Essentials

ABC Ltd
	MEETING AGENDA, actions & carries forward

	Date
	

	Attendees  
	

	Apologies
	

	On Location / remote
	

	VISIT FOCUS
	

	

	This document comprises the 3 sections below – each section begins on a new page – please be sure to read them all

	

	CONTENTS

	

	Summary 
	Summary of outstanding tasks

	A
	Matters carried forward from previous meetings

	B
	Matters for this meeting

	C
	Matters for the next meeting


	SUMMARY OF OUTSTANDING TASKS TO BE DONE (this is a summary – the detail is in sections A and B below
	WHO
	WHEN BY

	
	
	

	
	
	


	A
	Matters carried forward from previous meetings

	ITEM
	Comments / Decisions / Actions
	Who does this?
	Completed or 

Due date
	Risk if not done

	
	Outstanding
	
	
	High risk

	
	Work in Progress
	
	
	Med. risk

	
	Complete
	
	
	Low risk

	
	
	
	
	No risk - done

	
	

	
	1. 
	
	
	
	

	
	2. 
	
	
	
	

	
	3. 
	
	
	
	

	
	4. 
	
	
	
	


	B
	Matters For This Meeting

	ITEM
	Comments / Decisions / Actions
	Who does this?
	Completed or 

Due date
	Risk if not done

	
	Outstanding
	
	
	High risk

	
	Work in Progress
	
	
	Med. risk

	
	Complete
	
	
	Low risk

	
	
	
	
	No risk - done

	
	

	B1
	Governance
	
	
	
	

	
	1. Compliance Report
	
	
	
	

	
	2. Capital at risk report
	
	
	
	

	
	3. Management information
	
	
	
	

	
	a. New business and annual review completion register, significant outsource review
	
	
	
	

	
	b. Complaints, data breaches, AML incidents, and Financial Promotions, Registers , Vulnerable clients, clients in retirement, adviser competence
	
	
	
	

	
	4. Plans
	
	
	
	

	
	a. Annual Compliance plan – update (assessment of FCA risk plan and amendments)
	
	
	
	

	
	b. Annual T&C plan incl. CPD plan for conduct staff
	
	
	
	

	
	5. Procedures
	
	
	
	

	
	6. AML Risk review
	
	
	
	

	
	7. Governance Reviews
	
	
	
	

	
	8. Other

Disaster Recovery Plan

Business Plan update
	
	
	
	

	B2
	Advice
	
	
	
	

	
	1. Client file review
	
	
	
	

	
	2. Client file review feedback
	
	
	
	

	
	3. Annual suitability reviews – MiFID / IDD clients
	
	
	
	

	B3
	Investment
	
	
	
	

	
	1. Platform and other product due diligence review
	
	
	
	

	
	2. IMC Meetings
	
	
	
	

	
	3. Investment review: Fund reviews, CIP review, DFM review
	
	
	
	

	B4
	T&C
	
	
	
	

	
	1. 121 review (incl. CPD for adviser and conduct staff)
	
	
	
	

	
	2. Staff Training
	
	
	
	

	
	3. SM&CR Certification / FIT review
	
	
	
	

	B5
	AOB
	
	
	
	

	
	1. Firm to add anything relevant here
	
	
	
	


Essentials:





ESS30112023 Management meeting agenda 






Page 2 of 6
Essentials:





ESS30112023 Management meeting agenda 






Page 4 of 4

