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Be sure to let the examiners know that your 
financial institution has received the notice 
and will welcome them upon arrival.

Who should tell them? Your institution’s 
president or compliance officer. 

Pull out your prior exam report and any related 
internal audit documents and be certain you’ve 
been responsive to any open items or 
recommendations.

If you haven't been responsive/find that you have 
open items...you should do everything you 
reasonably can to complete the items or create 
adequate documentation to indicate what steps 
you have taken.

Plan on their arrival.

Take a look at your policy, program and procedures 
documents. Are they up to date and approved by 
the board within the past year? If not and if there is 
time, get them approved prior to the exam start 
(unless that will violate a board approval 
scheduling requirement).

If you don't have those documents...if there's time, 
get them created. Or, have an explanation ready for 
why you don't have them prepared.

The team member responsible for informing 
senior management and the board needs to 
inform them of the exam notice and meet with 
them on what to expect.

Make sure they know with whom to communicate, 
who is the point person and establish expectations 
to handle questions that arise.

Meet with your team to discuss expectations

Always be polite and professional. Don't offer "off 
the cuff" answers and clarify any questions anyone 
doesn't fully understand. Try not to meet with 
them impromptu or alone. It’s always good to 
have well prepared and professional conversations 
with someone there to take notes.

Once you have compiled the responses and 
documents, have a second person review them 
for content and accuracy to the questions posed.

This ensures fewer issues when the examiners 
are looking through them.

Begin preparing responses and documents
for any pre-examination requests or initial 
document requests.

Likely they will ask for large amounts of 
documentation, such as copies of policies and 
minutes of meetings, among many other things.

Make sure before they arrive, you look back over 
documents prepared for consistency in form and 
content – a professional and consistent set of 
documents is a huge head start.

Make sure you’re putting things in the most 
professional looking style you can – not handing 
over drafts or items with numerous unresolved 
edits. Where necessary, make sure documents are 
board-approved and dated.

YOU JUST RECEIVED NOTICE THAT AN ON-SITE 
EXAMINATION IS GOING TO START SOON.
I know it’s tough to follow this advice...
DON’T PANIC! Seriously, there’s no need if 
you’re running a well-managed program.

Are you ready
for the examiners
to review your
VENDOR
MANAGEMENT
PROGRAM?
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TEN THINGS TO DO NEXT

Let’s go through some of the key things you’ll want to do to ensure 
you're ready to show off your third party risk management skills.
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RELAX! You’re ready.
Now find the phone number for AAA so you can 
plan a well-deserved post-examination vacation.
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Tips:

Tell them where to arrive, set agreed upon time and know how 
many people to expect

Have them issued Visitor badges if possible

Make sure the entire company knows where they will 
be and general ground rules

Set up a well-equipped place for them to work so they 
don’t have to wander and be inclined to ask questions

Treat them as you would want to be treated

Set up a formal entrance meeting with key management

Provide them a list of names and titles but encourage them 
that all contact should go through a designated person

Try to meet with them in pairs of two people from the 
bank/credit union side – one to talk and one to take notes

Set expectations on daily arrival and departure times so there’s 
always someone there

Give them a tour (but remember to clean up first – appearances 
make big first impressions)

Set up a routine for daily or weekly check-ins

Clarify any questions you don’t fully understand

Commit to communicate any findings or concerns regularly and 
understand response times for any requests for documentation

We can help you get your vendor management
in order for your upcoming exam.

REQUEST DEMO

REQUEST A DEMO NOW!

400 Ring Road, Suite 131, Elizabethtown, KY 42701 | (270) 506-5140 
www.venminder.com
Copyright © 2018 by Venminder, Inc.

http://hubs.ly/H07txtx0
http://hubs.ly/H07txtx0
http://hubs.ly/H07txtC0

