INSTRUCTIONS – PLEASE DELETE BEFORE PLACING ON LETTERHEADConfidential


THIS DOCUMENT ALLOWS THE TRUSTEES TO DELEGATE ADMINISTRATIVE MATTERS RELATED TO THE SCHEME TO ANY THIRD PARTY. 

PLEASE NOTE AUTHORISED SIGNATORIES MAY NOT GIVE INSTRUCTIONS TO PERFORM THE TRUSTEES’ NON-DELEGABLE FUNCTIONS. THESE INCLUDE ANY INVESTMENT DECISIONS, ALTERATIONS, AMENDMENTS, EXTENSIONS OR DISCONTINUANCE OF THE POLICY, THESE WILL NEED TO BE GIVEN BY ALL THE TRUSTEES.

1. Please specify the Trustees’ Authorised Signatories and the rules Legal and General Assurance (Pensions Management) Limited (“Legal & General”) must follow when accepting their instructions. 
2. If Authorised Signatories are individuals, a new or supplementary Signatory Mandate will be needed for changes or additions.
3. If the Authorised Signatory is a corporate entity, the corporate entity should provide Legal & General with details of whom within that organisation may sign.  A new Signatory Mandate is only required if the Trustees wish to change the corporate entity delegated to.  
4. This signatory mandate should be signed by either all the individual trustees or if a corporate trustee by 2 directors/a director and the company secretary. 

Confidential

Confidential

Signatory Mandate Requirements: 
Why this is required: The Signature Mandate is requested to ensure security and control over the movement of monies under the Policy. The policyholder can authorise non-trustees to instruct the Company to disinvest under the Policy. When appointing authorised signatories, the policyholder is required to provide the Company with a cover letter and the list of specimen signatures of the authorised signatories. The policyholder is also required to inform the Company when there are changes to the trustees and/or authorised signatories.

Please ensure that the cover letter includes the following information: 
· The effective date;
· The scheme name and policy number (MFXXXX); 
· The respective disinvestment rules and limits (if any); and 
· A clause confirming if an existing Signature Mandate is being amended OR if any other signature mandates should remain in place. 
We can accept a signature mandate signed by the trustees, on behalf of the Scheme, in counterpart. Please note the Company requires full copies of each signed counterpart. Where the Scheme’s trustees change, a deed of appointment and/or removal is required together with a specimen list of the new trustees’ signatures.

Cover letter Signing Requirements – UK Clients
· Individual Trustees: Signature mandates must be signed by the majority (50%+1) of the scheme trustees.

· Corporate Trustee: Signature mandates must be signed by a minimum of 1 statutory Director (as appearing on Companies House).

Where a Scheme is managed by both individual trustee(s) and corporate trustee(s), we would require the majority (50%+1) of trustees to sign, and the corporate trustee(s)’s execution would count as 1 towards the overall majority. The corporate trustee(s) must sign in line with the requirements set out above.

Use of Advanced Electronic Signature (AES) Systems
Advanced Electronic Signature (AES) is a way to execute/sign a document using a digital signature. More information provided below.

Please note: AES systems allow the user to provide signatures in different formats. Where possible, a true copy of an individual’s specimen signature should be supplied. In all cases the signatories email address should also be provided as we use this as an additional level of verification for electronic signatures. This will be logged on our systems to identify the individual going forward when AES is used for documentation. Please ensure the email address from the user remains consistent. Any changes to email addresses provided require formal notification. The email address must be the one used by the signatory for the relevant AES system and should be visible within the accompanying audit document/certificate which must also be supplied with any signed AES document. Until a true specimen of an individual’s signature is supplied, we cannot accept instructions signed by them in ‘wet ink’. 

Deed of Appointment & Removal Requirements
Why this is required: A deed is required to evidence where a scheme’s managing trustee wishes to retire (or when the scheme's principal employer wishes to remove a trustee) and/or a new trustee is appointed.

The following requirements must be met to implement a deed:
· Must be validly dated OR include a provision that stipulates an effective date. 
· All defined parties must execute a fully copy of the deed.
· Except where a corporate entity signs by way of two Directors/ a Director and the Company Secretary, each executing parties’ signature must be attested to by a witness (witness details must be included).
· Under English Law, a party to a deed cannot attest the execution by another party; and
· We can accept a deed executed in counterpart. Please note the Company requires full copies of each signed counterpart.

N.B. Where the Principal Employer exercises their authority to independently appoint and remove trustee(s) by way of a deed, the Company requires an extract from the Scheme rules confirming that the Principal Employer has authority to do so without the consent of the continuing trustees. 

Disclaimer and Important Legal Notice:
The Information in this document (a) is for information purposes only and we are not soliciting any action based on it, and (b) is not a recommendation to buy or sell securities or pursue a particular investment strategy; and (c) is not investment, legal, regulatory or tax advice.  To the fullest extent permitted by law, we exclude all representations, warranties, conditions, undertakings and all other terms of any kind, implied by statute or common law, with respect to the Information including (without limitation) any representations as to the quality, suitability, accuracy or completeness of the Information. You also acknowledge that we do not provide tax, accounting, actuarial or legal advice to our clients, and you are advised to consult with your own tax, accounting, actuarial or legal advisers for any such advice.












[WHERE APPLICABLE TO BE PRINTED ON TRUSTEE’S LETTERHEAD]

DRAFT SIGNATORY MANDATE

[Please insert date]

To:	Legal and General Assurance (Pensions Management) Limited (hereinafter called “the Company”)

To whom it may concern, 

[please insert the name of your scheme] (the “Scheme”)– MF                (the “Policy”).

This mandate does not authorise the Company to accept instructions from any Authorised Signatory to perform a non-delegable function reserved to the Scheme’s trustee(s). We will inform you of any changes to 
the trustee body or Authorised Signatories as and when they arise.

We confirm that the signatures of the persons referred to below (the “Authorised Signatories”), as shown on the attached specimen, shall authorise the Company to make any payments due to us as policyholder under the Policy.

Please insert your specific signing requirements here:  
 [e.g. two Authorised Signatories or one Authorised Signatory from list A and one from list B, etc.]

N.B. specify restrictions on instructions, if any, e.g. amounts requiring more than one signature, for example: 

	· Two Authorised signatories from list A
	· Up to £10,000.00

	· Two Authorised signatories from list B
	· Up to £100,000,000.00




Please insert your specific instructions or delegations here if applicable:

[e.g. Any two current administrator signatories may update subsequent administrator signatory lists]

Yours faithfully,

N.B. If there are individual trustees we will require a majority (50%+1) sign below.

N.B. If there is a sole corporate trustee we will require one statutory Director (as appearing on Companies House) sign on their behalf. 


	SIGNED:
	
	NAME & TITLE (Please print):

	SIGNED:
	
	NAME & TITLE (Please print):

	SIGNED:
	
	NAME & TITLE (Please print):

	SIGNED:
	
	NAME & TITLE (Please print):


 








AUTHORISED SIGNATORIES
Specimen Signatures


	SIGNED:

	· Name (please print):
· Title:
· Email address:


	
	

	SIGNED:
	· Name (please print):
· Title:
· Email address:

	
	

	SIGNED:
	· Name (please print):
· Title:
· Email address:


	
	

	SIGNED:
	· Name (please print):
· Title:
· Email address:


	
	

	SIGNED:
	· Name (please print):
· Title:
· Email address:


	
	

	SIGNED:
	· Name (please print):
· Title:
· Email address:
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