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WOODLANDS SECURITIES CORPORATION 

SUPERVISORY PROCEDURE MEMORANDUM 
 
 

                                 
 
 

ACKNOWLEDGMENT 
 
I, the undersigned have read and understand the foregoing supervisory policies and procedures of 
the Company and do hereby agree to comply in all respects with such procedures including Anti-
Money Laundering, Privacy policies, protection of customer information, and the Prohibited 
Acts in Section 4.31. 
 

INSIDER AND CHINESE WALL PROCEDURES 
I, the undersigned have read and understand the foregoing procedures regarding insider trading 
and Chinese wall procedures, responsibilities of Associated Persons and or designated principals, 
and I hereby agree to comply in all respects with such procedures. I also understand that any 
questions regarding insider trading, Chinese Wall procedures and responsibilities of Associated 
Persons and or designated principals should be directed to Morris Monroe. 
 
 
_________________________________________________________________________ 
Signature                                                                                           Date 
 
Name _____________________________________ 
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MSRB Rule G-37: Statement of Representations 
 
 

 
Statement of Representations Pursuant to MSRB Rule G-37 

 
 
In accordance with the requirements of MSRB Rule G-37 and G-8, I hereby acknowledge and 
represent that, to the best of my knowledge, I have not made any political contribution to any 
bond ballot campaign, political action committee or any official of a municipal issuer, Municipal 
Finance Professional (MFP), non-MFP executive officers, consultants or dealer-controlled or 
MFP-controlled political action committee(s) which would be in violation of the provisions of 
MSRB Rule G-37, or which would not otherwise comply with the de minimus exemption 
provided under MSRB Rule G-37. It is my understanding that the de minimus exemption provides 
that the provisions of Rule G-37 do not apply to contributions made to officials of issuers which 
are made by municipal finance professionals entitled to vote for such officials, and provided that 
such contributions, in total, are not in excess of $250.00 per election (primaries and general 
elections are treated as separate elections for purposes of this exemption, in accordance with 
MSRB G-37). 
 
 
_____________________________________________________________________________ 
     Signature                                                     Print Name                                              Date 

 

 
Or 

 
 
I have made the following related contributions as described above:  
 

Date Amount Sent To Description 
Ex: 10/15/10 $50.00 ABC Representatives PAC Political Action Committee 
1.    
2.    
3.     

 
 
 
____________________________________________________________________________________________ 
    Print Name                                            Signature                                                            Date 
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Regulatory Compliance Checklist 
 
PLEASE READ EACH QUESTION AND SIGN WHERE INDICATED, INCOMPLETE 
FORMS WILL NOT BE ACCEPTED. (If any question does not apply, please mark "N/A").  
 

Yes No N/A Question 
   Have you received and do you understand the Written Supervisory Procedures with the 

Copy Date written above? 
   Have you reported to Compliance any complaints you received from a customer or 

regulatory body? 
   Have you made a reasonable effort to obtain each item of information required by the 

New Account form? 
 
Have you entered false information on a new account form?   

   

   Have you conducted all securities and securities related business through the Company?  
If No, provide explanations (may continue on the back of sheet if needed): 
 

   Have you placed all customer orders through the OSJ order or back office department, 
including direct mail-in applications?   

   Have you advised every MF customer of breakpoints in sales charges?  
   Have you advised each customer that investment objectives are not guaranteed?   
   Have you forwarded all customer funds to the OSJ back office for submission to the 

investment vendor within 24 hours of receipt?   
   Have you reported any applicable private securities transactions to the Company?   

 
If No, please describe below the business activity, beginning date, and any compensation 
for such activity: 
 
 

   Have you reported all outside business activities for which you receive compensation 
or in which you serve on the board, as an officer, or any controlling position for an 
entity (including charitable organizations) for compensation or not?   
 
If No, please describe activity, beginning date, and compensation for such activity: 
 
 
 

   Has your home address changed from the previous address reported to the Company or 
changed in the past year?     
 
