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Book-keeper terms and conditions



This agreement is dated: [date]

The Book-keeper is: [name]

Of [address] (the ‘e mm-mmmm")

The Client is: [name]

Of [address] (the “Client"), [a company registered m m m =

EEEE EEEE[EEEEN]

It is now agreed as follows:

1. Definitions

"Accounting Application”

"Confidential Information”

"Intellectual Property"

means a computerised application, accounting
software, online web-based software programme
[entershorim e e /e e EEEEEEEEEEES
EEEEEEEmEn’.

means all information about the parties to this
agreement, including any information which may
give a commercially competitive advantage m m m
EEEEEEEEEEEE EEEEEEEEEESR
EEEEEEENEN:

information about staff, their performance and m m
EEEEEEEEEEEEER,

data or information relating to suppliers, product
plans, marketing strategies, finance,
performance, operations, customer s m s m , m m
EEEEENE EEEEEEEN EEEEEEEN,;

information created or arising from this
agreement;

information, comment or implication published on
EEEEEEEEEEEEEEEER.

means the Accounting Application together with
allrightsthal s s s s s s s EEEEEEEEEER
EE.
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"Licence" means the licence granted by Book-keeper to the

ClientinthetermsoOf s s s s e EEEEEEE RN
EEEEEEEEEEEEEEEEEEN.

“Services” means the services to be provided s s s s m m m
EEEEN.
"Working Week" means the period beginning on a [Monday m m m

IIIIIIIIIIIIIIIII].

Interpretation

In this agreement unless the context otherwise requires:

2.1.

2.2.

2.3.

2.4.

2.5.

2.6.

a reference to one gender shall include any or all genders and a
reference to the singular may be interpreted s s e e e e e e e EE R E
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

a reference to a paragraph or schedule is to a paragraph or schedule
to this agreement unlessthecontexXt s e e e E E e . EEEEEEEEN
EEEEEEEEEEEEEEEEEEERE.

the headings to the paragraphs and schedules (if any) to this
agreementareinserfe( s e e e EEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEE.

any agreement by either party not to do or omit to do something
includes an obligation notto allowsome s s e e E e EEEEEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEERNE.

a reference to the knowledge, information, belief or awareness of any
person shall be deemed to include the knowledge, information, m m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEE.

nothing in this agreement shall create a partnership, agency,
employment or other relationship between the parties, other s m m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

The Services and contract

3.1.

For the payments specified and subject to the terms of this agreement,
theBoOkK- s m EEEEEEEEEEEEEEEEEEEEEEEENNER:
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OR

3.2.

3.3.

3.1.1 maintaining agreed financial recordsona s s e e e e e e E B =
EEEEN,;

3.1.2 invoicing and payment control;
3.1.3 completing and submitting VAT returns;
3.1.4 Completing monthly reconciliations of all financial records;

3.1.5 maintaining employee PAYE records and submittingto s m m m
EEEEEEEEEENERN,

3.1.6 Managing the security of all data;

For the payments specified and subject to the terms of this agreement,
the Book-keeper agrees to undertake the Services listed in the
Schedule2soaSEEEEEEEEEEEEEEEEEEEEEEEEENEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERE.

The Services shall be provided so that the financial records are up to m
EEEEEEEEEEEN[EEEE|EEEN.

Use of sub-contractors

The Book-keeper may perform his obligations under this agreement through
oneormoresUD-EEEEEEEE [EEEEEEEEEEEEEENN|EEEN:

4.1.

OR

4.2.

4.3.

4.4,

OR

has first obtained the written consent of the Client to the name and
identity of any sub-contractor. The Clientisunder s s s e e s e e n ®
HE B EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRN
u .

the Book keeper must first obtain the written consent of the Client to
the name ofthesub-contracCtor s s e e E E EEEEEEEEEEEEEN
EEEEEEEENE-EEEEEEEN,;

remains liable for the performance of this contract;

indemnifies the Client fully against any loss or damage suffered by the
Clentarisingfromany s s s s s s s s S EEESEEEEEEEEEEEN
- AR ENE.
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4.5.

