Terms of Business

Telephone: 0800 834:4862 Fax: 02087112522 Emalliinfo@pensionpractitionarcom

Pension Practitioner. Com is a trade name owned and
operated by International Pension Partners LLP, a limited
liability partnership registered in England under number
OC377132 (“the LLP").

This Terms of Business sets out the general terms and
conditions that apply; how we perform these services
and our charges,

We shall cenduct 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 Services
Authority. We also do not provide morigages and non-
investment insurance.

We shall be entitled to any fees under these terms of
business once you have consented to them, subject to
the rights you have to cancel the agreement.

In these Terms of Business references "we" “us" and
“our” shall mean International Pension Partners LLP as
provider of this service. References to “you" and “"your”
means you as the Trusiee(s) of the Scheme who will be
the recipient of this service.

1. Our remuneration

a. We receive our rentuneration from fees, which we charge to you
tur provision of the setvices provided in the fee menu. Our fee far
the se! up of a scheme, or takeover ot another pension scheme,
is payable in advance, The administration fee 1s invoiced in
advance for the year, and is collected quarterly by direct dabit.
The first collection date will arise within 7 calendar days following
the 1ax regisiration of the scheme, or in the case of a scheme
takeover. within 7 calendar days following prowvision of the
scheme's takeover report. Thereaftern, it s collected on the first
working day of 2ach sulzseguent quarter by direct debit,

b Where you instruct us to undertake work for you which does
nel farm part of the adminisiration services set oul i the tee
menu, we will charge you for those sarvices once they are
rompleted in our opinion, We will advise you in advance of
these fees. You have 14 calendar days o pay tor any and all thal
additional work which doss net form pait of the adminisiration
service. If you do not pay within 14 calendar days we reserve
the right 1o charge you interest at a reasonable rate from the
141h dale that the invoice remains outstanding Until the date that
the payment is received as clearad funids, We also resarve the
righl not 1o perlorm any services tor you and reserve the nght
10 recover in addition toour costs frarm you for pursuit of Gur
Invaice(s), for which you will be liable for,

€ |nthe evenl that we are unable to collect by direc! debit, we will
re-atteript to collect payment 7 calendar days following the first
collection attempt. If we are unabile 1o collect that subsequent
paymaent you will be liable for the annual administration fee for
the year. We also reserve the right nol 1o perfon) any sevices
for you until payment has been received, logether with the right
torecaver in addition to our costs from you for pursint of aur
invoice(s), for which you will be liable for, '
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d. Where you orwe terminate our services and you have paid for
the annual administration fee of your scheme far the year andfar
additibnal services sef out in lhe fee menu, you shall be enijtled
toa refund of your lees, less the costs we have Incurred 1o the
date of the termination of the services agreement. No mterast will
be added to the refund. Where you terminate our services. you
will ot be entilled o any refund if the invoice arising from the
services for which yeu have bean involced remains outstanding
alter 14 valendar days, orisautslanding al the date that our
administration sarvices agreement is terminated.

(v

. By signing (tis agreement you agree to pay us tor our services in
acoordance with that set out in these terms of business.

. You may request that {he invaice(s) is made to and paid by the
Registerad Administrator of the scheme, hwever this does
riol, transler, alter or diminish any terms or liability you have in
connection with this agreement. You are signing this agreement
as Trustea(s) of the pension scheme.

g. Where you undertake a transaction which gives rise 1oan
unauthansed payments charge on the administratar or member
ar employer, we reserve [he right to tlerminate our services with
you with mmedate effect. Under these cirelimsiances 2a, 2b
and Zc of this Terms of Business shall not apply.

2. Termination

a. Subjict to he provisions set ol in 1.2 & b & ¢ we or yau Imiy
terminale this agreement at any time, on awving 30 calendar days
notice to the other party in writing.

b. Notice of lermination by you must be given in writing 1o our
address at: Daws House, 33-35 Daws Lane: London, NW7 4SD.
The agreement will terminate 30 days upon cur recaipl of such
notice. Praot of posting will nol canstitute proot of delivery,

c. Notice of tegminaticin by us must be given inwriting to you and
we will send such notice by post to your last knowrn address.

d. Termination of the agreement is withou! prejudice to the
completion of any services initiated prior to recaipt ot
such notice.

@, The terms af business have no rnimum or maximum period
during which they must remain applicable.

