
UNITED STATES 
SECURITIES AND EXCHANGE COMMISSION 

SAN FRANCISCO REGIONAL OFFICE 
44 MONTGOMERY STREET, SUITE 2800 

SAN FRANCISCO, CALIFORNIA 94104-4802 

DIVISION.OF ENFORCEMENT 

July 31,2014 
Via UPS 

West Contra Costa Unified School District 
c/o Bruce Harter, Ph.D., Superintendent 
1108 Bissell Avenue, Room 100 
Richmond, CA 94801 

RECEIVED. 

AUG 0 1 20'111 

SUPERINTENDENT 

BRJAN P. KNIGHT 
Municipal Securities & 

Public Pensions Unit 
Telepholle: 415-705-2364 
Facsimile: 415-705-2501 

knightb@sec.gov 

Re: . In the Matter of West Contra Costa Unified School District (SF-03910) 

Dear Dr. Harter: 

The staff of the Securities and Exchange Commission is conducting an investigation in 
. the matter identified above. The enclosed subpoena has been issued to West Contra Costa 
Unified School District ("the. District") as part of this investigation. The subpoena requires· the. 
District to provide documents by Friday, August 15, 2014. 

Please read the subpoena and this letter carefully. This letter answers some questions you 
may have about the subpoena. You should also read the enclosed SEC Form 1662. The District 
mustcomply with the subpoena. You may be subject to a fine and/or imprisomnent if you do 
not. 

Producing Documents 

What materials do I have to produce? 

The subpoena requires you to give us the documents described in the attachment to the 
subpoena. You must provide these documents by August 15, 2014. The attachment to the 
subpoena defines some terms (such as "document") before listing what you must provide. 

Please note that if copies of a document differ in any way, they are considered separate 
documents and you must send each one. For example, if you have two copies of the same letter, 
but only one of them has handwritten notes on it, you must send both the clean copy and the one 
with notes. 

If you prefer, you may send us photocopies of the originals. The Commission cannot 
reimburse you for the copying costs. The copies must be identical to the originals, including 
even faint marks or print. If you choose to send copies, you~ keep the originals in a safe 
place. The staff will accept the copies for now, but may require you to produce the originals 
later. ' . 



July 31, 2014 
Page2 

If you do send us photocopies, please put an identifying notation on each page of each 
· document to indicate that it was produced by you, and number the pages of all the documents 
submitted. (For example, if Jane Doe sends documents to the staff, she may number the pages 
JD-1, JD-2, JD-3, etc., in a blank comer of the documents.) Please make sure the notation and 
number do not conceal any writing or marking on the document. If you send us originals, please 
do not add any identifying notations. 

Do I need ·to send anything else? 

You should enclose a list briefly describing each item you send. The list should state 
which paragraph(s) in the subpoena attachment each item responds to. A copy of the subpoena 
should be included with the documents that are produced. 

Passwords for documents, files, compressed archives, and encrypted media should be 
provided separately either via email addressed to ENF-CPU@sec.gov, or in a separate cover 
letter mailed separately from the data. 

Please include a cover Jetter stating whether you believe you have met your obligations 
under the subpoena by searching carefully and thoroughly for everything called for by the · 
subpoena, and sending it all to us. 

What if I do not send everything described in the attachment to the subpoena? 

The subpoena requires you to send all the materials described in it. If, for any reason -­
including a claim of attorney-client privilege-- you do not produce something called for by the 
subpoena, you should submit a list of what you are not producing. The list should describe each 
item separately, noting: 

• its author(s); 
· • its date; 
• its subject matter; 
• the name of the person who has the item now, or the last person known to have it; 
• the names of everyone who ever had the item or a copy of it, and the names of 

everyone who was told the item's contents; and 
• the reason you did not produce the item. 

If you withhold anything on the basis of a claim of attorney-client privilege or attorney work 
product protection, you should also identity the attorney and client involved. 

Where should I send the materials? 

Please send the materials to: 

ENF-CPU 
U.S. Securities and Exchange Commission 
100 F St., N.E., Mailstop 5973 
Washington, DC 20549-5973 



July 31,2014 
Page3 

For smaller electronic productions under lOMB in size, the materials may be emailed to 
the following email address: ENF-CPU@sec.gov. 

Other Important Information 

May I have a lawyer help me respond to the subpoena? 

Yes. You have the iight to consult with and be represented by your own lawyer in this 
matter. Your lawyer may also advise and accompany you when you testifY. We cannot give you 
legal advice. 

What will the Commission do with the materials I send and the testimony I provide? 

The enclosed SEC Form 1662 includes a List of Routine Uses of information provided to 
the Commission. This form has other important information for you. Please read it carefully. 

Has the Commission determined that anyone has done anything wrong? 

This investigation is a non-public, fact-finding inquiry. We are trying to determine 
whether there have been any violations of the federal securities laws. The investigation and the 
subpoena do not mean that we have concluded that you or anyone else has broken the law. Also, 
the investigation does not mean that we have a negative opinion of any person, entity or security. 

Important Policy Concerning Settlements 

Please note that, in any matter in which enforcement action is ultimately deemed to be 
warranted, the Division of Enforcement will not recommend any settlement to the Commission 
unless the party wishing to settle certifies, under penalty of perjury, that all documents responsive 
to Commission subpoenas and formal and informal document requests in this matter have been 
produced. 

I have read this letter, the subpoena, and the SEC Form 1662, but I still have questions. What 
should I do? 

