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Both OSJ and non-OSJ branches must maintain this file. The file should 

include, but not limited to: 
 

 Address change form signed by the client (D035) 

 Evidence of being reviewed and approved by the OSJ Supervisor prior 

to being processed 

 Evidence of such request being processed 

 Maintain this file in chronological order 

 Additional copy should also be maintained in the client’s file 
 

Address change requests must be received in writing from the client. 

Address changes for multi-party accounts must have a written request 

from each party. In addition, requests to change an address to a post 

office box will only be accepted if the client’s permanent street address is 

maintained in the client file, both at the home office and the branch. 

Please note that address change requests for directly held accounts must 

be forwarded to the sponsoring firm from the Home Office. RRs are 

prohibited from sending such request directly to the sponsoring firm.  

(D014-102512) 

 

 

    
 

 

Both OSJ and Non-OSJ branches must maintain this file. The file should 

include, but not limited to: 

 

 Copies of all related materials with the evidence of the compliance 

approval and approval number 

 Copies of FINRA approval letter, if applicable 

 Final copies must be maintained in the file 

 Maintain this file in chronological order  

 Rejected advertising material must be maintained in a separate file 

 

Advertisements are communications in the public media, such as newspaper 

or television advertisings as well as unrestricted website material like a public 

web site or a banner advertisement. Please note that depending on the 

products or services mentioned, they may need to be filed with FINRA.  

(D014-102512) 

     
 

 

 

 

Non-OSJ branches must maintain this file. The file should include, but not 

limited to: 

 

 A copy of executed branch office agreement 

 A list of individuals assigned to this location and their start date and 

end date 

 Branch business continuity plan and calling tree 

 Branch inspection report and response letter 

 RR’s monthly checklist (D023) 

 Maintain this file in chronological order 

 

The Person-in-Charge of the location is responsible for maintaining the file. 

(D014-102512) 

 

     
 

 

 

OSJ branches must maintain this file. The file should include, but not limited 

to: 
 

 A copy of executed branch office agreement 

 Delegation of Authority with the evidence of such authorization being 

reviewed and approved by firm’s CEO or his or her designee (if any) 

 A list of individuals and their locations supervised from this OSJ 

Branch location and their start date and end date 

 Branch business continuity plan and calling tree 

 Branch inspection report and response letter 

 OSJ Supervisor’s Monthly Checklist (Form #D024) 

 RR’s monthly checklist (D023) 

 Maintain this file in chronological order 

 

The OSJ Supervisor in this location is also responsible for maintaining the files 

for the location and the files for other locations under his or her supervision. 

(D014-102512) 

    
 

 
 

 

Both OSJ branches and non-OSJ branches must maintain this file. The file 

should include, but not limited to: 
 

 Cash and Non-Cash Compensation Log (D033)  

 Evidence of the log being reviewed by the OSJ Supervisor 

 Evidence of the cash or non-cash compensation being approved by 

the firm’s Compliance Department   

 Maintain this file in a chronological order 
 

The log should include all non-cash compensation (including travel 

expenses, meals, lodging, prizes, and awards) received including those 

offered from third party product sponsors or providers. In addition 

when/if a third party pays, in whole or in part, for an educational meeting 

or seminar hosted by RR, such payment must be pre-approved by the 

firm’s Advertising Compliance Department and such payment must be 

also recorded in the log.  (RRs may not receive any compensation directly 

from outside firms or persons) (D014-102512) 

 

    
 

 

Both OSJ and Non-OSJ branches must maintain this file. The file should 

include, but not limited to: 

 

 Checks received log (D028) with copies of checks  

 Evidence of being reviewed by the OSJ Supervisor 

 Copies of checks should also be maintained in the client’s file 

 Maintain this file in chronological order 

 

It is our policy to advise clients to send checks, appropriately made out, 

directly to the appropriate third party. However, when clients do send 

checks, made payable to a third party, to the branch location, the branch 

must send the check to the appropriate third party no later than noon of 

the following business day. Should a client send or submit a check payable 

to Colorado Financial or the registered representative, the check must be 

returned to the sender. (D014-102512) 

