Retirement Investment Advisors, Inc. is a fee-only financial advisory firm.  We do not sell products, meaning our clients do not pay commissions.  We charge a percentage of assets under management, therefore, we prosper when our clients prosper and suffer when they suffer. We search for long-term, win/win relationships.  

Our financial advisors are Joseph W. Bowie, CFP®; Randy L. Thurman, CFP®, CPA; Carol Ringrose Alexander, CFP®, CDFA™, AIF®; Tracy A. Atwood, CFP®, RFC®.  We serve clients mostly in the metro Oklahoma City area and have been in business for 19 years.  We have recently aligned with Chad Rudy who resides in Frisco, TX, who has completed his CFP®, and is studying, under our principals, Joe Bowie and Randy Thurman.  
“Retirement Investment Advisors, Inc. guides clients to financial security enabling them to achieve their objectives. We remove the burden of keeping up with changes in the investment climate, tax code, and estate planning laws from our clients so they can pursue their individual interests.” A brief description of the core values we use to reinforce our mission are as follows:
· We make a positive impact on people’s lives. 

· We search for, live by, and teach sound financial principles. 

· We provide quality service at a fair price. 

· We wisely manage our own financial resources. 

· We search for win-win relationships with our clients. 

· We value our employees. 

· We welcome change for the better. 

· We practice teamwork. 
“Live so that when your children think of fairness and integrity, they think of you.” – H. Jackson Brown, Jr.

We believe the following three processes help us ensure that we are doing what is right when no one else is looking:

· Annual compliance meetings - All employees are required to attend this meeting at which time our chief compliance officer reviews the entire Policies and Procedures Manual, Code of Ethics, and Business Continuity Plan.

· Web certifications - All employees are required to complete at least one online training session describing unethical confrontations that may happen between employees and clients.  
· Client surveys – Surveys are sent out to all clients to make sure that all of their personal information is up to date in our system and that we are maintaining our fiduciary responsibility not only from our advisors standpoint but for our staff as a whole.  
One of the major ethical issues we anticipate our employees will encounter in the future is breaches in client information confidentiality. In order to prevent this we require our employees to sign non-compete agreements that prohibit them from taking client information to a competitor or use it for their own personal gain. We also scan all of our client’s information into an electronic database and shred any paper containing client information. Finally we use a monitoring system called SMARSH on our employees e-mail. This is both for their protection and our client’s protection in that it is monitored to make sure client information is not shared with unauthorized parties electronically.

You may contact Retirement Investment Advisor’s Inc. at (405) 842-3443 or via our web-site www.wealthtrac.com.  For questions regarding this application please contact Kelli Bass or Erika Lopez at the number listed above. 

I. LEADING WITH INTEGRITY

Based on the belief that “it all begins at the top”, please describe how owners and/or senior leaders actively promote an environment that fosters legal and ethical behaviors throughout the organization.  Cite Specific actions and examples that demonstrate a systematic approach.

One of our nine governing values is “We value our employees. We recognize that we are only as good as our employees. We are committed to provide them with a fulfilling and productive career.” This value has become especially important the past couple of years with the worldwide financial crisis. Our firm like most everyone else has been affected by this crisis and has had to deal with our client’s accounts decreasing. This has been stressful on everyone involved.

Joe Bowie and Randy Thurman have been in leadership of Retirement Investment Advisors, Inc. since they founded it nineteen years ago.  Since then they have implemented an environment that has a strong emphasis on what they believe to be ethical.  

They both try to lead by example which the past two years they have gone above and beyond to accomplish. Since we have began to feel the effects of the current economic situation there has been worry among pretty much everyone in our industry. Joe and Randy both took a 75% pay cut to prove that they do value the employees and to help prevent, for the time being, any layoffs or staff pay cuts.  They have discussed with the staff where we need the stock market to be at the end of each quarter and what would happen if that goal is not achieved.  This act not only showed all of the employees how much they abide to the governing values, but also gave them all a sense of how much they are valued in a time where that is so important.  We believe that having strong communication with our employees helps to ensure an ethical environment.