If you have any questions, please do not hesitate to contact me at (415) 705-2364. Thank 
you for your attention to this matter. · 

Encl: Form 1662 
Data Delivery Standards 
Business Records Declaration 

Sincerely, 

)3..A.AA. ~ tZ _$2±-
. Brian P. Knight 6- -

Attorney, Division of Enforcement 



SUBPOENA 

UNITED STATES OF AMERICA 
SECURITIES AND EXCHANGE COMMISSION 

In the Matter of West Contra Costa Unified School District (SF-03910) 

To: West Contra Costa Unified School District 
c/o Bruce Harter, Ph.D., Superintendent 
1108 Bissell A venue, Room 100 
Richmond, CA 9480 I 

[X]' YOU MUST PRODUCE everything specified in the Attachment to this subpoena to 
officers of the Securities and Exchange Commission, at the place and by the date and time specified 
below: 

Place: ENF-CPU 
U.S. Securities and Exchange Coti:unission 
I 00 F St., N.E., Mailstop 5973 
Washington, DC 20549-5973 

Date/Time: August 15,2014, at 10.:00 a.m. 

[] YOU MUST TESTIFY before officers of the Securities and Exchange Commission, at the 
place, date and time specified below: 

Place: 
Date/Time: 

FEDERAL LAW REQUIRES YOU TO COMPLY WITH THIS SUBPOENA. 
Failure to comply may subject you to a fine and/or imprisonment. 

By: Date: July 31. 2014 

I am an officer of the Securities and Exchange Commission authorized to issue subpoenas in this 
matter. The Securities and Exchange Commission has issued a Fonnal Order authorizing this 
investigation under Section 2l(a) of the Securities Exchange Act ofl934. 



Attachment to Subpoena to West Contra Costa Unified School District 
In the Matter of West Contra Costa Unified School District 

(SF-03910) 
July 31, 2014 

I. Defmitions · 

1. The term "District" means the West Contra Costa Unified School District and all of its 
divisions, aff!liates, predecessors, successors, officers, directors, employees, agents, 
partners, and.independent contractors, as well as aliases, code names, trade names, or 
business names used by, or formerly used by, any ofthe foregoing. 

2. The term "County'' means Contra Costa County and all of its divisions, affiliates, 
predecessors, successors, officers, directors, employees, agents, partners, and 
independent contractors, as well as aliases, code names, trade names, or business names 
·used by, or formerly used by, any of the foregoing. 

3. The term "TSS" means Total SchoolSolutions and all of its divisions, affiliates, 
predecessors, successors, officers, directors, employees, agents, partners, and 

· · independent contractors, as well as aliases, code mimes, trade names, or business names 
used by, or formerly used by, any of the foregoing. 

4. The term "Perry-Smith" means Perry-Smith LLP and all of its divisions, affiliates, 
predecessors, successors, officers, directors, employees, agents, partners, and 
independent contractors, as well as aliases, code names, trade names, or business names 
used by, or formerly used by, any of the foregoing. 

5. The term "Crowe-Horwath" means Crowe-Horwath LLP and all of its divisions, 
affiliates, predecessors, successors, officers, directors, employees, agents, partners, and 
independent contractors, as well as aliases, code names, trade names, or business names 
used by, or formerly used by, any of the foregoing. 

6. The term "KNN" refers to KNN Public Finance and all of its divisions, affiliates, 
predecessors, successors, officers, directors, employees, agents, partners, and 
independent contractors, as well as aliases, code names, trade names, or business names 
used by, or formerly used by, any of the foregoing. 

7. The term "Piper" refers to Piper I affray & Co. and all of its divisions, affiliates, 
predecessors, successors, officers, directors, employees, agents, partners, and 
independent contractors, as well as aliases, code names, trade names, or business names 
used by, or formerly used by, any of the foregoing., 

8. The term "SGI" means SGI Construction Management and all of its divisions, affiliates, 
predecessors, successors, officers, directors, employees, agents, partners, and 
independent contractors, as well as aliases, code names, trade names, or business names 
used by, or formerly used by, any of the foregoing. 

9. The tenns "document" and "documents" mean all materials in the possession, custody or 
control ofKNN, whether drafts, unfinished, or annotated versions, originals or 



nonconforming copies thereof, however created, produced, or stored (manually, 
mechanically, electronically or otherwise), and by whomever prepared, produced, sent, 
dated, received, or used, including without limitation: books, charts, papets, files, lists, 
notes, minutes, summaries, records, analyses, correspondence, memoranda, work papers, 
financial information, budgets, invoices, spreadsheets, ledger sheets, confirmations, 
invoices, account statements, reports, wires, telegrams, telexes, telephone logs, message 
slips, schedules, transcriptions, notes or records of conversations or meetings, contracts, 
agreements, calendars, diaries, date books, bills, records of payment, magnetic tapes, tape 
recordings, disks, diskettes, disk packs and other electronic media, microfilm, microfiche, 
electronic mail, electronic data compilations, all other storage devices, and all ofthe 
foregoing reflecting communications. 

10. Reference to a person shall also include that person's trusts, affiliates, employees, agents, 
partners, and independent contractors, as well as aliases, code names, trade names, or · 
business names used by, or formerly used by, any of the foregoing. 

11. Reference to an entity shall also include that entity's parents, subsidiaries, affiliates, 
predecessors, successors, officers, directors, employees, agents, partners, and 
independent contractors, as well as aliases, code names, trade names, or business names 

-- usedby,or-formerlyused by, any of the foregoing. 

12. The .terms "communication" and "communications" include any transmittal or receipt of 
· information, whether by chance or prearranged, formal or informal, oral, written or 

electronic, and includes without limitation: conversations, meetings and discussions in 
person; conversations, meetings and discussions by telephone; and written 
correspondence through the use of the mails, courier services, electronic media (such as 
electronic mail), and telephone lines and wires. 

