IA Firm User’s Manual Chapter Four: Transitioning IA Firms and Organization NFI

Chapter Four: Transitioning Investment Adviser Firms and Organization Non-
Filing Information

AbOl_Jt this This section contains information pertaining to transitioning existing
Section Investment Adviser Firms, maintaining firm notification information and
viewing mass transfer history.

Completion At the completion of this section the user will be able to:

Objectives
e Explain the purpose of transitioning for Investment Adviser firms
e Create a transition filing for an existing state-registered adviser
e Create a transition filing for an existing SEC-registered adviser
e Maintain firm notification information
e View mass transfer history
In this This section contains the following topics:
Section
Topic See Page
About Transitioning for Existing Investment Adviser Firms 4-2
About Maintaining Firm Notification Information 4-2
Steps for Creating a Transition Filing for an Existing State- 4-4
Registered Adviser
Steps for Creating a Transition Filing for an Existing SEC- 4-7
Registered Adviser
Steps for Adding a Firm Notification Contact Person and 4-10
Choosing Firm Notification Types
Steps for Changing/Deleting a Firm Notification Contact 4-12
Person and/or Firm Notification Types
Steps for Viewing Mass Transfer Information 4-14
Tips for Transitioning Investment Adviser Firms and 4-15
Organization NFI
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About Transitioning for Existing Investment Adviser Firms

Before an existing Investment Adviser firm files its electronic Form ADV filing, the adviser must update the IARD
system to reflect the state(s) with which the adviser is currently registered or Notice Filed. This process is called
submitting a “transition filing.” By submitting a transition filing, the adviser ensures that they are not charged for state
registration or Notice Filing fees paid prior to filing through IARD. Therefore, before submitting an electronic Form ADV
to the SEC or to state securities regulators, the Investment Adviser firm should submit data, through the Non-Filing
Information function in IARD that will either:

o SEC Registrants — identify the states to which the Investment Adviser firm currently provides Notice Filings.

e State Registrants — identify the states with which the Investment Adviser firm is currently registered. NOTE:
Effective 4/23/2007 with the 9.0 release of CRD, only Florida, Kentucky, South Carolina, and West Virginia will
accept transition filings.

Submitting the transition filing will pre-populate IARD with the Investment Adviser firm’s record of all existing state
registrations and Notice Filings. At this time, the firm’s registration or Notice Filing status is Transition Requested. The
transition filing will appear in the state(s)’ Transition Queue where the state(s) will validate the registration or Notice
Filing and enter the date the firm first became registered or Notice Filed in that state. Subsequently, the firm’'s
registration or Notice Filing status in IARD will reflect the firm’s current registration or Notice Filing status in each state.

Once a transition filing has been approved by the state, the firm can submit an electronic Form ADV filing. To create a
Form ADV filing, see steps 1 through 9 on page 5-6, Steps for Creating a Form ADV Filing.

NOTE: Form ADV can be submitted prior to state action on a transition filing.

All SEC-registered firms should have transitioned onto IARD as of August 31, 2001. If your firm has not transitioned,
contact the SEC for further instruction.

Remember: First identify existing states that you are currently registered in or with which you are Notice Filed. Then,
file your first electronic form filing. This process allows data to be entered into IARD without incurring duplicate
registration or Notice Filing fees.

About Maintaining Firm Notification Information

Through CRD Organization Non-Filing Information, firms can request automatic e-mail reminders be sent from CRD to
designated individuals at the firm whenever any or all of the following 20 conditions occur:

Reqistration
¢ Notify when an individual's examination status changes.

e Notify when an individual’s registration request is T_NOUS5 (terminated without a Form U5)

¢ Notify when an individual with deficient registration is Eligible to Purge within the next 30 days
e Notify when an individual’s registration request has been Denied.

¢ Notify when an individual’s registration has been Revoked.

o Notify when a registered individual enters Firm Temporary Registration Cancellation Queue.

