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Notice

Use this EDGAR® Filer Manual when making electronic filings with the United States Securities
and Exchange Commission (SEC or “Commission”). See Rule 301 of Regulation S-T.

The EDGAR Filer Manual consists of three volumes. EDGAR Filer Manual (Volume I) General
Information introduces the requirements for becoming an EDGAR Filer and maintaining EDGAR
company information. EDGAR Filer Manual (Volume II) EDGAR Filing illustrates the process to
submit an online filing. EDGAR Filer Manual (Volume III) N-SAR Supplement is a guide for
preparing electronic submissions of Form N-SAR.

For up-to-date information regarding filing-related topics, consult the following EDGAR
websites:

e Information for EDGAR Filers (http.//www.sec.gov/info/edgar.shtml)

e EDGAR Gateway to submit filings (http.//www.portal.edgarfiling.sec.gov)

e EDGAR Company Database (http.//www.edgarcompany.sec.gov)

EDGAR®™ and EDGARLink® are registered trademarks of the Securities and Exchange
Commission. EDGARLite™ is a trademark of the Securities and Exchange Commission. All
other product brand names mentioned in this Filer Manual are trademarks or registered
trademarks of their respective holders.

To protect the privacy of our filing community, filers are asked not to include social security
numbers in filings submitted to the Commission.
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Updates
On August 3, 2015, EDGAR Release 15.2.2 will introduce the following changes:

e Form NRSRO filers must now use the following new submission form types available on
EDGARLink Online to electronically submit their filings via EDGAR:

o NRSRO-UPD - Update of Registration

o NRSRO-CE — Annual Certification

o NRSRO-CE/A — Amendment to Annual Certification

o NRSRO-FR — Annual Financial Reports (Rule 17g-3)

o NRSRO-FR/A — Amendment to Annual Financial Reports (Rule 17g-3)
o NRSRO-WCLS — Withdrawal from Credit Rating Class

o NRSRO-WREG — Withdrawal from Registration

These submission form types can be accessed by selecting the ‘EDGARLink Online Form
Submission’ link on the EDGAR Filing Website. Additionally, filers may construct XML
submissions for these submission form types by following the “EDGARLink Online XML
Technical Specification” document available on the SEC’s Public Website
(http.//www.sec.gov/info/edgar.shtml).

e Filers will now be able to select the following new Applicant Types, when completing the
process to apply for EDGAR access (New) on the EDGAR Filer Management Website:

o Nationally Recognized Statistical Rating Organization

o Security-Based Swap Data Repository

o Security-Based Swap Dealer and Major Security-Based Swap Participant
o Security-Based Swap Execution Facility

e A documentation only change was made to Chapter 3, “Index to Forms,” of the “EDGAR
Filer Manual, Volume II: EDGAR Filing,” to update submission form types SF-1 and
SF-3 in Table 3-1, “Securities Act Submission Types Accepted by EDGAR.”

e Documentation only changes were made to “EDGAR Filer Manual, Volume I: General
Information” for compliance with Section 508 of the U.S. Rehabilitation Act.

The Filer Manual is also being revised to address software changes made previously in EDGAR.
On June 18, 2015, EDGAR Release 15.2.0.1 introduced the following changes:

e Regulation A submission form types DOS, DOS/A, 1-A, 1-A/A, 1-A POS, 1-K, 1-K/A
1-Z, and 1-Z/A were modified to display updated OMB Information. The Regulation A
screens in Chapter 9 of “EDGAR Filer Manual Volume II: EDGAR Filing” were updated
with OMB Information.
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On June 29, 2015, EDGAR Release 15.2.¢.3 introduced the following changes:

e Regulation A submission form types DOS, DOS/A, 1-A, 1-A/A, and 1-A POS were
updated to allow filers to optionally enter values in the following fields if a value of zero
was provided in the “Units Outstanding” field for the three types of securities: Common
Equity, Preferred Equity, and Debt Securities:

o Name of Class (if any)
o CUSIP (if any)
o Name of Trading Center or Quotation Medium (if any)

e Item 6(e) was updated to Item 6(d) on “Item 6: Unregistered Securities Issued or Sold
Within One Year” for Regulation A submission form types DOS, DOS/A, 1-A, 1-A/A,
and 1-A POS. Additionally, Item 6(d) was updated to optionally allow a response if
“None” is selected on “Item 6: Unregistered Securities Issued or Sold Within One Year.”
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Preface

Welcome to the Electronic Data Gathering, Analysis, and Retrieval (EDGAR) system of the U.S.
Securities and Exchange Commission (SEC). EDGAR provides an electronic filing process for
filers and filing agents submitting documents under the Securities Act of 1933, the Securities
Exchange Act of 1934, the Trust Indenture Act of 1939, and the Investment Company Act of
1940 (collectively, “Acts”).

When you have determined that you have a requirement to file electronically on EDGAR, you
must follow a specified process. The first step of this process, applying to be an electronic filer, is
covered in this manual. The EDGAR system has built in a number of safeguards that require you
to complete a formal application process before you can access most of the EDGAR Filer
websites. After you complete that process, you will be able to generate new or replacement access
codes that allow you to start filing on the system. These codes also provide access to other sites
that allow you to create certain types of filings, or to update your company information. The two
EDGAR Filer Manuals are designed to help you follow this process. The first volume of this
manual covers the application process and outlines how to keep your company data, which is
stored in EDGAR, up-to-date. The second volume helps you understand the tools provided by the
SEC for constructing and transmitting electronic submissions.

The SEC accepts electronic submissions through the Internet. EDGAR will disseminate that
information and you may view electronically submitted filings in the SEC’s Public Reference
Room in Washington, DC, through commercial dissemination services, or by using the SEC’s
website on the World Wide Web (http://www.sec.gov).

Do you need to file through EDGAR?

Whether or not you need to submit filings on EDGAR will depend on the form type(s) you are
required to submit. For those requirements, refer to Regulation S-T, Rule 101 [Mandated
Electronic Submissions and Exceptions].

Rules Governing Forms and Filing Information

EDGAR provides you with an electronic means to submit information to us. It does not change
the content of what you submit. Regulation S-T mandates electronic submissions of filings by
all domestic and foreign registrants. Regulation S-T also provides the general requirements and
procedures for electronic filing. You may find copies of Regulation S-T in the Federal Register
and the Code of Federal Regulations (17 CFR Part 232) in our Public Reference Rooms. You will
also find Regulation S-T under the Division of Corporation Finance area on the SEC’s website
(http://www.sec.gov) under Forms and Associated Regulations, EDGAR.

Please see the EDGAR Filer Manual Volume II for a detailed listing of laws and releases that
affect electronic filing. You may obtain copies of this material from our SEC website
(http://www.sec.gov).
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1. INTRODUCTION TO VOLUME I
1.1 Organization of this Manual

This volume is divided into chapters and appendices. The paragraphs and subparagraphs are
numbered for easy reference (e.g., 1.2, 3.6.1).

The chapters of this volume primarily refer to the process of registering as an electronic filer on
EDGAR and maintaining your company information.

The following outline shows you where to find information in this volume. An index is also
provided at the end of this document.

CHAPTER 1 — Introduction
CHAPTER 2 - General Information for Filers
CHAPTER 3 - Becoming an EDGAR Filer
CHAPTER 4 — Generating EDGAR Access Codes
CHAPTER 5 — Maintenance of Company Data
CHAPTER 6 - Introduction to Filing on EDGAR
APPENDICES:
A Glossary of Commonly Used Terms, Acronyms, and Abbreviations
This glossary contains terms, acronyms, and abbreviations used in the Filer Manual.
B Frequently Asked Questions
Answers to some of the questions asked most frequently by EDGAR filers.
C Automated Name Conformance Rules for Company and Individual Entity Names

Appendix C explains the conformance rules that will be automatically applied to company
and Individual Entity Names entered in the EDGAR system.