So far as work under this contract is sub-contracted to others, s m m =
EEEEEEEEEEEEEEEEEEEE[EEEEN]

The rate of remuneration and hours to be worked

5.1. For the Services, the Book-keeper shall be paid a fixed fee m m m m € |
EEEE | EEEEEEEN.

5.2. Payment shall be made on or before thethirdday of s e e e e mmm m
EEEEEEEEEEEEEEE.

OR

5.3.  The Book-keeper shall be paid the sums specified in the Schedule 2
UponthelllIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEENE.

5.4. The days and hours to be worked in any week shall be agreed between
the Clientandthe Book-keepernOl s s s s e e e EEEEEEEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEENE.

Warranties

6.1. The Client shall provide accurate, timelyand s s s s s e e e e mEE®
EEEEEEEEEEEEEEEEEEEEEEE-EEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEERE.

6.2 TheBOOk-E EEEEEEEEEEEESEEEEEEEEEEEEEEE[EEN

mm|

Confidentiality

7.1.

7.2.

Both parties are aware and agree thatfrome s s e e e e e e e EEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEER.

They now undertake for themselves and every employee or sub-
contractor whose servicesthey may useboth e s s s s s s s s mmm =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII(
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
IIIIIIIIIIIIIIII)IIIIIIIIIIII.
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7.3.

7.4,

7.5.

Without prejudice to the generality of the rest of this paragraph, the m =
EE-EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEENR.

Each party hereby undertakes to the other to make all relevant
employees,agentsand SUb- s e e EEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEN.

The Book-keeper agrees that he will process personal data as required
by the Data Protection e m mm 2018 , s e e e e e e EEEEEEEEEN
Ill[3].llIlllllllllllllIIII,IIIIIIIIII
EE-EEEEEEEEEEEEEEENE-EEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERE.

The Licence

8.1.

8.2.

8.3.

8.4.

The Client acknowledges that the Book-keeper owns all right, s m m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRS
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN.

The Licence is:
8.2.1 not sub-licensable nor assignable;
8.2.2 non-exclusive;

823 ImitedintmetOm e e e e EEEEEEEEEEEEEEN, NN
EEEEEEEEEEEENEN;

824 vrestrictecdtO M EEEEEEEEEEEEEEEEEEEEEEER
EEEEEEN.

Thefeefor s m e EEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEN.

The Client may not allow any otherpersonfO s s s s s s e EEEEE =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
HENE.
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8.5.

8.6.

8.7.

8.8.

8.9.

No express or implied licence of the Accountin e e e e e e EE EE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENE.

The Clientmay usethe Accountine s e s EEEEEEEEEEEENE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENR
EEEEEN.

TheClientmaynotrepresentO' s s e e EEEEEEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
..

Nothing in this paragraph shall permit disclosure Of s e e e e e E E E &
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEE-EEENEENE.

The Client acknowledges that the Book-keeper may use software or
other Intellectual Propertyowned s s s e e e e e R EEEEEEEEEN
EEEEEEEEEEEEE-EEENR . EEEEEEEEEEEEEEEERm
EEEEEEEEEEE-EEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEENE.

Limitation of liability

9.1.

9.2.

9.3.

The following provisions set out the Book-keepers s s s s m s mm (=
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEENETR
IIIIIII)IIIIIIIIIIIIIIIIIIIIIIII:

9.1.1 anybreachof s sEEEEEEEEEEEEEEEEEEEER
EEEN ,EEEN

9.1.2 anyrepresentation statementortortioUS E s e EEEEE E E N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEENR.

Any actor omissiononthe BoOOk- s s s s e e E N , EEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEnnnnnn'Eventemmmnm
mE.

The Book-keeper's entire liability in respect of any Event of Default
Shal s e e EEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEE e EEEEEEEEEEEEEEEEEEEEEEEEEEEEENN
EEEEEEEEEEENN.
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10.

11.

9.4.

9.5.

The Book-keeper shall not be liable to the Client in respect of any
Event of Default for loss of profits goodwillorany s s s s s s s s s = =
I,IIIIIIIIIIIIIIII(IIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
IIlIlIlIIIIIIIIIIIIIIII)IIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEE-EEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSRm
EEEEEEEER.

