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RECORD KEEPING AND PROCESSES MANAGEMENT ASSIGNMENT

This assignment consists of three sections and the marks will be allocated as follows:

Question 1: 8 marks

Question 2: 3 marks

Question 3: 14 marks

Total: 25 marks

Question 1:

You have recently been employed by a small financial planning practice. The practice makes use of manual (hard copy) filing systems. 

You are used to working with electronic records and would like to convince the practice manager to upgrade to an electronic CRM 

system. In order to convince her:

(a)	 List four disadvantages of manual filing systems (4)

(b)	 List four advantages of electronic CRM systems (4)

Question 2:

“The ultimate reason for maintaining effective client records is that they will enhance the value of the business”. Briefly explain what this 

means. (3)
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Question 3:

You have been asked by your planner to document the practice’s client review process.

(a)	 List four benefits that can be achieved by documenting and standardising a process: (4)

(b)	 Develop a client review process for your practice. (10)

(Note: You don’t have to create a flowchart but make sure that you list the necessary key steps, provide more detailed 

information where required, names of responsible positions and timelines.) If you are unsure of the steps, ask your planner 

for assistance. You do not have to include detailed information about the Financial Planners responsibilities in this process but 

indicate in your answer which part of the process you think would be your responsibility and which part you think would be the 

Financial Planners responsibility.
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CLIENT REVIEW PROCESS
The best time a client review meeting should be scheduled is during step five of the ‘Financial Planning Process’ or towards the end of 

the previous client review meeting. This could be months or even a year in advance and the appointment must be confirmed closer to the 

scheduled time.

Client review meetings are best managed with a Client Relationship Management or an electronic diary system.

Process Step Details
Position 
Responsible

Time 
Allocations

NOTE TO MODERATOR OF THIS QUESTION:

This question can be open to interpretation in that a student could answer it on the basis that she would apply a different Client Review 

Process to an A, B, C or D client and that is absolutely acceptable.
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This document is for information purposes only and does not constitute financial advice in any way or form. It is important to consult a financial planner to receive financial advice before acting on any information 
contained herein. Old Mutual Wealth and its directors, officers and employees shall not be responsible and disclaims all liability for any loss, damage (whether direct, indirect, special or consequential) 
and/or expense of any nature whatsoever, which may be suffered as a result of or which may be attributable, directly or indirectly, to the use of, or reliance upon any information contained in this document. 

Old Mutual Wealth is brought to you through several authorised Financial Services Providers in the Old Mutual Group who make up the elite service offering.
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