[DATE]
[CONTACT NAME]

[COMPANY NAME]

[SCHEME NAME]

[ADDRESS]








REF:
Dear 
The Pension Quality Mark (PQM)

I am delighted to inform you that your application was successful and [name of the pension scheme] has achieved the Pension Quality Mark / Pension Quality Mark PLUS. Congratulations!
The Mark demonstrates the quality of the pension scheme you offer to your employees. To help you promote this you can use the [Pension Quality Mark or Pension Quality Mark PLUS] logo in relation to all your scheme communications and recruitment activity. It is available to download by logging in to your Pension Quality Mark online account and visiting the Awardees area. Please make sure that you follow the brand guidelines when using it. 

I am also enclosing your [Pension Quality Mark or Pension Quality Mark PLUS] certificate which you can display in your workplace. You may also wish to promote the Pension Quality Mark to your staff by ordering a personalised trophy or wall plaque. These can be ordered by using the enclosed order form or via the Pension Quality Mark website, www.pensionqualitymark.org.uk. 

Your right to use the Pensions Quality Mark is based on the following documents, copies of which are attached:

1. the Terms and Conditions (T&Cs) which have been signed by you; and
2. your completed Application Form which has been signed by you. 
This letter and the signed documents above constitute the legal agreement between us.

Your invoice for the first annual licence fee is also attached. Providing this is paid within 30 days of the invoice date, your right to use the Pension Quality Mark starts from the date of this letter and continues until [the date of expiry] when it may be renewed in accordance with the T&Cs. 

Your scheme will now appear in the list of [Pension Quality Mark / Pension Quality Mark PLUS] holders that we publish on our website and elsewhere from time to time. 
Once again, congratulations on achieving the Mark.
Please contact me on 020 7601 1705 or Alexandra.Kitching@pensionqualitymark.org.uk if you have any queries. 

Yours sincerely
Alexandra Kitching
Pension Quality Mark Manager
Encl:

Copy of the signed application form

Signed Terms and Conditions

Invoice for annual licence fee

Pension Quality Mark/Pension Quality Mark PLUS certificate

Order form – Pension Quality Mark trophies and wall plaques
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