stonebridgecorporate

insurance solutions

TERMS OF BUSINESS

This document sets out the terms upon which we agree to act for our clients ond contains details of our regulotory
ond stotutory responsibilities. It olso sets out some of your responsibilities. Please read it carefully.

Pleose contoct us immediately if there is anything in these Terms of Business which you do not understond or with
which you disagree.

About our company

Stonebridge Corporote Ltd is on independent insurance broker, outhorised and regulated by the Finoncial Services
Authority (FSA) to tronsoct general insuronce business. Our FSA Registration number is 434419. You can check this
information on the FSAs Register by visiting the FSAs website ot www.fso.gov.uk/register or by contocting the FSA on
0845 606 1234.

Our products and services
For business insurances we will inform you ot inception ond ot every renewal how we mode our product selection and
the copocity in which we are octing.

For personal insuronces we select products from o limited number of insurers (the nomes of the insurers used are
ovailoble on request), other thon in respect of Fomily Legal Protection where we select products from o single insurer

only.

If we ever choose o personal insuronce product which falls outside the above selection criterio, we will tell you before
you ogree to toke out or renew that porticulor policy.

Our service includes:

. Advice on risk exposure ond insuronce needs

. Arronging cover to meet requirements

. Help with ongoing chonges

. Assistonce with cloims moade on insurance policies we have orranged

For certain types of insuronce we ore olso authorised to issue policy documentation and/or certificates on beholf of
the insurers.

Unless you tell us otherwise we will act on the understonding that we have your outhority to agree to insuronce policy
wordings on your behalf.

Upon receipt of your instructions we will ploce your insuronces with Insurers. Your instructions should be provided to
us in writing (by letter, facsimilie or e-mail) in order to avoid ony misunderstondings obout the cover which you moy
have requested. We will only occept verbal instructions if immediate cover is required but this must be confirmed in
writing ot your eorliest opportunity.
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Methods of communication

We will normolly communicote with you by post, telephone and, where availoble, fox or e-mail, in addition to any
meetings we moy have with you. Pleose let us know if you would prefer not to receive communications by any
poarticulor medium.

Insurer security

Whilst we monitor the financiol strength of the insurers with whom we ploce business it should be noted thot the
claims-poying ability of even the strongest insurers could be offected by odverse business conditions. We cannot,
therefore, guorantee the solvency of any insurer or underwriter.

A liobility for the premium, whether in full or pro roto, moy arise under policies where o porticipating insurer becomes
insolvent.

Disclosure

You ore responsible, on an ongoing basis, for providing us and/or your insurers with oll materiol focts relating to

the insuronce covers we arrange on your behalf. Materiol facts are those which are likely to offect the ossessment
ond occeptance of risks being insured. Failure to provide full and occurate information moy mean that your cover is
invalid. If you are in any doubt os to what focts are considered to be moterial then you should disclose them to us
Oor your insurers.

It is very important thot information given in proposal forms, claim forms and declorations to insurers is correct. If
o form or decloration is completed on your behalf, it is your responsibility to check that the answers given to all
questions are true ond complete.

You ore odvised to keep copies of any correspondence you send to us or direct to your insurers.

Our remuneration

We are normally remuneroted by commission which is o percentoge of the insuronce premium poid by you ond
ollowed by the insurer with whom the insuronce is ploced. Alternatively, we moy oct on your behalf for o fee, which
will be disclosed to you before the policy is concluded. This moy be in addition to any commission poyoble.

In the ordinary course of our business we sometimes earn income in the form of management/administrative expenses
ollowed to us by insurers to cover costs incurred in corrying out work on their behalf ond in the form of volume,
growth or profitability poyments. We moy also receive income from providers of premium financing focilities where,
with your ogreement, we have mode such arrongements on your behalf.

We moy sometimes also earn income for the provision of other services to you, which will be agreed with you on on
individuol bosis.

For each insurance policy, including any subsequent renewol, you have a right to request informotion regarding any
remunerotion thot we hove received os o result of plocing your insurance business.

Charges

We reserve the right to moke on odministration chorge of £25 for issuing the following documentation:

. Replacement policies or certificotes in the event of the loss or misappropriotion of the original documents
. Copy policies or certificotes requested by other parties, such os solicitors or banks

We reserve the right to moke an odministration chorge of £2.00 per claim should you for any reoson request copies
of our claim files. This includes, but is not limited to, transfer of cloim files to another broker.

If o chonge in risk results in o return premium, or you concel o controct mid-term, we will retain oll or part of any
commission or fee to cover administrative costs. In respect of cancelled contracts, this only opplies if the controct is
not being reploced by onother policy.

