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Secretary or administrative assistant: terms and
conditions



This agreement is dated:

The Client is:

of

The Contractor is:

of

[date]
[name]

[address] (“the Client”), [a company registered in
England and Wales, number [number] and all
referencesto “he”, “him" EEEEEEEEEEEN EEN
EEEEEEEEEEEEEEEEEEEEEEEEEEENEHRE
EEEEEEEEEEEEEN]

[name]

[address] ("the Contractor") [a company registered
in England and Wales, number [number] and all
referencesto “he”, “himM" EEEEEEEEEEEN EEN
EEEEEEEEEEEEEEEEEEEEEEEEEEENEHRE
IIIIIIIIIIIII]

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 orto arrangetoprovidethose E e EE EEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEN|[EEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEN | EEEEEEEEEEEN | EEEEEEEEEENEN]

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

"Remuneration”

"Working Week"

respective businesses,

means the remuneration described in paragraph
3;

means the period beginning on a [Monday m m =
Illllllllllllllll].
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2. The contract work - clerical services

2.1.

2.2.

2.3.

The Client has an office at the address given above, forthe s mmm m =
EEEEEEEEEEEEEEENEEN  EEEN | EEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
'"AEEEEEEE "' EEEEEEEEEEEEEEEEEEENR:

2.1.1 office management, subjectiO N S EEEEEEEEEEEEEN
EEEN EEEEEEEEESEEEEEN EEEEEEEEEER

2.1.2 typing and computer management;

213 dealingwitheE e S-S EEEEEEEEEEN-EEEEEENE
2.1.4 arranging for office and window cleaning services;

2.1.5 filing and archiving of documents;

216 vrecord-keepnEEEEEEEEEEEEEEEEEEEN-EEN
EEEEEEEEEEENEN;

2.1.7 telephone-answeringand e e e E EEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEENNEN;

2.1.8 photocopying documents and maintaining the photocopying
machine;

2.1.9 ensuring that the Client’s policies of insurance in relation m m m
EEEEEEE NN EEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESHS
EEEEEEEEEEEEER,

2110 undertakingany s s e S EEEEEEEEEEEEEEEEEEN
E,EEEN

2111 suchothertasks E E EEEEEEEEEEEEEEEEEEEERN
EEEEETClericalmmmm.

2.1.12 more

The Contractor agrees, that, subject to the payment of remuneration m
IIIIIIIIIIIIIIIIIIIIIIIIIIIS,IIIIIII
EEEEN EEEEEEEEEEEEEEEE EEEEEEEEEEEEHRN
EEEEEEEEEEEEEEEEEEEEEERN.

The Contractor may:

2.3.1 perform these Clerical Services himself, or
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2.4.

2.5.

232 arrangewithanys s s s EEEESEESEEESEEEEENEEEN
EEEEEEEEEN EEEN

233 enterintoasmanycontracCtS E e EEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

2.3.4  The Contractor shall not disclose to any person, during the
contract or after its termination, any informaton s s e e e Em =
EEEEN EEEEEEEEEEEEEENEENEEEEEEEER EHN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEERE
EEEEEEEEEEEEEEEEEEEEEENE.

As provided above, nothing in this agreement is intended to form a
contractof EE EEEEEEEEEEEEEEEEEEEEEEEEEEER
Al EEEEEEEEN EEEEEEEEEEEEEEENEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEN,

The Contractor is alone responsible for all taxes arisngE e e e e m =
EEEEEEEEEEEEEEEESEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE .

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 s s
[EEEE /EEEE ]| EEEEEEEEEEEEEEEEEEEEEEEEER
EN | EEEEEEEN | EEEEESEEEEEEEEEEEEEEEEEEN
EEEEEEEN EEEEESEEEEEN(EEEEEEEN)EEEEEE
EEEEEEEEEEEEEEEEEEEEENEEEEN.

The days and hours to be worked in any week shall be agreed between
then EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEERE.

Confidentiality

4.1.

The parties are both aware thatfromEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEESEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEER.
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4.2.

4.3.

4.4.

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

Without prejudice to the generality of the rest of this paragraph, the m m
EEEEEEEEEEEEEEEESEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEESEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEESEEEEEEEEEEEEEEEEEEER
EE.

The parties hereby undertake to the other to make all relevant

employeesagentsandsub- s s e EEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEENEENEEEEEEEENERN

Limitation of liability

5.1.

5.2.

5.3.

5.4.

The following provisions set out the Contractorsentre s mmm (mm m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESN
IIIII)IIIIIIIIIIIIIIIIIIIIIIII:

511 anybreachof s EEEEEEEEEEEEEEEEEEEEEHN
EEEN EEEE

512 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEERRN,.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEERN
EEEEEEEEEEEE ]’ EEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEE.

