SERVICE LEVEL AGREEMENT
For the provision of employment contracts and employee handbooks between ABC Accountants and [Insert Client]

Produced By: ABC Accountants.

Contact:

The details of this proposal and the information it contains are to be treated as confidential and may not be disclosed to anyone other than the recipient’s employees, officers and agents for the purpose of evaluation. 

1. Agreement Overview
This agreement represents a Service Level Agreement (SLA or Agreement) between ABC Accountants and [insert client name], hereafter known as the client, for the purpose of the provision of contracts of employment and employee handbooks. 
This Agreement remains valid until superseded by a revised agreement mutually endorsed by the stakeholders.

This Agreement outlines the parameters of the services covered as they are mutually understood by the stakeholders. This Agreement does not supersede current processes and procedures unless explicitly stated herein.

2. Stakeholders

The following service provider and client will be used as the basis of the Agreement and represent the primary stakeholders associated with this SLA:

Service Provider: ABC Accountants.
Client:



3. Duration
This Agreement will run for a period of 12 months from the date of signature and will be renewable under the payment terms set out in section 4.4. 
4. Service Agreement
4.1 Service Scope
This Agreement is for the provision of employment contracts and employee handbooks to the client by the service provider. The service provider will compile employee contracts and employee handbooks from the information provided by the client, in accordance with all relevant employment legislation.
4.2 Service Provider’s responsibilities: 
The following service parameters are the responsibility of the service provider in the ongoing support of the Agreement.

· Will provide contracts of employment as requested by the client.

· Will provide the client with an employee handbook.
· Will manage the contracts of employment and inform the client if temporary contracts are due to terminate.

· Will keep the client informed of any changes, additions and further options for the contracts and handbooks that may be applicable to the client.
4.3 Client Responsibilities:
The following are the responsibilities of the client in the ongoing support of the Agreement.    

· Completing the checklist provided by the provider, listing the employees and detailing the individual terms and conditions.
· Informing the provider when contracts and handbooks have been signed.

· Informing the provider when new employees are starting or when employees are starting a new role within the client’s organisation.

· Informing the provider when an employee leaves the client.

· Informing the provider of any changes in the policies and/or practices in the client’s organisation that may change the terms and conditions of employment for the employees.
· Reading the contracts of employment and employee handbook to ensure that they are satisfied with the content.
· Organising the translation of documents into another language, or the explanation of documents in another language for employees who may not understand the content in English.

· Paying all support service costs at the agreed times. 

4.4 Payment:

· The Client will pay the Service Provider a minimum of €195 to provide this service for each 12 month period of this Agreement.  As part of this the Service Provider will provide the Client with 4 contracts of employment and an employee handbook, together with handbooks updated for legislative and best practice changes as they occur. 
· The Client will pay the Service Provider.  €48.75 for each additional contract of employment provided.
4.5 Process:
1. The Client will receive a sample employee handbook and should complete the employee handbook checklist and return to the Service Provider along with the details of the employees who require contracts of employment and individual employee contract checklists as necessary.
2. On receipt of the employee handbook checklist, the Service Provider will provide The Client with an employee handbook. The Client should review and approve the content of same.
3. On receipt of the employee contract checklists, the Service Provider will provide The Client with the contracts of employment required. These should be reviewed and approved by The Client.
4. The Client will inform the Service Provider when contract s and handbooks have been distributed and signed and this will be recorded.

5. The Service Provider will inform The Client one month in advance of temporary contracts coming to an end. 

6. The Client will inform the Service Provider of any changes in work practices, policies and procedures that may affect employees’ terms and conditions of employment in order to ascertain if updated contracts or handbooks are required.   
4.6 Service Assumptions
Assumptions related to in-scope services include

· This SLA applies to the provision of employment contracts and employee handbooks. It does not include the provision of human resource management advice. 

· The specific company and employee related information contained in the contracts and handbooks is reliable and correct insofar as the information supplied to the service provider by the client in the checklists is reliable and correct.

5. Service Management 
· Contracts of employment will be provided within 3 working days of receipt of the completed checklists.

· An employee handbook will be provided within 5 working days of receipt of the completed checklist.

· Delivery of contracts and handbook will be by means of password protected email attachment (unless otherwise agreed)

· Telephone support  is available from 9.00am to 5.30pm Monday – Friday
· E-Mail support monitored 9.00am to 5.30pm Monday to Friday. E-Mails received outside of office hours will be collected, however no action can be guaranteed until the next working day.
___________________________________________________________________________
We agree to the terms of this Service Level Agreement.

______________________________________



________________

(On behalf of ABC Accountants)





Date

______________________________________



________________

(On behalf of insert client name)




Date

