
SECTION 3 BRANCHES AND SUB-BRANCHES 

Definition of a Branch Office 

A Branch Office is considered to be any place where the business of trading in securities 
is conducted and to which the public is invited to deal, other than the head office. 

Definition of a Sub-Branch 

A Sub-Branch Office is considered to be any Branch Office having less than four 
Approved Persons that is supervised by a Branch Manager at another Branch Office or 
directly by Head Office. Where licensed assistants are registered solely to engage in 
sales support tasks but do not solicit trades or engage in account opening activities, they 
need not be included in the count of Approved Persons in determining branch vs. sub-
branch status provided that certain conditions are met. (See Section 27) 

Branch and Sub-branch Registration 

Altimum operates sub-branch offices that report directly to Head Office. The Chief 
Compliance Officer has registered the firm’s Sub-branches on NRD and with the 
MFDA. 

Altimum requires that the Approved Person working from a Sub-branch notify the Chief 
Compliance Officer of any change in the address for service, the mailing address, the 
telephone number, or any other contact information as it regards the branch in which the 
Approved Person is working. The Chief Compliance Officer shall report these changes 
on NRD and register the change with the MFDA. 

When opening a new sub-branch the procedure on NRD is to first of all open the 
location, and then in a separate filing, report the Approved Persons who are going to be 
working from that location. When closing a location, the reverse is true. The Approved 
Person must be reassigned or terminated first, and then the sub-branch must be closed in 
a separate submission. The sequence of reporting is important because one cannot assign 
an Approved Person to a branch if it does not yet exist, and one cannot close a branch 
that still has Approved Persons assigned to it. 

On a quarterly basis, the Chief Compliance Officer shall reconcile the Approved Persons 
registration information and the Branch and Sub-branch registration information on the 
NRD to Altimum’s records and will maintain a signed, dated record of the review. 
The Chief Compliance Officer shall also reconcile branch and sub-branch registration 
information on the NRD to the Member’s records each year at renewal time. 

Branch and Sub-Branch Office Requirements 

Altimum must designate a person qualified as Branch Manager for each branch office of 
Altimum that is not a sub-branch. Altimum is not required to designate a branch manager 
to be in attendance for a sub-branch office provided that a trading partner, director, 



officer, compliance officer or branch manager who is not normally present at such sub- 
branch office supervises its business done at the sub-branch office. Altimum will ensure 
that all branch managers possess the required branch manager proficiency requirements 
and the requirements necessary to act as a delegated compliance officer at the branches 
in relation to the everyday functions and requirements of the respective branches, 
particularly sales and account opening practices. 

Altimum will ensure that its branch offices have access to a copy of Altimum's 
Compliance Policies and Procedures Manual so that the branch managers, the Approved 
Persons and administrative assistants at the branches are fully aware at all times of the 
policies and procedures that govern the regulatory compliance requirements of all 
appropriate regulators. 

Altimum will institute mechanisms to ensure regular, formal reporting by its branches on 
compliance matters to head office. 

More specifically, Altimum will have procedures in place for its branches to ensure that 
all branches are aware of: 

1. The records required to be maintained by each branch office (that is, files to
reflect client transactions, customer complaints, etc.). 

2. The daily and periodic reviews that branch managers must carry out of branch
office administration including client transactions, customer complaints, 
referral arrangements, limited trading authorizations, etc. 

3. The mechanism in place to ensure that senior management at head office is
notified of any changes that occur at the branch levels. 

4. The procedures to be followed when a branch is being closed.
5. The responsibilities of the branch manager when supervising sub branches.
6. The procedures for filing new account application forms, Know-Your-Client

information, and client orders with head office. 
7. Alternative procedures for delivery of information in unusual situations such as

mail or courier strikes. 
8. The administrative assistant procedures and restrictions, for example, they

cannot solicit business on behalf of a registered individual; cannot perform 
activities in furtherance of a trade, and cannot collect Know Your Client 
information. 

9. The various types of client complaints to ensure they understand the kinds of
complaints they need to report to head office. 

