For Group Life Schemes

Including Spouse/Partner Life Assurance Schemes




Listed below are details of whom we can accept signatures or instruction
concerning different aspects of the administration of the schemes,
depending on who has been appointed trustee.

For schemes with individuals as trustees:

Release of Information - we can accept signatures/instruction from the following people:

- Company Director/Secretary - For LLPs, Designated Member/Partner

- The individual trustees themselves - Product Manager

- HR Managers - Financial Controller

- Benefits and Reward Managers - Compensation and Benefits Manager

- HR Advisers - Reward Manager

- Senior Supply Chain Manager - Payroll Manager

- Finance Manager - Legal Professional

- Head of Reward - Those in similar functions and of similar

- People listed on a Policy Authorisation Form variation at the principal employer
Documentation, Change of Adviser, Changes to policy cover, Claims Forms - Forms must be
completed and signed or instruction received from an individual authorised to act for and on
behalf of the Trustees. If individuals are trustees and the form is not signed by a Trustee, we
will require further evidence of the authority held. This can take the form of a completed Policy
Authorisation Form, board minutes, copy of a power of attorney or a company headed letter or
email directly from a Trustee confirming they are authorised.
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For schemes with Company as Trustee or a Trust Company as Trustee:

Release of information, Change of Adviser and Changes to policy cover - we can accept
signatures/instruction from the following people:

- Company Director or Secretary - Product Manager

- For LLPs, Designated Member/Partner - Financial Controller

- HR Managers - Compensation and Benefits Manager

- Benefits and Reward Managers - Reward Manager

- HR Advisers - Payroll Manager

- Senior Supply Chain Manager - Legal Professional

- Finance Manager - Those in similar functions and of similar

_ Head of Reward variation at the principal employer

- People listed on a Policy Authorisation form

Documentation and Claims Forms - These must be completed and signed by an individual
authorised to act for and on behalf of the Trustees. If the company/LLP or Trust Company

is trustee and the form is not signed by a company Director or Designated Member, we

require further evidence of the authority held. This can take the form of a completed Policy
Authorisation Form, board minutes, copy of a power of attorney or a company headed letter or
email directly from a Director/Designated Member confirming they are authorised.
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For schemes under the Aviva Group Life Master Trust:

Release of Information, Documentation, Change of Adviser, Changes to policy cover and
Claims Forms - we can accept signatures/advice from the following people:

- Company Director or Secretary - Product Manager

- For LLPs, Designated Member/Partner - Financial Controller

- HR Managers - Compensation and Benefits Manager

- Benefits and Reward Managers - Reward Manager

- HR Advisers - Payroll Manager

- Senior Supply Chain Manager - Legal Professional

- Finance Manager - Those in similar functions and of similar

_ Head of Reward variation at the principal employer

- People listed on a Policy Authorisation Form
Forms must be completed and signed or instruction received from an individual authorised to

act for and on behalf of the policyholder. If we do not feel someone of suitable authority has
signed, we may seek further evidence of the authority held.

For more information, please contact your Account Manager or call us on
0800 145 5684 or email groupprotectionsalessupport@aviva.com

Need thisinadifferent format?

Please getintouchif you’d prefer this document (GR0103112/2025) in large print, a different
colour, braille or as audio.

) 0800 0513472
@ groupprotection@aviva.com

@ Aviva.co.uk

Our opening hours are Monday to Friday, between 9.00am and 5.00pm. For your protection and ours, calls to and
from Aviva may be recorded and/or monitored. Calls to 0800 numbers from UK landlines and mobiles are free of
charge. Calls from outside the UK may be charged at international rates.

Aviva Life & Pensions UK Limited.

Registered in England and Wales No 3253947. Aviva, Wellington Row, York, YO90 1WR.
Authorised by the Prudential Regulation Authority and regulated by the Financial Conduct
Authority and the Prudential Regulation Authority. Firm Reference Number 185896.
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