If Yes, please provide new address and effective date below: 
 
 

   Do you currently maintain a listing in the white or yellow pages of the telephone or other 
directory?     
 
If Yes, under what name: 
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Yes  No N/A Question 
   Do you or your spouse have a personal securities account?   This would include any 

account where you have a personal beneficial interest or any account where you have 
control over the investments 
Mutual Funds only _____ General Securities _____ 

 
If you answered Yes to a General Securities account, and it is held outside of Woodlands 
Securities Corporation or RIA, provide the information below: 
 
Name of broker/dealer: _______________________________________________ 
 
Phone Number: (____) ______________  Account Number: _________________ 
 
Account Name: _____________________________________________________ 
 
Account Representative: ______________________________________________ 
 
Previously reported to Compliance Department: Yes _____ No _____ 
 
Does the Compliance Department currently receive duplicate monthly statements?    
 

   Do you maintain a bank or securities account with a Company customer that has not 
been previously reported to the Company?  If yes, explain: 
 

   Do you have any interest in a foreign bank account(s)? 
If yes, is the amount greater than $10,000? 
If so, please provide further details here (name of bank, country, purpose, etc.) 
 

   Have you misstated or omitted a material fact regarding an investment to a customer?   
   Have you opened a fictitious account?      
   Have you solicited business or accepted an order before being properly licensed for the 

product and fully licensed in the state of residence of the customer?     
If Yes, provide explanation 
 

   Have you deposited customer funds into a personal or non-company bank account? 
   Have you switched a customer out of one family of funds and into another without 

disclosing that commission fees will be charged or other consequences?   
   Have you advised the limitations of exchange privileges to customers who choose to 

invest in more than one family of funds? 
   Have you projected the future value of a security? 
   Have you agreed to repurchase a security other than a mutual fund as outlined in its 

current prospectus?   
   Have you sent retail communications to customers or conducted advertising without the 

prior approval of the designated principal or Compliance Department?  
If Yes, provide explanations: 
 

   Do you conduct any telemarketing activities (cold calling)?   
   Do you SOLICIT designated securities (penny stocks)?   
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Yes  No N/A Question 
   Have you intentionally made an unsuitable recommendation to a customer? 

If yes, provide further explanation 
   Have you encouraged a customer to engage in excessive trading activity? 
   Are you a fiduciary for a customer account not disclosed to Company?    
   Do you have possession of signed stock or bond powers or customer certificates?  
   Do you use personal email, Instant Messaging, Blogs, PDAs, Social Networks, 

Blackberry (not through the Company or related company domain), Chat Rooms, or Text 
Messaging, or any other personal electronic means for securities related business? 
 
If Yes, have you forwarded any applicable electronic communication to your Principal 
or Compliance Department for review?   
Provide additional comments: 
 

   

   Do you use a social network for any securities business purpose or only for business 
networking (i.e. LinkedIn, Facebook, MyLife, etc.)? Please specify:    
 
Used for securities business? 
 
Used only for networking and communication contact? 
 
Have you furnished a copy of the social network page(s) to Compliance for review, 
approval, and recordkeeping?   
 
If you have a social network site, have you made any changes to your profile since the 
last Regulatory Checklist?   
If Yes, Have you provided a copy of the changes to Compliance?   
 
Provide  any additional comments: 

   

   

   

   

   

   Have you given or received a gift, including entertainment and gratuities, to/from a 
customer or to/from the employees or relatives of a customer or anyone that directly or 
indirectly has a relationship with Company, including those applicable to foreign 
government officials, in the aggregate in excess of $100 per person in a one-year, 
calendar period?    

 
If yes, have you reported to the Compliance Department each gift?    
 
If not, please disclose here: 
 
 
 
 

   Have you been arrested for any reason not previously reported?    
If Yes, please provide details: 
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Yes  No N/A Question 
   Have you been charged with or convicted of or pled guilty or nolo contendere ("no 

contest") in a domestic, foreign or military court to any felony or misdemeanor?  
If Yes, provide further information with dates, charges, status, disposition, etc. 
 