1.2 Conventions Used in this Manual
As you read this volume you should notice attributes assigned to certain types of text:

e Instructions to press a key on a keyboard or click a button or tab on the screen appear in
square brackets and in title case:

Press [Enter]|
Click [Module/Segment]

e Titles of check, dialog, and list boxes, fields, functions, options, processes, queries,
reports, pages, tables, and windows appear in title case:

Submission Type list box
Name field

Company Information query
Return Copy check box

e Menus, menu options, radio buttons, and statuses appear in title case and have double
quotation marks around them:
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“Test Filing” radio button
From the “Edit” menu, select “Copy”
“Busy” status

e Directories and file names appear in bold text:

The C:\temp directory
r10q-630.txt (the file saved in ASCII)

e Keystroke combinations appear between less-than and greater-than brackets and in upper
case:

<ALT-TAB>
<CTRL-C>

e Internet Hyperlinks appear underlined and italicized:

https://www.filermanagement.edgarfiling.sec.gov
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2. GENERAL INFORMATION FOR FILERS
2.1 How to Obtain the EDGAR Filer Manual

You can download the latest version of the Filer Manual from our website (Attp./www.sec.gov)
under “Information for EDGAR Filers.” The Filer Manual is also available in HTML format on
the EDGAR Filing Website (https://www.edgarfiling.sec.gov).

You can also purchase the latest version of the EDGAR Filer Manual from Thomson Financial,
formerly Disclosure, Inc., at the following address:

ATTN: Thomson Financial

Public Reference Room

US Securities and Exchange Commission
100 F Street, NE

Room 1580

Washington, DC 20549

Or, call Thomson Financial at one of the following numbers:

(800) 638-8241
(301) 951-1350

2.2 Hours of Operation

EDGAR accepts new filer applications, new filings, and changes to filer data each business day,
Monday through Friday, from 6:00 A.M. to 10:00 P.M., Eastern Time. Transmissions started but
not completed by 10:00 p.m. Eastern Time may be canceled, and you may have to re-submit on
the next business day.

23 Introduction to Web Browsers

The EDGAR system uses web-based technology to make submitting filings easier and faster.
Web browsers read code called Hypertext Mark-up Language (HTML). Many people have
become familiar with HTML since they have used the Internet. We use a browser as an integral
part of EDGAR, providing our interface to the EDGAR Filing Website.

2.3.1 Browser Differences

Internet Explorer (IE) version 8.0 and Firefox version 24.x browsers comply with Secure Socket
Layer (SSL) communications that you will use to reach the EDGAR websites. Which browser
you use is a personal preference. This section covers some functions that are innate to browsers
and how your browser should be set up. You should be aware that there might be subtle
differences if you are using IE or Firefox.
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Firefox Menu Bar

7.} Home - (= Print - Page ~ Safety ~ Tools - ﬁ Help -
Internet Explorer Menu Bar
Figure 2-1: Browser Menu Bars

Browsers have very similar navigation functions: [Back], [Forward], [Stop], and [Reload]
buttons, Current Address Location fields, as well as buttons for performing other functions such
as printing and saving. The biggest differences between the browsers are visual elements, such as
buttons, menu options, and the location of preference settings. In addition, browsers behave
differently in how they save or download files. If you don't set up your preferences in Firefox to
prompt you for the location, Firefox will automatically download the files to a default location.

To change default Firefox download/save settings, select “Options” from the “Tools” menu. In
the Options dialog box, click the [General] tab. Under “Downloads,” select the “Always ask me
where to save files” radio button and click [OK]. Choosing this setting prompts you for a location
each time you save or download a file. For detailed information on your browser, see your
browser’s user manual or help function.

The browser window works similarly to all windows, in that it can be maximized, minimized, and
sized. The default menu bar contains buttons that help you navigate the Internet; however, these
buttons do not necessarily help you navigate EDGAR. For the purposes of logging into EDGAR,
downloading files, submitting filings and company queries, or updating company information,
these buttons do not apply. Some of the functions you can use are Bookmark, to mark the
EDGAR Login page for easy accessibility; Back, to correct, add, or remove criteria from a query;
and Security, to turn on or off your security functions.

Internet Explorer 8.0 and Firefox 24.x are the supported browsers for the EDGAR Filing Website,
EDGAR Filer Management, and EDGAR OnlineForms Management websites. If you use an IE
version greater than 8, you can change the browser and/or document mode settings to 8.0. Please
refer to Microsoft Internet Explorer documentation for information on document mode settings
and backward compatibility.

When you log in to an EDGAR website, please read the Welcome Page. It contains updated
information about EDGAR, including filing requirements, system changes, new versions of
software tools, and other related information. We recommend that you do not use multiple
browser windows or tabs when working on EDGAR. Otherwise, information from one window
may impact information on other window(s) causing EDGAR applications to potentially function
incorrectly. If you want to use multiple windows when working on EDGAR, you must select
“New Session” (for IE) or “New Private Window” (for Firefox) from the “File” menu depending
on your browser choice. This creates a new browser session that will not share information with
the existing session.
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2.4  Accessing EDGAR

To access EDGAR, a filer must have EDGAR access codes. If you are a new filer or an existing
filer who wants to file in another capacity (e.g., become a filing agent or training agent), you must
use Form ID to apply for EDGAR access codes. You do this by completing and submitting an
electronic Form ID along with a notarized authentication document. If you do not attach the
required notarized authentication document as a PDF, we cannot process your application. Details
of this process are covered in other sections of this manual. Once you have obtained your access
codes, you will be ready to log in to EDGAR, transmit submissions, run company queries, update
your company information, or change your password/CCC (CIK Confirmation Code).

2.5 EDGAR Hardware and Software Requirements
The following list states the recommended system requirements:
e PC with the following:
o 500+ MHz processor
o All Microsoft supported Windows desktop operating systems up to Windows 7

o 128 MB of RAM recommended; less may cause program or system performance
problems

o Local Hard Drive with sufficient capacity for submission preparation and transfer (this
capacity depends upon the size of the total documents needed for the submission)

e For those using EDGARLink Online for the creation of more document intensive
submissions, the following PC recommendation applies:

o 1.28 GB MHz processor or higher

o 1 GB or more of RAM; less may cause program or system performance problems
e Monitor (color recommended, but not required)
e Printer (recommended, but not required)
e Internet browsers:

o EDGAR Filing Website: Internet Explorer 8.0 is the recommended browser. The
EDGAR Filing Website also works well with Firefox version 24.x.

o Other EDGAR websites: Internet Explorer 8.0 with 128-bit cipher strength is the
recommended browser. Java should be enabled in the browser. These websites also
work well with Firefox 24 .x.

e Word processing or spreadsheet applications having the option to save documents as
standard ASCII or HTML text

e Internet access

If you have questions about your PC configuration, check with the manufacturer.
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2.6  Getting Help with EDGAR
For Procedural and Technical questions, contact Filer Support.

You can reach our Filer Support Branches in the Divisions at (202) 551-8900. These offices
respond to general EDGAR questions like how to become a filer, the form ID process, how to get
to the websites, how to update filer information, filing of forms, and header tags. Filer Support is
available each business day from 9:00 A.M. to 5:30 P.M. Eastern Time. Filer Support voicemail
will be available during off hours. The exception will be that the Corporation Finance Filer
Support office will be closed from 9:00 A.M. to 10:00 A.M. on the last Wednesday of each
month.

For general fee information, contact our Fee Account Services Branch in the Office of Financial
Management at (202) 551-8900.

For Substantive questions, contact your Division

For filing content, rule interpretations, filing date adjustments, and hardship exemption requests,
contact the division that reviews the filing, the Division of Corporation Finance or Investment
Management, during normal business hours 9:00 A.M. to 5:30 P.M., Eastern Time. The exception
will be that the Corporation Finance Filer Support office will be closed from 9:00 A.M. to 10:00
A.M. on the last Wednesday of each month.

Division of Corporation Finance:

For help with filings reviewed by the Division of Corporation Finance, contact the Office
of Information Technology in the Division of Corporation Finance at (202) 551-3600.

Division of Trading and Markets:

For help with short sale filings, contact the Office of Interpretation and Guidance in the
Division of Trading and Markets inquiry line: (202) 551-5777.

Division of Investment Management:
For help with Form 13F, call the IM Chief Counsel inquiry line: (202) 551-6865.

For help with Form N-SAR or Form 24F-2, call the N-SAR/24F-2 inquiry line:
(202) 551-6703.

