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Red Office Terms and Conditions Efrective 1% January 2010

Customer Care

Our primary focus is to provide a professional MYOB consultancy and book-keeping service to our clients. We stand 100%
behind our consultants who receive ongoing training to ensure their knowledge is always up-to-date. Should you have any
concerns over our service please call the office immediately as we value open communication and we are committed to
continuous improvement.

Confidentiality

At the Red Office we understand that confidentiality is a primary concern for clients. Our entire team will hold any
information disclosed at any time of our service permanently confidential. We will only discuss or pass on information at our
clients request to such parties as legal or accounting council.

Payment Terms
The Red Office will invoice at the end of each week, and payment is due within 7days of each invoice. All accounts must be
current for continued support.

Software
Should we provide software the ownership of the software shall not pass onto you until the software is paid in full.

Rates

Transaction entry book-keeping assistance onsite is $48.00 p/hour + GST. (minimum 3hour appointment charge)
Transaction entry book-keeping assistance offsite is $46.50 p/hour + GST.

Each onsite visit draws a consultant travel charge of $30.

Consultancy work is charged at $110 p/hour + gst. Half day onsite is $285 +gst and a full day is $570+gst.

All disbursements will be on-charged at cost.

Remote support is charged as per details on RO website at time of call.

Guarantee
Should you feel that in any respect the work that has been provided to you does not meet your expectations please notify
the office within 14days of invoice to discuss a refund.

Disclaimer

While care and attention is given to the accuracy and correct entry of information, The Red Office cannot be held responsible
for any errors or omissions drawn from use of the prepared accounts information. MYOB set-ups are completed on request
of a client and are limited only by the information provided by the client. The setting up of any file does not include
verification of any information provided. The Red Office is not responsible for any computer failures, maintenance of
computers or loss of data files.

Cancellation of Training appointments
Notice of no less than 24hours is required for cancellation of training / onsite consultancy appointments.  Appointments
cancelled under 24 hours will attract a fee of $50.

Termination of Book-keeping Services

Termination of services must be provided by either party in writing with 2 weeks notice. Clients understand that Consultants
of the Red Office are prohibited in any capacity for providing services directly or indirectly to the client or their
suppliers/clients for a minimum period of 6months following conclusion of this agreement by either party. Should a
consultant be approached to work for the client within 6months of the contract finishing the client agrees to notify the Red
Office immediately and a fee of $2500 + GST will be payable.

Thank you for choosing the Red Office for your MYOB accounting requirements.
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