2010 COMPLIANCE REPORT

ANNEXURE NO

QUESTION 4.5.3.1
SUPERVISION PROCEDURES
SUPERVISION OF REPRESENTATIVES
The FSP follows the stipulations of Board Notice 104 of 2008 and has the following in place:
1. operational ability to provide such services under supervision;

2. key individual(s) who is (are) competent to oversee such services;

3. a written supervision agreement that details the supervision procedures.
Any representative who may render financial services under supervision will undergo performance appraisals on a regular basis until the required minimum level of experience had been attained to the satisfaction of the financial services provider. 

The purpose of these appraisals will be to – 

· assist the representative to acquire the necessary skills to render financial services;

· assess the progress of the representative;

· review the specific financial services rendered by the representative;

· determine compliance with the applicable General Code of Conduct and other legislation.

The supervisor will conduct these appraisal interviews as often as deemed fit until progress is such that the supervisor decides upon another interviewing schedule.

The supervisor will advise the provider on all actions taken in respect of the supervision process and store all records of appraisals conducted.

The provider will inform the registrar in writing when the representative has attained the minimum level of experience in respect of the fit and proper requirements to the satisfaction of the provider. 

	Name of representative
	

	Date of appointment
	


	Name of supervisor
	

	Job description
	


	Date of appraisal
	


1. Contacting of client:

	Action
	Y
	N

	Conduct is honorable, professional, to convenience of client
	
	

	Purpose of call or visit explained to client
	
	

	Client file opened and at hand
	
	

	Disclosure document explained to client – signed by client
	
	

	Client informed about services being rendered under supervision
	
	

	Letter of authority to act on behalf of provider handed to client
	
	

	Letter of appointment as adviser obtained from client
	
	

	Remarks:




2. Fact finding:

	Objective of fact finding explained
	
	

	Obligations of client in respect of furnishing full and accurate information explained
	
	

	Appropriate and available information gathered on client’s financial situation and financial product experience
	
	

	Specific needs and objectives of client noted
	
	

	All relevant documents to enable needs analysis obtained
	
	

	Authorization to obtain financial product information from product suppliers signed by client
	
	

	Information recorded in writing or in other retrievable manner
	
	

	Remarks:




3. Needs analysis:

	Full needs analysis done based on available information
	
	

	Abbreviated needs analysis done 
	
	

	Needs analysis done in writing
	
	

	All relevant resources used for analysis where appropriate
	
	

	Appropriate financial product/s identified
	
	

	Quotation/s and/or transaction information obtained
	
	

	Remarks:




4. Advice:

	Full needs analysis not done - client handed form which explains limitations on advice and client’s obligation to carefully consider appropriateness of advice – signed by client
	
	

	Needs analysis discussed and explained to client
	
	

	Financial product/s fully explained to client
	
	

	Financial products compared according to requirements of Code
	
	

	Suitability of product/s discussed
	
	

	Quotations discussed and compared
	
	

	Client understands analysis and recommendations
	
	

	Financial product/s selected by client
	
	

	All costs, charges or fees disclosed to client
	
	

	Client’s authorization to proceed with transaction recorded
	
	

	Disclosure document in respect of product supplier handed to client – signed by client
	
	

	Application or transaction form/s completed by or on behalf of client
	
	

	Obligations of client explained when completing forms – document signed by client
	
	

	Applicable forms signed by client after fully completed
	
	

	Further administrative or transaction processes explained to client
	
	

	Other requirements expected of client explained and arranged
	
	

	Follow up meetings arranged
	
	

	Copies of all applicable documents/brochures handed to client
	
	

	Record of advice handed to client – signed by client
	
	

	Remarks:




	Client needs more information – next steps explained
	
	

	Client elects to proceed with different transaction or not to follow advice furnished – client handed form explaining risks involved 
	
	

	Remarks:




	Replacement of a financial product involved
	
	

	Implications of replacement fully explained 
	
	

	Policy Replacement Advice Record completed where appropriate
	
	

	Remarks:




	Transaction falls within scope of KYC procedures of the FICA
	
	

	Identification document and verification of identity documents obtained
	
	

	Transaction is/may be a suspicious and unusual transaction
	
	

	Suspicion reported to compliance officer
	
	

	Client not asked/induced to waive any rights or benefits
	
	

	Remarks:




5. Administrative:

	Client file opened containing all applicable documents/copies 
	
	

	All administrative procedures followed in respect of processing of applicable documents
	
	

	Application or transaction forms submitted for processing.
	
	

	FICA processes followed where necessary
	
	

	Transaction requirements fulfilled by client
	
	

	Contract documents issued and received by client
	
	

	Remarks:




6. Follow up/Intermediary services:

	Contract/transaction documents explained to client
	
	

	Client understands contents of document
	
	

	Complaints resolution procedure explained to client
	
	

	All commissions, fees or remuneration, disclosed to client
	
	

	Client signed off execution/implementation of other specific requests
	
	

	Remarks:




7. Review by supervisor:

	Documents evaluated 


	1

2

3

4

5

	Needs analyses evaluated
	
	

	Recommendations evaluated
	
	

	Remarks:




8. Instructions by supervisor:

	


9. Remarks by representative:

	


10. Further actions planned to develop skills:

	


…………………………….


…………………………….
Supervisor



Representative
