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Records Management

Terms & Conditions

1. Definitions
11 The following words and expressions have the following meanings, unless
they are inconsistent with the context:

(@)  “Agreement”’meansthe contract made betweenyou and usforthe provision
of the services to which these terms apply;

(b)  “ScheduleofCharges”isapartofthe agreementand specifiesthe charges
relating to the agreement;

(c)  “ArchiveorArchives”meansstandard storage formats provided by usforthe
storage ofyourrecords. The particular Archives chosenbyyou willbe setout
in the Agreement and we reserve the right to insist upon particular
specifications of Archives to be used inthis Agreementin our professional
opinion and absolutediscretion;

(d)  “StorageUnit”(SU)referstothetype ofarchive beingstored: C1sized box,
C2sizedbox,customsizedbox, file,media, furniture, bay orotheras
specified;

(e)  “AllocationLevel’meansthe agreed quantity ofarchivesforeach Storage
Unit as specified inthe agreement;

(f) “Date Specified” means the date specified inthe Agreement;

(@  “Agreed Term”meanstheinitial duration ofthe agreementas specifiedin
the Agreement, or any such extension tothe initial term as allowed forin
these terms;

(h) “Records” means papers, files, documents and magnetic tapes or any other
record or material of any information in any formincluding digital;

(0] “Premises”meansthe place orplaceswhere Workistobe performedand
shallinclude alllifts, staircases, and fixtures and fittings;

0 “Work” meansthe removal, transportation, lifting, handling, or storage ofthe
Records and to any other services rendered to you by us;

(k) “PermanentWithdrawal” meanstheremoval ofanArchive or Archivesfrom
thedatabasewhereanongoing contractexistsforthe remainder ofthe
Archives being stored;

(0] “PermanentRemoval”’meanstheremovalofall Archivesfollowing
termination of theagreement;

(m) “We, our and us” means Paperflow Ltd company (registered in England
underco.no 1268438) and whose registered office is at 606
Rennaissance Walk, London, SE10 0QL and Paperflow Ltd trading as
SamStore;

() “You”meansthe customerorthe customer'semployee orany agentacting
on the customer’sbehalf.

2. Term

2.1. TheAgreementshallcommence fromthe laterof eitherthe Date Specified
inthe Agreement, orthe date the Records arefirst collected or delivered to us
forstorage asperthe storage dateregisteredinourdatabase. The agreement
shallrunforthe period as specified in the Agreed Termin the Agreement, or
if not specified for a period of one year.

3. Rates

31 We will provide all necessary services for collecting and receiving the Records
into our Premises, including storage, handling and delivery toyou or to your
designatedagent, atagreedrates orinaccordance withthe Schedule of
Charges which will be subjecttoamendment from time totime.

3.2. The charges for work differ between Standard and Deep Storage. Charges will
varydependingonwhetherthe Archivesare storedin Standard or Deep
Storage.

33 Cessation charges will be due uponthe Permanent Removal of all of your
Archives.UponPermanent Removal cessationcharges then standing will
apply.

34.  Allpayments are dueinadvance whetherfor specific work or for storage. We
reservetherightnotto carry out the service agreed if the required costhas not
been paid by you. Awaiver of this requirement on any particular
occasiondoesnotamounttoavariation ofthe contractandwe reserve the
righttoinsistuponthis requirementinrespect of other Work requested by you.

3.5.  Uponreceiptofyour Archives,itmay be necessary for ustore-box your
materials into our standard size boxes and/or to re-label Archives in accordance
with our system requirements. We reserve the rightto do this at our
discretion and in accordance with our business practices and general
experience. Youwill be notified of any charges before the workis undertaken
butthe work cannot be undertaken until the paymentis made.

3.6.  Wereservetherighttoraise our prices and we will notify you accordingly. If
we raise our prices by more than 10%in a 12 month period then you have the
righttoterminate thisagreement. See paragraph 10.5. Ifwritten notice
ofterminationis notreceived within one month of the date of notification
youshallbe deemedto have accepted the increased rates with effectfrom the
date ofthe notification and youshall be liable forthe increased charges
accordingly.

3.7.  Thecharges as specified in the Schedule of Charges inthe Agreement are
agreed by us based upon the expectation that storage volumes will not
decrease appreciably duringthe Agreed Term ofthe Agreement.

Ifthe quantity of Archives storedis reduced toless than 75 percent of the
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Allocation Level as specifiedinthe agreement, we may at our discretion
charge aminimum storage rate based on a storage quantity equal to 75
percent ofthe Allocation Level as specified inthe agreement or, provide
written notice of a change to the Schedule of Charges.

