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Child Trust FundChild Trust Fund

2.Forename(s): 3.Surname:

4. Applicants Permanent Residential Address:

Applicant’s Details

(Mr/Mrs/Miss/Other)

1.Title:

Postcode:

2.Forename(s): 3.Surname:

I apply to transfer a CTF for :- (Child’s Details)

1.Title:

Transfer FormTransfer Form

4. Child’s Permanent Residential Address:

Postcode:
5. Date of Birth:

5. Home Phone:

6. Mobile:-

7. Email :-

Current CTF Provider :-

Type of CTF with the new provider (Stakeholder or non-stakeholder) :- Stakeholder

I declare that:-

•I am 16 years of age or over

•I am the child/I have parental responsibility for the child (delete which does not apply)

•I am the registered contact for the CTF

I authorise Sheffield Mutual Friendly Society:-

•to hold the child’s HM Revenue & Customs contributions, subscriptions, CTF investments, interest, dividends and any other

rights or proceeds in respect of those investments and cash and

•to make on the child’s behalf any claims to relief from tax in respect of CTF investments.

I agree to the CTF terms and conditions stated overleaf

Please tick the box if you would like to receive annual statements by e-mail rather than by post

Signed ………………………………………        Date……………………………………

Child’s unique reference number (URN) : -

Postcode:

Data Protection – The information that you provide will be held by Sheffield Mutual and used for general purposes and, in particular to administer the account for the child detailed 

above.

Sheffield Mutual may later contact you using the details you supplied to provide you with details of other products and/or services that may be of interest to you. If you do not wish to 

receive marketing material, please tick the box.

Money Laundering – Sheffield Mutual reserves the right to make authentication checks on the name and address of the applicant for the purpose of compliance with Money 

Laundering Regulations.

CLIENT WEB



Child Trust FundChild Trust Fund

Transfer FormTransfer Form

CTF terms and conditions 

A CTF is a scheme of investment managed in accordance with the CTF regulations by us under terms agreed 

between us and the registered contact. The CTF must be held in the name of the child. 

• CTF investments shall be in the beneficial ownership of the child 

• except for cash deposits, National Savings products and certain insurance policies 

(see below), the title to the CTF investments will be registered in 

• our name, or 

• the name of our nominee. 

• where a share certificate or other document evidencing title to a CTF investment is issued, it will be held by us 

or as we may direct. 

• where insurance policies are with an insurer who is also a provider, the title to the policies shall be vested in the 

registered contact, and the policy document or other document showing title to the insurance policy shall be held 

by the registered contact. 

• we will arrange, if the registered contact elects, for you to receive a copy of the annual report and accounts 

issued by every company or other concern in respect of shares, securities or units which are held directly in the 

CTF. (A separate charge may be levied for this service). 

• we will arrange, if the registered contact elects, for you to attend shareholders’, securities holders’ or unit 

holders’ meetings, to vote, and to receive, in addition to the annual report and accounts, any other information 

issued to shareholders, securities holders or unit holders. (A separate charge may be levied for these services). 

• we will satisfy ourselves that any person to whom we delegate any functions or responsibilities under the terms 

agreed with the registered contact is competent to carry out those functions and responsibilities. 

• on the instructions of the registered contact and within the time stipulated by you, the CTF with all rights and 

obligations shall be transferred free of charge (except charges such as stamp duty and other dealing costs 

connected with disposal or acquisition of investments) to another provider. 

• where an account is transferred to us it will be accepted free of charge (except charges such as stamp duty and 

other dealing costs associated with disposal or acquisition of investments) 

• if we were to offer both types of CTF on the instructions of the registered contact and within the time stipulated 

by you, the CTF shall become a CTF of the other description (any necessary changes in the investments being 

made) free of expense (except expenses such as stamp duty and other dealing costs connected with disposal or 

acquisition of investments). 

In addition, we 

• may place a minimum period on the time stipulated by the registered contact for transfer. This period must not 

exceed 30 days, and should represent a reasonable period required for practical implementation of the transfer. 

• we will notify the registered contact if, by reason of any failure to satisfy the provisions of the CTF regulations, 

a CTF has, or will, become void. 