¢ Notify when a U5 is submitted by another firm.
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Disclosure

Branch

Notify when a Bankruptcy has expired for a registered individual with the firm

Notify when a Customer Complaint has expired for a registered individual with the firm
Notify when a U6 is filed against a registered firm

Notify when a U6 is filed against an individual registered with the firm

Notify when registered individual enters Firm Outstanding Disclosure Letters Notice Queue

Notify when a branch registration is approved

Notify when a branch is deficient

Notify when Firm account balance is 'Deficient’

Notify when firm account balance has gone below $0.00
Notify when firm account balance has gone below $10,000.00
Notify when firm account balance has gone below $3,000.00
Notify when firm account balance has gone below $500.00
Notify when a filing has failed submission

Notify when registered individual enters Other U4 Filing Notice Queue

SEC Investment Advisers Email Notifications

SEC investment advisers receive systematically-generated email notifications whenever the following event based or
time based situations occur:

1.

2.

Event Based Notifications:
a. Notify when Contact Email address is updated
i. This email is generated when a firm’s email address has been added or updated on Form
ADV. The email requests that the firm confirm the email address by visiting a designated URL.
b. Notify IA Firm when SEC registration is approved
c. Notify IA Firm when SEC registration is cancelled
i. This email is generated when a firm’s |IA SEC registration status changes to “Cancelled” or
“Revoked” from any other status.
d. Notify IA Firm when SEC registration is suspended

Time Based Notifications:

Notify 1A Firm of obligation to update annual amendment (60 days before filing is due)
Notify 1A Firm of obligation to update annual amendment (30 days before filing is due)
Notify 1A Firm of delinquent filing — 30 days past due

Notify 1A Firm of delinquent filing — 60 days past due

Notify IA Firm of delinquent filing — 90 days past due — Notice of possible cancellation
120-day Deadline Approaching — 60 days before filing is due

120-day Deadline Approaching — 30 days before filing is due

Possible 120-day Cancellation Notification

S@me oo Ty
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Steps for Creating a Transition Filing for an Existing State-Registered Adviser:

Access
Transition State
Registrations

There are three ways to access Transition State Registrations:

1. From the IARD Site Map, click the New Filing hyperlink and choose the Submit
Transition Registrations hyperlink.

Organization Accounting || Reports

| Site Map | User Info |

IARD Main
ADY

User Info Yiew Organization

Broadcast Messages Brochure Search

FAQ Pending Filing Identifying Information
Release MNotes Histarical Filing Reqistration Status
Recommended ADY-W Motice Filing Status
Hardware/Software New Filing

Braochure Status
Certified EFS VYendors Pending Filing

Answers to Questions
Equifax Employment Historical Filing
Screening Report Form of Graganization
Send Comments Business Information

OR

la. From the IARD Site Map, click the Transition State Registrations hyperlink, in the
Organization column under Non-Filing Information.

Mon-Filing Information

Transition State
Fegistrations

Transition State Motices

OR
1b. Click the Organization Tab from the Tool Bar, choose Non-Filing Info from the Sub-
Menu.
Flnra User: Qrganization: LOGOUT

| Wiew Org Non-Filing Info ) Firm Queues |
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Access [Result:] The State Registration Transition screen opens.
Transition State
Registrations 7] & Privter Friendly
(Continued) &) state Registrants: Before making your first electronic Form aDv filing, you will need to indicate on

this page the states in which your firm is currently registered. This will ensure that IARD does not
charge you for state registration fees which you have already paid.

State Registration Transition

Organization CRD#: D000 Primary Business Name: SECURITIES FIRM
Organization SEC#: Full Legal Name: SECURITIES FIRM
¥Yiew BD Record Electronic Filer

FL
KX
5C

Ooooad

WY

Send to States ] [Reset]

Complete the 2. Place a check mark in the box(es) for each state that your firm is currently registered.
Transition Filing
3. Click the Send to States button.

[Result:] The Warning screen opens.

*kk WARNING ***

You have checked the boxes for states thus stating you are registered as an investment adviser with
certain states. Be very careful that your State Registration information is accurate, This State
Registration information is sent directly to state regulators for verification. As a state registered adviser
you will be required to complete Form ADY Part 1B, Submitting inaccurate State Registration
information could cause problems with your Form ADY filing.

Special Warning for SEC-registered advisers: Most SEC-registered advisers send Motice Siings to
states and are not registered with those states.

To review the states you marked in the State Registrations transition screen, hit the "back" button on
your web browser, You can amend the State Registrations transition screen by clicking the "Reset”
button at the bottom of the screen.

If you intended to transition State Modice Sing information, not State Registrations, please click the "NO"
button below and click on "Transition State Motice” from the side Navigation Panel.

