
 
   

 
 
 
 

  
  

 
SECRETARIAL SERVICES TERMS AND CONDITIONS (1 DECEMBER 2007)  

 

1.  DEFINITIONS  

 

In these terms and conditions the following words have the meanings given: -  

 

JNK means AtDeganwy Ltd T/A JNK Services, JNK Hosting, JNK Design, JNK Computer 
Services , JNK Secretarial Services, Registered in Wales, Registration:  6112562 Registered 
Office: Bethel, 26 Tan y Fron, Deganwy, Conwy, Ll31 9YN or any such other business JNK may 
appoint as sub-contractor to provide the Services to the Customer and shall be referred to in 
these terms and conditions as JNK. 

 
Business Day means any day other than a Saturday, Sunday or a public or bank holiday in 

England, Wales, Scotland or Northern Ireland; between 9:00am and 6:00pm . 
 

Customer means the person, firm or company ordering services. 

 
Contract  means a contract for the purchase by the Customer of Services from JNK 

incorporating these terms and conditions and arising from the acceptance by JNK of an 
Order. 

 

Order  means any written, electronic or telephone order for Services, received by JNK from 

the Customer 

 

Price means the price payable for the Products or Services as specified in the Purchase Order 
and payable in accordance with the terms of this Agreement . 

 
  



 
   

 
 
 
 

  
  

 
2.  ACCEPTANCE OF YOUR ORDER 

 

2.1. All orders are subject to acceptance by JNK.  An order will only be deemed accepted by JNK 

once you have received email or written confirmation to this effect.  

 

3.  CONFIDENTIALITY  

 

3.1. All information received by JNK in voice file format, orally, written or other shall be treated 

as confidential.  Such information will not be used for any purpose other than that agreed 

between JNK and the client.  Furthermore, this information will not be disclosed to a third 

party unless written instruction to this effect has been received from the client.  

 

4.  VIRUSES 

 

4.1. JNK will take precautions to minimise the risk of transmitting software viruses, but 

recommend that you carry out your own checks to limit your risks in this regard. We ca nnot 

accept any liability for any loss or damage as a result of software viruses resulting from any 

emails sent by us. 

 

5.  DATA LOSS 

 

5.1. JNK Computers Services will not be held liable for data loss howsoever caused.  It is the 

responsibility of the Customer to ensure that they have made sufficient backups of their data 

to minimise the risk of data loss.  

 

6.  ACCURACY OF SERVICES 

 

6.1. Any typographical errors or omissions in the documentation produced by JNK shall be 

corrected free of charge, provided we are notified of a ny such amendments within 48 hours 

of the date of submission to the client or thereafter at the sole discretion of JNK. If no 

notification of error or omissions is received by JNK from the client, then the work shall be 

deemed to have been accepted as accurate & complete.   

 

6.2. JNK will make every effort to accurately transcribe all dictated material provided by the 

client.  Where dictated material provided by the client is unclear, JNK will highlight in the 

text provided where such instances occur. 

 

6.3. If JNK deems a significant proportion of an audio recording to be of poor quality, we reserve 

the right to charge for the additional time required for transcription.  In this event, the client 

will be advised of the increased cost as soon as reasonably possible. 

  



 
   

 
 
 
 

  
  

 
7.  PAYMENT 

 

7.1. The customer agrees that payment for services is non-refundable. 

 

7.2. JNK does not offer any credit terms.  

 

7.3. The Customer will pay for any Services on a "cash with order" basis in which case the 

Customer should allow at least three (3) Business Days for the payment to be credited to 

JNK account. JNK reserves the right not to release any Products or provide any Services until 

all such payments are cleared and credited to JNK bank account.  

 

7.4. If payment is not received JNK may:  

(1) Charge the Customer interest on any overdue amount (on a daily basis) f rom the due 

date of payment to the date of actual payment (both dates inclusive) at the rate of four (4) 

per cent per annum above the Lloyds TSB Bank plc Base Rate for the time being in force. 

 

7.5. All payments made by the Customer to JNK shall be in pound sterling in immediately 

available funds free and clear of any right of set off or counter claim or any withholding or 

deduction whatsoever.  

 

7.6. The customer agrees to make all payments due under this contract irrespective of any 

dispute or claim the Customer may have with or against any third party.  

 

8. CANCELLATION POLICY  

 

8.1. JNK reserves the right to charge for any time already spent working on a document if a 

client wishes to cancel after the work order has been placed.  Notice of cancellation must be 

given in writing (email is acceptable).  

 

9. VARIATIONS  

 
9.1. JNK reserves the right t o modify these terms and conditions. Any such modification will apply 

on the effective date specified in the said notice to all services and products provided by 

JNK. 

 

10. Law  

 

10.1. All Contracts shall be governed by, and construed in accordance with, English law 

and the parties submit to the exclusive jurisdiction of the English courts.  

 

  



 
   

 
 
 
 

  
  

 
11. Waiver  

 

11.1. The waiver by either party of a breach or default of any of the provisions on this 

Agreement by either party shall not be construed as a waiver of any succeeding breach of 

the same or other provisions, nor shall any delay or omission on the part of either party to 

exercise or avail itself of any right, power or privilege that it has, or may have hereunder 

operates as a waiver of any breach or default by either party.  

 


