


ITEMS FOR COMPLIANCE CALENDAR 

Rolling Activities
· New Staff Training – AML, market conduct, privacy

Semi-Annual Activities
· Review complaints log and update

Annual Activities
Review and update accordingly

· policies and procedures – AML, privacy, market conduct, producer material

· risk assessment – AML, privacy, market conduct

· Personal Information Inventory in Privacy program

· Consents used by insurers and producers – are they adequate to cover MGA activities

· Errors and omissions coverage against changes in business

Deliver

· Staff Training – AML, privacy, market conduct

Bi-Annual Activities
· Self assess AML, Privacy, Market Conduct programs

· Report on AML self assessment within 30 days of completion 

· Develop action plan 

· Schedule next self-assessment

COMPLIANCE CHECKLIST –RECOMMENDED THAT THIS BE COMPLETED ANNUALLY

	AML
	YES
	NO
	N/A

	1. Was staff training delivered for the calendar year?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. Did producer receive training?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3. Was the required self-assessment performed within the last 24 months? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4. Is the next self-assessment scheduled?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5. Were the last self-assessment’s results reported within the  required 30 days?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6. Is there an action plan in place for any deficiencies?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7. Were AML policies and procedures, including escalation procedures, reviewed by the AML Officer and updated as needed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8. Was the training material updated accordingly?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9. Was the risk assessment reviewed and verified as still appropriate?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10. Did you update beneficial ownership information for high risk clients?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Privacy
	YES
	NO
	N/A

	1. Was staff training delivered for the year?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. Did producer receive training?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3. Was the required self-assessment performed within the last 24 months?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4. Is the next self-assessment scheduled?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5. Were privacy policies and procedures, including breach and escalation procedures, reviewed by the Privacy Officer and updated as needed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6. Was the training material updated accordingly?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7. Was the Personal Information Inventory reviewed and updated accordingly?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8. Are the consents used by insurers and Producers adequate to cover MGA activities?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Market Conduct
	YES
	NO
	N/A

	1. Was staff training delivered for the year?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. Did producer receive training?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3. Were market conduct policies and procedures, including escalation procedures reviewed and updated as needed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4. Was the complaints log maintained properly?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5. Was the errors and omissions coverage reviewed, with consideration given to any changes in the business over the year?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 
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