For help with investment company filings (except Forms 13F, N-SAR and 24F-2), call the
IM EDGAR inquiry line: (202) 551-6989.

o For questions concerning post-acceptance corrections and withdrawals, first please
read our notice, “IM EDGAR Post-Acceptance Corrections” on the Information for
EDGAR Filers web page (http://www.sec.gov/info/edgar.shtml).

o For questions concerning series and classes (contracts), first read our notice, “Series
and Class (Contract) Notice and FAQ’s,” on the Information for EDGAR Filers web
page (http://www.sec.gov/info/edgar.shtml).

Office of Municipal Securities:

For help with the municipal advisor registration forms (Forms MA, MA-I, MA-NR, and
MA-W), contact the Office of Municipal Securities at (202) 551-5680.
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3. BECOMING AN EDGAR FILER
3.1 Getting Ready

To automate the process of submitting a Form ID application, the SEC has developed the EDGAR
Filer Management Website (EFMW). At this website a potential filer can file the Form ID
application, generate access codes (new/replacement), update a passphrase (required security
code), convert from a paper only filer to an electronic filer, and obtain access codes for serial
companies. You can access this website directly through its Uniform Resource Locator (URL):
https://www.filermanagement.edgarfiling.sec.gov or through our EDGAR Gateway. The EDGAR
Gateway allows you to navigate between the multiple EDGAR websites more easily. It is located
at: http.//www.portal.edgarfiling.sec.gov. It is strongly recommended that you bookmark this
website or add it to the Favorites list in your browser.

This section describes the process that a new filer must follow to gain access to EDGAR. It also
describes how to access the EDGAR Gateway and EFMW. For the EFMW, it covers the
functionality that it provides, including how to create and submit a Form ID application
electronically.

Before you can use the EDGAR system, you must submit a Form ID application to be accepted as
an EDGAR filer. (Refer to Section 3.2, “New SEC Filer: Applying for EDGAR Access,” for more
information. If you wish to create an Asset-Backed Securities Issuing Entity, refer to Section 3.4,
“Creating an Asset Backed Securities Issuing Entity.”) An EDGAR filer can be a registrant, a
third-party non-registrant filer, a transfer agent, a third-party agent filing for another individual or
entity, or a training agent. EDGAR filers may send submissions on their own behalf or use a filing
agent. Training agents may only send test submissions. A duly authorized person, such as a
partner, president, treasurer, corporate secretary, officer, or director, must sign the Form
ID. Section 16 filers may have someone with their power of attorney sign the Form ID. Filing
agents such as financial printers cannot sign this Form on behalf of the issuer unless they are
specifically authorized to do so in writing on behalf of the issuer or Section 16 filer. The
documentation should accompany the Form ID.

As an applicant for EDGAR access codes, you must indicate whether you are a filer, filing agent,
training agent, or any other applicant type. If you plan to file on EDGAR in more than one
capacity, a separate Form ID must be completed and submitted for each capacity. For example, if
you want to make EDGAR submissions as a registrant, and as a filing agent, and as a training
agent, you must submit a separate Form ID for each filing capacity. You will receive three
separate sets of CIKs and access codes.

It is mandatory to include the registrant’s Tax Identification Number (TIN) to establish domestic
companies. This is for companies only, not individuals. If you do not have your TIN when you
submit your initial Form ID, you may add it to the EDGAR database by going to the EDGAR
Filing Website and adding it to your company’s information.

You must file your Form ID application electronically via the EDGAR Filer Management
Website. A notarized authentication document must be attached to your Form ID application or
your Convert Paper Only Filer to Electronic Filer application. Filers who are updating their
passphrase must attach the required notarized documentation to their Update Passphrase request.
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Intentional misstatements or omissions of facts constitute federal criminal violations. See 18
U.S.C. 1001.

Section 3.2, “New SEC Filer: Applying for EDGAR Access,” contains instructions on how to do
this. You can print various EDGAR-related forms (e.g., Form TH, Form SE) from the
www.sec.gov website. You can also request additional copies from the SEC’s Publications Office
by calling (202) 551-4040, or by making a written request to the following address:

ATTN: Publications Branch

US Securities and Exchange Commission
Mail Stop L610

100 F Street, NE

Washington, DC 20549

You may contact Filer Support at (202) 551-8900 if you require additional information.

After we accept your Form ID application, you will receive instructions on how to obtain the
following four access codes:

CIK — Central Index Key:

The CIK is a number that we assign to each entity that submits filings to us. Use of the
CIK allows us to differentiate between filing entities with similar names. A CIK is used to
identify all filers, both EDGAR and non-EDGAR. Individuals should use their own CIK
number and password each time they logon to EDGAR, even if their filings relate to
different registrants.

Using the CIK to Login and Identify Submitter Registrants:

The CIK is the one EDGAR access code that is available to the public. In
EDGAR, the CIK is used with a password for login identification (sometimes
referred to as a login CIK). This identifies the submitter, which could be a
registrant, a non-registrant, a filing agent, or a training agent. The CIK is also used
with the CCC in submission headers to identify the registrant. The CIK is a
permanent identifier; you may not change it. You can login to EDGAR using any
valid CIK-password combination. The login CIK will be part of the unique
identifier for the submission.

CCC - CIK Confirmation Code:

The CCC is a code of eight characters having at least one number (0-9) and at least one
special character (@, #, $, *). The CCC is case-sensitive and you must use it exactly as
created, either in upper or lower case. Because the CCC is case-sensitive, if you use lower
case letters when the CCC is created or changed, you must use lower case letters when
entering the CCC in submission headers. To avoid confusion, we do not use the number 1
(one), the lower-case letter “1” (el), the number 0 (zero), or the capital letter O (oh) in
assigning codes. We suggest that you also avoid using these numbers and letters when
changing your CCC. You will need both a CIK and its corresponding CCC to submit a
filing.
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Releasing the CCC To Filing Agents and Financial Printers:

If you use a filing agent, you may release the CCC to your agent because you must
include a CCC in your submission. When a third-party agent submits a filing for
you, the agent uses its own login CIK and password to establish authorization to
make a submission. However, the agent must use your CIK and CCC in your
submission in order to identify you as the entity for which the submission is being
made.

Changing Your CCC:

We recommend that you change your CCC after a third-party filing agent has used
it for a submission on your behalf. This will prevent the filing agent from
inadvertently making unauthorized filings using your access codes. (This can
occur if a filing agent does not carefully check the codes it uses in a filing prior to
submitting it). You may also want to change your CCC for security purposes. You
will find procedures for changing the CCC in Chapter 4, “Generating EDGAR
Access Codes.”

e Password:

The password is a code of eight characters having at least one number (0-9) and at least
one special character (@, #, $, *). The password is case-sensitive and you must use it
exactly as created, either in upper or lower case. You use it in combination with a CIK to
identify the entity making a submission. This entity may be you, or a filing agent, or the
law firm who files on your behalf. Since a CIK is public information, a second,
confidential code is necessary to ensure that whoever is sending a submission to EDGAR
is authorized to do so. You must enter both a CIK and a password to access EDGAR. The
CIK is public and you may give it and the CCC to your agent to make submissions on your
behalf, but you should hold the password in strictest confidence.

Changing Y our Password:

We encourage you to change your password frequently, at least annually. You will
find procedures for changing a password in Chapter 4, “Generating EDGAR
Access Codes.” To change a password, you must use a Password Modification
Authorization Code (PMAC). Your password will expire 12 months after it was
created or last changed. If you are locked out of EDGAR because your password
has expired, you may generate a new set of EDGAR access codes (PMAC,
password, CCC) via the EDGAR Filer Management Website using your
passphrase. If you have also forgotten your passphrase, you must request a new
passphrase (also via the EDGAR Filer Management Website) before you can
generate a new password. A request for a new passphrase must be accompanied by
authentication documentation, and it must be accepted by the SEC, so be sure to
keep your password up to date. (Refer to Section 4.1, “Generating All EDGAR
Access Codes,” for instructions on how to generate a new set of EDGAR access
codes and how to request a new passphrase.)
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PMAC — Password Modification Authorization Code:

You must use the PMAC to authorize a change of password. The PMAC is a code of eight
characters having at least one number (0-9) and at least one special character (@, #, $, *).
The PMAC is case-sensitive and you must enter it exactly as created. It is a very private
code, and only one or two persons in an organization should know this code. If you
misplace or have forgotten your PMAC, you may generate a new set of EDGAR access
codes (CCC, password, PMAC) via the EDGAR Filer Management Website
(https://www.filermanagement.edgarfiling.sec.gov) using your passphrase. The CIK is
public and you may give it and the CCC to your agent to make submissions on your
behalf, but you should hold the PMAC in strictest confidence.