If a number of Events of DefaultgiveriSe s s s s e e e s EEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEENEN.

Infringement of rights in the Accounting Application

10.1.

10.2.

10.3.

The Clientagreesthatatall s s s e e s e EEEEEEEEEEEEER
EEE-EEEEEEEEEEEEEEEEEEEEEEEEEEEEENER
EEEN.

If the Book-keeperterminateSE s e e e e EEEEEEEEEEEEEN
EEEEEEEEEEEEEEEN EEEEEEESEEEEEEEEEEN
EEEEN:

10.2.1 immediately stop using the Accounting Application;

10.2.2 destroyallcopeSE s s e E S EEEEEEEEEEEEEEENEN
EEEEEEEEEEENN.

At any time if the Book-keeper reasonably believes that the Client is
USinglIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
EE N , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEl EEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEE-EEEE.

Termination

Either party may terminate thiS s s s s s s s s s s s [EeEE | eEEEEE
EEEEEEEEEEEEEEEEEN.
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12.

Miscellaneous matters

12.1.

12.2.

12.3.

12.4.

12.5.

12.6.

12.7.

12.8.

No amendment or variation to thisagreement s s s e e e e e EE E N ®
EEEEEEN  EEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEERN.

Sofarasanytme, s e e EEEEEEEEEEEEEEEEEEEEEER
EEEEEN,EEEEEEEEEEENEEEENEEEENEENEEENEN.

AnyobligatoninthSeE s s s s EEEEEEEEEEEEEEEEEENEN
EEEEEEEEEEEEEEEEEEEENEN.

The Book-keeper shallbeentitteC s s s s e s e e e e s e EEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEN.

If any term or provision of this agreement is at any time held by any
jurisdiction to be void, invalid or unenforceable, then it shall be treated
EEEEEEEEEEEEEEEN  EEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEE N EEEEEEEEEEEN  EEEEEEEEEEEEEEEENESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEER.

This agreement contains the entire agreement between the parties and
supersedes all previous agreementsand e e e e e EEEEEEEEE N
H. EEEEEEEEEEEEEEEE  EEEEEEEEEEEEEEEETRm
EE N , EEEEEEEEEEEEEEEEEEEEEEEEEEEE EEHN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
n.

No failure or delay by any party to exercise any right, s s s e s e e m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEEERNE.

Any communication to be served on either of the parteSa s s e s m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
E-EEENE.

It shall be deemed to have been delivered:

fdelivereC s e e e EEE S EEEEEEEEEEEEEEEENRN
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12.9.

12.10.

12.11.

fsentbypoSt s s s s s s s ss s sEE/2n0nnm
EEEEEEEEN;

If sent by e-mail to the address from which the receiving party

haslastsente-mail. e e e m2{ e EEEEEEEEEEEEEN
EEEEEEEN -EEEEEEEEESESEEEEEEEEEEE
EEEEN. (EEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEN-EEEN EEESESEEEEEEEEEN,
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEN]

In the event of a dispute between the parties to this agreement, s m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

SofarasthelawpermitS, s e e e EE EEEEEEEEEN , EEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEENEESR
.

In the event of any conflict between any term of this agreement and the
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRN
EEEEEEEEEEED EEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEENENR.

12.12. The validity, construction and performance of this agreement shall m m

Signed by [Book-keeper name]

Signed by [signatory name] for and on behalf of the Client
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Schedule 1: Description of the Accounting Application
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Schedule 2: Description of the Services and the fee
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Schedule 3: Data Protection Act 2018 Compliance
1. Definitions

INnthisSchedule, s s e e EEEEEEEEEEEEEEEEEEEEEEEENER
EE:

“Associate” means any corporate or other form of organisation or
anyindividualperson e e e s s e e EEEEEEEEN
EEEEEEEEEEEEEEEEEEEN EEEEENETR
H, EEEEEEEEEEEEEEEEEEEEEEEEEHR
EEEEEEEEENE-EEEEEEEEEEEER.

