The Compliance Manual is designed to complement the firm's
policies and procedures, bringing together much of the ancillary
rules and regulations into one easily understood document.

digital download






The contents that are covered in the Compliance Manual covered (alphabetically) are:
[ | Advertising for New Business

] Anti-Money Laundering

[ | Breaches, Discipline & Enforcement

] Bribery, Facilitation and Unethical Payments
] Business Continuity

[ | Client classification

] Company introduction and areas of business
] Company's compliance structure

u Complaints handling & procedure

] Complaints Sample Logs (General, RFCs)

[ | Conduct Risk

[ | Conflicts of Interest

[ | Controlled Functions and Governance

] Customer Assets

[ | Data Protection 2018

] Data Protection & Employees Rights

] Dealing with Customers

] FCA/PRA Principles for Business

[ | Financial Promotions

] High Level Regulatory Requirements

] Inducements/Gifts and Entertaining

[ | Introduction and responsibilities of staff

] Market Abuse & Insider Dealing

[ | Notifications to the FCA/PRA

] Outsourcing

] Principles & Code of Practice for Approved Persons
] Record Keeping

] Regulatory environment and Scope of permissions overview



Remuneration

Risk assessment

Senior Management Systems and Controls
Senior Managers & Certification Regime (SMCR)
Senior Staff/Management listing

Specific Permissions for company

Table of Contents

Terms of Business

Training & Competence

Treating Customers Fairly (TCF) — Overview
Treating Customers Fairly (TCF) — Application
Version Control log

Whistle-blowing

Plus an extra section with hyperlinks to current rules and legislation, categorised for ease of
your reference

Compliance & Risk Software
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iIntroduction

The purpose of this manual is to summarise the obligations imposed on all

Numbered
for ease of
reference

n this manual is not exhaustive and if you
procedures which you are obliged to follow
the Compliance Officer, Mr
{specific_pers Highlighted anual applies to all company staff. Every
employee m semo?.ls fhat SNPNlis Manual. Each section of the Manual
contains a surE PRI Ch I 'ules, as well as the relevant operating
procedures, fd of the business.

{regulated_firm™ d and regulated in the UK by the Financial
Services Authority ("FSA")/Financial Conduct Authority ("FCA")/Prudential
Requlatory Authority ("PRA™) under the powers granted it by the Financial
Services and Markets Act 2000 (“"FSMA") to regulate the UK financial services
industry. In addition to making staff aware of their regulatory obligations, this
manual outlines the procedures, which have been put in place to ensure
compliance with the requlator’s requlations.

arein any doub 2c tn tho rul
you should

Company Introduction

The company is owned by Mr/Mrs/Sir/Ms {specific_owner’s_name} as a sole
trader, AlT1: The company is owned by Mr/Mrs/Sir/Ms

R T

{specific_owner’s_ name}, as a partner with ALTlA Mr,:’Mrs,c'Slr,st
T T

f IF‘J"‘ ﬂ\llﬁﬂl’c 1.. — L= =1
-;-l.r'c\.lllu- OWners _name; Go O paiuic

Al =y o
r Al & 1S h‘JIIIPUII I=2 Wiviisd Ur
Mr,"lv'lr':.,'r Slr!Ms {speufic owner nd ALTZA
M, ,ll ar :bli' Sir 'JI'I: 1,_:1.-!'!'.'1."! """"

- bablv th t |”| ||:uf.3|l;| s
i ner's nam - is is probably the mos
{specific_owner’s_name} complex area that needs

. amendment but once you
The company has been establis have decided your brder to take

advantage of opportunities availal ALTernative wording, just solutions to
its customers in XX00XXX areas. delete the rest. tion from the

g e ﬂlllh.ﬂf‘ h\l’

FCA/PRA

Part of the strategic objectives I::f the company is to X0000000X

The company wiii focus on providing the highest quality service to customers
and be a full service company, offering products and services to both personal



3.1

3.2

mne regummr HUUPUT‘IQ a maore risKk paseaq approacn O Its momcorlng Or TIrms.
In monitoring the company’s activities therefore, FCA/PRA s prime focus will be

High-level Regulatory Requirements

The FCA/PRA _adopts a twin-track approach to regulation, and places
obligations upon both regulated firms and upon registered individuals within
those firms (“"Approved Persons”).

