About Form ADV Part 2

Part 2 is the section of Form ADV that contains information about Investment Adviser firms and the type of
business they conduct. Firms are required to provide Part 2 of Form ADV to existing and prospective clients.
All SEC-registered and some state-registered Investment Adviser firms are required to submit Part 2 of Form
ADV online through the IARD™ system.

A firm that offers substantially different types of advisory services has the option to prepare separate
brochures for each service, as long as, each client receives all information about the services and fees that
are applicable to that client.

Brochures submitted by the firm will display in IAPD the following day. IAPD will only display brochures with
a Brochure Jurisdiction Status of Delivered or Accepted.

For purposes of the IARD system, Part 2 of the Form ADV is referred to as the "Brochure." The brochure is
uploaded as an attachment to Form ADV during the form filing submission process. The brochure must be
converted to a text-searchable, PDF file before submission to the IARD system.

Access IARD at https://crd.finra.orgl/iad.

Content:
e Access Form ADV (pg. 2)

e Part 2 Brochure Filing Page (pg. 3)

e Upload a New Brochure (pg. 3)

o Upload Error Message (pg. 8)

e Amend a Brochure (pg. 9)

e Retire a Brochure (pg. 10)

e Confirm a Brochure (pg. 11)

e Brochure Information in View Organization (pg. 12)

Questions on IARD? Call the IARD Hotline at 240-386-4848
8 A.M. -8 P.M.,, ET, Monday through Friday.

©2011. FINRA. All rights reserved. Materials may not be reprinted or republished without the express permission of FINRA.
Individuals, firms, and data mentioned in these materials are fictitious and are presented exclusively for purposes of illustration or
example.
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Form ADV - Part 2

Access Form ADV
Access the appropriate Form ADV filing type.

Organization: LOGOUT

CRD Main WETy Organization Accounting
| Form ADY | Form ADv-\W | Form ADV-E |

m & Printer Friendly
P Create a New ADV Filing

= Qrganization Search

What filing{s) do you want to make? More than one may he selected.
= Mew/Draft Filing

Submit an Amendment

® annual Updating Amendment for Fiscal Year ended December, [2011
) Other-Than-Annual Amendment

= Historical Filing

[ Apply for registration as an investment adviser with one or maore States

Nate: To switch from fifing as a SEC-reqistered adviser to fillng as an Exernpt Reporting Adviser, & Form ADK-W must be

submitted that withdraws your registration with the SEC before yvou may file vour first report a5 an Exempt Reporting
Adviser.

( Create Mew Filing )

ADW Part 2 Guidance:
LaRD System Instructions
SEC-Registered Advisers
State-Reqistered Advisers

Select the Part 2 hyperlink located in the navigation panel on the left.

» Itern 12 =Small Businesses
» Schedule ASC Direct
Owners/Executive Officers
= Schedule BAC Indirect
OWners
= Schedule D
= Part 1B
(= Partz )
= Execution
Copyright 2011. FINRA November — Release 2011.4



Form ADV - Part 2

Part 2 Brochure Filing Page

The Exemption from Brochure Delivery Requirements for SEC Registered Advisers section will only
display for firms registered with or applying for registration with the SEC. This question must be answered
Yes or No.

If applicable, a list of previously submitted brochures will display, with the option to amend, retire, or
confirm the existing brochure. The Confirm radio button is only available on an Annual Amendment filing.

?| &b Printer Friendy
INVESTMEMNT ADVISER Reference #: 54826166218841C

Part 2 Brochure Filing Annual Amendment

Q Please note that ADY Part 2 brochures are uploaded to IARD after the Form ADY Submit Filing process is hegun,

Exemption from brochure delivery requirements for SEC-registered advisers \

SEC rules exempt SEC-registered advisers from delivering a firm brochure to some kinds of cients, If these
gxermptions excuse you from delivering a brochure to a8 of your advisory clients, you do not have to prepare a

brochure,

Yes Mo

Are you exempt from delivering a brochure to all of your clients under these rules? *

If no, cornmplets the ADI Bart 2 filing below,

&mend, retire ar file new brochures:

Brochure Brochure Mame Brochure Type(s) Amend Retire Confirm Action

ID

54321 SAMPLE BROCHLURE Individuals, Financial Planning Services O O O Mo
Change

Brochure

Upload a New Brochure

Click the Create New Brochure button to begin entering information about your firm’s brochure.