13. For purposes of this request, the term "Bonds" shall be construed to include the following 
bonds issued by the District: 

a. 2009 General Obligation Bonds, Election of 2005, Series C-1, Fin.al 
Official Statement dated 8/12/09, par value $52,084,759.30, base CUSIP 
number 952347; 

b. 2009 General Obligation Bonds, Election of 2005, Series C-2, Final 
Official Statement dated 8/12/09, par value $52,825,000.00, base CUSIP 
number 952347; 

c. 2009 General Obligation Refunding Bonds, Final Official Statement dated 
8/12/09, par value $57,860,000.00, base CUSIP number 952347; 

d. 2010 General Obligation Bonds, Election of 2005, Series D-1, .Final 
Official Statement dated 6/10/10, par value $25,000,000.00, base CUSIP 
number 952347; · 

e. 2010 General Obligation Bonds, Election of 2005, Series D-2, Final 
Official Statement dated 6/10/10, par value $2,499,949.20, base CUSIP 
nmnber 952347; 
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f. 2011 General Obligation Refunding Bonds, Final Official Statement dated 
8/10/11, par value $85,565,000.00, base CUSIP number 952347; 

g. 2011 General Obligation Bonds, Election of 20 I 0, Series A, Final Official 
Statement dated 11/8/11, par value $79,000,000.00, base CUSIP number 
952347; . 

h. 2011 General Obligation Bonds, Election of 2010, Series A-1, Final 
Official Statement dated 1118/11, par value $21,000,000.00, base CUSIP 
number 952347; · 

i. 2012 General Obligation Refunding Bonds, Final Official Statement dated 
6/19/12, par value $98,200,000.00, base CUSIP number 952347; 

J. 2013 General Obligation Bonds, Election of2012, Series A, Final Official 
Statement dated 1 Oil 0/13, par value $85,000,000.00, base CUSIP number 
952347;and · 

k. 2013 General Obligation Bonds, Election of2010, Series B, Final Official 
· Statement dated I 0/10/13, par value $40,000,000.00, base CUSIP number 

952347. 

14. The disjunctive ("or") shall be deemed to include the conjunctive ("and"), and the 
conjunctive ("and") shall be deemed to include the disjunctive ("or"); and each of the 
functional words "each," "every," "any'' and "all" shall be deemed to include each of the 
other functional words. 

15. Documents that "refer" or "relate" to any given subject mean any Communication or 
document that constitutes, contains, embodies, evidences, reflects, identifies, states, d.eals 
with, bears upon, or is in any way pertinent to that subject, including Documents 
concerning the preparation of other Documents. 

II. Instructions 

1. Unless otherwise specified, the subpoena calls for production of the original Documents 
and all copies and drafts of same. Documents responsive to this subpoena may be in . 
electronic or paper form. Electronic Documents such as email should be produced in 
accordance with the attached Document entitled SEC Data Delivery Standards. All 
electronic Documents responsive to the Document subpoena, including all metadata, 
should also be produced in their native software format. 

2. For Documents in paper format, you may send the originals, or, if you prefer, you may 
send copies of the originals. The Commission cannot reimburse you for the copying 
costs. If you are sending copies, the staff requests that you scan (rather than photocopy) 
hard copy Documents and produce them in an electronic format consistent with the SEC 
Data Delivery Standards. Alternatively, you may send us photocopies of the Documents 
in paper format. If you choose to send copies, you must secure and retain the originals 
and store them in a safe place. The staff may later request or require that you produce the 
originals. 

3. Whether you scan or photocopy Documents, the copies must be identical to the originals, 
including even faint marks or print. Also, please note that if copies of a Document differ 
in any way, they are considered separate Documents and you must send each one. For 
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example, if you have ·two copies of the same letter, but only one of them has handwritten 
notes on it, you must send both the clean copy and the one with notes. · 

4. In producing a photocopy of an original Document that contains post-it(s), notation 
flag(s ), or other removable markings or attachments which may conceal all or a portion 
of the markings contained in the original Document, photocopies of the original 
Document both with and without the relevimt post-it(s),. notation flag(s), or removable 
markings or attachments should be produced. 

· 5. · Documents should be produced as they are kept in the ordinary course ofbusiness or be 
organized and labeled to correspond with the categories in this request. In that regard, 
Documents should be produced in a unitized manner, i.e., delineated with staples or paper 
clips to identify the Document boundaries. 

6. Documents should be labeled with sequential numbering (bates-stamped). 

7. You must produce all Documents created during, or concerning, the period January 1, 
2009, to the present, unless otherwise specified. · 

8. The scope of any given request should not be limited or narrowed based on the fact that it 
calls for Documents that are responsive to another request. 

9. -You are not-required to produce exact duplicates of any Documents that have been 
previol.)sly produced to the Securities and Exchange Commission staff in connection with 
this matter. If you are not producing Documents based upon a prior production, please · 
identify the responsive Documents that were previously produced. 

10. For any Documents that qualify as records of regularly conducted activities under Federal 
Rule of Evidence 902(11); please complete a business records certification (a sample of 
which is enclosed) and return it with the Document production. 

II. This subpoena covers all Documents in or subject to your possession, custody or control, 
including all Documents that are not in your immediate possession but that you have the 
effective ability to obtain, that are responsive, in whole or in part, to any of the individual 
requests set forth below. If, for any reason- including a claim of attorney-client 
privilege- you do not produce something called for by the request, you should submit a 
list of what it is not producing. The list should describe each item separately, noting: 

a. its author(s); 

b. . its date; 

c. its subject matter; 

d. the name of the Person who has the item now, or the last Person known to 
haye it; 

e. the names of everyone who ever had the item or a copy of it, and the 
names of everyone who was told the item's contents; 

f. the basis upon which you are not producing the responsive Document; 

g. the specific request in the subpoena to which the Document relates; 

h. the attomey(s) and the client(s) involved; and 

4 



i. in the case of the work product doctrine, the litigation for which the 
Document was prepared in anticipation. 

