Initial contact with client )m__ Letter informing clients of the service

Initial meeting with client Letter in response to client enquiry

Are EMI options appropriate for the client?

Does the client understand key terms relating to options?

EMI - what is it?

The benefits to the employer and employee . q
oy roy Cue cards and/or PowerPoint presentation

Help sheets

Qualifying company - general conditions

Agenda of meeting

Prospective participants - general conditions

How much will it cost the client?
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The tax consequences of an option to the employee |
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Letter to client

Response to visit — Fee quote

Guide prices

Further contact with client

Detailed legislation

Conditions for exercise of options Legal Advice Line

at fixed price

Situations in which options will lapse

< Qualifying company - detailed questions o
o mmm Advanced assurance procedures =
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Q Decisions for the client to make re participating employees
o Questionnaires
Prospective participants’ eligibility
— Help sheets —
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Decisions to make & questions to ask

Type of shares
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Nature of options |
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How shares will be made available

Cue cards and/or
PowerPoint presentation

Presentation to employees

Letters
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Help sheets

Submission of questionnaires and other information fo solicitors

Help sheets
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Letters

- Fixed fee quotes from the Business Tax Team of a

Signing of EMI options leading regional law firm.
Personal contact within the firm.
Letters
Notification procedures
Help sheets

Monitoring EMI Letter to client (including fee quote with guide prices)

)+ro rtunity [to sell business consultan



