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Green Gem Financial Limited

Pinetree Centre, Durham Road
Birtley, County Durham, DH3 2TD
1. Authorisation Statement

Green Gem Financial Ltd is authorised and regulated by the Financial Conduct Authority (FCA). The FCA regulates financial services in the UK and you can check our authorisation and permitted activities on the Financial Services Register by visiting the FCA’s website www.fca.org.uk/firms/systems-reporting/register  or by contacting the FCA on 0800 111 6768. 

Our Financial Services Register number is 400488.

2. Our Services

Green Gem Financial Ltd is able to act on your behalf in advising you on investments, pensions (including transfers), non-investment insurance contracts and mortgages. We offer products and services as follows:
· Investment Planning - we provide an independent advice service. This means that we will make a recommendation for you after we have assessed your needs. Our recommendation will be based on a comprehensive and fair analysis of the market
· Protection Planning - we advise on non-investment insurance contracts, eg. term assurance, critical illness, income protection and buildings and contents insurance from a range of insurers
· Mortgages – we provide an independent mortgage advice service and we will recommend a mortgage product that is suitable for you following an assessment of your personal needs and circumstances. We will consider all products and lenders that we have access to. This means we will not consider those lenders and/or products that are only available by you going direct to them*.
* 
Where you are increasing your borrowing we will consider the merits of both a new first charge mortgage and securing this by an additional mortgage on a second charge basis. You may also have the option of a further advance from your existing lender. However, we will only consider this option where we are able to deal directly with the lender on your behalf.
We offer you an initial consultation, this is at our expense, at this meeting we will describe our services more fully and explain the payment options. If you decide to go ahead, we will:
· Gather and analyse personal financial information about you and your needs and objectives
· Recommend and discuss any action we think you should take and, with your agreement, arrange relevant solutions for you
3. Client Classification

Unless we notify you in writing to the contrary, we will be treating you as a ‘retail’ for investment business and a ‘consumer’ for general insurance business. This means that you are afforded the highest level of protection under the regulatory system and should have the right to take any complaint to the Financial Ombudsman Service. Mortgage clients are not categorised by the FCA.
4. Your Aims and Objectives 

Any advice or recommendation that we offer to you, will only be given after we have assessed your needs and considered your financial objectives and attitude to any risks that may be involved. We will also take into account any restrictions that you wish to place on the type of products you would be willing to consider.

With very few exceptions, we will confirm to you in writing the basis of our recommendations along with details of any special risks associated with the products recommended.

Full details of the products we recommend to you including, for example, the minimum duration of the product, information on your right to cancel or whether no right to cancel exists, and any other early termination rights and penalties, will be covered in the relevant product disclosure information you will receive before conclusion of any contract.

We will issue any documentation/recommendations and any other communication to you in English (unless agreed otherwise).
Under the terms of this agreement, we may, if appropriate, advise you on investments which are not readily realisable. We would draw your attention to the risks associated with these investments as there is a restricted market for them. In some circumstances it may therefore not be possible to deal in the investment or obtain reliable information about its value.

5. Our Services And How We Charge For Them
· OUR INVESTMENT SERVICES AND COSTS
We recognise that all our clients have different financial needs and objectives and we will build a plan appropriate to the needs of each client.

In order to clarify the expectations of all parties and to provide transparency of charges we set out in this document the services available and associated costs. Please feel free to contact us if you wish to discuss any aspect of these terms. There are four stages to the financial planning process, each of which is separately costed, although the initial consultation is at our cost:

1.
Initial consultation

2.
Financial Review and Recommendation

3.
Policy arrangement and Implementation 

4.
Review – Ongoing care and advice through our ongoing Management Service

1. Initial Consultation

We provide you with an initial consultation free of charge. This helps us to understand your financial objectives and will confirm how we can support you in working towards these. We will also discuss the cost, and levels, of our services both initially and throughout our relationship with you. 
The initial consultation will comprise of:

· Initial meeting with one of our qualified financial planners

· A chance to ask questions and understand what we do

· Opportunity for us to find out what help you require

· Discuss the options available to you from our menu of services

· Information about our charges

2. Financial Review and Recommendation

This can be a continuation from the initial discussion, where agreed, or a further appointment. This process covers the following:

· gathering of information about your existing financial arrangements and full personal circumstances;
· understanding of your investment knowledge and attitude and tolerance towards investment risk;
· recommendation of an asset allocation model that matches your risk profile and the subsequent assessment and suitability of any existing holdings;
· preparation of our recommendations to you;
· arranging further appointments to explain and discuss our recommendations in detail.
Our fixed fee for this service is a fixed fee of £495, payable on provision of the report containing our recommendations to you.
3. Policy Arrangement & Implementation

Should you instruct us to proceed with any of our recommendations we will act for you in the following ways:

· Facilitate and deal with all fund and contract administration on your behalf
· Communicate regularly keeping you informed of progress
· Provide you with  all documentation  as soon as possible in line with your expectations
· Provide you with confirmation of the actions taken on your behalf in writing
Lump Sum Investments or Transfers 

Our initial adviser charge for this service is based on the amount you invest and/or transfer. These charges are applied as follows:

· Investments, pension & annuities – 2% of the amount invested/transferred
Example 1: if we arrange an investment on your behalf for £20,000, our review fee would be £495 and our initial adviser charge would be £400, providing a total of £895. 

