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Woodward Markwell

Friars House, Falcon Street, Ipswich, IP1 1SL

Terms of Business Agreement

The purpose of this document is to set out theshizfsihe agreement under which we conduct our kasiand offer our services to you. Please
keep a copy of this document with your other imaotipapers.

Introduction

Woodward Markwell was established in 1982, and meeome of the area’s leading Independent InsurBnakers. Our continued success is
based upon building long term Client relationstapd the provision of the highest standards of psiémal service.

As founder members of the Willis Commercial Netwasle are able to offer unique products to our Gieand have built strong relationships
with a panel of quality and reputable Insurers. dgdowever remain independent and can accesseaseldction of Insurance Companies, the
Lloyds market and some specialist Schemes.

Financial Services Authority (FSA)

We are authorised and regulated by the FSA whagpeinted by HM Treasury under the Financial Seviand Markets Act 2000, to oversee
the security and integrity of Financial Serviceshivi the United Kingdom. Our register number i$449 and our permitted business is
intermediation of non-investment insurance polici¥®u can check this on the FSA register by vigitiheir website www.fsa.gov.uk/registar
by contacting them on 0845 606 1234.

Our Duty

We act on your behalf in arrangiggur insurance. Our duty to you is to identify yonsurance needs, arrange insurance covers withelssur
to meet those needs and help you with any charmetave to make.

Our Responsibility
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We will, through this document, set out our busingtstus and our registration details under tharfgial Services
Authority.

We will discuss with you your insurance requirensettte markets to be approached, the scope of emgepotential
prices. On receipt of your instructions, whetheitten or oral, we will conduct negotiations on ydaehalf with
Insurers concerning cover, policy and premium.

We will provide you with a written statement seftiout your insurance demands and needs based orfdheation
you have provided and will explain to you all tleéewant terms and conditions of the insurance cbgérg
considered. On this statement we will, where westgiven you advice provide reasons for the adwiedhave given.
If we have not given you advice, the demands aedsstatement will say so.

A policy summary will be provided to you before ctusion of the insurance contract.

We will carry out a fair analysis of the availabharkets which can be a large number, a limited rerroba single
market as appropriate for the relevant sector. st inform you of the basis of our fair analysihere requested,
and on demand, we will provide you with an up-téedast of the Insurance Undertakings we deal witheach type
of insurance contract.

We will confirm details of all cover effected in iting including the identity of the insurer and Wpkovide you with a
policy summary, if not previously provided.

We will provide an invoice detailing the premiumsed plus any taxes the Insurers may be obligedlteat. We will
not make any additional charge for our servicegsasithese are fully explained to you in writingdsehand.

Where available we will offer payment terms proddsy the Insurer or a third party. Conditions ¢oedit terms vary
and we will provide full details at the time of phase.

We will issue documentation as soon as possiblfamhen payment terms have been agreed or mebloy y
Should you need to make a claim under your ins@g@oticy, you should contact our dedicated Clairear who will
advise and assist you with the process, includingresappropriate the recovery of any uninsureditagsred. You
may write to them at our office address or teleghihre direct claims line (01473) 408409. You sHowt agree to
any course of action, other than emergency measaregd out to minimise the loss, until you hagesgment from
your Insurer.

Your personal information is very important to ugve will endeavour to take all due to care to @cothis
information. We would like to highlight below afematters relating to your information that you sldobe aware of.
Some services are provided to us by third partieb 8s processing business or obtaining complianoegulatory
advice, which warrant the disclosure of more thest your basic contact details. You agree thatqreal information
held by us may be disclosed on a confidential basid in accordance with the Data Protection A&81%0 any such
third parties. You also agree that this informatisay be transferred electronically, e.g. email yoagree that
ourselves, or any such third party, may contactigduture by any means of communication which wesider
appropriate at the time.

Product Providers and Insurers may administer tieips you have with them and provide other sexsjdrom
centres in countries outside Europe (such as bmlisthe USA) that do not always have the same atdraf data
Protection laws as the UK. However, they are reglfo put a contract in place to ensure that yafarmation is
adequately protected, and they will remain bounthieyr obligations under the Data Protection Aarewhen your
personal information is processed outside Europe.

If at any time you wish us or any company assodiatigh us to cease processing your personal dagarwitive
personal data, or contacting you for marketing pses, please contact The Data Protection Officé1d7’3 408408
or in writing at Friars House, Falcon House, FalSbreet, Ipswich, IP1 1SL.

You may be assured that we and any company assoaiéth us will treat all personal data and semsigiersonal data
as confidential and will not process it other tfianlegitimate purposes. Steps will be takenrtsuee that the
information is accurate, kept up to date and npt kar longer than is necessary. Measures with als taken to
safeguard against unauthorised or unlawful prongsand accidental loss or destruction or damagjeetdata.
Product Providers, Lenders and Investment Managagsadminister your policy, any existing policiesiymay have
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with them and provide other services, from cenimeuntries outside Europe (such as India andUha) that do not
always have the same standard of Data Protectiemda the UK. However, they are required to prdreract in
place to ensure that your information is adequaiebgessed, and they will remain bound by theiigaltions under
the Data Protection Act even when our personakimédion is processed outside Europe.
Subject to certain exceptions, you are entitledaiee access to your personal and sensitive perdataheld by us.
You may be charged a fee (subject to the statutaryimum) for supplying you with such data.

