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1. Uz cik ilgu laiku tiek slégts ligums?

1. What is the duration of the agreement?

Ligums tiek slégts uz 1 gadu un péc tam
automatiski tiek pagarinats uz nakamo gadu, ja
neviena no pusém to neizbeidz.

The agreement is concluded for 1 year and is
then automatically extended for the following
year if neither party terminates it.

2. Ka var izbeigt ligumu pirms termina?

2. How can the agreement be terminated early?

Ja vélaties izbeigt sadarbibu, ir jaiesniedz
rakstisks pazinojums Abonésanas plana
noteiktaja Liguma pirmstermina izbeigSanas
perioda ieprieks. Saja perioda pakalpojums
turpinas un ir jaapmaksa abonésanas maksa (ja
ta jau nav samaksata ieprieks, pieméram, gada
abonésanas gadijuma), jo meés:

® turpinam gramatvedibas uzskaiti,

® sagatavojam datus nodosanai,

e  kartojam uzskaiti l1dz izbeigSanas

datumam.

Ja vélaties izbeigt ligumu uzreiz, to var izdarit,
viena maksajuma samaksajot abonésanas
maksu par visu Abonésanas plana noteikto
pirmstermina izbeigSanas periodu; ja ST maksa
jau ir samaksata avansa, papildus nekas nav
jamaksa. $ada gadijuma pakalpojumi tiek
partraukti no izbeigSanas dienas, tostarp més
vairs nesagatavojam un neiesniedzam atskaites,
kuru iesniegSanas termins iestajas péc Sis
dienas. Citas papildu izbeigsanas maksas netiek
piemérotas. Jau samaksata abonésanas maksa,
tostarp gada abonésanas maksa, netiek
atgriezta.

If you wish to terminate the service, you must
submit a written notice in advance within the
early termination period set out in the
Subscription Plan. During this period, the service
will continue and the subscription fee must be
paid (unless it has already been paid in advance,
e.g. for an annual subscription), as we:
e continue to maintain accounting

records,

prepare data for transfer,

organize records until the termination

date.

If you wish to terminate the agreement
immediately, you can do so by paying, in a single
payment, the subscription fee for the entire early
termination period set out in the Subscription
Plan; if this fee has already been paid in advance,
nothing more is due. In this case the services end
on the termination date, including that we no
longer prepare or submit reports whose filing
deadline falls after that date. No other
termination fees will be charged. Subscription
fees already paid, including annual subscription
fees, are not refunded.

3. Vai ligumu var izbeigt bez ieprieksgeja
pazinojuma?

3. Can the agreement be terminated without
prior notice?

Ja, sadarbibu var izbeigt nekavéjoties

Yes, the cooperation can be terminated




izméginajuma perioda, ja tads ir noteikts
Abonésanas plana, vai misu cenu vai
Pakalpojumu sniegSanas noteikumu izmainu
gadijuma (5 kalendara dienu laika no
pazinojuma sanemsanas). Jebkura cita laika
llgumu var izbeigt nekavéjoties, samaksajot
abonésanas maksu par Abonésanas plana
noteikto pirmstermina izbeigSanas periodu
(skat. 2. jautajumu).

immediately during the trial period, if one is set
out in the Subscription Plan, or in case of changes
to our pricing or Terms of Service (within 5
calendar days of receiving the notice). At any
other time the agreement can be terminated
immediately by paying the subscription fee for
the early termination period set out in the
Subscription Plan (see question 2).

4. Vai cena var maintties gada laika?

4. Can the price change during the year?

Misu cena katram klientam tiek noteikta ta, lai
ta badtu stabila un izlidzinata visam gadam.

Cena var tikt parskatita, pieméram, gadijuma, ja
batiski mainas klienta darbibas apjoms
(pieméram, dokumentu skaits pieaug vai
samazinas). Par $adam izmainam klients tiek
informéts ieprieks, un, ja klients tam nepiekrit,
vins var 5 kalendara dienu laika izbeigt ligumu
bez bridinajuma perioda.

Our price for each client is set so that it is stable
and balanced throughout the year.

The price may be revised, for example, if there is
a significant change in the customer's business
volume (e.g., the number of documents increases
or decreases). The customer is informed of such
changes in advance and, if the customer does not
agree, may terminate the agreement within 5
calendar days without a notice period.

