
Guidance notes to assist with the completion of the Long and/or Short Form A for UK, Overseas and Incoming EEA firms for an application to perform controlled function(s) under the approved persons regime.
PLEASE NOTE: A CANDIDATE MUST NOT PERFORM ANY CONTROLLED FUNCTION UNTIL THE FCA and/or PRA HAS GRANTED APPROVAL.

What is the Form A used for?
The Form A is used by an authorised firm which seeks the FCA and/or PRA’s approval under section 59 of the Financial Services and Markets Act 2000 (“FSMA”) for a particular individual to perform controlled functions. The Form A is referred to in the Supervision Manual (“SUP”) [http://fshandbook.info/FS/html/handbook/SUP] which is part of the Handbook. Full details of the approved persons regime and the application process are given in Chapter 10 of SUP (SUP 10A of the FCA manual and 10B of the PRA manual).
The applicant is the firm that makes the application for approval. The candidate is the individual in respect of whom the application is made. The Form A must be completed by the firm with information provided by the candidate. Both the firm and the candidate must sign the Form A.
Applications for corporate candidates must be made using an adapted Form A that will be supplied by the FCA and/or PRA upon request.

Important information about the Form A
The Form A is of the utmost importance to the FCA and/or PRA assessment of the fitness and propriety of the candidate. 
All information relevant to the application must be provided to the FCA and/or PRA with the Form A. This applies even if the information is, or is believed to be, already known to the FCA and/or PRA, as a result of it being in the public domain, or has been previously disclosed to the FCA and/or PRA or to another regulatory body. In all circumstances, disclosures should be full, frank and unambiguous. If there is any doubt about the relevance of information, it should be included; if in doubt, disclose it.
If the firm or candidate becomes aware of further information which might be relevant to the application following submission of the Form A, it should provide it to the FCA and/or PRA immediately. The obligation to provide full, frank and unambiguous information does not stop with the submission of the Form A.

The information supplied by the candidate should be verified by the firm wherever possible. If the FCA and/or PRA vetting checks reveal any matters that have not been disclosed, then applications will be delayed and, in some cases, possibly rejected. 

The firm is responsible for the accuracy of the data and completion of the Form A. If the Form A is not fully and correctly completed, the FCA and/or PRA may need to return it for proper completion. This could significantly delay the FCA and/or PRA’s, decision on whether to grant approval to perform the requested controlled functions.
The FCA and/or PRA may require the applicant to provide further information at any time after receiving an application and before determining whether approval is to be granted or not. It may direct the format in which this information is provided, for example, in an interview with the candidate.

Key assumptions about the firm and the candidate

 The FCA and/or PRA relies on the information contained in the Form A and makes certain assumptions about the firm and the candidate in considering the information contained in the form. It is very important that the candidate and the firm are aware of these assumptions:

1. it is assumed that the candidate is not performing the controlled function applied for. A candidate must not perform any controlled function until the FCA and/or PRA, has granted approval. If the firm permits the candidate to perform controlled functions without FCA and/or PRA approval it may be in breach of section 59 of FSMA and the candidate may also be in breach of his/her regulatory obligations;

2. it is assumed that the firm and the candidate know and understand the factors which the FCA and/or PRA takes into account when considering the fitness and propriety of the candidate. These factors are set out in the part of the  Handbook entitled the Fit and Proper Test for Approved Persons (“FIT”) [http://fshandbook.info/FS/html/handbook/FIT];

3. it is assumed that the candidate knows and understands the obligations and responsibilities of an approved person. These are set out in the part of the Handbook entitled the Statements of Principle and Code of Practice for Approved Persons (“APER”) [http://fshandbook.info/FS/html/handbook/APER]; and
4. finally, it is assumed that both the firm and the candidate have read and understood these guidance notes in completing the Form A. The responsibility for the accuracy and completeness of the information supplied rests with the candidate and the firm. Seeking legal and/or compliance advice about how to complete the Form A will not discharge that responsibility. 
Practical notes for completing the Form A

Expressions in the Form A and in these guidance notes which appear in italics have the meaning given in the Glossary to the Handbook (or, if no meaning is given there, the expressions are to be interpreted in accordance with the related expression defined in the Glossary) [http://fshandbook.info/FS/html/handbook/Glossary].