38. Theallocationlevel may beincreased duringthe Agreed Term effective from
the nextbilling cycle by notifying usinwriting oftheincreasedallocation
levelrequired. Therequested allocationlevelisnotconsidered effective until
acknowledged by us and may be subjectto anadministration charge and/or
renewal ofthe Agreement.

3.9. Charges forthe storage of archives may be made based onthe Allocation
Level specifiedinthe agreement, orthe actual quantity registered atthetime
of billing, as specified in the Schedule of Charges.

Charges for the storage of archives are made quarterly in advance.
Any newarchivesreceived during the quarter will be invoiced for storage ata
pro-ratarate fortheremainder ofthe currentquarter onamonthly basis.

3.10. Intheeventthe quantity ofarchives stored exceeds the Allocation Level fora
particular Storage Unit, thenthe excess quantity of archives willbe charged at
the Excess Storage Rate as specified inthe Schedule of Charges.
Forbilling purposes, storage charges are calculated, asapplicable, inthe
following sequence: excess storage charges, shallow storage charges, deep
storage charges.

4. Use of electronic systems

41.  Anyaccess details supplied toyou,including username and password, are
confidential and personal to you and it is your responsibility to keep them
safeguarded.

4.2. Inthe eventyou suspectthatan unauthorised third party is using your access
details without your consent you should notify us immediately.

43. Youshallberesponsibleforallchargesincurred throughthe use ofany
electronic systems, including internet facilities, when access is obtained
throughthe use ofyour access details, save forchargesincurred asaresultof
unauthorised third party use after we have been notified.

5. Scope forwork

5.1 Unless otherwise agreed with us, our normal working hours shall be between
9.00a.m.and5.30 p.m. Mondays to Fridays excluding public holidays. Inthis
Agreement we describe these working hours as Business Days. Standard
retrieval of records shall be carried outby us nolater than close of business the
nextBusiness Day following yourrequest. Anurgentretrieval shallbe carried
outatatime agreed between both parties. Urgentretrievals shall be subject
to specifically agreed rates which must be agreed before any work is
undertaken, unless specified in the Schedule of Charges.

6. Inventories

6.1. Allinventories supplied by us shall be deemed correct and complete unless
you notify us of any queries within 7 Business Days of our having sentthe
inventory toyou.

6.2.  Weshallnotbe liable foranyloss ordamage arising directly orindirectly in
respectofanydiscrepancy, errororomissionfrominventories supplied by us
andinthe eventofadiscrepancy, errororomissionyoumustnotify usin
writing statingthe nature ofthe discrepancy, errororomissionwithin 7
Business Days of our posting the inventory toyou.

6.3. We shall produce a condition reportregarding the nature or the quality of the
Recordsatthetime ofdelivery orcollection. Allconditionreports shall be
deemed accurate if you are not present at the time of delivery or collection.
Any dispute must be noted onthe conditionreport by you atthe time of
delivery and collection.

7. Status
7.1 We are notacommon carrier and nor do we hold ourselves outas acommon
carrier, nor do we contract as such.

8. Ownership

8.1. You represent and warrant by entering into this Agreement that:

(@) youarethe ownerorthe authorised agentofthe owner ofthe Records and;

(b) you enterinto this Agreement as the owner of the Records orthe
authorisation agent of the owner of the Records

8.2. Inthe eventyoubecome aware of any third party interestinthe Records you
agree to notify us in writing immediately.

83.  Acharge willbelevied forthe changing or replacementof any Archive.

9. Quotations

9.1. We may provide a quotation on request and the Quotation willremain valid
for30daysfromthe date ofissue providedthatthe Workiscommenced
within those 30 days.

9.2. e may amend our Quotation if: ) ) .

(g) X\l/e Qutytatlon isnot agceptet?we may provide you withanew quotation; or

(b) you ask us to carry out other work, inwhich case we may provide youwith a
further Quotation; or

(c)  youaskustocollectorstore additional Records orto carry out additional

workin connection with the original quotation. In such circumstances you
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mustinform us as soonas possible after receipt ofthe Quotation sothatwe
cannotifyyouoftheadditional charge. Inthe eventyouinformusonthe
day of collection, the additional Records will be collected and the additional
workwillbe carried outonthe same day andwe will notify youforthwith of
the additional charge;or

the quotationis unsuitable due to a change inthe amount, type and/or nature
of the Records to be stored or if you change part or all of your records
between shallow storage or deep storage; or

additional resources or services are required because of unforeseen access
difficulties orasaresultof compliance with healthand safety requirements.
Anyadditionalresources orservices willnotbe provided untilafurther
quotation has been agreed with us; or

thereis adelay, interruption, or postponement of the Work or any part of it
due to circumstances outside our control; or

yourequire inspection facilities whilstthe Records are in store; or

the Workis carried outoutside ournormal business hours atyourrequest,
unless agreed by us inwriting before the date ofthe Quotation; or

our overheads or operating costs are increased as aresult ofincreased taxes
(directorindirect), road or othertolls (except parking penalties), increased
fuel costs, or similar circumstances beyond our control or

We agreeinwritingtoincrease the limits ofliability setoutin clauses (14).