3. Communicating

a. You may commumcate with us by writing. phoning or sending an
email to us, there 1s no additional charge.

b We will communicale with you by writing, phoning ar sending
an email, at dur discretion and unless we hear irom you to the
contrary we may telephoneg you from time 1o fime innormal
business hours without your further prior consent.

c. All postal correspondance will be sent to youwvia the Royal Mail.
We will not be respansible for loss of any carrespondence that
may arise from any error or failure of the pastal syslem, First
class mail will normally be used, save for documents of litle,
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4. Compensation

If you make a valid claim against us in respect of the services
we provide we will make settlernent in accorclance with ot
professianal indemnity insurance palicy,

5. Verifying identity

We are registered with HM Custtims & Excise itn money laundsring
regulation under numbier12527317 and as such we have satisfisd
thase requirements as Fit and Proper Persons. Detalls of our
nominated officer can be provided on request.

We will verity your identity in accordance with the Criminal Justice
Act 1893 and the Money Laundering Regulations. In certain
‘circumstances, where the individual cannat be veritied by anolher
approved person'{suah as your accountant), we will charge £15,00
per person who reguires a MLR verificalion check. We may rely on
an approved extarnal providar to undertake that check,

6. Legal documents

Wa do not pravide cuslodian services and heralore do not hold
title on your behall, save for taking copies of those documents to
allow us ta provide servicas to you. We will return thpse documeants
to you by Royal Mail recorded delivery, we cannol be responsible
for tnge loss of legal docurnents, i the Royal Mail tails 1o deliver
those docurnents.

7. Your money and investments

We dao not handle client monay under any cireumstances. We

are net co-owner or & signataty 1o any investments of any nature,
including but nol limited 1o leans, butrowings, stock and share
purchasesfsales, securilies, finargial utures and options, certficates
of deposit, currency, meltals, land and property of any nature.

We are not liable tor any tax penalties, losses, ornissions and errors
you undertake in the investment of your funds, including but nat
limited ta invésimenis in slocks, shares, land, prapery, any employer
or employee or connecled parly nvesiments af any nalure.

We are registered for Money Laundering Regulation and will require
authiority to oblain information regarding invesiment activities in
erder that we may meet HM Cusioms and Excise requirements,
with whorn we are registered with. We do not provide financizl
andfor iInvestment advice. You are recommanded to speak with a
person Who is raguldted 1o give you that advice,

8. Law

The law gaverning this agreament is the law of England and Walss,

9. Instructions

We pormally tequire our clients o give Us instructions i wriling,
to aveid possible disputes, but we shall be entitled, at our sole
discretion, 1o act upon your oral nstructions. Wee can refuse your
nstructions at our disoration,
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10. Variation of the agreement

We may vary the terms of this agreement by witing to you al
your last know addrass giving 30 calendar days riolice o those
changes, Praof of delivery to this address will constitute proot

of notice being served. These terms of business represant our
understanding of the law and our tarms of business as at 1 June
2000 they are valid from thal date.

11. Complaints Procedure

We always aim to provide an excellen! sewvice. {f tor any reason we
have failed please put your complaint in writing to

Pension Practitioner .Com
33-35 Daws Lane
Landon

NWT 45D

We will respand to yau within thrae working days of receiving [hat
complaint and will cormmance an invastigation, We will advise you
of our progress and aim lo complate our investigation within 30
calendar days of the complaint being received,

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

a.'We will treat all your personal nlormation as privale and
confidential (even when you are nu longer a client), axcept
where disclosure 1s made at your request or with yaur consent
or where we are required by law to disclose, We will hold your
details far a minimum of 6 years,

. We will use your information for the purposes of administration of
the services you employ us to'undertake from time o time and
1o allow us provide you with consullancy and documentation
services you nave asked us to provide to you.

¢. Tne informaticn you provide to us may be shared with HMRC and
the Pensions Regulator and their agencles for the prevantion of
fraud and 1o ensure proper compliance with their requirements of
us. 'We will nat provide yeur information to any other third party
without your wriiten consen! todo so, except as required by law.

d. Where necessary yol consent 1o our protessing data that
is defined as sansitive by the Data Protection Act. You also
consent 1o our transferring your infarmation 1o countries {hat
do not provide the same lavel of data prolection as the UK, If
necessary for the above purposes, In order (o provide certain
online services to you, we may transfer your data 1o counlries
or territones oulside of the EEA (European Economic Area)
lhat may nat plovide the same level of protestion as within the
EEA. We, aur agents and sub-coniractors will apply appropriate
technical and organisational measures against the unauthonsed
processing of personal data and adaiiist accidantdl loss of, or
damage lo personal data. By providing your data you agree (o
your data being used and transferred as stated above.