Example 2: if we arrange an investment on your behalf for £50,000, our review fee would be £495 and our initial adviser charge would be £1,000, providing a total of £1,895. 

· Occupational pension transfers& complex pension advice – 5% of the amount invested/transferred

The minimum initial adviser charge for an occupational pension transfers is £1,500.

Example 1: if we arrange an occupational pension transfer on your behalf totalling £50,000, our review fee would be £495 and our initial adviser charge would be £2,500, providing a total of £2,995. 

Example 2: if we arrange an occupational pension transfer on your behalf totalling £100,000, our review fee would be £495 and our initial adviser charge would be £5,000, providing a total of £5,495. 

Your Payment Options:
Option 1: You can pay the initial adviser charge directly on receipt of the invoice. If you choose this option, payment must be made in full within 7 days of issue.

Option 2: You can pay the initial adviser charge through your policy. The payment will be deducted from your plan by the provider.

Regular Contribution Savings or Investments

Our charge for implementing a regular premium savings or investment plan (including pensions) is 50% of the first year’s premium, subject to a minimum initial adviser charge of £495. The review fee of £495 will not be applied if you decide to implement our recommendations.
Example 1: if the monthly contribution is £50, our initial adviser charge would be £495 as 50% of the first year’s premiums (ie. £300) is less than our minimum initial adviser charge of £495.
Example 2: if the monthly contribution is £100, our initial adviser charge would be £600, ie. 50% of £1,200. As this exceeds the minimum initial adviser charge of £495, no other charges would be applied.

Your Payment Options:
Option 1: You can pay the initial adviser charge directly on receipt of the invoice. If you choose this option, payment must be made in full within 7 days of issue.

Option 2: You can pay the initial adviser charge through your policy. The payment will be deducted proportionally from each monthly contribution and it normally needs to be paid in full within the first 12 months of your plan. The deductions are limited to a maximum of 50% of each monthly contribution and any balance due at the end of the first year will be payable by the same monthly instalments until settled in full.

Example 1: if your monthly contribution is £100 and our initial adviser charge is £600, this will be collected by deducting £50 from each monthly contribution for the first 12 months.

4. Review – Ongoing care and advice through our ongoing Management Service

We will discuss the full range of our on-going valued service proposition during our initial consultation. These services include, but are not limited to, providing you with:

· structured reviews
· an assessment of your circumstances and any changes to your plans that are needed
· regular updates and information regarding your investments
· a choice of differing levels of support depending on your needs
· ongoing support with correspondence and administration issues
We will agree separately the level of ongoing services at the time of, or prior to, making our recommendation(s) to you. Our ongoing adviser charge for this service is based on a percentage of the amount of assets under management. Details of our services is contained in the table overleaf.
	List of Services
	Ongoing Service Included
	Transactional only

	Annual statement of holdings
	(
	(
	(

	Ongoing access to your adviser
	(
	(
	

	Annual Review Meeting, which includes:
	(
	
	

	  Review of Existing Investments/Pensions
	(
	
	

	  Review of Objectives/Financial Situation
	(
	
	

	  Review of Risk Profile & Capacity for Loss
	(
	
	

	  Review of Asset Allocation (if required)
	(
	
	

	  Review of tax changes
	(
	
	

	Cost based on the total value of your investments
	1%
	Not applicable

	Minimum Cost 
	£795
	£0
	Not applicable


Example 1: if the value of your investments and pensions totalled £25,000 and you have included the ongoing service, our ongoing service fee would be £250 (ie. 1% of the total value of your investments). As this is below the minimum cost of £795 for an annual review meeting, a review will not be offered*.
Example 2: if the value of your investments and pensions totalled £50,000 and you have included the ongoing service, our ongoing service fee would be £500 (ie. 1% of the total value of your investments). As this is below the minimum cost of £795 for an annual review meeting, a review will not be offered*.
Example 3: if the value of your investments and pensions totalled £100,000 and you have included the ongoing service, our ongoing service fee would be £1,000 (ie. 1% of the total value of your investments). As this is in excess of the minimum cost of £795 for an annual review meeting, a review will be offered.
* 
When the minimum cost of £795 for an annual review meeting has been met over a number of years, an annual review may be offered.
The ongoing adviser charges listed above can be deducted from your investments or paid directly by you. 

