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Secretary or administrative assistant: terms and
conditions



This agreement is dated: [date]
The Client is: [name]

Oof [address] (“the Client”), [a company registered in
Ireland, under registered number [number] and all references
to“he”, “him"E e EEEEEEEEEE , EEEEEEEEENER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEESR

EEnE]
The Contractor is: [name]
of [address] ("the Contractor") [a company registered in

Ireland, under registered number [number] and all references
tohe”, “him" e e EEEEEEEEES , EEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEESR

EEn]

The background to this agreement is that the Client has need of a self-employed
independent contractor to provide or to arrange for the provision of Clerical Services in his
office at the address given above and the Contractor is able and willing to provide or to
arrangetoprovidethoSc s s e e E E EE EEEEEEEEEEEEEEEEEEEEEEEEEEN
II[IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII[IIIIIII
EEEEE|EEEEEEEEEEEN]

It is now agreed as follows:

1. Definitions

The following definitions apply in this agreement:

"Clerical Services" means the services described in paragraph 2;

“Confidential Information” means all information about the parties’ respective
businesses,

"Remuneration” means the remuneration described in paragraph 3;

"Working Week" meanstheperiodd e e e e e e e EEEEE[EEEEN

IIIIIIIIIIIIIIIIIII].

2. The contract work - clerical services

2.1.  The Client has an office at the address given above, forthe s m s e e e m m
IIIIIIIIIIIIIII[IIII].IIIIIIIIIIIIIIIIII
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2.2.

2.3.

211

21.2

217

21.8

21.9

21.10

21.11

2112

office management, subjecttO R s e e e e EEEEEEEEEEEER
B, EEEEEEEEEEEEEEEN,EEEEEEEEEENR,

typing and computer management;

dealingwith e s e s -EEEEEEEEEEEE-EEEEEENNEN,;
arranging for office and window cleaning services;

filing and archiving of documents;

record-keepn E e E EEEEEEEEEEEEEEEEN-EEEEEN
EEEEEEEENN;

telephone-answeringand e s e e e EE EE EEEEEEEEEENEN
EEEEEEEEEEEEEEEEENN;

photocopying documents and maintaining the photocopying
machine;

ensuring that the Client's policies of insurance inrelaton e s s m m m
EEEEENE  EEEEEEEEEEEEEEENEENEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEN,;

undertakingany s s s s e e e EEEEEEEEEEEEEEEEN,N
EEE

suchothertasSkSs E e EEE EEEEEEEEEEEEEEEEEEEER
mm'clericalmmmm.

more

The Contractor agrees, that, subject to the payment of remuneration s m m =
IIIIIIIIIIIIIIIIIIIIllll3,llllllllllll,I

The Contractor may:

2.3.1

232

233

perform these Clerical Services himself, or

arrangewithany s s s s eSS EEEEEEEEEEEENEENENER
EEEEEEN, EEEN

enterintoasmanycontracCilSE s e e e EEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEENEN.
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24,

2.5.

2.3.4  The Contractor shall not disclose to any person, during the contract
or after its termination, any informaton e s s s e e e s e e E  m m
EEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEN.

As provided above, nothing in this agreement is intended to form a contract of
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN EEEEESR
HEl , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEER.

The Contractor is alone responsible for all taxes arising e e e s e e e e EE =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

The rate of remuneration and hours to be worked

3.1

3.2.

In consideration of the provision by the Contractor of the Clerical Services, as
described above, the Clientshall s s s s s s s e ennn, [annn/ annn]
IIIIIIIIIIIIIIIIIIIIIIIIIIII[IIIIIIII]II
EEEEEEEEEEEEEEEEEEEEEEEEEEEEED O EEEEEEESRmR
IIII(IIIIIIII)IIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEN.

The days and hours to be worked in any week shall be agreed between the =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEER.

Confidentiality

4.1.

4.2.

The parties are both aware thatfrom e s s s s e s e s e EEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEN.

They now undertake for themselves and every employee or sub-contractor
whose servicestheymayuseboth e s e e e e e e e EEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
IIIIIIIIIIIIIIIIIIIIIIII(IIIIIIIIIIIIII
IlllllllllllllllllllIIIIIIIIIIIIIIIIII)
EEEEEEEEEEER.
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4.3.

4.4.

Without prejudice to the generality of the rest of this paragraph, the s m m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEERE.

The parties hereby undertake to the other to make all relevant employees
agentsandsUb- s e EEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEER.

Limitation of liability

5.1.

5.2.

5.3.

5.4.

5.5.

IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII(II
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
III)IIIIIIIIIIIIIIIIIIIIIIII:

51.1 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENN
EEEEEN ,EEEN

51.2 EEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEENERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEN
EEEN.

E NN EEEEEEEEEEEEEEEEEEEEEEEEEEEEE EEEEESR

€
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEE EEEEEEETRN
EEEN.

