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|1. INTRODUCTION|

Residential leaseholders in England and Wales have various rights in law to
purchase their freeholds, extend their leases and address unsatisfactory
management of their properties.

There is a wide range of information and sources of advice to leaseholders from a
variety of parties operating in the enfranchisement sector such as government
bodies, firms of solicitors, valuers, managing agents, intermediaries/agents and
managers of leasehold enfranchisement.

Many leaseholders are confused by the choices available to them and have not had
the inclination or perseverance to exercise their rights in conjunction with their
neighbours. Some of these parties have recognised this opportunity and established
services to assist leaseholders in the management of enfranchisement projects.

ALEP represents these diverse organisations with the following goals:

1. To promote best practice among members through an evolving code of
practice.
2. To assure potential clients of member organisations that their interests will be

looked after and that such organisations possess sufficient knowledge, intent
and capacity to provide a satisfactory service.

3. To provide an avenue for recourse for dissatisfied clients of member
organisations by means of an effective independent complaints procedure.

4, To act as a forum for member organisations for the exchange of ideas and to
increase standards throughout the sector.

5. To represent members interests to government, the press, other associations
and the general public.
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|2. CODE OF PRACTICE|

It is a strict condition of membership of ALEP members to accept and undertake to
comply with the current Code of Practice.

This code requires members to:

In the interests of clients:

1.

Agree, in writing, the terms of engagement in as detailed a form as is
reasonably possible (in particular clarify lines of communication, the fee
structure and the categories of other services for which additional fees may be
charged, i.e. no hidden extras .).

Deliver services in accordance with the agreed terms of engagement and in
compliance with all current applicable legislation, terms of leases, contract
documentation and good business practice.

Maintain adequate records of all transactions.

Maintain a current insurance policy adequately indemnifying the organisation
against proven professional negligence claims. The monetary value of this
policy may be laid down in the Code of Practice.

Disclose to relevant parties any existing conflict of interest or any
circumstances that may give rise to a conflict of interest and to declare any
interest in any contractor or business employed to provide services in
connection with the proposed transaction.

Actively and regularly consult leading representatives as per the terms of
engagement before taking major decisions on their behalf and to have
appropriate regard to views of representative groups of leaseholders.

Use all reasonable efforts to settle disputes by mediating and negotiating with
all relevant parties.

Extend courteous and professional service to lessees and tenants and to
other members of the public.

Be honest at all times and open and transparent in all dealings and not make
false representations.

Know and act within limitations and be accountable for any recommended
course of action.

To make only accurate claims about the skills or experience of the
organisation or those working within it.

Ensure that the organisation has and operates a formal procedure for dealing
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with complaints from a client and from any other person.

In the interests of ALEP:

1.

Make known and publicise the existence of the Code and provide details of
the complaints procedure.

Provide adequate training to employees and agents, bringing to their attention
the contents of this Code of Practice.

Use the logo or design of ALEP strictly in accordance with the guidelines for
the use of that material.

Not to act in a manner which compromises or impairs, or is likely to
compromise or impair the integrity of a member, the reputation of ALEP or the
high standards of professional conduct expected of a member.

Not to place other members in a position where they might unwittingly breach
any part of this Code of Practice.

Not to knowingly misrepresent facts or mislead any client or member
concerning any aspect of the services they provide.

Respect confidential information to which they may in the course of their
business become privy.

Notify ALEP of any matter that might adversely affect the reputation of the
industry or the association.
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| 3. COMPLAINTS PROCEDURE|

The operation of a credible and effective complaints procedure gives clients of
member organisations the confidence that they can seek and obtain redress where
appropriate.

ALEP members should each publicise their own complaints procedure (with a format
proposed by ALEP if required), which should also make clear to clients that they
have the option to escalate their complaint to ALEP should they feel that they have
not obtained sufficient redress.

Members internal complaints procedure

The procedure for dealing with complaints is to be available in writing and shall be
made available to the client and to any member of the public on request.

1. Complaints should be made to the ALEP management committee within six
months of the matter in question.

The ALEP management committee will invite the member to respond.

The ALEP management committee will make its decision.

If the decision is to expel the member from ALEP, the ALEP management
committee reserves the right to publicise this.

hwn

Members commitment to the ALEP complaints procedure

In addition to their own complaints procedure, ALEP members shall cooperate with
staff and any appointees of ALEP s compliance panel who:

1. Are investigating a complaint or allegation made against a member.

2. Have sent to the member a written enquiry relating to a member s alleged
non-compliance with the Code of Practice.
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|4. MEMBERSHIP CRITERIA|

In order to become a member of ALEP, an individual or organisation operating in the
enfranchisement sector should already have proven experience of leasehold
enfranchisement projects.

Two levels of membership are available, associate and full . Full members only are
able to use the ALEP logo and are able to attend all members meetings. These
members will have been involved in leasehold enfranchisement for at least two
years, initiate two or more projects per year every year and have two satisfactory
references from clients relating to significant completed projects (at least ten
participating flat owners per transaction).

Associate members have more limited rights and need not be trading for more than
two years and the references need not be from completed projects. Associate
members may apply to become full members as soon as they attain the required
criteria. Associate members are still bound by the constitution in the same way as full
members. They do not, however, have voting rights at meetings and may not be
elected to any committees.
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|5. MEMBER COMMUNICATION|

ALEP communicates information to members that is relevant to the industry with a
view to promoting knowledge, best practice and communication.

The following communication tools are used:
- A bi-monthly email newsletter to communicate news and views.

- Quarterly regional events to network with other enfranchisement professionals
and share experiences. These will be open to members only.

- An annual conference will help raise the profile of the sector and improve the
professionalism of practitioners. This will be open to members and non-
members.

- Press digest (press monitoring).

- Training and development workshops.

- Benchmarking exercises.

- Collaborative networks.
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|6. MANAGEMENT]|

ALEP is run by a management committee that is elected at an Annual General
Meeting. It is presided over by an Honorary Secretary and has as its President an
individual whose expertise and standing in the enfranchisement industry is widely
accepted.

A compliance panel is appointed by the management committee on an annual basis
and includes at least one representative from each of the following: a firm of
solicitors, a firm of chartered surveyors, a managing agent, an enfranchisement
facilitator and LEASE.

ALEP reserves the right to amend its constitution/ Memorandum and Articles of
Association in accordance with provisions therein.
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