
Account Services: Required 

Forms & Procedures
ROXANNE MCCLAM-ACCOUNT SERVICES TEAM LEAD



The Account Services Dept is responsible for all account updates on existing accounts.  
We process National Financial, Pershing, Fidelity IWS, TD, and some Direct Business. Our 
Dept is also in charge of Incoming Account Transfers for all new and existing accounts.  

MEET THE TEAM:

Roxanne McClam- Account Services Team Lead 

Anne Henderson- Account Services Processor

Lilian Perez- Account Services Processor

Anida Reese- Account Transfers Processor

About Us



Account 

Services 

Overview

Account Transfers

Change of Ownerships, REIT 
Transfers, and Redemptions

Account Update Request 
and Required forms

Alerts, Reports, & Helpful 
Training Tools



Account Transfers

Required sections of the ACAT Form

Additional Required Forms

Best practices

Common Mistakes



Pershing ACAT Form



NFS/IWS ACAT FORM



Change of 

Ownership & 

Alternative 

Investments
 Form Requirements

How to Avoid NIGO’s

Best Practices



Change of Ownership & Direct Business



Change of Ownership form cont’d



Alternative 

Investments

REIT Transfers

REIT Redemptions

Additional Required Forms

Best Practices



NFS/IWS Alternative Investment 

Request: LOI



Pershing’s Alternative Investment Non-

Retirement Account Network Form



Client Liquidation Form



Change of Address Requirements & 

Procedures

Change of Address Procedures

 Form Requirements

Best Practices



Financial Investment, Client and Entity 

Profile Update Forms

➢ Financial and Investment Information Update Form

• Account Investment Objectives

• Account Investment Risk Tolerance

• Account Time Horizon

➢ Client Profile Update Form

• Client Information

• Financial Information

• Changes to employment, Driver License information and 
Adding a Trusted Contact

➢ Entity Profile Update Form

• Entity Information

• Entity Financial Information

• Authorized Person Information



Other Account 

Update 

Examples

Entity Account Updates:
➢ Trustee Update Due to Death/TTEE Resignation

• Trustee Certification Form

• Entity Profile Update Form

• Copy of the Full Trust

• Death Certificate/Resignation Letter

• W9 (if tax ID/SSN is changing)

➢ Authorized Person/Officer(s) Update

• Entity Profile Update Form

• Corporate/Non-Corporate Resolution

• Copy of the Legal Corporate/Plan Documents

➢ REG BI Forms

• Form CRS (Trust Accounts Only)

• Risk Profile Questionnaire

• REG BI Brokerage Account Disclosure



Continued 

Update 

Examples

➢ Name Change Request

• Client Profile Update Form

• LOI (include instructions of name change request)

• Copy of Marriage Cert/Divorce Degree

• Copy of DL

➢ Adding POA

• Client Profile Update Form

• Copy of Legal POA

• Clearing Firm POA Form

• Form CRS only

➢ Beneficiary Changes

• Clearing Firms IRA Change of Beneficiary Form

• Transfer of Death Individual/Joint Form

➢ Margin and Option Agreements

• Form CRS 

• Recommendation Form

• Risk Profile Questionnaire

• REG BI Brokerage Account Disclosure



Processing Steps

 Step 1 – We receive request via email, fax, or already uploaded items in Docupace

 Step 2 – Review of Documents including completion of forms, adding of supportive documentation as needed, 
signature and date verifications 

 Step 3 – Send for Principal Review and Approval

 Step 4 – Once approved processing of request begins

 Step 5 – Submit Request to appropriate Clearing Firm or Sponsor Company

 Step 6 – Submit to Pending Folder and Allow processing time

 Final Step – Follow-up, note work item, and complete from work flow accordingly 



Clearing Firm Alerts, Reports, & Helpful 

Training Tools

Pershing

Fidelity  



Questions?
Phone: 954-358-2836

Account Services Email:
accountservices@kovacksecurities.com

Account Transfers Email:
accounttransfers@kovacksecurities.com
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