Financial Industry Regulatory Autharity

FINRA Contact System Contact Management
Quick Reference Guide

Overview

Firms use FINRA Contact System (FCS) to report the names of their Executive Representatives and other
important contacts. FINRA uses FCS to deliver important communications and notices to the appropriate
persons at firms.

Accordingly, FINRA firms are required to review and update, where necessary, contact and other related
information promptly, but no later than 30 days following any change in such information and on an annual
basis. To ascertain that the firm reviews its contact information annually, FINRA requires firms to complete an
annual review process in FCS. The annual review must be completed within 17 business days after the end of
each calendar year, pursuant to NASD Rule 1160.

This guide instructs you on how to add, edit and delete contacts.

Logg Ing In
Login to Firm Gateway: https://firms.finra.org/fcs.

2. Enter your FINRA User ID.

3. Please read the FINRA Privacy Statement, which appears in the main window and select the "I Agree"
button.

Flrll'a’

Welcome to Firm Gateway

User ID

X  JDoe5 Forgot Password?

This Privacy Statement relates to the online information collection and use practices of this FINRA Enfitlement Program and embedded forms and applications (this "Web site”). This Privacy Statement
complements the full FINRA Privacy Policy and may be updated from time to time. Updates to FINRA's privacy policies will be posted here and/or in the full FINRA Privacy Policy, as appropriate.

To enable you to be employed in certain positions or participate in certain matters or opporiunities in the securities industry in the United States, FINRA collects certain personal data from you for identity verification
and regulatory purposes. Personal information may include your name, address, phone number, fingerprints, employment history and any other information that identifies or can be used to identify the person to
whom such information pertains. FINRA may use your personal information submitted via this Web site for any regulatory purpose

This Web site is operated in the United States. If you are located outside of the United States, please be aware that any information you provide to us will be transferred to the U.S. and subject to U.S. laws. By
using our Web site, participating in any of our services andior providing us with your information, you consent to this transfer of data. Additionally, by using our Web site, pariicipating in any of our services and/or
providing us with your information you also consent fo the collection, transfer, manipulation, storage, disclosure and other uses of your information as described in this Privacy Statement and the FINRA Privacy
Policy. If you do not consent to this Privacy Statement or our FINRA Privacy Policy, please do not use this Web site.

By clicking the button below, | certify that | have read and understand all of the terms of the FINRA Entitlement Program Agreement and Terms of Use and intend to form a binding agreement with FINRA on those
terms without medification or amendment thereto. If | am accepfing this agreement on behalf of an organization, | certify that | have the authority of that organization to enter into this agreement.

If you are experiencing any difficuliies logging into the system, please contact your Administrator for assistance. If you are a Super Account Administrator, contact the Gateway Call Center at 301-869-6699 for Assistance.

Do NOT bookmark this page or add it to your favorites. If you would like to create a bookmark or add this lication to your f: ites, please create the bookmark or add it to your favorites after successfully logging in

Privacy | Legal | Terms & Conditions
©2013 FINRA. All rights reserved. FINRA is a registered frademark of the Financial Industry Regulatory Authority, Inc

4. Enter your Password and select the "Continue" button.

©2013. 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.


http://finra.complinet.com/en/display/display.html?rbid=2403&record_id=4277&element_id=3601&highlight=1160#r4277
https://firms.finra.org/

5. The FINRA Contact System Roles page displays. Note: During the Annual Review period, and until the
Annual Review is complete, the Annual Review page will be the default page.

T TGN NEEEN) Firm Profile

My Firm Information

% gl -
General Information m Help @ Export =) Print
Firm Registrations

Busingess Activities FINRA Contact System

Control Affiliates

Owners & Executive Officers
» FINRA Contact System

Branch Information The following Contacts are currently associated with roles atyour firm. Please review each Contact's information and update any rale
assionments as appropriate. Fraom this page you can perform the following actions:

| Annual Review I Roles || Contacts || Reports

Eenistered Representatives

Financial Information - Associate a Contactto a role, select "Assign”

Clearing Details - Rermove the association between the Role and the Contact, select"Rermowe"
- Reassign the role to a different Contact, select"Replace”

- Associate an additional Contactto a Role, select "Add"

- Update Contact's details, select the Contact's name

- Access a detailed description of a Role, selectthe Role label

Mote: vYou can also filter this page by Raole Type or Contact Kame by selecting the appropriate radio buttan and viewing the dropdown.