“the Data Protection means Regulation (EU) 2016/679 of the European

Regulations” Parliament and of the Council of 27 m m m m 2016 m m
EEEEEEEEEEEEEEEEEEEEEEEEENETRm
EEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEESR
ssssnsnnnnnnnnnnn95/46/ammn(m
IIIIIIIIIIIIIII).

“Directive” means Directive (EU) 2016/680 of the European
Parliament and of the Council of 27 April 2016 on the
protectionofnatural E e e e e EEEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEENER
EEEEEEEEEEEEEEEEEEEEEEEEEERN
i, BN , EEEEEEEEEEEEEEEEEEEERmN
EEEEEEEEEEEEEEEEEEEEEEEEEERN,
EEEEEEEEEEEEEEEEEEEEEEEEEETRE
EE NN EEEEEEEEEEEEEEEEEEERm

2008/977 /mmm m .

“DPC” means the Data Protection Commission's Office.
‘the Law” means all or any of:
(a) the Act,

(b) the Data Protection Regulations,
(c) the Data Protection Act 1988,
(d) the Data Protection Act 1993

(e) regulations made under the Act
(f) Directive.
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Data Protection

2.1.

2.2.

2.3.

2.4,

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEE  EEEEEEEEEEEE.

How the Book-keeper shall process data

3.1.

3.2.

3.3.

3.4.

EEEEEEEEEEEEEEEEEEER  EEEEEEEEEEEE-ERN
EEEEEEEEEN  EEEEEEEEEEEEEEEEEEEEEEEN,;

A EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEE , EEEEEEEEEEEEEEEEEEEEEETSR
EEEEE-EEEEEEEEEEENEEEEEEEEE . EEEEEEEE-Hm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.
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3.5.

3.6.

3.7.

EEEEEEEEEEEE , EEEEEEEE-EEEEEEEEEEEEESRm

EEEEEEEEEEEEEEEEEEESEEEEEEENEEEEEEEEN
E(EEEE)EEEN:

3.7.1.

3.7.2.

3.7.3.

3.7.4.

3.7.5.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEl . EE NN . EEEEEEEEEEEN EEEEETHRm
IIIIIIIIIIIIII/IIIIIIIIIIIIIIII,
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEN EERN
|

EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEERN
EEEEEEEEEEEESEEEEEEEEEEEEEEEEENN
EEEEEEEEEEEESEEEEEEEEEEEEEEEEENN
EEEEEEEEEEEEEEEEEEEN (EEEEEEEEEEN
EEEEEEEEN)
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3.8.

3.9.

3.10.

Examples of such measures are:
3.8.1. the pseudonymisation and encryption of personal data;

382 EEEEEEEEEEEEEEEEEEEEEEEEEEEN,EEN
B, EEEEEEEEEEEEEEEEEEEEEENEEEEEENEN
EN EEEN

383, EEEEEEEEEEEEEEEEEEEN,EEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEESEEEEEEEEEERN
EEEEEEEEEEEEEEEEEENENEN,

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEE , EEEEEEEEEEEEEEEEEEEE.EHN
EEEEEEEEEEEEERN:

3.9.1. EEEEEEEE-EEEEEEEEEEEEEEEEEEEEEER
I(IIIIIIII)IIIIIIIIIIIIIIII'IIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENERN,

392, EEEEEEEEEEEEEEEEEEEN, EEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEENER
EEEEEEEENEEENNERN,;

393, EEEEEEEE , EEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEN(EEEN EEEN EEEEEEEEEEEEER
EEN)EEEEEEEEEEESEEENEN, EEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEN EEEN

394 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEN-EEEEEEEEEEEEEER
EEsEEEEEEEEEEEEEE32 (] )seEEEEEEEER
EEEEEEEEN,;
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3.11.

3.12.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
IIIIIIIIIIIII.IIIIIIII-IIIIIIII(IIIII
IIIIIIIIIIIIIII-IIIIIIII)IIIIIIIIIII
EEEEEEEEEEEENEER.