The Form A must be completed in black ink and (if in manuscript) in BLOCK LETTERS. It is now possible to complete the Form A online, using the FCA’s Online Notifications and Applications (“ONA”) system. See the FCA ONA pages for details of this:

[http://www.fca.org.uk/your-fca]; and/or

[http://www.bankofengland.co.uk/PRA]
All dates should be provided in numeric form (e.g. 29/02/2000 for 29 February 2000).

Indicate clearly if a question is not applicable. Select the appropriate box where a yes/no answer is required. Where you answer “yes” you must:

(1) provide further details in section 6 (Supplementary Information) of the Form A. If there is insufficient space for a detailed answer then you may attach further pages; and

(2) tick “yes” at the bottom of the relevant page of the Form A to confirm that you have provided additional information.

If you want to attach additional information to the Form A it must be securely attached, for example by stapling it to the Form A and you should state in section 6 (Supplementary Information) the number of additional sheets attached.  
There are two types of Form A; a Long Form A and a Short Form A. The key difference is that the Long Form A requires detailed information about the fitness and propriety of the candidate.

The Short Form A may be used if any of the following conditions apply:
(1) an individual who is already an approved person is applying to perform an additional controlled function under an arrangement with the same firm; or 

(2) the candidate has ceased to perform a controlled function under an arrangement with firm A and now requires approval to perform a controlled function under an arrangement with firm B. These can be two entirely different firms and not just two firms in the same group (however, see the important exception below at paragraph (3)); or
(3) an individual who is already an approved person with another firm, firm B, is applying to perform a controlled function for a different firm, firm A and is already approved for that particular group of functions (i.e. either SIF functions: CF1-12B, CF28, CF29, 40 or 50). For example, the individual is approved to perform CF2 non-executive director for firm B and now seeks a second, additional approval to be CF1 director for another firm, firm A.

You should submit a curriculum vitae (‘CV’) with the Short Form A if:

(1) the candidate has never previously held a significant influence function (CF1-12B, 28, 29, 40 or  50); or

(2) the candidate’s CV has altered from the last time they applied for a significant influence function (i.e. it has changed from the last time the FCA and/or PRA had sight of the CV) 
The CV should be attached securely to the Short Form A by stapling it. If you are submitting the Short Form A online, using ONA, the CV should be attached to the application electronically.  For help using ONA, refer to: 
http://www.fca.org.uk/your-fca and/or
http://www.bankofengland.co.uk/PRA 
The Long Form A must be completed if:

(1) the candidate ceased to be an approved person more than six months ago; 

(2) the candidate or approved person is seeking approval in respect of a significant influence function for the first time; or
(3) there have been any matters arising in relation to the candidate’s fitness and propriety which mean that their answers to Section 5 of the Long Form A (Fitness and Propriety) may have changed since they last completed a Form A (i.e. since they last made an application for approval). 
For example, such matters could include (but are not limited to), where:

· the candidate has been investigated by the  FCA and/or PRA, by another regulatory body or an authorised firm; 

· the candidate has had CCJs registered against their name or has entered into a voluntary arrangement with creditors (whether formal or informal);  
· the candidate has been the subject of a criminal investigation or convicted of criminal offences; or 
· the candidate has been the subject of any civil action.

If you are in any doubt whether a Short Form A is acceptable, please submit a Long Form A and make full disclosure of all issues which could potentially be relevant.  A Long Form A is acceptable in all circumstances. If in doubt, disclose.
SECTION 1 – PERSONAL IDENTIFICATION DETAILS

The information collected in this section (including nationality, place of birth, date of birth, previous names) is used to assist us in verifying the identity of the candidate thereby enabling us to discharge our statutory functions under the Financial Services and Markets Act 2000 and other relevant legislation.  This information will not be disclosed for any other purpose without the permission of the candidate.