Published by:

SHEFFIELD MUTUAL FRIENDLY SOCIETY, 3 MAPLE PARK, MAPLE COURT, WENTWORTH BUSINESS PARK
TANKERSLEY, BARNSLEY, SOUTH YORKSHIRE, S75 3DP, TEL: 01226 741000, FAX: 01226 741222

AUTHORISED AND REGULATED BY THE FINANCIAL SERVICES AUTHORITY

Updated 

March 2010
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about our services and costs 
 

 

       
     

 
 

 
 

1. The Financial Services Authority (FSA) 

 
The FSA is the independent watchdog that regulates financial services. This document is designed by 
the FSA to be given to consumers considering buying certain financial products. You need to read this 
important document. It explains the service you are being offered and how you will pay for it. 
   
 

2. Whose products do we offer? 

 

 
   

   
   

   
   

 

 
 
 

3. Which service will we provide you with? 

 
 
 
 

 
 

 
 
 
 
 

 

 
 
 

 

 

3 Maple Park 
Maple Court 

Wentworth Business Park 
Tankersley 

Barnsley 

S75 3DP 

We offer products from the whole market. 

We only offer products from a limited number of companies. 

We only offer our own products. 

We will advise and make a recommendation for you after we have assessed 
your needs. 

You will not receive advice or a recommendation from us. We may ask some 
questions to narrow down the selection of products that we will provide details 
on. You will then need to make your own choice about how to proceed. 

We will provide basic advice on a limited range of stakeholder products and in 
order to do this we will ask some questions about your income, savings and 
other circumstances, but we will not: 

• conduct a full assessment of your needs; 

• offer advice on whether a non-stakeholder product may be more 
suitable. 

 
When we have agreed the investment service that we will provide, we will 
require your agreement to the terms and conditions relating to that service 
before we can proceed. 
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4. What will you have to pay us for our services? 

 
We will tell you how we get paid and the amount before we carry out business for you, by issuing a 
specific product illustration. 
 
Please note that there may be other costs, such as taxation, that may arise that are not imposed by 
us, nor paid by us. 
 

 

5. Who regulates us? 

 
Sheffield Mutual Friendly Society, 3 Maple Park, Maple Court, Wentworth Business Park, Tankersley, 
Barnsley, S75 3DP is authorised and regulated by the Financial Services Authority.  Our FSA Register 
number is 139855. 
 
Our permitted business is long term insurance, advising on and arranging savings and protection. 
 
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 606 1234. 
 
 

6. What to do if you have a complaint 

 
If you wish to register a complaint, please contact us: 
 
...in writing Write to the Chief Executive, 

Sheffield Mutual Friendly Society, 
3 Maple Park, Maple Court, 
Wentworth Business Park, Tankersley, 
Barnsley, S75 3DP 

 
...by phone Telephone 01226 741000. 
 
If you cannot settle your complaint with us, you may be entitled to refer it to the Financial Ombudsman 
Service. 
 
 

7. Are we covered by the Financial Services Compensation Scheme (FSCS)? 

 
We are covered by the 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. 
 
Most types of investment business are covered up to a maximum limit of £50,000. 
 
Further information about compensation scheme arrangements is available from the FSCS. 
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Client Agreement (Client Copy) 
 

Sheffield Mutual Friendly Society, 3 Maple Park, Maple Court 
Wentworth Business Park, Tankersley, Barnsley, South Yorkshire S75 3DP 

Tel:  01226 741000 
 
1. This notice contains items that are common to most of our clients. The firm, whose name, 

address and telephone number appear above, is regulated and authorised by the Financial 
Services Authority (FSA).  The terms shown in this document are effective from the date shown 
at the foot of the document.  We will not automatically provide you with a revised Client 
Agreement, but if terms should change the new version will be provided when next we provide 
you with a service. You are classified as a retail client. 
 

2. As you have neither asked for nor received any advice from the Society in relation to this 
product, it will be classed as a ‘Non-Advised Sale’. This term acknowledges the fact that all 
decisions in relation to the investment will be and have been made by yourself and that the 
Society has only provided you with factual information in relation to the product. 

