FILE MANAGEMENT PROCEDURES - ACTION FLOW
	Seq
	Action
	Action Description
	Documents
	Next

	1
	F001
	Client Instructions Received
	
	551  - 0    Now    

F003  - 0    Now    

F005  - 0    Now    

P00  - 0    Now    



	2
	F002
	Client Identity & Money Laundering Check
	FILF002A  - Client Money laundering check 


	

	3
	F003
	Create File Cover & Labels
	
	

	4
	ADMCS
	Conflict Search
	
	

	5
	F005
	Disengagement letter to Client
	FILF005B  - Client Disengagement Letter 


	

	6
	F020
	---------- Review Steps ---------------
	
	

	7
	F021
	File Review
	FILF021A  - File Review Check List 


	

	8
	F022
	Peer Review
	FILF021A  - File Review Check List 


	

	9
	F030
	Close File Procedure
	FILF030A  - Close File Check List 


	

	10
	F040
	---------- Complaint Procedure -----------------------
	
	

	11
	F041
	Log Complaint
	
	F042  - 0    Now    

F043  - 1    Days   



	12
	F042
	Notify Partner of the complaint
	
	F044  - 7    Days   



	13
	F043
	Letter to Client Acknowledging Complaint
	
	

	14
	F044
	Review Complaint
	
	F044  - 7    Days   

F045  - 0    Now    

F046  - 0    Now    



	15
	F045
	Complaint resolved Satisfactorily
	
	

	16
	F046
	Complaint resolved Unsatisfactorily
	
	

	
	
	
	
	