Should you wish to pay directly, we can arrange for a standing order to be set up on a monthly basis at 1/12 of the fee agreed. You can spread the payment over a 12 month period by standing order. At each anniversary of this agreement we will revalue your investments and notify you of any revised annual charges due to any fluctuation of your investments at that time.

Should you wish to pay by deduction from the investments you hold, the payment of our ongoing adviser charge will be taken directly from your investment on a monthly, quarterly or annual basis. You should note that when paid though the investments it may reduce your personal tax thresholds and/or exemption levels. Where this happens we will discuss it with you and confirm it in your personal recommendation report.

Ongoing services can be cancelled at any time by simply informing us in writing. Please note that we reserve the right to charge you for services provided prior to cancellation.

It should be noted that it is not compulsory for you to sign up our ongoing service proposition and we do offer a transactional only service at no cost which provides a very limited service.
· OUR PROTECTION SERVICES AND COSTS
Our advised protection planning services are suitable if you are looking for the best way to protect you, your family or your business through products, such as life cover, critical illness cover and health insurance. 

You can pay for our advised protection services by commission (where this is available – a fee may be charged if commission is unavailable) 

Where we are paid by commission we will tell you the amount before we carry out any business for you. Although you may pay nothing to us up front, this does not mean that our services are free. You still pay us indirectly through deductions from the amount you pay into your product.
· OUR MORTGAGE SERVICES AND COSTS
Our mortgage services are designed to provide you with the best mortgage solution for your needs. We advise on mortgage products, this means that we will make a recommendation for you after we have assessed your needs. 

We offer a comprehensive range of mortgages from across the market, but not deals that you can only obtain by going direct to a lender. 

You can pay for our mortgage services by a combination of fee and commission from the mortgage lender.
A £295 fee is payable on completion of your mortgage. We will also receive a commission from the mortgage lender. 

You will receive a Key Facts Illustration (KFI) or European Standardised Information Sheet (ESIS) when considering a particular mortgage which will tell you about any fees relating to it.

If we are paid commission by one or more mortgage lenders, you have the right to request information on the levels of commission we will receive from different lenders in relation to any mortgage product recommended.
If we charge you a fee, and your mortgage does not go ahead, no fee will be chargeable as the fee is only paid on completion of your mortgage.

6. Cancellation
Termination of this Agreement

You or we may terminate this agreement and 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 agreement unless otherwise agreed in writing. You will be liable to pay for any services provided prior to termination and any fees outstanding, if applicable.

Product cancellation rights

Full details of the products we recommend to you including, for example, the minimum duration of the product, information on your right to cancel or whether no right to cancel exists, and any other early termination rights and penalties, will be covered in the relevant product disclosure information you will receive before the conclusion of any contract.

In most cases you can exercise a right to cancel by withdrawing from the contract. In general terms you will normally have a 30 day cancellation period for a life, protection or payment protection policy and a 14 day cancellation period for all other policies. Please note that there is no right to cancel a mortgage contract once the mortgage transaction has been concluded. 

If you cancel a single contribution contract, you may be required to pay for any loss you might reasonably incur in cancelling it which is caused by market movements. This means that, in certain circumstances, you might not get back the full amount you invested if you cancel the policy.

Instructions for exercising the right to cancel, if applicable, will be contained in the relevant product disclosure information which will be provided to you.
7. How you are protected

Client money

Green Gem Financial limited is not permitted to handle client money or handle cash and we cannot accept a cheque made out to us (unless it is in respect of an item for which we have sent you an invoice).

Complaints
If you are dissatisfied with a recommendation we have made you are entitled to make a complaint. We have a complaints procedure that is available on request. If you wish to register a complaint, please contact us:

In writing: 
Green Gem Financial limited, 3s Pinetree Centre, Durham Road, Birtley, County Durham. DH3 2TD 

By phone: 
0191 411 1133
By e-mail:  
mark@greengem.co.uk
Please be assured we treat complaints seriously. A summary of our internal complaints handling procedures for the reasonable and prompt handling of complaints is available on request.

If you cannot settle your complaint with us, you may be entitled to refer it to the Financial Ombudsman Service at www.financial-ombudsman.org.uk or by contacting them on 0800 023 4567.
Financial Services Compensation Scheme

We are also covered by the Financial Services Compensation Scheme (‘FSCS’). 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.

Deposits – a maximum compensation limit of £75,000 per person per firm (£150,000 for joint accounts).

Investments – a maximum compensation limit of £50,000 per person per firm.