5. Vai ir iesp&jams vienoties par elastigakiem
liguma izbeigSanas nosacijumiem?

5. Is it possible to agree on more flexible
agreement termination conditions?

Ne, visiem klientiem tiek piemérota vienota
izbeigSanas kartiba, lai més varétu nodrosinat
korektu datu sagatavo$anu un nodosanu. Ja
nevélaties gaidit pirmstermina izbeigSanas
perioda beigas, ligumu var izbeigt uzreiz,
samaksajot par So periodu (skat. 2. jautajumu).

No, a uniform termination procedure applies to
all customers so that we can ensure the correct
preparation and transfer of data. If you do not
wish to wait until the end of the early
termination period, the agreement can be
terminated immediately by paying for that period
(see question 2).

6. Ka tiek nodoti dati, ja sadarbiba tiek
partraukta?

6. How is the data transferred if cooperation is
terminated?

Péc liguma izbeigSanas Jis varat 15 dienu laika
rakstveida pieprasit savus gramatvedibas
registrus un datus. Més tos izsniedzam 15 dienu
laika péc pieprasijuma un péc visu rékinu
apmaksas, nositot uz JGsu parstavja e-pastu vai
nosttot drosu lejupielades saiti ar ierobezotu
deriguma terminu. Ja ligums izbeigts
izméginajuma perioda, registri netiek izsniegti.

DaZos gadijumos, ja situacija ir sarezgita un
nepiecieSams papildu laiks, termins var tikt
pagarinats, par to klientu ieprieks informejot.

Papildu maksa par datu nodosanu netiek
piemérota, ja vien netiek prasiti specifiski
papilddarbi arpus standarta uzskaites.

After termination you may request your
accounting registers and data in writing within 15
days. We provide them within 15 days of the
request and after all invoices have been paid, by
sending them to your representative's e-mail or
by sending a secure download link with limited
validity. If the agreement is terminated during
the trial period, registers are not provided.

In some cases, if the situation is complex and
additional time is required, the deadline may be
extended, with prior notification to the customer.

No additional fee is charged for data transfer,
unless specific additional work outside of
standard accounting is required.

7. Vai klientam ikdiena pasam jagatavo visi
dokumenti?

7. Does the client have to prepare all documents
themselves on a daily basis?




Ja, klients sagatavo un iesniedz dartjjumu
dokumentus (rékinus, ligumus, ¢ekus utt.)
platforma, tacu misu komanda:
e parbauda dokumentus,
® veic gramatvedibas uzskaiti un nodokju
atskaiSu sagatavosanu,
e informég, ja ir kladas vai nepiecieSami
labojumi,
e konsulté, ka dokumentus sagatavot
korekti,
® sniedz ieteikumus nodoklu risku
samazinasanai.

Yes, the client prepares and submits transaction
documents (invoices, agreements, checks, etc.)
on the platform, but our team:
o checks the documents,
e performs accounting and prepares tax
reports,
e informs if there are errors or corrections
are needed,
® advises on how to prepare documents
correctly,
e provides recommendations for reducing
tax risks.

8. Vai platforma ir dokumentu paraugi (rékini,
ligumi, akti)?

8. Does the platform have document templates
(invoices, agreements, acts)?

Ja, visiem klientiem platforma ir pieejami
bezmaksas dokumentu paraugi, pieméram:
e rékinu paraugi,
e [igumu paraugi,
e  aktu paraugi u.c.

Yes, all customers on the platform have access to
free document templates, such as:

e invoice templates,

e agreement templates,

e certificate templates, etc.

9. Vai platforma var izrakstit rékinus saviem
klientiem?

9. Can |l issue invoices to my customers on the
platform?

J3, visiem klientiem platforma ir pieejama
pasapkalposanas funkcionalitate rékinu
izrakstiSanai un nosatisanai saviem klientiem.

Yes, all customers on the platform have access to
self-service functionality for issuing invoices and
sending them to their customers.

