Pension Practitioner. Com is a trade name ownad and
operated by International Pension Partners LLP, z limited
liabikty parinership registered in England under number
OG377132 {"the LLF,

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

We shalt conduct our relationship with you at all times
in accordance with these tarms of business. We are not
regulated to provide investrmant or invesimeant ralated
services that are coverad by the Financial Conduct
Authority, We also do not provide mortgages and non-
investment insurance,

We shall be entitled (o any fees undar these terms of
busingss once you have consented {o tham, subject to
tha righis you have io cancel the agreement.

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

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, is
payable in 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 schema
takeaver, within 7 calendar days following provision of the
schemne's takeover report. Thereafter, it is collected on the first
working day of gach subsequent quarter by direct debit.

b. Where you instruct us to undertake 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
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 par 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
14th date that the invoice remains outstanding until the date that
the payment is received as cleared funds. We also reserve the
right not ta perform any services for you and reserve the right
ta recover in addition to our costs fram you for pursuit of our
invaice(s), for which you will be liable for,

¢ In the event that we are unable to collect by direct dehit, we will
re-attempt to collect payment 7 calendar days following the first
collection attempt. If we are unabie to collect that subsequent
payment you will be liable for the annuail administration fee for
the year. We also reserve the right not to perfarm any services
for yau until payment has been received, together with the right
to recover in addition to our costs from you for pursuit of our
invoice(s), far which you will be liable for.
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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 shalt 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 outstanding
after 14 calendar days, or is outstanding at the date that our
administration services agreement is terminated.

e. By signing this agreement you agree to pay us for our services in
accorgance 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 ar diminish any terms or liability you have in
connection with this agreement. You are signing this agreement
as Trustee(s) of the pension scheme.

9. Where you undertake a transaction which gives rise to an
unauthorised payments charge an the administrator or member
or employer, we reserve the right to terminate our services with
you with immediate effect. Under these circumstances 2a, 2b
and 2c of this Terms of Business shall nat apply.

a. Subject to the provisions set outin 1.a & b & c 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: Daws House, 33-35 Daws Lane, London, NW7 4SD.
The agreement will terminate 30 days upon aur receipt of such
notice. Proof of posting will not constitute proof of delivery.

c. 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.

€. The lerms of business have no minimum or maximum pariod
during which they must remain applicable.

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 telephene you from time to time in normal
business hours without your further prior consent.

c. All postal correspandence will be sent to you via the Royal Mail.
We will not be responsible for loss of any correspandence that
may arise from any error or failure of the postal system. First
class rnail will normally be used, save for documents of title,
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If you make a valid claim against us in respect of the services
we provide we will make setilement in accordance with our
professional indemnity insurance palicy.

o

We are registerad with HM Customs & Excise far money laundering
regulation and as such we have satisfied those requirements as Fil
and Proper Persons. Details of our nominated officer can be
provided on request,

We will verify your identity in accordance with the Criminal Justice
Act 1883 and the Maney Laundering Regulations. In certain
circumstances, where the individual cannot be verified by another
approved person (such as your accountant), we will charge £15.00
per person who requires a MLR verification check. We may rely on
an appraved external provider to undertake that chack.

b

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 e 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 documerits, if the Royal Mail fails to deliver those
documents.

We do not handle client money under any circumstances, We
are not co-owner or a signatory to any investments of any nature,
including but not fimited ta loans, borrowings, stock and share
purchases/sales, securities, financial futures and options,
certificates of deposit, currency, metals, land and properiy of any
nature,

We are not liable for any tax penallies, losses, omissiens and errors
you undertake In the investment of your funds, including but not
limited to investments in stocks, shares, land, property, any

employer or employee or cannected party investments of any nature.

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

We normally require our clients to give us instructions in writing,
to avoid possible disputes, but we shall be entitled, at our sole
discretion, to act upon your oral instructions. We can refuse your
instructians at our discretion.

We may vary the terms of this agreement by writing to you at
your last know address giving 30 calendar days notice to those
changes. Proof of delivery {o this address will constitute proof
of notice being served. These terms of business represen our
understanding of the law and our terms of business as at 1 May
2013; they are valid from that date.