* Filter by Role Type © Filter by Name All v
Firm CRD#: 00000 Firm Name: ABC SECURITIES, INC.
Role Type Hame Contact Information Assigned  Actions
Date
Required Roles
Chief Exgcutive Officer ([CEQY  DOE, JOHMATHAN 998-993-8933 05022003 Replace
or Partner* iohndoe @work.com Remove
855-8588-8588
jdoeg@home.com
Executive Representative (EF)* SMITH, JENMIFER 943-349-3333 031145/2011 Replace
jennsmithigwork.com Remove
888-888-0001
smithjenn@home.com
Designated Assistantfor ER - - - - Assign
Anti-Money Laundering JOMES, Sihd 998-989-7777 10M19/2007 Replace
Compliance Contact (AML)- samueljones@work.com Remove
Brirnary®
Anti-Money Laundeting SMITH, JENNIFER 485-999-3333 08/01/2004 Replace
Compliance Contact (AMLY - jennsmithgiwark.com Remove
Alternate aae-8288-0001 Add
smithjenn@home corm
Anti-Money Laundering DOE, JOHMATHAN 993-080-3589 06/17/2004 Replace
Caompliance Contact (AMLY - iohndoe@work.com Remove
Alternate 855-883-8888 Add
jdoe@home.corm
Chief Compliance Officer* JOMES, SAhi 999-999-7777 10192007 Replace
samueljones@waork. corm Remove
Add
Emergency Contact (BCFY - DOE, JOHNATHAN 999-995-5949 0B01/2004 Replace
Erimar* iohndoe g@nwork.com Remove
855-888-8838
jdoeg@home.com
Emergency Contact (BCFY - SITH, JERMIFER 949-349-3333 0BM1/2004 Replace
Secondary*® jennsmithi@wark.com Remove
888-888-0001
smmithjenng@horne com
Continuing Education * DOE, JULIE 999-999-2222 031482011 Replace
juliedoeg@work.com Remove
Continuing Education - - - - Assign
Alternate

Business Practices Roles
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Roles Tab

The Roles page is broken-down into the following sections: Required Roles, Business Practices Roles, System
Roles, and Other Roles (if your firm is a member of the NYSE you will also see the NYSE Roles section). To
review a specific section of roles, you can access the sections by scrolling down on the page or by selecting
the section from the dropdown menu at the top of the page, next to the Filter options.

Note: You are required to provide a contact for each Role listed in the ‘Required Roles’ section except for the
following which are optional:

o Designated Assistant for ER

¢ Anti-Money Laundering Compliance Contact (AML) — Alternate and

e Continuing Education — Alternate

Filtering the Roles page
There are two filter options on the Roles page: ‘Filter by Role Type’ or ‘Filter by Name’. To change the filter

option, select the desired radio button at the top of the page.

Filter by:

o Role Type: When filtered by Role Type, the Roles page displays a list of all roles in that role section in
FCS. If a role has a Contact associated with it, the Contact’s Name, primary phone number, secondary
phone (when provided), primary email, secondary email (when provided), and the date the Contact
became associated with the role will display.

¢ Name: When filtered by Name, the Roles page displays a list of the roles associated to a specific
Contact, additionally the Contact’s primary phone number, secondary phone (when provided), primary
email, secondary email (when provided), and the date the Contact became associated with the role will

display.
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Role Descriptions
The Role name is a link to view the definition and the requirements of the role. There are two ways to view the
definition of the role:
e Place your cursor over the role name — to display a window with the definition. Once the cursor is
moved away from the role name the definition no longer displays.

e Click on the role name — to display a window with the definition. The definition will display on the screen
until you select the close icon in the new window.

Firm Profile

[?] Hep L‘E Esport < Print

My Firm Information

General Information FINRA Contact System

Firm Registrations

Business Activities | Annual Review | Raoles || Contacts || Reports

Control Affiliates

Owners & Executive Officers The following Contacts are currently associated with roles at your firm. Please review each Contact's information and update any rale

assignments as appropriate. Fram this page you can perform the following actions:
b HINEA Contact em

i e - Agsociate a Contactta a rale, select "Assign”
i ) - Remove the association between the Role and the Contact, select"Remaove”
Reqistered Representatives - Reassign the role to a different Contact, select"Replace”
i (e ia - Associate an additional Contactto a Role, select"Add”
] ) - Update Contact's details, selectthe Contact's name
Clearing Details - Access a detailed description of a Role, select the Role label

Maote: You can also filter this page by Rale Type or Contact Mame by selecting the appropriate radio buttan and viewing the dropdown.