10. Vai konsultacijas ar gramatvedi vai
nodoklu konsultantu ir maksas pakalpojums?

10. Is consulting with an accountant or tax
advisor a paid service?

Ikmeénesa planu abonentiem standarta
konsultacijas par klienta tekoSo gramatvedibu
un nodokliem nav maksas pakalpojums —tas ir
ieklautas ikménesa abonésanas maksa. Jus
varat sanemt atbalstu vai konsultaciju
elektroniski platforma vai telefoniski, zvanot uz
atbalsta lniju. Padzilinatas konsultacijas par
nestandarta jautajumiem, kas nav saistiti ar
tekoSo gramatvedibu (pieméram, darbibas
nakotnes planosana, jaunu dartjjumu nodokju
sekas, situacijas padzilinata izvértésana vai
apmaciba), ir maksas pakalpojums péc stundas
likmes; par to més Jas informé&jam pirms
konsultacijas sniegSanas.

For monthly plan subscribers standard
consultations on the client's current accounting
and taxes are not a paid service — they are
included in the monthly subscription fee. You can
get support or advice electronically on the
platform or by calling the support line. In-depth
consultations on non-standard matters not
related to current accounting (e.g. planning
future operations, tax consequences of new
transactions, in-depth assessment of a situation
or training) are a paid service charged at the
hourly rate; we inform you of this before
providing the consultation.

11. Vai informaciju var satit gramatvedim e-
pasta vai WhatsApp?

11. Can | send information to my accountant via
email or WhatsApp?

Né, lai nodrosinatu drosu datu apriti un
sakartotu uzskaiti, datu nodosana notiek tikai
elektroniski platforma Manakabata. JGsu pasu
sagatavotie dokumenti (pieméram, rikojumi,
darba laika tabeles, ligumi) jaiesniedz
elektroniski apstradajama formata (Word,

No, to ensure secure data transfer and orderly
accounting, data transfer takes place only
electronically on the Manakabata platform.
Documents you prepare yourself (e.g. orders,
timesheets, contracts) must be submitted in an
electronically processable format (Word, Excel,




Excel, PDF, CSV) — ar roku aizpilditu dokumentu
apstrade var bt maksas pakalpojums:

e tieSsaistes platforma,

e viedtalruna lietotné.

PDF, CSV) — processing handwritten documents
may be a paid service:

e online platform,

e smartphone app.

12. Kados terminos jaiesniedz dokumenti?

12. What are the deadlines for submitting
documents?

Precizi dokumentu iesniegSanas termini
vienmeér ir noraditi platforma. Parasti
dokumenti jaiesniedz lidz nakama ménesa 5.
datumam par iepriek$éjo ménesi, pieméram:
februari tiek iesniegti dokumenti par janvari (ar
janvara datumu).

Atseviskos gadijumos dokumentu iesniegSanas
termins$ var bit pagarinats.

The exact document submission deadlines are
always shown on the platform. Usually,
documents must be submitted by the 5th day of
the following month for the previous month, for
example: in February, documents for January
(dated January) are submitted.

In certain cases, the deadline for submitting
documents may be extended.

13. Kas tiek uzskatits par “1 darjjumu”?

13. What counts as “1 transaction”?

Par darijumu tiek uzskatits jebkurs darijjuma
dokuments vai transakcija, pieméram:

o rékins,
Ceks,
maksajums,
aizdevums,
izmaksa,
e-komercijas platformas vai
maksajumu sistémas (piem., Shopify,
Stripe, PayPal) dienas parskats —
neatkarigi no pasitijumu skaita taja, ka
ari katra izmaksa (payout) no sadas
platformas uz Jisu bankas kontu, katra
atmaksa (refund), u.c.

Netiek uzskatiti par darijumiem:
® bankas komisijas maksas,
o iekséjie parskaitijumi starp saviem
bankas kontiem.

Ja JUs tirgojaties e-komercijas platformas,
papildus darfjumiem tiek skaititi arT pasatijumi —
katrs pasGtijums, pirkums vai maksajums visas
Jasu platformas un maksajumu sistemas kopa.
Darfjumu un pasatijumu limiti ir spéka
vienlaikus un neatkarigi.

A transaction is considered to be any transaction
document or transaction, such as:

invoice,

check,

payment,

loan,

disbursement,

a daily report from an e-commerce
platform or payment system (e.g.
Shopify, Stripe, PayPal) — regardless of
the number of orders in it, each payout
from such a platform to your bank
account, each refund, etc.