 

 

ADDRESS CHANGE FILE ADVERTISING FILE 

BRANCH FILE  

(NON-OSJ BRANCH) 

BRANCH FILE  

(OSJ BRANCH) 

CHECKS RECEIVED FILE CASH AND NON-CASH 

COMPENSATION FILE 
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Both OSJ and Non-OSJ branches must maintain this file. The file should 

include, but not limited to: 

 

 Incoming correspondence log (D030)  

 A copy of date stamped correspondence received     

 Evidence of being reviewed by the OSJ Supervisor 

 For OSJ branches, copies of correspondence received for or from off-

site location must also be maintained in this file 

 Maintain this file in chronological order 

 Additional copy should also be maintained in the client’s file 

 

Incoming Correspondence (including incoming fax) is defined as any 

written letter, electronic mail message, and any letter received from a 

client or prospective client. (No need to maintain a copy of electronic mail 

message in this file) Any mail containing a complaint of any nature is to be 

immediately given to the Compliance Department. (D014-102512)      

 

    
 

 

 

 

Both OSJ and Non-OSJ branches must maintain this file. The file should 

include, but not limited to: 

 

 Outgoing correspondence log (D031) 

 A copy of correspondence sent 

 Evidence of being reviewed by the OSJ Supervisor  

 Maintain this file in chronological order 

 Additional copy should be maintained in the client’s file 

 

Outgoing Correspondence (including outgoing fax) is defined as any 

written letter, electronic mail message, and any market letter sent to one 

client or prospective client. (No need to maintain a copy of electronic mail 

message in this file) (D014-102512) 

    
 

 
 

Both OSJ and Non-OSJ branches must maintain this file. The file should 

include, but not limited to: 
 

 Clients’ written complaint letter 

 Evidence of complaint being reviewed and forwarded to the 

Compliance Department 

 Any other documents provided or used during the investigation of 

the complaint 

 Both RR’s and OSJ supervisor’s written statements 

 Any related documents, such as, settlement agreement 

 Maintain this file in chronological order 
 

“Complaint" is defined as any written statement by a client or a person 

acting on behalf of a client alleging a grievance involving the activities of a 

person under the broker-dealer's control in connection with the 

solicitation or execution of any transaction or the disposition of securities 

or funds of that client. When a written complaint is received, a copy 

should be forwarded immediately to the firm’s Compliance for follow-up. 

(D014-102512) 

 

    
 
 

 

Both OSJ and Non-OSJ branches must maintain this file. The file should 

include, but not limited to: 
 

 Municipal securities related customers’ written complaint  

 Evidence of complaint being reviewed and forwarded to the 

Compliance Department and MSRB Brochure delivery date 

 Any other documents provided or used during the investigation of 

the complaint  

 Both RR’s and OSJ supervisor’s written statements 

 Any related documents, such as, settlement agreement 

 Maintain this file in chronological order 
 

“Complaint" is defined as any written statement by a customer or a 

person acting on behalf of a customer alleging a grievance involving the 

activities of a person under the broker-dealer's control in connection with 

the solicitation or execution of any transaction or the disposition of 

securities or funds of that customer. When a written complaint is 

received, a copy should be forwarded immediately to the firm’s 

Compliance for follow-up. (D014-102512) 

    
 

 
 

Both OSJ and Non-OSJ branches must maintain this file. The file should 

include, but not limited to: 

 Options securities related customers’ written complaint 

 Evidence of complaint being reviewed and forwarded to the 

Compliance Department 

 Any other documents provided or used during the investigation of 

the complaint 

 Both RR’s and OSJ supervisor’s written statements 

 Any related documents, such as, settlement agreement 

 Maintain this file in chronological order 

“Complaint" is defined as any written statement by a customer or a 

person acting on behalf of a customer alleging a grievance involving the 

activities of a person under the broker-dealer's control in connection with 

the solicitation or execution of any transaction or the disposition of 

securities or funds of that customer. When a written complaint is 

received, a copy should be forwarded immediately to Compliance for 

follow-up. (D014-102512) 