EEEEEEEEEEEEE NN NN NN NN NN NN EEEEEEEEEEEN
EEEEEEEEEEEEE NN NN NN NN NN NN EENEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
e[l 2eEEE | EEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEENEN.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEE NN EEEEEEEEEEETR
IIII(IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
III)IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
E NN EEEEEEEEEERER.
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Termination

6.1.

6.2.

Entire understanding

Value Added Tax

IIIIIIII[IIII/IIIIIIIIIIIIIIIIIIIIIIIIIIIII
IIIIIIIIIII:IIII].

Miscellaneous matters

9.1.

9.2.

9.3.
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94. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
E NN EEEEEEEEEEEEEEEEEEER.

9.5. EEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEETR
Nl EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEENEERN.

9.6. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEE-EEEN.

It shall be deemed to have been delivered:

EEEEEEEEEEEEEEEN EEEEEEEEEEEEEEEEER
N,

EEEEEEEEEEEEEEEEEEEEEEESEEEEEEEEN NN
EE/2eEEEEEEEEENNEN,;

EEEEEEEEEEEEEEEE-EEEEEEEEEEEEEEEEETRN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEE-
EEEE . EEEE2/ aEEEEEEEEEEEEEEEEEEEEEEN-
EEEEEEEEEEEEEEEEEEEEEEEEEEEENE.

9.7. EEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
E NN EEEEEEEER.

Signed by [signatory name]

For and on behalf of the Client

Signed by [signatory name]

For and on behalf of the Contractor
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Explanatory notes:

Secretary or administrative assistant: terms and conditions

General notes:

A key matter for a contract of this nature is to avoid an arrangement intended by the
parties to be one of a contract for services being treated by the Revenue
Commissioners as a contract of service, which is an employment contract. One fairly
certain way to avoid this unintended effect is for the “self employed” person to
interpose a limited company between himselffand s s s s s s s EEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEE  EEEEEEEEEEEEEEEEENESRN
EEEEEEEEEEEEEEEEEEEEEEEEE.

If one of the purposes of this document is to establish the fact of the contractor’s self
employment, as many of the provisions as possible should be left in the document. If
you are a business which employs admin staff and then contracts them out you will
need Net Lawman contracts of employment and the terms and conditions document
for contracting companies.

Because there are so many possible variations in the arrangements possible, we
have not sought to influence you in what should or should not be included in this
agreement.Solongasthe s e e E-EEEEEEEE EEEEEEEN EEEEEEER
EEEEEEEEEENER.

No provision has been made for the contractor to pay to the client any tax and social
insurance payments demanded by the Revenue Commissioner, in the event of a
demand being made. We are of the view that such a provisionwould s s s s e m = =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEN.

Paragraph specific notes:

Note: numbering refers to paragraph numbers.

1.

23

Definitions
We have no comment.
The contract work — clerical services

This is the most important provision so far as the creation of the contract for services
is concerned as it provides that the contractor may provide the services through
another person; whereas in a contract for service, the employee is personally s m m m
EEEEEEEEEEEEEEED EEEEEEEE  EEEEEEEEEEEEEEENESR
EEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
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The rate of remuneration and hours to be worked

This paragraph is something of a menu. Decide what are your terms and select or
edit to fit what you want. Theterms areflexible s s m e e e e e e E e EE EE EEE N
EEEEEEEEEEEEEEEER EEEEEEEEEEEEEEEEEEEEEEER,
EEEEEEEEEEEEEEEEEEEE  EEEEEEEEEEEEEEEEEEEER.

Confidentiality

You may not need this paragraph at all. We have included it because a business has
so many secrets which could easily be stolen that some safeguard is sensible. m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENETR
IIIIIIIIIIIIIIIIIIIIIIIIII“IIIIIIIIIIII”III
EEEEEEEEEEEEEEEEEEEER.

Limitation of liability

As drawn, the contractor’s liability is very limited. The extent to which he is able m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEE.

Itislikelythataclientwill s s s s s s s s EEEEEEEEEEEEEEEEEEEENR
Em.

By all means edit as you require.
Termination

This paragraph deals with the typical terms of terminaton e s e e e e e e e e w . »
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEE  EEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEERE.

Entire understanding

ThisparagraphpreventSs a s s s s s S EEEEEEEEEEEEEEEEEEEEENE
EEEEEEEEEE NN EEEE NN EEEEEEE NN EEEEEEEEEEN.

We suggest no edits.
Value added tax

We make clear that the contractorisself s e e s e e e e EEEEEEEEEEEEESN
EEEEEN . EEEE’EEEEEEEEEEESEEEEEEESEEEEEEEEEEEER
EEEEN . EEEN,EEEEEEEEEEEESEEESEEEEEEEEEEENN.

ClentSeEss e s s EEEEEEEEEEEEEEENEEEEEENENENNN.
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9. Miscellaneous matters

A number of special points. We have identified each of these as important s s m m m
EEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
H, EEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEER EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEERE.

End of notes
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