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Book-keeper terms and conditions



This agreement is dated: [date]

The Contractor is: [name]

of [address] (the ‘@A mmE -mmmEm"

The Client is: [name]

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

EEEEEEEN EEEN|[EEEN]

It is now agreed as follows:

1. Definitions:

"Accounting Application”

"Confidential Information"

"Intellectual Property"

"Licence"

means a computerised application, accounting
software, online web-based software programme
[entershortEEEE | EEEEEEEEEEEEER
EEEEEEEEEN].

means all information about the parties to this
agreement, including any information which may
give a commercially competitive advantage m m m
EEEEEEEEEEEESN EEEEEEEEEEER
EEEEEEENER:

information about staff, their performance and m m
EEEEEEEEEEEEEN,

data or information relating to suppliers, product
plans, marketing strategies, finance,
performance, operations, customer s s s m m ®
EEEEEN EEEEEEEEN EEEEEEEN,

information created or arising from this
agreement;

information, comment or implication published on
EEEEEEEEEEEEEEEN.

means the Accounting Application together with
allrightsthatE e EEEEEEEEEEEEEEER
EE,

means the licence granted by book-keeper to the
Clientinthetermsof s e EEEEEEEEEEEN
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“Services” means the services to be provided s s e e m =
EEEEN.
"Working Week" means the period beginning on a [Monday = 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 E s e e e e EEEEE RN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.

a reference to a paragraph or schedule is to a paragraph or schedule
to this agreementunlessthecontext e E E EEE N EEEEEEEEN
EEEEEEEEEEEEEEEEEEERN.

the headings to the paragraphs and schedules (if any) to this
agreementareinserted I EEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEN,

any agreement by either party nottodoor s s e e e e EEEEEEE N
EEEEEEEEEEEEEEEESEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEESEEEEEEEEEEEEEEEEEEER
EE.

a reference to the knowledge, information, belief or awareness m m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEHmE
are Rl R R R R RRERRRRRRRRRRRRRRRENN
EEEEEEEEEEEEEEEEEEEEEER.

nothing in this agreement shall create a partnership, s s s s EEEm®
EEEEEEEEEEEEEEEEEEEEENEN EEEEEEEEEENER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

The Services and contract

3.1.

For the payments specified and subjectio E E e EE EEEEEEEE N
EEEEEN EEEEEEEN-EEEEEEEEEEEEEEEEEEERN
EEEEEEENR;
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OR

3.2.

3.3.

311 maintainingagreed i m e e EEEEEEEEEEEEEEEEE
EEEEEEEEEN;

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

3.1.5 Managing the security of all data;

For the payments specified and subject to the terms of this agreement,
themEE N - EEEEEEEEEEEEEEEENEEEEEEENEENENER
EEEEEEEEEEE  EEEEEEEEEEENEEEEEEENEENEEEN
EEEEEEEEEEEEEEEESEEEEEEEEEEEEEEEEEEER
EEEEEEENR,

The ServicesshallbeprovidedsO R EEEEEEEEEEEEEEEEN
IIIIIIIIIIIIIIIIIIIIII[IIII]IIII.

Use of sub-contractors

The Book-keeper may perform hisobligatonSE s s s e EEEEEEEEEEN
EEEEEEEEEEEEEEEN-EEEEEEEN | EEEEEEEEEEEEEE
EE|EEEN;

4.1.

OR

4.2.

4.3.

4.4.

OR

has first obtained the written consent of the Clienttothe s s s e m m m
HEEEEEEEEEEEEEEEENE-EEEN EEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEERNE.

the Book keeper must first obtainthe written e e e e e e e e e e E N
EEEEEEEEEEEEEEEEEEEEEEEEEEN-EEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEENEN;

remains liable for the performance of this contract;

indemnifies the Client fully againstany loSSE s s s e e e e e e EE NN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERmE
EEEEEEEEEE-EEEER.
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4.5.