* Filter by Role Type © Filter by Name All v
Firm CRD#: 00000 Firm Name: ABC SECURITIES, INC.
Raole Type Name Contact Information Assigned  Actions
Date

Required Roles

Chief Executive Officer (CEQY  DOE, JOHNATHAN 995-059-9599 05/08/2003 Replace

or Partner® iohndoe@work.com Remove
8a8-888-5888
jdoe@home.com

Executive Representative (EFY* SMITH, JENMIFER 999-998-3333 0314a/2011 Replace
TERNSIAITN GO arR Carm Remove

Executive Representative (ER) %]
Designated Ass|: The Executive Representative is the individual who shall represent, - Assign

vote, and act for the member in all the affairs of FINRA,

i- ! A . . . . . .
anti-Maney Lau The e-mail address listed for the Executive Representative will receive

10192007 Replace

Compliance Cony o ) i Remove
Primary" regularweekly and petiodic special e-mail broadcasts from FINRA.
i Members should ensure that the e-mail address is up-to-date at all
g%%mﬁgﬁcé_?;% [ times. The Executive Representative is responsible far ensuring the 0Bi01/2004 %ﬁ:
Aemate ﬂ_rm s cump_llance with any and all matters where notification is made Add
via electronic means.
i An executive representative of a member shall be a member of senior
Anti-Money LAUrE managerment and registered principal of the member 0Bf17/2004 Replace
Campliance Con. 4 Remove
Alternate epetemepeem et Add
jdoe@home.com
Chief Compliance Oficer* JOMES, SAM 999-999-7777 101852007 Replace
samueljonesi@wark.com Remoue
Add
Emergency Contact (BCPY - DOE, JOHNATHAN 943-095-5390 0B/01/2004 Replace
Prirmary* iohndoe@work.com Remove

885-885-38818
jdoe@home.com

Actions

The action links appear in the ‘Actions’ column on the far right side of the page. If you do not have entitlement
privileges to edit FCS, these links will not display.

Copyright 2013. FINRA
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From the Roles page you can:
e Add an individual to a role that allows more than one contact — Select the “Add” link.
e Assign an individual to an empty role — Select the “Assign” link.
¢ Replace the person associated with a Role — Select the “Replace” link. By selecting replace you are
completing two steps in one. Replace allows you to remove the individual's association to a role and
assign a new individual to the role.

Note: When you select Add, Assign or Replace from the Roles page, a pop up window will display. From the
pop up window, you will be given a list of individuals (eligible contacts) that meet the role requirements, to
associate to the role. Select the appropriate Contact from the Eligible Contact list and select the Replace (Add
or Assign) button to update the role association.

e Remove a particular individual's association with a Role — Select the "Remove" link. By selecting
remove you are NOT deleting the individual from FCS, it will only remove the individual's association
with the Role. Additionally the role will be left with no individual assigned to it.

e Update a contact’s record_— Select the Contact’s name. The contact’'s name is a link to the Contacts
tab where you can edit the Contact’s FCS record.

Forms &Filings ][ web cRD Report Center | NI Uiser Adrministration
My Firm Information
1 L} -
General Information [?] Heip g Export fgg Print

Firm Registrations
Business Activities

Control Afiliates FINRA Contact System

Crmers & Executive Officers | Annual Review | Roles || Contacts || Reports
b FINRA Contact 1:111]
Branch Infarmation The following Contacts are currently associated with roles atwour firm. Please review each Contact's information and update any role

Registered Representatives assignments as appropriate. From this page you can perform the fallowing actions:

Einancial Infarmation - Associate a Contactto a role, select"Assign”

Clearing Details - Removle the associationl hetween the Role and the Contact, select"Remaove”
~learing Uetalls - Reassign the role to a different Contact, select"Replace”

- Associate an additional Contactto a Role, select"Add"

- Update Contact's details, select the Contact's name

- Access a detailed description of a Role, selectthe Role label

Mote: You can also filter this page by Role Type or Contact Name by selecting the appropriate radio button and viewing the dropdown.

@ Filter by Role Type © Filter by Name | Al [+]
Firm CRD#: 00000 Firm Mame: ABC SECURITIES, INC.
Role Type Hame Contact Information Assigned  Actions
Date
Required Roles
Chief Executive Officer (CEQY  DOE, JOHNATHAN 909-845-3494 01/01/2000| Replace
ar Partner* johndoeg@hwark.com Remove
a8a8-888-9888
jdoe@home.com
Executive Representative (ER)* SMITH, JENMIFER 484-598-3333 06/01/2004| Replace
jennsmith@work.com Remove
888-888-0001
smithjennghome.com
Designated Assistant for ER - - - Assign
Anti-toney Laundeting JOMES, SAM 999-999-7777 100152007 | Replace
Campliance Contact{AbL)- samueliones@work.com Remove
Erimary*
Anti-Money Laundering SMITH, JENMNIFER 4849-598-3333 06i01/2004| Replace
Compliance ContactiAbL) - jennsmith@work.com Remove
Alternate 888-288-0001 Add
smithjennghome.cam

a1
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Alerts

If your firm has missing or incomplete information in FCS, there are alerts, which help you identify when
information is incomplete or missing. At the top of each page in FCS, across from the tabs there is a running
count of your firm’s alerts.