How is the performance of your senior leaders evaluated in relation to their ability to operate within an ethical framework?  For example, does your organization use feedback tools or other devices to measure performance in this area?

Our most senior leaders are our advisors who have the most contact with our clients. When clients choose to leave the firm we mail them exit surveys. These surveys allow them to express why they left and if there were any problems with their advisor. We have found that, since the person is no longer a client when they take this survey, people tend to be very honest and upfront.

We also have employees fill out an Employee Satisfaction Survey every quarter, implemented by an anonymous source.  Because of the anonymity none of the people that see the surveys know who answered which way so there are no hard feelings, on the other side of that it allows the employees who are surveyed to take the opportunity to answer truthfully without the fear that there might be any repercussions.  We also give each employee who voluntarily leaves the company an opportunity to meet with either Joe Bowie or Randy Thurman to discuss any issues that they may have seen that could lead to potential problems in our work environment.
Along with the surveys, there is an open-door policy to the Senior Vice President of Operations (SVPO), Kelli Bass, for anyone with any concerns or suggestions about everyday procedures.  During the Strategic Management Team (SMT) meetings Kelli acts as a liaison between the senior leaders and the rest of the staff.  If someone would rather visit with one of the Co-Presidents regarding an issue they are having, they are always welcome to book an appointment on their calendar.    

How do your senior leaders use the results of these evaluations in enhancing the ability to operate within an ethical framework? 

As discussed above, we have monthly Strategic Management Teams meetings where the results from the anonymous and exit interview surveys are discussed as well as any concerns or suggestions that have been presented to Kelli Bass, our Senior Vice President of Operations.  The Strategic Management Team meets as a group to discuss any ethical issues that were raised in the surveys and, if measures need to be taken, they are done so immediately.  Senior management will then meet with employees to discuss the issues that were addressed.    
In the past we have had various policies altered because of either the surveys or suggestions brought up in meetings.  This creates a feeling among employees that their opinion does matter and that they are being listened to.  A major change we have seen due to these types of evaluations is an increase in communication between staff and senior leaders.  A lot of which is due to the fact that employees now have a sense of feeling that their opinion is not only welcome, but important to the company.
II. CULTIVATING AN ETHICAL CULTURE
 
Please provide a definition of ethical behavior as it relates to your particular organization.  Additionally, please explain how you ascertained your definitions (s.). 
 
Retirement Investment Advisors best defines ethical behavior as how we as an organization ensure that all of our decisions, actions and interactions with our clients conform to our company’s moral and professional culture and values.  This definition was ascertained because we are in an industry that can be quite volatile and the choices that we make can impact a client’s future for better or worse.  We believe in the significance of having good character, and promoting the value of doing what is right whether we are at work or in our personal lives.
 
Our senior leaders act as role models, but the ethical principles apply to all individuals within our firm in order to make sure that our mission and vision are kept in alignment.  Our ethical principles empower our staff to make effective decisions with great confidence.
 
Please describe any codes, principles or values that are inherent in your organization.  How do these values manifest themselves in your organization’s culture?
 
In our Code of Ethics (see attachment) it is stated that, “RIA (Retirement Investment Advisors, Inc.) shall offer and provide professional services with the highest integrity.”  This is something in which our clients expect of us and when we are dealing with peoples financial futures it is imperative to the viability of our company.  It goes on to state, “Our services are based upon honesty and candor, and not based upon personal gain.”
 
These are evident through our nine governing values that we not only strive to help people gain control over their financial lives, but that we strive to do this with integrity and in an ethical way.  The following is a list of our governing values:
 
· We make a positive impact on people’s lives.  We empower people to make meaningful financial changes in their lives.
· We search for, live by, and teach sound financial principles.  Our services are based on conservative, long-term financial principles that, when applied, provide positive results.
· We provide quality service at a fair price.  We continually search to expand our knowledge base to provide the best service we can to our clients.
· We wisely manage our own financial resources.  We use these resources to help fulfill our mission.
· We search for win-win relationships with our clients.  We look for a mutually trusting relationship with each and every client.
· We value our employees.  We recognize that we are only as good as our employees.  We are committed to provide them with a fulfilling and productive career.
· We welcome change for the better.  We constantly evaluate performance and keep up with changes in the tax, investment, and financial planning arenas.
· We practice teamwork.  Our employees, clients, and consultants all uniquely contribute to the team effort.
 
