Pension Practitioner ~o

Terms of business

Pension Practitioner.Com Limited is a company registered in England under company number 6028668
("the Company").

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

We shall conduct our relationship with you at all times 1n accordance with these terms ot 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 mortgages 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 Pension Practitioner.Com Limited
as providers of this service. References to "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 of the services
provided in the fee menu. Our fee for the set up of a scheme, or takeover of another pension scheme,
1S payable 1n advance. The administration fee is invoiced in advance for the year, and is collected
quarterly by direct 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 following
provision of the scheme’s takeover report. Thereafter, it is collected on the first working day of each
subsequent quarter by direct debit.

b. In the event that we are unable to collect by direct debit, we will re-attempt to collect payment 7
calendar days following the first collection attempt. If we are unable to collect that payment you will
be subject to a late payment fee in line with that charged to us by our bankers. We also reserve the
right not to perform any services for you until payment has been received, together with the right to
recover 1n addition to our costs from you for pursuit of our invoice(s), for which you will be liable
for.

c. Where you instruct us to undertake work for you which does not form part of the administration
services set out 1n the fee menu, we will charge you for those services once they are completed in our
opinion. We will advise you in advance of those fees. You have 14 calendar days to pay for any and
all that additional work which does not form part of the administration service. If you do not pay
within 14 calendar days we reserve the right to charge you interest at a reasonable rate from the 14"
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 to our costs from you for pursuit of our invoice(s), for which you will be liable for.

d. Where you or we terminate our services and you have paid for the annual administration fee of your
scheme for the year and/or additional services set out in the fee menu, you shall be entitled to a refund
of your fees, less the costs we have incurred to the date of the termination of the services agreement.
No interest will be added to the refund. Where you terminate our services, you will not be entitled to
any refund if the invoice arising from the services for which you have been invoiced remains
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outstanding after 14 calendar days, or is outstanding at the date that our administration services
agreement 1s terminated.

¢. By signing this agreement you agree to pay us for our services in accordance with that set out in these
terms of business.

f.  You may request that the invoice(s) is made to and paid by the Registered Administrator of the
scheme, however this does not, transfer, alter or diminish any terms or lability you have in
connection with this agreement.

2. Termination

a. Subject to the provisions set out in 1.a & b & ¢ we or you may terminate this agreement at any time,
on giving 30 calendar days notice to the other party in writing.

b. Notice of termination by you must be given in writing to our address at: 33-35 Daws Lane, London.
NW7 4SD. The agreement will terminate 30 days upon our receipt of such notice. Proof of posting
will not constitute proof of delivery.

¢. Notice of termination by us must be given in writing to you and we will send such notice by post to
your last known address.

d. Termination of the agreement is without prejudice to the completion of any services initiated prior to
receipt 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 communicate with us by writing, phoning or sending an email to us, there is no additional
charge.

b.  We will communicate with you by writing, phoning or sending an email, at our discretion and unless
we hear from you to the contrary we may telephone you from time to time in normal business hours
without your further prior consent.

c. All postal correspondence will be sent to you via the Royal Mail. We will not be responsible for loss
of any correspondence that may arise from any error or failure of the postal system. First class mail

will normally be used, save for documents of title.

4. Compensation

If you make a valid claim against_ us in respect of the services we provide we will make settlement in
accordance with our professional Indemnity insurance policy.

6. Verifying identity

We will verify your identity in accordance with the Criminal Justice Act 1993 and the Money Laundering
Regulations. This will be required on signing our terms of business.

7. Legal documents

We do not provide custodian services and therefore do not hold title on your behalf, save for taking copies
of those documents to allow us to provide services to you. We will return those documents to you by

Royal Mail recorded delivery; we cannot be responsible for the loss of legal documents, if the Royal Mail
fails to deliver those documents.
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