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PAYROLL BUREAU SERVICE AGREEMENT

Employer’s name *
* This must be the name(s) of the person(s) who will be registered with HM Revenue and Customs as ‘The Employer’.

Employer’s full address







Post code

Telephone number

Email address

I/we have read the terms and conditions of this Service Agreement in full; 
I/we have understood these and agree to be bound by them.
Signed (Employer)





Date

Signed (Penderels Trust)





Date

If you are satisfied with this Service Agreement, please complete all the above details, sign and return it to us with your timesheets.  Thank you.

Our commitment to you

Penderels Trust Payroll Bureau will:

· provide you with a list of our current charges (where applicable) prior to you signing this contract;

· keep all relevant records in line with HM Revenue and Customs requirements, including on-line submission of End-Of-Year Returns;

· process all timesheets calculating tax and National Insurance in addition to any statutory payments e.g. sick pay, maternity pay, etc.;

· provide you with computerised pay slips to distribute to your staff;

· provide copy pay slips, if required, for a small additional charge;

· upon receipt of written/emailed instruction from you, make necessary deductions from an employee’s pay e.g. for overpaid annual leave, student loan deductions etc.;

· upon receipt of written/emailed instructions from you, make appropriate changes to rates of pay;

· Adhere to all requirements of the Data Protection Act 1998.
Your commitment to us

You will:

· provide us with all necessary information e.g. details of new employees, employees leaving, within the specified payroll processing dates;

· provide us with clear, legible and fully-completed timesheets/summary timesheets within the specified payroll processing dates;

· ensure all timesheets/summary timesheets are signed and dated, both by you, the employer, and your employee. (If you are unable to sign your timesheet, you must let us know as soon as possible and we will make alternative arrangements for you to authorise these.)
· notify us of any changes in contact details both for you and your staff;

· pay invoices for payroll services (where applicable) by the due date.

Penderels Trust Payroll Bureau reserves the right to:

· amend charges for payroll services, as required, with 30 days’ notice;

· withhold processing of timesheets that have not been authorised correctly;

· withhold processing of timesheets/summary timesheets if agreed charges for our services have not been met within 30 days of receipt of invoice for payment;

· recover, with agreement, any over-payments made to your staff in error;

· contact a relevant officer within the Local Authority if appropriate.
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