10. Termination

10.1.

10.2.

10.6.

You may terminate this Agreement by giving us notless than 90 day’s written
notice, to terminate either on the expiry of the Agreed Term effective from the
Date Specified inthe Agreement or, if no date is specified in the Agreement,
onthe anniversary of the first collection or delivery of Archives to our
premises. Any space which continuestobe occupied during or afterthe notice
period will be charged foratalevel notinexcess of the Excess Storage Rate
specifiedinthe Schedule of Charges. Inthe eventthat no notice is received
onany ofthe dates mentioned above thenthe contractis deemed to have
automatically beenrenewed for afurther twelve month period.

Either party may terminate this Agreementimmediately upon giving notice
inwriting to the other if either party becomes insolvent, makes a general
assignmentfor the benefit ofits creditors, suffers or permits the appointment
ofareceiver oradministrator, becomes subjectto any proceedings under
any bankruptcy orinsolvency law, whether domestic or foreign, oris

wound up orliquidated.

Upontermination of the agreement you will be liable for costs incurred for
PermanentRemoval of all your property atthe currentrate then standing.
On termination the following provisions shall apply:

we shall nolonger be obligedto fulfilany obligation hereunder and shall not
be obliged to refund you any payment made to us;
alloutstandinginvoices, subscriptionchargesandanyinvoicesraised or
subscription charges due after terminationin relation to the Work post or
prior to termination shall be paid forthwith;

Youshallremove allyour Records or any partthereof fromacollection point
designated by us. We willprovide aschedule for collection ofyour Records.
We willcontinue tolevy storage charges until the Records are removed,;

Allor any liability we may have shall cease upontermination ofthe
agreement.

Inaccordance with paragraph 3.6, ifweincrease our prices by more than 10%
inany 12monthperiod, thenyouhave arightwithinone month ofreceiving
notification ofthe priceincrease toterminate this Agreement. You must
terminateitinaccordancewiththis clause and give notlessthan3months
written notice. Your existing charges will remain in place for the remainder
of the contract. All other terms and conditions will continue to apply.
Shouldthelevel ofarchives physicallyremainingin storage fallbelow 30% of
the Allocation Level, then We have the right toterminate the agreementwith
You. Chargesfortheterminationofthe agreementshallbecomedueas
specified under clause 10.

11. Routes and method

11,
@

11.2.

You agree that we may:

Interchange the Records between vehicles and warehouses or other premises
from time totime;

Selecttheroute, means, andlocation bywhichthe Recordsshall be carried or
stored;

Employ sub-contractors and if we subcontract any of the Work any
subcontractor shall be athird party to this agreement within the meaning of
the Contracts (Rights of Third Parties) Act 1999;

Be free to pack, re-pack or rearrange your Records at your expense, upon
your prior writtenagreement.

Request a requirement for a suitable loading/unloading area or adequate
parking for vehicle. Any costs incurred by usincluding but notlimited to
parkingticketsincurred as aresult ofinadequate loading/unloading or
parking facilities shall be paid by the Customer unless prior alternative
arrangements have been made with us in writing.

You warrantto us that:
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Staircases, doorways, windows and lifts atyour premises and the means of
entry to and exit there from may each be used to permit the work to be done
and shall be free from obstruction;

There are suitable and practicable road and approaches free from any
obstruction for the Company vehicles;

The Work can be done without interruption.

12. Hazardous records

12.1.

Youagree nottosubmitforremoval orstorage anything, whichisdangerous,
damagingorexplosive, oranything, includingfood, likely toencourage
vermin orpests. Youwillindemnify usagainstall claims made andfor loss or
damage thatwe or someone else may sufferthrough the presence of such
itemsorsubstancesamongstyour Records. We may, returnthe sameitem or
substanceorany partofittoyouifwe decide thattheitemorsubstanceis
unsuitableforstorage andyouwillindemnify usforall chargesincluding
retrieval of the Archive and returnto you. We shall be under no further liability
toyouin respect of the Records returned.

13. Delays

13.1.

132.