The alerts under the role name provide details on what is needed.

e Required Role - Contact must be provided. Displays when no contact is associated to a Required
Role.

e Contact must be associated with the firm. Displays when the contact assigned to the role no longer
has a Form U4 association with your firm.

e Contact must be a principal with the firm. Displays when the contact assigned no longer holds a
principal license with your firm.

e Missing Information - Alternate phone/email is required. Displays when the secondary contact
information is missing for the Emergency Contact (BCP) - Primary or Secondary contact.

e Missing Information - Area of Primary Compliance Responsibility description is required.

Displays when there are multiple CCOs and the Area of Primary Compliance Responsibility text is not
provided.

In addition, alerts are also displayed on the Contacts tab. If there is missing or incomplete information within a
Contact’s record there will be a * * * image next to the Contact’s name on the left hand side.

Forms & Filings || web CRD Firm Profile

My Firm Information
Help @ Export

General Information i Roint
Firm Registrations
Business Activities FINRA Contact System
Caontral Affiliates
Owners & Executive Officers | Annual Review | Roles ” Contacts ” Reports | A There is 1 alert in your contact list

» FINRA Contact em

Branch Infarmation The following Contacts are currently associated with roles atyour firm. Please review each Contact's information and update any role

] . assionments as appropriate. From this page you can perform the following actions:
Renistered Renresentatives

Financial Information - Associate a Contactto a role, select"Assign”

- Remowe the association between the Role and the Contact, select "Remaowve”
- Reassign the rale to a different Contact, select"Replace”

- Associate an additional Contactto a Role, select"Add”

- Update Contact's details, select the Contact's name

- Access a detailed description of a Role, select the Role label

Clearing Details

Mote: You can also filter this page by Role Type or Contact Mame by selecting the appropriate radio buttan and viewing the dropdown.

@ Filter by Role Type © Filter by Name All v
Firm CRD#: 00000 Firm Name: ABC SECURITIES, INC.
Role Type Name Contact Information Assigned  Actions
Date

Required Roles

Chief Executive Officer (CEQY |- - - Assign

or Partner*

Required Role - Contact must

be provided.

Executive Representative (ERY* SMITH, JENMIFER 999-999-3333 031572011 Replace
jennsmith@work.com Remoue
885-885-0001
smithjenni@home.com

Designated Assistantfor ER -- - - Assign

Anti-Money Laundering JOMES, SAM 999-999-7777 101972007 Replace

Compliance Contact (AML}- samueljones@work.com Remove

Prirnary*
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Contacts Tab

The Contacts page displays a list of all Contacts associated with your firm along with the roles with which they
are associated and the date their contact information was last updated. The list of current Contacts can be
filtered alphabetically, by last name, using the ‘Last Name Starts with’ dropdown.

From the Contacts page you can:

Add a new Contact to FCS — Select the “Add Contact” button. You must first indicate if the individual is
Registered or Non Registered, and then provide the required contact information.
View an existing Contact’s record — Select the Contact’s name to view or make changes to their record. After

selecting the Contact’s name you can:

e Edit the record of an existing Contact — Select the “Edit” button to make changes to the individual’s

FCS record.

e Delete the record of an existing Contact — Select the “Delete” button to remove the Contact’s record
from FCS. Any roles currently assigned to the individual will be unassigned. You will still be able to view
historical information regarding the individual’s record in the Reports tab.

e Transfer Roles associated to the contact — Select the “Transfer Roles” button to assign all or selected
roles to a different Contact. Note: This option is only available when the contact is currently associated

to arole.

Firm Gateway

My Firm Information

General Infarmatian

Eirtn Redistrations

Business Activities

Control Affiliates

Owners & Executive Officers
» EINRA Contact em

Branch Infortmation

Renistered Representatives

Financial Information

Clearing Details

Copyright 2013. FINRA

FINRA Contact System

Forms & Filings

| Annual Review

Contacts
FINRAfirms are required to update

actions:

- Edit, Delete, or Transfer Roles of anh existing Contact, selectthe Contact's name from the list on the left hand side

| Roles || Contacts || Reports |

Webh CRD

required contact infarmation promptly, but no later than 30 days following any change in such
information. Please review each Contact's infarmation and update as appropriate. From this page you can perform the follawing

- Add a new Contact, select"Add Contact' hutton

Add Contact J

Last Hame Starts with: | ALL v

Contact Person
Select Contact :

CRD#
DOE, JOHMATHAM —_
DOE. JULEE First Name:*
JONES, SAM Middle Narne:
EEP. REGGIE Last Mame:*

Fosition Title:*

Phones

Primary Phane:*
Secondary Phane:
Fax®

E-mails

Primary E-mail:*
Secandary E-mail:
Address

Country:*
Street Line 1:*



Add New Contact
Individuals listed as contacts are either Registered individuals, meaning they have a Form U4 on file with your
firm, or they are Non Registered individuals, meaning they do not have a Form U4 on file with your firm.

