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Pension Praclilioner. Com is a lracle name owned and
operaled by Inlernational Pension Parlners LLP, a limiled
liabllity parinership reglstered in England under number
00377132 ("lhe LLP").

This Terms of Business sels oul lhe general terms and
condilions that apply; how we perform lhese services
and our charges.

We shall conduc! our relalienship with you al all limes
In accordance with these lerms ol business. We are nol
regulated lo provide Invesiment or Investmenl relaled
seivices lhal are covered by lhe Financlal Services
Authorily. We also do nol provide morlgages and nopn-
invasimanl insurance.

We shall ba aentilled lo any fees under these lerms of

business once you have consenled lo lhem, subjecl lo
lhe rights you have lo cancel the agreementl.

In lhese Terms of Business relerences "we" "us" and r

“our” shall mean International Penslon Parlners LLP as

provider of Ihls service, References lo “you® and “your”

means you as lhe Truslese(s) of the Scheme who will be
Ihe reclplent of this service.

1. Our remuneration

a. We recelve our ramuneration lrom [aes, which we charge lo you
lor provislon of the services provided in the fes manu, Our (ee for
the sel up ol a scheme, or lakeovar of anolher pension schems,
Is payable In advance. The adminlstration fee Is kvolced In
advance for the year, and Is collecled quarterly by ditect debll.
Tha lirst collectlon date wil arlse within 7 calendar days lollowing
Lhe lax reglsiratlon of the scheme, or In the case of a scheme
lakeovar, Within 7 calendar days following provision ol he
schema's lakeover reporl. Theoaller, It Is collecled on the lirsl
working day of each subsequent quartor by direct deblt.

b. Where you Inslrucl us lo undertake work lor you which does
nol form parl of (ha adminislration services sel oul In the les
msnu, wa vill charge you lor those services once they are
completed In our oplnlon. We will advise you In advance of
those [ees. You have 14 calendar days lo pay lor any and all (hal
additional woik which daes nol form parl of the adminislration
sorvice. I you do not pay wilthin 14 calendar days we reserve
(he righ lo charge you inleresl at a reasonablo rale [rom Lhe
141h dale that the [nvolce remalns oulslanding until the date that
the payment is raceived as cleared [unds, \We also reserve the
tight not Lo perform any services for you and reservo tha right
to recover In addition lo our costs liom you for pursull of our
Involce(s), for which you will be liable for,

¢ Inthe evenl thal wo are unable lo collacl by direcl dabll, va will
te-atlempt lo collect payment 7 calendar days [ollowing lhe lirsl
calleclion allampt. If we are unable to collact hal subsequent
paymenl you vill be liable for (he annval administration [ee for
Lhe year. We also teserva ths righl nol to peiform any services
for you unlil paymenl has been received, logelher vith the right
to recover In addilion lo our cosls rom you for pursull of our
Involce(s). lor which you vdll be llabla for.
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d. Where you or we larminale our services and you have paid lor
the annval adminlsiration lea of your scheme lor the year and/or
additlonal services sel oul In Lhe fee menu, you shall be enliled
lo a refund of your lees, less the costs wa hava incurred (o the
date of the lerminallon ol (he seivices agreemenl, No Inlerest will
be added lo the refund. Where you lerminale our services, you
will nol be enlilled to any refund if the lnvolce arlsing from the
sewvices for which you have been involced remalns oulslanding
alter 14 calendar days, or Is oulstanding al the dale thal owr
adminlstration services agreemenl Is lerminaled.

o. By slgning this agrdernenl you agrec o pay us [or our seivicas in
accordance wilh Lthal sel out [n [hese lerms of business,

(. You may request thal the Involce(s) Is made to and pald by the
Reglstered Adminisirator of the scheme, however this does
nol, Iransler, aller or diminish any lerms or llablity you have In
connection wilh Lhis agreemen. You are signing this agreamenl
as Truslas(s) ol the penslon scheme.

9. Wherte you underlake a lransactlon which gives rise o an
unauthotised payments charge on lhe administralor or member
or omployer, we reserve the right o lerminale our services wilh
you with Immediale eflecl. Under lhese clrcumslances 2a, 2b
and 2¢ of Ihls Torms of Business shall nol apply.

2. Termination

a. Subjecl to the provislons set oul In 1.a & b & ¢ e or you may
terminate this agreemenl al any lime, on glving 30 calendar days
nalice lo the other parly In villing.

b, Nollce of termination by you mus| be given In wrillng lo our
address al: Daws House, 33-35 Daws Lane, London, NW7 4SD.
The agresment wll terminate 30 days upon our recelpl of such
nolice. Prool of posUng vill not conslilula prool of dekvery.

c. Nolice of termlnallon by us must be given In writing lo you and
wa will send such nolice by post lo your last known address.

d. Termination of the agreement s without prejudice lo the
complolion of any services Inlllaled prior lo recelpt of
such nolice.

