Using the Compliance Function

the key'I

The Key has a number of in-built Compliance functions. This has historically been limited to high-risk
cases being highlighted in the Compliance tab in the product area however has now been enhanced to
allow users more control over what products are highlighted as well as improving reporting.

The Key Compliance functions are:

e Setup > Compliance: Compliance High Risk Indicators can now be set at a firm level as well as
selecting the risk factor associated with a product

e Admin > Compliance: displays a list of cases highlighted as high risk (and therefore requiring a
compliance check) and cases with outstanding adviser actions

¢ Reports > Compliance:.a number of compliance reports can be run based on product information
recorded

Notes

e The Compliance functions detailed above are only available to Users designated as Compliance
Officers within the Setup > Users > Roles area. All users however can view the Product >
Compliance tab to see cases highlighted as high risk

e The high risk indicators and case checks identified within the Key are for a firm’s internal use only for
their own monitoring (if required) and are not used by the Sesame Business Monitoring Unit when
identifying their own cases for review

Compliance Scoring

Setup is managed within the Setup > Compliance area and is divided into two tabs: Risk Types (relating
to product features that either exist or do not exist, and therefore require only a single score) and
Mortgage Scoring (where different bandings are possible, i.e. case commission, loan amount and LTV).

Risk Types

The Setup > Compliance > Risk Type area lists the possible high risk business indicators along with a
score box for each. When an item is ticked as a high risk indicator, a score is required (the default is 10).
Scores can range from 0 (where an item is not a high risk indicator) to a maximum of 99.

To set a high risk indicator tick the associated box and enter the score required.
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Mortgage Scoring

The Setup > Compliance > Mortgage Scoring area details those high risk elements that can support a
banding.

This functionality will enable a different score to be applied to different bands of the supported high risk
indicators (currently LTV, case commission and loan amount) as shown below.
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The total Case Commission is set at Sale level and not individual product level therefore if commission
due across a number of products within a Sale exceeds the threshold a compliance score will be
generated.

Click on Add to select a new banding to be applied and the associated score.

The bottom section of the Setup > Compliance screen provides additional criteria on which to base any
checks
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¢ Automatic File Checks on Product: Select from Application or Completion date. This is the date
the Key will check whether any criteria have been met after the relevant date has been entered

e Mark Product for checking when score equals or exceeds: this is the threshold score above
which a case will be highlighted for checking in the Product > Compliance area

¢ Create task to compliance office for all cases to be checked: this box can be ticked to create a
task for the Compliance Officer when a case exceeds the Threshold selected. The Compliance
Officer must be associated to the adviser within the Setup > Users > Roles area.

¢ Start Date for Compliance checks: enter the date that compliance checks should start from

¢ Include Insurance in random product checks: tick the box if insurance products are to be included
in compliance checks
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Viewing a Compliance Score for a Particular Product
The Compliance score can be viewed within the Product > Product Details > Compliance area.

An entry will be created if the compliance score of the product exceeds the Threshold set in the Setup >

Compliance area following the addition of an Application / Completion Date and closure of the Product
screen.
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Clicking the Compliance Score button will open a dialogue box listing all the high risk indicators
associated with the score.

Compliance Score

Description Seare

The remainder of the Compliance screen can be completed as required to record the date any

compliance check is completed, any follow up actions required by the adviser and associated target date
and the date completed.
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Admin > Compliance

The Admin > Compliance area is used to list any outstanding file checks required and provides basic
details of the associated product. This can be filtered to 1) a specific application period, 2) by Adviser, 3)
cases require checking and 4) cases awaiting adviser actions.
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Click on the Open Client or Open Product button to open the associated record. The Print List will
export the information into Excel.

Reports > Compliance

There are 4 reports available within the Reports > Compliance area:

Compliance Scoring Report

Mortgage Business written within date range where documents created out of sequence
Complaints Report

Insurance Premium Report

Compliance Scoring Report — provides an overview and breakdown of scores for all products marked
for compliance checking

Mortgage Business written within date range where documents created out of sequence — provides
details of products within a date range where key documentation is recorded as completed out of
sequence, 1) where KF| date is less than the Fact Find, 2) where the KFI date is less than the IDD

Complaints Report — primarily designed for directly regulated firms who have to submit returns to the
FSA but can also be used to view details of Complaints where this information is being recorded within
the Client > Admin > Complaints area

Insurance Premium Report - primarily designed for directly regulated firms who have to submit returns
to the FSA but can also be used to view the total insurance premiums paid within a period.
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