10. Approved Persons must report any changes in the contact information at the
branch to the Chief Compliance Officer. 

All branch managers and Approved Persons at all branches receive appropriate training 
in Altimum's philosophy when they commence employment. Branch managers report all 
inappropriate branch office activities which result in regulatory breaches to the Chief 
Compliance Officer at head office. All branch managers are also aware they are 



responsible for opening new accounts, and for supervising trades made for clients, 
including ensuring compliance with the suitability obligations of Altimum. 

Branch and Sub-Branch Reviews/Visits 

The Chief Compliance Officer shall send a letter to each Approved Person periodically to 
seek to independently confirm information gathered in Branch and Sub-Branch reviews 
by requiring the Approved Person to provide their business cards, letterhead, advertising, 
and a copy of complaints, referral arrangements, and details of outside activities. As the 
Approved Person supplies the Chief Compliance Officer with this documentation, the 
Chief Compliance Officer will keep a spreadsheet to check off that these requirements 
were disclosed and it will be reviewed by the Chief Executive Officer, who is responsible 
for the Branch and Sub-Branch Review Program. Head Office records will be checked 
for accuracy against these reports to ensure that Head Office records are complete as well 
as to determine whether there have been any developments that were not disclosed to 
Head Office at the time. 

The Chief Executive Officer will visit Altimum's branch offices and sub-branch offices 
every third year, or more frequently, to ensure that the branches are complying with 
branch policies and procedures. These visits are documented, and any deficiencies are 
noted and discussed with the Approved Persons who are given a specified time to rectify 
such deficiencies. The Chief Executive Officer will follow up these audits to ensure  
that appropriate action has been taken to rectify any deficiencies found.  

The Approved Person will also be encouraged to visit Head Office regularly to meet with 
the Chief Compliance Officer. The Branch Managers and the Chief Compliance Officer 
will discuss various compliance issues and the operations of Altimum and its branches or 
sub- branches. 

Branches will be ranked by Audit Risk Ranking as the Chief Compliance Officer deems 
suitable based on several criteria. A low score reflects less perceived risk.  

A sample follows. 



ALTIMUM SUB-BRANCH RISK RANKING

DATE OF LAST REVIEW
Criteria Ranking Points

Assets Under Management
Under 5 million 4 points
Over 5 million 9 points

Nature of Business
Use of Limited Trading Authorizations One of these 5 points
Leveraged Accounts Two of these 9 points
Riskier Products Three of these 14 points
Out of Province Clients Four of these 19 points
Non-Branch Structure Five or more 29 points
Fee based Accounts
Internet or Social Media advertising
Outside Business Activities

Previous Audit Results
Compliant Some Issues 3 points
Non-Compliant or Serious Issues 19 points

Previous MFDA Examination Findings
Minor Issues 9 points
Serious Issues 29 points

Complaint History
One Previous Complaint 5 points
Two or more Complaints 19 points

Trading
Frequent market related trading 9 points
Trades in Leveraged Accounts 10 points
US Clients 19 points
Referral Arrangements 15 points
Improper Application of DSC Fees 14 points
Commissions over 1% of AUM 4 points
Late or Missing KYC's 9  points
Frequent High Dollar trading 5 points
Trends or Patterns Noted 10 points
Frequent Suitability Issues 14 points
Senior Client base 4 points
Churning 19 points
2-4 LOI's last 12 months 15 points
5 or more LOI's last 12 months 24 points
DSC's on Redemptions not disclosed 14 points

New Rep
New Rep 10 points

Strict Supervision
(Triggers Automatic Audit) Strict Supervision Required 50 points

Total

Final Risk Ranking for Priority of Audits

High Risk 50 points or more
Medium Risk 30 - 50 points
Low Risk Under 30 points



Branch Review Program - Overall Procedures 

The Branch Review Program must include an assessment of the procedures and practices 
in place at the branch, as well as the quality of execution of those procedures. It must 
address all significant aspects of Altimum's policies and procedures manual and all 
MFDA By-laws, Rules and Policies. It must include interviews with Approved Persons at 
the Branch along with substantive testing to verify the accuracy of information that is 
provided to the interviewer. 