Once you click the "YES" hutton below, you cannot amend your State Registration transition
information.

Do you want to send your State Registration transition information to the states?

4. Read the Warning screen and click the Yes button once you have confirmed that the
state(s) marked are accurate. If the boxes selected are not accurate, click the No button
and return to step 2 to complete your transition filing.
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Complete the [Result:] The State Registration Transition screen opens indicating that the information was
Transition Filing | saved.
(Continued)

7| & Printer Friendly

~The information was saved.

&) State Registrants: Before making your first electronic Form A0V filing, you will need to indicate on this
page the states in which vour firm is currently registered. This will ensure that IARD does not charge you
for state registration fees which you have already paid.

State Registration Transition

Organization GRD#: 0000 Primary Business Name: SECURITIES FIRM
Organization SEC#: Full Legal Name: SECURITIES FIRM
¥iew BD Record Electronic Filer

FL
kY

00

SC
WA

O
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Steps for Creating a Transition Filing for an Existing SEC-Registered Adviser:

Access There are three ways to access Transition Notice Filings:

Transition
Notice Filings 1. From .the IARD Site_Map, click th_e New Filing hyperlink and choose the Submit
Transition Notice Filings hyperlink.

Organization || Accounting || Reports

| Forms | ___ Organization |

User Info ADY Yiew Organization

Broadcast Messages Brochure Search
FaQ Pending Filing Identifying Information
Release Motes Histarical Filing Reqgistration Status
Recommended ADY-W Motice Filing Status
Hardware/Software Mew Filing

Brochure Status
Certified EFS Vendors Pending Filing

Answers to Questions
Equifax Employrent Historical Filing

Screening Report Form of QOrganization

Send Comments Business Information

OR

la. From the IARD Site Map, click the Transition State Notices hyperlink in the Organization
column under Non-Filing Information.

Mon-Filing Information
Transition State

%ﬁ:?
Transifion =tate Motices

1b. Click the Organization Tab from the Tool Bar, choose Non-Filing Info from the Sub-
Menu and click Transition State Notice on the Navigation Bar.

OR

FI n ra , User: Organization: LOGOUT

CRD Main ARD Main Organization ||| =EsEERE N EE RS
| Wiew Org | Non-Filing Info | Firm Queues |

Non-Filing Information

s Transition State

Registrations

»Transition State
Notice
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Access [Result:] The State Notice Transition screen opens.
Transition
Notice Filings
(Continued)

7| & Prirter Friendly

& sEC Registrants ; Before making your first electronic Form A0V filing, you will need to indicate on this
page the states to which your firm currently provides Motice Filings. This will ensure that IARD does not
charge you for state Notice Filing fees which you have already paid.

State Notice Transition

Organization CRD# : 0000 Primary Business Name: SECURITIES FIRM
Organization SEC#: Full Legal Name: SECURITIES FIRM
¥iew BD Record Electronic Filer

Ca
FL
Ky
WY

OooOono

Send to States ] [ Reset]

Complete the 2. Place a check mark in the box(es) for each state that your firm is currently Notice Filed.

Transition Filing
3. Click the Send to States button.

[Result:] The Warning screen opens.

*kk WARNING *¥%

You have marked that you are required to send Motice Filings to certain states. Be very careful that your
Motice Filing transition information given is accurate, This Motice Filing transition information is sent
directly to state regulators for verification. Submitting inaccurate Notice Filing transition information
could cause problems with your Form ADY filing.

We understand that some advisers voluntarily send states courtesy copies of their Form ADY filings,
even if the advisers are not officially required to send Motice Filings to those states, Do NOT mark those
states in your Motice Filing transition.

You should only mark states where Notice Filings are required to be filed.

To review the states you marked in the Motice Filings transition screen, hit the "back" button on your
web browser, You can amend the Motice Filings transition screen by clicking the "Reset” button at the
bottomn of the screen,

If you intended to transition State Registrations, not State Notice Filings, please click on the "NO" button
below and click on "Transition State Registrations" from the side Navigation Panel.

Once you click the YES button below, you cannot amend your Notice Filing information.

Do you want to send your Motice Filing transition information to the states?

4. Read the Warning screen and click the Yes button once you have confirmed that the
states marked are accurate. If the boxes selected are not accurate, click the No button
and return to step 2.