[ W . = M sl ol Eicess s smw =)
nigr i \reguiatea_nirim_name s
These are what
form your atus of an FCA/PRA authorised person, the company
______ Threshold artain minimum requirements set out in FSMA. These
arer Conditions eshold conditions’ and relate to:
. -
\ &
. Location of office: {regulated_firm_name} ‘s head office is at Unit 2,
Bronze Way, Silverton, Goldstaff, Hampshire. PO15 9XX;
. Close links: close links with another person/entity must not in any way
hinder the requlator’s effective supervision of the company. The
company’s close links were notified to the regulator as part of the

application process and approved by the regulator. The company will
therefore only need to ensure that any additional/new close links will

nak ~aliea ECA/DDA A hauva ~Aancarne Aavar whathar it ~ran affactivalo



Principles for Approved Persons

3.6 Individuals who are Approved Persons are reauyjred to meet a minimum
standard of fitness and propri“

3.7  AnApproved Person is an indivi ey e=oa cified activities within the
company. These specified actig Nl T el e controlled functions’. A
person carrying out a controlle@EIECLELEVCRGY Clle rmitted to carry out the

function until approved by the aware of their
responsibilities and

3.8 A key theme in the FCA/PRA LTSI N is the requirement for

............. b =i Conduct ¢ mmmbrel bamis hiiaimacsas
-;H‘:IIIUI I [[=1] layh‘:llll:l II.. LY O\-LIV'A': LI Wi l.l il Luanigesssa

and set clear and docume and responsibility in the
organisation. The FCA/PRA/s rangements, Systems and

Controls (“‘-?Y'-',t‘"'l requires hai’ a firm must take reasonable care to maintain a

clear and approprlate apportionment of significant responsibilities among its
owner and senior managers. The Handbook stresses the importance of firms'

malina # Alasr wiha hae wihat racsnancihiliFiae 32 wall 22 havinAa adaaiiséa

PLEASE NOTE — APPROVED PERSONS HAS BEEN TRANSITIONED NOW TO SENIOR MANAGERS
& CERTIFICATION REGIME FROM 9t December 2019 AND HAS BEEN FULLY UPDATED IN THE
LATEST VERSION

3.11 The controlled functions are: See Appendix A

. Governing functions. owners, directors and chief executive etc. CF1 to
6.
. Required functions: apportionment and oversight, compliance oversight

and money launderina rannr‘hnn functions, CFR to 12B.

STy LS RS,

Systems & ‘5‘{% Function. CF28

As per the APER rule, the
) governing functions are
{regulated_firm_name] explained

. Significant management shlies to a firm
which has apportioned a significant responsibility, within the description
of the significant management function to a senior manager of a
significant business unit. The company has not appointed anyone to
this function due its size and management structure. CF29



1.1

3.2

1.3

1.4

The company ‘s Compliance Structure

The company’s overarching policy is to practice compliance proactively and to
ensure that as far as possible the company, its customers and its employees
will be protected and that the F ' ith our compliance
systems and controls.

Although the overall tasas bmpliance manual
ultimately rests with the compam The firm have to 2 employees, who

will determine how successfully g understand the the company.
compliance structure

The Compliance Officer is requiiRalelibdadini ety

business. The Compliance facu briate number
of competent employees who ar 2s objectively and
who are provided with sufF cientr compliance tasks.

The Compliance Faculty is responsible for:

Each individual should have sufficient experience and knowledge of the



7. IConflict of Interests

7.1 The company may at some stage, have a material interest in a transaction or a
relationship that Meight give rise to a conflict of interest. A conflict of interest
may arise between:

. the company and &
This area is a regulatory
s Two different customerdiES LERLERET M EELE
explanation for all the

7.2 The company is required to tak¢ staff je conflicts. This is
achieved by the company’s Cd with the overall
control environment of the comp tifies the conflicts
that may arise by reference to the business activities carried out by the
company. The Policy also sets out the procedures to manage a conflict should
one arise.

7.3 When identifying conflicts of interest, you must at least consider whether the
party/parties involved:

8. Dealing with Customers

8.1 Prior to conducting any business with, or on behalf of a customer, FCA/PRA
reguire that reasona{ble steps are taken to establish the classification of the
customer.

8.2 The customer classifgation is an essential part of the advice process as it
determines the leve®Bf regulatory protection which the customer is to be
afforded, based on thi™ familiarity with the financial markets. There are three
customer classificatior

Although not all areas suitable for all
firms, it is good practice to describe
the category of customer and ensure
the firm is clear who they deal with
and who they may not want to.
8.3 The FCA/PRA! ing out how firms should

conduct desig 53 1nveﬁ nt Euslness In the UK |n its New Conduct of



Complaints Procedure

9.3 D i gverning the manner in which

Complaints need to be handled in a

9.4 consistent way. jesigned to lay down minimum

The manual provides an overview of pn of complaints received from

the best practice and provides

template logs in the Appendices
9.5 airly, effectively and promptly,
ity, minimising the number of
unresolved complaints which needf6 be referred to the Financial Ombudsman
Service. This purpose is consistent with the FCA/PRA ‘s consumer protection

requlatory objective. Firms are expected to:

e Acknowledge complaints promptly;

e Make an objective, prompt and thorough initial investigation of
complaints;

e Provide a timely reply to the complainant after that initial investigation;

e Inform the complainant of his/her right to apply to the Financial
Ombudsman Service; and

