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To start any Sheffield Mutual plan please follow the application checklist 

below. 
 

Application Checklist and Documents that need returning. 
 

 Enclose your signed cheque and complete and sign the Direct Debit 
Mandate  (if applicable) 

 
 Complete and sign all proposal forms  

 
 Sign and return the Non‐advised Sale Letter 

 
 Sign and return one copy of the Client Agreement and keep one for 
your records along with the Key Facts document.  

 
 Please send a Certified copy of a birth certificate if the policy is for a 
child under age 16 

 
 We will attempt to verify your identity electronically, if this is 
unsuccessful then we may request further documentation to confirm 
your identity. 

 

If you require anything further or should you have any questions after 

reading the information please do not hesitate to contact us by 

Telephone: 01226 741000  

or email: enquiries@sheffieldmutual.com 
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PENSION BOND

Your Future is 
Our Business

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

Tel: 01226 741000  . Fax: 01226 741222  . Url: www.sheffieldmutual.com  . Email: enquiries@sheffieldmutual.com

Authorised and regulated by the Financial Services Authority.Se
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Please ask for details of our other products, which include:

● Tax Exempt Savings (Monthly annual or lump sum versions)

● Regular Savings

● Life Assurance

● Stocks and Shares ISA

● Sickness and Accident Insurance

● Funeral Expenses

● Investment Bond

● Income Bond

● Child Trust Fund

About Us
Sheffield Mutual Friendly Society has been improving the financial wellbeing of its members since 1892. Whilst we remain
passionate about our heritage and mutual status, our products and services have been developed to include a simple 
range of trusted savings, investment and protection plans - with a particular emphasis on tax-efficient savings and 
investment policies.

Being an independent mutual organisation we have no shareholders to satisfy. This means that our success can be shared
with our members through attractive investment returns and good service. Whilst past performance is not an indicator of
future performance, our aim is to deliver greater potential returns to members throughout the life of their policy.

The Society is:

● A member of the Association of Financial Mutuals

● Authorised and regulated by the Financial Services Authority

● A member of the Financial Services Compensation Scheme

For further information about the Society and our policies, please contact us.
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How much can I invest?
The minimum investment is £1,000 with a maximum in any one financial year 
(January to December) of £50,000 per individual

How long does the money have to remain invested?
The recommended minimum investment period is five years after which you can either withdraw your investment or leave it
to earn future bonus until such time as you need it. If you surrender your Bond within five years of commencement then a
surrender penalty will apply.

Can I make any withdrawals before the end of five years?
Yes, it is possible to surrender your Bond but as this is a medium to long term investment early surrender may result in you
receiving less than you originally invested. It is not advisable to invest in this Bond if you know at the outset that you will
require the money within five years. 

Who can invest in a Pension Bond?
The Bond is designed for use by Trustees of occupational or personal pension schemes including self invested personal 
pension schemes (SIPP’s)

Is there any tax liability?
Pension Bond Investment within the Society is held in a fund which is free from capital gains tax and with the 
exception of the tax credit on dividend income, income tax. Benefits when they are taken are subject to normal 
pension rules and your Advisor will provide you with details about your own situation. This information is based on our
understanding of current legislation though Taxation and Pension legislation may change in the future.

Are there any charges?
The Society makes a charge of 5% of the initial premium in year 1 and subsequently 0.6% of the fund each year. These
charges are to cover the costs of setting up the policy and ongoing management. The charges are deducted from the overall
fund and taken into account when we calculate the level of bonuses we are able to pay.

How do I invest in my Bond?
Simply decide how much you would like to invest. You should then study the ‘Key Features’literature and illustration, and
your pension trustee or scheme administrator should then complete and sign the application form and return it along with a
cheque for the initial premium to ‘Sheffield Mutual Friendly Society, 3 Maple Park, Maple Court, Wentworth Business Park,
Tankersley, Barnsley, South Yorkshire, S75 3DP.

Need any further help or information?
Our friendly and knowledgeable staff would be pleased to provide you with factual information
about the Society’s products and services, so you can make your own choice about how to 
proceed. No advice or recommendations will be given and if you are in any doubt as to the 
suitability of a product, you should seek advice from an Independent Financial Adviser. 

Do I need to provide any additional information?
Yes. In order to comply with Money Laundering regulations we will require confirmation of 
your identification and address. We will therefore ask to see documents such as a passport or 
driving license and utility bills or bank statements before issuing a policy. If such documents are 
not available, we may be able to confirm your identity and address using an electronic 
verification system.