Amend, retire ar file new brochures:

Brochure Brochure Name Brochure Type(s) Amend Retire Confirm Action

ID

54321 SAMPLE BROCHURE Individuals, Financial Planning Services 9] O O Mo
Change

Create Mew Brochure
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Form ADV - Part 2

Upload a New Brochure (Continued)

Complete the Brochure Name and Brochure Type fields. Brochure Description is an optional field
where you may enter a brief description regarding the content of your brochure.

After clicking the Save button an additional pop-up message will display if the firm does not already
have a brochure in the IARD system to clarify when brochures are attached and processed as part of
the filing.

Return to the Part 2 Brochure Filing page by selecting Part 2 from the navigation panel.

7| & Prirter Frigndly

INVESTMENT ADYISER Reference #: 54826166218841C

New Brochure Annual Amendment

g Complete and save the information below in order to add a brochure as part of this filing (please note that ADV Part 2
bhrochures are uploaded to IARD after the Form ADY Submit Filing process is begun),

Brochure 10

Brochure Mame: *
Sample Brochure

Brochure Description:
This is a sample description of the brochure content.

( Brochure Types (Select all that apply): D

Individuals [OHigh net worth individuals

[JPension plans/profit sharing [[JPension consulting

plans

OFoundations/charities O Government/municipal

[Jother institutional [IPrivate funds or poals

Jwrap program Oincludes material about supervised persons that would otherwise be incuded in

a supplernent

[ selection of Other [IThis document is a Brochure Supplement for one or more supervised persons
Advisers/Solicitors

Financial Planning Services
Clother
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Form ADV - Part 2

Upload a New Brochure (Continued)

Prior to submission, firm users have the option to delete a new brochure by selecting the
Delete hyperlink and then clicking OK when the following message displays: “Are you sure you want to de-
lete this brochure?”

Amend, retire or file new brochures:

Brochure Brochure Mame Brochure Type(s) Amend Retire Confirm Action

ID

54321 SAMPLE Individuals, Financial Planning O O O ]a!
BROCHURE Services Change

- SA&MPLE Individuals, Financial Planning MEry
BROCHURE Services

Brochures are uploaded as part of the submission process. All Completeness Checks must be passed
before the system will allow you to upload a file.

Once you are ready to submit the Form ADV filing, click Submit Filing from the navigation panel.
If applicable, clear all errors on the filing and click Submit Filing again.

? @ Printer Friendly

m INVESTMENT ADYISER Reference #: 54826166218841C

Submit Filing Annual Amendment
= Completeness Check
= Submit Filing } A, Item 1.J. contains a contact employee e-mail address that you have not confirmed. &fter you submit

this filing, FINRA will automatically send, to that address, a request to confirm the validity of the
address, [Click here for an example of what that confirmation reguest will look like 1 If you confirm
the e-mail address, you will receive at that address important notifications of regulatory

developments and reminders about filing annual updates to your Form ADY, If you do not confirm
m the contact employee e-mail addrass, you will not receive these important messages.,
A, Please double-check the contact emplayee information you have provided in Tterm 1.J., especially the
contact employees e-mail address, to ensure that it is current, You are required to amend this

= Print Preview

= Instructions

w Itern 1 Identifying information promptly if it becomes inaccurate in any way,
Information A Flease double-check the chief compliance officer information you have provided in Item 1.0,
aspecially the chief compliance officer e-mail address, to ensure that it is current, You are reqwred to
= Itemn 2 SEC amend this information promptly if it becumes inaccurate in any way.
Reqgistration/Reparting A, Mo information was provided in Schedule D Section 7.4 regarding the types of related persons

zelected in Item 7.4, Please verify that a Schedule D Section 7.4 entry is not needed.
Ay Reminder: Passing a completeness check does not relieve an investment adviser of its legal and
requlatory obligation to file accurate and complete information in a timely manner with the
0 T &) SiesnesiEns appropriate authorities.