November - Version 2009.4 4-8 Copyright 2009 FINRA



IA Firm User’s Manual Chapter Four: Transitioning IA Firms and Organization NFI

Complete the [Result:] The State Notice Transition screen opens indicating that the information was saved.
Transition Filing
(Continued)

7| &§ Prirter Frizndly
HThe information was saved.

:-ir' SEC Reqgistrants ; Before making your first electronic Form ADY filing, you will need to indicate on
this page the states to which your firm currently provides Motice Filings, This will ensure that [aRD
does not charge you for state Notice Filing fees which you have already paid.

State Notice Transition

Organization CRD#: 0000 Primary Business Name: SECURITIES FIRM
Organization SEC#: Full Legal Name: SECURITIES FIRM
¥iew BD Record Electronic Filer

Moy

MR

O kv

OO wy

Sendto States | [ Reset]
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Steps for Adding a Firm Notification Contact Person and Choosing Firm Notification Types:

Access Firm
Notification

1. From the CRD Site Map, click the NFI Organization Search hyperlink.

Web CRD®

1ARD Main

| Site Map | User Info |

CRDMain
User Info
Blank Forms

Broadcast Messages
FaQ
Relsase Notes

Recommended
Hardware/Software

Screening Report

Certified EFS Wendors

Equifax Employment

Individual

Organization

Forms

Form U4
Create New U4 Filing

Initial
Amendment
Concurrence

Page Z Amendment
for Schedule A/B

Page Z Initial for
Schedule A/B

Dual

Relicense All

Yiew Individual
Individual Search

Disclasure only
Individual Search

Non-Filing Info
NFI Individual Search

1ARD Transition
Reqistration Search

Firm Queues
Caontinuing Education

#pproaching CE
Requirement

Accounting

Reports

Yiew Org
Organization Search

Organization Queues
Current Deficiencies

Branch Status
Branch Deficiencies
MYSE Filing Status
SFG Retirement

withdrawal or
Termination

User:

Daily Account
Processed Transactions

Funds Deficient
Transactions

Account Activity
Summary

Deposit Detail
Transfer Detail
Transaction Detail
Bill Line Search

Renewal Account

Organization:

Send Comrents Queue Totals

CE 2-Year Termed Renewal Staterment

Admin Tools Relicense CRD

Account Administration

Non-Filing.la

WFI Organization Search ) Account Activity
Summary

CE Inactive

Relicense 1A

LoGouT

Home
Request Report

Wisw Report

Adding a
Contact Person
(to receive firm

notification e-
mails) and
Choosing Firm
Notification
Types

2. Click Firm Notification from the Navigation Bar.

[Result:] The Maintain Firm Notification Info screen opens.

User:

FInra 4

Web CRD®

| Wiew Org | Organization Queues | Non-Filing Info | Mass Transfer |

Maintain Firm Notification Info

MNeon-Filing Information

gccntacliiezpation Organization CRD#: 0000

Organization SEC#:

Organization Name: SECURITIES FIRM

1 EIEEREEEE FIies applicant Name: SEGURITIES FIRM

= Mass Transfer History

Organization:

El é Printer Friendly

= Firm Motification Contact Name Phone Email address Motification Type(s) Disabled
Number
J0OHW DOE 301-555- Jdoed@securitiesfirm.com Account Deficient No
EEEE Approaching CE-20

Approaching CE-90

LOGOUT

NOTE: If there are existing contacts, their names are displayed indicating the phone number,
email address and specific notification type(s) that the contact receives. Different individuals

can be contacts to receive different firm notifications.

3. To add a new contact person to receive firm notification emails and designate which firm

notification type(s) the contact will receive, click the Add New button.
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Adding a
Contact Person
(to receive firm

notification
e-mails) and
Choosing Firm
Notification
Types
(Continued)

[Result:] The Maintain Firm Notification Request screen opens.

Maintain Firm Notification Request
Organization CRD#: 0000 Organization Name: SECURITIES FIRM

Contact Name
Contact Phone Number
Email Address

Matification Types Registration
[] Motify when an individual's exarmination status changes
[ Motify when an individual's registration request is T_NOUS

[ Motify when an individual's registration request has been Denied.
[] Motify when an individual's registration has been Revoked.

