Terms of Business

Tetephane: G800 B34 3862  Fax 02 22
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Pension Practitioner. Cam 1s a trade name owned and
operated by International Pension Pariners LLP, a limited
liability parinership registered in England under number
QC377132 ("the LLP")

This Terms of Business sets out the general terms and
conditions that apply: how we perform these sarvices
and our charges.

We shall conduct our relationship with you at all times
in accordance with these terms of business. We are not
regulated to provide investment or investment related
services that are-.covered by the Financial Conduct
Authonty. We also do nol provide morlgages and non-
investmernt msurance.

We shall be entitied to any fees under thase terms of
business once you have consented 1o them. subject to
the nights you have (o cancel the agreement.

In thaese Terms of Business references “we” “us” and
‘our shall mean Inlernational Pension Partners LLP as
provider of this service. References lo "you™ and “your
means you as the Trustee(s) of the Scheme who will be
the recipient of this service,

1. Our remuneration

a. We receive our remuneration from fees, which we charge to you
for provision ol the services provided in the fee menu. Our fee for
the set up of a scheme, or lakeover of anolher pension schema,
payable in advance. The administration fee is invoiced in
advance lor the year, and is collecled quarterly by direc! debit.
The first collection date will arise within 7 calendar days following
the tax registration of the scheme, or in the case of a scheme
takeover, within 7 calendar days lollowing provision of the
schame’s takeover report. Thereafier, it is collected on the first
working day of each subsequent quarier by direct debit.

b. Where you instruct us to underiake work for you which does
not form part of the administration services set out in the fee
menu, we will charge you for those services once they are
campleted in our opinion. We will advise you in advance of
those fees. You have 14 calendar days o pay for any and ali that
additional work which does niot form pan of the administration
service. If you do not pay within 14 calendar days we reserve
the right o charge you interest at a reasonable rale from the
14th date that the invoice remains outstanding until the date that
the payment is received as cleared funds. We also reserve the
right not to perform any services for you and reserve the right
to recover in addition 10 our coslts from you lor pursuil of our
involce(s), for which you will be liabie for.

¢ In the evenl thal we are unable 1o collecl by direct debil, we wili
re-atlempt o collecl payment 7 calendar days lollowing the first
collection attempl. If we are unable to collect that subsequent
paymenl you will be liable for the annual adminisiralion fee for
Ine year. We also reserve the night nol to perform any services
tor you until payment has been received, logether with the right
|o recover in addiion to our costs from you for pursuit of our
nvoice(s), for which you will be liable for.

d. Wnere you or we lerminate our services and you have paid for
he annual adminisiration fee of your scheme lor the year andjor
additional services set oul in the fee menu, you shall be entitled
1o a refund of your fees. less the cosis we have incurred 1o the
date of the termination of the sarvices agreement. No interast will
be added lo the refund. Where you lerminate our services. you
will not be entitled to any refund if the invoice arising from the
services for which you have been invoiced remains ocutstanding
after 14 calendar days, or is oulstanding at the dale that our
administration services agreement is terminated.

e. By signing this agreemenl you agree {0 pay us for our services in
accordance with that set out in these terms of business.

i. You may reques! that the invoice(s) is made to and paid by the
Registered Administrator of the scheme, however this does
nol. transler, alter or diminish any terms or liabjlity you have in
conneclion with lhis agreement. You are signing this agreement
as Truslea{s) of the pension scheme.

g. Where you undertake a transaction which gives rise 1o an
unauthonsed payrents charge on the administrator or member
or employer, we reserve the night o lerminate our services wilh
you with immediale effect. Under these circumsiances 2a. 2b
and 2c of this Terms of Business shall not apply.

2. Termination

a. Subject o the provisions self oul in 1.a & b & ¢ we or you may
lerminate this agreement at any lime, on giving 30 calendar days
nolice lo the other party in wriing.

b. Natice of termination by you must be given in wriling to our
address at: Daws House, 33-35 Daws Lane, London. NW7 4SD.
The agreement will lerminate 30 days upon our receipt of such
notice. Prool of posting will not constitule proof of delivery.

c. Notice of termination by us must be given in wriling o you and
we will send such notice by post lo your last known address.

d. Termination of the agreement is without prejudice to the
completion of any services inilialed prior ta receipl of
such notice.

e. The terms of business have no minimum or maximum period
during which they must remain applicable.

3. Communicating

a. You may communicale with us by wriling, phoning or sending an
email 1o us, there is no additional charge.

b We will communicate with you by wriling, phoning or sending
an email, at our discretion and unless we hear from you to the
contrary we may telephone you from time to ime in normal
business hours withoul your further prior consent.

c. All poslal correspondence will be sent 16 you via the Royal Mail,
We will not be responsible lor loss of any correspondeance thal
may arise from any esror or failure of the postal sysiem. First
class mail will normally be used, save for documents of title.
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4. Compensation

If you make a valid claim against us in respect of the services
we provide we will make selllement in accordance with our
professional indemnity insurance policy.