 
3. We will make arrangements for your investments, or other contracts, to be registered in your 

name unless you first advise us otherwise in writing.  We will forward all contract documents to 
you as soon as practical after we have received them.  Where a number of documents relating 
to a series of transactions are involved, we will normally hold each document until the series is 
complete and then forward them all to you at the same time. 

 
4. Occasions can arise where we, or one of our other customers, will have some form of interest in 

business which we are transacting for you.  If this happens, or we become aware that our 
interests or those of our other customers conflict with your interests, we will inform you in writing 
and obtain your consent before we carry out your instructions. 

 
5. We prefer instructions from you to be in writing – we will, however, accept oral instructions 

provided they are subsequently confirmed in writing. 
 
6. Should you have any complaint about the firm please write to the Chief Executive at the address 

above.  He will provide you with written information as to how we administer complaints.  
Complaints we cannot settle may be referred to the Financial Ombudsman Service. 

 
7. If you make a valid claim against the firm in respect of investments we arrange for you to buy or 

sell and we are unable to meet our liabilities in full, you may be entitled to redress from the 
Financial Services Compensation Scheme.  Details of the cover provided by the scheme are 
given in a leaflet, which we will send you at your request, or from www.fscs.org.uk. 

 
8. If, under the Money Laundering Regulations, it is necessary to verify your identity, address and 

source of funds, such verification will be completed before any business is finalised. 
 

9. This Client Agreement may be terminated, without prejudice to the completion of transactions 
already initiated, by written notice from you or the firm.  Such notice will take effect one month 
from the date of such notice unless otherwise agreed. 

 
10. In order to arrange investments on your behalf, we must obtain certain information from you 

about your financial and personal circumstances.  We will also need to maintain certain other 
records. 
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a. You agree that the information we hold about you can be held on computer and/or 
paper files. 

 
b. You agree that any information we hold about you may be disclosed: 

 
i) To third parties (e.g. credit agencies and product providers) for the purpose of 

processing your application. 
ii) The Regulators (mainly the Financial Services Authority who have a legal 

authority to check all our records). 
iii) Our Compliance consultants, who help us to ensure that, in your interests, we 

abide by the Financial Services Act and other regulations. 
  but iv) Must not be disclosed to any other parties (even if related) without your 

express permission in writing. 
 

c. You agree that we may use the information that we hold about you to contact you 
from time to time by post, fax, e-mail or telephone to bring to your attention 
products, services or information about your existing contracts which may be of 
benefit to you.  You may opt out of this condition by putting an X in the following 
box. 

 
 
 
 
 

d. You understand that we have a legal obligation to ensure that the information within 
our records is kept up to date, but can only do so if provided with the up to date 
information by you. 

 
  e. You understand that you may withdraw the consent given by you to the above 

paragraphs 10b(iv) and 10c [not 10b(i) and 10b(ii)] at any time by informing us in 
writing. 

 
I confirm receipt of a copy of this Client Agreement and, where appropriate, agree to the statements 
made. I confirm that I have not received a personal recommendation from Sheffield Mutual Friendly 
Society. 
 
 
Name of client: 
 
 
 
Signature of client:      Date: 
 

 

 

 

 

 

 

 

 

 

 

 

Client Copy 

You should read this Client Agreement document in full and with care before signing it. 
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MONEY LAUNDERING 

Are you applying for your own 
policy? 

Yes 

You need to send: 
1 proof of Identity (section A) 
1 proof of Address (section B) 

Is the policyholder under 16? 