What processes does your organization have in place that ensures an ethical culture is consistently reinforced?
 
Retirement Investment Advisors, Inc. understands that it is equally important to consistently reinforce our ethical expectations as it is to have these expectations put into a Code of Ethics in the first place.  Therefore we take many measures to ensure that our ethical culture is enforced.

New Employee Orientation – All employees are introduced to our Code of Ethics at the time of hire.  New employees are required to sign the Code of Ethics and are then required to recertify that they comply with our Code on an annual basis.  They are also given the Drug and Alcohol Policy, Insider Trading, and Harassment Policy to acknowledge at the time of hire. (See attachment)
 
Annual compliance meeting – All employees are required to attend this meeting annually.  The meeting is administered by our chief compliance officer and our entire Policies and Procedures Manual (see attachment), Code of Ethics, and Business Continuity Plan are reviewed at this time.  In addition to this all of our employees have to complete an annual compliance questionnaire which is a form of accountability regarding our standards.  Finally we review our code of ethics four times a year and revise it as we see fit. 
 
Web certifications – All employees are required to complete at least one online training session describing unethical confrontations that may happen between employees and clients.  Once passing the certification all employees are required to hand in their completed certificate to human resources. 
 
Employee & Management Evaluations – Employee performance evaluations are based on the company’s governing values, and are job specific and goal oriented.  We encourage our employees to be actively involved in the community and to continue their education that counts for 10% of their annual evaluation.  There are many factors that are involved in each employee’s evaluation (see attachment).  
 
Weekly Staff Meetings – In our weekly staff meetings Randy Thurman, President of our company, goes over any questions or concerns that we may have within our organization.  All employees are given the opportunity to discuss any major issues that may have happened in the previous week and run through the current weeks agenda.  Any concerns that may have arose are discussed amongst all employees and we work on a possible solution, or talk about what we may have done to make the situation better.  This gives us time to reflect on our policies and procedures and change them if warranted.
Trade Error Logs - Retirement Investment Advisors currently maintains a trade error log that all employees are required to fill out when a mistake is made to a clients account.  This system enables us to track all incidents and how they impact our business whether is it monetarily or through negative actions from the client.  The Trade Error Logs allow us to make sure that the error was corrected properly and was in the best interests of the client.  (See attachment)
 
What Measures does your organization use to determine effectiveness and what are the results?  In other words, how do you demonstrate that these processes are effective in your organization?
 
There are many tools in which we evaluate the effectiveness of our reinforcement methods; probably the two most significant of these are the National Regulatory Service (NRS) Examination and the Annual NFP Compliance Examination.  
 
The NRS, an independent company which specializes in compliance regulations, is brought to our firm to complete an examination in which we voluntarily pay to have conducted (see attachment).  Though, we have many required annual examinations, this is not one of them.  We believe it is important to have a third party, one of which has no stake in our company, to come in and give us a completely unbiased examination on their interpretation of our compliance to ethical financial business practices.  
 
The NFP Compliance Examination is very similar in that they annually send a compliance representative to see that we are implementing ethical business practices as well as in compliance with the regulations set for us.  The difference between the NFP Compliance Examination and the NRS Examination is that NFP has a stake in our company, being that we are affiliated with them.  National Financial Partner’s regulations are a lot more stringent than those of the Securities and Exchange Commissions.  
 
We also conduct an internal audit using risk assessment (see attachment) quarterly as well as the annual run-through of our business continuity plan.  We have had to put our business continuity to the test the past 2 years with the ice storms.  This has helped us to keep the business running, without putting our employees or clients in danger.  
 
