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Description of the procedure to be carried out

To obtain and record all relevant information about the client (or potential client) to adequately evidence the “Know Your Client” requirements.

Individuals who are required to carry out this procedure

All advisers

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 and refreshed upon annual review.

Arrangements for monitoring

Checklist for new client/new business or annual review.












	The fact find discussion should be tailored to the client’s requirements and the agreed objectives of the meeting. Factors that may affect the client’s objectives may include:

· Their personal and financial circumstances.
· Details of existing assets and liabilities
· Affordability:
· income and expenditure, other resources available and any likely changes
· contingency funds needed
· budget (i.e. how much discretionary spend?). 

Objectives should be set in financial planning terms (e.g. target / required income levels, event planning, inter-generational asset devolution etc). As far as possible avoid objectives such as policy consolidation, re-engineering of asset allocations, although these will inevitably become a consequence of the primary objectives.


	Explain and discuss with the client his/her investment risk profile, taking into account attitude, capacity for loss and need to take risk. For joint clients, ascertain their individual attitudes and summarise to come up with an agreed joint position. Depending on the availability of data, an in-depth analysis may have to take place later in the sales process, but discussions should start here.

Use the following key definitions to help the client identify what proportion of the total funds available they are prepared to risk; what level of risk they are prepared to take; how long they want to invest for; what access they need; what they want from the money – growth or income/both. 


	Agree with the client that subsequent contact may be made by telephone to clarify any additional information that is needed when the analysis and research is being carried out.

If a client declines to provide any relevant personal or financial information, you should explain that the lack of information may negatively affect the advice that you give.

Use a combination of full fact find questionnaire, risk profiler and meeting notes to record the above data. All notes and paper fact finds should be legible and dated, and stored electronically on the client files.

All notes should be made on standard documents, where possible, for consistency.


	If the client has current holdings that are to be considered as part of the advice, obtain signed authority from the client to get up-to-date information from the provider.


	The adviser (or paraplanner if directed by the adviser) should add the fact find information to the client record on the back-office system.  

Begin the completion of the compliance checklist.

If the client is paying on a time costed basis, set a fee rate and time log running.

Note the date of next meeting (if arranged), and diarise. 


	It is a requirement, as a financial planning firm, that advisers deal with ALL aspects of a client’s needs over the period of the relationship. These intentions should be made clear to clients at the outset of the relationship and should be set out in the engagement letter.

That said it is recognised that this holistic goal is most often not possible at once, but takes place over a number of periods, with focussed advice taking place discretely, dealing with different aspects of the holistic picture.

Strategically we would expect the following areas to be covered and re-visited as required;

· Retirement planning
· Cash flow planning
· Tax planning
· Inter-generational planning
· Investment planning (a subset of the above)
· Protection planning

The client file should retain a control log of each of these planning areas, what has been done, and what is to be done.
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