F-079 Payroll Service Level Agreement

Classification: Confidential

1. Retainer Services
11 Our professional Payroll services are flexible, cost effective and are driven by the business needs of the Company, which includes but not
limited to:

Payroll & HRIS (Supported)

Service Activities

LabourNet Responsibility

The Company Responsibility

Attendance

LabourNet will always opt to have off-site(online) attendance
first, should the matter or the company need on-site
attendance, this will be covered by the company’s hours as
indicated in the below section.

Although attendance is not included in the monthly retainer fees; Should
the company opt for On-site attendance, the company must be aware that
this will involve more hours being utilised from their annual service cover.

The company will ensure there are no outstanding retainer fees or
invoices and will be made aware should the attendance be out of their
agreed service hours

Initial Meeting &
Assessment

LabourNet will conduct an online business assessment to
assess the scope of the work and determine timeframes.
Should the scope of work not fall within predetermined
framework a fit for purpose product will be proposed.

The Company will provide LabourNet with the necessary information in a

mutually agreed electronic format and ensure all information is accurate.

The Company will ensure the timeframes are agreed upon as per project
plan signed off.

Implementation &
Parallel Runs

LabourNet will implement the a basic payroll system
according to the Company’s provided business rules.
LabourNet will provide parallel runs to ensure the payroll
runs are legislatively aligned and discrepancies highlighted
where needed. Standard implementation will compromise of

the following limited to the software capabilities
Basic Payroll / Legislative setup
BCEA Leave setup
Employee non-financial information
Employee financial information
Where required employee year to date take on
. Standard GL

The Company will provide LabourNet with all the necessary information in
a mutually agreed electronic format and take all the necessary steps to
ensure the successful implementation of the system. The company will do
so in a timely manner as agreed upon in the initial meeting and project
plan

LabourNet will provide the Payroll module + access to
standard reporting — further to this the software compromises
of but not limited to:

. Payroll automation through authorisation

The Company is responsible for all input changes, approval of processing,
statutory submissions and legislative returns. The Company is responsible
for maintaining the full cycle of the employee on the Human Capital

Requests ) Management Platform (HCM)
o Employee Self Service / Manager
Self Service . .
Software o  Leave Management LabourNet has developed a PSlber academy to assist the client in
o  Travel Claims (additional cost due to understanding the system and to facilitate online training.
Google maps integration) . .
° Reimbursement Claims The Software comes free as part of our Consulting services agreement,
° My Voice should the company opt to only use the software, normal software costs
e Human Resource Information System will apply.
. Industrial Relations Module
EEa2 + EEA4 LabourNet will ensure EEa2 and EEA4 reporting to the DOL The company will ensure all the information on the s_ystt_am is correct and
- ) ) ) up to date to ensure successful and accurate reporting in terms of EEa2
Reporting is done prior to 15 January deadline

and EEa4

Staff Training

LabourNet will provide the Company with ongoing
awareness training as determined as scheduled by
LabourNet, at no additional cost.

The Company will ensure that their relevant role-players attend the
training as determined by LabourNet’s training schedule or ad hoc
notifications via release notes

LMS System

LabourNet will provide its Learner Management System to
any of the company’s staff at no additional cost. The courses
they have access to is based on the product(s) they have
with LabourNet

The Company will ensure all the required staff details are sent to
LabourNet to ensure these staff are enrolled on the system. Clients
management will be responsible to insure users of the system are up to
date with training provided in order for optimal use of the system and its
capabilities.

Annual review of
implementation and
new risk
identification.

LabourNet will conduct an annual risk assessment/audit to
identify potential risks and non-compliance to the regulations
with regards to the processing of their payroll in line with
Legislation.

The Company will provide LabourNet with the necessary information and
ensure all information is accurate and complete and will do so in a timely
manner.

Online Library

LabourNet will provide an online library of templates and
information regarding any legislation that the company will
have access to 24/7.

The company will ensure they utilize this service in the need of immediate
templates or information.

Helpdesk

LabourNet will provide the Company with Access to our
Payroll and IR Helpdesks to assist with Payroll, System, and
IR related queries.

The Company will provide LabourNet with the necessary information and
ensure all information is accurate and complete.

Best Practise
Business process

LabourNet will provide the Company with business best
practice process templates called “Blueprints” that will assist
the company in implementing best practice procedures in

The company will make use of these “blueprints” as a guideline to ensure
best practice is implemented in their business.

templates their company
LabourNet will provide ongoing Online support within 24 The Company will provide LabourNet with the necessary information and
Support hours of the Query received and dealt with as per support ensure all information is accurate and complete and will do so in a timely

SLA.

manner.

Service Value

The company’s monthly retainer is based on the number of
service hours required monthly. All additional items are billed
at a pre-determined hourly rate.

The company will receive the number of support hours based on their

request. Should the Company want any additional services, he will be

charged for these additional services at R850 per hour should it not be
covered by his annual service cover.
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Payroll & HRIS (Outsource)

Service Activities

LabourNet Responsibility

The Company Responsibility

Attendance

LabourNet will always opt to have off-site(online) attendance
first, should the matter or the company need on-site
attendance, this will be covered by the company’s hours as
indicated in the below section.

Although attendance is not included in the monthly retainer fees; Should
the company opt for On-site attendance, the company must be aware that
this will involve more hours being utilised from their annual service cover.

The company will ensure there are no outstanding retainer fees or
invoices and will be made aware should the attendance be out of their
agreed service hours

Initial Meeting &
Assessment

LabourNet will conduct an online business assessment to
assess the scope of the work and determine timeframes.
Should the scope of work not fall within predetermined
framework a fit for purpose product will be proposed.