0. The lerms of business have no minimum or maximum period
during which they musl remaln applicabls,

3. Communicating

a. You may communlcale with us by wiiling, phonlng or sending an
email to us, lhera Is no additlonal chargo.

b We viill communlcale wilh you by wriling, phoning or sending
an emall, al our discrellon and unless we hear lrom you to the
conlrary we may lelephone you lrom lime lo ime in normal
business hours withoul your [urther prior consenl.

¢. All postal colrespondence will be senl to you via the Royal Mall.
\Wa will nol be responsible lor loss of any coirespondence thal
may arlse lrom any aftor or fallure of the postal system. Flrst
class mall will normally bo used, save lor documents of tlile.
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4. Compensation

liyou make a valid clalm against us In respect of Ihe services
we piovide we vill make selllemanl In accerdance wilh our
professlonal Iniemnily Insurance policy.

5. Verifying identity

We ara reglslerad with HM Cusloms & Exclsa lor monay laundering
regulation under number12527817 and as such wa hava salisllad
those requirements as Fit end Proper Persons, Delalls of our
nominated ollicer can be provided on request.

Wa will verify your ldentily In aceordance wilth the Criminal Justice
Act 1993 and the Money Laundetlng Regulations. In cerlaln
ckrcumstances, where tho Individual eannol be verilled by anolher
approved person (such as your accountant), we will charge £16.00
per person who roquires a MLR verilicallon check. We may rely on
an approved oxlornal provider lo underlake thal check.

6. Legal documents

We do nol provide cuslodlan saivices and thereflore do nol hokd
litle on your behall, sava for laking coples of lhose documents fo
akow us lo piovide services Lo you. We will refurn those documants
lo you by Royal Mall recorded delivary; we cannol be responsible
for |he loss ol legal documenls, If the Royal Mail [alls to deliver
these documanls, )

7. Your money and investments

Wa do not handle client money undar any ckcumslances, We

are nol co-owner of a signalory lo any Invesimenls of any nalure,
Including bul not limlled to loans, borowdngs, slock and shate
purchases/sales, securilles, financlal utures and oplions, cerllicates
ol deposll, currency, melals, land and property ol any nalure.

We oo nol Eable lor any lax penallies, losses, omisslons and errors
you underlake In the Inveslment of your funds, Including bul not
limited lo Investmenls In stocks, shares, land, proparty, eny employer
of employes or conngcled parly lnvaslmenls of any nalure,

We are reglsterac for Money Laundering Regulation and will require
aulharily to oblaln inlormalion regarding Investment activilles In
order thal we may meat HM Customs and Exclse tequirements,
vith whom we are reglstered wilh. We do nol provide linanclal
andjor lnvesimanl advice. You are recommended lo speak wilh a
person whols ragulaled lo glve you that advice.

8. Law
The law govarning Ihls agreement Is Ihe law of England and Wales,

9. Instructions

We normally require our clients lo glve us Instuctions In writing,
lo aveld possible dispules, bul we shall bo entitled, al our sole
discrellon, (o act upon your oral Instcuclions. We can refuse your
Instructions al our discretion.
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10. Variation of the agreement

We may vary lhe lerms of Lhis agreement by wriling (o you al
your lasl know address giving 30 calendar days nolice lo those
changes. Prool of delivery lo (his address vill constilule prool

ol nolice belng served. These larms ol business represenl our
undarslanding of the law and our lerms of busless as al 1 June
2009; thoy are valld lrom Lhal dale.

11. Complaints Procedure

Wa atways alm lo provida an excellenl service, Il for any reason we
have lalled pleaso put your complafnl In wriling lo:

Penslon Praclitioner .Com
33-35 Daws Lane

London

NW7 45D

We will respond 1o you vilhln three working days of recalving that
complaint and vill commence an Invastigation, Wa will advise you
ol our progross and alm lo complale our invesligation withln 30
calendar days of the complaln! being racslved.

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

a. We will Ireat all your personal Informallon as privale and
confidentlal (even when you are no longer a cllenl), except
where disclosure Is made al your requesl of with your cansent
or where we aio requlred by law lo disclose. We will hold your
delalls for a minfmum ol 6 years,

b. Wa will use your Informallan for the purposes of adminlstration of
lhe services you employ us to underlake from time to ime and
lo allow us provide you with consullancy and documentalion
services you have asked us lo provide to you,

¢. Thae Information you provide lo us may be shared vith HMRC and
tha Pensions Regutator and thelr agenclss for the pravention of
[raud and to ensure proper compliance wilh thelr requitemants ol
us. We will nol provide your Information lo any other Lhird parly
wilhou! your viriiten consent lo do so, oxcepl as requlred by law,

d, Whore necessary you consenl o our processing dala that
Is defined as sensliive by the Dala Proleclion Acl. You also
consenl 1o our ltanslerring your Information lo counlrles thal
do nol provide the sama leval of dala proleclion as the UK, Il
necessary lor the above purposes, In order lo provide cerleln
onling services lo you, we may lransler your dala lo counliles
or lerilloiles oulsido of the EGA (European Economlc Area)
thal may no! provide the same level of proleclion as wilhln the
EEA. Wo, our agenls and sub-conlraclors will apply appropilate
technical and organisalional measures sgalnst the unauthorised
processing of personal dala and egalns! accldental loss of, or
damage lo paisonal dala. By providing your dala you agree lo
your data belng used and lranslerred as slated abova.