Also, much feedback is given through the following meetings that are held on a regular basis:
· Staff meetings – Every Monday morning
· SMT (Strategic Management Team) – Monthly
· Investment Advisory Committee – Bi-monthly; unless more meetings are needed

· Department Team meetings – Weekly 

We also survey our clients to gage their overall satisfaction with Retirement Investment Advisors and to see if there are any problems or concerns that might need to be addressed (see attached).    Results are then benchmarked against previous years to measure our progress.  All of these processes are beneficial in us verifying that all of the measures we take are actually working to keep our company in compliance with all of the regulators and beyond that ensuring that RIA is operating at a high ethical level.
 
How do you identify the characteristics, behaviors, and problem-solving skills possessed by potential new hires?  
 
Our Co-President Randy Thurman stated that, “We believe it is important to get the right people on the bus”.  One way to ensure that our team remains ethical and is ethical to begin with is to ensure that we hire people that have the same values in which RIA believes is necessary to achieve our goal level of integrity.  
 
The first step to our interview process, once we have narrowed down all the resumes is to talk to the individual over the phone and let them know that we are a financial planning firm and that we operate as a Christian based firm.  Our next step is our interview packet.  This packet (see attachment) includes personal data, previous employment, educational background, personal references, code of ethics, Hypothetical Questions, Spelling/Grammar tests and the Stanton Personality Profile.
 
One tool that has proven very valuable in assisting us with these employment goals is the Stanton Personality Profile.  This profile asks various applied ethical questions in order to measure key qualifications including an applicant’s level of trustworthiness, service orientation, work motivation, and adaptability.  It is RIA’s belief that this profile has proven effective for us in that we have many employees that have been with our company for a number of years.  
 
The next step in our interview process is an hour long meeting with our Senior Vice President of Operations.  In this meeting, we go over the educational and professional background and spend time understanding the individual asking them ethical and problem solving questions and seeing how they would fit into our firm.  If the applicant makes it to the next round of interviews, they will meet with the Co-Presidents of our firm. During this interview, more thought provoking questions are asked to gain a better understanding of the applicant.  
 
Once the individual is hired their employment is contingent upon the Oklahoma State Bureau of Investigation (OSBI) background check and credit checks.  A lot of times people are a result of their experiences.  We understand that many people make mistakes and do change their lives, but in the financial industry there is little room for forgiveness for certain crimes.  We are dealing with peoples financial futures and are not willing to risk our client’s well-being for a potential bad hire.     
 
What training does your organization conduct in order to sustain ethical behavior and promote accountability?  
 
Once hired all employees receive an Employee Manual that includes a copy of the company’s Code of Ethics, Insider Trading Prohibition, Business Continuity Plan, and Policies and Procedures Manual, which includes our governing values and mission statement, along with all the rules and regulations.  Everyone upon being hired is required to review and sign the agreement to abide by all of the regulations included in the handbook.  The entire handbook is reviewed annually during the mandatory compliance training.  
 
One practice that is not directly related to the ethical behavior, but one in which we believe has a very strong indirect correlation to sustaining ethical behavior and promote accountability is the support offered for employees wanting to continue their education.  We not only provide tuition assistance of $1,000 each year, but we are also very flexible with our employees schedule so they can increase their knowledge through education.  If the employee is not enrolled in school, the funds can be used for educational seminars or classes.  The Franklin Covey seminars have been beneficial for our employees to help them organize their lives both at home and in the business environment.   
 
Also all of our advisors are required to obtain a set amount of continuing education hours with at least 15 hours of ethics training.  Most of them try to at least achieve 50 hours which is more than 15 hours higher than the requirement.   All other personnel are required to complete at least 10 hours of Ethics Training.  

 
How does your organization recognize and/or reward those employees, customers, vendors, or partners who have gone “above and beyond” in their demonstration of support for high ethical standards?
 
One of the major ways in which RIA recognizes employees is through our Employee Recognition Program where employees are encouraged to nominate their peers based on their core values.  This program is meant to randomly recognize employees for high ethical standards by providing a personalized reward depending on the employees own interests.  This could include a leaving work early for a spa afternoon, tickets to sporting or theatre event of their choice, or even a gift certificate to someone’s favorite store or restaurant.  The awards are given out during one of our monthly staff meetings or staff luncheons.