= Itern 3 Form of

Organization

» Itern 5 Information About

Tour Advisory Business - /_ \

Employees, Clients, and This filing cannot be submitted, due to the following
Compensation completeness arrors:
u Itemn 5 Information About Error Location Error Description

Your Advisory Business - | DOmestic Investment Adviser  The Domestic Execution page is required when the Principal Office and
Execution Page Place of Business is within the United States.

Regulatory Assets Under . . . . . .
Part 1B - State Redgistered State-Registered Adviser Execution page is reguired,

S pageiment Adviser Execution Page

N J
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Form ADV - Part 2

Upload a New Brochure (Continued)

Click the Browse button on the submission screen and locate the brochure file on your computer.
Brochures must be in PDF format and must be text-searchable.

ADV on-line completeness checks passed successfully.
There are no accounting charges for this filing.

Part 2 Brochures:

BROCHURE UPLOAD
Brochure Brochure Brochure Action | Filename
D Name Type(s)
- SAMPLE  Individuals, MNew | ((Browse.. )
BROCHURE Financial
Flanning
Services

Submit Filing

Choose file

Look ir: | [ ADY Part 2 Upload Demo j e

iz"‘JInvestment Adviser _Sample Brochure, doc
1 Inveskrnent Adviser_Sample Brochure, pdf

@ iv

Desktop

\$

ty Diocuments

=
=
1

omputer

tdy Metwork. File name: |Investment Advizer_Sample Brochure. pdf j t Open i
Places
Files of type: |,-’.\|| Files [%.%) ﬂ Cancel

Copyright 2011. FINRA November — Release 2011.4 6




Form ADV - Part 2

Upload a New Brochure (Continued)
Click the Submit Filing button to submit your Form ADV filing and upload the attached brochure.

ADV on-line completeness checks passed successfully.

There are no accounting charges for this filing.

Part 2 Brochures:

BROCHURE UPLOAD

Brochure Brochure Brochure Action | Filename
D Name Type(s)
- SAMPLE Individuals, Mew |C:‘\_D0cuments and Settings\user\My Documents\Investment Adviser |[ Browse. |
BROCHURE Financial
Flanning
Services

q Submit Filing D

The following warning message displays after the Submit Filing button has been clicked:

Microsoft Internet Explorer @

9P Please note:

\‘/
Be advised that once brochures are submitted to IARD, they are immediately available to other system users and will
he posted to IAPD. h is critical that you verify you are submitting the correct brochure before transmitting this filing.

Select "OK' to continue with filing submission.
Select 'Cancel' to return to the filing.

OK ] [ Cancel
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Form ADV - Part 2

Upload Error Message

Brochures must be in PDF format and must be text-searchable. Files that are scanned to PDF format
may not contain searchable text, as scanners generally capture an image of a document. To ensure the
file be text-searchable, the scanner must have the Optical Character Recognition (OCR) turned on.

Additionally, files that are locked or password protected will also inhibit the system’s ability to search for
text. All security on the PDF file must be removed in order to upload the PDF file.

If the file does not meet the PDF and text-searchable requirement, the error message below will display.

PROBLEMS ENCOUNTERED DURING BROCHURE UPLOAD

Brochure Error Description

Name

SaMPLE This brochure does not contain searchable text, The IARD does not accept files that are imaged in their
BROCHURE entirety, such as a file containing a scanned version of a paper brochure

For technical assistance uploading your brochure, please call the IARD Hotline, 240-386-4848.
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Form ADV - Part 2

Amend a Brochure

The Amend brochure option allows a firm to update their Brochure Name, Brochure Description, and
Brochure Type for a brochure that is already on file.

To upload an updated version of a brochure, access the appropriate Form ADV amendment filing. From the
Part 2 Brochure Filing page, select the Amend radio button. And, If applicable, click the Brochure Name
hyperlink to update the brochure’s name, type, and description.

7 % Printer Friendly
INYESTMENT ADVISER Reference #: 54826166218841C
Part 2 Brochure Filing Annual Amendment

1‘3 Please note that ADY Part 2 brochures are uploaded to IARD after the Form ADY Subrit Filing process is begun,

Exemption from brochure delivery requirements for SEC-registered advisers

SEC rules exempt SEC-registered advisers from delivering a firm brochure to some kinds of clients, If these
exemptions excuse you from delivering a brochure to &% of your advisory clients, you do not have to prepare a
brochiure,

Yes Mo
Are you exempt from delivering a brochiure to all of yvour clients under these rules? * O ®

ar

If no, cormplete the ADI Bart 2 filing below,

Armend, retire or file new brochures:

Brochure Brochure Name Brochure Type(s) Amend|Retire Confirm Action

ID

54321 ( SAMPLE BROCHURE ) Individuals, Financial Planning Services @ O O [¥]s]
Change

Upon submission of the filing, and once all completeness checks are passed, the system will prompt you
to upload a new file.

