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The Association of Professional Compliance Consultants

Membership Application Form


INTRODUCTION

1.  The Association of Professional Compliance Consultants (“the APCC”) is a company limited by guarantee.  Membership of the APCC is open to any firm which provides compliance consultancy services to organisations regulated by the Financial Services Authority in the United Kingdom and either has, or intends to have, more than one client at a time.  

2.  Membership is open to compliance consultancy firms which may include companies, partnerships and sole traders. 
3.  In applying for membership a firm or organisation agrees to abide by the following as adopted by the APCC from time to time:

(a)
the Memorandum and Articles of Association
(b
the Code of Ethics and Professional Conduct
(c)
the Grievance Procedure
(d)
the Professional Standards of the Association as adopted from time to time
These can be viewed and downloaded from the Association website, www.apcc.org.uk/.

4.  To apply for membership please complete the membership application form.
The membership application form asks for details of two professional referees.  These should be from an existing APCC member or from an FSA regulated firm.  The referee should be from the governing body of the APCC member or FSA regulated firm.  As a matter or courtesy you should contact the referees before including them in your application.  Referees should know you and your business sufficiently well to be able to express an informed opinion.  The APCC will contact both referees and ask them to complete a reference request.  Your application will be considered by the Steering Council once these reference requests have been satisfactorily completed.

As part of the membership application you are asked to include the names of the persons making up your senior management team and to attach a cv for each of them with the application form.

A summary of your membership application and the cvs of your senior management team will be circulated to the current members of the APCC for their comment before your application is formally determined by the Steering Council.

5.  There is an annual membership fee which is calculated on the basis of the number of full time equivalent compliance consultants operating in your firm’s name for the year to 30 June just finished.  This will therefore include employed consultants and associate consultants brought in for specific projects or clients but will exclude consultants who do not provide FSA compliance services to your clients.  Where you use part time consultants or sub-contractors then please convert these into full-time equivalents (e.g. 2 consultants working 50% of the year are equivalent to 1 consultant).  Consultants operating for you who are employed by another APCC firm can be excluded from your consultant count for the purposes of the fee calculation.

The annual membership fee rates payable for the year to 30 June 2010 are set out below.  If you apply for membership after 1 December 2009 the fee to 30 June 2010 is 50% of the annual fee.  
	Number of consultants
	Fee excluding VAT

£
	VAT at 17.5%
£
	Total amount payable

£

	1
	125.00
	21.88
	146.88

	2 – 5
	225.00
	39.38
	264.38

	6 – 10
	500.00
	87.50
	587.50

	11 – 25
	1,000.00
	175.00
	1,175.00

	26 – 50
	1,250.00
	218.75
	1,468.75

	+50
	On application

	Affiliate membership
	On application


If you send in a membership application within 2 months of 31 December or 30 June you should enclose a membership fee on the basis of your membership commencing on the following 1 January or 1 July.  We will in any event credit your membership account with any overpayment as a result of timing differences between when you send in your application and when your application is accepted.
Where your firm operates under one or more trading names and you would like these trading names included in the APCC online members directory then there is an additional annual fee of £100 plus VAT for the second and each subsequent trading name. 

You should complete this form electronically and return it to the administrator for the Association on admin @apcc.org.uk and then print out the form, sign it on behalf of the applicant member and return it to Mrs Hilary Spivey, The Association of Professional Compliance Consultants, 26 Throgmorton Street, London EC2N 2AN.  This form can be downloaded from the APCC website at http://www.apcc.org.uk/membership/howjoin.shtml.
On receipt of your completed application form your membership fee application cheque will be banked, this does not mean that you have been accepted for membership.  In the event that you either withdraw the application or the Association does not accept your application then the Association will return the membership fee to the applicant firm less an administration fee of £62.50 plus VAT.
Membership Application Checklist

1. Is your firm eligible to join

2. Have you read the Memorandum and Articles of Association, the Code of Ethics and Professional Conduct, the Grievance Procedure and the Professional Standards of the Association as adopted from time to time
3. Is your firm in compliance with the APCC Professional Standards 

4. Have you completed the membership application form

5. Have you attached the cvs of your senior management team, these should cover at least the last 10 years and have no gaps in them
6. Have your referees agreed to provide references to the APCC

7. Have you sent the application form and the cvs by email to the APCC

8. Have you signed the application form and sent it with a cheque to the APCC

	Information About Your Firm

	Your firm’s legal name: (e.g. for individuals, your own name, for companies, your incorporated name)
	

	Type of firm (e.g. limited company, limited liability partnership, partnership, sole trader)
	

	Registered no. of your firm (if applicable)
	

	Name of each partner if your firm is a partnership
	


	Trading name - if different from legal name
	

	Your firm’s registered address:
	

	Your firm’s trading address to appear in the Members Directory (if different from the registered address):
	

	Your firm’s main telephone number:
	

	Web-site address:  
	

	Fax number: 
	

	Names of the persons making up your senior management team, please attach a cv for each of them.  Each cv should cover a period of at least 10 years and have no gaps in them and include all relevant qualifications.
	

	Size of firm – total staff
	

	Size of firm – compliance consultants
	

	Geographic area served (free text up to 25 words): 


	Telephone no. for client enquiries to appear on the members directory :
	

	E-mail address for client enquiries to appear on the members directory:  
	

	Please provide a description of your firm to appear in the Members Directory (up to 100 words).  


