CLIENT AGREEMENT
FOR INVESTMENT AND NON-INVESTMENT BUSINESS
BETWEEN

Name(s)_______________
And Sheila Tarr I.F.S.

54 Botley Road
Park Gate

Southampton

Tel: 01489 574355
Fax: 01489 576095

ifs@sheilatarr.co.uk
www.sheilatarr.co.uk
Sheila Tarr I.F.S. is authorised and regulated by the Financial Services Authority.

Sheila Tarr I.F.S. is authorised and regulated by the Financial Services Authority. Our FSA Register number is 439720.
You can check this on the FSA’s Register by visiting the FSA’s website www.fsa.gov.uk/register
or by contacting the FSA on 0845 6061234.

Sheila Tarr I.F.S. is an Independent Intermediary and will act on your behalf in advising you on life assurance, pensions and investments from different companies. We offer products from the whole market. 

1. The following sets out our understanding of our responsibilities in connection with financial planning and investment advice provided to you as defined below.
Client Classification

2. Sheila Tarr I.F.S. classifies all clients as ‘retail clients’ for investment business and ‘consumers’ for non-investment insurance business which means you are afforded all protections under the rules of the Financial Services Authority (FSA).  In relation to non-investment insurance business, your adviser will inform you should your circumstances dictate that we would need to classify you differently.
Methods of Communication

3. Unless you advise us otherwise, we will communicate with you via the following methods of communication: Face to Face, E-mail, Telephone, Letter and Fax.

Scope of Financial Planning and Investment Services

4. We will discuss with you at regular intervals your financial and non-financial objectives.  Where appropriate, these will be presented as part of a financial plan.
5. We will carry out reviews at regular intervals of your overall financial position with the continual aim of helping you to achieve the personal objectives you have set and to solve any problems which arise.

6. The frequency of such discussions and reviews is something we will agree with you.
7. We will advise you on how to invest new funds arriving into your portfolio, and on any recommended changes to your existing portfolio.  This will include making use, as appropriate, of any tax-advantaged investments available to you.

8. We will advise you on and review the progress of your pension and investment  arrangements and life assurance and any other protection insurance arrangements that we agree between ourselves to be appropriate.

9. We are authorised and regulated by the Financial Services Authority (“the FSA”) to provide financial services in accordance with the Financial Services and Markets Act 2000 (“The Act”).  Broadly speaking we are authorised to carry on all investment business except discretionary investment management.

Basis of Our Advice

10. We will ask you to provide information to us from time to time to enable us to advise you appropriately.  We also ask you to discuss your needs and objectives candidly with us and to keep us informed of changes in your situation.  Our analysis and recommendations will be based upon data provided by you, including a clear statement of your investment and other objectives and attitude to risk and loss.

11. We will prepare written statements of our understanding of your objectives and attitude to risk and loss.  We shall advise you on the basis of these and provide copies of them to you.  You undertake to advise us if amendments are necessary.

12. Your instructions may be communicated to us verbally or in writing.  If communicated verbally we ask that you confirm them to us in writing.

13. We are independent financial planners.  We must consider more than one brand or range of products and advise you on what you need most.  We will act as your agent in any dealings with product suppliers and are responsible for the advice which we give to you.
14. We offer products from the whole market.

15. We obtain information from a wide variety of publicly available sources and have no sources of inside or private information.  The recommendations developed by us are based upon our own judgement and that of our individual Financial Planners and we cannot guarantee the results of any recommendations. 

16. We may give advice to you verbally or in writing.  Any verbal advice will normally be confirmed in writing.
17. You should be aware that many investment transactions involve a considerable exposure to risk.  Whenever we carry out any investment business services for you, we shall confirm to you in writing the reason for our recommendations and point out to you our understanding of the degree of risk to which you will be subject.  We will also advise you where a right to withdraw applies and the relevant circumstances.  We are advisory managers, so you will automatically have cancellation rights for any investments (which qualify for cancellation rights) that we place on your behalf.

18. You warrant that any funds offered to us for investment are owned beneficially by you and are free from encumbrances.  You undertake to pay for any transactions properly made by us prior to the termination of this agreement and the due proportion of any periodic payment for our services.