Pension Bond
Why should I invest with Sheffield Mutual?
The Society has been providing savings, investments and protection policies to its members since
1892 and as we are owned by members not shareholders, any surplus funds are used for their
benefit.

What is the Pension Bond?
The Bond is a single premium investment that has no fixed term but is designed to be held for a
minimum period of five years. The amount payable when it is withdrawn will be the Sum Assured
plus bonuses which are added during the life of the Policy. The final value will depend upon
investment performance but bonuses are declared annually by the Society’s Committee of
Management acting on Actuarial advice. Bonus is not guaranteed to be paid at the same level
each year.

Where does the Society invest its with-profits fund?
The Society invests in a range of different assets with the aim of providing a higher return in the medium to longer term 
(5-10 years+) than that achievable in a Bank or Building Society account. We will look to achieve this by maintaining a
spread of Investment Assets that will provide low to medium risk making it an option for individuals with a more cautious
approach to investing their money.

Examples of the types of assets we invest in are:-

● The shares of UK companies though we may also have a very small exposure to some overseas companies to provide
diversity. These provide income from dividends with the possibility of capital growth.

● We also adopt an ethical approach to our share purchases by not including companies who are involved in armaments, 
tobacco and pornography.

● Investments such as Government Gilts or Corporate Bonds which provide fixed interest.

● Property - The Society owns several properties which provide income from rentals and potential capital growth.

● Fixed interest returns from a small portfolio of Commercial Mortgages.

● Cash.

The proportion held in each of these can vary depending upon market conditions but you can obtain a guide of the spread
by contacting the Society’s office.

How does the bonus work?
We invest our funds as described in the previous section and receive a return on those investments which can vary from year
to year. At the end of March or early April we review the returns achieved during the previous calendar year in consultation
with our Actuary, and the Committee of Management declares a bonus rate for each policy type for that period. Obviously
the rate varies depending upon overall investment returns and is not therefore guaranteed to be paid at the same rate in future
years. However, once bonuses have been added to the policy, they will not be taken away.

Bonuses are calculated at the appropriate rate based on the sum assured not the amount of premium paid and on 
encashment and subject to the conditions outlined below, you will receive the initial sum assured plus bonuses added 
during the life of the policy.

The Society also tries to ‘smooth’ returns over the life of the policy by retaining some of the investment return in good years
to maintain bonus rates in poorer years. However, to ensure members receive their fair share of returns on their policy over
its lifetime, there may be an additional terminal bonus paid on encashment. Payment of this type of bonus depends entirely
on investment performance and the rate at which annual bonuses have been added. It is not guaranteed, i.e., if paid, the rate
may vary from year to year.

Are there any guarantees?
Providing the Bond runs for at least five years the Society guarantees that you will get back
a minimum of 101% of the initial premium. Bonuses when declared are added to the Sum
Assured. In the event of adverse investment conditions the Society reserves the right to apply
a Market Value Reduction (MVR) to the Sum Assured and any bonus already added.
However the Society guarantees that the application of the MVR after five years will not
reduce the proceeds below 101% of the initial premium. An MVR will not be applied in the
event of the policy becoming a claim as a result of the death of the policyholder.
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Your Future is Our Business

QUESTIONS AND ANSWERS

DO I HAVE TO INVEST FOR ANY SPECIFIC PERIOD?
The Bond is designed to run for a minimum of five years after which it can be left until you need to withdraw it,
and bonus will continue to be added. Withdrawal before five years will result in a surrender penalty being applied.

ARE THERE ANY GUARANTEES?
Once the Bond has run for five years the society guarantees that you will get back a minimum sum assured of 101% of the
initial investment.

ARE THERE ANY CHARGES?
The Society makes a charge of 5% of the initial premium in year 1 to cover the costs of setting up the policy and 
subsequently 0.6% of the fund each year for ongoing management. The charges are deducted from the overall fund and
taken into account when we calculate the level of bonuses we are able to pay.

CAN I MAKE WITHDRAWALS FROM MY BOND?
No, partial withdrawals are not allowed though there is the facility to withdraw the full investment. However, if this is 
within the first five years an early surrender penalty will be applied which could result in you receiving back less than you
originally invested.

YOUR COMMITMENT

You agree to invest a single premium.

