Terms of Business
Central Mortgage Packaging Limited – T/A first4commercial.com
Please ensure that you have read and understood these terms of business prior to submitting any enquiry to us and that they meet with your requirements.
Our objective is to give you the best quality advice to suit your individual requirements.  We are commercial brokers dealing with a panel of lenders and insurance companies and act on your behalf not the lender.  We can recommend products that are suitable for you, from the full range of commercial products available in the market place and we will act exclusively on your behalf.
Our aim is to provide a first class advice service, covering all aspects of client needs, i.e. Commercial mortgages, Invoice Finance, Asset Finance etc.  In addition we look to provide adequate protection for you and your business.  We are committed to providing a high standard of professional service and customer choice. 

To allow us to make a recommendation to you, we will provide you with information relevant to your needs, covering such items as an explanation of the main repayment terms and conditions and the implications of taking out our products.
How We Will Operate

During our initial contact, we will complete an enquiry form to enable us to provide appropriate advice for your needs and other related products. 

Having identified your aims and objectives, we will analyse your current financial position, together with the products available in the market place to establish the most suitable product to meet your needs and requirements.

Once we have made a recommendation to you, we will confirm our recommendations in writing (Heads of Terms illustration). Details of the loan will also be confirmed to you in the lender’s formal offer document.

Fees and Charges

We will charge a standard brokerage fee (Normally 1%, minimum £999.00) on all commercial arrangements payable upon issue of formal offer/contract, normally collected upon completion but invoiced at offer to the client. In most cases an upfront commitment fee is required (Normally £295.00), which is refundable if we fail minus a £95.00 administration fee, unless otherwise stated.
Confidentiality

We will treat all your personal information as private and confidential (even when you are no longer a client) except where disclosure is made at your written request or with your consent in relation to arranging finance for you.
You have the right of access under the Data Protection Act 1998 to your personal records whether they are held manually or electronically.  A fee may be charged to supply this information due to the work involved.

We confirm that this information will not be used or transferred by us to any other firm or company without your consent.  We also confirm that we cannot be held responsible for information held on your file becoming inaccurate due to your change in circumstances if you fail to inform us of those changes. 

In order to advise you properly, we must obtain certain information from you about your personal financial circumstances in order to assess the suitability of particular products and services.  We will need to obtain and maintain certain other records.  We need your express consent to hold and maintain these records for as long as you remain a client of this company.  

· You agree that information about you can be held on computer and/or paper files for an indefinite time. 
· You agree that we may keep your records on file and contact you from time to time for review purposes.
· You are in agreement that we may receive commissions from lenders, insurance providers and other sources and that we may keep all such incomes whether transparent or otherwise.
· You agree that any information that we hold or gather can be disclosed to:
a) Third parties (product providers, credit agencies etc) for the purposes of assessing your application;

b) Our Compliance Consultants who help us to comply with the various legislation requirements

c) Any third party who is directly connected to the procedures involved in the purchase of your property such as; your solicitor, the developer, the estate agents involved and any other directly connected organisation who will require such information.  If you do not agree to us providing such information, you must confirm this in writing.

· We would not supply or make available any information to unconnected parties without your prior express permission. 

· You agree that we may use the information that we hold about you to contact you from time to time via post, email, fax or telephone, to bring to your attention products, services or information about your existing contracts, which may be of benefit to you.  You may refuse this permission by putting an X in the following box. (
· You give permission for us to maintain your records on file and for us to contact you at anniversary dates of your products and other dates to ensure that we maintain contact and are able to keep to our principle of maintaining and developing long term business relationships. In addition, you give permission for us to make contact with a lender after completion should there be a future query and for them to release information to us regarding the arrangements that we make for you.

We look forward to being of service to you and thank you for the opportunity to analyse your current situation. 