Level of Discretion

19. You will retain absolute discretion over all investment and implementation decisions.
20. Sheila Tarr I.F.S. may introduce you to a third part investment adviser that may choose to give full discretion over purchases and sales with the investment portfolio that you charged them to manage. 
21. You may accept or reject completely or in part any recommendation from us and you have sole authority with regard to the implementation, acceptance or rejection of any counselling or advice from us.

Portfolio Review

22. We will agree specifically with you (by separate letter) the extent of our formal portfolio review service.  When provided, this will cover all investments advised on by ourselves, but not those for which you prefer to take personal responsibility.

23. We will review the portfolio every year (or at a different frequency to be agreed between ourselves) and send you a valuation of it within one month of the relevant valuation date.

Client's Money or Custodial Investments

24. Sheila Tarr I.F.S. does not handle clients’ money.  We never accept a cheque made out to us (unless it is a cheque in settlement of charges or disbursements for which we have sent you an invoice) or handle cash.

Administration
25. To enable us to provide a proper service to you, there may be occasions when we will need to contact you without your express invitation.  In making such contact, we shall, of course, comply with any restrictions which you may wish to impose and which you notify to us in writing.

Conflict of Interest

26. Sheila Tarr I.F.S. offers advice in accordance with that disclosed to you in this agreement.  Occasions may arise where we or one of our other clients have some form of interest in business being transacted for you.  If this happens or we become aware that our interests or those of one of our other clients conflict with your interests, we will write to you and obtain your consent before we carry out your instructions, and detail the steps we will take to ensure fair treatment.

Right to Withdraw

27. In the case of a non-packaged product ISA or PEP recommended we will inform you in writing of any right to withdraw or cancel you may have or, if it is the case, we will inform you in writing that no such rights apply.

Review

28. To ensure that our arrangement remains responsive to your needs, as well as fair to both parties, we will meet regularly and, if necessary, revise or adjust the scope of the services to be provided in light of mutual experience.

Confidentiality

29. All information supplied by you to us shall be treated as confidential.  We shall only disclose it to third parties (e.g. your other advisers, bankers, investment operators, life offices or other organisations with whom we are negotiating on your behalf) with your authority, or to the extent that we in our absolute discretion consider necessary to comply with our regulatory duties or as required by law.

Data Protection Act
30. The information you have provided is subject to the Data Protection Act 1998 (the “Act”). By signing this document you consent to us or any company associated with us (such companies include, for the avoidance of doubt, Paradigm Partners LLP and any member of its group and or companies  who provide compliance support and any member of its group and/or companies, persons or entities of any nature whatsoever with which it is associated or allied from time to time) processing, both manually and by electronic means, your personal data for the purposes of providing advice, administration and management. 

31. “Processing” includes obtaining, recording or holding information or data, transferring it to other companies associated with us, product providers, the FSA or any other statutory, governmental or regulatory body for legitimate purposes including, where relevant, to solicitors and/or other debt collection agencies for debt collection purposes and carrying out operations on the information or data.

32. We may also contact you or pass your details to other companies associated with us to contact you (including by telephone) with details of any other similar products, promotions, or for related marketing purposes in which we think you may be interested.

33. The information provided may also contain sensitive personal data for the purposes of the Act, being information as to your physical or mental health or condition; the commission or alleged commission of any offence by you; any proceedings for an offence committed or alleged to have been committed by you, including the outcome or sentence in such proceedings; your political opinions, religious or similar beliefs, sexual life; or your membership of a Trade Union.

34. Please tick this box if you do not consent to us or any company associated with us processing any such sensitive personal data ⁭.

35. If you are not happy for us or any company associated with us to contact you for marketing purposes by e-mail, telephone, post or SMS, please tick this box ⁭.
36. If at any time you wish us or any company associated with us to cease processing your personal data or sensitive personal data, or contacting you for marketing purposes, please contact The Data Protection Officer on (Tel)  or in writing at (Address).
37. You may be assured that we and any company associated with us will treat all personal data and sensitive personal data as confidential and will not process it other than for a legitimate purposes. Steps will be taken to ensure that the information is accurate, kept up to date and not kept for longer than is necessary. Measures will also be taken to safeguard against unauthorised or unlawful processing and accidental loss or destruction or damage to the data.