IIIIIIIIIIIIIIII(IIIIIIIIIIIIIIIIIII
I24IIII)IIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEE , EEEN , EEEE , EEEEEEEE BEEEERN
EEEEEEN  EEEEEEEEEEEN  EEEEEEEEEEEEEESR
EEEEEEEEEEEEFE-EEEEEEEEEEEEEEEE-EEEESR
EEEEEEEEENN,

provide reasonable assistance to the Client in:

312]. s EEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEENER,

3122 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEN, EEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEN,;

312.3. SR EEEEEEEEEEEEEEEEEEEEEEEEEN,EEN
B, EEEEEEEN, EEENEEEEENEEEEEENEEEEENR
EEEEENEER,;

3124, s e EEEEEEEEEEEEEEEEN , EEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEENER
EEEEEEEEEEEEEEENER,;

3.2 5. s EEEEEEEEEEEEEEEEEEEEEEEEEEEENER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEENEEEEEEENEN EEERN

3126. s EEEEEEEEEEEEEE N (EEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEN)SEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEENEENER
EEEEEN.

4. Post termination

4.1.

41] S EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
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4.2.

4.1.2. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEN,

413, EEEEEEEEEEEEEEEEEENEEEEEEEEEEEEEENER
, AN EEEEEEEEEEEEEEEEEEEEEEEENEN-EN
EEEEEEEEEEENNENENR,

5. Warranty and acceptance of liability

5.1.

5.2.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE-EERN
EEEEEEEEEEEENE-EEEEEEEE-EEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEE EEEEEEETER
EEEE-EEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEN/ EEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.
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Appendix 1 to Schedule 3

Data Processing Activities

1. EEEEEEEE-EEEEEEEEEEEEEEEEEEEEEEEEEEEDR
1.1. Name
1.2. Address
1.3. Email address
1.4. Telephone number
1.5. Financial details
16 EEEEEEEEEEEEEEEEEEEEEEENR  EEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEENETRN
EEE
1.7. [ EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN]
2. EEEEEEEE-EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRN
21 EEEEEE Nl  EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EE-EE B , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSRm
EEEEEEEEEEEEEEEEEEEN-EEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEE-EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.
22 EEEEEEEEEEEEEEEEEEEEEEEEEEEND EEEEEEEEEEEEEHRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
E A EEEEEEEEEEEER.
3. EEEEEEEEEEEEEEEEEEEEEEEEEEENE-EEEEEEEEEEEEEEEEER
HE
3.1. EEEEEEEN-EEEEE SN NN SN NN NN EEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEERE-
EEEEEEEEEEEEEEEEEEEER.
32 EEEEEEEE-EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEDRN

4.1.

Retention period

EEEEEEEEEEEEEEEEEEEEEEEE-EEEEEEEEEEEEEEEEER
HEEH , EEEEEEEEEEEEEEEEEEEE EENEEEEEEEEEEN EEEEEEHRm
EEEENE:

4.1.1. for accounting and taxation purposes;

4.1.2. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEN,;

4.1.3. EEEEEEEEEEEEEEEEEEEEEENEEEEEENEEEEEEEEEETRN
EEEEEEEEEEEENEN,;

18 © Andrew Taylor and Net Lawman Ltd



4.2. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENE-EEENEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEE ,EEEEEEEEEEERE-
E NN EEEEEEEEEEEER.
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Explanatory Notes:

Book-keeper terms and conditions

General notes:

1. Self employment status of the book-keeper

We recommend you read the information on self employment here:
https://www.revenue.ie/en/employing-people/becoming-an-employer-and-
ongoing-obligations/guide-to-pay-as-you-earn-s s s s /e e e -EEE E-E N
EE-EEEE-EEENE-EEEE-EEEEN EEEHN

No provision has been made for the book-keeper 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 provision
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEE.

2. What is the accounting application?

Many people who provide an accounting service at any level use some
software or spreadsheet "widget" in connection with their client's affairs. That
may be a software "plug-in" to third party software or, more likely a
spreadsheet application or macro. When the contractual relationship ends, it
is all too easy for a clientto assume thathehasa s s e e e e e e e EEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm

The basic law does protect you to some extent, but it is far safer to use this
agreement to make clear that you own the copyright in your work, and that
your client is a mere licensee. If your clientisunhappy s s s s s s s s , s n m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEm
EEEEEN.