ADV on-line completeness checks passed successfully.
There are no accounting charges for this filing.

Part 2 Brochures:

BROCHURE UPLOAD
Brochure Brochure Brochure Action | Filename
D Name Type(s)

- SAMPLE Individuals, Mew I'

BROCHURE Financial
Flanning
Services

( Submit Filing |
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Form ADV - Part 2

Retire a Brochure

For firms with multiple brochures on file, the Retire brochure option allows a firm to retire
brochures describing advisory services that are no longer offered to clients. If a firm has a
single brochure, updates must instead be made by amending the brochure.

To retire a brochure, access the appropriate Form ADV amendment filing. From the Part 2 Brochure
Filing page, select the Retire radio button.

Upon submission of the Form ADV filing retired brochures will be removed from IAPD the following day.
However, retired brochures will remain in IARD for historical purposes.

?| S Printer Friendly
INVESTMENT ADVYISER

Part 2 Brochure Filing

Reference #: 54826166218841C

Annual Amendment
£ please note that A0V Part 2 brachures are uploaded to [&ARD after the Form ADW Submit Filing process is begun.

Exemption from brochure delivery requirements for SEC-reqgistered advisers

SEC rules exempt SEC-registered advisers from delivering a firm brochure to some kinds of clients, If these

exemptions excuse you from delivering a brochure to 2 of your advisory clients, you do not have to prepare a
brochure.

Yes Mo
Are you exempt from delivering a brochure to all of your clients under these rules? * O ®

r

If no, complete the ADY Part 2 filing below,

Amend, retire or file new brochures:

Brochure Brochure Name Brochure Type(s) Amend/Retire YConfirm Action
1D
54321 SAMPLE BROCHURE Individuals, Financial Planning Services (9] ® (@) Mo
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Form ADV - Part 2

Confirm a Brochure

The Confirm brochure option is only available on a Form ADV Annual Amendment filing. This option
allows the firm to confirm that the brochures on file are still current .Upon submission of the filing, the
system will not prompt the firm to upload a new version of the brochure.

To confirm a brochure, access the appropriate Form ADV amendment filing. From the Part 2 Brochure
Filing page, click the Brochure ID hyperlink to verify that the brochure on file is up to date and
select the Confirm radio button.

7| & Printer Friendy
INVESTMEMNT ADVISER Reference #: 54826166218841C

Part 2 Brochure Filing Annual Amendment

«‘.3 Please note that ADV Part 2 brochures are uploaded to IARD after the Form ADV Submit Filing process is begun,

Exemption from brochure delivery requirements for SEC-registered advisers

SEC rules exempt SEC-registered advisers from delivering a firm brochure to some kinds of cients, If these
gxemptions excuse you from delivering a brochure to af of your advisory clients, you do not have to prepare a
brochure,

Yes MNo

Are you exempt from delivering a brochure to all of your clients under these rules? *

If no, comnplete the ADI Part 2 filing below,

Armend, retire or file new brochures:

Brochure Brochure Name Brochure Type(s) Amend Retirg Confirm \ction

10
SAMPLE BROCHURE Individuals, Financial Planning Services O O ® o
hange

2 Mew Brochure

« Previous
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Form ADV - Part 2

Brochure Information in View Organization

Firms can view brochure status and filing information in IARD View Organization.

The Brochure Status page displays a lit of all brochures submitted by the firm along with the current
Brochure Filing Status and the date on which the brochure was last modified.

% Printer Friendly
Brochure Status

Organization CRD#: 0000 Primary Business Name: INVESTMEMNT ADWISER
Organization SEC#: 301- 00000 Full Legal Name: INVESTMENT ADVISER, LLC,
Mo BD Record Electronic Filer

Brochure Brochure Name Brochure Type(s) Last
ID Change
Date
54321 SAMPLE BEOCHURE Individuals, Financial Planning Services 09/26/2011\&mended

Brochure Filing Statuses

Status Description

This status is set when a firm files a Form ADV Initial or if a firm files a Form

New ADV Amendment and attaches a new brochure.