1.01a: 
For individuals who have previously been approved with the FCA and/or PRA their FCA and/or PRA Individual Reference Number (“IRN”) can be found on the Register of Individuals on the FCA and/or PRA websites: [http://www.fca.org.uk/your-fca]; and/or


http://www.bankofengland.co.uk/PRA 
If the candidate has been approved before but does not know their Individual Reference Number and it is not on the Register of Individuals then leave this box blank. Equally, if the candidate does not have an IRN because they have not been an approved person before then leave this box blank.

1.01b
If the candidate has previously been an approved person but with a predecessor organisation of the FCA and/or PRA (for example the Personal Investment Authority) then include the name of the previous regulator here.  In addition, please provide the date(s) of approval and the name(s) of the firm(s) involved in the supplementary section in section 6.
1.01c
If the candidate has previously been an approved person but with a predecessor organisation of the FCA and/or PRA then include the previous Individual Reference Number, here. 

1.05:
If the candidate is commonly known by a different name other than that which appears on their passport or national insurance card then put this name here, This may include, for example, a shortened version of their full name or where they are known by a middle name or names given as a result of naming conventions whether for religious or other reasons. If the candidate has more than one alternative name, please give all other names known by in section 6. 

1.08
If the candidate has changed their name (surname or forenames), for example due to marriage, then please put this previous name in the box. If the candidate has more than one previous name, please provide details of all the previous names in section 6. 

1.10a
If the candidate has more than one nationality, please provide details in section 6 as to all nationalities held and the reasons for this.

1.10b
If the candidate has more than one passport number, please provide details in section 6 as to all passport numbers held and the reasons for this.

1.12 to 14: 
A full 3 year history for all United Kingdom addresses must be given for the candidate. Any gaps must be fully explained in either the address history section of the form here or, if more space is needed, in section 6 of the form. If any gaps are as a result of the candidate being resident outside the UK, please state this and give details of where the candidate resided during this period. It is open to the candidate to provide a written statement if this is simpler which should be attached to the Form A. 

SECTION 2 – FIRM IDENTIFICATION DETAILS

2.01 
This is the name of the firm that is the applicant for the purposes of section 59 FSMA. Where the candidate will be working at a subsidiary or appointed representative of the firm then this will be given at question 3.05 of the Form A.

2.02: 
This is the FCA and/or PRA Firm Reference Number (FRN) of the firm that is the applicant for the purposes of section 59 FSMA.  The FRN can be found on the Register of Firms on the FCA and/or PRA websites: [http://www.fca.org..uk/Pages/register/index.shtml]; and/or

http://www.bankofengland.co.uk/PRA 
2.03: 
The firm must give a point of contact for any queries in connection with the application and must provide a telephone contact number and e-mail address. Please note that this need not be the same person that signs the Form A on behalf of the firm but should be someone who is able to field and/or answer any questions that the FCA and/or PRA may have in relation to the application. The signatory will be responsible for the accuracy of the information in the form.
SECTION 3 – ARRANGEMENTS AND CONTROLLED FUNCTIONS

In this section, the firm should describe its arrangement with the candidate. 

Unless the firm indicates otherwise, the FCA and/or PRA assumes that the arrangement detailed by the firm on the Form A includes all of the activities that fall within the description of the controlled function. This means that a firm may alter a candidate’s responsibilities within the broad description of a controlled function without needing further approval from the FCA and/or PRA. However, where the responsibilities of the individual fall outside the description of the controlled function the firm must consider what further approval is necessary. Permitting an individual to perform a controlled function without FCA and/or PRA approval is a breach of section 59 of FSMA.

