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1.  Communication Plan

1.  Communication Plan
April to May 2025 - milestone dates and responsibilities

Date (2025) Action Responsibility Status

Completed 
to end of 

April

Create a dedicated communications email address: Marketing N. Faulkner Complete

- communications@lombardins.com IT support Odek

Engagement with brokers Complete

- Example of communique shared with brokers LBP S-T Pringle

- Request for confirmation of policy holder details (end Feb 
deadline)

LBP H. Nortje

Determination of which brokers will distribute required comms 
directly vs supply client details

LBP S-T Pringle

- Determination of which clients will receive sms communication in 
addition to email (select corporate accounts exempt and will only 
receive an email)

LBP S-T Pringle

23 May PA confirmation of communication plan Compliance T. Metsileng

Week 
ending 30 

May

Appointment of KPMG to review implementation of 
communication plan     KPMG W. Barnard

Complete - to be reinitiated (new 
timelines & plan amendment)

- Go through agreed upon procedures with KPMG Compliance T. Metsileng

- Agree what KPMG require Marketing N. Faulkner

KPMG engagement letter, scope letter and agreed procedures to 
be approved and signed

Complete - to be amended (new 
timelines & plan amendment)

- Sign agreed procedures KPMG W. Barnard

- Send a copy to the PA / FSCA Compliance T. Metsileng

Final list of  policyholders and contact details to be supplied in 
Excel

LBP S-T Pringle In progress

- Name

- Email address

- Cell number

- Brokerage name

Communications template(s) Marketing N. Faulkner In progress

- Prepare email communications template for each brokerage

- Prepare sms communications template

- Prepare online content & register template

- Send communications templates to GTIS (web & digital partner) 

- Prepare media communications

Approve the documentation and reports to be made available for 
inspection: 

In progress

- Verify that documentation to be published and made available for 
inspection are in line with any approval conditions or requirements 
of Authorities

Compliance T. Metsileng

Test online content and registers for Lombard

- Testers: S. Vivian, T. Metsileng, N. Faulkner, T. Kachelho\er, T. 
Goebel

Marketing N. Faulkner

- Test full process incl. reports T. Kachelho\er

- Sign o\ tests Compliance T. Metsileng

Test policyholder SMS and email

- Testers: S. Vivian, T. Metsileng, N. Faulkner, T. Kachelho\er, T. 
Goebel

Marketing N. Faulkner

- Test full process incl. reports Compliance T. Kachelho\er

- Sign o\ tests T. Metsileng

 1



1.  Communication Plan

1.  Communication Plan
May to June  2025 - milestone dates and responsibilities

Week 
ending 30 

May

Hard copy registers completed

- One copy for D. Jo\e (Hollard) Legal D. Jo\e

- One copy for T. Metsileng (Lombard) Compliance T. Metsileng

- To be included: Marketing N. Faulkner

-   All documentation as stipulated by the PA / FSCA

-   “How to” document for receptionists

- Amendment to any templates required

Briefing & training reception staR - protocols for register Marketing N. Faulkner

30 May

Submission of final artwork to publications Marketing N. Faulkner

- Final approved wording (incl dates) to be submitted for GG

- Final approved wording (incl dates) to be submitted for ST

Dedicated phone line becomes active (+27 (0) 11 551 0604)  
(until 30 June 2025)

Marketing N. Faulkner

Week 
ending 6 

June

Distribution of all final communication templates to: Marketing N. Faulkner

- GTIS (Lombard web & digital partner)

- Brokers sending their own communication

- Government Gazette (notice)

- Sunday Times (notice)

Confirmation of procedures & readiness with Hollard Marketing N. Faulkner

Confirm publication of notice has been scheduled in Government 
Gazette and Sunday Times

Marketing N. Faulkner

- To run Friday 13 June & Sunday 15 June respectively

Reminder notification to brokers distributing comms LBP S-T Pringle

Friday 6 
June

Hard copy register and file placed at reception

- Documentation available for inspection Compliance T. Metsileng

- O\icial inspection period begins (until 24 June 2025) Marketing N. Faulkner

Monday 9 
June

Notification and documentation go live on Lombard and Hollard 
websites

- Online register Marketing T. Metsileng

- Documentation Compliance N. Faulkner

- Invitation to make representations

Distribute email letters to policy holders Marketing N. Faulkner

- In batches per broker

- Initial reports to be compiled for errors

- Engagement with relevant brokers for revised email address LBP S-T Pringle

Wednesday 
11 June

Send SMS notification to policy holders Marketing N. Faulkner

- Initial reports to be compiled for errors

Thursday 12 
June

Submit report to KPMG Marketing N. Faulkner

- 24-48 working hours post-distribution of email and sms Compliance T. Metsileng

- Incl. errors and remedial action

Date (2025) Action Responsibility Status
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1.  Communication Plan

1.  Communication Plan
June to August  2025 - milestone dates and responsibilities

Friday 13 
June

Publication of notice in Government Gazette Marketing N. Faulkner

- In e\ect until 27 June 2025

- Obtain digital copy of the publication for KPMG

Remedial action Marketing N. Faulkner

- Send email and sms to error reports (undeliverable)

- Reports to be compiled for errors

- Engagement with relevant brokers for further action LBP S-T Pringle

Sunday 15 
June

Publication of notice in Sunday Times (one insert)

- Obtain a copy of the publication for KPMG Marketing N. Faulkner

- Obtain tear sheets with date of publication Compliance T. Metsileng

Wednesday 
18 June

Submit advertisement copies to KPMG Compliance T. Metsileng

Submit report to KPMG Compliance T. Metsileng

- Post remedial action Marketing N. Faulkner

- Incl. permanent errors 

Tuesday 24 
June

Close oR online & hard copy registers Compliance T. Metsileng

- O\icial inspection period ends

Friday 27 
June

Final submission to KPMG

- Hard copy & online registers Compliance T. Metsileng

- Final distribution (email & sms) report Marketing N. Faulkner

Internal audit begins

- KPMG to compile a report on the implementation of approved 
communication plan

Monday 30 
June

Dedicated phone line is deactivated Marketing N. Faulkner

Friday 25 
July

Final report back from KPMG Compliance T. Metsileng

Monday 28 
July

Submission to the PA / FSCA

- Hard copy & online registers Compliance T. Metsileng

KPMG report on implementation of communication plan KPMG W. Barnard

Friday 29 
August

The PA / FSCA to provide feedback on KPMG report

Date (2025) Action Responsibility Status
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