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COMPLIANCE CHECKLIST 
FOR SEC REGISTERED ADVISERS 

 
 
BROCHURE RULE 
Annually, if you made material changes to your Form ADV Part 2A brochure since the last annual 
update, you must deliver the brochure (or deliver a summary of material changes and an offer of 
the brochure), to all clients.  
 
Documentation you are required to keep: (1) a copy of each brochure and brochure supplement, 
(2) any summary of material changes that is not contained in the brochure, and (3) a record of 
the dates that each brochure and brochure supplement, each amendment or revision thereto, 
and each summary of material changes not contained in a brochure was given to any client or to 
any prospective client who subsequently becomes a client. 
 
CODE OF ETHICS 
SEC registered advisers must adopt a code of ethics that: 
1. Includes standards of business conduct required of Adviser’s supervised persons, which 

reflects Adviser’s fiduciary obligations and those of Adviser’s supervised persons; 
2. Requires Adviser’s supervised persons to comply with applicable federal securities laws; 
3. Requires all of Adviser’s access persons to report, and Adviser to review, their personal 

securities transactions and holdings periodically (see rule release or our summary for 
details); 

4. Requires supervised persons to report any violations of Adviser’s code of ethics promptly to 
Adviser’s chief compliance officer or to other persons Adviser designates in its code of ethics, 
provided Adviser’s chief compliance officer also receives reports of all violations;  

5. Requires Adviser to provide each supervised person with a copy of Adviser’s code of ethics 
and any amendments, and requires Adviser’s supervised persons to provide Adviser with a 
written acknowledgement of their receipt of the code and any amendments; and 

6. Requires access persons to obtain Adviser’s approval before directly or indirectly acquiring 
beneficial ownership in any security in an initial public offering or in a limited offering. 

 
COMPLIANCE PROGRAM 
 SEC registered advisers must: 
1. Adopt written compliance policies and procedures that are reasonably designed to prevent 

violations, detect violations of securities laws, and correct promptly any material violations; 
2. Review these policies and procedures at least annually to determine their adequacy and the 

effectiveness of their implementation and maintain any records produced documenting their 
annual review; and 

3. Designate a Chief Compliance Officer who will be responsible for administering the 
compliance policies and procedures. 

 
CUSTODY AND CLIENT BILLING 
You must comply with the custody provisions even if the only reason you have custody is for the 
direct debit of investment management fees from your client’s accounts.  
1. Client’s funds and securities must be maintained with a qualified custodian in a separate 

account under the client’s name or adviser’s name as trustee or agent for the client.  
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2. Adviser must notify the client in writing of the qualified custodian’s name, address and 
manner in which the funds or securities are maintained, promptly when opening an account 
for the client and following any changes to this information. 

3. Adviser must be reasonably assured, upon due inquiry, that the custodian sends directly to 
the client on a quarterly basis a statement of the amount of all assets held with the custodian 
and all transactions that have occurred during that period. 

4. Advisers who have custody only for deducting investment advisory fees and meet the above 
requirements do not need to have a public accountant conduct an annual surprise 
examination.  

 
NOTICE FILING & REGISTRATION OF INVESTMENT ADVISER 
REPRESENTATIVES 
Annually renew your notice filing with applicable states and the registration of your investment 
adviser representatives with each state as appropriate through the IARD system according to 
the posted calendar. Remember to start this process and fund your IARD account early. 
Preliminary Renewal Statements will be available the first weekend of November. 
 
ANNUAL UPDATING AMENDMENT 
Update your Form ADV Part 1 on the IARD system within 90 days of your firm’s fiscal year-end. 
Also review and update, as necessary, your Form ADV Part 2 at this time. If changes are made, 
file on the IARD system with the amendment to Form ADV Part 1. 
 
GRAMM-LEACH-BLILEY ACT & REGULATION S-P 
You must have written privacy policies and procedures. You must deliver an initial privacy 
policy to your clients before or at the time they sign your management agreement. You must 
annually deliver your privacy policy to your clients. 
 
BOOKS & RECORDS 
Review that you are complying with the SEC requirements for maintaining books and records. 
You must keep 5 years of records, of which the two most recent years must be kept at an 
appropriate office of the adviser, and the preceding years can be stored at a designated place off 
site. 
 
BEST EXECUTION REVIEW 
It is advisable that your firm have written policies and procedures to ensure best execution for 
your clients. You should periodically and systematically perform a best execution review and 
fully document that process and your findings. 
 
PROXY VOTING 
You must have written policies and procedures concerning proxy voting. You must disclose your 
policies to your clients in your Form ADV Part 2A brochure. You must keep records of how you 
voted each proxy for each client. You must provide information to your clients on how they can 
obtain records of how their proxies were voted.  
 
For assistance in complying with the above rules and regulations, please contact: 
 

Krista S. Zipfel, CFA 
949.250.1855 
krista@advisorsolutionsgroup.com 

mailto:krista.zipfel@advisorsolutionsgroup.com
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