The Bond is designed to run for a minimum period of five years and does not allow partial withdrawals. 
Early surrender within five years could result in you receiving back less than you originally invested.

RISK FACTORS

Investment performance can vary and the return may be less than that shown in the illustration.

If the policy is encashed at a time of adverse investment conditions the value may be reduced to take account of
these (see section headed Market Value Reduction).

Your circumstances may change forcing you to encash the policy at a time when a penalty applies.

Inflation may reduce what you could buy in the future.

ITS AIMS

To increase the capital value of your investment over a period of time by the payment of a guaranteed sum
assured and the addition of an annual bonus subject to investment performance.

To provide access to a range of different assets e.g., equities, property, fixed interest and cash through a single
with-profits fund to give the prospect of better returns than a bank or building society.

WHAT IS THE PURPOSE OF THIS LEAFLET?
The Financial Services Authority is the independent financial services regulator. It requires us, Sheffield Mutual Friendly
Society, to give you this important information to help you to decide whether our Pension Bond is right for you. You should
read this document carefully, along with the illustration and product brochure, so that you understand what you are buying
and then keep it safe for future reference.

WHO IS THE PENSION BOND SUITABLE FOR?
The Pension Bond is designed for use by Trustees of Occupational or Personal Pension Schemes including self invested 
personal pension schemes (SIPP’s), who are looking for an investment which has the potential for better growth than a
deposit based account but without risk to the capital at the ‘individual’s’ retirement date. The maximum annual investment
allowed into one or more Pension Bonds is £50,000.

KEY FEATURES OF THE PENSION BOND 

CLENT WEB



IS THERE ANY TAX LIABILITY?
Pension bond investments are held in a fund which is free from capital gains tax and with the exception of the tax credit on
dividend income, income tax. Benefits when they are taken are subject to normal pension rules and your adviser will 
provide you with details about your own situation. This is based on our understanding of current legislation which may
change in the future.

HOW WILL IT WORK FOR ME?
Accompanying the key features you will find an illustration which shows how the Pension Bond might benefit you and you 
should also read this as it contains other important information. If you require a specific illustration please contact us.

WHAT IS A MARKET VALUE REDUCTION (MVR)?
In times of adverse investment conditions the value of bonuses already added to the policy may be greater than your 
actual share of the funds value at the time when you withdraw or surrender. In this case an MVR (adjustment) will be made
to the value of the policy to ensure remaining policyholders are not disadvantaged, and that you receive a fair share.
For further information, please refer to the product brochure.

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

Tel: 01226 741000  . Fax: 01226 741222  
Url: www.sheffieldmutual.com  . Email: enquiries@sheffieldmutual.com.  

Authorised and regulated by the Financial Services Authority.

OTHER INFORMATION
CANCELLATION RIGHTS
After your proposal is accepted you will receive a notice of your right to cancel. You will then have 30 days in which
to change your mind.

PREMIUMS
The Pension Bond is a single premium investment and you cannot add to it, though you can hold more than one bond
subject to the annual investment limit of £50,000.

BONUSES
Bonuses calculated on the basis of the profits of the fund are added to your policy. The bonus rate is decided by 
Sheffield Mutual Friendly Society acting on the advice of the actuary and is not guaranteed. For further information,
please refer to the product brochure.

LAW
In legal disputes the Law of England and Wales will apply.

LEGISLATION
All or any of the benefits, the premiums, or the policy conditions may be adjusted as deemed appropriate.

If there is any change in Law or Taxation affecting the policy
If any levy is imposed on the Society under Statute or statutory authority
As a consequence of any amendment to General Laws

Notice would be given of any such adjustments.

QUERIES AND COMPLAINTS
For further information or if you wish to complain about any aspect of the service you have received, please contact the
Society’s Chief Executive at the address shown below. If a complaint is not dealt with to your satisfaction you can 
then complain to the Financial Services Ombudsman, South Quay Plaza, 183 Marsh Wall, London E14 9SR, or 
telephone 020 7964 1000. Making a complaint will not prejudice your right to take legal proceedings.

COMPENSATION
We are 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.
Further information about compensation scheme arrangements is available from the FSCS by visiting www.fscs.org.uk,
or by calling 0207 892 7300 or 0800 678 1100.

THE SHEFFIELD MUTUAL FRIENDLY SOCIETY
Was founded in 1892. Total assets exceed £25 million and there are over 20,000 members.