o. For markeling purposes e will nover share vith other
companles Lhe Informalion you provide lo us.
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13, Contracts (Rights of Third Parties)
Act 1999

Sava In respecl ol death or personal injury, you will look only to us
(and nol lo any individual engaged or employed by us Including
bul withaut limilalion lo any directors or consullanls or conliaclors)
for redress Il you conslder thal there has been any breach af
Lhese teims of business or any varialion thereol which you agree
should be conlirmed in waiiling, or In relalion lo any causa of

aclion arlsing out of any service thal wa provide lo you. You also
agree nol lo pursue any clalms In conlract, tort or for breach of
slatulory dutly {including bul not Fimiled to negligence) against

any Individuals working lor us In canying oul our obligation under
those lerms of buslness or In relalion to any service we provide lo
you al any lime, whelher the Individual Is named expressly In any
corresponklence we send Lo you of not. You acknowledge Ihat such
Individuals (Including bul withoul limilalion lo directors, employges
and consuilants) are enlilled lo enforca this lerm pursuani lo the
Conlracts (Righls of Third Parlies) Acl 1999,

14. Scope of our services

Wa provide adminislration services lo Truslees of Small Sell
Administered Schemas In order that they may perloim thelr
lunclions as Truslees.

Wa do nol give acvice on Ihe suilabilily ar othenvise of transferring
panslons held In the UK or Overseas lo Small Sell Adminlstered
Schemes. You are recommended lo speak lo an Independent
Financlal Advisor who Is aulhorised lo glve such advice prior lo
making any penslon lransfers. Where we oro requested lo sign on
behall of the Schame Adminlsirator 6 penslon warranty lorm, ve
are slgning on Lhe sole basts thal the recelving scheme Is capable
of recelving & pension transfer and not lor any other purpose.

Whilsl vsa provide documentation end we rely on our ponsion
sollcilor's documenlalion, we are nol solicllors and therelore
clienls ara recommended to oblaln thelr ewn legal advice where
approprlale regarding the documentalion we supply lo them.

Our guidance Is based on Informatlon provided lo us by HMRC,
The Panslons Regulator and other bodles. You musl salisfy
yowsell that the Informalion we provide lo you Is correcl and you
accop! that we have no liabliity where In good fallh there ara any
omisslons, ercors, Inconsislincies in respeac! of the Information we
pravide lo you.

We do nol undertako any activilles arising lrom or conneclion with:

* Racelving Instructions from Lhe lrusteas or members aboul the
buying or selling of lrust and or Insurance Invesiments and then
Inslrucling a broker or product provider to effect he trensaction.

° Ve do not deal or enler Into laveslment lransaclions concerning
securllles or relovant Invesimonts on behall of the liustees,

» Nor do we handlo clalms on bohall of truslees.

* We do nol arrange the appo!nlment of a custodian on behalf of
the trustees.

* Wa do not glve Invesiment advice or solicil Investmenl products
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Such aclivilles are undertaken by the liuslees for themselves or
Ilvough the appolnted advisor. We do not recelve any paymenis for
Invesiments and policles thal you arrange.

We do underloke all of the following:
« Mainlalning records;

® Llalsing vilh lax authoritios;

* Arranglng actuarlal advice;

¢ Paying over conliibutlons lo a pradust provider or lund manager
for invastment In line wilh pre agreed Inslructions; and

* Paying oul benelils under the Instruction of the trusleos
* HMRC and all other Regulalory reporling

* Glve Informallon regarding changes in HWRC and
Regulalory praclice

« Give Informatlon we conslder fram lime lo 'me appropriale lo
the lrustees concerning the governance of the penslon scheme.

« Provide through our appainled solicllors legal services lo
Lhe lrusteas

Wa do not hold nor are we a slgnalory to Ltho assets ol the panslon
scheme, We will hold authority for any lnvestments underlaken In
order Ihal we may meel our reporting requirements to HMAC.

Fit and Proper Persons

Wo are reglstared vdth HM Revenue and Cusloms as a LLP Servica
Provider In order thal we can meel thelr requliements ol us, We
have sallsfied thalr lit and proper persons lest and our cerlilicale

Is avallable on reques!. We vill share Informalion vith HMRC and
Ihelr agenclas to prevenl Iraud or In canneclion with the prevention
ol money laundering.

By signing this agreamenl you confirm thal you have read the terms
ol buslness and agree o be bound by these teims of buslnass,
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