We willuse allreasonable endeavours to performthe Work withinanagreed
time. We shallnotbe liable foranyloss ordamage (whether direct orindirect
or of aconsequential nature) resulting from our failure to perform the Work
withinanagreedtime. Further, we shall notbeliable forany delaysinrespect
of circumstances outside our control which shallinclude, without limitation,
accidentsto or breakdowns of vehicles, machinery, orlifts, adverse weather
conditions, labour disputes, the effect of parking, waiting, loading or
unloading regulations or restrictions or the act or omission of a
telecommunications operator or internet service provider.

Ifwe aredelayedin completingthe Work as aresult of circumstances beyond
our control you agree to grant an extension of time to allow us sufficienttime
inwhichtocompletethe Work. Youagree topay any additional charges
incurredtocompletethe Workasaresultofdelay or postponementofthe
Work.

14. Limitation ofliability

141
@
()

142

14.3.

Unless otherwise agreed withusinwritingin advance orasstatedinthis
Agreement, if we are negligent or in breach of contract:

we will pay youthe salvage value of the Records toa maximum value of
£20.00 per tonne or proportionate part thereof; or
ahigherlimitofliability agreedwithyouinwritingpriortothe Work
commencing.

Ourliability inrespect of damage to premises shall be limited to £200 per
premises or a higher limit of liability agreed between both parties, in writing
before the Work commences.

Neither party shall be held liable forindirect, incidental, punitive or
consequential damage under this agreement.

15. Exclusions of liability

15.1.

=

G

=

Exceptinrespectofdeath and personalinjury caused by our negligence oras
expressly providedintheseterms, we shallnotbeliable toyou oranythird
party byreason ofany representation (unlessfraudulent), oranyimplied
warranty, conditionor otherterm, orany duty atcommonlaw, orunderthe
expresstermsofthis Agreementor otherwise, foranyloss of profitorany
indirect, special or consequential loss, damage, costs, expenses or other claims
(whether caused by ournegligence orthe negligence of our servants oragents
or otherwise) which arise out of a connection with the Work including without
limitation:

fire; or

theaccidental erasure of computerorword processor dataand/or similar
information stored on tapes, disks and the like; or

Records that are packed or unpacked by you, your employees or others; or
Recordsthatareremoved fromordelivered to unattended or unoccupied
premises or where there are third parties present; or

damage caused by vermin, moth or other infestation; or

loss ordamage or delays caused by terroristaction, war, invasion, acts of
foreignenemies, hostilities (whetherwaris declared ornot), civilwar,
rebellion. Insurrection or military coup, wear or tear, gradual deterioration,
leakage ordeficiency ofarticles ofaperishable orleaky nature, acts of
telecommunications operators or internet service providers, acts of God, or
any other circumstances beyond our control; or

breach of confidentiality howsoever caused; or

the handing over by us of any Records to authorised Officers of the Law or of
the Courts; or

Instructions supplied by you which are incomplete, incorrect, inaccurate,
ambiguous, illegible, out of sequence inthe wrong form or arising from their
latearrival ornon-arrival. Please notethatwereservetherightnottoact
uponanyinstructionunless we are satisfied whatis being required ofus. Any
delay caused by clarifying or checkinginstructions is also excluded by this
clause; or

The interruption or cessation of any electronic systems;

Ver 1.4



SaAMStore

Records Management

Terms & Conditions

k) anyerroronthe partof aperson authorised by you to collect or select the
Records to be collected or delivered.

15.2.  Itis your responsibility to:

) obtainfire or other insurance to cover your Records against fire or such other
risk as you consider to be appropriate bearing in mind the nature and value of
your Records;

) backupall electronic dataon appropriate mediaand (if you decide itis
necessary) make alternative transport or storage arrangements for such
electronic data.

=

=

16. Time limit for claims

16.1.  Thefollowingclaimsinrespect of specificloss ordamage must be notified to
us in writing within the respective time limits.

a)  Ifyoubelieveyour Records arelostordamaged you must notify usin writing
within 14 days of the due date for delivery of the Records;

b)  Ifyour Records are removed from our premises by you or athird party acting
onyour behalfanyloss or damage must be recorded at the time the Records
are checked against the inventory;

¢) Intheeventyouallege we have damaged your premises you mustnotify us at
thetime ofthe alleged damage by recordingitonthe delivery or collection
sheetatthe time your Records are delivered or collected.

16.2.  Alternative time limits may be agreed inwriting with us prior tothe

commencement ofthe Work.