This leaflet is a brief guide to the Key Features of the product.

Full details are contained in the policy document which is the legally binding contract between you and SHEFFIELD 
MUTUAL FRIENDLY SOCIETY.

Sept. 2010
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APPLICATION FORM

PENSION BONDPENSION BOND

All information given will be treated in strictest confidence

Postcode:

Name:

Address:

Mobile: E-mail Address:

SECTION A – Scheme Details

1.Title of the underlying Scheme:

Postcode:

Title 

2. Name and address of the Trustee(s) / Administrator of the Scheme.

Telephone No: Ext:

3.Investment amount:£

2.Sum Assured (the figure on illustration):£

SECTION B - Policy Details

SECTION D - For Office use only

Introducer Code: Policy Number:

SECTION C - For Financial Adviser / Introducer use only

Name of Advisor:

Telephone:

Email:

Enclosures:

Money Laundering Verification

Cheque 

Where do you want the documentation to go to? (Please tick): Client IFA Original to Client & Copy to IFA

Company name and address or stamp:

I agree to Sheffield Mutual providing information about this 

policy to the above named company at their request.  

Signed 

Policyholder/Proposer _________________________ 

CLENT WEB



SECTION E - Note Carefully

Failure to disclose all material facts could render your contract void.  Material facts are those which an insurer would regard

as likely to influence the assessment and acceptance of a proposal for insurance.  If you are in doubt as to whether certain

facts are material, such facts should be disclosed.

SECTION F - Declaration

To be completed by the Trustee(s) or Administrator of the Scheme.

I / we declare that all the statements made in this proposal (and any notes) are to the best of my / our knowledge and 

belief the truth, and that I / we have not knowingly withheld any material information.  I / we agree that such statements and 

this declaration shall be the basis of the contract between me / us and the Sheffield Mutual Friendly Society and that any

policy issued on the basis of this Proposal shall be subject to the rules of the Society, from time to time in force, to which

I / we will abide and conform.

I / we further understand that I / we may cancel the policy by giving notice in writing and returning the policy documents

within 30 days of the policy issue date and that I / we will be entitled to the full refund of any investment made less,

(at the discretion of the Management Committee), any charge for management.

You agree that the information we hold about you can be held on computer and / or paper files and that it may be disclosed

to third parties for the purpose of processing your application, our Regulators and our Compliance Consultants.  It will not

be disclosed to any other parties without your express permission in writing.  It is necessary for us to verify your identity.

We will do this by obtaining evidence from various data sources including Credit Reference and Fraud Prevention agencies

and the Electoral Roll.  The agencies will record details of the search, whether or not your application proceeds.  If we are

unable to confirm your identity from these sources we will write to you asking you to supply us with adequate proof of

identity.  For joint accounts, this applies to all account holders.  The only exception to this may be if you have an existing

Policy with us either held solely or jointly.

You also agree that we may use the information we hold to contact you from time to time and advise you of other products

or services offered by the Society which we feel may be of interest to you.  If you do not wish to receive this please tick the 

following box. 

A COPYOF THE POLICY CONDITIONS ARE AVAIBLABLE ON REQUEST FROM THE SOCIETY

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

following box. 

We the Trustee(s) / Administrator of the main plan declare that:

The main plan is registered under part 4 of the Finance Act 2004

HMRC Pension Scheme Tax Reference Number

The policy(ies) will be used to provide benefits under the main plan

The main plan allows us to effect the policy(ies) with Sheffield Mutual Friendly Society

We will be responsible for the administration, documentation, registration and legal compliance of the 

main plan

We will advise Sheffield Mutual Friendly Society immediately if any material changes to the main plan

take place (e.g. change of Trustees or the scheme is de-registered)

I confirm that I have consulted with the other Trustee(s) (if any) and have authority to sign on their behalf

Signature: Date:

Signature: Date:

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, including 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. 
 
The Scheme covers 90% of the value of the claim with no upper limit in the unlikely event that the Society 
is unable to meet its commitments. 
 
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. 
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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. 

 
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), 10b(ii) and 10b(iii)] 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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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 copy of the original” 
 
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. 

Money Laundering 

CLENT WEB
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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. 
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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. 

 
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), 10b(ii) and 10b(iii)] 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. 

CLENT WEB



IDD Non-Advised Sale 24th April  2012 

 

 
 
 

 
 

Non­Advised 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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