Retirement Investment Advisors also believes in promoting within the firm.  If a position is open within our organization, that position is offered to all staff members before it is made available to the public.  That is why we encourage all of our employees to work together as a team.  This helps all employees learn all aspects of each other’s job and we are able to cover from one of our team members when they are on vacation or out sick.  We also believe in giving pay raises based on merit.  Our annual evaluations are given out according to performance.  
 
We also have a Client Advisory Board that is made-up of various clients in whom we believe exemplify our ethical standards to serve as liaisons between our company and our clients.  The clients offer suggestions, express concerns, and communicate their appreciation for practices in which they see as favorable.  We also have an annual Client Appreciation Dinner to give our clients a night of good food and entertainment.  Both Joe Bowie and Randy Thurman are football fans for OU and OSU respectively.   When our clients are recognized for going above and beyond expectations in their business or personal life we reward them with tickets to join either Joe or Randy in their suites at a football game of their choice.   The clients are able to enjoy a good football game and food in a relaxed atmosphere.  We also send notes of recognition to our clients for a job well done.
III. FORTHRIGHT COMMUNICATIONS:
 
How does your company monitor and respond to breaches of ethical behavior?  
 
We strive to have open communication between the staff and the senior leaders.  There are various ways in which we implement in order to achieve open communication.  We have weekly staff meeting in which all employees are expected to attend.  These meetings provide a time in which all employees communicate with senior staff; and to talk about any ethical dilemmas that may have arose throughout the week.  

The Code of Business conduct and core values are reviewed during New Hire Orientation and acknowledgements are signed.  Employees also sign a non-compete agreement as well as acknowledgement for a Drug Free Work Place.  The policy states that employees may be tested at random for illicit drug use.   All employees are required to review and recertify our policies annually.
 
We also have the open-door policy as stated before.  This policy allows staff to always meet with the Senior Vice President of Operations.  Our principals are available during their usual review schedules – you must book an appointment or they have an open door policy during their foundation time.   
 
Finally, through our affiliation with NFP, we have a SilentWhistle Hotline in which every employee is informed of.  This hotline provides an outlet for employees which suspect or know of an ethical breach and do not feel comfortable confronting anyone within the company.  This hotline is confidential and anyone that calls is guaranteed anonymity.  http://nfp.siltentwhistle.com 
 
When responding to breaches of eithical behavior we take steps to substantiate the facts, investigate and then respond accordingly while trying to maintain confidentiality.  We strive to make sure that all employees are disciplined accordingly and that proper documentation is maintained in the employees personnel file.  There are various forms of consequences bestowed upon employees whom breach what we believe to be ethical behaviors; the ultimate being termination. 
 
Please give examples of how your employees have demonstrated courage in the face of ethical challenges.
 
We have had instances where advisors have had to “fire” clients due to inappropriate treatment of our staff.  It is our policy that not only our employees share our ethical values, but also that our clients share these values.  We believe that by sharing these values both the company and clients benefit.  
 
That being said, if an advisor has a client that treats staff inappropriately it is our expectations that the advisor call the client and discuss the problematic situation.  We have had instances when the client was so out of line and refused to apologize and we have had to terminate our relationship with these clients.  We have to honor our governing values and by practicing the termination of clients, when necessary, we are practicing the value that states, “We value our employees.”  
 
We have also had situations where we have had to turn down potentially lucrative clients, not necessarily due to their ethical values, but because their expectations do not match our investment philosophy.  In doing this we are practicing the governing value of, “We provide quality service.”  It is RIA’s belief that in order to provide quality service, we must have clients whose goals and expectations match our investment philosophy regardless of how much we like and/or would benefit from gaining this client.