12. If Documents responsive to this subpoena no longer exist because they have been lost, 
discarded, or otherwise destroyed, you should identify such Documents and give the date 
on which they were lost, discarded or destroyed. · 

III. Documents to Be Produced 

Please produce all of the following Documents within the District's possession or custody 
or subject to the District's control: 

I. Any and all documents relating to meetings cifthe District's Board of Education 
between January I, 2009, and December 31,2013, including, but not limited to: agendas, board 
packets, minutes, audio and video recordings, presentations and other materials provided to the 
Board, notes, and communications to, from, or among Board members. 

2. Any and all documents relating to meetings of the District's Bond Oversight 
Committee between January 1, 2009, and December 31, 20\3, including, but not limited to: 
agendas, packets, minutes, audio and video recordings, presentations and other materials 
provided to the Bond Oversight Committee, notes, and communications to, from, or among 
Committee members. 

3. Any and all documents relating to meetings of the District's Facilities Subcommittee 
between January I, 2009, and December 31, 2013, including, but not limited to: agendas, 
packets, minutes, audio and video recordings, presentations and other materials provided to the 
Facilities Subcommittee, notes, and communications to, from, or among Subcommittee 
members. 

4. Any and all documents relating to the District's requests to the California State Board 
of Education to allow the District to exce.ed the bond indebtedness limit set forth in the 
California Education Code, including, but not limited to: application forms, communications to 
or from the State Board of Education, internal and external communications, analyses, 
presentations, and memoranda concerning the need for a waiver request. 

. 5. Any and all documents relating to the United States Internal Revenue Service ("IRS"), 
including, but not limited to, communications to or from the IRS, arbitrage rebate analyses and 
payments, analyses of penalties or fees owed or paid to the IRS, documents relating to the sale of 
bond redemption rights by the District. 

6. Any and all documents relating to bond performance audits and interim reviews from 
J annary 1, 2009, to present, including, but not limited to: communications to or from TSS, 
documents pro~ded to TSS, internal communications, commUnications with SGI, analyses, 
presentations, and memoranda concerning bond performance audits. 

7. ·Any and all documents relating to bond financial audits and interim reviews from 
January 1, 2009, to present, including, but not limited to: communications to or from Perry­
Smith and/or Crowe-Horwath, documents provided to Perry-Smith and/or Crowe-Horwath, 
internal communications, analyses, presentations, and memoranda concerning bond financial 
audits. 

. 8. Any and all documents relating to the General Obligation Bonds, Election of2005, 
Series D-1, and the General Obligation Bonds, Election of2005, Series D-2, which were sold in 
1une 2010, including, but not limited to: 
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a. drafts of the Preliminary Official Statement and Official Statement; 

b. communications with KNN, Piper, and any other professionals associated with 
the bond offering; 

c. presentations, analyses, and projections; 

d. documents concerning the size of, need for, or use of the premium associated 
with Series D-2; 

e. communications with the County concerning the bond proceeds, debt service, 
taxation, ; · 

f. all documents relating to rating agencies in connection with the offering; 

g. roadshows and any other communications with investors or potential investors. 

9. Any and all documents relating to the use of$1.6 million of proceeds from Measure J, 
Seiie815 bondstorefund or defease bonds sold pursuant to the 2002 MeasureD authorization, as 
approved by the District Board of Education at the meeting on July 28, 2010. This request 
includes, but is not limited to, internal District communications, communications to or from any 
District Board members, communications to or from TSS, communications to or from Crowe­
Horwath, communications to or from KNN, legal opinions, memoranda, accounting journal 

· entries and schedules, copies of checks, wire transfers, or other evidence of transfer of funds, 
presentations, and refunding savings analyses. 

10. Any and all documents relating to $3.5 million interfund transfer from bond proceeds 
to the District's General Fund in FY 2011, described as being used to "offset legal costs'' in the 
District's bond financial audit forthe fiscal year ended June 30,2011, dated March 28, 2012. 
This request includes, but is not limited to, internal District communications, communications to 
or from any District Board members, communications to or from TSS, communications to or 
from Crowe-Horwath, communications to or fromXNN, legal opinions, memoranda, accounting 
journal entries and schedules, copies of checks, wire transfers, or other evidence of transfer of 
funds, and presentations. 

11. Any and all documents relating to the approximately $7.3 million interfund transfer 
of unspent funds from Measures E and M to Measure J in FY 2011, as described in note 4 of the 
District's bond financial audit for the fiscal year ended June 30,2011, dated March 28, 2012. 
This request includes, but is not limited to, internal District communications, communications to 
or from any District Board members, communications to or from TSS, communications to or 
from Crowe-Horwath, communications to or from KNN, legal opinions, memoranda, accounting 
journal entries and schedules, copies of checks, wire transfers, or other evidence of transfer of 
funds, and presentations. 

12. Any and all documents relating to $1,427,824 million interfund transfer from the 
District's Building Fund to the Bond Interest and Redemption Fund for bond reseive accounts 
from original issuance as described in note 4 ofthe District's bond financial audit for the fiscal 
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year ended June 30, 2010. This request includes, but is not limited to, internal District 
communications, communications to or from any District Board members, communications to or 
from TSS, communications to or from Crowe-Horwath, communications to or from KNN, legal 
opinions, memoranda, accounting journal entries and schedules, copies of checks, wire transfers, 
or other evidence of transfer of funds, and presentations. 

