
 

 
Most of you have established schedules for conducting annual reviews with your clients.  Today I just 
want to make sure everyone is aware of SAI policy on the topic and give you a couple of tips.  
 
Per the compliance guide: 
     Investment advisor representatives are required to meet with their clients at least annually in order to 
conduct their annual reviews to evaluate and determine continued goals, objectives, risk tolerance and 
other needs as presented by the client.  Further the IAR should determine whether the personal and 
financial information on file is still accurate.  These reviews may be conducted via phone, letter and/or 
in-person.  These reviews must be documented in writing and maintained in the client file.  At a 
minimum, the IAR should note the following in the client file: 

1. Record date and method of review (e.g., phone call, meeting, letter); 
2. List all other associated files which the review is intended to cover; 
3. Note the rationale for making or not making changes to the client’s investment portfolio; and 
4. Identify any action or next steps for the account based on the client discussion. 

     Records reviewed with the client or in preparation for the client meeting as part of the annual review 
should be maintained in the client file. 
     To assist the IAR in documenting the annual review process, SAA makes available an option form titled 
“Annual Review Checklist”(attached.) Use of this specific form, however, is not required.  The form is 
designed to facilitate the documentation process for the IAR and is available on the “Forms” page in 
Securities America’s Business Center website. 
Controls 
     On an annual basis, IARs are required to address whether they have met with their advisory clients as 
part of the annual attestation submitted to SAI.  Any negative responses to the annual attestation will 
require additional follow-up by Sales Supervision. 
     Surveillance will perform random reviews of IAR advisory client files to verify that IARs are meeting 
with their advisory clients on at least an annual basis and documenting such reviews as part of the client 
file.  As part of the review, a Surveillance Analyst may request notes and other documentation that 
support that an annual review took place. 
     Branch Office Examinations will also perform reviews as part of their inspection of the firm’s OSJ 
branch offices, registered branch offices, and satellite offices.  These reviews will occur in accordance 
with the firm’s audit plan.  During the branch office inspection, a branch office examiner will perform a 
random review of advisory client files and test whether annual reviews are occurring within the 
guidelines set forth by the firm. 
     The results of the Surveillance’s or Branch Office Examination’s findings may be shared with the IAR, 
Sales Supervision, and other parties as deemed appropriate. 
 

Best Practice Recommendation 
Although the Annual Review is only required for advisory clients, we recommend you utilize the 

checklist for all of your clients on an annual basis.  This will ensure you are meeting the Know Your Client 
mandates and the notes on the form can be used to update the client files if applicable, by yourself or a 
member of your staff. 



As indicated In the compliance guide excerpt above, include copies of any documentation reviewed 
during the process. 

For anyone who hasn’t established a system for their annual reviews here are a couple of 
suggestions: 

1.  At the beginning of the year create a folder with annual review forms for each client so that rep 
can use it for a conversation guide if a client calls in, or it can be attached to paperwork bundles 
when client meeting is scheduled, enabling you to do them as you go.  In October, if you still have 
forms in the folder you have a ready made contact list to schedule the remaining reviews. 

2. Set up an alert for the anniversary of account opening, or 6 months from their birthday to 
generate a list of clients to reach out to each month. 

Also make sure to memorialize any notes related to the review.  Many of you use Redtail and keep 
your client meeting notes within each contact’s section.  That works.  You can also upload a copy of your 
handwritten notes with the other support documentation.  Or third option is within the Account 
Manager , once you have selected a client account you will have a variety of options on the bottom of 
the screen. 

 
After selecting the Notes tab on the menu bar, you will see a yellow index card icon to the far left, 
clicking that will open a field for you to enter notes which can be saved to this client. 

When you are ready to put the items from the annual review in the client file, you will want to 

upload them to miscellaneous file storage in the Vault. See below 

 

The file has to be assigned to a client by Name and social, and then you have to check the box next to 

the document name, and click Apply Index Values. Then you can Transmit. If you have any problems 

when trying to upload, please let us know and we can help you through it. 

 

We want everyone to be comfortable with all of the compliance requirements when your auditors show 

up so if there are any topics you want us to address, give us a call. 