Part of the process of submitting an electronic Form ID application is to specify an
EDGAR passphrase.

e Passphrase:

The passphrase is used to generate a set of EDGAR access codes (PMAC, password,
CCC). The passphrase follows the PMAC formatting and usage rules (see PMAC).
Because it can be used to generate the EDGAR access codes, the passphrase is a very
sensitive code that should be strictly controlled. Access to it within your organization
should be extremely limited. As mentioned previously, requesting a new passphrase must
be done via the EDGAR Filer Management Website, it must be accompanied by manually
signed and notarized authentication documentation, and it must be accepted by the SEC.
(Refer to Section 4.1, “Generating All EDGAR Access Codes,” for instructions on how to
generate a new set of EDGAR access codes and how to request a new passphrase.)

The SEC does not keep these codes on file. It is the responsibility of the individual designated as
the Contact for EDGAR on the Form ID to provide these codes to the EDGAR filing parties, and
to keep the codes secure. Section 16 filers must provide their EDGAR codes to their EDGAR
contact at each of the companies for which they are insiders if the companies are going to file on
their behalf. Only ONE set of EDGAR codes will be valid for each individual, so it is essential
that all relevant companies be given the codes. Only one Form ID should be submitted for a
registrant or an individual applicant.

Note: To protect the integrity and security of the data you send, you must limit the number of
people who know your CCC, password, and PMAC.

3.1.1 Accessing the EDGAR Gateway

Any potential filer can access any of the EDGAR websites by using the EDGAR Gateway into the
EDGAR system. Please execute the following procedure:

1. Connect to the Internet.
2. Go to the EDGAR Gateway.
http://www.portal.edgarfiling.sec.gov
The EDGAR Gateway page appears (see Figure 3-1: EDGAR Gateway Page).

This page functions as a gateway to all EDGAR websites. Additionally, this page
provides links to download the Filer Manual, read up on the latest SEC regulatory
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activity, and view guidance for filers and FAQs. Therefore, we recommend that you
bookmark this page or add it to the Favorites list in your browser.

3. Read the questions and determine which one identifies what you want to accomplish.
If you are a new filer, click the link that says, “Would you like to become a new filer or
generate new access codes’.

The Welcome page for the EDGAR Filer Management Website will appear.

U.5, Securities and Exchange Commission

Electronic Data Gathering,

| W

/7 Analysis, and Retrieval (EDGAR)

FIH:AR

EDGARE and EDGARLinkE
are ragistered trademarks Access Notes

of the LS. Securities and This is the main portal for the SEC's EINGAR

Exchange Commiassion, All < T Filings may ba submitted o EDGAR fram
allir brand pradict websites. EO0AM to 10:00PM Eastern Time Monday
names mentioned in this throwgh Friday [except for

saftware are trademarks Inguiries: 202-551-8000 ar

ar registered irademarks Please select the appropriabe opéion below:

of their respective

holders,

Browser Recommendations:

Are you an EDMGARLInk Would you like to become W recnmmend using Internat Explorer
filer or would you like to a new filer or generate ﬁ {IE} B.D or setling the Browser

create a new Asset-Backhed AEw Sccess codesT Compatibility and Docwment

Securities Issuing Entity? Compatibility modes to 1E8, The EDGAR
site alse works well with Firelfox
wersion 24.x, Using browsers such as
Chrama and Safar can causs the site o
Are you a Section 16 or an Would you like bo guery behave unpredictably and so we do nol
EDGARLibe fler? company data? recommend the use of these browsers,

Would you like to downlboad Would you like bo resd
the Filer Manwal? up on the latest SEC
Regulatory activity?

Would you ke to File s gt Nl maire
Form D? inlormation ?

Figure 3-1: EDGAR Gateway Page
3.1.2 Accessing the EDGAR Filer Management Website

Another way to access the EFMW is to go directly to the website by executing the following
procedure:

1. Connect to the Internet.

2. Go to the EFMW

https.://www.filermanagement.edgarfiling.sec.gov

The EFMW Home page appears (see Figure 3-2: EDGAR Filer Management Home
Page).

This page functions as a gateway to the website.
3. Click the [Press Here to Begin] button.

The EFMW Welcome page appears (Figure 3-3: EDGAR Filer Management
Welcome Page (Top)).

This page provides access to the electronic Form ID application and other capabilities
provided by the EFMW.
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Figure 3-2: EDGAR Filer Management Home Page
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Figure 3-3: EDGAR Filer Management Welcome Page (Top)
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3.1.3 Navigating the EDGAR Filer Management Website (EFMW)

Once you access the EFMW, an option menu appears on the left-hand side of the browser
window. This menu allows you to navigate easily through the EFMW without having to return to
a menu page. This menu is broken down into two different sections:

e Filer Management

e Support

EDGAR®
Form 1D

Fi

Generate Access Codes (New
Update Passphrase
Comvert Paper Only Filer to
Electrome Filer

EDGAR Access for New Senal

Support
= General Help
* [Erequently Asked Questions

Figure 3-4: EFMW Welcome Page Menu

Note that clicking ‘Home’ merely redisplays the EFMW Welcome page. This menu item exists
for consistency with other EDGAR websites (such as the OnlineForms/XML Website) and to
support future functionality. Please note that the links open pop-up windows, so users should not
disable pop-up displays.

3.1.3.1 Filer Management

In the Filer Management section, there are five links:
o Apply for EDGAR Access (New)
e Generate Access Codes (New/Replacement)
e Update Passphrase
e Convert Paper Only Filer to Electronic Filer
e EDGAR Access for New Serial Companies

By clicking ‘Applying for EDGAR Access (New)’, you can create a Form ID application and
submit it to the SEC for acceptance. A Form ID application is typically submitted by:

e A [potential] filer who has not previously filed with the SEC in any media

or
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e A current filer who needs to file in a new capacity!
Acceptance of a Form ID application results in the creation of a new Central Index Key (CIK)?2.
For more details, please refer to Section 3.2, “New SEC Filer: Applying for EDGAR Access.”

When you click ‘Generate Access Codes (New/Replacement)’ and enter your CIK and your
passphrase3, you are presented with EDGAR access codes (for an existing CIK) that are needed to
perform common “filing” activities. (These EDGAR access codes are the Password Modification
Authorization Code [PMAC], the password, and the CIK Confirmation Code [CCC]). For more
details, please refer to Section 4.1, “Generating All EDGAR Access Codes.”

By clicking ‘Update Passphrase,” you can create a request for a new passphrase and submit it to
the SEC for review and acceptance. This capability allows an existing EDGAR filer who has
forgotten or wants to change his or her passphrase to get a new passphrase. With a new
passphrase, the filer can regenerate the PMAC, password, and CCC. For more details, please refer
to Section 4.1.1, “Requesting an EDGAR Passphrase.”

By clicking ‘Convert Paper Only Filer to Electronic Filer,” you can create a request for EDGAR

access and submit it to the SEC for review and acceptance. This capability allows the filer to file
electronically with the SEC in the future. For more details, please refer to Section 3.3.1, “Current
Paper Only Filer.”

By clicking ‘EDGAR Access for New Serial Companies,’ you can create a request for EDGAR
access for a new serial company and submit it to the SEC for review and acceptance. This
capability allows a serial company that was previously created via the submittal of a form 424B or
424H filing to specify a passphrase for access to EDGAR (after the request has been accepted by
the SEC, the serial company can use the passphrase to get the access codes [PMAC, password,
and CCC] that are needed to file with EDGAR). For more details, please refer to Section 4.1.1,
“Requesting an EDGAR Passphrase.”

