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Appointed Representative (AR) Termination and Wind‑Down Procedures
	

	Template Guidance Notes 
Use this template as a base to document your firm’s  Appointed Representative (AR) Termination and Wind‑Down Procedures
It should be modified to suit your requirements. It is not designed to be definitive.
It should be completed and signed-off by principals of the firm.
Red text indicates personalisation is required.
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1. [bookmark: _Toc224226599]Purpose
These procedures set out how the Principal Firm will manage the orderly termination and wind‑down of an Appointed Representative (AR) arrangement, ensuring regulatory compliance, continuity of service where appropriate, and minimisation of consumer harm.
[bookmark: _Toc224226600]1.1	Trigger Events
Termination or wind‑down may be initiated where:
· the AR breaches the AR Agreement or regulatory requirements;
· the AR is no longer financially viable or operationally sustainable;
· significant governance, conduct, or Consumer Duty risks are identified;
· the AR or the Principal elects to terminate the relationship; or
· the Principal Firm activates its wider Wind‑Down Plan.
[bookmark: _Toc224226601]1.2	Decision‑Making and Governance
· All AR termination decisions must be approved by the Board or delegated committee.
· The Principal will assess whether termination should be immediate or subject to a managed run‑off period.
· The assessment will consider:
· open advice cases or transactions;
· ongoing servicing obligations;
· open complaints, remediation, or FOS exposure;
· data and record‑keeping responsibilities;
· client vulnerability and dependency risks.



[bookmark: _Toc224226602]1.3	Regulatory and Contractual Actions
Upon termination:
· The FCA will be notified without undue delay of the AR cessation.
· The AR Agreement will be formally terminated in accordance with contractual notice provisions.
· The Principal Firm will retain full regulatory responsibility until FCA records are updated.
[bookmark: _Toc224226603]1.4	Client and Consumer Protection
· All client communications relating to termination must be approved by the Principal.
· Clients will be informed promptly of:
· the AR’s status;
· any impact on ongoing services;
· who remains responsible for regulated activities.
· Where appropriate, the Principal will oversee:
· the transfer of clients to another AR or the Principal firm;
· continuation of servicing arrangements during run‑off.
[bookmark: _Toc224226604]1.5	Records, Data, and Assets
· Client files, data, and records remain under the control of the Principal.
· Data will be retained, transferred, or securely disposed of in line with regulatory and data‑protection requirements.
· Access to systems will be removed in a controlled manner once obligations are met.
[bookmark: _Toc224226605]1.6	Completion of Wind‑Down
Termination is considered complete only when:
· all regulated activities have ceased or transferred;
· all complaints and liabilities are addressed or provisioned for;

· FCA records are updated; and
· Board sign‑off confirms an orderly conclusion.

[bookmark: _Toc224226606]2.	Appointed Representative Oversight Policy (AR‑Facing Summary)
[bookmark: _Toc224226607]2.1	Purpose
This policy explains how the Principal Firm exercises ongoing oversight and supervision of its Appointed Representatives, consistent with regulatory obligations and Consumer Duty expectations.
[bookmark: _Toc224226608]2.2	Principal Accountability
· The Principal Firm accepts full regulatory responsibility for all regulated activities carried on by ARs.
· ARs must operate within the scope of permissions and activities expressly agreed.
[bookmark: _Toc224226609]2.3 Oversight Framework
Oversight is risk‑based and proportionate, taking into account the AR’s:
· size and complexity;
· business model and activities;
· client base and vulnerability;
· complaints and conduct history.
[bookmark: _Toc224226610]2.4 Ongoing Monitoring
ARs are subject to:
· Annual AR Reviews, covering:
· advice quality and file reviews;
· governance and controls;
· financial soundness;
· training and competence;
· Consumer Duty outcomes.
· Ongoing MI and monitoring, including:
· case volumes and trends;
· complaints and root‑cause analysis;
· breaches, incidents, and thematic risks.
[bookmark: _Toc224226611]2.5 Training and Competence
· AR advisers must comply with the Principal’s T&C Scheme, CPD requirements, and competence standards.
· The Principal may impose enhanced supervision where risks are identified.
[bookmark: _Toc224226612]2.6 Information and Access
ARs must:
· provide timely, accurate information upon request;
· grant the Principal access to records, systems, and staff as required;
· not withhold or delay information relevant to regulatory oversight.

[bookmark: _Toc224226613]3.	Breach Identification, Reporting, and Escalation Procedures (ARs)
[bookmark: _Toc224226614]3.1	Purpose
To ensure that all regulatory breaches, incidents, and risks are identified early, escalated appropriately, and addressed in a way that protects clients and meets FCA expectations.
[bookmark: _Toc224226615]3.2 What Must Be Reported
ARs must notify the Principal immediately of:
· actual or suspected regulatory breaches;
· Consumer Duty breaches or poor client outcomes;
· complaints indicating systemic issues;
· financial crime concerns;
· systems or operational failures impacting clients;
· insolvency or financial distress indicators.
[bookmark: _Toc224226616]3.3 Initial Escalation
· All breaches must be reported to the Principal’s Compliance function as soon as identified.
· Verbal notification should be followed by written confirmation without delay.
[bookmark: _Toc224226617]3.4 Assessment and Classification
The Principal will:
· assess severity, root cause, and client impact;
· determine whether FCA notification is required;
· decide whether enhanced monitoring or restrictions apply.
[bookmark: _Toc224226618]3.5 Remediation and Oversight
· ARs must cooperate fully with investigations and remedial actions.
· The Principal may require:
· client redress or remediation;
· process or control changes;
· additional training;
· suspension of activities pending resolution.
[bookmark: _Toc224226619]3.6 Escalation and Enforcement
Where breaches are serious or repeated, the Principal may:
· escalate matters to the Board;
· impose formal restrictions;
· initiate termination and wind‑down procedures.
[bookmark: _Toc224226620]3.7 Record Keeping
· All breaches, actions, and outcomes will be recorded centrally by the Principal.
· Lessons learned will feed into thematic reviews and AR oversight enhancements.
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