not use users’ personally identifiable information for any secondary purposes. 

 

Tell-A-Friend 

 

If a user elects to use our referral service for informing a friend about our site, we ask 

them for the friend’s name and email address. Officelist.com will automatically send 

the friend a one-time email inviting them to visit the site. Officelist.com stores this 

information for the sole purpose of sending this one-time email and tracking the 

success of our referral program. The friend may contact Officelist.com at 

remove@officelist.com to request the removal of this information from our database. 

 

Security 
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This Web site takes every precaution to protect our users’ information. When users 

submit sensitive information via the Web site, their information is protected both 

online and off-line. 

 

If users have any questions about the security at our Web site, users can send an email 

to privacy@officelist.com. 

 

Correcting/Updating/Deleting/Deactivating Personal Information 

 

If a user’s personally identifiable information changes (such as ZIP Code, phone, email 

or postal address), or if a user no longer desires our service, we provide a way to 

correct, update or delete users’ personally identifiable information. This can usually 

be done by emailing our Customer Support at cs@officelist.com. 

 

Notification of Changes 

 

Please visit this page periodically for updates on our Privacy Policy. However, if we 

are going to use users’ personally identifiable information in a manner different from 

that stated at the time of collection we will notify users via email. Last revised, April 

25, 2006. 

 

Contact Information 

 

If users have any questions or suggestions regarding our privacy policy, please contact 

us at: privacy@officelist.com. 