Note: Individuals associated with your firm as a Non Registered Fingerprint person (NRF) or a Page 2 only
person (Direct Owners/Executive Officers) are considered Non Registered individuals in FCS.

1. Select the “Add Contact” button.
2. Indicate whether the individual is Registered or Non Registered.

e For Registered individuals enter either their name or CRD# in the box below ‘Registered Contact
Search.’

e For Non Registered individuals select the checkbox below ‘Non-registered Contact.’
Firm Gateway

Forms &Filings | [ web cRD Firm Profile

Mty Firm Information

Help L’E Export (- Print
General Information . B = |

Firm Registrations

Business Activities FINRA Contact System
Control Affiliates

Ownars & Executive Officers | Annual Review | Roles || Contacts || Reports

b FINRA Contact em Add New Contact

Branch Infarmation

) ) Firstindicate whether the Contact is Reaistered or Mon-Registered. Then enter the required contact inforrmation and select"Save".
Registered Representatives

Einancial nformation

Firm CRD#: 00000 Firm Name: ABC SECURITIES, INC.
Clearing Details
Add Contact
Registered Contact Search
Gelect Contact To add an individual currently registered with the firm, enter any part ofthe persan's Name ar their CRD# in

the box belaw.

Last Name Starts with: mﬁ:i.olpgilzlglgzls currently associated with the firm as a Mon Registered Fingerprint person or a Page 2 anly,

AL ]

DOE, JOHMATHAMN
Non-registered Contact

DOE, JULIE To add an individual that is NOT currently registered with your firm, selectthe checkbox helow. Once you

JOMES, SAM selectthe checkhoxyou will be able to enter the individual's information.

REF REGGIE [fthe individual is not registered with your firm, please click here; T

SMITH, JENMIFER
Contact Person
CRD#
Salutation:
First Mame:*
Middle Mame:
Last Mame:*
Suffi

Fosition Title:*

Phones

Primary Phone:*
Secondary Phone:

Fax®

E-mails

Primary E-mail:*

Secondary E-rail:

Address
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3. Enter the required contact information.
Note: For Registered individuals the Last Name that displays is the information from Web CRD.
4. Select the “Save” button.

If all the required information is provided and complete, the system will save the information and display
the Contact’s record in read only mode.

If all the required information is not provided or incomplete the system will display the following
message at the top of the page. ‘Validation issues exist. You must correct all problems before you can
save.” An error message will also appear next to the field where the issue is occurring.

Edit Contact

FINRA firms are required to update required contact information promptly, but no later than 30 days following
any change in such information. To update an existing contact, fill in the missing or inaccurate values, select
Edit.
Note: You must create a new contact record for each individual. You may not change the name on a contact
record unless the person's name was legally changed.

The steps to update a Contact’s Last Name will be different depending on whether they are Registered or Non

Registered.
1. Select the Contact’'s name, on the left hand side of the page.
2. Select the “Edit” button.

If the contact is Registered, the last name field (and CRD# field) will be read only and will not allow
edits. The following text will display, ‘To report a name change for this Contact person, please file a
Form U4 in Web CRD.’ If updates are needed to the Contact’s last name they must be made in Web
CRD. The changes made in Web CRD will be reflected in FCS in 24 hours.

If the contact is Non Registered, the last name field initially will not allow edits. You must select the
checkbox next to, ‘This field should only be changed if the Contact changed her/his last name. To
change the Contact’s last name click here.’

Review the changes, then select the “Save” button.

If all the required information is provided and complete the system will save the information and the
Contact’s record will display in read only mode.

If required information is incomplete the system will display the following message at the top of the
page. ‘Validation issues exist. You must correct all problems before you can save.” An error message
will also appear next to the field where the issue is occurring.
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Firm Gateway

Firm Profile

irm Information

General Inforrmation
Firm Renistrations
Business Activities
Control Affiliates

Cwners & Executive Officers

E Help @ Export

E;é Print
FINRA Contact System

|Annua| Revigw: | Faoles || Contacts || Reparts

Edit Contact: SAM JONES

» FINRA Contact em Please perform all the regquired changes on the information below and select"Save".

Branch [nformation

Eedistered Representatives
Einancial Information

Clearing Details

Copyright 2013. FINRA

Firm CRD#: 00000

Add Contact

Select Contact

Last Hame Starts with:

AL (]
DOE, JOHMATHARN
COE JULIE
JORES, SAM

REP. REGGIE
SMITH, JENMIFER

Firm Name: ABC SECURITIES, INC.

e

Walidation iszues exist. You must correct all problems befare you can save.