[ Motify when a US is submitted by another firm
Disclosure

[ Motify when a Bankruptey has expired for a registered individual with the firm

[ Motify when a Ug is filed against a registered firm
[ Motify when a Ua is filed against an individual registered with the firm

Other

[ Motify when Firm account balance is 'Deficient’

[] Motify when firm account balance has gone below £0.00

[ Motify when firm account balance has gone below $10,000.00
[ Motify when firm account balanee has gone below $3,000.00
[ Matify when firm account balance has gone below $500.00

[ Motify when a filing has failed submission

[ Motify when a registered individual enters Other Firm U4 Filing Notice Queue
Branch

[ Motify when a branch registration is approved

[ Motify when a branch is deficient

[ Motify when an individual with deficient registration is Eligible to Purge within the next 30 days

[ Motify when a registered individual enters Firm Ternporary Registration Cancellation Queue

[] Motify when a Customer Complaint has expired for a registered individual with the firm

[ Motify when a registered individual enters Firm Outstanding Disclosure Letters Notice Queue

(7] & prirter Frienaly

5. Type the Contact Name, Contact Phone Number and Email Address in the fields.

NOTE: Only the Notifications listed on pages 4-2 to 4-3 will be sent to this email address.

6. Click the box(es) to specify natification type.

NOTE: Firms may choose one individual at the firm to receive all of the e-mails selected, or a
firm can input a different e-mail contact for each Firm Notification it selects.

7. Click the Save button.

Copyright 2009 FINRA
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Steps for Changing/Deleting a Firm Notification Contact Person and/or Firm Notification

Types:

Access Firm
Notification

1. To access Firm Notification, see steps 1 and 2 on page 4-10.

Changing/Deleting
Contact
Information and/or
Notification Types

2. Click Firm Notification from the Navigation Bar.

[Result:] The Maintain Firm Notification Info screen opens.

User: Organizatio

Finra y

Web CRD®

IARD Main CRD Main Individual Organization
| Wiew Org | Organization Queues | Non-Filing Info | Mass Transfer |

Accounting

Maintain Firm Notification Info

Mon-Filing Information

D EEmER MmN Organization CRD#: 0000

Organization SEC#:

Organization Name: SECURITIES FIRM

D O s applicant Name: SECURITIES FIRM

= Mass Transfer History

El é Prirter Friencly

n: LOGOUT

= Firm Notification Contact Name Phone Email Address Motification Type(s) Disabled
Number
JOHN DOE 201-555- Jdoed@securitiesfirm. com Account Deficient No
L5555 Approaching CE-30
Approaching CE-290
3. Click the Email Address hyperlink.
[Result:] The Maintain Firm Notification Request screen opens.
4. To change the Contact Name, Contact Phone and/or Email Address, highlight the

existing information in the fields and type the new Contact Name, Contact Phone and/or

Email Address.

5. To remove specific firm notification(s) for this contact person, click the box(es) to remove

the check mark(s) from the notification types.

6. To add additional notification(s) for this contact person, click the box(es) to specify

notification type.

7. To delete a contact person and all of his/her firm notification types, click the Delete

button.

8. Click the Save button.
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Steps for Viewing Mass Transfer Information:

Access Mass
Transfer History

1. From the CRD Site Map, click the NFI Organization Search hyperlink.

| Site Map | User Info |

CRDMain
User Info
Blank Forms

Broadcast Messages
Fag
Release Notes

Recommended
Hardware/Software

Certified EFS Vendors

Equifax Employrment
Screening Report

Send Comments

Admin Tools
Account Administration

Individual

Organization

Forms

view Individual
Individual Search

Form U4
Create New Ud Filing

Initial Disclosure Only
Individual Search
Amendment
Non-Filing Info
Concurrence MFI Individual Search

IARD Transition
Registration Search

Fage 2 Amendment
for Schedule A/B

Page 2 Initial for
Schedule 4/8

Firm Queues
Continuing Education

Dual Approaching CE
Requirement
Relicense all

CE 2-vear Termed
Relicense CRD

CE Inactive
Relicense 1A

Accounting

Organization: LOGOUT

Daily Account
Processed Transa

Yiew Org
Organization Search

Funds Deficient
Transactions

Organization Queues
Current Deficiencies

Account Activity
Summary

Branch Status
Branch Deficiencies
Deposit Detail

NYSE Filing Status
Transfer Detail

SFG Retirernent

Transaction Detail

withdrawal or ’
Termination Bill Line Search

Queue Totals Renewal Account

Renewal Statement

MNon-Filipg Infao
WFI Organization Search

Account Activity
Summary

Home

ctions Request Report

Wiew Report

View Mass
Transfer History

[Result:] The View Mass Transfer History screen opens.

