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Annual Review procedures
These procedures relate to existing clients – if new business is conducted as a result of an annual review – this is dealt with in the new business process, not here.
Description of the procedure to be carried out

A full review of the client’s circumstances and portfolio on an annual basis in accordance with the Service Agreement, paying particular attention to any changes in personal circumstances.

Individuals who are required to carry out this procedure

All customer facing advisers

Individuals responsible for ensuring that this procedure is carried out
SMF16 
Circumstances under which procedure must be carried out

At least annually, more often if the Service Agreement dictates.

Arrangements for monitoring

All records of work carried out to be retained in consistent fashion to permit superviser(s) to review.
Standard to be met

1. Reviews to be carried out in a timely manner.

2. Circumstances, ATR, Capacity for Loss, Investment valuations and cashflow assessments (if applicable) to be updated.

3. Formal report to the client.
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	Pre-meeting - send the client 

· A letter confirming the annual review is due (and an agenda?)
· An up-to-date copy of the Terms of Business if they have changed since the last contact

· The latest client risk profile, net income statement, balance sheet and potentially cash flow plan
Firms may wish to follow this up with a call / email to confirm the meeting.

For some categories of client all firms will be doing is asking the client to update records if they have substantially changed. 
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	Before the meeting preparation (Please note it is fine to have a telephone / video meeting).
· Record the date of issue of the updated terms of business on the client file.

· Check that the existing fact find and other relevant non-standard data has been saved.

· Obtain an up-to-date valuation for all existing holdings for the client
· Obtain all charges and fees so you can aggregate these at / post review
· Obtain up to date records of all protection

· Familiarise yourself with the conditions of the clients’ Will

· Obtain a copy of the client’s latest cash flow model (if applicable)
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	At the meeting (if one goes ahead)
· Confirm your understanding of the clients’

· Objectives and goals

· Financial position

· Personal circumstances
· Risk profile (please note this does not mean re-running it – that is only necessary if circumstances have changed so that a re-run is prudent)
· Clearly state all the work that has been done to date and what has been achieved.

· Update the fact find with changes to the client’s personal and financial circumstances and objectives

· Within the context of risk profiling discuss the up-to-date portfolio values and confirm if changes need to be made. Advise on the changes and obtain authority for the changes if that is the firm’s procedure (a durable medium document should be retained of the advice)
· If the firm uses cash flow modelling, make the necessary changes to any cash flows that exist and remodel including stress testing (note this will require re-visiting the clients 12-month forward cash flow to ensure what is in the plan is what is expected)
· Confirm what needs to be done this period and what work you will carry forward 
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	Post meeting production 

· An updated analysis of the meeting as per 3 above including 
· an updated cash flow model (if applicable)
· Note the existing position;

· Note the planning issues that are up to date and completed;

· Note the planning issues that remain to be attended to in future 
· Confirmation that existing products remain suitable (if applicable, or actions to be taken if not)
· Confirmation that existing portfolio remains suitable (if applicable, or actions to be taken if not)
· Confirmation of costs and charges over the previous 12-month period
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	Complete a review meeting checklist if the firm has one
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