 

    
 
 

Both OSJ and Non-OSJ branches must maintain this file. The file should 

include, but not limited to: 

 

 Direct business blotter (D020) and/or Engagement Log (D034) 

 Evidence of being reviewed by the OSJ Supervisor  

 Maintain this file in chronological order 

 All documents related to opening and maintaining directly held 

accounts including CFSC’s Direct New Account Form (D003 or D008) 

should be maintained in the client’s file 

 All documents related to each engagement must be maintained in 

each engagement or deal file. 

 

(1) Mutual Fund: The Investment Company required documents can be 

sent directly to the Investment Company. A copy of the investment 

company required documents with CFSC’s required documents including a 

direct business blotter must be forwarded to the OSJ Supervisor. (2) Other 

than MF: All documents with a direct business log must be sent to the 

Home Office for approval and process. (D014-102512) 
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CUSTOMER COMPLAINT 
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Both OSJ and Non-OSJ branches should maintain this file. The file should 

include, but not limited to: 

 

 General product information 

 Any third party issued due diligence report, if any 

 Reason for recommending the product to clients  

 Reasonable-Basis Suitability Assessment Report (B001) 

 Maintain this file in alphabetical order 

 

Because each product may involve different risk and investment 

objectives, each Registered Representative should exercise due diligence 

to ensure that the product they recommend is consistent with the client’s 

investment objective and must establish reason for recommending the 

product to clients. (D014-102512) 

 

    
 

 
 

Both OSJ branches and non-OSJ branches must maintain this file. The file 

should include, but not limited to: 
 

 Gift & entertainment log (Form# D029) 

 Evidence of the log being reviewed by the OSJ Supervisor 

 The log must also include all gifts and entertainments offered and 

received by both registered and unregistered person 

 Maintain this file in chronological order 
 

When an Associated Person receives or offers a gift that exceeds the $100 

limitation, either alone or when aggregated with other gifts from the same 

product sponsor within the calendar year, the person must immediately 

report the gift to his or her OSJ Supervisor and return the gift. Evidence of the 

gift’s return should be maintained. Entertainment includes a broad range of 

activities such as trips, parties, and other activities. RRs must accompany 

entertainment to avoid entertainment being considered a gift which is subject 

to $100 limitation. Records of entertainment must include details of who was 

entertained and the nature of entertainment. (D014-102512) 

    
 

 
 

Both OSJ branches and non-OSJ branches must maintain this file. The file 

should include, but not limited to: 

 

 Order ticket  

 Evidence of being reviewed and checked against the daily trade 

blotter by the OSJ Supervisor 

 Maintain this file in chronological order 

 

RRs must adjust the price of open orders to reflect dividends, payments, 

or distributions. The RR holding open orders is responsible for price 

adjustments, which should be recorded on the order ticked or other 

record of the open order.  The following apply to adjustments of open 

orders: if the value of the distribution cannot be determined, the client 

must be contacted to reconfirm the order; and if the security is subject to 

a reverse split, all open orders must be cancelled. (D014-102512) 

 

    
 

 
 

Both OSJ and Non-OSJ branches must maintain this file. The file should 

include, but not limited to: 
 

 Investment Objectives change form (new account form) signed by the 

client  

 Evidence of being reviewed and approved by the OSJ Supervisor prior 

to being processed 

 Evidence of such request being processed 

 Maintain this file in chronological order  

 Additional copy should also be maintained in the client’s file 

 

Requests for changes in customer investment objectives must be directed first 

to the OSJ Supervisor responsible for supervision of the customer’s account who 

will then forward the document to the firm’s Operations Department for 

process the changes. The OSJ Supervisor shall follow-up on the change by 

making certain that both the customer and the RR responsible for the account 

were informed within 30 days of the change. (D014-102512) 

    
 

 