EEC Directives  We will provide a statement of further informatiehich is required to be given to you under the teaithe EEC
Insurance Intermediation Directive and the DistaMegketing Directive, or both, as appropriate.

Your Responsibility

e ltis your responsibility to provide complete armtarate information to insurers when you take awirynsurance policy, throughout the
life of the policy, and when you renew your insuran It is important that you ensure that all stegets you make on proposal forms, claim
forms and other documents are full and accurate.

If you fail to disclose any material information to your insurers, this could invalidate your insurance cover and mean that part or all of a
claim may not be paid.

¢ You should carefully examine your policy and otlmsurance documentation to ensure that the covanged on your behalf meets with
your requirements. Should it not do so you shauitiediately advise us.

*  You will provide settlement with cleared funds dfraonies due in accordance with the payment dspesified in our debit note or other
relevant payment document. Failure to meet theneay date may lead to insurers cancelling yourcgolWe are under no obligation to
pay premium by the premium payment date to inswerngour behalf. Please refer to sectsemium Payments.

e Upon receipt of renewal terms, you must confirmugo/our intention to renew the policy on or befitre effective date. We cannot assume
that your non-response is acceptance of the tefihe.policy will lapse if renewal confirmation istreceived.

*  You should notify us as soon as possible of anyweace that gives rise or may give rise to a clamder your insurance policy.

e All activities undertaken by us are provided fouyexclusive use and all data, recommendationggsals, reports and other information
provided by us in connection with our servicesfargyour sole use only. You agree not to permitess by any third party to this
information without our express written permission.

Premium Payments

All Premiums collected by us will be deposited imremr more designated bank account(s) under thestef a statutory trust account designed to

comply with FSA regulations regarding the paymédrtlient’s premiums to insurers. We can only usarypremium to pay your insurance’s

and no one else’s likewise we can not use othentd premium to fund your insurance’s until yoy ps. We also have to clear commission
that we earn from the account every 25 days se flsaro build up of reserves in this account smélvere wanted to fund payment of premium
we would not have the means to do so under there§élations.

Handling Money

Our financial arrangements with most insurance amigs are on a ‘Risk Transfer’ basis. This mehaswe act as agents of the insurer in

collecting premiums and handling refunds due tents. In these circumstances such monies are deenbe held by the insurer(s) with which

your insurance is arranged. You will be notifie®isk Transfer does not apply and such moniestivlh be held by us in a Non-Statutory Trust
account pending payment. The establishment diltre Statutory Trust account follows the rules whioé FSA introduced to protect money
held by authorised intermediaries. However, yausthbe aware that, under the Non-Statutory Trasbant rules, we are permitted to use such
monies temporarily held to advance credit to ceggnerally. A copy of the Deed of Trust is ava#daon request or may be inspected at our
premises during normal office hours. If you objecyour money being held in a Non-Statutory Tastount you should advise us immediately.

Otherwise, your agreement to pay the premium tegetlith your acceptance of these Terms of Busindéésonstitute your informed consent to

our holding your money in a Non-Statutory Trust@gtt. Interest earned on monies held in such a$tatutory Trust account will be retained

by us.

Remuneration for our services

We are remunerated for our service by receivingragntage of the insurance premium by way of cosionsor brokerage. Alternatively an

agreed administration fee may be charged or in stroemstances a combination of a fee and brokersige may earn additional income from

Insurers to reflect our efficiency and/or profitégiand from interest in the processing and cditetof premiums. Brokerage and fees are

earned for the policy period and we will be entitte retain all fees and brokerage in relationdlicges placed by us in respect of the full policy

period.

Cancellation Rightsfor retail customers

If you are entitled to a cooling off period in resp of one or more insurances effected, we will@rghe terms and duration of the cooling off

period to you, and any charge which we may beledttb make should you decide to cancel your imsealuring the cooling off period. This

information will be confirmed to you in writing.

Complaints

In the event that our service does not meet yopeetations we ask you to contact us in writing ptdlephone. We will acknowledge your

complaint promptly, explain how we will handle ithkeep you informed of the progress of your coinpla

Please address your complaint to the above adfined® attention of the Company Secretary.

Should you remain dissatisfied, we subscribe tdthancial Ombudsman Service, to whom you may neakeact at the following address:

Financial Ombudsman Service, South Quay PlazaM&83h Wall, London, E14 9SR. Consumer Helpline 0848 1800.

Financial Services Compensation Scheme (FSCS)

We are covered by the Financial Services Compams&theme (FSCS). You may be entitled to compears&tom the scheme if we cannot

meet our obligations. This depends on the typgeusfness and the circumstances of the claim. Insaradvising and arranging is covered for

100% of the first £2,000 and 90% of the remaindehe claim without any upper limit. For compulgalasses of insurance (such as Third

Party Motor or Employers Liability), insurance aglaig and arranging is covered for 100% of the clawthout any upper limit. Further

information about compensation scheme arrangenatsilable from the FSCS on 020 7892 7300 or wWeas.org.uk.

Contracts (Right of Third Parties) Act 1999

The provisions of the above Act do not apply te fhéerms of Business Agreement.

By conducting business with us you accept thesest@f business.
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