3.1.3.2 Support
In the Support section, there are two links:
e General Help
e Frequently Asked Questions
3.1.3.2.1  General Help

If you need help while using the EFMW on the Internet, click ‘General Help’ from the menu to
bring up the General Help page (Figure 3-5: EFMW General Help Page) that displays a list of
help topics. When you click on a topic, you are shown information or additional links to specify
the type of assistance you need.

1 “Capacity” in this context is one of the following: filer, filing agent or training agent. It refers to the applicant, not
the person filling out the form.

2 The CIK is a number that is assigned to each entity (company or individual) that submits filings to the SEC. Use of
the CIK allows us to differentiate between filing entities with similar names. A CIK is used to identify all filers, both
EDGAR and non-EDGAR.

3 The EDGAR passphrase is a security code that is used to generate a set of EDGAR access code.
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General Help

Please select one of the following options:
® Contact the SEC

® Filer Manual

Figure 3-5: EFMW General Help Page
3.1.3.3 Frequently Asked Questions

Click ‘Frequently Asked Questions’ (FAQ) to open the EFMW Frequently Asked Questions
page. The FAQ page answers the questions about the EFMW that have been asked most often.
You may find the answers helpful while using the EFMW. Click on the hyperlink topic to display
the answer in the lower portion of the window.

3.2 New SEC Filer: Applying for EDGAR Access

This section walks you through the process of applying for access to EDGAR for applicants who
are new to filing with the SEC or who need to file with the SEC in a new role (e.g., filing
agent or training agent). Filers who have previously filed with the SEC on paper and who need
to begin filing electronically should follow the instructions in Section 3.3.1, “Current Paper Only
Filer.” New serial companies that need EDGAR access should follow the instructions in Section
3.3.2, “New Serial Company.”

3.2.1 Overview
The process of applying for access to EDGAR consists of two parts as follows:
e Composing and submitting a Form ID

e Submitting Authentication documentation

The SEC will not accept a Form ID application without the authentication document, and
the Form ID application will not be accepted in paper format. Access to EDGAR will not be
granted to a potential new filer until both parts (submission of Form ID and the
authentication document) have been completed.

The Form ID application is created and transmitted electronically. A notarized authentication
document must accompany your Form ID application or your request to convert from a Paper to
Electronic Filer. The notarized authentication document can be prepared in one of two ways:

e Complete the electronic Form ID application and print the “Form ID Application
Confirmation” page. Have it signed and notarized and this document will serve as the
authentication document.

e Complete and print the Form ID that is found on the SEC’s Public Site, then have it signed
and notarized. This document will serve as the authentication document.
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Scan the notarized document, save it as a PDF (Portable Document Format) file, attach it to the
Form ID application, and electronically submit it to the Commission.

Filers who are updating their passphrase must attach their notarized authentication document to
their Update Passphrase request.

(Refer to Section 3.2.5, “Authentication Documentation,” for details.)
Within the context of a Form ID, the EFMW will:

e Allow you to provide all of the necessary information required by the SEC rules on an
appropriate data gathering form (Form ID)

e Allow you to provide your signature and signature date
e Allow you to verify the information on the form
e Allow you to edit information on the form where necessary

e Allow you to print the “Form ID Application Confirmation” page to serve as the
authentication document

e Allow you to upload attachments (i.e., cover letters, exhibits, or correspondence)
e Allow you to attach the Notarized Authentication PDF Form ID document

e Allow you to review and confirm your information and then print the submission for your
records

Remember, the Form ID is a legal document. Consider these important notes when composing
your Form ID using the EFMW:

e Intentional misstatements or omissions of facts constitute federal criminal violations. See
18 U.S.C.1001.

e Submission of a Form ID with missing required information will be considered
incomplete and will not be accepted — all required fields must be completed.

e There is no capability to save work in progress, so it is important for you to have all of the
information necessary to complete the form before you begin to assemble your submission
online.

e You can exit the window at any time to discard your work in progress and start over.

e Only one applicant per Form ID is allowed (however, a method is provided to make it
easier to submit multiple Form ID applications from the same browser window).
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3.2.2 Application (Form ID)

This section outlines the process for composing a Form ID application using the EFMW and then
transmitting the submission to EDGAR for processing.

Before beginning, gather all required information. Be especially sure to do the following:
e Determine the correct filer attributes: applicant type and company/individual indicator.

e Ensure that you have identified the necessary contacts (for both EDGAR matters and for
accounting and billing information).

e Ensure that you have proper and valid postal addresses, telephone numbers and e-mail
addresses at hand.

e Scan the completed, signed, and notarized Form ID application along with any other
attachments, such as a cover letter or exhibit, save them in the correct format and have the
file names identified*.

The first step for composing a Form ID application is to bring up the Form ID data entry form.
This is accomplished as follows:

1. Connect to the EFMW Welcome page (refer to Section 3.1.2, “Accessing the EDGAR
Filer Management Website”).

2. Click ‘Apply for EDGAR Access (New)’ in the menu bar.

3. A new browser window opens and the data entry page for the Form ID application
appears (see Figure 3-6: EDGAR Apply for EDGAR Access (New) Page (Top)).

4. Enter the Form ID data, described in the following subsections.

4ASCII (*.txt file extension), HTML (*.htm file extension) and PDF attachments are accepted; graphic formats are
not accepted.
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2 EDGAR Filer Managemenl - Windows Intemel Explorer

Apply for EDGAR Access (New)
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Apphication for EDGAR Access (Form 10)
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Indicate whethier the applicantis 3 Company o indeAdual

= Company © Indididual

Access codes will be usedio submit draft regisiration or dralt ofering statemend pursuant la
I JOBS At §106 ¢ Foreapn Private Issuer Policy ¢ Regulaton & =]

Figure 3-6: EDGAR Apply for EDGAR Access (New) Page (Top)

The Form ID data entry page has five distinct sections:
Applicant Information

Basic information about the applicant type and classification of the applicant, as a
company or individual that wishes to file with the SEC.

Note: The ‘Filing Agent’ applicant type must be used only by a financial printer, law firm, or
any other person to send a filing or portion of a filing on behalf of a filer.

Filer Information
Additional information about the applicant when the applicant is a company.
Contact for EDGAR Information, Inquiries and Access Codes

Information about the person who is the applicant’s point of contact for EDGAR-related
information and queries.

Contact for SEC Account Information and Billing Invoices

Information about the person who is the applicant’s point of contact for “financial”
information and queries.
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Signature Information

Typed signature of the applicant, the authorized representative of an applicant that is not
an individual or the individual authorized to sign by the individual applicant or authorized

representative.

Note that the information to be entered is not the same for all applicants and that the data entry
page is customized based upon the values of the filer attributes (Applicant Type and
Company/Individual indicator). The sections that are required are based upon these filer attributes
and are specified in Table 3-1: EDGAR Form ID Data Entry Block, Sections.

Table 3-1: EDGAR Form ID Data Entry Block, Sections

Applicant Type Applicant Filer Contact Account Signature
Information | Information | Information | Information | Information

Filer (Company) Yes Yes Yes Yes Yes
Filer (Individual) Yes No Yes Yes Yes
Filing Agent (Company) Yes Yes Yes Yes Yes
Filing Agent (Individual) Yes No Yes Yes Yes
Institutional Investment Yes Yes Yes Yes Yes
Manager (Form 13F Filer)
(Company)
Institutional Investment Yes No Yes Yes Yes
Manager (Form 13F Filer)
(Individual)
Investment Company, Yes Yes Yes Yes Yes
Business Development
Company or Insurance
Company Separate Account
(Company)
Large Trader (Company) Yes Yes Yes Yes Yes
Large Trader (Individual) Yes No Yes Yes Yes
Municipal Advisor (Company) | Yes Yes Yes Yes Yes
Municipal Advisor (Individual) | Yes No Yes Yes Yes
Nationally Recognized Yes Yes Yes Yes Yes
Statistical Rating
Organization (Company)
Nationally Recognized Yes No Yes Yes Yes
Statistical Rating
Organization (Individual)
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Applicant Type Applicant Filer Contact Account Signature
Information | Information | Information | Information | Information