We had to terminate employment of one of our staff members because she did not portray ethical behavior.  We hired the employee as our receptionist, and after a few months of employment, the Senior Vice President found out that she was studying for her GED.  Remembering from her interview, that she said she graduated from high school, she confronted the employee.  The receptionist felt that it was OK, since we hired her and she was trying to better herself.  We do encourage education; however, because she was dishonest about her education, she was fired immediately.  If she was able to lie about her education, what else would she lie about?  We felt that this could greatly harm our organization and we had to remove the problem immediately. 
IV. CORPORATE SOCIAL RESPONSIBILTY: STRENGTHENING THE COMMUNITY:

How does your organization actively support and strengthen the communities in which you operate?
As a company, we are actively involved in numerous organizations in the surrounding community.  Several individuals in our office are engaged in many organizations and our advisors conduct free seminars in the metro Oklahoma City area.   Retirement Investment Advisors believes it is highly important to encourage our employees to be actively involved within our community and do so by allowing some volunteer work to be done on company time. As leaders of the company Joe Bowie and Randy Thurman lead by example by volunteering in the following organizations.

Joe Bowie is committed to a variety of organizations including Vision 360 - a ministry planting new churches in downtown OKC, Christian Companion Care - an organization that provides adult daycare services for seniors - Board of Directors, IHN Ministries - a prison ministry - Board of Directors, International mission trips to build orphanage buildings, LifeChurch.TV - provide free debt counseling and financial planning to all staff, and he is a participant in downtown mission trips.  Out of all of the organizations that Joe is involved in, the mission trips to help out the less fortunate are previous to his heart and he dedicates many hours towards this cause. 
Randy Thurman is committed to many organizations including the Oklahoma Society of CPAs, Education Foundation - Past Chairman, Oklahoma City Community College Foundation - Chairman of the Board, Consumer Credit Counseling Service - Chairman of the Board, Integris Planned Giving Council, Oklahoma College Savings Plan - Board of Directors, Oklahoma City Public Employees Pension and Retirement System - Board of Trustees these are to only name a few associations Randy is involved in. Education is very important to Randy, this being said, the Oklahoma City Community College Foundation is one organization that he takes a lot of pride in serving on.  This Foundation is to educate students through scholarships, educational programs, and capital needs.  The donations from the local communities help fund the Oklahoma City Community College Foundations which assists students in achieving their education and professional goals.   
We have employees involved the following organizations:

· Oklahoma City Metro Literacy Coalition-Treasurer, Board Member
· Science Museum of Oklahoma-Board Member
· Oklahoma State University Arts and Sciences College Alumni Board
· St. Luke’s United Methodist Church – Women’s Retreat Planning Committee

· St. Luke’s United Methodist Church – Preparing the Way Capital Campaign Steering Committee, Volunteer Committee Chair

· Grace Avenue United Methodist Church

· Frisco Republican Men’s Club

· Frisco Complete Count Committee (U.S. Census) – Chairman for Faith-Based Organizations Subcommittee

· American Cancer Society

· Gladney Family Association-Alumni Rep.

· Villa Teresa School – Development Committee, Book Fair Co-Chair, Fall Carnival & Beautification Committee Chair
· Church of the Savior Childcare-Board Member

· Emmaus Baptist Church – audio/visual department

· Oklahoma Baptist Homes for Children

· United Way
· Hope Center in Edmond-Board Member

· OFFAIDS-volunteer

· Allied Arts Volunteer Annually

RIA supports our employee’s involvement in many organizations by being flexible with employee’s schedules so that they are able to participate in various charitable organizations. We believe that allowing employees to choose the organizations in which they want to participate in allows their volunteerism to be more meaningful for them. 

“Everyone can be great because anyone can serve.  You don’t have to have a college degree to serve. You don’t even have to make your subject and your verb agree to serve… You only need a heart full of grace.  A soul generated by love.” — Dr. Martin Luther King, Jr.
V.  BUILDING TRUST IN RELATIONSHIPS:

Demonstrate that your organization’s sales and marketing approach exemplifies a high standard of ethical values as indicated by a customer letter or business case study.  The documents provided should demonstrate that an ethical approach has been taken in responding to the customer and/or vendor.  This process should place an appropriate balance on the customers’ best interest as well as the organization’s desire to achieve revenue goals, so that ethical considerations are not compromised.  

While the SEC has rules regarding client privacy that limit the information we can share about any particular event as well as prohibits client testimonials, we would like to share an objective example of a service our advisors offer that exemplifies one of our core values.