13. Any and all documents relating to the $46,714,071 "due from Measure J" and "due 
to Measure D" set forth in the combined balance sheet in the District's bond financial audit for 
the fiscal year ended June 30,2012, dated March 18,2013. This request includes, but is not 
limited to, internal District communications, communications to or from any District Board 
members, communications to or from TSS, communications to or from Crowe-Horwath, 
communications to or from KNN, legal opinions, memoranda, accounting journal entries artd 
schedules, copies of checks, wire transfers, or other evidence of transfer of funds, evidence of 
repayment of the amount owed, and presentations. 

14. Any and all documents relating to $316,867 from Measure J bond proceeds used to 
pay the Internal Revenue Service arbitrage rebate and late fees in FY 2011, described in the 
District's bond performance audit for the fiscal year ended June 30, 2011, dated March 14, 2012. 
This request includes, but is not limited to, internal District communications, communications to 
or from any District Board members, communications to or from TSS, communications to or 
from Crowe-Horwath, communications to or from KNN, legal opinions, memoranda, accounting 
journal entries and schedules, copies of checks, wire transfers, or other evidence of transfer of 
funds, andpresentations. 

15. Any and all documents relating to $25,665 from Measure J bond proceeds used to 
pay Employers Advocate, Inc. in: FY 2011, described in the District's bond performance audit for 
the fiscal year ended June 30, 2011, dated March 14; 2012. This request includes, but is not 
limited to, internal District communications, communications to or from any District Board 
members, communications to or from TSS, communications to or from Crowe-Horwath, 
communications to or from KNN, legal opinions, memoranda, accounting journal entries and 
schedules, copies of checks, wire transfers, or other evidence of transfer of funds, and 
presentations. 

16. Any and all documents relating to WCC's policies and procedures concerning · 
refunding bonds. 

17. Any and all documents relating to proposed refunding of the District's debt, whether 
or not such refunding occurred. This request includes, but is not limited to, refunding analyses, 
internal District communications, communications to or from any District Board members, 
communications to or from TSS, communications to or from Perry-Smith, communications to or 
from Crowe-Horwath, communications to or from KNN, legal opinions, memoranda, and 
presentations. 

18. Any and all. Bond Project Lists. 

19. Any and all documents relating to District funds donated or transferred to, or for the 
benefit of, the Rosie the Riveter Park. This request includes, but is not limited to, internal 
District comrimnications, communications to or from any District Board members, 
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communications to or from TSS, communications to or from Crowe-Horwath and Perry-Smith, 
communications to or froni KNN, legal opinions, memoranda, accounting journal entries and. 
schedules, copies of checks, wire transfers, or other evidence of transfer of funds, and 
presentations. 

20. Any and all documents, meinoranda, analyses, and communications to or from the 
County relating to the Bonds, use of proceeds from the Bonds, payment of debt service on the 
Bonds, use of bond premiums, transactions in the District's Debt Service Fund(s), transactions in 
the District's Bond Interest and Redemption Fund(s), transactions in the District's Building 
Fund(s), and the analysis, setting or proposed setting of tax rates. 
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SECURITIES AND EXCHANGE COMMISSION 
Washington, D.C. 20549 

Supplemental Information for Persons Requested to Supply 
Information Voluntarily or Directed to Supply Information 

Pursuant to a Commission Subpoena 

A. False Statements and Documents 

Section 1001 of Title 18 of the United States Code provides as follows: 

[W]hoever, in any matter within_ the jurisdiction of the executive, leQislative, or judicial branch of the 
Government of the United States. knowingly and willfully-

(1) falsifies, conceals, or covers up by any trick, scheme, or device a material fact; 
(2) makes any materially false, 'fictitious, or fraUdulent statement or representation; or 
(S) makes or uses any fa!se writing or document knowing the Same to contain any materially false, 
fictitious, or fraudulent statement or entry; 

shall be fined under this title, imprisoned not more than 5 years ... or both. 

B. Testimony 

If yoUr testimony is taken, you should be aware of the following: 

-1. -Record.-- .Your testimony will be transcribed by a reporter. If you desire to go off the record, please indicate this to 
the Commission employee taking your testimony, who will determine whether to grant your request. The reporter 
will not go off the record at your, or your counsel's, direction. 

2. Counsel. You have the right to be accompanied, represented and advised by counsel of your choice. Your 
counsel may advise you before, during and after your testimony; question you briefly at the conclusion of your 
testimony to clarify any of the answers you give during testimony, and make summary notes during your 
testimony solely fcir your use. If you are accompanied by counsel, you may consu~ privately. 

If you are not accompanied by counsel, please advise the Commission employee taking your testimony if, during the 
testimony, you desire to be accompanied, represented and advised by counseL Your testimony wilf be adjourned 
once to afford you the opportunity to arrange to be so accompanied, represen.ted or advised. 

You may be represented by counsel who also represents other persons involved in the Commission's investigation. 
This multiple representation, however, presents a potential conflict of interest if one client's intere.sts are or maybe 
adverse to another's. If you are repreSented by counsel who afso represents other persons involved in the 
investigation, the Commission will assume that you and counsel have discussed and resolved all issues concerning 
possibl_e conflicts of interest. The choice of counsel, and the responsibility for that choice, is yours. 

3. Transcript Availability. Rule 6 of the Commission's Rules Relating to Investigations, 17 CFR 203.6, states: · 

· A person who has submitted documentary evidence or testimony in a formal investigative proceeding 
.shall be entitled, upon written request, to procure a copy of his documentary evidence or a transcript of 
his testimony on payment of.the appropriate fees: Provided, however, That in a nonpublic formal 
investigative proceeding the Commission may for goOd cause deny such request In any event, any 
witness, upon proper identification, shall have the right to inspect the official transcript of the witness' 
own testimony. 