Non-Investment Company Yes Yes Yes Yes Yes

Applicant under the

Investment Company

Act of 1940 (Company)

Non-Investment Company Yes No Yes Yes Yes

Applicant under the

Investment Company

Act of 1940 (Individual)

Security-Based Swap Data Yes Yes Yes Yes Yes

Repository (Company)

Security-Based Swap Data Yes No Yes Yes Yes

Repository (Individual)

Security-Based Swap Dealer | Yes Yes Yes Yes Yes

and Major Security-Based

Swap Participant (Company)

Security-Based Swap Dealer | Yes No Yes Yes Yes

and Major Security-Based

Swap Participant (Individual)

Security-Based Swap Yes Yes Yes Yes Yes

Execution Facility (Company)

Security-Based Swap Yes No Yes Yes Yes

Execution Facility (Individual)

Training Agent (Company) Yes No Yes No Yes

Training Agent (Individual) Yes No Yes No Yes

Transfer Agent (Company) Yes Yes Yes Yes Yes

Transfer Agent (Individual) Yes No Yes Yes Yes

3.2.2.1 Data Entry Conventions

The following are some basic EFMW data entry conventions:

e In Internet Explorer, disabled fields are read-only and are colored gray.

e An asterisk to the right of the label name indicates a required field. (For example,
“Mailing Street 1 *” is a required field.)

e Press the [Tab] key to move from field to field. (For this purpose, field level help counts as

a field.)

e Field level help is available by clicking on the label.

e The [Exit Window] button will close the current data entry session and return to the
EFMW Welcome page. Any data entered or attachments uploaded will be discarded.
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3.2.2.2 Data Entry Details

Some significant details about the entry of the information on the Form ID application are
described in the following sections. For each data portion of the data entry page there is a section
and an associated screen shot.

3.2.2.2.1 Applicant Information

The Applicant Information section of the Form ID application is the first data entry section that is
displayed on the page. This information is to be supplied by all applicants. The filer attributes are
the first items in this section (before the Name of Applicant/Individual) and are critical to the data
entry process as they control the data entry fields that are available on the page. It is
recommended that the filer attributes be specified before any other data and that an effort is made
to ensure that they are correct: changing them after data has been entered in other fields may
result in data being lost>. When the page is first displayed, the filer attributes are set to {*“Filer”
and “Company”}. Select either the “JOBS Act §106” or “Foreign Private Issuer Policy” radio
button to indicate that you are submitting an access code request to be able to submit draft
registration statements or select the “Regulation A” radio button to indicate that you are
requesting access codes to submit draft offering statements. Refer to Chapter 7 in Volume II of
the EDGAR Filer Manual for more information on draft registration statements and draft offering
statements.

The Name of Applicant or Name of Individual is the first data entry field after the filer attributes.
The difference between the two is that the Name of Applicant is used for companies only and
consists of a single component, while the Name of Individual is used for individuals only and
consists of four components, one each for Last Name, First Name, Middle Name, and Suffix. As
stated on the web page, the Name will be conformed according to the EDGAR standards. (See
APPENDIX C, AUTOMATED NAME CONFORMANCE RULES, for details of these
conformance rules.) These standards may be viewed online by clicking the link in the Note above
the data entry field. The process of automatic name conformance cannot be turned off or
otherwise prevented or avoided by the requestor or applicant.

The Mailing Address is required and must be entered for all applicants. However, it may also be
used for other addresses on the Form ID application (as described in the appropriate sections).

The TIN is required whenever the applicant is a Company. However, a company that has applied
for but has not yet received a TIN must enter “00-0000000” (zeroes). Remember to update your
TIN when it is received. You must use the EDGAR Filing or OnlineForms/XML website’s Edit
Company Information capability to update the TIN in EDGAR. The TIN is not needed for
Individuals and cannot be entered (the entry of a Social Security Number [SSN] is not required
and is not supported).

Note: The “applicant” is the company or individual who is required to file with the SEC,
not necessarily the person who is filling in the form (although it could be). The term
“requestor” is used to refer to the person who is filling in the form.

5 Data in the sections that are common to the filer attributes settings will be preserved; however, data that exists in a
section that is not needed based upon the new filer attribute setting is lost. For example, Filer (Company) requires the
entry of Filer Information — if you switch the filer attributes to Filer (Individual), any Filer Information that you may
have entered is lost.
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Apply for EDGAR Access (New)

Intentional misstatements or omassions of facts constiute federal crimmal viclations, See 18 17.5.C. 1001

Pleaze fill n the application below if
+ you as an indmvidual,
+ another mdnadual whom you represent, or
+ a company that vou represent
needs to file electronically with the SEC via the EDGAR. system. All references to “Applicant™ on this form refer to the mdividual
or company that needs to file with the SEC; thus, if yvou represent an indvidual or company, “Applicant”™ is mor vou but rather the
mdrvidual or company that vou represent.
Note: Fiing Agent applicant type must be used ONLY by a financial printer, law frm or other person, which will be using
these access codes to send a filing or portion of a filng on behalf of a filer

This application is for potential filers who are mew to the SEC only: f the potential filer (ie., Applicant) already has an assigned
EDGAR. Central Index Key (CIK), do nor use this form! In this case, refer to the EDGAR. Filer Mamal for more information.

Form ID (™ indicates requinad fieid. Heip for a feld may be accessed by clicking its label )
Application for EDGAR Access (Form ID)

Applicant Type
[Filer =

Indicate whather the applicant is a company or individual
&+ Company  Ingnidual

ACCeSS codes will De used to submit draf registration or deaft offeéring statement pursuani to
™ JOBS Act§106  Foreign Private Issuer Policy  Regulation A

Hote: The Mame of Applicant must be in English!
Also, the value that you enter below may be conformed to meet EDGAR standards. Click hare for details.

Mame of Applicant (English language) *

|John Doe Company

Mailing Street1* Mailing Street 2

[999 MAPLE AVE [SUITE So8

Mailing City * Mailing State/Country *

|ROCEVILLE [MmmyIaMD =l

Mailing Zip/Postal Code *

IEDEEI-—IBEI!

Phone *
|201-555-1234

Mote:; If the potential filer does nof have a TIN, enter “00-0000000° below

Tax |dentification Mumber (TIN}
(DC-DOODDDO)

I].2—3-:I.5E~?BB

Figure 3-7: EDGAR Form ID Page, Applicant Information

EDGAR Filer Manual (Volume I) 3-16 August 2015



3.2.2.2.2 Filer Information

The Filer Information section of the Form ID application is the second data entry section that is
displayed on the page. This information can be supplied only for applicants that are companies.

The “Doing Business As” Name is optional. If the filer is a foreign filer, an optional Foreign
Name data entry field is also available. This name is intended for the name of the company in a
non-English language but using only the subset of the standard ASCII (text) character set that is
supported by EDGAR.

The requestor must either explicitly enter the information required for the Business Address or
check the “Business address same as mailing address” box. If the “Business address same as
mailing address” box is checked, EDGAR will copy the Mailing Address information to the
Business Address fields before submitting the Form ID application (this action is not immediate).
When this box is checked, the Business Address data entry fields are disabled (grayed out with
Internet Explorer).

Filer Information

“Doing Busingss As™ Mame
I

Note: The Foreign Mame is infended to be the name of your company in any language other than English.

Foreign Mame

v Business address same 35 mailing address. Business address is required if not the same

Business Streel 1 Business Street 2

I I

Business City Business StatefCountry

I I =

Business Zip/Fostal Code

e

State of Incorporation
| vInsInIa =l
Fiscal Year End (MMDD)

10-31

Figure 3-8: EDGAR Form ID Page, Filer Information
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3.2.2.2.3 Contact for EDGAR Information

The Contact for EDGAR Information, Inquiries, and Access Codes section of the Form ID
application is the third data entry section that is displayed on the page. This information must be
supplied for all applicants.

The Contact Address is required if any part of the address is different from the Mailing Address.
If the Contact Address is identical to the Mailing Address, the requestor may check the “Contact
address same as mailing address” box and EDGAR will copy the Mailing Address information to
the Contact Address fields before submitting the Form ID application. When this box is checked,
the Contact Address data entry fields are disabled (grayed out with Internet Explorer).