The following are not considered transactions:
e bank commission fees,
e internal transfers between your own
bank accounts.

If you sell on e-commerce platforms, orders are
counted in addition to transactions — each order,
purchase or payment across all your platforms
and payment systems combined. The transaction
and order limits apply simultaneously and
independently.

14. Vai darbinieku skaits attiecas ari uz valdes
locekliem?

14. Does the number of employees also include
members of the board?

Personu ar izmaksam (pieméram, darbinieku)
limits attiecas uz visam personam, kuram tiek
veiktas algas vai citas izmaksas, tostarp art uz
valdes locekliem, ja viniem tiek maksata
atlidziba vai kompensacija.

The limit of persons receiving payments (e.g.,
employees) applies to all persons who receive
salaries or other payments, including board
members if they receive remuneration or
compensation.




15. Vai pakalpojums ietver ari dokumentus
arkartas dividenzu izmaksai uznémumiem?

15. Does the service also include documents for
the payment of extraordinary dividends to
companies?

Ja, ja nepiecieSami operativie parskati arkartas
dividenzu izmaksai, més tos sagatavojam un par
to nav javeic atseviska apmaksa.

Yes, if operational reports are required for the
payment of extraordinary dividends, we prepare
them and no separate payment is required for
this.

16. Kas notiek, ja parsniedzam darijumu limitu
(pieméram, virs plana noteikta darfjjumu
limita)?

16. What happens if we exceed the transaction
limit (e.g., more than the transaction limit set in
the plan)?

Meés neaprékinam maksu par katru atsevisku
dokumentu. Ja darfjumu apjoms batiski
parsniedz plana ieklauto apjomu, tiek piedavats
piemérotaks abonésanas plans ar lielaku limitu.
Tas attiecas ari uz pasatijumu, pardosanas
kanalu un personu ar izmaksam limitiem. Par
cenu un nosacljumu izmainam klients tiek
informéts ieprieks, un, ja klients tam nepiekrit,
vins$ var 5 kalendara dienu laika izbeigt ligumu
bez bridinajuma perioda. Ja atlaide pieskirta ar
nosacijumu (pieméram, lidz noteiktam
pasutijumu skaitam), ta izbeidzas ar ménesi,
kura nosacijums vairs neizpildas, un par to Jus
informé&jam.

We do not charge for each individual document.
If the transaction volume significantly exceeds
the volume included in the plan, a more suitable
subscription plan with a higher limit is offered.
This also applies to the limits on orders, sales
channels and persons receiving payments. The
customer is informed of changes in prices and
conditions in advance and, if the customer does
not agree, may terminate the agreement within 5
calendar days without a notice period. If a
discount was granted subject to a condition (e.g.
up to a certain number of orders), it ends with
the month in which the condition is no longer
met, and we will inform you.

17. Kad ir piemérota papildu stundas likme?

17. When is the additional hourly rate
applicable?

Stundas likme tiek piemérota tikai papildu
darbiem, kas nav gramatvedibas pakalpojuma
standarta ietvara, vai tiem pakalpojumiem, ko
més veicam arpus standarta apkalposanas
kartibas, pieméram, padzilinatam konsultacijam
par nestandarta jautajumiem, péc klienta
nestandarta pieprasijuma vai datu iesniegSanas
kavéjuma.

The hourly rate applies only to additional work
that is not included in the standard accounting
service, or to services that we perform outside of
the standard service procedure, for example, in-
depth consultations on non-standard matters, at
the client's non-standard request or due to a
delay in data submission.

18. Vai platforma automatiski atgadina par
dokumentu iesniegSanas terminiem?

18. Does the platform automatically remind
users of document submission deadlines?

Ja, platforma automatiski nosdta pazinojumus
par atvértajiem uzdevumiem vai jauniem
komentariem no gramatvedibas komandas,
atgadinajumus par terminiem un pazinojumus
par nokavéjumiem. Notifikacijas tiek sttitas uz
e-pastu un lietotni. Ja termins ir nokavéts, tiek
nosatita art SMS un misu komanda mégina
sazinaties telefoniski.

Yes, the platform automatically sends
notifications about open tasks or new comments
from the accounting team, reminders about
deadlines, and notifications about
delays.Notifications are sent to your email and
app. If a deadline is missed, an SMS is also sent
and our team will try to contact you by phone.