16.3.  Whereitisallegedthat Records are damaged orincomplete, you mustretain
theRecordsasreceivedbyyouforaperiodnotlessthan7businessdays after
we have received your notificationin writing alleging damage orloss. We will
contactyouimmediately uponreceiptofa claimtonotify youthatwe are
aware ofit. Youagreetoallow us accesstothe Records onamutually
convenientdate within the 7 business day period to enable us toinspectthe
Records ourselvestoascertainthe nature and extent of your claim.

17. Withholding payment
17.1.  Youagree nottowithhold paymentonthe grounds thatyou have aclaim
against us or at all.

18. Charges and payment

18.1.  Subjecttoany specialterms agreedinwritingwith us, all charges for
collectionand/orreceivingthe Recordsinto store orservices undertaken shall
beinaccordancewiththe currentschedule ofcharges atthe date ofthe
relevantinvoice.

18.2.  Thestorage charges are due quarterly and are payable in advance, the first
paymentoncommencement of the Agreementand thereafterthe charges for
eachsuccessive quarter shallbe payable inadvance ofthat quarter. Storage
chargesforaperiodlessthanaquartershallaccrue onaweekly basis or
part thereof.

18.3.  Unless otherwise stated, all other charges are due monthly and payable
immediately.

184.  Wereservetherighttochange ourterms of payment as set out above and
may evenrequire paymentinadvance whether by nature of the contract or
theworkin ourreasonable opinionjustifiesrequiring paymentinadvance.

185.  Wereserve therighttocharge interest at 4% per annum above the base rate
of HSBC Bank plc fromtime totime inforce onany late or overdue payments.

19. Lien

19.1.  Ifyoufailto make apaymentwhenitbecomes due we shall have the rightto
retainyour Records untilpaymentis made andto claim fromyouforthe
resultantcosts and expenses of storing orremoving the Records. We willnot
releaseyour Records untilalllate or overdue charges are paidinfull.

20. Power ofsale

20.1.  Intheeventthat paymentforstorage is more than 12 weeks overdue we shall
issue anotice inwriting requiring you to pay all debts and collect all Records
fromus atacollection pointdesignated by us within 30 days ofthe said
notice.

20.2.  Ifyoufailtoremove the Records we may sell or otherwise dispose of all or part
ofthem without further notice. The proceeds of sale shall be credited to your
storage accountor againstany other payments due tous. The balance willbe
paid toyou withoutinterest within 14 days ofthe sale of the Records. You will
beresponsible forany costsincurred by usinselling or disposing of the
Records. Ifwe electtosell or dispose of partofthe Records, we reserve the
rightto continueto charge storage onany Records remainingin store.

21. Storage — additionalconditions

21.1.  Nothing containedinthis Agreementrequires ustoallocate any particular
space in our premises for the storage of the Records.

21.2.  Youwill provide us withan address towhich allcommunications are to be
sentand you will keep us advised of any change of address.

21.3.  Anypersonauthorised by youeithertoaccess ortocollectthe Records orany
part of them shall produce, upon request, proof of their identity and a signed
requisition (the requisitiontobeinaform agreed withus) specifying the
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Recordstobe collected. Therequisitionmustbe signed by one ofyour
authorised employees or agents.

214, Onreceiptofthe appropriate requisition we shall prepare aninventory of the
Recordsrequired. Therecipientshall signtheinventory and shallkeep one
copyasareceipt. The Customerisresponsible forensuringthatthe recipient
passes on the inventory to the relevant person.

215, Youwarrantthatthe Records specified inthe requisition for collection or
delivery are correct.

21.6.  Weshallnotbeliableforanyloss, damage orinconvenience, including
indirectorconsequentiallossesarisingdirectly outofanydiscrepancy or
error of omission contained with the requisition or inventory.

21.7.  Anynotice, demand or othercommunicationsenttoyouincluding any
inventory shallbeinwriting andinthe Englishlanguage and shallbe deemed
tohave beenserved and received the day after posting if sent by first class
pre-paid posttothe addressregisteredin accordance with clause 21(b) or, if
noaddressis provided, the lastaddress from whichyou communicated with us.

218.  Ifanyprovisionofthesetermsis held by any court or other competent
authority to be invalid or unenforceable in whole or in part, the validity of the
other provisions of these terms and the remainder of the provision in
question shall not be affected.

21.9.  These terms constitute the entire agreement between the parties, supersede
any previous agreement or understanding and may not be varied exceptin
writing betweenthe parties. All otherterms, express orimplied by statute or
otherwise, are excluded to the fullest extent permitted by law.

22. Monitoring
22.1.  Telephone calls and email messages are recorded.

23. lurisdiction and applicable law
23.1.  EnglishLawshallapplytothis Agreement, andthe parties agree to submitto
the jurisdiction of the English Courts.
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