Firms wishing to seek guidance with regard to the Markets in Financial Instruments Directive (MiFID) and how it applies to the selection of controlled functions should refer to the MiFID Practical Guide at:

http://www.fca.org.uk/your-fca; and/or
http://www.bankofengland.co.uk/PRA 
Where the application is for the candidate to perform the controlled function(s) at a single firm, the firm should answer questions 3.02, 3.03 and 3.04. However, if the application is being made on behalf of a candidate who proposes to perform controlled functions for more than one firm, then question 3.05 must also be answered to describe the controlled functions and the relationships between the candidate and each firm for which the candidate proposes to perform the controlled function.
3.01: 
Please select the box in 3.01 that most accurately describes the arrangement with the candidate. 

If the candidate will perform a controlled function on behalf of the firm for an appointed representative of the firm then select the appropriate box at 3.01e or 3.01f and detail the firm name and FRN. If the candidate proposes to perform controlled functions for more than one appointed representative, then the details of each appointed representative, including the firm name and FRN should be provided in section 6.

3.02: 
Guidance about the particular controlled functions can be found in Chapter 10 of the Supervision manual. SUP 10A of the FCA manual and 10B of the PRA manual. 

3.03: 
This box should be left blank in all cases unless there is a reason to delay the commencement of the performance of the controlled functions (subject to approval) until a date which is after the  FCA and/or PRA published standard response times, details of which can be found at:
 http://www.fca.org.uk/your-fca; and/or

 http://www.bankofengland.co.uk/PRA 
The FCA and/or PRA will assume that the firm wishes an application to be determined as soon as possible unless this box is completed and the reason for the delay set out in section 6 of the Form A.
Please note that the candidate must not perform the controlled function until the FCA and/or PRA approval has been granted. To do so will mean that both the firm and the candidate may be in breach of FCA and/or PRA rules and principles.
3.04a
If the candidate seeks approval for a significant influence function, the specific job title of the candidate must be included.
3.04b
Insurance mediation


This is not a controlled function in its own right. However, every firm that carries on insurance mediation activities must appoint an approved person(s) who will be responsible for insurance mediation activities at the firm (as detailed at MIPRU 2.2;

 http://fshandbook.info/FS/html/handbook/MIPRU/2/2 
 
This responsibility must be allocated to a member of the governing body of the firm or in certain circumstances, a senior manager. (i.e. an individual that is applying for approval as CF1, 3-8 or 29).

Please note that insurance mediation is not applicable to Appointed Representatives.

Unless the firm indicates otherwise, the FSA assumes that the arrangement given on the application form includes all of the activities that fall within the description of the controlled function. This means that a firm may alter a candidate’s responsibilities within the broad description of a controlled function without needing further approval from the FSA. 

SECTION 4 – EMPLOYMENT HISTORY FOR PAST 5 YEARS 
A full five-year employment history for the candidate must be provided including their current employment at the time of application, with all gaps explained. If the record of employment does not go back five years, all periods of education and unemployment must be indicated. Full details of any periods of self-employment must be included.

Always give the address of the actual place of employment, rather than a central head office.

If there are insufficient pages to provide all of a candidate's employment history, either add the information at section 6 or photocopy page 7 and attach the additional pages.

“Regulatory body” in this context means the bodies listed in the notes to section 5 (overleaf).

State the position held by the candidate and a brief explanation of his or her duties. If the candidate’s job title included the word “director” but his or her duties did not include those associated with the title of director, as defined in the Glossary, this should be indicated.

The reason for leaving each employer must be given. If there were any issues arising on leaving that could affect the Fitness and Propriety of the individual, these must be fully explained in section 6. Previous employers may be contacted and the omission of relevant details may result in applications being delayed and, in some cases, possibly rejected.

Candidates who are applying for significant influence functions (CF1-12B, 28; 29; 40 or 50) are required to submit a copy of their curriculum vitae (CV), in addition to completing section 4 of this Form, unless the application is for a governing function of an appointed representative. It should be attached securely to the Form. This is only applicable to short form applicants if they have never previously held a significant influence function or if their CV has altered from the version submitted with their previous application for a significant influence function.
SECTION 5 – FITNESS AND PROPRIETY 
Answer the question by ticking the relevant ‘yes’ or ‘no’ box. If the answer to any of the questions is ‘yes’, give complete details in section 6 and attach relevant supporting documentation.

