Appointed Representative (AR) Business Assessment Fact Find (Due Diligence)
This document can be used pre appointment and on an ongoing basis to ensure that information remains correct and up to date. 

Due diligence completed by:_____________________________
Date:________________________________________________
Senior manager overall responsibility for compliance within the firm and reviewed by the board. 
	Appointed Representative

	Name of individual or commercial entity (AR)?



	
	Address: -



	
	Registered Office Address is different from above: - 

	
	Company Registration Number: - 

	
	Nature of ARs business: - 

Use publicly available information as well as information from the firm itself: google search, website, companies house, social media. 

Non regulated activities could affect the ability of a principal to effectively oversee its AR.  Understanding the ARs business will help identify potential sources of risk and harm to consumers. 

	
	Full name of Every Director: - 



	
	Name of Every Shareholder with 20% or greater shareholding.: - 



	
	What is the primary reason for dealing with the AR: - 


	
	Name of Parent undertaking if the AR is part of a group: - 



	
	What regulated activities will the AR being undertaking?

· Collecting risk details

· Advising clients on the insurance product

· Providing sufficient information for the client to make an informed purchasing decision (Non Advised Sale)

· Dealing with Claims

· Dealing with Mid Term Adjustments

· Dealing with renewals for consumers

· Dealing with renewals for commercial customers

· XXXXXX

· XXXXXX

· XXXXXX

Other areas that could affect the principals authorisation

· Dealing with complaints

· Handling insurance premiums / collecting premium
· XXXXXX

· XXXXXX



	
	Proposed commencement date of Appointed Representative arrangement?



	
	Is the AR currently working with, or have they ever worked with another Principal? 

If yes, the firm is required to enter into a multi principal agreement with a lead principal identified (template document available).  

	
	Has the AR previously worked with another Principal? 

If yes document the reason the relationship was terminated

	
	Date FCA notified of proposed appointment

This must be at least 30 calendar days before the proposed commencement date.

	
	Financial due diligence form / fitness and propriety declaration completed 

Separate document

	
	Will the AR be dealing with Retail Clients?

The definition of retail client includes all clients other than professional clients such as large corporate entities and government bodies and eligible counterparties.  In most cases small and medium sized enterprises (SMEs) will fall into this category.  


	Payment Details
	Will the AR pay the principal for services received?
e.g. Compliance services, IT Services, Commission? 

	
	On what basis will the Appointed Representative be paid?

Shared commission, fee?

	
	In what currency will the payments be made?



	
	Are the payments commensurate with the service provided by the Appointed Representative?



	
	Is the client aware of the payments?


	
	Are the payments considered as part of the Firm’s Fair Value Assessments?  

Do the payments have a negative impact on the value of the products distributed through the AR? 

	
	Have bank details of the principal been verified? 

· Bank Statement Provided

· Cheque Provided. 


	Revenue
	Anticipated Revenue in the first year: -

Regulated Activity




£XXXX.XX

Non Regulated Activity (financial in nature) 

£XXXX.XX

Non Regulated Activity (non-financial in nature) 

£XXXX.XX

Total






£XXXX.XX


	
	Annual Revenue: 

Regulated Activity




£XXXX.XX

Non Regulated Activity (financial in nature) 

£XXXX.XX

Non Regulated Activity (non-financial in nature) 

£XXXX.XX

Total






£XXXX.XX


	
	Comments




	Oversight

	Has the firm established how they can effectively oversee and monitory the Appointed Representative and is this documented?

· Regular minuted meetings

· Monthly Reports

· File reviews

· Complaints Data

· Training Records

· Breaches

· Accounts


	
	Oversight and monitoring review date set:




	Competency
	AR the senior management and key personnel at the Appointed Representative appropriately experienced, trained and competent to be responsible for the activities they are proposing to perform?
· CV received for each senior manager and key member of staff involved in regulated activities
· Training logs in place

· Competency assessments carried out



	
	Comments




	Criminal Records
	Conduct Criminal Record (DBS) Check 


	
	Comments




	Credit Records
	Credit check made (with Appointed Representative’s approval)?
Credit Safe Report run? 


	
	Comments




	Overseas element
	Does the Appointed Representative work in any other jurisdictions / Overseas? 

	
	Corruption perception index used?



	
	Is a high risk jurisdiction involved?




	Complaints

	Has a process been established to code complaints about the Appointed Representative differently on the firm’s computer system?



	
	Has training on recognising and dealing with complaints been planned for the Appointed Representative? 


	
	Does the Appointed Representative have access to the firm’s complaints handling procedures? 


	Records

	Has the Appointed Representative been coded correctly / differently on the firm’s computer system?



	
	Comments: 



Due diligence appraised and passed by:

Name:__________________________________________[Block Capitals] 
Senior manager with overall responsibility for compliance within the firm)

Signature:_______________________________________

Date:___________________________________________
Date passed to board for review DD/MM/YYYY (this should appear in correlating minutes)
