Internet communication
Unless you instruct us otherwise we may, where appropriate, communicate with you and with third
parties (specifically HMRC) via email or by other electronic means. However, internet communications
are capable of data corruption and therefore we do not accept any responsibility for changes made to
such communications after their despatch. It may therefore be inappropriate to rely on advice contained
in an e-mail without obtaining written confirmation of it. We do not accept responsibility for any errors
or problems that may arise through the use of internet communication and all risks connected with
sending commercially sensitive information relating to your business are borne by you. If you do not
agree to accept this risk, you should notify us in writing that e-mail is not an acceptable means of
communication. We will never change our bank details without confirming this to you by posted letter.
Any emailed or telephoned communications appearing to be from us which are not confirmed by post
are fake and we accept no liability for any loss caused to you through accepting such communications
as genuine. Similarly always give us by hand details of your bank account.
It is the responsibility of the recipient to carry out a virus check on any attachments received.

Data Protection
To enable us to discharge the services agreed under our engagement, and for other related purposes
including updating and enhancing client records, analysis for management purposes and statutory
returns, crime prevention and legal and regulatory compliance, we may obtain, use, process and
disclose personal data about you / your business / company / partnership / its officers and employees
and shareholders. We confirm when processing data on your behalf that we will comply with the relevant
provisions of applicable data protection legislation. You will also ensure that any disclosure of personal
data to us complies with such legislation. If you supply us with any personal data or confidential
information you shall ensure you have full informed consent to pass it to us and will fully indemnify and
hold us harmless if you do not have such consent and that causes us loss. If you are supplying us with
personal data on the basis of a power of attorney for anyone you must produce to us an original or
certified copy of the power of attorney on demand.
Applicable data protection regulation places express obligations on you as a data controller where we
as a data processor undertake the processing of personal data on your behalf. An example would be
where we operate a payroll service for you. We therefore confirm that we will at all times use our
reasonable endeavours to comply with the requirements of applicable data protection regulation when
processing data on your behalf. In particular we confirm that we have adequate security measures in
place and that we will aim to comply with any obligations equivalent to those placed on you as a data
controller.
We will notify you within 10 working days if an individual asks for copies of their personal data, makes
a complaint about the processing of personal data or serves a notice from a relevant data protection
authority. You and we will consult and cooperate with each other when responding to any such request,
complaint or notice. If an individual whose data you have supplied to us or which we are processing on
your behalf asks us to remove or cease processing that data we shall be entitled to do so where required
to by law.
We may export personal data you supply to us outside the EU/EEA/UK for the purposes of storage and
data processing. We will ensure all such data export is compliant with relevant data protection
legislation. You consent to such data export. Where cloud based services are to be used you may be
subject to our cloud services terms and conditions.
We will answer your reasonable enquiries to enable you to monitor compliance with this clause.

