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Account 
Services 
Department 
Contacts

▪ Rachael Roth –Account Services Supervisor

▪ Anne Henderson – Primary NFS contact

▪ Roxanne McClam – Primary Pershing contact

▪ Holly Scott – Primary IWS/TD/Direct Business contact

▪ Anida Watson – Primary ACAT processor (all clearing 

firms)

▪ Account Services E-mail –

accountservices@kovacksecurities.com
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Change of 
Address 
Procedures
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▪ Either the KSI Change of Address form or an LOI can 

be submitted, signed by the client.

▪ The KSI Change of Address form can be found on KSI 

Intouch > Business Support > “Click here for the 

New Kovack Forms” > Existing Account Service 

Forms.

▪ All changes in address will need KSI approval.

▪ Changes in address for brokerage accounts are 

updated by our team.

▪ For Direct Business, you will receive instructions on 

how to change the address at the sponsor 

companies.



Change of 
Address 
Cont.
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▪ When changing the client’s address, please 

specify whether the client is changing their legal 

address only, mailing address only, or both.

▪ Also, please make sure to list all applicable 

accounts on the form or LOI.

▪ For changes in address for foreign accounts we 

will need a recent utility bill. For Puerto Rico 

accounts we will need an updated driver’s 

license or a recent utility bill



Change of 
Address Form
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▪ Second page will be 

signed by the client



Change of 
Ownership

▪ Changing ownership for brokerage accounts requires 
opening of a new account and is processed by the 
New Accounts Department.

▪ Changing ownership at a direct business sponsor 

company requires the KSI Change of Ownership form 

and a copy of the sponsor companies paperwork.

▪ Also requires any supporting documentation (divorce 

decree, death certificate, etc.).

▪ If the ownership change is to a new client, we will 

need a client profile form (for an individual), or we 

will need an entity profile form and the supporting 

entity legal documentation for an entity.
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Change of 
Ownership 
Form
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ACAT Errors
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▪ ACATs with a new account should be sent in or 

uploaded with the new account paperwork.

▪ Outgoing transfers are not processed by KSI. 

▪ Transfers into an existing direct business accounts 

should be sent directly to the sponsor company and 

do not need KSI approval, except Variable Annuities 

additional investments over $50,000 or additional 

investments to REITs, which are processed by the 

New Accounts Team.

▪ Only 1 selection should be made for the transfer 

type – full transfer, partial, or from a Direct Business 

Mutual Fund



NFS ACAT 
Form Page 1
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IWS form is similar



NFS ACAT 
Form Page 2
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Pershing ACAT 
Form Page 1
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▪ If clearing firm 

number is not 

provided, the 

delivering firm contact 

information section 

must be completed



Pershing ACAT 
Form Page 2

12



ACAT
Guidance
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▪ Transfers must be in kind

▪ If the transfer is due to death or divorce, the 

account must be updated at the contra-firm 

before the transfer can be facilitated. 

▪ Trust names, Tax IDs and trustees must match 

to their entirety before the transfer can take 

place. 

▪ If there is a debit on the delivering account, 

the debit will need to be resolved or we will 

need to have Margin paperwork on file before 

the ACAT can be processed



Client 
Liquidations 
and Client 
Switch 
Letters

▪ The client liquidation form is used when a client 

is liquidating funds and is not re-investing the 

funds. We will only need the KSI Client 

Liquidation form if the transaction is solicited.

▪ The Client Switch Letter is used when a client is 

liquidating a security and reinvesting the funds 

(typically included with a new account).
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Client 
Liquidations 
Cont. 

▪ Queue for client liquidations – only submit 

through the Client Liquidations queue for 

timely processing

▪ For a client liquidation, we will also require a 

copy of any applicable sponsor paperwork.

▪ A liquidation of an Alternative Investment for 

NFS will require the Alternative Investment 

Letter of Instruction form
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NFS Request 
for 
Transaction 
Form
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Margin, 
Option and 
Checkwriting
Paperwork
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▪ If the above-referenced paperwork is sent in 

with a new account, it will be processed by the 

New Accounts Team. 

▪ If a client wants to add these features to an 

existing account, the paperwork should be sent 

to the Account Services Team.

▪ To reorder checks, simply send an e-mail to 

accountservices@Kovacksecurities.com

requesting the check reorder

mailto:accountservices@Kovacksecurities.com


Re-opening 
Closed 
Brokerage 
Accounts

▪ If a client wishes to re-open a closed account, we 
will need either a Financial and Investment 
Information Update form if the client’s objectives 
have changed, or a LOI from the client stating that 
the objectives for the account have not changed.

▪ If any account information also has changed, 
including the client’s address, occupation, 
financials, etc, then a Client Profile Update form 
should also be provided. 
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To Add a 
Power of 
Attorney

▪ For all Power of attorney additions we will need a 

copy of the legal Power of Attorney

▪ If the legal power of attorney document is older than 

3 years we will need to conduct a recorded call with 

the account owner (if not incapacitated)

▪ For NFS: the Durable Power of Attorney Affidavit and 

Indemnification

▪ For Pershing: Additional Account Holder Agreement

▪ For Direct Business: a client profile form for the 

Power of Attorney
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Updating 
Trustees on an 
Account

▪ If a trustee is being updated on a brokerage account, 

we will need a new TCIP form listing the new 

trustees. If the change is due to death, we will need 

the death certificate. If the change is due to a 

resignation, we will need the resignation letter. If we 

do not have a copy of the trust on file that lists the 

successor trustees, a copy of the updated trust must 

also be provided. 

▪ For accounts held directly, we will need a copy of 

any applicable sponsor company paperwork and an 

entity profile update form
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Updating 
Authorized 
Persons on All 
Other Entities

▪ To update the authorized persons on an entity, we 

will need an updated corporate resolution, LLC 

agreement, or Partnership agreement and the 

corresponding legal documentation supporting the 

change. If the new authorized person is another 

entity, we will also need the corporate resolution, 

TCIP form, etc for that entity and the supporting 

legal documents. 
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New CDD/EDD 
Rule Impact on 
Existing 
Accounts

▪ The new Fincen CDD/EDD rule is mainly applicable to accounts 

being opened after May 11, 2018. 

▪ It is not required to update a beneficial owner or control 

person on an existing account, however our AML team can 

request an update at their discretion. 

▪ The new TCIP, Corporate Resolution, LLC agreement and Entity 

Profile forms will have a section to mark off whether the 

authorized person is also a beneficial owner or control person. 

For accurate account data, please answer these questions. 
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Questions?
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