Substantive testing should involve reviewing advertising and marketing materials, client 
files, trade blotters, Limited Trading Authorizations, Letters of Indemnity and other 
relevant records as well as complaints, KYC updates, referral arrangements, trade names, 
outside business activities, and all approvals from the Compliance Department for 
advertising and marketing together with reimbursements for Coop advertising. Altimum 
has prepared spreadsheets, or templates, enumerating the various categories to be tested. 
Preparation for a branch review would include a determination of minimum sample sizes 
in each of these categories. A normal review would have a default sample size of not less 
than 5 from each of the categories being tested, where applicable (for example, there 
might not be 5 leverage loans to review at that branch.) 

Prior to a branch review, the reviewer shall prepare and plan for the review by doing a 
preliminary screening. This will include reviewing existing marketing, websites, 
complaints, pending and completed legal actions, Letters of Indemnity, errors, and other 
issues related to the Approved Persons at the branch or sub-branch. Such preparation 
would include a risk- based assessment of the branch relative to the firm's other branches 
to determine sample size and the scope, or extent, of the review. 

The risk-based assessment is based on a number of factors, including: 

1. Complaint history
2. Marketing used in the subject branch including websites and social media
3. Number of approved persons at the branch
4. Trade volume and commissions earned
5. Results of previous reviews
6. MFDA compliance examination findings
7. Daily trade supervision issues
8. Limited Trading Authorizations
9. Experience of the Approved Persons at the Branch
10. The nature of dual occupations or outside business activities carried on by

the Approved Persons at the Branch
11. The volume of leveraged trades at the branch
12. The date of the last review
13. Pending legal actions.
14. Other specific activities at the branch

The risk-based assessment is to be considered when setting sample sizes and sample sizes are 
to be increased accordingly where there is deemed to be the potential for increased risk. Certain 
categories will require a sample size of 100% to be tested and reviewed, such as 



complaints, undisclosed outside business activities, pending legal actions or 
undisclosed marketing. 

The Branch Review program shall include these steps: 
1) the Approved Person interview
2) review of client files (templates attached)
3) review of marketing
4) suitability analysis
5) other specific items raised by either the reviewer or the Approved Person

At Altimum, the Chief Executive Officer is to conduct the Branch Review Program in 
every branch at least once every three years. Similar, but less exhaustive, Branch Visits 
will be conducted every year except in the year when the branch is subject to the Branch 
Review, and will be conducted either by the Chief Compliance Officer or the Chief 
Executive Officer. 

Sub-Branch Interview 

The purpose of the Sub-Branch interview is to confirm that the Approved Person is 
aware of requirements under MFDA By-laws, Rules and Policies and applicable 
securities regulation. The interview process also allows the Approved Person to raise 
and discuss issues and areas of regulatory concern. 

The interview will also include discussion about policies and procedures relating to: 

1. Products and services offered to clients
2. Complaints
3. Advertising and sales communications
4. Referral arrangements
5. Outside business activities
6. Account opening procedures
7. Other branch/subbranch supervision issues

The Chief Compliance Officer will act as the reviewer and will conduct the interview 
and record the responses of the Approved Person. 

The questionnaire closely follows the template provided by the MFDA for this purpose 
and includes discussions regarding account opening procedures. 

Review of Client Files 

Client files must be examined by the reviewer to verify that there is proper account 
opening documentation on file and that branch client files are appropriately 
safeguarded. The reviewer must also confirm that account opening procedures have 
been properly followed. 

The Know-Your-Client information must be reviewed to: 
1. Assess Completeness
2. Confirm that back-up for any changes has been maintained on file
3. Confirm that KYC information on the back office system matches that in the files.



Client files must be examined to verify that proper evidence of client instructions and 
any relevant trading authorizations have been maintained on file. The reviewer will look 
for trades in speculative funds to assess suitability and compliance issues such as off-
book trades and trades in exempt securities (for which neither Altimum nor the 
Approved Person would be licensed.) 

A sampling of trade orders must be reviewed to : 

1. Assess suitability
2. Ensure proper documentation of trades done with a Limited Trading

Authorization including a Client Contact Form or copy of  e-mail 
3. Detect trading in speculative or high-risk funds
4. Detect trading in exempt securities
5. Detect unlicensed/out of province trading
6. Confirm proper identification of leveraged trades
7. Confirm timeliness of trade processing
8. Detect existence or use of pre-signed forms
9. Detect undisclosed leverage transactions

Files will also be reviewed to assess the adequacy of notes regarding advice or 
recommendations provided to the client, as well as notes regarding discussions relating to 
fees and services, if any. 