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

Save in respect of death or personal injury, you will lack only o us
(and not lo any individial engaged or employed by us including
Bt withour imitation 1o any directors or consultans of conractors)
lor redress il you consider [hat there has been any breach of
these tenmis of business or any vanation thereol which you agree
should be confirmed in wating, or in relation to any cause of

action arising out of any service that we provide to you, You also
agree nal o pursue any claims in contract, o or for breach of
statutory duty (including but not limited to negligence) against

any individuals workihg Tor us in carying aut our ohligation under
these lerms of business or il relation 1o any semvice wa provide 1o
you at any time, whether the indwidual 1s named exprassly in any
corespondence we send o you or nob You acknowledge that such
ndividuals (inclurding but without imitation to direclors. employees
and consullants) are entitled 10 enforce this term pursuant (o the
Contracts (Rights of Third Parties) Acl 1893

14. Scope of our services

We provide administration services to Trustees of Smigll Sali
Administered Schemes in order thal they may perform their
functions as Truslzes,

We do nol give advics on [hi sultability or otherwise of transterring
pansions held in the UK or Overseas 1o Small Self Administerad
Sohemes. You are recommended to speak ta an Independant
Finanelal Advisar who s authorised 1o dive such advice pnor 1o
rmaking any pension transters, Where we are requested 1o:sign on
behalf of the Schame Administrator & pension warranty form. we
are signing on the solie basis that the receiving scheme is capatile
of receiving a pension transter and not for any other purpose.

Vihilst we provide documentation and we rely on our pension
solictor's documentation, we ate not solicitors and tharetors
clients are recommended 1o nbtam thesrr own l2gal advice whera
appropriate regarding the dosumaniation we supply ta them.

QOur guidance is based onintormation provided to us by HMRC,
The Pensions Regulator and other bodies. Yol must satisly
yourself thal the information we pravide o you is cotrect and you
accept that we have no liability where in good taith there are any
ormissions, errors, Inconsistincies inrespect of the infarmation we
provide to you,

We do not undertake any activities arising from or connection with

« Receiving instructions from the trustees or members about thiz
huylng or selling of trust and or insurance investrients and then
Instructing a broker of product provider 1o effect the transachon.

« We do nol deal ar enler inloinvestiment lransactions congeming
securities or relevant investments on behall of the trustzes.

o Nor do wa handle claims on behalf of trustses.

» We do not arrange the appointment of a custodian on behall of
the trustess.

= We do not give investment advice or salicil investiment products

Such activities are undertaken by the trusises tar thamnselves ar
through the apponted advisor, We do not receve any payments for
investments and policies that vou amange.

We do undertake all of the following:
« Majntaining records;

» Lidising with lax aulhorilies:

= Arranging acluarial advice,

* Paying over conlribulions to a praduc! provider or fund manager
for investmen! in line with pre agreed instructions: and

* Paying out bengfils under the instruction of the lrustees
* HMRC and all ather Regulatory reporting

» Give information regarding changes in HMRC and
Requlalory practice

« Give information we consicler from time to time appropriate 1o
the lrustees concerninig the gevernance of the pension scheme.

» Proyide through our appointed solicitors legal services 1o
the trustees

We ¢io not hold nor are we a signatory te the assels of the pensian
scherne, We will hold authority for any investments undertaken in

ordar thar we may meet our reporting readireniants 1o HMRC.

Fit and Proper Persons

We are registered with HM Revenue and Custams as a LLP Service
Provider in order that we can meal their requirements of us, We
have satistied ther {it and proper persons test and oul certificate

is avallabile on request. We will share information with HMAC and
their agensies 1o prevent iraud or in connection with the prévention
of money launderng.

By sigrung) this agreement you confirm that you have read the terms
of husingss and agres ta be bound by these terms of business.

Signed M /{ %

Name MATTHEW GRIGSBY

| Signed

Narmie |

Signed

MNarme

Daws House 33:35 Daws Lane Londen NW7 48D

FERINON PRACTINCNER COMIS AT