The E-Mail Address is critical to communications between the applicant and EDGAR and its
validity is critical to success. This is because notifications (messages) are sent from EDGAR to
this e-mail address. For example, an e-mail notification is sent to the applicant after his or her
Form ID application is processed by the SEC — if the application is rejected, there is no other way
for the SEC to contact the applicant. (Subsequent notifications may be retrieved from the EDGAR
Filing or OnlineForms/XML websites).

Contact for EDGAR Infornation, Inquines and Access Codes

Contact Mama *
[Jane Doe

[T Contacl address same as mailing address. Contact address is required if not the same

Contact Strest 1 * Contad Streel 2

|S55 Mockinghird Lane [Suite 8

Contact City = Contact State/Country *

|Alexandria |vIRGINIA =]

Contact ZipPostal Code *

22312-2447

Contact Phone *
|703-555-1234

Note: The E-mall address below is where your niew CIK will be senl after form submission and review. Itis very imporant thal you enter
it correctly. To help ensure accuracy, you must anter it haice,

E-mail Address *

[avensiladdress@xyz . con

Re-enter E-mail Address *

[n',rena 1laddress#xyz con

Figure 3-9: EDGAR Form ID Page, Contact for EDGAR Information

Note that our rules require that you keep this information current. After your Form ID application
is accepted and you have your EDGAR access codes, you can use the Edit Company Information
capability of the EDGAR Filing or OnlineForms/XML websites to update this information as
required.
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3.2.2.2.4 Contact for SEC Account Information

The Contact for SEC Account Information and Billing Invoices section of the Form ID
application is the fourth data entry section that is displayed upon the page. This information is to
be supplied for all Filers and Filing Agents.

The Contact Address is required if any part of the address is different from the Mailing Address.
If the Contact Address is identical to the Mailing Address, the requestor may check the “Contact
address same as mailing address” box and EDGAR will copy the Mailing Address information to
the Contact Address fields before submitting the Form ID application. When this box is checked,
the Contact Address data entry fields are disabled (grayed out with Internet Explorer).

Contact for SEC Account Information and Billing Imvaices

Contacd Name *
[John Doe

W Contact address same a5 mailing address. Contad address is required if not the same

Contact Sireet 1 Contact Street 2

Gontact City Contact State/Country

[ I =
Contact ZipiPostal Code

Contact Phone ®

[201-585-1234

Figure 3-10: EDGAR Form ID Page, Contact for SEC Account Information
3.2.2.2.,5 Signature

The Signature Information section of the Form ID application is the fifth data entry section that is
displayed upon the page. This information is to be supplied for all applicants. If the applicant is a
company, a duly authorized person - such as a partner, president, treasurer, corporate secretary,
officer, or director - must sign the Form ID application. Individuals may have someone with their
power of attorney sign the Form ID application. Filing agents such as financial printers cannot
sign this form on behalf of the issuer unless they are specifically authorized to do so in writing.
The written documentation must be attached to the Form ID application. Refer to Section 3.2.3.2,
“Assembling the Form ID Submission.”

The Signature that is entered is the text equivalent of the signer’s manual legal signature. For
example, if Tobias Alowicious Smith uses “T. A. Smith” as his legal signature, the requestor
would enter “T. A. Smith” in this data entry field. Note that the Signature is for the applicant, the
authorized representative of an applicant that is not an individual, or the individual authorized to
sign by the individual applicant or authorized representative, which is not necessarily the person
who is filling in the form (although they could be the same).
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The Title/Position is required only when the applicant is a company.

Signature Information

Note: Only a duly authorized person - such as a partner, president, treasurer, corporate secretary, officer, or
director - may skgn this application on behalf of the applicant.

Signature * Date (MMDDAYYY) *
[Jchn Doe |s-17-2012
Titte/Position *
|CED

Conlinue >> I Help |

Exit Window

Figure 3-11: EDGAR Form ID Page, Signature Information

3.2.3 Assembling and Submitting the Form ID Application

After you have entered all of the required data on the Form ID application, you are ready to
complete the process and submit the Form ID application to the SEC for acceptance. You must do
the following to finish the process:

e Correct any errors

e Upload the scanned, notarized authentication document in PDF format
e Upload any additional attachments

e Define a passphrase

e Submit the completed Form ID application

Note: The maximum size of a Form ID submission, including all attachments, must not exceed
200 MB.
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3.2.3.1 Verifying the Form ID Application

Note: The figures in this section all contain sample data. Each figure represents the type of data
that can be entered on the Form ID application. The figures are provided as examples of
what you will see; your data will be different.

The next step in the process is to complete the Form ID data entry phase. This is accomplished as

follows:
1.

Click the [Continue] button (Figure 3-11: EDGAR Form ID Page, Signature
Information).

EDGAR validates the format and syntax of the information that you provided in the
Form ID application (you are responsible for confirming the accuracy of all
information submitted in the Form). If there are errors in the information provided
(such as missing required fields), your Form ID application with the errors highlighted
will be displayed (Figure 3-12: EDGAR Form ID, Errors (Top)). Follow the
instructions on the screen to correct the errors, and then click the [Continue] button.
Your updated Form ID application will be revalidated; if errors remain, your updated
Form ID application with any errors is displayed. You must correct all errors to
proceed past this point.

For example, the following errors are marked in Figure 3-12:
= Mailing State/Country is missing (required field)

» Phone [Telephone Number] is not in the correct format
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Apply for EDGAR Access (New)

Intentional misstatements o omissions of facts constitute federal crimmal violations. See 18 17.5.C.1001.

Please fill m the application below if
* you as an indhidual
» another mdividual whom you represent, or
+ acompany that you represent
needs to file eectromcally with the SEC via the EDGAR svstem. All references to "Applicant”™ on this form refer to the mdmidaal
or company that needs to file with the SEC; thus, if you represent an mdnidual or company, “Apphcant”™ 1s mot vou but rather the
mndividual or company that vou reprezens
Note: Filing Agent applicant type must be used ONLY by a financial printer, law firm, or other person, which will be using
these access codes 1o send a filing or portion of a filing on behalf of a filer

This applcation is for potentsal filers who are mew to the SEC onll: if the potential filer (1.e., Applicant) akeady has an assigned
EDGAR. Central Index Kev (CIK), do nor use rhis form! In this case, refer to the EDGAR Filer Mamual for more information.

One or mare of the fialds balow is missing a required value or confains an nvalid value. Please corred the
walugs in the fields marked with & . For help on & specific field, click on s Isbel

Formm ID (" indicales requined fisdd. Help for a field may be accessed by ciicking s label )

Application for EDGAR Access (Farm 10}

Applicant Typa
[Filer =]
Indicate whnether the EpIHII:EI'ItlE a company ar indradual

& Company  Indhicual

ACCRES codes will be used bo submil drafl registration or drafl ofering stalement pursuant o
™ 1085 At §106 ¢ Foreign Private Issuer Paolicy ¢ Regulation A

Mote: The Hame of Applicant must be in English!
Alsa, the value that you enter balow may be conformed 1o meet EDGAR standards, Click here for details,

Mame of Applicant (English language) *
[7chn Doe Conpany

Mailing Street 1+ Mailing Street 2
[399 HAFLE AVE [STITE s06

Mailing ity * £ Mailing State/County *

|ROCEVILLIE [ |

Mailing ZipiPostal Code *
I?EIEE 1-1324

) Phone ™
|se-555-1224

Mote: If the potential filer does mof have a TN, enter “00-0000000° balow.

Tan Igentification Nurnbser (TIN}
(OO-OO000O0)

[12-3456789

Figure 3-12: EDGAR Form ID, Errors (Top)

2. [If there are no errors in your Form ID application and the name conformance process
changes your Name, a dialog box appears (Figure 3-13: EDGAR Form ID, Conformed
Name Dialog).
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The dialog box gives you the conformed Name of Applicant that will be used when
your Form ID application is submitted. Click the [OK] button in the Conformed Name
dialog box after you have reviewed the information.