5.01 to 5.02
It is for senior management to decide what checks should be made. Under 



the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 ('the

Order')(see Articles 3 and 4 of the Order) the FCA and/or PRA and the firm have a right to ask about spent, as well as unspent, criminal convictions for employment purposes about candidates for approved person status [see Section 5.of Form A –(Application to perform controlled functions under the approved persons regime.)]

Cautions are not within the ambit of the Rehabilitation of Offenders Act 1974. Hence cautions never become spent and if asked, a candidate must inform a potential employer and the FCA and/or PRA whether he/she has received a caution.

5.03 to 5.06: 
Court judgments (e.g. County Court Judgments) and arrangements with creditors (e.g. Individual Voluntary Arrangements) are covered by questions 5.03 to 5.06. Any outstanding County Court Judgments or arrangements with creditors must be listed in section 6, and the circumstances surrounding them explained. The FCA and/or PRA will conduct credit checks. 


“Regulatory body” in this context refers to:

i)
the self-regulatory organisations including IMRO, SFA, PIA, LAUTRO, FIMBRA, AFBD and TSA;

ii)
the statutory bodies including the Financial Conduct Authority, Prudential Regulation Authority, the Financial Services Authority, SIB, the Society of Lloyd’s, the Registry of Friendly Societies, the Friendly Societies Commission, the Building Societies Commission, the Bank of England; HM Treasury – Insurance Directorate (formerly of the DTI) and the recognised bodies;

iii)
the designated professional bodies; and

iv)
the equivalent of all such regulators overseas.

5.09 This question covers internal investigation by an authorised firm in addition to investigations by a regulatory body at any time.

SECTION 6 – SUPPLEMENTARY INFORMATION

This section provides space for additional information. It should be used to disclose additional information about "yes" answers in section 5 of the full Form A and any information which is not the subject of a specific question in section 5, but might be relevant to the consideration of fitness and propriety, including in relation to the reasons for leaving the firms listed in section 4. For more information on the factors which the FCA and/or PRA may take into account when considering applications, please refer to "FIT" in the Handbook.

List here all directorships currently held or previously held in the past 10 years by the candidate. 

Supporting documentation must also be provided, such as evidence of the settlements of CCJs.

SECTION 7 – DECLARATIONS & SIGNATURES

This section contains declarations which must be signed by both an appropriate individual for the firm or applicant submitting the application and the candidate. Signatures MUST NOT be dated more than 3 months prior to the date of submission of the application. The FCA and/or PRA considers that an appropriate individual would either be an individual approved for a controlled function described under section 59(7B) of the Financial Services & Markets Act (the significant influence functions – controlled functions 1 to 12B, 28, 29, 40 or 50) or someone to whom the firm has delegated the authority to notify the FCA and/or PRA.  The candidate should not sign the declaration on behalf of the firm unless he is a sole trader or the sole director in a limited company.  If this authority has been delegated, the firm should keep records of those individuals authorised to sign on behalf of the firm. All signatures submitted on forms should be originals.
It is a criminal offence under section 398 of the Financial Services and Markets Act 2000 to knowingly or recklessly provide the FCA and/or PRA with false or misleading information.
Incoming EEA Firms undertaking non-MiFID business must confirm by using the tick box that the candidate is competent to perform the controlled function(s) for which this application is made.
N.B.  Please keep these notes before returning the completed Form to the FCA and/or PRA.
If you have any questions or need additional information, please contact the FCA Customer Contact Centre on 0845 606 9966 or PRA Firm Enquiries on 020 3461 7000 or e-mail iva@fca.org.uk or PRA.firmenquiries@bankofengland.co.uk.
PLEASE RETURN COMPLETED FORM TO:

	Financial Conduct Authority



25 The North Colonnade
Canary Wharf

London E14 5HS

United Kingdom


	Prudential Regulation Authority

20 Moorgate 

London

EC2R 6DA

United Kingdom
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