This status is set when a firm files an Annual Amendment and chooses the
Confirmed “Confirm Current Brochure” option, certifying that the current brochure version
filed is still valid.

This status is set when a firm files a Form ADV Amendment and submits an up-

Amended dated brochure.
. This status is set when a firm retires a brochure or when the system retires the
Retired ; . ) .
brochure because there are no active registrations for a firm.
Archived This status is set by the system five years after a brochure has been retired.

From the Brochure Status page, click the Brochure Name hyperlink to view the Brochure Jurisdiction
Status.

% Printer Friendly
Brochure Status

Organization CRD#: 0000 Primary Business Name: [NVESTMEMNT ADWISER

Organization SEC#: 201- 00000 Full Legal Name: INVESTMENT ADVISER, LLC,

Mo BD Record Electronic Filer

Brochure Brochure Mame Brochure Type(s) Last Brochure Last

1D Change Filing Version
Date Status MNumber

54321 @.&MPLE BROCHURE_) Individuals, Financial Planning Services 09/26/2011 Amended 2
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Form ADV - Part 2

Brochure Information in View Organization (Continued)

The Brochure Jurisdiction Status page displays the brochure’s status with each jurisdiction with which
the firm is registered or has applied for registration.

Click the Jurisdiction hyperlink to view a history of the brochure’s status in that jurisdiction.

m % Prirter Frigndly
Brochure Jurisdiction Status
Organization CRD#: 0000 Primary Business Mame: [NVESTMENT ADWVISER
Organization SEC#: 2301- 00000 Full Legal MName: INVYESTMENT ADVISER, LLC,
Mo BD Record Electronic Filer
Brochure ID: S4321
Brochure Name: SAMPLE BROCHURE
Brochure Type(s): Individuals, Financial Planning Services
Current Brochure Filing Amended
Status:
Yersion Number: 2
Jurisdiction Current Brochure Jurisdiction Status Status Effective Date
Deliverad n9f2a/2011

Brochure Jurisdiction Statuses

Status Description

Accepted This status is set when a brochure is reviewed and approved by a regulator.

This status is set when a brochure is received by a regulator which does not

Delivered participate in brochure review.

Pending This status is set when a brochure is pending review by a regulator.

Deficient This status is set when a brochure is deficient and further action is needed.
Inactive This status is set when a regulator terminates a firm’s registration.

Retired This status is set when a firm retires a brochure or when the system retires the

brochure because there are no active registrations for a firm.

This status is set by the system if a firm does not have an approved registration

No Status with a jurisdiction.
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Form ADV - Part 2

Brochure Information in View Organization (Continued)

The Brochure Filing History page displays a list of brochures submitted by the filing firm.

Click the Brochure Name hyperlink to view previously submitted versions of a brochure.

?| & Prirter Friendly

Brochure Filing History

Organization CRD#: 0000 Primary Business Mame: INVESTMENT ADVISER
Organization SEC#: 2301- 00000 Full Legal Name: INVESTMEMNT &A0WISER, LLC,
No BD Record Electronic Filer
Brochure Brochure Name Brochure Type Last Filing Last Yersion
ID Date MNumber
54321 SAMPLE EROCHU@ Indi\f_iduaIS, Financial Planning 09f26/2011 2

Services

7| & Printer Friendy

Brochure Filing History Detail

Organization CRD#&: 0000 Primary Business Mame: [NVESTMEMNT ADVISER

Organization SEC#: 801-00000 Full Legal Name: INVESTMEMNT ADVISER, LLC,

Mo BD Record Electronic Filer

Brochure 1D: S4321

Brochure Name: SAMPLE BROCHURE

Brochure Type(s): Individuals, Financial Planning Services

Current Brochure Filing Amended

Status:

Filing Date Filing ID Form ADY Filing Type Brochure Status on Filing Version
Number

09/26/2011 558108 Annual Amendrment Amended

09/15/2011 557833 SEC Initial, State Initial Mew
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