19. Vai jas mani bridinasiet, ja redzésiet
nodoklu riskus vai iespéjamu sodu?

19. Will you warn me if you see tax risks or
possible penalties?

Ja, misu gramatvedibas komanda informé
klientu par gramatvedibas un nodoklu joma

Yes, our accounting team informs the client
about deficiencies and risks identified in the




konstatétajam nepilntbam un riskiem, tacu
neveic darijjumu juridisko vai ekonomisko
izvertejumu.

accounting and tax area, but does not perform a
legal or economic evaluation of transactions.

20. Ka tiek nodrosinata PVN deklaraciju
sagatavosana un PVN parmaksas atmaksa?

20. How are VAT returns prepared and VAT
overpayments refunded?

Meés sagatavojam PVN deklaracijas, balstoties
uz dokumentiem, ko klients iesniedz platforma.

Dokumenti tiek salidzinati ar bankas izrakstiem,
un PVN deklaracija tiek iek|auts viss, ko
normativi ir iespéjams ieklaut konkrétaja
perioda. Deklaracijas un citas atskaites tiek
sniegtas VID tikai péc visu trakstoso
attaisnojuma dokumentu iesniegSanas un
klienta apstiprinajuma platforma.

We prepare VAT returns based on the documents
submitted by the client on the platform.

The documents are compared with bank
statements, and the VAT return includes
everything that can be included in the specific
period according to the regulations. Declarations
and other reports are submitted to the SRS only
after all missing supporting documents have been
submitted and the client has confirmed them on
the platform.

21. Ka tiek organizéta Manakabata juridiska
struktura un kas juridiski sniedz gramatvedibas
pakalpojumu?

21. How is Manakabata's legal structure
organized and who legally provides accounting
services?

Gramatvedibas pakalpojumu sniedz licencéts
arpakalpojuma gramatvedibas uznémumes, kas
llguma noradits ka Manakabata. Klientu
apkalpoS$anu un gramatvedibas uzskaiti veic
gramatvezi, kas ir $T uznémuma darbinieki.
Savukart tehnisko platformu Manakabata uztur
uznémums SIA Capitax PRO.

Accounting services are provided by a licensed
outsourced accounting company specified in the
agreement as Manakabata. Customer service and
accounting tasks are performed by accountants
who are employees of this company. The
Manakabata technical platform is maintained by
the company SIA Capitax PRO.

22. Vai Manakabata ir licence un profesionalas
atbildibas apdrosinasana?

22. Does Manakabata have a license and
professional liability insurance?

Ja, mUsu pakalpojums tiek sniegts no
sabiedribas, kas ir licencéts gramatvedibas
arpakalpojuma sniedz€&js Valsts ienémumu
dienesta, un mums ir spéka obligata
civiltiesiskas atbildibas apdrosinasana.

Yes, our service is provided by a company that is
a licensed accounting outsourcing provider with
the State Revenue Service, and we have
mandatory civil liability insurance.

23. Vai apdrosinasana sedz zaudéjumus, ja
kltda ir gramatveza pusé?

23. Does insurance cover losses if the mistake is
on the accountant's side?

J3, ja klients uzskata, ka zaud€jumi radusies
musu kjadas vai bezdarbibas dé|, klients var
iesniegt sava situacijas aprakstu ar
pamatojumu.

Ja klGda tiek apstiprinata, prasiba tiek nodota
apdrosinatajam zaudéjumu atlidzinasanai
saskana ar apdrosinasanas noteikumiem.

Yes, if the customer believes that the loss was
caused by our mistake or inaction, the customer
can submit a description of their situation with
justification.

If the error is confirmed, the claim is forwarded
to the insurer for compensation in accordance
with the insurance terms and conditions.

24. Kur beidzas klienta atbildiba un kur sakas
Manakabata atbildiba?

24. Where does the customer's responsibility
end and Manakabata's responsibility begin?

Més uznemamies atbildibu par gramatvedibas
uzskaiti un parskatu sagatavo$anu atbilstoSi

We take responsibility for accounting and
preparing reports in accordance with regulatory




normativajiem aktiem.