Methods of payment
We normally accept poyments by cheque or by bank tronsfer. It is often possible to spread payments through insurers’
instolment schemes or a credit focility we hove arronged with o specialist premium finance provider.

We will give full information about premium poyment options when we provide quotations ond ot renewal.

In the obsence of your instructions to the contrary before expiry dote we will outomatically renew your policy if
poyment is usually mode direct to the insurer by direct debit.



Settlement terms
You ore responsible for the prompt settlement of insurance premiums so thot we con moke the necessary poyments to
your insurers.

We have no obligation to fund any premiums on your behalf ond cannot be held responsible for any loss which you
moy suffer as a result of o policy being concelled or otherwise prejudiced due to the lote payment of o premium
where the delay is attributable to you.

Handling client and insurer money
We collect or hold money os ogent of the insurer.

Interest will not be paid to clients in respect of money held in insuronce bonk accounts.

By accepting this Terms of Insurance Business Document, you are giving your consent for us to operate in this
way.

Confidentiality

All information provided by our clients is treated os confidentiol and only disclosed in the normal course of
negotiating, arranging and administering your insurance. This may include disclosing information to agents and service
providers such os loss adjusters and opproved controctors.

With o few exceptions, for example information requested by o court, o regulotory body, or information which is
already in the public domain, we will not releose information to any other party without your consent.

We may also invite other FSA authorised brokers to quote on the insurances of our Clients but only where it is deemed
in the Client’s best interests.

We moy olso use the dato we hold about you to provide you with information obout other products ond services
which we feel ore oppropriote. You ore requested to let us know if you do not want to receive this information.

We ore registered under the Dota Protection Act 1998 ond undertoke to comply with the Act in all our dealings with
personal dato.

Quotations
Unless stoted otherwise in our documentation all quotations provided for new insuronces ore:

. volid only for o period of 30 days from the date of issue ond
. subject to satisfoctory completion of the insurer’s Proposal Form or o signed and doted Stotement of Focts.

You should be oware that quotations moy change or be withdrown if the information given to us or your insurers in
proposal forms or declorations differs from thot provided ot the time the quotation wos issued.

Changes to your cover

We will normolly deol with ony requests to increose or amend cover on the doy your instructions are received, or
the next working doy if o weekend or public holidoy. Sometimes chonges cannot be processed without obtaining
odditional information. If additional information is required we will contoct you as quickly os possible.

We will confirm chonges to your policy, once agreed, in writing. We will olso advise you of any extro premiums you
must poy or premiums we must return to you.

Receipt of instructions
We do not consider instructions to arrange or chonge cover which are sent to us by post, electronic mail or facsimile,
or left on answering equipment, to hove been received until they reach the relevant personnel in our offices.

We do not occept responsibility for instructions which do not reach us ot all due to failures in the postal, electronic or
telecommunications systems.

Pleose do not assume that cover is in force until we have confirmed receipt of your instructions.

Documentation

Our oim is to produce documentation ond issue correspondence in o clear and understandoble formot. In the event
of any uncertainty we would osk you to let us know immediotely. Our stoff are alwoys hoppy to clarify the cover
provided.



You should check oll policy documentation to ensure thot the details are correct and the cover provided meets with
your requirements. Any errors should be notified to us immediotely.

All policies contain conditions and exclusions ond some contoin warronties ond excesses. It is your responsibility to
exomine the document to familiorise yourself with these. A breach of o policy condition moy result in non-poyment of
o cloim and breoch of a warranty may invalidote the cover if it is not complied with precisely.

We recommend that you keep policy documents for os long os o cloim is possible under the policy. If your policy
includes Employers’ Liobility insurance it is prudent to keep o copy of all Employers’ Liobility Certificates issued.

Transferred business

If we toke over the servicing of insuronce policies which were originally arronged through another insurance broker or
intermediory or directly with on insurer we do not occept liobility for any cloim arising out of the odvice given by thot
broker, intermediory or insurer, nor for any errors, omissions or gops in Your current insuronce protection.

We would osk you to contact us without deloy should any ospect of o policy which hos been tronsferred to us couse
you concern or if you need an immediote review. Otherwise we will endeavour to review oll transferred policies os
they foll due for renewal.

Making a claim
Mony insurers provide o 24-hour Helpline in respect of claims and you should consult your policy documentation for
contact details.

Pleose ensure that you report all incidents thot could give rise to o claim os soon os you become owore of them,
either by contacting your insurer on their helpline or by telephoning our office. You will be odvised if you need to
complete a cloim form or produce documentation to support your claim.

