
MANUAL PROCESS FLOW

1. NEW TRUST APPLICATION

1. Adviser to complete the Trust form and email to portfolioteam@embarkadvance.co.uk, requesting the Charges information 
document and declaration for the client to sign.

2. Email received from the adviser, this is then keyed on the platform. Once completed an email is sent to confirm the ZR 
number and that the documents are available in the client’s document library. 

3. Once the adviser is ready to proceed with the application, they email, with the standard T&C declaration and ITC forms 
attached, confirming they wish to proceed with the application.

4. The application is then submitted and activated on platform as today.

5. The fund matching process continues as today.

If any queries arise then these will be raised with the firm based on who submitted the form.

2. ADDITION FUNDS INTO AN EXISTING TRUST

1. Adviser to complete the additional amount into an existing Trust form and email to portfolioteam@embarkadvance.co.uk, 
requesting the Charges information document and declaration for the client to sign.

2. Email received from the adviser, this is then keyed on the platform. Once completed an email is sent to confirm the ZR 
number and that the documents are available in the client’s document library.

3. Once the adviser is ready to proceed with the application, they email with the standard T&C declaration and ITC forms 
attached, confirming they wish to proceed with the application.

4. The fund matching process continues as today.

If any queries arise then these will be raised with the firm based on who submitted the form.

3. TREASURED ASSETS

1. Adviser/administration completes the form and emails to portfolioteam@embarkadvance.co.uk.

2. On receipt of the email the team will action the request.

3. Once complete an email is sent to the adviser confirming that it is completed.

If any queries are raised these will be raised with the person who sent in the request.

4. CAPPED TO FLEXI CONVERSION

1. Adviser/administration completes the form and emails to portfolioteam@embarkadvance.co.uk. 

2. On receipt of the request, the team will process it. If the conversion is unable to be completed and the team requires the 
adviser to complete a task, the request will be sent back to the person who requested the conversion asking that they 
confirm when they have completed their action. If no action is needed, for example waiting for trades to settle, then the 
request should be pipelined until the appropriate date.

3. Once the conversion is completed an email should be sent confirming this.

0345 607 2013 enquiries@embarkadvance.co.uk
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