Wine& Co

Chartered Accountants

Wine & Co Privacy Policy

Wine & Co treats the privacy of its clients, prospective clients and website users very
seriously and we take appropriate security measures to safeguardpymarcy.

This policy describes why and how we collect and use your personal data and
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to us, both by individuals themselves or by others. We may use personal data

provided to us for any of the purposes detailed in this privacy policy or as otherwise

stated at the point of collection.

Personal data is any information relating to an identifiable living person. Wine & Co
processes personal data for numerous purposegs. eBoh purpose the means of
collection, lawful basis of processing, disclosure and retention periods may differ.

If you have any questions then please contaat Data Protection Officer at 222
Bridge End, Leeds. LS1 4DJ or email@wineco.co.uk
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registration number is Z7691308.

How we obtain personal data
Information jprovided by you

Youprovide uswithyoyersonal-data viaccompletion of-electronic forms,

submission of data files, .overthe telephone,by-email or post: This:may also-include
sensitive information received directly-from yourin:relation to trexfprmance of
services:we have-been engaged or may he-engaged to:carry out gaur behalf.

We may-also keep information contained-in,anyrcorrespondence you may-have with
us bypost-orby email.
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The provision of this persal data is-essential for-us to be'able to provide:those
services forwhich.we-have been.engaged; or mayrbe engaged.  This means that our
lawful basis forholding this-personaldata is:oneror more, of the following:

Y Performancecof-ourcontract we have-agreed underengagement terms to
deliver accontract:which:-requires: us to hold-and process personalinformation
about or onthehalf.of our/clients.

1 Compliance-of:adegallobligatioowe are required as owlients engaged
advisors to submit certain legal and personal information to HMRC to fulfil
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Y Legitmate interestsc as-accountantsand tax advisors, Wine & Co-have a
legitimate interest to:share withyou:relevant informationabout our.seFsic

Information we:get fromother sources

We onlyobtain information/from: third parties ifithis is-permitted by.law. -We may
alsousedegal public:sources:torobtaifninformation about you; for-example, to verify
your identity. TThis-information (including your full name; address; email-address,
date of bith and various contactinumbers); aselevantitowus, will onlybeiobtained
from reputablethirdparty companies operating in-accordance 'with the.General
Data'Protection:Regulation: (GDPR).

How we use your personal data

We use younpersonal-data to provide; manage and fulfil those servicesyou.we have
been engagedr may'be-engaged-to provide to you: At:all times wewundertake to
protect your personal data; in @ mannerwhich is consistent with-our duty of
professional confidence and the requirements of the.General Data: Protection
Regulation (GDPR) concerning-datatpction. Wewill-always-take lall reasonable
securityrmeasures-torprotectyour personal datain storage and:in transit.

The information, yow provide may-be used, where applicable; to (this list is not
exhaustive):

Y Provide professional servicassome ofithe professional-services pevide
require ustto-process-personal datadeliver our-contract.
Y Administering, managing and developing:ourbusinesses and serndees
process personal data in order to run our business:
A Managing our relationship with clients;
A Developingounbusinessesand services; such-as identifying client
needs:andmprovements in:service:delivery;
A Maintaining-and using I, systems;
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A Administering-andrmanaging our-website-and:systems and
applications;
A Hosting-or facilitating/the hosting of events.

Y Security,cquality-and risk-rmanagement activitiesNe have:security policies
and procedures-in plad® 2ot LINER 10§ Ol 210 2Kt 2idzNd=26 Y | Y R
(including-any personal-data), which involves:detecting; investigating and
resolving:security'threats: -Personal data,may be processed-as‘part of the
securityrmonitoring thatwe undertakdor example,automated-scans to
identify harmful.emails andtattachments.
We monitor the services provided to our clients for quality purposes, which may
involve processing personal data stored on relevant client file. We have policies and
procedures in place to monitor the quality of our services and manage risk in relation
to client engagement.
We collect and hold personal data as part of our client engagement and acceptance
procedures. As part of those procedures we might carry out searches using publicly
available sources such as internet searches and sanctions listse 3éerches are to
check that there are no issues that would prevent us from working with a particular
client, such as sanctions, criminal convictions (including in respect of company
directors), conduct or other reputable issues.

Y Providingourcclients:and potential clients with) information-about:us.and
our rangeof:serviceg we useccontact details torprovidefinformation-that we
think will be cof interest:about usrand our services, for.example; otherservices
that may be relevantto yourand invites to-events.

1 Complyingwithzany requirement of-law,cregulationran-pfessionalhody.we
are airmemberc As with any provider of professional services, we are subject
to legal, regulatory and professional obligats. We need to keep certain
records to demonstrate that our services are provided in compliance with
those obligations. We need to keep certain records to demonstrate that our
servicesare providedin compliance with those regulations and obligations
and those records may contain personal data.

Sharing information

We will keep-all-information labout yow confidential-and secure.

We will never-share personal data: with any: third party-unless.itis within-our: lawful
basisffor:doing so.

We will never:shareyour-data outside 'of Wine & Confiarketing purposes.
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When we:share personal:data with others; we put contractual arrangements and
securityrmeasurements in place to-protect-the data' and:to:comply with'our data
protection, confidentiality-andsecurity-policies.

PersonaliData: held by:us may: be:transferred to:

Y Regulatory-authorities such as/HMRC and-otherfraud-prevention-agencies for
the purposes of fraud preventionand to.comply with any:legal regulatory
issues-and disclosures

Y Anyllegabor crime prevention-agencies 'and/or. to satisfy rany regulatory
requestiif werhave a duty-to-do so or lif-the law allowsustado so

Y Third party-organisations that provide applications; functionality,:data
processing-or ITservices to us, to:support usinproviding ourservices and to
help provide, run-and-manage: our internal:1T:systems, such-as providers of
information technology; cloud based accounting:software;identity
verification, data,/data backup; secyriind storage services

f Third party-organisations that otherwise-assist us:in.providing/goods; services
or information withinour lawfubbasis forcdoing sobut will neverinclude
sharing-data forrmarketing purposes

Transfer«of yourpersonal data.outside’ of the: Europeaninion (EU)

Aspart.of the services offered to you,thednformationiwhich you provide toius will

be storedwithin:ither EUO Occasionally-however,:dagy be transferredto countries

outside of itherEU viaithe-use of services utilised by ourdT providers: Thesecountries

may not have similar datar protection/laws to-the UK.: Byrsubmitting your personal
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information outside-of the: EU: in this:way; we will take;stepsito ensure that

appropriate ssecurityrmeasuresare-taken with: the:aim of ensuring that yourprivacy

rights continueto be protected-as outlined inthis-Policy.

If you use-our services'while you-are outside the yauir informationrmay be

transferred outsile the 'EUrin order:to provide you withi ourrservices.

How long do we keep this information about you?

We keep information in line with the retention policy guidelines oh&v& Co.

These retention periods are in line with trenfgth of time it is considered necessary
for the purpose for which it was collectedlso taking into account our need to meet
any legal, statutory and regulatory obligations. These reasons can vary from one
piece of information to the next.
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