SMF Capital  |  smfcapital.co.uk
Compliance Monitoring Plan
Annual Plan Template
How to use: complete each section for your firm, replacing text in square brackets, and delete these grey notes before the plan goes to the Board. Review the plan at least annually and when the business changes.
1. Plan Details
	Item
	Details

	Firm
	[Firm name, FRN]

	Plan period
	[1 January to 31 December 20XX]

	Prepared by
	[Name], Compliance Officer (SMF16)

	Approved by
	[Board / Risk or Audit Committee], on [date]

	Total monitoring days available
	[X days in-house + X days outsourced]


2. Compliance Risk Assessment
Score likelihood and impact from 1 (low) to 3 (high). Residual score = likelihood x impact, after considering the strength of controls. Use complaints, breaches, previous findings and regulatory focus as evidence.
	Area
	Likelihood
	Impact
	Score
	Rationale and evidence

	[Suitability of advice]
	[2]
	[3]
	[6]
	[e.g. new advisers this year]

	[Consumer Duty outcomes and fair value]
	
	
	
	

	[Vulnerable customers]
	
	
	
	

	[Financial promotions]
	
	
	
	

	[Complaints handling]
	
	
	
	

	[Financial crime: CDD and ongoing monitoring]
	
	
	
	

	[Client money / safeguarding]
	
	
	
	

	[Conduct Rules and certification]
	
	
	
	

	[Add areas for your permissions]
	
	
	
	


3. Frequency Rules
	Residual score
	Frequency

	6 to 9
	At least twice a year

	3 to 4
	Once a year

	1 to 2
	Every two years, unless something changes


4. Annual Monitoring Calendar
	Quarter
	Review
	Scope and standard
	Method and sample
	Reviewer
	Days

	Q1
	[Suitability file review]
	[New advice cases, last 6 months; COBS 9]
	[File review; 100% new advisers, 10% others]
	[Outsourced]
	[4]

	Q1
	
	
	
	
	

	Q2
	
	
	
	
	

	Q2
	
	
	
	
	

	Q3
	
	
	
	
	

	Q3
	
	
	
	
	

	Q4
	[Follow-up testing of open actions]
	[All High and Medium actions closed in the year]
	[Retest]
	[Compliance]
	[2]

	Q4
	
	
	
	
	


Record areas deliberately not tested this year, and why, beneath the calendar.
Areas not tested this year: [Area, reason]
5. Findings Rating Scale
	Rating
	Meaning
	Action deadline

	High
	Actual or likely customer harm, regulatory breach, or a control that isn't working
	30 days; report to the Board immediately

	Medium
	A control weakness that could lead to harm or breach if not fixed
	90 days

	Low
	Minor improvement or documentation point
	Next review cycle


Repeat findings are raised one level. High findings are retested once the action is closed.
6. Findings and Actions Log
	Ref
	Finding
	Rating
	Agreed action
	Owner
	Due
	Status

	[M-01]
	
	
	
	
	
	

	[M-02]
	
	
	
	
	
	

	[M-03]
	
	
	
	
	
	

	[M-04]
	
	
	
	
	
	


7. Quarterly Board Report Summary
	Item
	Summary

	Reviews completed vs planned
	[X of Y]

	Overall ratings
	[Review: rating]

	High and Medium findings
	[Summary, owners and dates]

	Overdue actions
	[Number and reasons]

	Changes to the plan
	[Any additions or removals, and why]

	Compliance officer's view
	[Overall assessment and concerns]


8. Sign-Off
	Role
	Name
	Date

	Compliance Officer (SMF16)
	
	

	Board / Committee Chair
	
	



Guidance: smfcapital.co.uk/compliance-monitoring-explained/ . Need a compliance officer who can run monitoring? smfcapital.co.uk/compliance-officer-recruitment-smf16/
Compliance Monitoring Plan Template. Free template from SMF Capital. General guidance only, not legal or regulatory advice. 0203 745 0239