No 

Yes No 

If you are paying premiums for a policyholder who is under 16, you need to send: 
1 proof of Identity (section A) for just the proposer NOT the policyholder 
1 proof of Address (section B) for just the proposer NOT the policyholder 

And 
1 copy of Birth Certificate for the child 

If you are paying premiums for a policyholder 
who is NOT under 16, you need to send: 

1 proof of Identity (section A) for the proposer 
and 1 proof of identity for the policyholder 

1 proof of Address (section B) for the proposer 
and 1 proof of Address for the policyholder 

Section A – Personal Identification 
�Current signed Passport  (see section C) 

�Current UK Photo-Card Driving Licence (see section C) 

�Benefits book or letter from benefits Agency confirming 
 entitlement to benefits 

�Building industry Sub-Contractor’s Certificate 

�P60/P45/Notice of Coding (Inland Revenue Document) 

�Residency Permit/Alien registration certificate as issued by 
 the Home Office 

�National Identity Card/Passport (overseas resident – see sec. C) 

�UK Armed Services ID Card (see section C) 

�Police or other government department ID Card (see section C) 

�Firearms certificate (issued through Chief Constable) 

Section B – Address Identification 
�Recent utility bill (within last 3 months) from a supplier of 
 utilities (gas, electricity, water, land telephone etc, not 
mobile  phone bill) 

�Local Authority Council Tax or Business Rate bill 

�Current UK Photo-Card Licence (provided it has not already 
 been used as Personal Identification) 

�Bank/Building Society/National Savings Statement of personal 
 account (name must match that of the applicant) 

�Most recent original mortgage statement from a recognised 
 lender 

�Local authority rent card or tenancy agreement 

�Benefits book or original notification letter from the Benefits 
 Agency confirming rights to benefits (provided it has not 
already  been used as Personal Identification) 

Accountant ~ Articled Clerk of a Limited Company ~ Assurance agent of Recognised Company ~ Bank/Building Society 
Official ~ Barrister ~ Broker ~ Chairman/Director of Limited Company ~ Chemist ~ Chiropodist ~ Christian Science 
Practitioner ~ Commissioner of Oaths ~ Councillor: Local or County ~ Civil Servant (Permanent) ~ Dentist ~ Engineer (with 
professional qualifications) ~ Fire Service Official ~ Funeral Director ~ Insurance agent (full time) of a recognised Company 
~ Journalist ~ Justice of the Peace ~ Legal Secretary (members and fellows of the institute of legal secretaries) ~ Local 
Government Officer ~ Manager / Personnel Officer (of Limited Company) ~ Member of Parliament ~ Merchant Navy Officer 
~ Minister of a recognised religion ~ Nurse (SRN and SEN) ~ Officer of the armed services (Active or Retired) ~ Optician ~ 
Person with Honours (e.g. OBE MBE etc.) ~ Person with recognised qualification (e.g. BSc, PhD etc.) ~ Photographer 
(professional) ~ Police Officer ~ Post Office Official ~ President / Secretary of a recognised organisation ~ Salvation Army 
Officer ~ Social Worker ~ Solicitor ~ Surveyor ~ Teacher ~ Lecturer ~ Trade Union Officer ~ Travel Agency (Qualified) ~ 
Valuers and Auctioneers (fellow and associate members of the incorporated Society) ~ Warrant Officers and Chief Petty 
Officers. 

Section C - Certification 
Please do not send original documents by post.  We require 
photocopies that are countersigned by someone from the list 
above.  Please only use the words on the template opposite  
as an example of how the photocopied documents should be 
signed. 
 
We may, in certain circumstances, verify your identity 
by using an electronic verification system. 

“I certify that this is a true likeness of (applicant’s 
name)” 
Signature                     A Sample 
 
Occupation Head of Sample 
 
Date 00/00/0000 

We are required by law, to verify your identity (section A below) and your address (section B below).  Please follow 

the chart below on how to proceed. 
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Client Agreement 
 

Sheffield Mutual Friendly Society, 3 Maple Park, Maple Court 
Wentworth Business Park, Tankersley, Barnsley, South Yorkshire S75 3DP 

Tel:  01226 741000 
 
1. This notice contains items that are common to most of our clients. The firm, whose name, 

address and telephone number appear above, is regulated and authorised by the Financial 
Services Authority (FSA).  The terms shown in this document are effective from the date shown 
at the foot of the document.  We will not automatically provide you with a revised Client 
Agreement, but if terms should change the new version will be provided when next we provide 
you with a service. You are classified as a retail client. 
 

