
 
 
Glossary 
 
Additional agreement: sometimes your client has a separate contract with additional agreements. If this is the 
case, Smart must be mentioned in the contract as the contracting party and you must send this additional 
agreement to Smart by e-mail. 
 
Budget: the total of your income and expenses processed through Smart. In the budget overview, your 
"dashboard", you will find all the details. Your available budget are the orders that have already been paid by 
your clients and are not yet earmarked for spending. Planned budget is the sum of confirmed orders that have 
not yet been invoiced or paid by your clients which you can reserve for your planned salary (not for expenses). 
It is your responsibility to check your budget regularly and that you have enough budget for your planned 
salary and for your expenses.   
Where? Mein Smart 
  
Employment: based on your budget you can sign an employment contract. Then you are no longer self-
employed but change your status and become an employee of the cooperative. Through the employment 
contract, you automatically have access to the statutory health, long-term care, pension and unemployment 
insurance as well as accident and professional liability insurance. The monthly insurance contributions are 
automatically deducted from your budget and paid in the form of social security contributions through Smart. 
 
Employment contract: based on your available and planned budget, you can decide for yourself in which salary 
category you want to be employed. After signing the employment contract, you will receive your net salary at 
the end of each month. In the employment contract you will find a) the description of your job, b) the duration 
of the employment contract, c) the employee's gross salary (the chosen salary category minus 7 % Smart fee 
and minus the employer's share of social security contributions). It is your responsibility to check how long the 
contract will run and to inform Smart if you wish to extend the contract. 
 
Expenses: if you have professional expenses related to your orders that are tax deductible, you can claim them 
with Smart. You will be reimbursed for the expenses from your available budget. You can only use available 
budget for your expense reimbursement, not a planned budget. A list of possible types of expenses can be 
found in the expenses form.   
Where? https://form.jotform.com/200343658329355 
  
Frame contract: an order form valid for a longer period, for the same activity for the same customer, e.g. 
language training for an hourly rate that is always the same. If an invoice is to be issued, you must send Smart 
an e-mail with the hours or units.   
 
Invoice: Smart creates and sends invoices to your clients for your orders with an invoice number and with 
Smart’s tax number. Your client transfers the invoice amount with the invoice number to Smart's bank account. 
The net sum minus the Smart fee (7%) is then transferred to your budget based on the invoice number. 
 
Order: a professional activity (service) that is invoiced by Smart. You communicate all details of the order with 
Smart via the order form. The order will be invoiced by Smart.   
 
Order form: the basis for the invoice that Smart sends to your client. The order form is a contract between the 
cooperative and your client, which you sign on behalf of the cooperative.    
 
Payment guarantee: this means that your salary will be paid if you have enough budget via confirmed order 
forms. Your salary will be paid even if your customers pay late or don't pay at all. 
  
Salary: if you have signed an employment contract, you will receive a salary at the end of the month. The salary 
you receive is a net salary. The net salary is the employee gross salary from your employment contract minus 
the wage tax and minus the employee's share of the social security contributions. Smart takes care of paying 

https://form.jotform.com/200343658329355


the wage tax to the tax office and transferring the social security contributions to the health insurance provider 
and pension insurance. 
  
Social security contributions: if you are employed by Smart (no Mini-Job, over 450 euros/month), the costs for 
health, long-term care, pension and unemployment insurance are paid monthly from your budget in the form 
of an employment contract. You pay both the employer's and the employee's contribution.   
  
Travel expenses: if you have travel expenses for business trips outside your place of residence that are related 
to your orders and are tax deductible, you can have these expenses reimbursed from your available budget. 
This also includes the flat-rate allowance for additional meals (Verpflegungsmehraufwand). 
Where? https://eu.jotform.com/form/90791117858366 
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