We always aim to provide an excellent service, if for any reason
we have failed please put your complaint in writing to;

Pension Practitioner .Com
33-35 Daws Lane

Londan

NW7 48D

We will respond to you within three working days of receiving that
complaint and will commence an investigation. We will advise you
of our progress and aim to complete our investigation within 30
calendar days of the complaint being received.
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. We will treat all your personal Information as private and

confidential (even when you are no longer a client), except
where disclosure is made at your request or with your consent
or where we are required by law to disclose. We will hold your
details for & minimum of & years,

. We will use your information for the purposes of administration of

the services you employ us to undertake frem time to time and
to allow us provide you with consultancy and documentation
services you have asked us to provide to you.

The information you provide to us may be shared with HVMRC
and the Pensions Regulator and their agencias for the pravention
of fraud and to 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 sa, except as required by law.

. Where necessary you consent to our processing data that is

defined as sensitive by the Dala Protection Act. You also
consent to our transferring your information ta countries that do
not provide the same level of data protection as the UK, if
necessary for the above purposes. In order to provide certain
anline services to you, we may transfer your data to countries
or territories cutside of the EEA (European Economic Area)
that may not provide the same level of protection as within the
EEA. We, our agents and sub-contractors will apply appropriate
technical and organisational measures against the unautharised
processing of personal data and against accidental loss of, or
damage to personal data. By providing your data you agree to
your data being used and transferred as stated above.

For marketing purposes we will nevar share with ather
companies the information you provide to us.
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Save in respect of death or personal injury, you will lcok cnly to us
(and not to any individual engaged or employed by us including but
without limitatian to any partners or consultants 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 confirmed in writing, or in relation to any cause of

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

any individuals warking for us in carrying out our ohligation under
these lerms of business or in relation to any service we pravide to
you &t any time, whether the individual is named expressly in any
carrespondence we send o you or not. You acknowledge that such
individuals (including hut without limitation to direciors, employees
and consulants} are entitled to enforee this term pursuant to the
Contracts (Rights of Third Parties} Act 1998,

]

We provide administration services to Trustees of Small Self
Administered Schemes in order that they may perform their
funstions as Trustees.

We do not give advice on the suitability ar otherwise of transferring
pensions held in the UK or Overseas to Small Seff Administered
Schemes. You are recommended to speak to an Independent
Finaneial Advisar who is autherised to give such advice prior to
making any pensfon transfers. Where we are requested to sign on
behalf of the Scheme Administrator a pension warranty form, we
are signing on the sole basis that the recejving scheme is capable
of receiving a pensian transfer and not for any ather purpose.

Whilst we provide documentation and we rely on our pension
solicitor's documentation, we are not selicitors and therefore
clients are recommended to obtain their own legal advice where
appropriate regarding the documentation we stpply to them.

Our guidance is based on information provided to us by HMRC,
The Pensions Regulater and other bodies. You must satisfy
yourself that the information we provide to you is correct and you
accept that we have no liability where in good faith there are any
amissions, errors, inconsistincies in respect of the information we
provide to you.

We do not undertake any activities arising fram or connection with:

* Receiving instructions from the trustees or members about the
buying or selling of trust and or insurance investments and then
Instructing a braker or preduct provider ta effect the transaction.

= We do not deal or enter inte investment transactions concerning
securities or relevant investments on behalf of the trustees,

= Nor do we handle clzims on behalf of trﬁsiees.

= We do nat arrange the appointment of a custodian on behalf of
the trustees,

* We do nat give investment advice or solicit investment products

Such activilies are undertaken by the trustees for themselves or
through the appointed advisor. We da not receive any payments for
investments and policies that you arrangs.

We do undertake all of the following:
* Maintaining records;

+ Liaising with tax authorities;

* Arranging actuarial advice;

- Paying over contributions to & product provider or fund manager
for investment in line with pre agreed instructions: and

* Paying out benefits under the instruction of the trustees
* HMRC and all ather Regulatory reporting

» Give information regarding changes in HMRC and
Regulatory practice

- Give information we consider from time to time appropriate ta
the trustees cancerning the governance of the pension scheme.

« Provide through our appointed solicitors legal services to
the trustees

We do not hold nor are we a signatory to the assets of the pension
scheme. We will hold authority for any investments undertaken in
order that we may meet our reporting requirements to HMRC.
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We are registered with HM Revenue and Customs as a LLP Service
Provider In order that we can meet their requirements of us, We
have satisfied their fit and proper persons test and our certificate

is available on request. We will share infarmation with HMRC and
their agencies te prevent fraud or in connection with the prevention
of money laundering.

@/ | confirm that | have read and agree to
be bound by these terms of business.
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