5. Verifying identity

We are registered with HM Customs & Excise for money laundering
regulation and as such we have satishied those requirements as

Fit and Proper Persons. Details of our nominaled officer can be
provided on request.

We will verify your identity in accordance with the Criminal Juslice
Act 1893 and the Money Laundering Regulations. In certain
circumslances, where lhe individual cannot be verified by anather
approved person (such as your accountant), we will charge £15.00
per person who requires a MLR verification check. We may rely on
an approved external provider to underiake that check.

6. Legal documents

We do not provide custodian services and therefore do not hold
title on your behall, save for taking copies of those documenis o
allow us to provide services o you. We will return those documents
to you by Royal Mail recorded delivery: we cannot be responsible
for the loss of legal documents, it the Royal Mail fails to deliver
those documents.

7. Your money and investments

We do not handle client money under any circumslances. We

are nol co-owner or 3 signatory to any invesiments ol any nalure,
including bul not limiled lo loans, bormowings, stock and share
purchases/sales, securities, financial fulures and options, certificates
of deposit, currency, metals, land and property of any nature.

We are not liable for any lax penalties, losses, omissions and errors
you undertake in the investment of your funds. including but not
imited to investments i1 stocks, shares, land, property, any employer
o employee or connected party investments of any nature.

We are registered for Money Laundering Regulation and will require
authority 10 obtain information regarding investment activities in
order that we may meel HM Customs and Excise requirements,
with whom we are registered with. We do not provide financial
and/or investment advice. You ere recommended to speak with a
person who is regulated to give you that advice.

8. Law
The law governing this agreement is the law of England and Wales.

9. Instructions

Ve normally requive our chents lo give us i in wriling,
1o avod possible disputes, but we shall be entitled. at our sole
discretion, 10 act upon your oral instructions. We can refuse your
mstructions at our discretion.

Dews Housa 33-38 Daws tane London NWT A4S0

10. Variation of the agreement

We may vary the terms of this agreement by wriling to you at
your last know address giving 30 calendar days notice to those
changes. Proof of delivery to this address will constitute proof
ol notice being servad. These terms of business represent aur
underslanding of the law and our terms of business as al 1 May
2013; they are valid from that date.

i1. Complaints Procedure

We always aim to provide an excellent service, if for any reason we
have failed please pul your complaint in wriling to:

Pension Practitioner .Com
33-35 Daws Lane

London

NWT 4SD

We will respond lo you within three working days of receiving thal
complaint and will commence an invesligation. We will advise you
ol our progress and aim lo complete our invesligation within 30
calendar days of the complaint being received.

12. Data Protection Act 1938 & Legal
Information, Privacy Statement and the
Data Protection Act 1998

a. We will treat all your personal informalion as privale and
confidential (even when you are no longer a client), except
where disclosure is made al your requesl or with your consent
or whera we are required by law to disclose. We will hold your
details for a minimum of & years.

b. We will use your informalion for the purposes of administration of
the services you employ us to undertake from time lo time and
to allow us provide you wilh consultancy and documeniation
services you have asked us lo provide to you.

¢. The information you provide to us may be shared with HMRC and
the Pensions Regulator and their agencies for the prevention of
fraud and 1o ensure proper compliance with their requirements of
us. We will not provide your information to any other third party
without your written consent to do so, except as required by law.

d. Where necessary you consent o our processing data that
is defined as sensitive by the Data Prolection Acl. You also
consent to our transferting your information to countries that
do not provide the same level of dala protection as the UK. if
nacessary lor the above purposes. in order lo provide cerlain
online services to you. we may transier your data to countnies
or temitories outside of the EEA (European Economic Area)
thal may not provide the same level of protection as within the
EEA. We, our agents and sub-contractors will apply appropnate
lechnical and organisational measures against the unautharised
processing of personal data and against accidental loss of, or
damage lo personal dala. By providing your data you agree 1o
your data being used and transferred as slated above.

e. For marketing purposes we will never share with other
companies the information you provide to us.
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13. Contracts (Rights of Third Parties)
Act 1999

Save in respecl of death or personal injury, you will look only to us
(and not to any individual engaged or employed by us inclyding
but without limitation to any partners or consuliants or contractors)
for redress if you consider that there has been any breach of
these terms of business or any variation thereof which you agree
should be confirmad in writing. or in relation to any cause of
action arising oul ol any service that we provide to you. You also
agree nol 1o pursue any claims in contract, tort or for breach of
statutory duty (including but not limited 1o negligence) against

any individuals working for us in carrying out our obligation under
these terms of business or in relation ta any service we provide to
you al any time, whether the individual is named expressly in any
correspondence we send lo you or nol. You acknowledge thal such
individuals (including but without limitation to directars, employees
and consultanis) are enlitled lo enforce this term pursuant to the
Conitracls (Rights of Third Parlies) Act 1999,

14. Scope of our services

We provide administralion services 1o Trustees of Small Self
Administered Schemes in order that they may perform their
functions as Trustees.

