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Chief Compliance Officer  

Ultimate Designated Person 
 

 

            Training and New Recruits 
Application for Renewal 

 
Approved Persons Reporting Requirements 

B  
Discharge of Bankruptcy
Updating Sub-Branch and Approved Person Information              

Altimum Reporting Requirements 

 
 Maintaining Minimum Capital 

                   

  
  

 

 

 
 

 
 

  
Licensed Assistants  

              Restrictions on Duties of Unlicensed Assistants                                                                            

Telephone Operations 
Client  Records
Signage 
Physical Premises 



 
Record Retention 

 

Client Files 
Correspondence File 

 

  
  

New Accounts 
 

How Suitability is Assessed at Altimum 
Recording Joint Account Suitability 
Information Requirements to Open an Account 
Leverage Disclosure Document 
Trade Order Form 

  
Handling and Delivery of Cheques and Orders 
Investment Instructions 
Leverage Trades 
Trades Under a Limited Trading Authorization 
Transmittal of Purchase Orders and Trade Cut-off Time 
Settlement of Trades 
Redemptions of Mutual Fund Securities 
Signature Guarantees 

 
Non-Financial Changes 
Daily Trade Supervision 
New Account Approvals 
Change of Approved Person 

Rejected Trade Query 
Periodic Head Office Supervision (Trend Analysis) 
Timeliness of Trades 
Pricing Trof ades 
Supervision of Redemptions 
Review Tof Irades nvolving Leverage 
Random  Sampling

 
 

 
Consent 
Change of Dealer 
Registered Account Transfers 
Timing of Transfer 
Amounts Owing to Former Dealer 
Confidentiality of Client Information 
Transfers-in 



Trading Errors 
Unauthorized Redemption Requests 
Follow-up 

   
Request for Letter of Indemnity 

Discretionary Trading 
Pre-signed Forms and Alterations to Forms 
Power of Attorney 
Limited Trading Authorization 
Maintaining Instructions 

 
Client Statements 

                          
                                                         

               
              

Portfolio Summaries       
Reporting of Off-Book Holdings 
Rates of Return 
Trade Confirmations 

 
 

   

  
Conversions 
Processing of Switches and Conversions 
Churning 
Policy with regard to Switches, Conversions and Churning 
Switches from DSC to Front-End Units 
Prohibited Trading Activity 

 
  Book  

 
 

 

 
 

Guarantors 
Financial and Suitability Tests 
Rep Checklist for Leverage Applications 

 

Stocks and Bonds 
Unregistered Securities 
Stealth Advising 
Selling Away 



 
  

Disclosure and Reporting of Outside Business Activities 
Dealer Approval of Outside Business Activities 
Disclosure to Clients 
Issues to be Considered Before Approving OBA 

 
Reporting of Outside Business Activities 
 

 
Approval Process for Securities Related Referrals 
Control of the Referral Process 

  

Procedures 
Conduct of Approved Persons 
Non-Permissible Conduct 
Monitoring 
Disclosure of Compensation 

  
Approval of Investment Products 
Due Diligence for Product Approval 
Charitable Donation Programs 
Exempt Securities 

 
Transfers-in of LSIF’s 
Rollovers of LSIF’s 
Proficiency with LSIF’s 
Prohibition against Trading Without Proficiency 

 

  
  

 

 

  
What is the Purpose of the Rescission Right 
Procedures for Dealing with Rescissions 

 
What is the Purpose of a Withdrawal Right 
Procedures for Dealing with Rights of Withdrawal 

 

  
  

Point of Sale Documents 
Explanation of Consequences of Redemptions

Joint Approved Person Codes



 
Commission Payment 

            Trailer Fees
       Commissi Reon bates 

MFDA Schedule A 
 

Telephone Greetings 
Approved Titles and Job Descriptions 
Policy Regarding Trade Names on Legal Documents 
Approval of Trade Names 
Unacceptable Trade Names 
Identifying and Monitoring the Use of Trade Names 
Enforcement of Policies Related to Trade Names 

 
Compliance With the Cold Calling Regulations 

Altimum Policy 
Advertising Approval Process 
General Standards 
Advertising Your Registration 
Branding Requirements 
Approval of Branding 
Signage 
Business Cards and Letterhead 
Correspondence 
Printing Costs 
Ordering Business Cards and Letterhead 
Cooperative Advertising 
Holding Out 
Statements of Account Prepared by the Approved Person 
Advertising of Leverage 

Altimum Mutuals Inc.’s Website Policy 



 
  
 

Part II Complaints 
Service Complaints 

The Initial Response 
 
 

  
Conducting the Investigation 
The Substantive Response 

 
Point of  

 
 

Approved Person Forbidden from Settling a Complaint 
Confidentiality Restrictions 

   
 

 
Cautionary Letter 
Warning Letter 
Disciplinary Letter 
Disciplinary Sanctions 
Fines 
Strict Supervision 
Suspension or Termination 

Books and Records 
Complaint Handling 
Conflict of Interest 
Personal Financial Dealings 
Churning and Excessive Trading 
Forgery/Fraud/Theft/Misappropriation 
Outside Business Activity 
Policies and Procedures 
Provincial Securities Requirements 
Referral Arrangements 
Sales Communications 
Suitability and Know Your Client 
Failure to Cooperate 
Discretionary/Unauthorized Trading 
Standard of Conduct 



Forms of Identification 
Identifying Clients 

 

 

  
 

SECTION 21      CYBERSECURITY AND COMPUTER USAGE POLICY 

SECTION 22     FOREIGN ACCOUNT TAX COMPLIANCE ACT (FATCA)
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