TERMS OF BUSINESS LETTER ISSUED BY G N Byrd & Co

Customer Classification

The firm proposes to classify you as a Private Customer.

Investment Objectives and Restrictions

Following the issue of this letter any subsequent advice or recommendation offered to you will be based on your stated 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 Letter 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. 

Investments Services

The firm is authorised and regulated by the Financial Services Authority (FSA) to advise on and arrange Life Assurance, Pensions, Collective Investments, Personal Equity Plans, Individual Saving Accounts, Mortgages and Financial Planning.  We are bound by the rules of the FSA.

G N Byrd & Co  is an independent adviser and will act on your behalf in advising you on products from the whole market. 

With regard to investments we have arranged for you, these will not be kept under review unless we have been specifically asked to do so by you. However, we may contact you in the future by means of an unsolicited promotion should we wish to discuss the relative merits of an investment or service which we feel may be of interest to you.
Client Instructions

We will normally require you to give written instructions in order for us to carry out transactions on your behalf.  However, in cases of emergency we will act upon spoken instruction subject to confirmation in writing.  If the transaction we arrange gives you a right to cancel appropriate notification will be issued to you.

Accounting to Customers

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

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 investments 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.  
We keep records of all our business transactions for at least 6 years.  You or your appointed agent may inspect files, contract notes, etc whether kept manually or electronically which relate solely to your investments/transactions.  As we treat all our clients records as confidential, we reserve the right to give you copies of your records if to do otherwise would be to allow access to files containing records about other clients.

Conflicts of Interest

We offer independent advice but occasions can arise where we, or one of our clients, will have some form of interest in business that we are transacting for you.  If this happens, or we become aware that our interests or those of one of our other customers conflict with your interests, we will inform you in writing and obtain your consent before we carry out your instructions.

Client Money

The firm 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.

Data Protection

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 for processing, both manually and by electronic means, your personal data for the purposes of providing advice, administration and management. 

“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.

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.

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.

	Please tick this box to confirm your consent to us or any company associated with us processing any such sensitive data.                


	                                                                             □                   

	If you are happy for us or any company associated with us to contact you for marketing purposes by e-mail, telephone, post or text message, please tick this box.

	                                                                             □                   


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 01926 337878 or in writing at GN Byrd & Co., 16 Cross Street, Leamington Spa, Warks., CV32 4PX
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.

How we charge you for our services

Our income normally comes from either commission from the product providers (e.g. life assurance companies) we write business with, or fees paid to us by our clients.  Whenever commission is available to us, you can choose whether to pay us by allowing us to keep the commission, or paying us a fee instead.  This is in line with standard industry practice.  We will tell you how much the commission is before the transaction.  If you choose to pay us by commission, we will keep the commission and not charge you a fee.  In some circumstances, we may also charge a fee on top of any commission we might receive.  The actual amounts will depend upon the service provided to you.

If you choose to pay us on a fee basis, we will agree it’s basis, frequency and method with you in writing before we carry out any work that we charge you for.

We may also receive some form of benefit if we introduce business to a product provider or another firm.  We will tell you before the transaction if we are likely to receive some form of benefit from recommending any product to you or from working with any product provider or firm.

We will provide further details on the cost of our services in a separate document.  

Professional Indemnity Insurance

We have professional indemnity insurance.

Proprietary Business  

G N Byrd and Co is a proprietary business.  If G N Byrd was unable to conduct business (say, through illness) your interests might suffer.  G N Byrd has therefore made a formal arrangement with P C I Tompkins of 16 Cross Street Leamington Spa CV32 4PX, telephone number 01926 337878 to carry out our investment business obligations if we are unable to conduct investment business for more than 14 days.

Investor Protection

If you make a valid claim against G N Byrd & Co in respect of the investments we arrange for you and we are unable to meet your liabilities in full, you may be entitled to redress from the Financial Services Compensation Scheme (FSCS).  The level of protection depends upon the type of business and the circumstances of the claim.  Most types of investment business are covered for 100% of the first £30,000 and 90% of the next £20,000 so the maximum compensation is £48,000.00.  UK Life Assurance contracts (including Investment Bonds linked to broker funds) are protected by the FSCS (as per the terms of the Policyholder’s Protection Act 1975) for 90% of the funds in the event of the collapse of the life office.

Complaints

If you should have any complaint about the advice that you receive or a product you have bought, please write to G N Byrd & Co at 16 Cross Street, Leamington Spa CV32 4PX, telephone number 01926 337878.

Termination of this Agreement

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.  The termination will be without prejudice to the completion of transactions already initiated, if this is the case.

Client consent

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

This agreement is governed by English Law.

A copy of this letter will be kept on your file for reference purposes

	Issued by:
	



	Date of Issue:
	

	
	G N Byrd & Co
	

	I/We the below mentioned client(s) have read and understand the above Terms of Business and sign my/our acceptance below.  1/We understand that the terms will come into force upon our acceptance

	Client Signature 1:
	
	Date:
	

	Print Name:  
	
	
	

	Client Signature 2:
	
	Date:
	

	Print Name:
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