Savukart klients ir atbildigs par darijjumu
tiesiskumu, sniegtas informacijas patiesumu,
dokumentu savlaicigu iesniegSanu un
normativo prasibu ievéroSanu uznémuma
darbiba.

requirements.

The client, in turn, is responsible for the legality
of transactions, the accuracy of the information
provided, the timely submission of documents,
and compliance with regulatory requirements in
the company's operations.

25. Kados gadijumos var rasties papildu riski
saistiba ar klienta darbibu?

25. In what cases may additional risks arise in
connection with the client's activities?

Pastav normativie akti, kas nosaka pienakumu
veikt klientu izpéti un ieverot sankciju
reguléjumu (klientu izpétes reguléjums).

Ja klienta darbiba vai sniegta informacija rada
risku normativu parkapumiem, tas var radit
sekas gan klientam, gan pakalpojuma
sniedzéjam. Tade| klientam ir pienakums
nodrosinat, ka iesniegta informacija ir patiesa
un darijumi ir legali.

There are regulatory acts that stipulate the
obligation to conduct customer due diligence and
comply with sanctions regulations (customer due
diligence regulations).

If a customer's actions or the information
provided pose a risk of regulatory violations, this
may have consequences for both the customer
and the service provider. Therefore, the
customer is obliged to ensure that the
information provided is true and that the
transactions are legal.

26. Ka tiek organizéts parejas process no
iepriek$éja gramatvedibas pakalpojuma
sniedzéja?

26. How is the transition process from the
previous accounting service provider organized?

Datu nodoSanu no iepriek$éja gramatvedibas
pakalpojuma sniedzéja organizé klients ar masu
atbalstu. Misu gramatvedibas komanda
sakotnéjas konsultacijas laika sniedz
nepiecieSsamo dokumentu un informacijas
sarakstu, kas jasanem no iepriek$éja
gramatvedibas pakalpojumu sniedzéja, ka art
konsulté procesa laika, tacu nesazinas ar
iepriekSéjo pakalpojuma sniedzéju klienta vieta.
Péc datu sanemsanas, klients iesniedz tos
platforma.

The transfer of data from the previous
accounting service provider is organized by the
client with our support. Our accounting team
provides a list of necessary documents and
information to be obtained from the previous
accounting service provider during the initial
consultation, as well as advises during the
process, but does not contact the previous
service provider on the client's behalf. After
receiving the data, the client submits it to the
platform.

27. Kas janem veéra, planojot pareju uz jaunu
gramatvedibas pakalpojuma sniedzéju?

27. What should be considered when planning a
transition to a new accounting service provider?

Lai izvairttos no paralélas pakalpojumu
apmaksas (vairakiem pakalpojumu
sniedzé&jiem), ieteicams savlaicigi saskanot
pakalpojumu uzsaksanas datumu, nemot véra
esosa pakalpojuma sniedzéja liguma
izbeigSanas nosacijumus, ka art nodrosinat visu
nepiecieSamo datu un dokumentu savlaicigu
nodosanu.

To avoid paying for services in parallel (for
multiple service providers), it is recommended to
coordinate the start date of the service in a
timely manner, taking into account the
termination conditions of the contract with the
current service provider, as well as to ensure the
timely transfer of all necessary data and
documents.

28. Kas jadara, lai nodrosinatu veiksmigu
gramatvedibas pakalpojumu uzsaksanu?

28. What steps should be taken to ensure a
successful transition to accounting services?

Lai nodrosinatu veiksmigu sadarbibas

To ensure a successful start of cooperation, the




uzsaksanu, klientam ir savlaicigi janosaka
pakalpojumu uzsaksanas datums un
janodrosina visu nepiecieSamo dokumentu un
informacijas nodosana misu komandai
platforma.

client must set a service start date in a timely
manner and ensure the transfer of all necessary
documents and information to our team on the
platform.

29. Vai Pakalpojumu sniegSanas noteikumi var
mainities sadarbibas laika?

29. Can the Terms of Service change during our
cooperation?

Ja. Pakalpojumu sniegSanas noteikumus més
varam grozit vienpuséji, par to rakstveida
informéjot vismaz 10 kalendaras dienas
ieprieks. Ja grozijumi Jums nav pienemami, JUs
varat 5 kalendara dienu laika no pazinojuma
sanemsanas izbeigt ligumu bez bridinajuma
perioda un bez maksas par to. Ja ligumu
neizbeidzat, grozijumi k|Ust saistosi. Liguma
pamattekstu un Abonésanas planu bez
abpuséjas vienosanas més nemainam (iznemot
cenas izmainas, par kuram skat. 4. un 16.
jautajumu).