If you wish to purchase a copy of the transcript of your testimony, the rep'?rter will provide you with a copy of the 
· appropriate form. Persons requested to supply information voluntarily will be allowed the rights provided by this rule. 

4. Perjury. Section 1621 ofTitle 18 of the United States Code provides as follows: 

Whoever~-
(1) having taken an oath before a competent tribunal, officer. or person, in any case in which a law of 
the United States authorizes an oath to be administered, that he will testify, declare, depose, or certify 
truly, or that any written testimony, declaration, deposition, or certificate by him subscribed, ·is true, 
willfully and contrary to such oath states or subscribes any material matter which he does not believe to 
be true; or 

SEC 1662 (08-13) 



(2) in any declaration, certificate, verification, or statement u~der penalty of pe~ury as permitted under 
section 17 46 of title 28, United States Code, willfully subscribes as true any material matter which he 
does not believe to be true; 

is guilty of perjury and shall, except as othei'VI'lse expressly provided by !aw, be fined under this title or 
imprisoned not more than five years, or both. 

5. Fifth Amendment and Voluntary Testimony. Information you give may be used against you in any federal, state, 
local or foreign administrative, civil or criminal proceeding brought by the Commission or any" other agency. 

You may refuse, in accordance with the rights guaranteed to you by the Fifth Amendment to the Constitution of the 
United States, to give any information that may tend to !ncriminate you. 

If your testimony is not pursuant to subpoena, your appearance to testify is voluntary, you need not answer anY. 
question, and you may leave whenever you wish. Your cooperation is, however, appreciated. 

e. Formal Order Availability. lfthe Commission has issued a formal order of investigation, it will be shown to you 
during your testimony, ~t your request. If you desire a copy of the formal order, please make your request in writing. 

C. Submissions and Settlements 

Rule 5(c) of the Commission's Rules on Informal and Other Procedures, 17 CFR 202.5(c), states: 

Persons who become involved in ..• investigations may, on their own initiative, submit a written 
statement to the Comfl)ission setting forth their interests and position in regard to the subject matter 
of the investigation. Upon request, the staff, in its discretion, may advise such persons of the 
generarnafurEHWthE(lrivestiQation, including the indicated violations as they pertain to them, and 
the amount of time that may be available for preparing and submitting a_ statement prior to the 
presentation of a st~ff r~[tcommendation to the Cominission for the commencement of an 
administrative or injunction proceeding. Submissions by interested persons shOuld be foJWarded to 
the appropriate o·lvislon Director or Regional Director with a copy to the staff members conducting 
the investigation and should be clearly referenced to the specific investigation to which they relate. 
In the event a recommendation for the commencement of an enforcement proceeding is presented 
by the staff, any submissions by interested persons -will be forwarded to the Commission in 
conjunction with the staff memorandum. · 

The staff of the ·commission routinely seeks to introduce submissions made pursuant to Rule 5(c) as evidence in 
Commission enforcement proceedings, when the staff deems appropriate. 

Rule 5(f) of the Commission's Rules on lnfonnal and Other Procedures, 17 CFR 202.5(f), states: 

In the course of the Commission's investigations, Civil lawsuits, and administrative proceedings, the 
staff, with appropriate authorization, may discuss with persons involved the disposition of such 
matters by consent, by settlement, or in some other manner. It is the policy of the Commission, 
however, that the disposition of any such matter may not, expressly or impliedly, extend to any 
criminal charges that have been, or may be, brought against any such person or any 
recommendation with respect thereto. Accordingly, any person involved in an enforcement matter 
before the Commission who consents, or agrees to consent, to any judgment or order does so· 
solely for the purpose of resolving the claims against him in that investigative, ciVil, or 
administrative matter and not for the purpose of resolving any criminal charges that have been, or 
might be, brought a.gainst him. This policy reflects the fact that neither the Commission nor its staff 
has the authority or responsibility for instituting, conducting, settling, or otherwise disposing of 
criminal proceedings. That authority and responsibility are vested in the Attorney General and 
representatives of the Department of Justice. 

D. Freedom of Information Act 

The Freedom of lnfonnation Act, 5 U.S.C. 552 (the "FOIN), generally providee for disClosure of info~mation to the 
public. Rule 83 of the Commission's Rules on Information and Requests, 17 CFR 200.8.3, provides a procedure by 
which a person can make a written request that information submitted to the Commission not be disclosed under the 
FOIA. That rule states that no determination as to the validity of such a request will be made until a request for 
disclosure of the Information under the FOIA is ·received. Accordingly, no response to a request that inforri1ation not 
be disclosed under the FOIA is necessary or will be given until a request for disclosure under the FOIA is received. If 
you desire an acknowledgment of receipt of your written· request that information not be disclosed under the FOIA, 
please provide a duplicate request, together with a stamped, self addressed envelope. 
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E. "-uthority for Solicitation of Information 

Persons Dlrer:ted to Supply Information Pursuant to Subpoena. The authority for requiring production of information 
is set forth in the subpoena. Disclosure of the information to the Commission is mandatory. subJect to the valld 
assertion of any l_egal right or privilege you fnight have. 

Persons Requested to Supply Information Voluntarily. One or more of the following provisions authorizes the 
Commission to solicit the information requested: Sections 19 and/or20 of the Securities Act of 1933; Section 21 of 
the Securities Exchange Act of 1934; Section 321 of the Trust Indenture Act of 1939; Section 42 of the Investment 
Company Act of 1940; Section 209 of the. Investment Advisers Act of 1940; and 17 CFR 202_5_ Disclosure of the 
requested information to the Commission is voluntary on your part. 