EEEEEEEEEEEEEEEEEEEENEEEEEENEEEEEEEEEEEHNm
EEEEEEEEEEEEEEEEEENEEEEENEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENE EEHE
IIIIIIIIIIIII(IIIIIIIIIIIIIIIIIIIIII
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EEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEER
IIIIIIIIIIIIIIIIII)IIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEESRN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

5.5. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEENEEEEEENEEEEEEEEEEEHNm
EEEEEEERRN,.

Termination

6.1. EEEEEEEEEEEENEEEEEEEEEEENEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEENE.

6.2. EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEE EEHN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEERN.

Entire understanding

Data Protection

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN]OOSEEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEN (EEEEEEEN EESEEESESEEEEEEEEEEEEEE)EEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEN/EEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEESN EEEEEEEEEEEEEEEEEESR
EEEEEEEEEENEEN EEEN EEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEENEN.
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10.

Value Added Tax

IIIIIIII[IIII/IIIIIIIIIIIIIIIIIIIIIlllll
IIIIIIIIIIIIII:IIII].

Miscellaneous matters

10.1.

10.2.

10.3.

10.4.

10.5.

10.6.

EEEEEEEEEESSESEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEESEESEEEEEEEN(EEEEEEEEEEEEEER
) eEER]990 EEEEEEEN.

It shall be deemed to have been delivered:
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EEEE/ EEEEEEEEEENNN;

EEEEEEEEEEEEEEEN-EEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEN-EEEN EEEN?/ EEEEEEEEEEEEEEEN
EEEEEEES-EEEEEEEEEEEEEEEENEEEEEER
EEEENR,

10.7. EEEEEEEN EESEEEEEESEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEENEEN EEEEEEEEEE
EE/EEEE/EEEEEEE N | EEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEE  EEEEEEEEEEEN/EEEN/EEEEEEEN]

Signed by [signatory name]

For and on behalf of the Client

Signed by [signatory name]

For and on behalf of the Contractor

7 © NL Document Library Ltd



Explanatory notes:

Secretary or administrative assistant: terms and conditions

General notes:

1. 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 Inland
Revenue 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 himself and his client. This document
can be used in those circumstances, simply by changing the contracting party
to the consultant’s limited company. We recommend you read the free
information on self employment here: http://www.netlawman.co.uk/ial/self-

employment

2. 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 who 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.

3. 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 N -EEEEEEEEEEEEEEEN N
EEEEEEEEEEEEEEEEEER,.

4. No provision has been made for the contractor to pay to the client any tax and
National Insurance payments demanded by the Inland Revenue, in the event
of a demand being made. We are of the view that such a provision would = =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENE
EEEEEEEEEEEEEEN.

Paragraph specific notes:
Note: numbering refers to paragraph numbers.
1. Definitions

We have no comment.

2. The contract work — clerical services
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2.3

This is the most important provision so far as 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
employeeispersonaly s e e EEEEEEEEEEEEEEEEN EEEEEEE
H EEEEEEEEEEEEEEEEEEEEENEENEEE EEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEENEE EEEEEEEEEESRN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEN,

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. The terms areflexible s s e e e e e e mE =
EEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEESRN
EEEEEEEE NNl EEEEEEEEEEEEENEEEEEEEE  EEEEEER
EEEEEEEEEEEEE.

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
safeguardissensible. s EEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEHR
EEEEE ‘EEEEEEEEEEEE ' EEEEEEEEEEEEEEEEEEEER.

Limitation of liability

As drawn, the contractor’s liability is very limited. The extent to which he is
abe s EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEN.

Itis likelythataclientwill E e e e EEESEEEEEEEEEEEEEEEEEEER
EEEEEN.

By all means edit as you require.
Termination

This paragraph deals with the typical terms of terminaton s e e e e e e EE =
HEl EEEEEEEEEEEENEEEEEEEEEEEEEEEEEEEEEEESRS
EEEEEEEEEEEEEEEEEEEEEEEN EEEEEENEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEENEENEEEN,

Entire understanding
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10.

This paragraphpreventsaparty s s s s s eSS EEEEEEEEEEEENENN
EEEEEEEEEEEESEEEEEEEESEEEEEEEEEEEEEEENEE
EEEEEN,

We suggest no edits.

Data protection
We suggest no edits.
Value added tax

We make clear that the contractorisself EEEEEEEEEEEEEEEEEER
EEEEEEEEN EEEE’EEEEEEEEEENEEEEEEEEEEEEN

HEEEEEEEEEEE EEEEEEEEEEEEEEEEEEEEEEEEERm

EEEEEN,.

ClentSEaEEEEEEEEEEEEEEEEEEEEEEEEEEEENENN,
Miscellaneous matters

A number of special points. We have identified each of these as important m m
EEEEEEEEEN EESSEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEN EEEESEEEESEEEEEENEN EENEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEN EEESEEEEEEENEENEEENEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEHR
EEEENE,

End of notes
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