Both OSJ and Non-OSJ branches must maintain this file. The file should include, but not 

limited to: 

 A copy of “Recommendation Ticket Without Securities Transaction” form 

(D010)  

 Evidence of being reviewed by the OSJ Supervisor  

 Maintain this file in chronological order 

 Additional copy should also be maintained in the client’s file 

Investment strategies would include, among other things: (i) a recommended 

investment strategy regardless of whether the recommendation results in a securities 

transaction or even references a specific security or securities; (ii) a recommendations 

to purchase securities using margin or liquefied home equity or to engage in day 

trading
1
, irrespective of whether the recommendation results in a transaction or 

references particular securities; and (iii) when an RR meets with a customer during a 

quarterly or annual investment review and explicitly recommends the customer not to 

sell any securities in or make any changes to the account or portfolio. Hold 

recommendations are also subject to the suitability obligation regardless of whether 

the RR previously recommended the purchase of the securities, the customer 

purchased them without a recommendation, or the customer transferred them into the 

account from another firm where the same or a different registered representative had 

handled the account. (D014-102512) 

 

    
 

Both OSJ and Non-OSJ Branches should maintain this file. The file should 

include, but not limited to: 
 

 Letter of authorization, such as, wire request, funds transfer request, 

and etc, signed by the client 

 All LOAs other than those required to be maintained in the address 

change request file should be in this file 

 Evidence of LOAs being reviewed and approved by the OSJ Supervisor 

prior to being processed 

 Additional copies should be maintained in the client’s file 

 Evidence of being processed 

 Maintain this file in chronological order 
 

LOAs are an important record. The OSJ Supervisors are responsible for making 

certain that the branch maintains a written record for customers’ request. In 

addition, the OSJ Supervisors are responsible for making certain that the 

customer’s instruction has been processed in a timely manner. Please note 

that RRs are prohibited from sending any request directly to the sponsoring 

firm. (D014-102512) 

                                                 
1
 The firm’s policy prohibits registered representatives from recommending such strategy. 

INVESTMENT OBJECTIVE 

CHANGE FILE 
GTC OPEN-ORDER 

GIFTS, GRATUITIES AND 
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LOA FILE INVESTMENT STRATEGIES 

RECOMMENDATION FILE 
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Both OSJ and Non-OSJ Branches should maintain this file. The file should 

include, but not limited to: 

 A copy of fingerprint card 

  photo ID and social security card or any other type of government 

issued ID 

 Personal security account letter (3050 letter) 

 Any disciplinary action by any regulators and the firm 

 A copy of the firm’s policy acknowledgement  

 NRF application (D012) 

 Maintain this file in alphabetical order 

Only the individuals whose fingerprint card submission had been cleared on 

the CRD system may be allowed to access clients’ nonpublic personal 

information. When RRs wish to grant access to their client’s nonpublic 

personal information to an individual, RRs must receive permission from the 

firm’s Registration Department. RRs must submit such request to the OSJ 

Supervisor who will then forward such request to the firm’s Registration 

Department after the OSJ Supervisor receives fingerprint cards and required 

documents including the policy acknowledgement. (D014-102512) 

 

    
 

Both OSJ and Non-OSJ branches should maintain this file. The file should 

include, but not limited to: 
 

 

 A copy Personal Securities Account Disclosure Form (D027) 

 Copies of Account statements and transaction confirmations with the 

evidence of being reviewed by the OSJ Supervisor 

 Quarterly personal securities transactions form (A005) and holdings 

form (A001) – IARs only 

 The file must also include all relevant documents for both registered 

and unregistered person. 

 Maintain this file in chronological order 
 

 

Personal securities accounts include any accounts where an Associated 

Person has a personal financial interest; the Associated Person is the named 

trustee or custodian; or the Associated Person otherwise has control over 

the account. Related accounts include accounts for relatives residing with 

the Associated Person and accounts for any person who is supported, 

directly or indirectly, to a material extent by the Associated Person.                             