F. Effect of Not Supplying Information 

Persons Directed to Supply Information Pursuant to Subpoena. If you fail to Comply with the subpoena, the 
Commission may seek a court order requiring you to do so. If such an order is obtained and you thereafter fail to 
supply the information, you may be subject to ciVil and/or criminal sanctions for contempt of court. In addition, if the 
subpoena was issued pursuant to the Securities Exchange Act of 1934, the Investment Company Aotof 1940, and/or 
the Investment Advisers Act of 1940, and if you. without just Cause, fail or refuse to attend andlestify, or to answer 
any lawful inquiry, or to produce books, papers, correspondence, memoranda, and other records in compliance with 
the subpoena. you may be found guilty of a misdemeanor and fined not more than $1,000 or imprisoned for a term of 
not more than one year, or both. 

Persons Requested to Supply Information Voluntarily~ There are no direct sanctions and thus no direct effects for 
failing to provide all or any part of the requested information. 

G. Principal Uses of Information 

The Commission's principal purpose in soliciting the information is to gather facts in order to determine whether any 
person has violated. is ~iolating. or is about to violate any provision of the federal securities laws or rules for which 
the Commission has enforcement authority, such as rules of securities exchanges and the rules of the Municipal 

· Securities Rulemaking Board. Facts developed may, however, constitute violations of other laws or rules. lnfonnation 
provided may be used in Commission and other agency enforcement proceedings. Unless the Commission or Its staff 
e><plicitly agrees to the contrary in writing, you should not assume that the Commission or its staff acquiesces in, 
accedes to, or concurs or agrees with, any position, condition, request, resetvation of right, understanding, or any 
other statement that purports, or may be deemed, to be or to reflect a limitati_on upon the CommissiQn's receipt, use, 
disposition, transfer, or retention, In· accordance with applicable Jaw, of information provided. 

H. Routine Uses of Information 

The Commission often makes its files available to other governmental agencies, particularly United States Attorneys 
and slate prosecutors. There is a likelihood that information supplied by you will be made available to such agencies 
where appropriate. Whether or not the Commission makes its files available to other governmental agencies is, in 
general, a confidential matter between the Commission and such other governmental agencies. 

Set forth below is a. list of the routine uses which may be made of the information furnished. 

1. To appropriate agencies, entities, and persons when (a) it is suspected or confirmed that the security or 
confidentiality of information in the system of records has been compromised; (b) the SEC has determined that, as a 
result of the suspected or confirmed compromise, there is a risk of harm to economic or property interests, ident'ity 
theft or fraud, or harm to the security or integrity of this system or other systetns or programs (whether maintained by 
the SEC or another agency or entity) that rely upon the compromised information; and (c) the disclosure made to 
such agencies, entities, and persons is reasonably necessary to assist in connection with the SEC's efforts to 
respond to 1he suspected or confirmed compromise and prevent, minimize, or remedy such harm. 

2. To other federal. state, local, or foreign law enforcement agencies; securities self-regulatory organizations; end 
foreign financial regulatory authorities to assist in or coordinate regulatory or law enforcement a~tivities with the SEC. 

3. To national securities exchanges and national securities associations that are registered with the SEC, the 
Municipal Securities Rulemaking Board; the Securities Investor Protection Corporation; the Public Company 
Accounting Oversight Board; the federal banking authorities. including, but not.limited to, the Board of Goverf!ors of 
the Federal Reserve System, the Comptroller of the Currency, and lhe FJderal Deposit Insurance Corporation; state 
securities regulatory agencies. or organizations; or regulatory authorities of a foreign government in connection with 
their regulatory or enforcement responsibilities. 
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4. By SEC personnel for purpoe:es ofinvestigating possible violations of, or to conduct investigations authorized by, 
the federal securities laws. 

5. In any proceeding where the federal securities laws are in issue or in which the Commission, or past or present 
members of its staff, is a party·or otherwise involved in an official capacity. 

B.- In connection with proceedings by ·the Commission pursu"ant to Rule 102(e} of its Rules of Practice, 17 CFR 
201 .102(e). 

7. To a bar association, state accountancy board, or other federal, state, local, or foreign licensing or oversight 
authority; or professional association or self~regulatory authority ~o the extent that It performs similar functions 
·(including the Public Company Accounting Oversight Board) for investigations or possible disciplinary action. 

8. To a federal, state, local, tribal, foreign •. or international agency, if necessary to obtain information relevant to the 
SEC's decision concerning the hiring or r_etention of an employeS; the issuance of a securtty clearance; the Jetting of 
a contract; or the issuance of a license, grant, or other benefit. 

9. To a federal, state, local, tribal, foreign, or international agency in. response to its request for information 
concerning the hiring or retention of an employee; the issuance of a security clearance; the reporting of an 
investigation of "an employee; the letting of a contract; or the issuance of a license, gran~ or other benefit by the 
reque~ting agency, to the extent that the information is relevant and necessary to the requesting agency's decision on 
the matter. 

10. To produce sUmmary d~scriptive statistics and analytical studies> as a data source for management information, 
in suppgrt of tll.e function for which the records are collected and maintained or for related personnel management 

- functions or marl power studies; rriay also be used to respond to general requests for statistical information.(without 
personal id.entification of individuals) under the Freedom of Information Act. 