Insurance/Protection - advising and arranging is covered for 90% of the claim, without any upper limit.

Mortgages – advising and arranging is covered up to a maximum limit of £50,000.

Further information about compensation scheme arrangements is available from the FSCS at www.fscs.org.uk/consumer.
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 FCA 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.

In order to provide services to you we may be required to pass your personal information to parties located outside of the European Economic Area (EEA) in countries that do not have Data Protection Laws equivalent to those in the UK.  Where this is the case we will take reasonable steps to ensure the privacy of your information.

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 committing or alleged committing 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.

If at any time you wish us or any company associated with us to cease processing your personal data or sensitive personal data, please contact The Data Protection Officer on 0191 411 1133 or in writing at Pinetree Centre, Durham Road, Birtley, County Durham, DH3 2TD.
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 purpose. 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.

8. General

VAT

Under current legislation our services are not subject to VAT but should this change in future, and where VAT becomes due, we will notify you before conducting any further work.

Documentation

We will endeavour to make arrangements for all your investments to be registered in your name unless you first instruct us otherwise in writing. All policy documents will be forwarded to you as soon as practicable after we receive them. If there are a number of documents relating to a series of transactions, we will normally hold each document until the series is complete and then forward them to you.
Instructions

We prefer our clients to give us instructions in writing, to aid clarification and avoid future misunderstandings.  We will, however, accept oral instructions provided they are confirmed in writing.

Our Ethical Policy 

We are committed to providing the highest standard of financial advice and service possible. The interest of our clients is paramount to us and to achieve this we have designed our systems and procedures to place you at the heart of our business. In doing so, we will:

· be open, honest and transparent in the way we deal with you;

· not place our interests above yours;

· communicate clearly, promptly and without jargon;

· Seek your views and perception of our dealings with you to ensure it meets your expectations or to identify any improvements required.

Conflicts of Interest

We will endeavour always to act in the best interests of you our client. However, circumstances can arise where we or one of our other clients may 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.

Anti-Money Laundering

We are required by the anti-money laundering regulations to verify the identity of our clients, to obtain information as to the purpose and nature of the business which we conduct on their behalf, and to ensure that the information we hold is up-to-date. For this purpose we may use electronic identity verification systems and we may conduct these checks from time to time throughout our relationship, not just at the beginning.

Law

This client agreement is governed and shall be construed in accordance with English Law and the parties shall submit to the exclusive jurisdiction of the English Courts.
Legal and accounting advice

Neither our firm nor our employees are qualified to render legal or accounting advice or to prepare any legal or accounting documents. It is hereby understood and agreed that the onus is on you, the client, to refer to a solicitor or accountant any point of law or accountancy that may arise during the course of discussions with us.

Unsolicited promotions

We may contact you in the future by means of an unsolicited promotion (by telephone, email or post) should we wish to discuss the relative merits of a particular mortgage product or service which we feel may be of interest to you. 

Providing information to your insurer

Your insurance / protection cover is based upon the information you provide to the insurance company. Where you are buying insurance as an individual, this means that you must take ‘reasonable care’ to answer all questions asked by the insurer fully and accurately. For general insurance policies such as car insurance or liability insurance, once cover has been arranged, you must immediately notify the insurers or us of any changes to the information that you have already provided. Failure to provide accurate and up to date information may invalidate your insurance cover and mean that a claim may not be paid.

All other clients (e.g. commercial clients) must still disclose all ‘material facts’ (any information that may influence the insurer’s decision over cover or terms) prior to inception and throughout the period of the policy. Again, failure to disclose material information may invalidate your insurance cover and could mean that a claim may not be paid. 

Termination of Authority
The authority to act on your behalf may be terminated at any time without penalty by either party giving seven days notice in writing to that effect to the other, but without prejudice to the completion of transactions already initiated. Any transactions effected before termination and a due proportion of any period charges for services shall be settled to that date.
Client Agreement Declaration

This is our standard client agreement upon which we intend to rely. For your own benefit and protection you should read these terms carefully before signing them. If you do not understand any point please ask for further information.
I/We acknowledge that the client agreement will come into effect from the date of issue. 

I/We authorise the transfer of personal information, on a confidential basis and in accordance with the Data Protection Act 1998, between Green Gem Financial Limited and any relevant third parties. I/We agree that Green Gem Financial Limited, or any such third party may contact me in the future by any means of communication (including by electronic communication e.g. email) considered appropriate at the time.   

I/We confirm I am/we are aware of all the costs of the financial review and any ongoing service and I/We would like to select the following offering (please tick the appropriate box):

Client Name(s)         

_________________________

_________________________

Client Signature(s)

_________________________

_________________________

Date



_________________________

_________________________

Signed on behalf of firm
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Date of issue


_________________________



V: January 2017