Yes. We may amend the Terms of Service
unilaterally by giving you at least 10 calendar
days' written notice. If the amendments are not
acceptable to you, you may terminate the
agreement within 5 calendar days of receiving
the notice without a notice period and without
any charge for it. If you do not terminate, the
amendments become binding. The main text of
the agreement and the Subscription Plan are not
changed without mutual agreement (except price
changes — see questions 4 and 16).

30. Kas ir obligata sakotnéja konsultacija un
kapéc ta nepiecieSama?

30. What is the mandatory initial consultation
and why is it required?

Péc pakalpojumu uzsak$anas datuma més
rikojam tieSsaistes konsultaciju par Jasu
nodokJu un gramatvedibas jautajumiem, lai
iepazitos ar JUsu darbibu un esosajiem
gramatvedibas procesiem, ieteiktu
nepiecieSamas izmainas, atbildétu uz
neskaidrajiem jautajumiem un vienotos par
dokumentu apriti, terminiem un atbildigajam
personam. Ja Jisu abonésanas plana ta noteikta
ka obligata, taja japiedalas Jasu parstavim, un
paréjie pakalpojumi tiek uzsakti péc
konsultacijas; citos planos ta tiek sniegta péc
pieprasijuma. Laiku saskanojam ieprieks.

After the service start date we hold an online
consultation on your tax and accounting matters
to get to know your business and existing
accounting processes, recommend necessary
changes, answer open questions and agree on
document flow, deadlines and responsible
persons. If your subscription plan sets it as
mandatory, your representative must take part
and the remaining services start after the
consultation; in other plans it is provided on
request. The time is agreed in advance.

31. Vai komentari, apstiprinajumi un atzimes,
ko veicu platforma, ir juridiski saistosi?

31. Are the comments, confirmations and marks
| make on the platform legally binding?

Ja. Viss, kas tiek ievadits vai apstiprinats Jlsu
profila vai JUsu parstavju kontos (komentari,
apstiprinajumi, elektroniskas atzimes,
saskanotie termini), ir Jums saistoss, un Js
atbildat par So darbibu saturu un par savu
piekluves datu drosibu. Nodok|u atskaites
iesniedzam VID tikai péc Jasu apstiprinajuma
platforma. Savukart liguma izbeigsana,
grozijumi un pretenzijas ir janosita rakstveida
llguma noteiktaja kartiba — ar zinu platforma
tam nepietiek.

Yes. Everything entered or confirmed in your
profile or your representatives' accounts
(comments, confirmations, electronic marks,
agreed deadlines) is binding on you, and you are
responsible for the content of these actions and
the security of your access data. Tax reports are
filed with the SRS only after your confirmation on
the platform. Termination of the agreement,
amendments and claims, however, must be sent
in writing in the manner set out in the agreement
— a message on the platform is not sufficient.

32. Kas notiek, ja rékins netiek apmaksats
laika?

32. What happens if an invoice is not paid on
time?




Par kavéjumu tiek aprékinata kavéjuma nauda
0,5 % diena no neapmaksatas summas (kopa ne
vairak ka 10 %). Ja kavéjums parsniedz 5
kalendaras dienas, més varam apturét
pakalpojumu sniegSanu; apturésanas laika
maksajumu pienakums saglabajas, bet més
neatbildam par nokavétiem nodok|u terminiem.
Péc atkartota kavejuma varam prasit
priekSapmaksu. Finansu un gramatvedibas
registrus izsniedzam tikai péc pilnas apmaksas.

A late-payment charge of 0.5% per day of the
unpaid amount accrues (capped at 10% in total).
If the delay exceeds 5 calendar days we may
suspend the services; during suspension the
payment obligation continues and we are not
liable for missed tax deadlines. After a repeated
delay we may require prepayment. Financial and
accounting registers are released only after full
payment.