In certoin circumstonces lote notificotion moy result in your cloim being rejected.
If the cloim involves domoge to your property, pleose do not:

. Dispose of domaged items and/or
. Authorise repoir work (except in an emergency or to prevent further domoge)
until your insurers or we odvise that you con.

If your cloim involves domoge to third party property or injury to persons pleose pass copies of all correspondence,
including solicitors’ letters, to us immediotely ond unonswered. Any ottempt to negotiote or respond to the incident

without prior reference to your insurers or us might prejudice your cover.

You should be awore thot o claim orising ofter renewal of the policy hos been invited might offect the ossessment

ond acceptonce of renewal by your insurers.

Conflicts of interest

As independent insuronce brokers we oct os the ogent of our client. We ore subject to the low of agency which
imposes certoin duties on us. We olso have proper regord for the interests of others, including the insurers for whom
we also oct.

Where we become aware of any octual or potentiol conflict of interest we will inform you of the situation, the options
ovailoble to you ond obtain your consent before we carry out your instructions.

Complaints procedure

We recognise the importance of service and set ourselves high stondards. Should there be an occosion when we do
not meet your expectations we are equally committed to deoling with any complaint in o thorough ond professional
manner.

If you wish to register o complaint please contoct us:

. In writing, oddressed to The Administrotion and Servicing Manoger
. By telephone to O1372 724747
. By email to enquiries@stonebridgecorporate.com

If you connot settle your complaint with us you moy be entitled to refer it to the Financial Ombudsmon Service.



Compensation

We ore covered by the Finonciol Services Compensation Scheme (FSCS). You moy be entitled to compensation from
the FSCS if we connot meet our obligations. This depends on the type of business and the circumstances of the
claim.

Insuronce odvising and arranging is covered for 0% of the cloim, without any upper limit. However, until 31
December 2009 only, the first £2,000 will be covered for T00%. For compulsory closses of insurance, insurance
odvising ond arranging is covered for 100% of the cloim, without any upper limit.

Further detoils obout compensation scheme arrongements are availoble from the FSCS.

Termination of authority

You may terminate our authority to oct on your behalf with 7 doys’ written notice or as otherwise agreed. Notice of
this termination must be given in writing ond will toke effect from the date of receipt. Termination is without prejudice
to any tronsoctions already initioted unless otherwise ogreed in writing. You will be lioble to poy for ony transoctions
or adjustments effective prior to termination ond we will be entitled to retoin any and oll fees or brokeroge payoble
in relation to policies placed by us prior to the dote of termination.

Cancellation right
If you toke out o personal policy through us which losts for more thon one calendor month you moy concel the
cover up to 14 days from the loter of:

. The policy start dote or the date you receive full policy documentation from us or your insurers
. The renewal date or the date you receive full renewol documentation from us or your insurers

You will be informed if you have such o Coancellation Right in separote documentation.

Should you decide to exercise the Cancellotion Right you will be entitled to o refund of premium less an oppropriate
pro rota chorge for the period of cover given before the concellotion right was invoked. If the premium hos not been
poid, o chorge moy be mode for the period of cover given prior to the exercise of the Cancellotion Right.

Should any claim occur prior to the exercise of the Cancellotion Right where the cloim terminates the insuronce cover,
your insurers moy not ollow o refund of any of the premium poid.

If this Concellation Right is not exercised within the 14-doy period os stoted above, and you decide to cancel the
policy ot o later dote, the amount of any premium refund will depend upon the cancellotion terms of your insurance

policy.

To exercise the Concellotion Right you should contoct us ot our normol address or your insurers ot the address shown
on your policy.

Cancellation of policies

If you wish to concel your policy in circumstances other thon os described in the section heoded Cancellotion Right,
you moy be entitled to o refund of part of your premium os long os no claims have occurred during the time

you have been on cover. The refund due moy not necessarily be proportionote to the remaining period of cover.
Additionally you should note the following:

. Insurers do not normally allow refunds in coses where a minimum oand deposit premium hos been charged
. Cancellotion moy not be possible until you return your certificote of insurance to us or your insurers
° Concellation of o direct debit does not necessarily concel a policy ond any balonce of premium owing Moy

be requested by the insurers.

When your policy ends or is concelled, we will send you any documentation and information to which you are entitled
on request.

Law and jurisdiction

These Terms of Business shall be governed by ond construed in accordonce with English Law. In relation to any legol
oction or proceedings arising out of or in connection with these Terms of Business we both irrevocobly submit to the
exclusive jurisdiction of the English courts.
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