FIRM &

FIRM B

Organization CRD#: 0000
Organization SEC#:

View Mass Transfer History

Mass Predecessor Successor
Transfer Name CRD Mame
1D #

121677 PREDECESSOR 1111 SECURITIES

FIRM

165260 PREDECESSOR 2222 SECURITIES

FIRM

Organization Name: SECURITIES FIRM
Applicant Name: SECURITIES FIRM

Type of
Individual

Type
CRD
#
0000 PARTIAL Al

MERGER. Registrations

0ao0 | MERGEFR. All
Registrations

Status

RETIRED 01/02/1997

RETIRED 04/02/2007

@ Prirter Friendly

Effective
Date
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Tips for Transitioning Investment Adviser Firms and Organization NFI

To be able to submit a “transition filing”, be sure that your Account Administrator has entitled you with the
following privilege: Investment Adviser — IA Organization — IA Non-Filing Information — Transitions

e A‘“transition filing” cannot be submitted if a pending filing exists. The pending filing should either be submitted
or deleted so that the transition filing can be submitted.

e Be sure to change the e-mail address under Firm Notifications when the person that handles that e-mail goes
on vacation or leaves the firm; or the individual who receives the e-mail notifications can request that the firm’s
technical support staff temporarily forwards his/her e-mail to another individual’'s mailbox.

e One natification is sent out per notification type and not for each individual affected by the notification.

e Transitioning for Investment Adviser Firms occurs in IARD. Maintaining firm notifications and viewing mass
transfer history occur in CRD.

Additional Information

SEC Investment Advisers Email Notifications

SEC investment advisers receive systematically-generated email notifications whenever the following event based or
time based situations occur:

3. Event Based Notifications:
a. Notify when Contact Email address is updated
i. This email is generated when a firm’s email address has been added or updated on Form
ADV. The email requests that the firm confirm the email address by visiting a designated URL.
ii. This email is generated when a firm’'s email address has been added or updated on a partial
Form ADV-W and the ADV-W is not terminating the SEC registration. The email requests that
the firm confirm the email address by visiting a designated URL.
b. Notify IA Firm when SEC registration is approved
c. Notify IA Firm when SEC registration is cancelled
i. This email is generated when a firm’s |IA SEC registration status changes to “Cancelled” or
“Revoked” from any other status.
d. Notify IA Firm when SEC registration is suspended
4. Time Based Notifications:
Notify IA Firm of obligation to update annual amendment (60 days before filing is due)
Notify IA Firm of obligation to update annual amendment (30 days before filing is due)
Notify IA Firm of delinquent filing — 30 days past due
Notify IA Firm of delinquent filing — 60 days past due
Notify IA Firm of delinquent filing — 90 days past due — Notice of possible cancellation
120-day Deadline Approaching — 60 days before filing is due
120-day Deadline Approaching — 30 days before filing is due
Possible 120-day Cancellation Notification

Se@moa0oTy
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Example of SEC Investment Adviser Email Notification

From: SECIARDMokifications
Sent: Friday, Odober 26, 2005 5:09 PM
To: Dae, Jokhn
...... Subject: ... Your Email Concerning Investment Adviser Reqistration with the SEC

Tourecently attempted to reply to an email from SEC IAED Notifications@finra org
concerning your investtment adviser registration with the .5, Securities and Exchange
Commission You cannot contact the SEC or FINEA at thiz email address.

Please address your communication to one of the contacts below:

For questions related to policy, interpretation, or regulatory requirements for SEC-
registered investment advisers, contact the SEC at:

202.551.699%
TARDIIVE@sec. cow

For questions regarding the statuz of SEC Form ADV filings after submizsion, contact the
ZEC at:

202.551.7250

For questions related to JARD accounting or system entitlement, navigation, and usage,
contact FIMEA's Gateway Call Center at:

240,386 4848
weblard@finra. org
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