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Initial Engagement – New client procedures
Description of the procedure to be carried out

To clearly set out our service offerings, costs, establish the scheme of work required by the client and obtain sufficient information to carry out any necessary work.

Individuals who are required to carry out this procedure

All customer facing staff

Individuals responsible for ensuring that this procedure is carried out
SMF16

Circumstances under which procedure must be carried out

Whenever a new client is onboarded.

Arrangements for monitoring

Ideally, an onboarding checklist to be completed for each new client.
Requirement arising under
FCA Handbook at COBS6.1A

1. Client Types: We offer our services to the following client types: 

· Retail, elective professionals

2. Service Types: We offer the following services:

· Discrete financial advice, holistic financial planning, investment advice

3. Independent Service: We offer independent advice

4. Products offered: The following is the list of products we advise on falling within the FCA Glossary definition of "retail investment product" 
· A life policy
· A unit
· A stakeholder pension scheme (including group stakeholder pension 
schemes)

· A personal pension scheme (including group personal pension schemes)

· An interest in an investment trust savings scheme
· A security in an investment trust
· Any other designated investment which offers exposure to underlying financial assets, in a packaged form which modifies that exposure when compared with a direct holding in the financial asset; or

· A structured capital-at-risk product.
We also advise on pure protection plans.
5. Main Providers: We have agreements with the following principal product providers, which may impact on our firm's ability to provide unbiased and unrestricted advice.;

· Bond 
· Marvel
· X Men
6. Other providers: Where we deviate from these providers, we must conduct appropriate due diligence (see product / provider due diligence procedure)

7. High risk products: There are a number of particular products we have defined as “limited license” products, as follows

· Structured capital at risk products

· Occupational pension scheme transfers

· Non-Mainstream Pooled Investments

Where any such product is deemed in the best interests of the client to participate in:
· Independent due diligence on the product must be carried out (see enhanced product due diligence procedures);

· The Compliance Officer (SMF16) must sign off the advice before the case is finalized using the New Business Submission Form.
8. Engagement – Initial Meeting: The purpose of our initial meeting is to set out our service capabilities and establish the scheme of work required by the client.
a. TOB, Privacy Notice, Consent to hold personal data issue: Our services and their nature are clearly set out in our Terms of Business, which are presented to new clients at first meeting, as is our Privacy Notice. At the first meeting, we also get the prospective client to sign a consent form. This allows us to hold data while we assess needs, for a limited period.
9. Engagement – Fact-Finding: We will conduct a fact-finding exercise using our standard fact find, collecting an authority to obtain relevant data (Letter of Authority) at the same time. Timing is flexible as long as it is the next stage of the process (see fact-finding procedures).

10. Engagement – Letter of Engagement: Subsequent to the fact-finding (and consequent data collection), we will analyse the accumulated data and based on that, formally engage with the client the services we will be delivering and the charges we will apply. This is done with a Letter of Engagement. The Letter of Engagement must be issued to the client before any advice is given in order to comply with FCA rules. The charges should be expressed in £££s (as well as percentages if appropriate), both for initial and on-going services and should be representative of the assets we anticipate bringing under our advice remit.
Engagement – Pricing: Our standard fees are 1% of funds to be brought “on board” as an initial fee, and 1% of the same funds on a retainer basis. Where the fees agreed differ significantly from these levels, they must be agreed with the Compliance Officer.

These procedures follow from the 

FCA Handbook at COBS6.1A

FSA factsheet – RDR – Adviser Charging

FSA Finalised Guidance on independent advice FG 12-15
FCA MiFID2 Application and user guide – January 2017

ICO Overview of the GDPR – June 2017
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