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SHIPPING MANAGEMENT SERVICES LTD

CLIENT DATA PROTECTION PRIVACY NOTICE

What information do we collect about you?
We collect personal data about you including name and contact information if you:
e Contact us with an enquiry
e Ask us to provide a quotation
e Place an order with us for services
e Make use of our website. Website usage information is collected by using Cookies (see below)
We will only collect the information which is necessary for us to process in order to meet your expectations.
Where you place an order with us for services we will require you to supply certain information in order that
we can meet our contractual obligations to you and comply with our legal obligations to you (including health
& safety and accounting obligations).
How will we use the information collected about you?
We will use the information you provide in order to provide the services you have requested to you.
Our lawful basis for processing personal data belonging to clients are:
1. To comply with our contractual obligations (i.e. provide the service, collect payment)
2. To comply with our legal obligations (including tax and revenue record keeping, health & safety
compliance)
3. Inthe event of any legal claims arising out of the services we provide
4. Our legitimate interests in relation to marketing activities relating to commercial contacts and clients
We do not transfer personal data to countries outside the EU.
If you make an enquiry or request a quotation we will keep your information for as long as is necessary to
answer the enquiry or supply the quotation and then for a period of 12 months in the event you decide to use
our services.
If you place an order for our services we will keep your information for the duration of the services and then
for a period of 6 years in the event of any legal proceedings. We may be required by a contract or by law to
retain certain information for longer (e.g. warranty information or health and safety information).
We may keep information relating to a project we have completed on your behalf for a longer period in order
that we can use the information to demonstrate our competence and quality of our work to other interested

parties.

We may request the use of images of a project we have completed on your behalf for advertisement
purposes but we will ensure that you or any other person cannot be identified from the images used.

Marketing
As a business we do not send marketing communications to contacts or clients.

We would always seek an individual's consent to sending marketing materials.
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Access to your information and corrections/changes

If you would like to know what information we hold about you please write to us using the contact details
below. We will usually supply copies of the information held within 30 days of receiving your request.

Please notify us if any of the information we hold about you has changed or is incorrect, we will be happy to
update this for you.

Third parties

We may need to provide certain third party organisations with your information in order to provide our
services.

We will only provide them with the information they require and will only permit them to use the information
for the required purpose only.

If any such third party has used your information for any other reason without your consent please notify us
using the details below and we will investigate the matter.

The third parties we anticipate sharing your information with include:

1. Third party contractors and suppliers (e.g. subcontractors, courier services)

2. Authorisation bodies where we need to obtain consents and permissions to perform the services
(e.g. local planning authorities, the Environment Agency)

3. Our accountants for tax and revenue accounting

4. HMRC for tax and revenue purposes

5. The Health and Safety Executive for the purposes of health & safety reporting and compliance

Cookies

Our website uses cookies, which are text files which record information about website use. Further
information can be found in the cookie policy which is on our website.

Changes to our privacy notice

We keep this privacy notice under regular review and will post details of any changes below. This privacy
policy was last reviewed on 23 September 2019.

Complaints

We strive to meet the highest standards when collecting and using perscnal information. For this reason, we
take any complaints we receive about this very seriously.

If you think that our collection or use of information is unfair, misleading or inappropriate please bring it to our
attention. We would also welcome any suggestions for improving our procedures. You may report any
concerns regarding the way in which we have handled your personal data to the Information Commissioner
on 0303 123 1113 or by using this link https://www.ico.org.uk/concerns.

How to contact us
You can contact us by email at craig@sms-ltd.com

Alternatively you can write to us at: Shipping Management Services Ltd, Aston Somerville, Worcestershire,
WR12 7JD
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