Contact Person

CRD# Add a CRO# to this contact

Salutation:

First Marme:* |8Aru1 |

Middle Mame: | |

Last Mame:* Thiz figld shauld anly be changed if the Contact chanoed herhis last name . To change the
Cortact's last name, click here: r
JOMES

Suffi

Fosition Title:*

Phones

e

| |Required

FPrimary Fhone:*

Secondary Phone:

Fam®

E-mails

123456789 Please use format 123-456-7390

399-999-7333

e

Primary E-mail:*

Secondary E-mail:

Address

[sarnueljones@work.com |

Frotm the Current Address drop doswn, select one of the addresses currertly used by your firm ar select "Add new
gddress", to add & nevwy address tothe system.

Current Address:
Country:*

Street Line 1:*
Street Line 2
City:*

StateiProvince:®

ZipliPostal Code:®

Associated Roles

123 Main Street Rockille Maryland 20850 UMITED STATES M

UMITED STATES
123 Main Street

Suite 55

Fockille

taryland
208480

The Aszsocisted Role(s) below | indicate the roles the Contact holds at your firm. Click here to update the role

associations.
CRD Renewals

Fegulatory Inguiries

e

“alidation issues exist. You must correct all problems before you can save.
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Edit Contact’s Address

Each contact in FCS must have an address associated to their record. When their record is created they can
either use one of the addresses being used by another Contact (listed in the dropdown) or create a hew
address. The addresses that display in the dropdown list are the addresses currently associated to a Contact
at your firm. Once an address is no longer associated to any Contacts at your firm it will not display in the
dropdown list. To change the Contact’'s address, complete the following steps:

Select the Contact’'s name, on the left hand side of the page.

Select the “Edit” button.

Click the dropdown button, in the ‘Address’ section.

Select either; “Add new address” or select one of the existing addresses from the dropdown list.
e If add new address is selected you will be required to enter the address.

5. Select the “Save” button.

PwbhE

Edit a Contact’s Area of Primary Compliance Responsibility

FCS will allow more than one contact to be associated to the role of Chief Compliance Officer (CCO). When
multiple CCOs are listed, each CCO must provide a description of their primary compliance responsibilities.
To add or edit the Area of Primary Compliance Responsibility description, complete the following steps.

From the Roles Tab, select the Chief Compliance Officer's name.

The Contacts page displays, select the “Edit” button.

Enter a description, using the textbox provided in the ‘Area of Primary Compliance Responsibility’ section.
Select the “Save” button.

PN PE

Transfer Roles
The steps to Transfer Roles to another contact are slightly different depending on the number of roles the
contact is associated to. Note: This option is only available when the contact is currently associated to a role.

1. Select the Contact’'s name, on the left hand side of the page.
2. Select the “Transfer Roles” button. The Transfer Role pop up window will display.
3. From the pop up window, select the Roles you wish to transfer.
¢ If the contact is only associated to one role, this step does not apply and will not display.
4. From the Eligible Contacts list, select a Contact.
o If multiple roles are selected to transfer, the Eligible Contacts list will only display the Contacts that
meet the criteria for all the roles selected.
5. Select the “Transfer” button.
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Firm Gateway

Firm Proie

Filings

My Firm Information

Hel 5 Export | -y Print
General Information IE' =L @ nL &2
Eirm Registrations
Business Activities
FINRA Contact System
Control Afiiliates
Oweners & Executive Officers | Annual Review I Raoles || Cantacts || Reparts
FINRA Contact
' e A Edit Contact: SAM JONES
Branch [nformation Frarn this page you can:
Eedgistered Representatives
Financial Information - Update a contact's details, selectthe "Edit' button
e - Delete the contact fram FCS and remove all associated roles, select the "Delete” button
Clearing Details - To transfer the roles associated with this contact to another contact, selectthe "Transfer Raoles" button.
Mote: This option is only available when the contactis currently assigned to a role.
Firm CRD#: 00000 Firm Hame: ABC SECURITIES, INC.
Transfer Role [ X |
Select Contact
Last Name Starts  First select role(s) below to transfer from SAM JONES
ALL | w
— Current Assigned Roles:
DOE, JOHMATHAR ™ Select &l
DoE, JULIE
JOMES, Sam ™ Regulatary Ingquiries
REP, REGGIE ¥ CRD Renewals
SMITH, JEMMIFER
Mext select an individual frorn the Eligible Contacts list to transfer the selected roles to.
Eligible Contacts Contact Information
DOE, JULIE Mame: REP, REGGIE
REP, REGGIE Fosition Title: Tearmn Lead
Frimary Phone:  777-777-7777
Secondary Phone:
Fax gg88-8858-9888
Prirnary E-mail:  reggie@work.com
Secondary E-mail;
Address: 456 South Market Street
Rockville, Marand 20850 LUNITED STATES
Country® UMITED STATES
Copyright 2013. FINRA 12




