Better Business Basics

Privacy Statement

Our Commitment

Better Business Basics (BBB) is committed to maintaining the privacy and confidentiality of personal and
business information. We understand and appreciate that you are concerned about the privacy of
information that we may hold about you. This privacy statement outlines our policy on how we manage the
information we collect, what sort of information we hold, for what purposes we collect, hold, use and disclose
that information.

Collection of Information

To enable BBB to perform effectively any engaged services we may provide, we need to obtain and hold
information about your business. The information we collect and hold will only be to the extent that it is
required to carry out the engaged services and will be collected in a fair and lawful way. This may include,
but is not limited to:

e Business name and contact details

¢ Name and contact details of business employees, associates &/or representatives
e Business Australian Business Numbers and Tax File Numbers

e Business bank account details (excluding passwords)

e Information on business requirements and processes

e Information on business software solutions and access details

e Electronic accounting files and electronic or hard copy business documentation

You are not obliged to provide us with the information requested, although in that event we may not be able
to provide you with the engaged services.

If it is reasonable and practicable we will only collect information from you as the business representative.
Generally information will be collected when BBB personnel meet with you in person to discuss your
business requirements, when you provide BBB personnel with information over the telephone or in writing, or
in the course of BBB personnel carrying out the engaged services. BBB may need to collect information
about your business from third parties such as your accountant.

BBB will destroy or permanently de-identify information if we no longer need it for the purpose of carrying out
the engaged services.

Use and Disclosure of Information

The information that BBB collects will only be used and disclosed for the purposes of the engaged services.
Should BBB be required to disclose information to a third party, your expressed consent would first be
obtained.

In the course of the engaged services it may be necessary for us to disclose your business information to
others such as:

e The Australian Taxation Office
o Government departments (i.e. Centrelink, WorkCover, Revenue SA)
¢ Financial Institutions

e External Service Providers (including, but not limited to accountant, solicitor, financial
advisor/mentor)

¢ Government authorities and other organisations as required by law.
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Storage of Information

BBB generally stores information electronically. All our electronic storage is on a secure computer server
that meets industry standard security measures. BBB will see that all reasonable steps are taken to ensure
that the information that we hold is protected against unauthorised access, misuse, alteration, destruction
and loss. All electronic devices that hold or access electronic information are password protected from
unauthorised access. BBB personnel are required to adopt and adhere to his Privacy Statement as part of
their employment agreement with BBB.

Accessing Information

Where information is held by BBB about your business, access will be provided upon request in a form
reasonably suitable to the information held, except to the extent that;

e The request for access by the individual is frivolous or vexatious; or

e Providing access would unreasonably impact on the privacy of others; or

e Providing access would be unlawful; or

e Providing access would prejudice commercial negotiations between the individual and BBB.

If access is denied to an individual then written reasons will be provided outlining why access has been
denied.

To request access please contact us using the details below.

Correcting Information

BBB endeavours to take reasonable steps to ensure that the information that we collect, use or disclose is
accurate, complete and up-to-date. If you believe that any of the information that we hold is not accurate,
complete or up-to-date please contact us using the details below and provide us with evidence that it is not
accurate, complete and up-to-date.

If BBB agrees that the information requires correcting we will take reasonable steps to do so. If we do not
correct your information we will provide you with the reasons for not correcting your information.

Contacting Us About Privacy Issues

You can obtain further information on request about the way in which we manage the information that we
hold or you can raise any privacy issues with us by contacting us through the following methods:

Contact Person: Annie Flannagan

Email: annie@betterbusinessbasics.com.au
Telephone: 1300 991 059

Fax: (08) 8127 9538

Head Office Post: GPO Box 991, ADELAIDE SA 5001

Better Business Basics may modify this Privacy Statement at any time. This Privacy Statement was last
revised in May 2011.
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