One of the core values that Retirement Investment Advisors, Inc. applies in its dealings with clients as well as those that might be prospective clients is “We make a positive impact on people’s lives. We empower people to make meaningful financial changes in their lives.” 

There are many instances that arise where we have a prospective client that does not meet our minimum assets under management. This is due to the fact that we are fee-based. Our fees are based on the client’s assets under management. If the prospective clients assets are too low so that our minimum fee required is above a percentage of their assets that we are comfortable charging than we will try to refer them to someone else. 

Many prospects, however, that are not financially qualified to become clients will ask us for a financial plan. This is something many firms offer for a substantial fee to the prospective client. These are usually quite expensive and come in a fancy folder for the prospective client.

In keeping with our values, Retirement Investment Advisors, Inc. provides a financial plan and two hour consultation with individuals that do not meet our minimum requirement free of charge. Though our plan does not come in a fancy folder, it generally contains comparable information to those that do. This is a way that we can give back to the community and make a positive impact on people’s lives by empowering them to make meaningful financial changes based on the information that we are able to provide through these free financial plans.
Do you have a formal governance program in place?

Yes_____  No__X​​__ - Though Retirement Investment Advisors does not have formal governance in place we are affiliated with NFP and they do have a formal governance in place.

Do you have a Conflict of Interest policy in place?

Yes  X ​​_ No_____ - The SEC requires all employees of financial advisory firms to sign a conflict of interest or Insider Trading agreement.  This policy also requires that the assigned compliance officer for the firm monitor all of the employee’s personal stock, bond, or mutual fund accounts.

VI.  LOOKING TO THE FUTURE

What are some of the major ethical issues that you anticipate your employees or organization will likely encounter in the future?

Being in the financial industry, a major ethical issue we anticipate is keeping our clients information, such as social security numbers and financial account numbers, out of the hands of strangers.  Identity theft is becoming more widespread now than it was before, so it is very important that our clients trust our firm to keep their information confidential.  Our employees must sign non-compete agreements that prohibit them from taking client information to a competitor or for using it for their own personal gain.  

On a daily basis, our employees are responsible for handling our client’s money.  We must make sure that our employees are depositing the funds as instructed, and also, placing trades in their accounts, per the instructions of the client or the advisor.    If the instructions are not processed properly or if a check is not deposited the same day, we have to find another way ensure that our systems and our people work. 

We also have an extensive Disaster Recovery Plan.  All of our data is backed up in a bunker in downtown Oklahoma City in order to ensure Business Continuity.

What proactive approaches are you taking now, or considering taking in the near future, so that your organization is better prepared to effectively handle these types of issues?

We are currently working on scanning all of our client’s information into a system called Laserfiche.  All client files will be stored in this computer program, which is backed up every night.  This helps prevent loss of data through paper handling and also, in the event of a natural disaster our information will be backed up on a computer which is available at a bunker located in Oklahoma City.  We hope to have all client files scanned in by the end of 2010.  We have also provided all employees in our office keys to their own space that can be locked so all client information is locked up every night.  We also have employed the firm Shred-It to empty our shred bins, which are kept under lock and key, every 2 weeks.

When checks arrive in our office we make sure that it goes through at least 2 employee’s hands before being processed.  That way there is at least the double coverage of a client’s funds.  We also, make sure when processing trades that the trades are verified within 24 hours of being placed.  We check to make sure the employee placing the trades followed the advisor’s instructions and that it was carried out in a proper time frame.  If a trade was not placed with in a certain time frame, the purchase price or sell could be driven up or down.  This could be seen as a costly error for a client and for our firm as a whole.  

We also require our employees to participate in Continuing Education and Compliance meetings in order to stay up to date with our industry rules & regulations.  We must ensure that we are in compliance at all times, so it is essential that our staff stays current with all the new laws.  We also take the time to make sure that our Business Continuity Plan is carried out at least once a year, in order to make sure that in the event of a natural disaster we will be able to conduct business as usual.  We as a firm will continue to improve our conduct to make sure that our employees and our clients are protected at all times.
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