Add CRD number for an existing Contact

Individuals that were added to the Contact System as a Non Registered Contact can have their CRD# added
to their FCS record, once they become registered with your firm. To add the individual’'s CRD # to their FCS
record, complete the following steps:

1. Select the Contact's name, on the left hand side of the page.
2. Select the “Add a CRD# to this contact” link.

Firm Gateway

A | BEEEGTEN (NS Firm Profile

My Firm Information

Genetral Information Hel @ Export (3 Print
General Information E elp Y| EXPO _‘ﬂ Tl

Firm Renistrations
Business Activities

FINRA Contact System
Control Afiiliates

Owners & Executive Officers | Annual Review | Raoles || Contacts || Feports
FINRA Contact em

g Edit Contact: SAM JONES
Branch [nformation Frorm this page you can:
Registered Representatives
Financial Inforrmation

- Update a contact's details, select the "Edit* button

- Delete the contact from FCS and remove all associated roles, selectthe "Delete” buttan

Cleating Details - To transfer the roles associated with this contact to another contact, select the "Transfer Roles" button.
Mote: This option is only available when the contact is currently assigned to a role.

Firmm CRD#: 00000 Firm Mame: ABC SECURITIES, INC.
Add Contact Transfer Roles
Select Contact Contact Person
Last Name Starts with:  CRD:: Add a CRD? ta this contact
-ALL v
.' Salutation:
DOE, JOHMNATHAN
First Mame:* SAM
DOE, JULIE
JOMES. SaM Middle Mame:
REP, REGGIE Last Mame:* JOMES
ShMITH, JERMMIFER Suffix:
Fosition Title:* Leader
Phones
Frimary Fhone:* 999-999-7333

Secandary Phone:

Fam® 123-456-7890

3. The Add CRD# to contact pop up window will display, enter the Contact's CRD number.
4. Select the “Add” button.

e If the Contact's Last Name matches the Last Name in CRD the system will display the following
message: ‘Name in CRD: <Individual's Last Name First Name> Name in FCS <Individual’'s Last Name
First Name>’

o If the Contact’s Last Name does not match the Last Name in CRD the system will display the following
message: ‘The Last Name in CRD <Individual’'s Last Name in CRD> and FCS <Individual’'s Last Name
in FCS> do not match. Please re-enter the individual CRD# and click Add again.’

¢ If the CRD number entered does not match a CRD number for an individual at your firm, the system will
display the following message: ‘The CRD# <Individual's CRD#> entered is not found.’
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Forms & Filings || Web CRD

My Firm Information

General Infarrmation E Heip | Emport & Print
Firm Registrations
Business Activities
Caontrol Affiliates
Owners & Executive Officers Annual Review Roles || Contacts || Repors

b EINRA Contact System Edit Contact: SAM JONES
Branch Infarmation Frorn this page you can:

Bedistered Representatives

FINRA Contact System

- Update a contact's details, selectthe "Edit* button

- Delete the contact fram FCE and remave all associated roles, select the "Delete” button

Clearing Details - Ta transfer the roles associated with this contact to another contact, select the "Transfer Raoles" button.
Mote: This aption is anly available when the contact is currently assigned to a role.

Financial Infarmation

Firm CRD#: 00000 Firm Mame: ABC SECURITIES, INC.
Add Contact Delete Transfer Roles
Select Contact Contact Person
Last Name Starts with:  CRD# Add a CRO# to this contact
DOE, JOHMATHAMN
Salutation:
DOE, JULIE
JONES. SaM First Warme:* SAM
REF FEGGIE tiddle Marme:
SMITH, JEMHIFER : AR

Add CRD#¥ to contact

To add a CROE to this Contact's record, enter the CRO# and select "Add"
Mote: A CRED# can only be added for individuals currently associated to
the firm in CRD.

Please enter the Individual's CRD#

Mame in CRO: JORES S5
hame in FCE: JORNES Sah

Cancel

Primary E-mail* samueljones@work.com

Secondary E-mail:

5. Select the “Add” button again.

6. The Add CRD# to contact pop up window will display with a confirmation message ‘The CRD# <Individual’s
CRD#> has been assigned to: <Individual's Last Name First Name>.’

7. Select the “OK” button.

Once the Contact’'s CRD# has been successfully added to their FCS record, the ‘Add a CRD# to this contact’
link will no longer display and the CRD# will display in Contact’s record.
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Reports Tab

There are four reports available in FCS. Reports are free of charge and can be requested at any time. The
details of the report will display on the page and can either be printed or exported into an Excel spreadsheet.
Note: In order to print or export the Reports you must have entitlement to edit FCS.