SofarasworkunderthiSE e EEEEEEEEEE-EEEEEEEEEN
BN EEEEEESEEEEEEEEEEEEEEEEEE[EEEN]

The rate of remuneration and hours to be worked

5.1. Forthe Services,theBooOk-E e EEEEEEEEEEEEEEEEEEN
EEEEEEEEEES (EEEE|EEEEEEEN,

5.2. Paymentshallbemadeon e E e e EEEEEEEEEEEEEEEEEN
EEEEEEEEEEEESEEEEEEEEEEEEEN.

OR

5.3. The Book-keepershallbepad s e e e e EEEEEEEEEEEEEE
EEEEEEEEEEEESEEEESEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEN.

5.4. The days and hours to be worked inanyweek e s e e e e EEEEE N
EEEEEEEEEEEEEEEEEEEEEEENE-EEEEEEEEEEERE
EEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEEETR
EEEEN,

Warranties

6.1. The Client shall provide accurate, timelyand E e s e EEEEEEE NN
EEEEESEEEEEEESEEEEEEEEEEN-EEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEN.

6.2. TheBoOk-EEEEEEEEEEEEEEEEEEEEEENEEEEEEN[EN

mm]

Confidentiality

7.1.

7.2

Both parties are aware and agree thatfromEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEER.

They now undertake for themselves and every employee or sub-
contractor whose servicesthey mayuseboth e s s e e e e e N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEHN
IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII(
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESN
IIIIIIIIIIIIIIII)IIIIIIIIIIII.
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7.3.

7.4.

Without prejudice to the generality of the rest of this paragraph, the m m
EE-EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEESEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEERN
EEEEEEN,.

Each party hereby undertakes to the other to make all relevant
employees,agentsandsub- s s e e EEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEENENEEENEENEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEE.

The Licence

8.1.

8.2.

8.3.

8.4.

8.5.

8.6.

The Client acknowledges that the Book-keeper owns all right, s m m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER,.

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

823 ImitedintmetoO s e e EEEEEEEEEEEEEEEEN EN
EEEEEEEEENEEENEN;

824 vrestrictecdtONEEEEEEEEEEEEEEEEEEEEEEER
EEEEEENN.

Thefeefor s s E EEEEEEEEEEEEEEEEEEEEEEEEENER
EEEEEEEEEN.

The Client may not allow any otherpersontfO s s s EEEEEEEEE N
EEEEEEEEEEESEEEEEEEEESEEEEEEEEEEEENEN
EEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEEETR
HENE,

No express or implied licence of the AccountingeE e EEEEEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

The Clientmay usethe AccountingeE e e EEEEEEEEEEEEENE
EEEEEEEEEEESEEEEEEEEESEEEEEEEEEEEENEN
EEEEEN,
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8.7.

8.8.

8.9.

Limitation of liability

9.1.

9.2.

9.3.

9.4.

EEEEEEEEEEEEEEEEEEEEEEEEEEENE-EEEEEER
IIIII(IIIIIIIIIIIIIIIIIIIIIIIIIIIIII
IIIIIIllllIIII)IIIIIIIIIIIIIIIIIIIII
HENE

9.11 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEENE EEERN

9.1.2 EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEENEN.

EEEEEEEEEEEEEEEEEEEEEEEEEEEN-EEEEEERN
E, EEEEEEEEEEEEESEEEEEEEEEEEEEEEEEEEER
Em'EveniEEEEEE RN,

EEEEEEEN-EEEEEEEEEESEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEN[]? | EEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEER,

EEEEEEEE-EEEEEEEEEEEEEEEEEEEEEEEEEEHR
EEEEEEEEEEEEEEEEEEEENEEEEEENEEEEEEEEEEEHNm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEHRm
I,IIIIIIIIIIIIIIII(IIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEENEEEEEENEEEEEEEEEEEHNm
IIIIIIIIIIIIIIIIIIIIIII)IIIIIIIIIIII
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10.

11.

12.

9.5.

Infringement of rights in the Accounting Application

10.1.

10.2.

10.3.

10.2.1 immediately stop using the Accounting Application;

1022 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEN,.

Termination

Miscellaneous matters

12.1.
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12.2.

12.3.

12.4.

12.5.

12.6.

12.7.

12.8.