2. As you have neither asked for nor received any advice from the Society in relation to this 
product, it will be classed as a ‘Non-Advised Sale’. This term acknowledges the fact that all 
decisions in relation to the investment will be and have been made by yourself and that the 
Society has only provided you with factual information in relation to the product. 

 
3. We will make arrangements for your investments, or other contracts, to be registered in your 

name unless you first advise us otherwise in writing.  We will forward all contract documents to 
you as soon as practical after we have received them.  Where a number of documents relating 
to a series of transactions are involved, we will normally hold each document until the series is 
complete and then forward them all to you at the same time. 

 
4. Occasions can arise where we, or one of our other customers, will have some form of interest in 

business which we are transacting for you.  If this happens, or we become aware that our 
interests or those of our other customers conflict with your interests, we will inform you in writing 
and obtain your consent before we carry out your instructions. 

 
5. We prefer instructions from you to be in writing – we will, however, accept oral instructions 

provided they are subsequently confirmed in writing. 
 
6. Should you have any complaint about the firm please write to the Chief Executive at the address 

above.  He will provide you with written information as to how we administer complaints.  
Complaints we cannot settle may be referred to the Financial Ombudsman Service. 

 
7. If you make a valid claim against the firm in respect of investments we arrange for you to buy or 

sell and we are unable to meet our liabilities in full, you may be entitled to redress from the 
Financial Services Compensation Scheme.  Details of the cover provided by the scheme are 
given in a leaflet, which we will send you at your request, or from www.fscs.org.uk. 

 
8. If, under the Money Laundering Regulations, it is necessary to verify your identity, address and 

source of funds, such verification will be completed before any business is finalised. 
 

9. This Client Agreement may be terminated, without prejudice to the completion of transactions 
already initiated, by written notice from you or the firm.  Such notice will take effect one month 
from the date of such notice unless otherwise agreed. 

 
10. In order to arrange investments on your behalf, we must obtain certain information from you 

about your financial and personal circumstances. We will also need to maintain certain other 
records. 

 

IDD Non-Advised Sale 17th June 2010



a. You agree that the information we hold about you can be held on computer and/or 
paper files. 

 
b. You agree that any information we hold about you may be disclosed: 

 
i) To third parties (e.g. credit agencies and product providers) for the purpose of 

processing your application. 
ii) The Regulators (mainly the Financial Services Authority who have a legal 

authority to check all our records). 
iii) Our Compliance consultants, who help us to ensure that, in your interests, we 

abide by the Financial Services Act and other regulations. 
  but iv) Must not be disclosed to any other parties (even if related) without your 

express permission in writing. 
 

c. You agree that we may use the information that we hold about you to contact you 
from time to time by post, fax, e-mail or telephone to bring to your attention products, 
services or information about your existing contracts which may be of benefit to you.  
You may opt out of this condition by putting an X in the following box. 

 
 
 
 
 

d. You understand that we have a legal obligation to ensure that the information within 
our records is kept up to date, but can only do so if provided with the up to date 
information by you. 

 
  e. You understand that you may withdraw the consent given by you to the above 

paragraphs 10b(iv) and 10c [not 10b(i) and 10b(ii)] at any time by informing us in 
writing. 

 
I confirm receipt of a copy of this Client Agreement and, where appropriate, agree to the statements 
made. I confirm that I have not received a personal recommendation from Sheffield Mutual Friendly 
Society. 
 
 
Name of client: 
 
 
 
Signature of client:      Date: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

You should read this Client Agreement document in full and with care before signing it. 
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Non-Advised Sale Letter 

 
Sheffield Mutual Friendly Society 

 
Thank you for your enquiry regarding Sheffield Mutual 

 

As you have neither asked for nor received any advice from the Society in 

relation to this product, it will be classed as a ‘Non-Advised Sale’. This term 

acknowledges the fact that all decisions in relation to the investment will be and 

have been made by yourself and that the Society has only provided you with 

factual information in relation to the product. 

 

You understand that as this is a ‘Non-Advised Sale’ you lose some of the 

regulatory protection which you might otherwise have. Specifically, it is 

unlikely that you will be able to make a complaint against the Society. 

 

 

 

 

 

 

Signed………………………………..Date………………………. 
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