Report by Role - provides a list of the changes made to all roles or a specific role during a specified timeframe.
You must provide the following search criteria; From Date, To Date and a Role. The From Date and To Date
must be in the MM/DD/YYYY format.

e No results will be returned if no changes were made to the selected role during the specified timeframe.

Report by Name - provides a list of the changes made to a Contact’s record during a specified timeframe. You
must provide the following search criteria; From Date, To Date and a Name. The From Date and To Date must
be in the MM/DD/YYYY format. You can enter the Contact’s full name or a partial name.
¢ Results will only be returned for individuals that have been entered as Contacts in FCS and changes
were made to the Contact during the specified timeframe.

Snapshot Report - provides a list of the contacts associated to all roles on the desired date. You must provide
a date (MM/DD/YYYY).

Annual Review Report - provides a snapshot of your firms historical Annual Reviews (provides the Required
Contacts, their assigned roles at the time of the Annual Review, and details regarding the completion of the
Annual Review.) You must select an Annual Review Period from the dropdown.

e Will only display once your firm is required to complete the Annual Review.

Requesting a Report
The steps to request each report are similar.

1. Select the radio button next to the desired report, on the left hand side of the page.
2. Enter the required criteria.
3. Select the “Go” button.

Firm Gateway

Forms & Filings || Wweb cR | [ R0 | I

My Firm Information
m Help

| Lk -
General Infarmation @ Eanant &2 Print
Firm Renistrations
Business Activities
FINRA Contact System
Caontral Affiliates
Qwhers & Executive Officers | annual Review || Roles |[ contacts |[Reports
b FINRA Contact em
Branch Inforration € Reoort b Ral
por oy Role Report by Hame

Registered Representatives & port iy

] ] ] Report by Mame The Report by Name pravides the histary of the changes made to a specific Contact based on the dates
Financial Infarmation " Snapshot Report provided. This reportwill only display information for individuals that currently have or previously had a
Clearing Details " Annual Review Report record in FCS.

To request a report, enter a "From Date" (MMIDDMAYYY) and & "To Date” (MM/DDMAYYY), then enter the
Contact's hamme ¢full or partial), then select"Go "

Fram Date:* 2o To Date:* (31872011

Search Name:* |due | m
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FCS Contact Management Frequently Asked Questions

Q: I just submitted a Form U4 for a new representative, now | want to add the person as a contact in FCS. Why
doesn't the representative show up when | search for them?

A: Changes such as filing a new Form U4, last name change, addition of a principal license or approval of a
principal license takes 24 hours to reflect in FCS.

Q: When | login | can see FCS but | can’t make changes to the information. Why can’t | make any changes?
A: Check your entitlements, to edit FCS users must have the “Use” privilege for the Write entitlement. Please
contact the SAA for your firm and ask to have your entitlement privileges updated.

Q: My firm is a sole proprietor who should | enter as my, “Secondary Emergency Contact?”

A: Rule 4370 requires all members designate two emergency contact persons.

The second emergency contact person should be an individual, either registered with another firm or
nonregistered, who has knowledge of the member's business operations (e.g., the member's attorney,
accountant, or clearing firm contact).

Q: Is there a rule requiring my firm to review and update all contact information required by the FINRA Contact
System (FCS)?
A: Yes, NASD Rule 1160 requires firms to:
» update all contact information required by FINRA via FINRA Contact System (FCS) promptly upon any
material change;
» review and verify contact information annually; and
» comply promptly with any request for contact information.

The mandatory annual review must be completed within 17 business days after the end of each
calendar year. For more information please see Regulatory Notice 07-42.

Q: When | Replace, Add, or Assign a contact to a role, why don't all my firm’s contacts display in the Eligible
Contact list?

A: The Eligible Contact list will only display the contacts that meet the requirements for the selected role. For
example, if you wanted to Replace your Executive Representative, the Eligible Contacts list would only display
the contacts that are currently registered with the firm and currently hold a principal license with your firm.

Q: Why is my firm required to provide the Area of Primary Compliance Responsibility?
A: The Area of Primary Compliance Responsibility is required, for each Chief Compliance Officer (CCO), when
the firm has more than one Chief Compliance Officer. For more information please see FINRA Rule 3130.2.

Q: I don't see the Business Mix section, was it moved to a different location?
A: The Business Mix section was removed from FCS and can now be found in the Business Activities section
of Firm Profile.

Q: | have more questions about the FINRA Contact System. Who should | contact?
A: You may call the Gateway Call Center at (301) 869-6699 (8 a.m. — 8 p.m., ET, Monday — Friday) or send an

email to fcs@finra.org.
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