The Company will provide LabourNet with the necessary information in a

mutually agreed electronic format and ensure all information is accurate.

The Company will ensure the timeframes are agreed upon as per project
plan signed off.

Implementation &
Parallel Runs

LabourNet will implement the a basic payroll system
according to the Company’s provided business rules.
LabourNet will provide parallel runs to ensure the payroll
runs are legislatively aligned and discrepancies highlighted
where needed. Standard implementation will compromise of

the following limited to the software capabilities
Basic Payroll / Legislative setup
BCEA Leave setup
Employee non-financial information
Employee financial information
Where required employee year to date take on
. Standard GL

The Company will provide LabourNet with all the necessary information in
a mutually agreed electronic format and take all the necessary steps to
ensure the successful implementation of the system. The company will do
so in a timely manner as agreed upon in the initial meeting and project
plan

LabourNet will provide the Payroll module + access to
standard reporting — further to this the software compromises
of but not limited to:

. Payroll automation through authorisation

The Company is responsible for all input changes, approval of processing,
statutory submissions and legislative returns. The Company is responsible
for maintaining the full cycle of the employee on the Human Capital

Requests ) Management Platform (HCM)
o Employee Self Service / Manager
£ Self Service . .
Software o  Leave Management LabourNet has developed a PSlber academy to assist the client in
o  Travel Claims (additional cost due to understanding the system and to facilitate online training.
Google maps integration) . .
° Reimbursement Claims The Software comes free as part of our Consulting services agreement,
° My Voice should the company opt to only use the software, normal software costs
. Human Resource Information System will apply.
. Industrial Relations Module
EEa2 + EEA4 LabourNet will ensure EEa2 and EEA4 reporting to the DOL The company will ensure all the information on the systgm is correct and
B . . . up to date to ensure successful and accurate reporting in terms of EEa2
Reporting is done prior to 15 January deadline and EEas

Staff Training

LabourNet will provide the Company with ongoing
awareness training as determined as scheduled by
LabourNet, at no additional cost.

The Company will ensure that their relevant role-players attend the
training as determined by LabourNet’s training schedule or ad hoc
notifications via release notes

LMS System

LabourNet will provide its Learner Management System to
any of the company’s staff at no additional cost. The courses
they have access to is based on the product(s) they have
with LabourNet

The Company will ensure all the required staff details are sent to
LabourNet to ensure these staff are enrolled on the system. Clients
management will be responsible to insure users of the system are up to
date with training provided in order for optimal use of the system and its
capabilities.

Annual review of
implementation and
new risk
identification.

LabourNet will conduct an annual risk assessment/audit to
identify potential risks and non-compliance to the regulations
with regards to the processing of their payroll in line with
Legislation.

The Company will provide LabourNet with the necessary information and
ensure all information is accurate and complete and will do so in a timely
manner.

Online Library

LabourNet will provide an online library of templates and
information regarding any legislation that the company will
have access to 24/7.

The company will ensure they utilize this service in the need of immediate
templates or information.

Helpdesk

LabourNet will provide the Company with Access to our
Payroll and IR Helpdesks to assist with Payroll, System, and
IR related queries.

The Company will provide LabourNet with the necessary information and
ensure all information is accurate and complete.

Best Practise
Business process

LabourNet will provide the Company with business best
practice process templates called “Blueprints” that will assist
the company in implementing best practice procedures in

The company will make use of these “blueprints” as a guideline to ensure
best practice is implemented in their business.

templates their company
LabourNet will provide ongoing Online support within 24 The Company will provide LabourNet with the necessary information and
Support hours of the Query received and dealt with as per support ensure all information is accurate and complete and will do so in a timely
SLA. manner.
The company will provide LabourNet Outsource department with and
LabourNet will be responsible for: - . comply with the following:
. Adhering to pay date schedule . Prowd_lng data in the_ agreed format
. If contracted capturing of all payroll data received in ° Adhering to Processing Schgdule
agreed format . Appfroval, acceptance and sign off of the payroll output (data
. Generate and send data confirmation . Z%Th%rrrizztg?)statutor returns
. Submission of EMP201 and payments to SARS - as . tutory . : )
Outsource per cover available . Own administration of all UIF claims (if applicable)

. Submission of Coida - if contracted
. If contracted Tax directives, Letter of Good Standing
and IT Reg
. Processing of EMP501 if contracted
Processing of payroll adjustments and changes as
instructed.

. Own administering employee benefits e.g. medical aid queries,
pension funds withdrawals etc.

. Own restructuring employees’ remuneration and benefit selection
and updating employment contracts with relevant information

. Own preparation of manual IRP’5’s for employees not on payroll (if
applicable)

. Insure all payments to various EFT service providers, if not
contracted to LPS
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. Nominate key individual in company as contact and approval
framework, also the updating of any change
Maintaining of non-financial data based on additional software capabilities
except when contracted as additional services.

2. Software availability hours:

. Payroll

. HR Administration (HRA)

. Employee Self Service (ESS)
. HR Management (HRM)

. Images

24 hours, 7 days a week, 365 days a year
(excluding planned maintenance)

Ad hoc EFT charges (only applicable if contracted)

EFT Services Unit Rate
Action Date Change p/charge R585.00
Same Day p/transaction R32.00
Real Time Payments p/transaction R190.00
Stop Payments p/stop R467.00
Recalls p/recall R695.00
Credit Rejections p/transaction R112.00
S/Fee Rejection Charge p/transaction R112.00
EFT Data Capture p/transaction R58.00
*The End*
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