(D014-102512) 

 

    
  
 

 

 

Both OSJ and Non-OSJ branches must maintain this file. The file should 

include, but not limited to: 
 

 Approved and rejected “Private Securities Transaction” form (D017)  

 All documents related to the approved transaction, such as 

statement, confirmation, compensation agreement, and etc  

 Maintain the file in chronological order 

 

Private securities transactions are defined by FINRA as any securities 

transaction outside the regular course or scope of an associated person’s 

association with CFSC. Associated Persons must receive their OSJ 

Supervisor’s and the home office’s approval prior to participating in any 

private securities transactions by submitting the firm’s private securities 

transaction form (D017). Associated Persons are prohibited from 

participating in any private securities transactions in any manner, until 

they have received written approval from their OSJ Supervisor and the 

home office. (D014-102512) 

 

    
 
 

Both OSJ and Non-OSJ branches must maintain this file. The file should 

include, but not limited to: 
 

 Copy of fingerprint card and rep agreement 

 Copy of U-4 and update         

 OBA form (D002) and personal securities account letter (D027) 

 Copy of firm’s policy acknowledgement 

 Heightened supervisory agreement (if applicable)  

 Copy of professional certification and the evidence of current status 

 Any disciplinary action by regulators and the firm 

 Photo ID and social security card or any other type of government 

issued ID 

 RR’s Monthly Report (D023) 

 Joint Rep Code and Separate Responsibilities Request Form (D016) 

 Maintain this file in alphabetical order 
 

RRs are responsible for maintaining their U-4 current at all times. Accordingly, 

each RR’s U-4 must be reviewed at least monthly for its accuracy.  

(D014-102512) 

   
 

 
 

Both OSJ and Non-OSJ branches should maintain this file. The file should 

include, but not limited to: 

 

 A copy of original inquiry received 

 Evidence of the inquiry forwarded to the firm’s Compliance 

Department 

 A copy of response with the evidence of being reviewed by the firm’s 

Compliance Department 

 Maintain this file in chronological order 

 

RRs are subject to supervisory oversight by multiple regulators. When a 

representative of any of these regulatory bodies contacts or requests 

information from an RR, the RR must immediately contact the firm’s 

Compliance Department. RRs should only communicate with regulators after 

consultation with the firm’s Compliance Department. (D014-102512) 

 

   
 

 

Both OSJ and Non-OSJ branches must maintain this file. The file should 

include, but not limited to: 

 

 Copies of all related materials with the evidence of the compliance 

approval and approval number 

 Copies of FINRA approval letter, if applicable 

 Final copies must be maintained in the file 

 Maintain this file in chronological order  

 Rejected sales literature must be also maintained in the file 

 

Sales literature generally includes circulars, research reports, form letters 

sent to more than one person, newsletters, seminar texts and reprints, or 

other material originated by CFSC or its RRs and to be reproduced and 

provided to multiple clients or prospective clients. Sales literature also 

includes telemarketing scripts. (D014-102512) 

 

 

SALES LITERATURE FILE REGULATORY INQUIRY 
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Both OSJ and Non-OSJ branches must maintain this file. The file should 

include, but not limited to: 

 

 Securities received log (D019) 

 A copy of the Stock Certificate Return letter (L002) 

 A copy of Stock Certificates 

 Evidence being returned to the sender (via overnight or registered 

mail) 

 Maintain this file in chronological order 

 

Receiving securities is prohibited. Nevertheless, the branch must maintain the 

file. Should a client erroneously send or submit securities to the branch 

location, the securities must be returned to the client with the stock 

certificate return letter (L002). The logs must be reviewed by the OSJ 

Supervisor to ensure that all securities received are appropriately sent in a 

timely manner. (D014-102512) 

 

    
 

 

Both OSJ branches and non-OSJ branches must maintain this file. The file 

should include, but not limited to: 

 

 Copies of all related materials, including invitation, agenda, 

handouts, with the evidence of the compliance approval and 

approval number 

 A list of individuals who attended the seminar (if applicable) 