Subject to certain exceptions, you are entitled to have access to your personal and sensitive personal data held by us. You may be charged a fee (subject to the statutory maximum) for supplying you with such data. For details of our Data Protection statement and policy, please see our separate Data Protection Statement and consent form, which will be provided separately to you.
Client’s Risk

38. You are advised that because investments can fall as well as rise, you may not get back the full amount invested. Past performance is not necessarily a guide to future performance.

39. Any other risks associated with any product we recommend to you will be explained within the documentation provided to you as part of the advice process.
Investment Objectives & Restrictions

40. Following the issue of this agreement any subsequent advice or recommendation offered to you will be based on your investment objectives, acceptable level of risk and any restrictions you wish to place on the type of investments or policies you are willing to consider.  Details of your stated investment objectives will be included in the suitability report we will issue to you to confirm our recommendation.  Unless confirmed in writing, to the contrary, we will assume that you do not wish to place any restrictions on the advice we give you.

Accounting to you

41. Unless in exceptional circumstances, we will confirm to you in writing the basis of our reason for recommending the transaction executed on your behalf.

42. We will also make arrangements for all your investments to be registered in your name unless you first instruct us otherwise in writing.  We will forward to you all documents showing ownership of your investment as soon as practicable after we receive them; where a number of documents relating to a series of transactions is involved, we will normally hold each document until the series is complete and then forward them to you.
Limitations of Services Provided by Us
43. Neither we nor our employees are qualified to render any legal advice or prepare any legal documents. Unless otherwise instructed by you, we will refer matters of law to your solicitors and those solicitors will be solely responsible to you for work done by them or advice given by them.

44. We are not authorised or qualified to carry out detailed tax calculations or complete self assessment tax returns or other Inland Revenue forms on your behalf. However we will happily work with your existing tax adviser, or if you do not have a tax adviser, we can refer you to one. 

Payment for Services
The initial discussion is without charge where we will gather and anaylse personal and financial information in line with your needs and objectives.
45. Should you choose for us to do so, we can derive our income from commission paid to us by life assurance companies and the operators of collective investment schemes through which investments are made and/or insurance undertakings. We will tell you the amount of commission payable to us on any such investment or insurance product. 

46. If we receive a commission or other form of benefit from the issuer of a security or from another intermediary, we will inform you, but we will not tell you its amount unless you ask us to do so.

47. Where we receive commissions on ‘indemnity terms’ there may be a proportionate ‘claw back’ of commission by the insurance company if the policy is cancelled for any reason other than death or claim.  Where this happens we will hold you responsible for reimbursing this commission to us to enable us to refund to the insurance company.

48. Our financial planning services will be charged at the fixed price of 2% of assets under review plus 0.75% of sums to be invested, in respect of the initial investment advice.  Thereafter our scale charges are as follows:

	Assets under Advice
	Scale Charge



	On first £500,000
	2% per annum



	
	

	Thereafter
	0.75% per annum


49. Alternatively, if you or we choose to operate on a fee basis, we will agree its basis, frequency and method with you in writing before we carry out any chargeable work.  Our typical charges are :

Financial Adviser
£250.00 per hour

Administration
£80.00 per hour

Reviews

51.
Endowment review
£200 up to a maximum of 4 policies reviewed.  Additional policies above this number will be charged @ £50 each. 

Existing pension review
£250 to review  up to a maximum of 2 existing pension arrangements.  Additional policies will be charged @ £100 each. 
We will normally invoice you on completion of the work carried out. 

Mortgages 

52.
We will receive commission from the lender, however, if this is less than £500, you agree to be invoiced for the difference.

Alternatively, you can opt to pay by an up front fee of £1,000, and the commission from the lender will be refunded to you.   You will not be given a refund if your application does not proceed.  

53. Currently we are not registered for VAT and therefore there is no VAT chargeable n the quoted fees. However, if it becomes necessary to register for VAT the quoted fees will be subject to the addition of VAT at the prevailing rate. 
54.  Should we receive commission from any third party in relation to transactions arranged for you, we will either offset the amount received against any fees due or refund the commission to you.