Message from webpage b E]

Yaur applicant name of "John Doe Cormpany” has been confarmed ba *Jaobn
I Cioe Co' ko meet EDGAR conformance specifications, Mote that this
conformed value will become waur afficial company name upan Faorm ID

accepkance,

Figure 3-13: EDGAR Form ID, Conformed Name Dialog

3. The EFMW Form ID Application Confirmation page appears (Figure 3-14: EDGAR
Form ID Application Confirmation Page (Top) and Figure 3-15: (Bottom)).

This page allows you to review the information that will be sent to EDGAR after you
submit this Form ID application. It also provides a way for you to:

» Edit any incorrect information (except for the conformed Name of Applicant).

= Print the page, which must then be signed and notarized to serve as the
authentication document.

» Upload/delete attachments.
» Define a passphrase.

4. Click the [Print Window] button near the bottom of the page to print the authentication
document. The printed document must be signed and notarized.
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Form ID Application Confirmation

Intentional muisstatemnents or onmssions of facts constitute federal crymmal violabons. See 18 U S.C.1001.

"Edit Form [D)" button below.

Applicant Type:
Companyfindiidual
Draft Registration:
Draft Offering:

Conformed Name of Applicant

Mailing Address:

Phone:
Tax Identification Mumber:

“Dioing Business As" Mame:
Foraign Mame;
Business Address:

Siate of Incorparation:
Fiscal Year End:

Contact Name;
Contact Address:

Contact Phone:
E-mizil Address:

Contact Name:
Contact Address:

Contact Phone:

Signature:
Date:
Tile/Position:

Please carefully review and confirm your Form [D information. To make changes to your Form ID mformation, select the

Application for EDGAR Access (Form ID)

Filer
Company

Haote: This name will become your
John Dog Co oMcial company name upon Form

ID accaplance.

980 MAPLE AVE. SUATE 506
ROCKVILLE, MO 20851-1324

201-555-1234
12-3456739

Filer Information

900 MAPLE AVE, SUITE 506
ROCKVILLE, MD 20851-1324

Contact for EDGAR Infarmatian, Inquiries and Access Codes

FIRM & CO

900 MAPLE AVE, SUNTE 506
ROCKVILLE, MD 20851-1324

301-987-6543
Johndoagkyz com

Contact for SEC Account Infarmation and Billing Imoices

JOHN DOE

900 MAPLE AVE, SLATE 506
ROCKVILLE, MD 20851-1324

301-555-1234

Signature Information
John Doe
2412015
CEO

Figure 3-14: EDGAR Form ID Application Confirmation Page (Top)

If you want to change any of the data displayed on the EFMW Form ID Application Confirmation
page, click the [Edit Form ID] button in the middle of the page (Figure 3-14: EDGAR Form ID
Application Confirmation Page (Top)).
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Signatore of Authored Person MNotary Signanwe & Seal to be Placed Here:

Printed Mame of Segnanme:

Title of Person Sigeng

Yoo currently hanve ) uploaded attackment{z). To complete processing of your Form (D, you nmst attach a PDF version of 2
notarized athentication document using the "UploadDielete Attachments” button below. To upload aptional sttackments
{soch as a cover lefter, cormespondence, or power of attorney) or delete previously uploaded attachrwents, select the
“Upload Delete Attachment(s)” button below.

If you requere additional information on how to format an uploaded attachement, please contact Fller Support Staff ar 202-
§51-8900 or refer to Chapter 5 of Vohme [I of the EDGAR Filer Mamaal which discusses the guidelines for formatting an
acceptable upload attachment

[ UploadDelete Atiachmerts

Before submitting your Form 1D, vou owst enbey and re-enter a passphrace below. You will use this passphrace bater, aleng
with your new CIE, to generate your EDGAR access codes. It is important that yom remember this passphrase for
later use. Note that this passphrase is not vour EDGAR Logn password. Once you obtain vour CIK via e-maid, this
pas:pl:rm, d:mawiﬂ: }Wm,m}'be used to generate 3-m.rEDGARLng;'npumd (mwﬂascl:e mﬂpmcj

* ingicates reguined finid. Heip for a fieid may be acoessed by citking is labed
Passphrasa informaton
Passphrase * Maote: Your passphrgse must be B characlers
| and must conrtain al leasl one digil and
ong of the following characiers: @, # ", or $

Reg-enter Passphrase *

Omnece you have confinmed the Form [ information above, attached all necessary documents, and entered your passphrase,
sedect the *Submst Form ID° button below,

[ PrintWindaw |

Sulbmit Foam 1D

| EuitWindow |

Figure 3-15: EDGAR Form ID Application Confirmation Page (Bottom)

The EFMW Form ID application page appears (Figure 3-16: EDGAR Form ID Application Edit
(Top)), prefilled with the data from your original Form ID application. Change any of the data
that you want, and then click the [Continue] button. Your updated Form ID application will be
re-verified; if errors remain, your updated Form ID application with any errors is displayed
(Figure 3-12: EDGAR Form ID, Errors (Top)).
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Apply for EDGAR Access (New)

Intemtional misstatements or omassions of facts constinnte federal crimmal viclations, See 18 17.5.C. 1001

Pleaze fill m the application below if
* vou as an ndraduoal,
+ another indvidual whom vou represent, or
+ a company that vou represent
needs to file electronically with the SEC wia the EDGAR. system. All references to "Apphcant™ on this form refer to the mdridual
or company that needs to file with the SEC; thos, f vou represent an individual or company, “Applicant”™ is mor vou but rather the
individual or company that vou represent.
Mote: Fibng Agent apphicant type must be used ONLY by a financial printer, lvw frm or other person, which will be wsing
these access codes to send a filing or portion of a filing on behalf of a filer

This application is for potential filers who are mew to the SEC onfy: if the potential filer (ie., Applicant) already has an assigned
EDGAR. Central Index Key (CIK), do nor use this form! In this case, refer to the EDGAFR. Filer Manual for more mformation.

Form ID [*indicates reguined fiaid. Help for a feld may be accessed by clicking its label )

Application for EDGAR Access (Form ID)

Applicant Type

[Filer =1

Indicate whather the applicant is a company or individual
= Company ¢ Indnidual

ACCRSS codes will De used to submit draf registration or deaft offering statement pursuani to
™ JOBS Act §106 « Foreign Private Issuer Policy  Regulation A

Hote: The Mame of Applicant must be in English!
Also, the value that you enter below may be conformed to meet EDGAR standards. Click here for details.

Mame of Applicant (English language) *
[John Doe Company

Mailing Street 1 * Mailing Strest 2
|e93 MAPLE AVE [suITE S08

Figure 3-16: EDGAR Form ID Application Edit (Top)
3.2.3.2 Assembling the Form ID Submission

The Form ID application must include a notarized authentication document in PDF format. The
application can include other attachments such as a cover letter or Power of Attorney. To
assemble the Form ID submission (i.e., associate any attachments with your Form ID
application), you must upload them to EDGAR.
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1. If you want to add or delete an attachment, click the [Upload/Delete Attachments]
button in the middle of the page (Figure 3-15: EDGAR Form ID Application
Confirmation Page (Bottom)).

The EFMW Upload/Delete Attachment(s) page appears (Figure 3-17: EDGAR Form
ID Upload/Delete Attachment(s) Page). This page displays a table of the uploaded
attachments and allows you to manage the attachments associated with your Form ID
application.

Upload/Delete Attachment(s)

The following table contams a kst of vour currently attached documents. Use the "Upload Attachment” and "Delete
Astachment” buttons below the table to make modshcations to thas Bst.

Aftached Documents List
# [Filg Mame Type Descnption

Upload Attachment I Delete ARachment |

0K

Exit Window

Figure 3-17: EDGAR Form ID Upload/Delete Attachment(s) Page

2. To add an attachment, click the [Upload Attachment] button. (Any attachments you
plan to include should already have been prepared and saved in the appropriate format
prior to assembling your Form ID submission.) For example, the completed and
printed Form ID application must be signed, notarized, and scanned as a PDF
document ready for upload. Optional attachments such as a cover letter or a Power of
Attorney must be in ASCII or HTML format.

Notes:

(1) Scanned, notarized Form ID authentication document should be attached as
CORRESP document type.

(2) Document attachments must conform to the following stand