	Types of client firms your firm serves, please mark each one that applies:

	Authorised professional firms:
	
	Investment banks:
	

	Banks/Deposit takers:
	
	Lloyds:
	

	Building societies:
	
	Mortgage brokers:
	

	Collective investment funds:
	
	Mortgage lenders, administrators:
	

	Corporate finance firms:
	
	Multilateral Trading Facilities
	

	Credit unions:
	
	Payment institutions:
	

	Electronic money issuers:
	
	Pension scheme operator/provider
	

	Energy market participants:
	
	Private client investment managers:
	

	Friendly societies:
	
	Retail investment management firms:
	

	IFA:
	
	Sale and rent back
	

	Institutional investment managers:
	
	Secondary intermediaries:
	

	Insurance brokers – general
	
	Securities and futures firms:
	

	Insurance brokers – pure protection products
	
	Stockbrokers:

	

	Insurers:
	
	Third party providers:
	

	Other not listed above:

	Services offered to regulated firms, please tick each one that applies:

	Authorisation:

	
	File Reviews:
	

	Compliance advice:
	
	Financial Returns Assistance:
	

	Complaints handling reviews:
	
	Health-checks:
	

	Compliance support:
	
	Mis-selling reviews:
	

	Compliance training:
	
	Money laundering reviews:
	

	Documentation:
	
	Pension reviews:
	

	Enforcement actions advice:
	
	Regulatory Updates:
	

	Expert witness:
	
	Skilled persons reports:
	

	Other not listed above:

	Services offered to other compliance consultancy firms, please tick each one that applies (if none then leave this section blank):

	Documentation:
	
	Technical helpdesk:
	

	Locum/mentoring/buddying:
	
	Temporary Consultants:
	

	Newsletters
	
	
	

	Other not listed above:


	Referee Information 

	First professional referee
(The referee must be from the senior governing body of a firm which is either a full APCC member or a regulated firm, preferably not a secondary intermediary)

	Contact name
	

	Contact phone number
	

	Contact email address
	

	Firm name
	

	Firm address
	

	Second professional referee
(The referee must be from the senior governing body of a firm which is either a full APCC member or a regulated firm, preferably not a secondary intermediary)

	Contact name
	

	Contact phone number
	

	Contact email address
	

	Firm name
	

	Firm address
	


	The Firm’s Professional Standards

	Training and Competence

	Please provide a summary of your firm’s procedures for ensuring all professional staff keep up to date with regulatory and product changes.
	

	Please provide a summary of your firm’s procedures for ensuring that where your firm uses external, third-party personnel or contractors to fulfil contractual obligations that these persons have the appropriate skills and experience and that they maintain their continuing professional development
	

	Have any of your personnel attended the FSA’s compliance consultants training seminars?
	

	Terms of Business

	Do you ensure that your terms of business include a clear statement of the scope of services to be provided at the beginning of each client engagement. 
	

	Where services are provided to a client over the medium to long term how often do you review your terms of business to ensure the client continues to understand any scope limitations contained within them and to ensure that they remain fit for purpose.
	

	Data Security and Client Confidentiality

	Do you ensure that all personal, customer and Firm data is secure and that the Firm has adopted appropriate procedures to ensure the ongoing security of data held. 
	

	Do you have policies and procedures in place dealing with client confidentiality.
	

	Locum and Back Up Arrangements

	Smaller firms only: Do you have locum agreements or internal arrangements in place to ensure that client services can continue even where a key consultant becomes unavailable for any length of time.  Please provide a brief summary of these agreements or internal arrangements.  
	

	Where you rely on a third party for locum  arrangements please provide the contact details of that third party.  The APCC may ask for confirmation from the third party of these arrangements.
	

	Other Information

	Approximately how many regulated firms do you currently act for
	

	Do you maintain PI cover and what is the aggregate level of indemnity
	

	Material Information
	

	Is there any other information about the firm or its senior management that the APCC should be aware of in considering this  application (e.g. any complaints or disputes or other items having a reputational impact)
	


	Contact name and email address for person in your firm who will be responsible for your online directory entry, if not yourself
	

	Contact name and email address for APCC accounts/billing enquiries if not yourself
	


	Your name:
	

	Your position:
	

	Your e-mail address:
	

	Your contact phone number
	

	Membership fee enclosed 
	


We, the undersigned, hereby apply for membership of the Association of Professional Compliance Consultants on behalf of 
………………………………………………………………………….

Please insert legal name of the firm

and declare that we have read and agree to comply with the Memorandum and Articles of the Association and that the firm is eligible for membership.  The firm agrees that on being elected it will observe the Memorandum and Articles, the Code of Ethics and Professional Conduct, the Grievance Procedure and the Association’s Statements of Professional Standards as adopted from time to time by the Association.

We confirm that the firm is in compliance with the Association’s Statements of Professional Standards as of the date of this application.

Signed:

…………………………………………………………………            ……………………………………………………………….

Name:





Name:

On behalf of:

…………………………………………………………………            ……………………………………………………………….

Legal name of the firm





Date

Please email the completed form with the cvs of your senior management team to admin@apcc.org.uk and then sign the form and send it with a cheque (payable to the Association of Professional Compliance Consultants) for the membership fee, to: Mrs Hilary Spivey, The Association of Professional Compliance Consultants, 26 Throgmorton Street London, EC2N 2AN.  

An acknowledgement of the application will be issued when received.  Once the references have been received and all other information and documentation is satisfactory the existing membership will be notified of your membership application and asked if they know of any reason why your application should not be accepted.  Members will be given a minimum period of two weeks to respond and if no response is received your application will be formally considered by the Steering Council at its next monthly meeting.  Confirmation of the results of the application will be notified to you following this meeting.  Once the firm has received formal acceptance of its membership application it may state that it is a member of the APCC.

If you have any questions on the application please send an e-mail to admin@apcc.org.uk. 
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