33. Ka un cik atri jazino, ja uzskatu, ka
gramatvedis ir kludijies?

33. How and how quickly must I report if |
believe the accountant has made a mistake?

Rakstveida un ne vélak ka 7 dienu laika no briza,
kad klGda konstatéta — Sis termins izriet no
masu profesionalas atbildibas apdrosinasanas
polises pazino$anas nosacijumiem. Ja zinojums
kavéjas, més neatbildam par zaud&jumu
pieaugumu vai apdrosSinasanas atlidzibas
atteikumu, kas radies kavéjuma dé). Masu
atbildiba ir ierobezota lidz apdrosinasanas
limitam vai, ja gadijums nav apdrosinats, idz
pédéjo 12 ménesu samaksatajai summai
(iznemot Jaunu noliku vai rupju neuzmanibu).

In writing and no later than 7 days from the
moment the error is discovered — this period
follows from the notification conditions of our
professional liability insurance policy. If the
report is late, we are not liable for the increase in
loss or for a refusal of insurance compensation
caused by the delay. Our liability is limited to the
insurance limit or, if the case is not insured, to
the amount paid in the last 12 months (except for
wilful misconduct or gross negligence).

34. Vai misu sarunas tiek ierakstitas un ka tiek
apstradati mani dati?

34. Are our calls recorded and how is my data
processed?

lenakosie un izejoSie zvani var tikt ierakstiti
kvalitates un pieradijumu nodrosinasanai, par
ko informé&jam sarunas sakuma; ieraksti tiek
glabati ne ilgak ka 6 ménesus vai lidz strida
atrisinasanai. Jisu parstavju kontaktinformaciju
platforma apstradajam més un platformas
uzturétajs SIA "Capitax PRO" saskana ar
platformas lietoSanas noteikumiem un
distances ligumu. JGsu darbinieku datus algu
aprékinam apstradajam ka apstradatajs Jasu
uzdevuma atbilstosi VDAR.

Incoming and outgoing calls may be recorded for
quality and evidence purposes, of which we
inform you at the start of the call; recordings are
kept for no longer than 6 months or until a
dispute is resolved. Your representatives' contact
data on the platform is processed by us and by
the platform operator SIA "Capitax PRO" under
the platform terms of use and the distance
agreement. Your employees' data for payroll is
processed by us as a processor on your behalf in
accordance with the GDPR.

35. Vai drikstu nodarbinat vai piesaistit
Manakabata gramatvedi tiesi?

35. May | hire or engage a Manakabata
accountant directly?

Né. Liguma darbibas laika un 2 gadus péc ta
beigam Jis un ar Jums saistitas personas bez
masu rakstveida piekriSanas nedrikst nodibinat
darba vai sadarbibas attiecibas ar masu
darbiniekiem, amatpersonam vai
apaksuznémejiem. Par parkapumu paredzéts
llgumsods 12 attiecigas personas ménesa bruto
algu apmera.

No. During the term of the agreement and for 2
years after its end, you and persons related to
you may not establish employment or
cooperation relationships with our employees,
officers or subcontractors without our written
consent. A contractual penalty of 12 monthly
gross salaries of the person concerned applies to
a breach.

36. Kados gadijumos Manakabata var
nekavéjoties izbeigt vai apturét pakalpojumu?

36. In what cases may Manakabata immediately
terminate or suspend the services?




Ja JUs batiski parkapjat ligumu (tostarp rékina
kavéjums virs 5 dienam vai dokumentu
neiesniegSana termina), ja Jums nav neviena
platforma registréta parstavja vai parstavis nav
sashiedzams ilgak par 2 nedélam, ja darba
apjoms neatbilst Abonésanas planam un netiek
saskanota jauna cena, ka arT klientu izpétes
(NILLTPFN) un sankciju reguléjuma risku
gadijuma. Visos gadijumos par to pazinojam
rakstveida; maksajumu pienakums par jau
sniegto saglabajas.

If you materially breach the agreement (including
an invoice overdue by more than 5 days or failure
to submit documents on time), if you have no
representative registered on the platform or the
representative is unreachable for more than 2
weeks, if the work volume does not match the
Subscription Plan and a new price is not agreed,
and in cases of customer due diligence (AML) and
sanctions risks. In all cases we notify you in
writing; the payment obligation for services
already provided remains.
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