11.  Bribery, Facilitation and Unethical Payments

11.1 It is our policy to conduct all of our business in an honest and ethical manner. We take
a zero-tolerance approach to bribery and corruption and are committed to acting
professionally, fairly and with integrity in all our business dealings and relationships
wherever we operat@agd implementing and enforcina effective systems to counter

bribery]

11.2  We will uphold all laws relevant t Some sections may be RN
jurisdictions in which we operate]. HOYR Lol EEC LI IEENE e [aws of the UK,
induding the Bribery Act 2010, in resp UL IEICEILLELES e and abroad]

If they are not needed,

11.3  The purpose of this policy is to] edit them outl

(a) set out our responsibilities, a
observing and upholding our

e working for us, in
iption; and

(b) provide information and guidance to those working for us on how to recognise
and deal with bribery and corruption issues]

11.4  Bribery and corruption are punishable for individuals by up to ten years' imprisonment
and if we are found to have taken part in corruption we could face an unlimited fine,
be exduded from tendering for public contracts and face damaqge to our reputation.



11.18
11.19

11.20

11.21

11.22

11.23

iYOUR RESPONSIBILITIES

You must ensure_that you read, understand and comply with this policy]

The prevention, detectMgand reporting of bribery and other forms of corruption are
the responsibility of all thoSaorking for us or under our control. All workers are
required to avoid any activity night lead to, or suggest, a breach of this policy]

You must notify [your manager OR thé
believe or suspect that a conflict with thisT
future. For example, if a dient or potential clié identification of staff
business advantage with us, or indicates to you responsibilities in an
secure their business. Further "red flags" that unambiguous way as well
set out in Schedule 1] as record keeping

requirements

The compliance manual
also provides clear

Any employee who breaches this policy will face
in dismissal for gross misconduct. [We reserve o8
relationship with other workers if they breach this policy.]
RECORD-KEEPING

We must keep finandal records and have appropriate internal controls in place which
will evidence the business reason for making payments to third parties]

You must dedare and keep a written record of all hospitality or gifts accepted or

of nﬂn'COmp“anCE with its rules., These are set out in the Enforcement Guide
MFGN and Daricinn Proredire and Penaltiee Mannal M™MNDFEP™M Artinne



16. Data Protection

Introduction

16.1 The company needs to¥gllect and use information about individuals in order to
conduct its business. The imaluda austamaras auseapt nast and
prospective employees; supp ithers with
whom it is necessary to commu A major risk area is data siness. In
addition, the company may occasi® protection and data
types of personal information to comg management.

16.2  Any Data which relates to a living in(EERLIRUCUECIIEERCELEE Data, The
processing of Personal Data in the U Stagfw;*atttzhe s arﬁ ection Act
1998 (the DPA) and regulated by thilkakiubitiis ase:;}r:wan AN There are
eight Data protection principles in e specific
exemptions in the DPA all of the prin bf Personal
Data in the UK.

16.3 This section of the Compliance Manual outlines the requirements of the DPA

and how to ensure the company remains compliant with the DPA. If the
guidance given here does not provide sufficient clarity for your situation, then
reference must be made to the DPA itself and guidance sought from the
company’s Data Protection Officer.

PLEASE NOTE DATA PROTECTION ACT WAS UPDATED IN 2018 TO INCORPORATE

GDPR

Appendix d AML Laws

The Laws concerning Anti-Money Laundering and Prevention of Terrorist Funding are;

A

LN NN

Money Laundering Regulations 2006

Drug Trafficking Act 1994 throughout with full

references

Financial Services and Market Act 2000



Compliance Oversightand the Compliance Function

Subject matter Source material
1 | Therole ofthe FCA in Essential facts about the FCA

consumer protectio http://www.fca.org.uk/about/what

FCA - What we do
http://www.fca.org.uk/about/why-we-do-it
How we are governed
httg - S

Bibliography with hyperlinks
to the FCAIPRA Handbooks
are provided for;

1. Compliance Oversight
2. Conduct of Business

2 | How firms are authorisedto | Fi 3. Regulatory Risk

4. Compliance & Ethics
undertake regulated ’ .
activities \ 5. Anti-Money Launr.ering

http://www .fca.org.uK/firms/being-requlated
Markets
http://www.fca.org.uk/firms/markets

COND - Threshold Conditions

Automate mundane and
repetitive compliance tasks.

Eliminate Spreadsheet Risks

saves you time and money
whilst reducing Compliance Risk!

Customised Apps to meet your compliance
monitoring and BAU tasks.

SEE NEXT PAGE
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Please Call

If The Lines Are Busy;
Please Call Later!
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