Of course, it is vital to identify what is yours at the outset, no matter s m m m m
EEEEEEEEEEEEEERNE.

If you have no special software widget to bring to the contract, juSt e e s m = =
EEEEEEEEEEEEEER.

For the sake of good order, we point out that this licence has no relevance to
third party software. Ofcourse, s s s EE E EEEEEEEEEEEEEEEEEN
E N EEEEEEEEENER
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Paragraph specific notes

Drafting notes, using the document paragraph numbers:

1.

Definitions

You should first decide on the contents of the document, then return to check
what definitions are needed and whethertheyrealy s s s s s e e e e mm m
E B EEEEEEEEEEEEEEEETER.

We have used the term "Accounting Application” to define the software,
application you use to help you to provide your accounting service. This is a
generic term. The documentwouldreal s e e e E S E EEEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

By all means use the find/replace function in your word processor to change
defined terms. If you do change a defined term, make sureitm s e e e m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEERE.

Remember too, that when a word or phrase is defined, the defined s m m m m
EEl , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEERNR.

Interpretation

Leave these items in place unless there is a good reason to edit or remove.
Each of these items has been carefully considered s s s e e e e e e e n ®
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
. A EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRmR
EEEEREN.

The Services and contract

Somewhere the work specification must be set out clearly. This is important
not only because it is the subject matter of the contract. If the structure of the
EEEEEEEEEEEEEEEEEEEEEEEEEEED  EEEEEEENR EBN

If the specification of your proposed work is any longer than what we have
provided here, it would be besttoplaceitina s e e e e s e EEEEEEEE N
EEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEER EEEEEEEEEEEEEEEEEEEEEEERm
EEENE.

Use of sub-contractors
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10.

11.

The book-keeper may need to use employees or sub-contractors for any
number of reasons. Even if the client thinks he is buying the services s m m =
EEEEEEEl EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEER . EEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEERN.

The rate of remuneration and hours to be worked

Set down your specific arrangements. Remember to avoid creatinga m m m m
EEEEEEEEEEEEEEEEEEEE ‘EEEE EEEEEEEN.

Warranties

It is the basic and sole responsibility of the clienttO s s s s s s s s e s E =
EEEEEEEEEEEEEEEEEEEEEEEEEEE-EEEERN.

We have also provided a place foryouto setdownthe s s e e e e e mmm =
EEEEE-EEE R . EEEEEEEEEEEEEEEEEEEER.

Confidentiality

We have included this paragraph because a business has so many secrets

which could easily be stolenthat some safeguatC e e e e E EE N . EEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEm
EEEEEEEEEEEEEEEEEEEEEEEEEEEE.

The Licence

Ifyouarenotusinganysoftware Or s s s e e EEEEEEEEEEEEENEN,
EEEEEEEEEENN.

We have givenyouwhatweregardaSa s s s e e e EEEEEEEEEE . EN
EEEEEEEEEEEEEERE.

Limitation of liability
We suggest no change.
Infringement of rights in the Accounting Application

Thisparagraph s s s s eSS EEEEEEEE N EEEEEESEEEEEENEN
mE.

Termination

This paragraph deals with the typical terms of terminaton e e e e e e e m m =
Al EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEE  EEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.
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12. Miscellaneous matters

A number of special points. We have identified each of these as important to
EEEEEEED EEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEl , EEEEEEEEEEEEEEE EEEEEEEEEEEEEEEEm
EEEEEEEEEEEE , EEEEEEEEEEEEEEEEEEEEEEEEN . EHN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEE.

Schedule 1: Description of the Accounting Application

i SEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENENR
EEEEEEN.

Schedule 2: Description of the Services and fee

ProvidethedetalS s s s e e e e EEEEEEEEEEEEEEEEEEEEER
mmm3.1.

Schedule 3: Data Protection Act 2018 Compliance
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End of notes
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