55. By signing this agreement, you do however agree for the firm to retain trail or renewal commission up to an amount specified within the fee agreement agreed between you and Sheila Tarr I.F.S.  This is due to that figure being “manifestly disproportionate” to the overall fees charged and for the cost to us to administer the refund of this amount to you. Alternatively, such commission may be offset against future services which may be provided to you during the course of this agreement.

56. Please note that there is a possibility that other costs, including taxes, could be incurred related to transactions in connection with investment business that are not paid via the firm or imposed by it.

57. For certain transactions that we recommend to you, Sheila Tarr I.F.S. will accrue a notional entitlement under a Discretionary settlement.  The value of this entitlement does not impact on the overall charges applied to your investment, and the actual cost to you will be disclosed as required by the Financial Services Authority.

58. In addition to the above, for certain transaction that we recommend to you, we will also receive a royalty payment from the provider as part of the annual management charge.  This payment will be made on an annual basis and again will not affect the charges applied to your contract as disclosed to you at the point of application.  We will be happy to provide you with details of the payments as they relate to your investment should you request these.

59. We offer independent advice and undertake not to transact for you any business in which we have an interest unless that interest has previously been disclosed in 

Pension assets will be regarded as part of your investment assets for fee purposes.

60. If, for any reason, you cease to be a client of ours, and we subsequently receive any small amounts of renewal commission, we shall be entitled to retain this.

Standard of Service

61. We are committed to providing all of our clients with an efficient and responsive service and we would welcome your comments on the service that we provide.
62. Any advice given to you is based on current legislation and practice.  You are aware that legislation changes periodically and agree that if the advice that we give is reviewed at a later date, it should be measured against the standards in existence at the time of the advice.

Complaints

63. If you should have any complaint about the advice you receive or a product you have bought please write to the Compliance Director at (Company Name), (Address).  If following our subsequent investigation and response you are still not satisfied you may contact the Financial Ombudsman Service.  Full details are contained within our internal complaints procedure, which is available to you on request at any time.

64. We undertake to look into any complaint carefully and promptly and to do all we can to explain the position to you.  If we have given you a less than satisfactory service, we undertake to do everything reasonable to put it right.  If you are still not satisfied, you may refer the matter to the Financial Ombudsman Service in respect of financial and investment services by writing to South Quay Plaza, 183 Marsh Wall, London, E14 9SR. 
Financial Service Compensation Scheme

65.  We are covered by the Financial Services Compensation Scheme. You may be entitled to compensation from the scheme if we cannot meet our obligations. This depends on the type of business and the circumstances of the claim. Most types of investment business is covered for 100% of the first £50,000.  Insurance advising and arranging is covered for 90% of the claim with no upper limit. Further information about the compensation arrangements is available from the Financial Services Compensation Scheme.

Termination of Authority
66. You or we may terminate our authority to act on your behalf at any time, without penalty.  Notice of this termination must be given in writing and will take effect from the date of receipt.  Termination is without prejudice to any transactions already initiated which will be completed according to this Client Agreement unless otherwise agreed in writing.  You will be liable to pay for any transactions made prior to termination and any fees which remain outstanding.
Third Party Rights

67. For the purposes of section 1 (2) of the Contract (Rights of Third Parties) Act 1999, it is agreed that no term of our agreement with you shall be enforceable by a third party. 
68. You shall not be entitled to assign or transfer the benefit of this agreement.

Applicable Law

69. These terms of business are governed by and construed in accordance with English law.

General

70. If the contents of this document are not in accordance with your understanding of our agreement, we shall be pleased to receive your comments and to give you any further information you require.

Signed on behalf of Sheila Tarr I.F.S.
………………………………

………………………………

(Date)

I/We understand and consent to the above terms and hereby authorise the transfer of information, as described above on a confidential basis when warranted between such third parties.  I/We agree that this client agreement will come into effect from the date of issue.
………………………………….

INSERT CLIENT NAME
………………………………

(Date)

………………………………….

INSERT PARTNER NAME

………………………………

(Date)