We do nol give advice on the suitability or otherwise of transferring
pensions held in the UK or Overseas lo Small Self Administered
Schemes. You are recommended lo speak lo an Independen
Financial Advisor who is authorised to give such advice prior o
making any pension transiers. Where we are requested to sign on
behalf of ihe Scheme Administzalor a pension warranty form, we
are signing on the sole basis that the receiving scheme is capable
of receiving a pension transier and not for any other purpose.

Whilst we provide documenlation and we rely on our pension
solicitor's documenlation, we are not solicitars and therefore
clienls are recommended 10 oblain their own legal advice wheare
appropriate regarding the documentation we supply to them.

Our guidance is based on information provided to us by HMRC,
The Pensions Regulator and other bodies. You mus! salisfy
yourself that the information we provide to you is cerrect and you
-accept that we have no liability where in good faith there are any
omissions, errars, inconsistincies in respect of the information we
provide 1o you.

We do not underiake any aclivilies arising from or connection with:

» Receiving instructions from the trusiees or members about the
buying or selling of trusi and or insurance investments and then
instructing a broker or praduc! provider 1o effect the transaction.

= We do not deal or enter into investment transactions concerning
securities or relsvant investmentis on behall of the rusiees.

= Nor do we handle claims on behalf of trustees.

= We do not arrange the appointment of a cuslodian on behalf of
the trustees.

= We do nol give invesiment acdvice or solicit investment products

Cims House 3835 Daws Lans London NYiT 45D

Such aclivities are undertaken by the trustees for themiselvas or
through the appointed advisor. We do not receive any payments for
investmenls and palicies that you arrange.

We do undertake ail of the following:

* Maintaining records;

® Liaising with tax authorities:

e Arranging actuarial advice;

* Paying over contributions to a product provider or fund manager
for investment in line with pre agreed instructions; and

* Paying oul benefits under the instruclion of the trustees

¢ HMRC and all other Regulalory reporting

* Give Information regarding changes in HMRC and
Regulatory praclice

e Give information we consider from time to time apprapriate to
lhe trustees concerning the governance of the pension scheme.

e Provide through our appoinied solicilors legal services lo
the trustees

We do not hold nor are we a signalory (o the assets of the pension
schame. We will hold authority for any investments underlaken in
order that we may meet our reporting requirements to HMRC.

Fit and Proper Persons

We are registered wilh HM Revenue and Cusloms as a LLP Service
Provider in order that we can meet their requirements of us. We
have satisfied their fit and proper persans lest and our cerlificate

is available on request. We will share information with HMRC and
their agencies (o prevent fraud or in conneclion with the prevention
of money laundering.

By signing this agreement you confirm that you have read the lerms
of business and agree o be hou these terms of business.

Signed

Ragistered iy Englars No. OC377532
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Name of Scheme

Narne of Company/

Employer crealing the Scheme

Serving Address for f‘s

Pension Correspondence AZ.7—' ( .
e ERD

Telephone Number @ﬂe\gz - 6} '_S 36-5,

Contact Name%
Email Address k\ PR GAEQ ““ 1\\ : A ét G @ l & Q. Cohe
2 = A O T R0, - ~

Accountant Details

Name of the Company w

Contact Name

Telephone Number

Email Address

Address

Financial Advisor Details

Name of the Cempany

Conlact Name

Telephone Number @’7 01%2, 6(53 50—3\ :

Email Addrass

Address



SSAS Set up questionnaire

Trustees

Rl =Py
Sumame 359‘,5 AclD Dale of Birth '5,&)/ - / ¢ 3 |
Proposed Retirement Date (S National Insurance Number k) P \ 25| 3R D
Home Address g, %456\( AVE .

| ManenesteRr . |

M. =33IN.

Is this Trustee also a Member? E{es DNU

Trustee 2 Title (Mr, Miss, Mrs) Forename(s)

|
Surmame Date of Birth
| Proposed Retiremerit Date National Insurance Number

|
Home Address

Is this Trustee also a Member? [ Ives DNO

Please return this form to:
info@pensionpractitioner.com

Alternatively, post this form to:
Pension Practitioner .Com
Daws House

33-35 Daws Lane

London NW7 4SD

oo g DDA~ =

Date B /3’_,//,/&7/ 20/6