Where a potential material deficiency is discovered with respect to MFDA By-Laws, Rules 
or Policies, such as the existence or use of pre-signed forms, or trading in exempt securities, 
for example, the reviewer is to initiate a complete and thorough review of client files of the 
Approved Person and determine whether the issue needs to be reported to the MFDA on the 
METS system. 

Review of Sales Communications, Advertising and Client Communications 

The Branch Review Program must include a review of all sales communications, advertising 
and client communications, including business cards, letterhead and websites to confirm that 
any required approvals have been obtained in order to ensure that there is no undisclosed 
marketing or client communication. The review process must also involve discussions with 
the Approved Persons and testing, including reviews of client files, to detect: 

1. Misleading communications
2. Trade names being used by Approved Persons that have not been approved by Altimum
3. Undisclosed outside business activities
4. Personal financial dealings with clients
5. Securities related business being conducted outside of

Altimum
6. Undisclosed referral arrangements

Where a potential material deficiency is discovered with respect to the conduct of outside 
business activities or personal financial dealings with clients under MFDA By-Laws, Rules or 
Policies, the reviewer is to initiate a complete and thorough review of client files of the 
Approved Person responsible including those relating to non-Member business. 



Review of Client Complaints

The Branch Review Process includes a review of all known complaints to confirm that 
they have been properly recorded at Head Office and handled in accordance with 
Altimum procedures and MFDA By-laws, Rules and Policies. The nature of any 
complaints, together with the timeliness of the response and fairness of the resolution 
must be assessed. 

The Branch Review Process also includes inquiries directed towards the Approved 
Person regarding complaints and inspection of client files to determine whether there are 
any complaints involving individuals at the sub-branch which may not have been 
disclosed to Head Office. If found, these must be reviewed for compliance with Altimum 
policies and procedures. 

The nature of any complaints, together with the timeliness of the response and fairness of 
the resolution must be assessed. 

The Branch Review Process must also confirm with the Approved Person that they are 
aware that all complaints and pending legal actions must be made known to the Chief 
Compliance Officer at Head Office within two business days in accordance with 
Altimum policies and MFDA Policy 3. 

Documentation of Testing Performed 

Altimum shall maintain orderly, up-to-date files for each branch that has been reviewed. 
The files will include details of the procedures performed at the branch, including the 
review of client files, processed trades, complaints and client communications. All 
working papers to support the work done and provide evidence of any deficiencies noted. 
All follow-up documentation must also be included in the file. Records are to be retained 
for seven years and are to be available for review by the MFDA, if requested. 

Branch review records may identify significant deficiencies that may disclose a need for 
further education and training of Approved Persons or other staff where applicable. If the 
issues are systemic, a review of internal procedures and practices may be necessary. 

Reporting of Results 

All serious issued detected are to be reviewed by the Chief Compliance Officer and the 
Chief Executive Officer within a reasonable period of time, which, in the case 
of Altimum, means not later than the next business day. 

Altimum must also ensure that Approved Persons at the branch are made aware of issues 
identified in the report relevant to them in a timely manner. A written report is required 
within 30 days of the review and must include the following information: 

1. The date of the review
2. Basic branch information, including the Approved Persons and staff at the

branch location
3. Details of any compliance deficiencies noted in completing the branch review

including missing documentation or any gaps in following policies and 
procedures 



4. The date the report is issued
5. The date the report is received by the

branch
6. The date by which a response is required.

Altimum has established timelines regarding branch audits. The response from the 
Approved Person must contain acknowledgement and resolution timelines for each item 
in the report. The Approved Person's response to the report must be received within two 
weeks of the date of receipt of the report and it is expected that issues identified in the 
report are to be resolved within 3 months of the date of receipt of the report. The Chief 
Compliance Officer may agree in writing to an extension of this 3 month period due to 
extenuating circumstances and establish a new deadline if requested to do so by the 
Approved Person in advance of the expiration of the 3 month time frame. 