 
 
 

   Have you been notified you are currently the subject of an investigation or proceeding 
or have you been found by the SEC, CFTC, other Federal or state regulatory agency 
(including securities, banking, insurance), foreign financial regulatory authority, 
National Credit Union Administration or self-regulatory organization (such as FINRA, 
NYSE, MSRB, other exchanges) to have violated their rules or have any of these 
agencies imposed a final order that bars or otherwise disciplines you (that has not been 
previously reported to the Company)? 
If Yes, please provide details: 
 
 
 
 

   Are you currently involved in or named as a party in an investment related lawsuit or 
arbitration?      
If Yes, please provide details and dates: 
 
 

   Have you been suspended or barred from association with a broker/dealer and/or had a 
securities registration denied, suspended or revoked that has not been previously reported 
to the Compliance Department?  

   Have you been found to be the cause of either of the two previous questions above for 
someone else?  
If Yes, provide details: 
 
 

   Have you ever been an officer, director or 10% or more owner of a broker/dealer which 
was adjudicated bankrupt or for which a Securities Investor Protection Corporation 
Trustee was appointed?        

 
To your knowledge, are you associated in a business relationship with anyone to whom 
any part of this question applies?    

   Have you personally filed for bankruptcy within the last ten years?   
If Yes, please provide dates, and details: 
 
 
 

   Do you have any liens or judgments against you?  If Yes, provide details: 
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Yes  No N/A Question 
   Have you become licensed with the SEC or state as a Registered Investment Advisor not 

previously reported (other than with Avior)?    
If Yes, what company and/or state(s)? 
 

   Have you accepted a fee from a customer for financial planning?    
If Yes, provide details: 
 
 
  

   Have you paid an individual who is not a licensed Associated Person for referral services 
and/or finders fees?    
If Yes, provide details: 
 
 

   Do you use any professional designation OR any title that indicates expertise in dealing 
with senior investors or other areas of expertise?  If Yes: 
 

1.  Has the title been approved by Compliance? 
 

2.  If the title is issued by a professional organization, are you in good standing with 
that organization?  Indicate N/A if this does not apply.  
 

3.  Have you completed requirements (such as training, continuing education, or 
other requirements) imposed either by the professional organization or the 
Company to use the title?   

   

   

   

   Have you loaned to or borrowed money from a customer that has not been previously 
reported to the Company?    
If Yes, provide details 
 
 

   Have you sponsored or co-sponsored any private placements and/or received 
compensation for the introduction of investors in any private placement not initiated by 
the Company?   If yes, complete the following: 

 
Name of Program: _________________________________________ 
 
Capacity of Participation:         
 
Public Offering / Private Placement Sponsor:      
 
Amount of Compensation Received: 

   Have you been or are you currently in possession of any inside information as defined 
in the Trading Policies Section of the WSP?                 
If Yes, have you reported it to the Compliance Department?   
 
 

   

   Are you in possession of any customer’s login credentials to access his/her account or 
execute transactions? 
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REGULATION S-P/ Cybersecurity:   Do you adhere to the following?   
 

Yes No N/A Question 
   I maintain on my laptop and/or PC updated security software (which includes 

antivirus and firewall protection) to detect, prevent and respond to attacks, 
intrusions or other systems failures. 

If No (explain)  
 
 

   I use complex passwords that are changed periodically to access any sites or 
programs with personal customer information. 
 
If No, explain: 
 
 

   My computer is set to time-out after at least 20 minutes of no activity and I am 
required to input a password to re-enter and my computer is locked or on stand-
by if I leave my desk for a meeting or lunch with a password required for re-
entry.   
 
If No, explain: 
 
 

   At the end of the day all personal customer information is locked away (“clean 
desk” policy). 
 
If No, explain: 
 
 

   I understand and certify that I will comply with Company’s privacy and 
cybersecurity policies and procedures. 

          
 
I hereby certify that I have read and understand all of the above, and that my responses 
given to each question are true and correct to the best of my knowledge.  
 

 
X__________________________________________________________________________ 
     Signature                                                    Print Name                                     Date 
  