 Copies of FINRA approval letter, if applicable 

 Final copies must be maintained in the file 

 Maintain this file in chronological order  

 Rejected sales literature must be also maintained in the file 

 

All training and education programs provided to the general public as a 

seminar format must be pre-approved by the OSJ Supervisor and the 

Compliance Department. All related materials such as, invitation, seminar 

agenda and handouts must be also pre-approved. (D014-102512) 

    
 

 
 

 

Both OSJ and Non-OSJ branches must maintain this file. The file should 

include, but not limited to: 
 

 Trade correction ticket (D032) 

 Reason for making the trade correction 

 Evidence of being approved by the OSJ Supervisor  

 Maintain the file in chronological order 

Trade errors must be immediately reported to the OSJ Supervisor for 

correction. RRs are not permitted to correct any discretionary trades 

themselves. Trade correction of discretionary accounts must be approved by 

the OSJ Supervisor prior to such correction. In addition, reason for such 

correction must be documented. Please note that RRs may not cover losses 

for clients by treating transactions as errors when, in fact, they are not errors. 

Absorbing losses is a violation of FINRA rules and is not permitted. Please note 

that the OSJ Supervisor must review all trade corrections for unusual patterns 

of cancellations and corrections particularly those involving multiple 

cancellations or corrections by the same RR or involving the same 

counterparty. (D014-102512) 

 

    
 

 
 

Both OSJ and Non-OSJ branches must maintain this file. The file should 

include, but not limited to: 

 

 Trade correction ticket (D032) 

 Reason for making the trade correction 

 Evidence of being reviewed by the OSJ Supervisor  

 Maintain the file in chronological order 

 

Trade errors must be immediately reported to the OSJ Supervisor for 

correction. In addition, reason for such correction must be documented. 

Please note that RRs may not cover losses for clients by treating transactions 

as errors when, in fact, they are not errors. Absorbing losses is a violation of 

FINRA rules and is not permitted. Please note that the OSJ Supervisor must 

review all trade corrections for unusual patterns of cancellations and 

corrections particularly those involving multiple cancellations or corrections 

by the same RR or involving the same counterparty. (D014-102512) 

    
 
 

Both OSJ and Non-OSJ branches must maintain this file. The file should 

include, but not limited to: 

 

 Copy of fingerprint card and rep agreement 

 Copy of U-4 and update         

 OBA form (D002) and personal securities account letter (D027) 

 Copy of firm’s policy acknowledgement 

 Heightened supervisory agreement (if applicable)  

 Copy of professional certification and the evidence of current status 

 Any disciplinary action by regulators and the firm 

 Photo ID and social security card or any other type of government 

issued ID 

 RR’s Monthly Report (D023) 

 Maintain this file in alphabetical order 

 

RRs are responsible for maintaining their U-4 current at all times. Accordingly, 

each RR’s U-4 must be reviewed at least monthly for its accuracy.  

(D014-102512) 

 

    
 
 

Both OSJ and Non-OSJ branches must maintain this file. The file should 

include, but not limited to: 

 

 Copy of fingerprint card and rep agreement 

 Copy of U-4 and update         

 OBA form (D002) and personal securities account letter (D027) 

 Copy of firm’s policy acknowledgement 

 Heightened supervisory agreement (if applicable)  

 Copy of professional certification and the evidence of current status 

 Any disciplinary action by regulators and the firm 

 Photo ID and social security card or any other type of government 

issued ID 

 RR’s Monthly Report (D023) 

 Maintain this file in alphabetical order 

 

RRs are responsible for maintaining their U-4 current at all times. Accordingly, 

each RR’s U-4 must be reviewed at least monthly for its accuracy.  

(D014-102512) 

 

REGISTERED REP FILE REGISTERED REP FILE 

TRADE CORRECTION FILE  
(NON-DISCRETIONARY TRADES) 

TRADE CORRECTION FILE 
(DISCRETIONARY TRANSACTIONS) 

SEMINAR FILE SECURITIES RECEIVED  

FILE 