Altimum is required to ensure that the issues identified in the course of the branch review 
are followed up and resolved. This is the responsibility of the Chief Compliance Officer, 
who must report back to the Chief Executive Officer regarding progress in obtaining the 
report from the Approved Person 30 days after the report to ensure that the time line is 
being followed. The Chief Compliance Officer will track responses from Approved 
Persons and review them with the Chief Executive Officer when received, and ensure that 
the branch implements all required changes in a reasonable amount of time, depending on 
the deficiency. The objective is to ensure consistent and timely reporting of results. 

Altimum will retain responses and resolutions to the report with the original report of the 
branch audit in the branch audit file. 

Other Visits to Sub-Branches 

Altimum Compliance personnel will conduct a less formal visit to sub-branch locations at 
least once per annum except in those years when an on-site review as required by MFDA 
Policy 5 is being conducted instead. The Chief Compliance Officer will be responsible 
for these visits and will conduct a review of a sampling of client files to assess 
completeness, confirm that any backup for any changes has been kept on file, and to 
confirm that KYC information on the back office system matches with that recorded in 
the files for the accounts being inspected. The Chief Compliance Officer will also discuss 
account opening procedures, leverage account procedures, procedures with regard to 
approval of advertising and sales communications, handling of complaints, timeliness of 
processing, referral arrangements, outside business activities, products and services being 
offered to clients, etc. with the Approved Person in the sub-branch. The Chief 
Compliance Officer will keep a record of these visits including what was discussed, 
which files were looked at, and findings as a result of the review, and include a listing of 
completed visits each year in the Compliance Report filed with the Board of Directors. 
The Chief Executive Officer will support the Chief Compliance Officer in these visits 
and may conduct these visits as the Chief Compliance Officer's alternate. The intent is to 
maintain a level of Head Office contact with each branch and to ensure compliance with 
regulations between official on-site reviews which will be conducted at each sub-branch 
at least once every three years by the Chief Executive Officer and which will involve a 
much more detailed review of compliance practices. 



Altimum Mutuals Inc. 
 Approved Person Interview 

Registration 

1. How long have you been registered with Altimum?

2. What industry examinations have you completed and what professional
designations have you obtained?

3. Where do you meet clients?

4. Where are client files maintained? Are any files maintained outside of the
branch?

5. Does anyone else work at this location with you or use it as an office?

6. Do you use any trade or business names other than Altimum’s legal name? What
business title do you use?

7. Do any other businesses share office space at this location?

8. In which provinces are you registered? Do you have clients in other provinces?
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9. Do you have a personal corporation?

10. Do you have a joint code with any other Approved Persons? If so, describe the
procedures for accounts handled under a joint code? How do you identify who
provided the recommendation or accepted the order?

Business Activities 

11. What products do you offer through Altimum in addition to prospectus qualified
mutual funds?

Pooled Funds Principal Prot. 
Notes 

Segregated 
Funds 

GIC's 

Hedge Funds Limited 
Partnerships 

LSIFs Flow-Through 
Shares 

Insurance Other (list below 
Commodity 
Pools 

12. What services do you offer through Altimum? (If services are fee-based, provide
details on how any fees are collected & paid.)

Service? Fee Based? 
Financial Planning 
Income Tax Preparation 
Other? 
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13. What products and services do you offer outside Altimum?

14. Are you an officer or director of any other companies or organizations?

15. What fees and compensation do you receive for your outside business activities?

16. What business names are associated with your outside business activities?

17. Have you notified Altimum and received approval for these outside business
activities?

18. When and how is disclosure of your outside business activities provided to
clients?

19. If financial planning is offered outside Altimum, what entity is it conducted
through? Is it a regulated entity such as a licensed insurance corporation?
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Privacy and Confidentiality

Anti-Money Laundering

Schedule for Review 

1. Approved person to respond in writing to audit
2. Date of response to be determined at time of audit
3. Compliance Officer to document that the follow-up has been done and the

Approved Person’s response addresses what was raised in the audit.
4. Approved Person to issue letter confirming certain details, including referral

activities, procedures regarding statements of account, websites, and other
information which the Compliance Officer may ask them to confirm in
writing.

Schedule for Next Audit 

Signature of Representative (and initial each page) _________________Date_______ 

Compliance Signature                                                 _________________Date_______ 













 
 

 

 
 



 
 

 
 

 
 

 
 

 
 

 

 
 

 

Sharing Office Premises
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