12.9.
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It shall be deemed to have been delivered:

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER;
EEEE/ EEEEEEEEEENEN;

EEEEEEEEEEEEEEEN-EEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEN-EEEN EEEEN?/ EEEEEEEEEEEEEEEN
EEEEEEEN-EEEEEEEEEEEEEEEEEEEEEER
EEEEN. EEEESEEEEEEESEEEEENEEEEEEENER
EEEEEEEEEN-EEEN SEEEEEENEEEEEEENEN,
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEN]

1210 e EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEN.

12,1l . s e EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEENEN.

1212 aEEEEEEE EESESEESEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEENEEN.

Signed by [signatory name]

For and on behalf of the Book-keeper

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
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Explanatory Notes:

Book-keeper terms and conditions

General notes:

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 to easy for a clientto assume thathehasa s e EEEEEEEEEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENE.

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 mmm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEN,

Of course, it is vital to identify what is yours at the outset, nomatter s m m m m
EEEEEEEEEEEEEEN.

If you have no special software widget to bring to the contract, justE E m m = =
EEEEEEEEEEEEER,

For the sake of good order, we point out that this licence has no relevance to
third party software. Ofcourse, IR EEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEER

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 whetherthey realy s s s s s s e e e e nm =
EEEEEEEEEEEEEEEEEERE.

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
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generic term. The documentwouldread EE EE EEEEEEEEEEEEEEN
EEEEEEEEEEEESEEEEEEEEEEEEEEENEN.

By all means use the search/replace function in your word processor to
change defined terms. If you do change a defined term, make sure it m m m m
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEN.

Remember too, that when a word or phrase is defined, the defined meaning
capitalised, takes precedenceoverthe e s e EEEEEEEEEEEEEEEN
EEEEEEEEN.

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
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEHR
., A EEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEESHm
EEEEENE,.

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. s e e e e EEEE B ®
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN E
EEEEEEN EESEEESEEESEEEEEEEEEEEEEEEEEEEEE
I

If the specification of your proposed work is any longer than what we have
provided here, it would be besttoplaceitinaEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEN EEEEEENEEEEEEEEEEEERN
EEEEEEEEEEEEENE EEEEEEEEEEEEEEEEEEEEEEER
EEEN.

Use of sub-contractors

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 mm m m
EEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEENEE EEEEEEEEEEEEEEEEEEESRS
EEEEEEEEEEEEEEEEEEEEEEEEEEEER.

The rate of remuneration and hours to be worked

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

Warranties
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10.

11.

12.

It is the basic and sole responsibility of the clientto s s e e e e e EEEEE®
EEEEEEEEEEESEEEEEEEEEEEEEEN-EEEN,

We have also provided a place foryouto setdownthe s s e e e e e e E =
EEEEE-EE SR EEEEEEEEEEEEEEEEEEEE.

Confidentiality

We have included this paragraph because a business has so many secrets
which could easily be stolen that some safeguard e EEEEE R EEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEER.

The Licence

|fyoual'ellllIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEN EEEEEEEEEEEER.

WehavegivenyouIIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEN EEEEEEEEEEEEEEEER.

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

Thisparagraph s e eSS EEEEEEEEEEN EEEEEEEEEEEEER
N,

Termination

This paragraph deals with the typical terms of terminaton s e e e e e e EE =
Hl EEEEEEEEEEEENEENEEEEEEEEEEEEEEEEEEEEEHRm
EEEEEEEEEEEEEEEEEEEEENEEE EEEEEEEEEEEEER
EEEEEEEEEEEEEEENEEEEEEEEEEEEEEEEEENE.

Miscellaneous matters

A number of special points. We have identified each of these as important to
EEEEEEEN EEEESESEEESEEEEEEEEEEEEEEEEEEEER
EEEEEN EEESEEESEEEEEEEEN EEEEEEEEEEEEEEEEN
EEEEEEEEEEEN EEENEEEEEEEEEEEEEEEEEEEENE EBN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEHR
EEEEEEEEEEEEEEEEEER,.

Schedule 1: Description of the Accounting Application
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fiSEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEREENE.

Schedule 2: Description of the Services

ProvidethedetalS E s e S EEEEEEEEEEEEEEEEEEEEEEEER
Emm3.]1.

End of notes
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