11. To any trustee, receiver. master, special counsel, Or other individual or entity that is appointed by a court of . 
competent Jurisdiction, or as a result of an agreement bebNeen the parties in connection with litigation or 
administrative p~oceedings involving allegations of violations of the federal securities laws (as defined in section. 
3(a)(47) of the Securities Exchange Act of 1934, 15 U.S.C. 78c(a)(47)) or pursuant to the Commission's Rul.es of 
Practice, 17 CFR 201.100-900 or the Commission's Rules of Fair Fund and Disgorgement Plans, 17 CFR 
201.1100~1106, or otherwise, where such trustee, receiver, master, special counsel, or other individual or entity is 
specifically designated to perform particular functions with respect to, or as a result of, the pending action or 
proceeding or in conriection with the administration and enforcement by the Commission of the federal securities laws 
or the Commission's Rules of Practice or the Rules of Fair Fund and Disgorgement Plans. 

12. To any persons dlirfng the course of any inquiry, examination, or investigation conducted by the SEC's staff, or in 
conn9ction with civil litigation, if the staff has reason to believe that the person to whom the record is disclosed may 
have further infonnation about.the matters related therein, and those matters appeared to be relevant at the time to 
the subject matter of the inquiry. 

13. To interns, grantees, experts, contractors, and others who have been engaged by the Commission to assist in 
the· performance of a service related to this system of records and who need access to the records for .the purpose of 
assisting the Commission in the efficient administration of its programs, including by performing clerical, 
stenographic, or data analysis functions, or by reproduction of records by electronic or other mearis. Recipients of 
these records shall be required to comply with the requirements of the Privacy Act "of 1974, as amended, 5 U.S.C. 
552a. · 

14. In reports published by the Commission pursuant to authority granted in the federal securities laws (as such term 
is defined in section 3(a)(47) of the Securities Exchange Act of 1934, 15 U.S.C. 78o(a)(47)), which authority shall 
include, but not be l_imited to, section 21 (a) of the Securities Exchange Act of 1934, 15 U.S.C. 78u(a)). 

15. To members of advisory committees that are created by the Commission or by Congress to render advice and 
recommendations to the Commission or to Congress, to be used solely in connection with their official designated 
functions. · 

16. To any person who is or has agreed to be subject to the Commission's Rules of Conduct, 17 CFR 200.735~1 to 
200. 735~18, and who assists in the investigation by the Commission of possible violations of the federal securities 
laws (as such term is defined in section 3(a)(47) of the Securities Exchange Act of 1934, 15 U.S.C. 78c(a)(47)), in lhe 
preparation or conduct of enforcement actions brought by the Commission for such violations, or.otherwise in 
connection with the Commission's enforcement or regulatory functions under the federal securities laws. 
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U.S. Securities and Exchange Commission 

Data Delivery Standards 

The following outlines the technical requirements for producing scanned paper collections. email and electronic document/ 
native file collections to the Securities and Exchange Commission. The SEC uses Recommind® Axcelerate v4.5 software to 
search, review and retrieve documents produced to us in electronic format. Any proposed production in a fon~at other than 
those identified below, the proposed use of Predictive Coding, computer-assisted review or teahnology-assisted review (TAR), 
or lhe use of de-duplication during the processing of documents, must be discussed. with and approved by lhe legal and 
technical .staff of the Division of Enforcement (ENF) and the ~thodology must be disclosed in the cover letter. We appreCiate 
your efforts in assisting us by prepru:ing data in a format tl,lat will enable our staff to use the data efficiently. 

General Instructions .. · .............................. : .................................................................................................................................... 1 

Delivery Fonnats ....................................... -. ...................................................................... : ......................................................... 2 

I. Structured Data- Concordance® Format... ................................................................................................................... 2 

I. Images ................ : ................................ c ..................................................................................................................... 2 

2. -Concordance Image® Cross-Reference File .......... ~····--···· ................................................. : .................................... ~. 2 

3. Concordance® Data File ........................................................................................................ .' .................................. 3 

4. Text ........................................................................................................................................................................... 6 

5. Linked Native Files ... ,, .............................................................................................................................................. 6 

IL Native File Production ................................................... : ...... : ........................................................................................ 6 

III .. Audio Files ..... .. . ............................................................................................................................................ 6 

IV. Video Files .................................................................................................................................................................... 7 

V. Electronic Trade and Bank Records ............................................................................................................................... 7 

VI. Electronic Phone Records ..................................................................................... , ....................................................... 7 

General Instructions 
1. A cover letter should.·be included with each production. This letter MUST be imaged and pravided as the first record 

in the load file. 
The following information should be included in lhe letter: 
a. List .of eac~1 piece of 1nedia (hard drive, thumb drive, DVD or CD) included in the production by ·the unique 

number.assigned to i~ and readily apparent on lhe physical media. 
b. List of custodians, identizying: 

!) The Bates range (and any gaps !herein) tbr each custodian 
2) Total number of records for each custodian 
3) Total number of images for each custodian 
4) Total number of native files tbr each custodian 

c. List of fields in the order in which they are listed in the data file. 
d. Time zone in which emails were standardized during conversion (email.collections only). 

2. Documents created or stored ·electronically MUST be produced in their original electronic format, not printed to paper 
or PDF. 

3. Data can be produced on CD, DVD or hard drive; use the media requiring the least number of deliverables. 
4. Label il\1 media with the following: · 

a. Case nwnber 
b. Production date 
c. B.ates range 
d. Disk mnnber (I of X), if applicable 
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17, To a Congressional office from the record of an individual in responSe to an inquiry from the Congressional office 
made at the request of that individual. 

18. To members of Congress, the press, and the public in response to inquiries relating to particular Registrants and 
their activities, and other matters under the Commission's jurisdiction. 

19. To prepare and publish information rel'ating to violations of the federal securities laws as provided in 15 U.S.C. · 
78c(a)(47)), as amended. 

20. To respond to subpoenas in any litigation or other proceeding. 

21. To a trustee in bankruptcy. 

22. To any governmental agency, governmental or private collection agent, consumer reporting agency or 
commercial reporting agency, governmental or Private employer of a debtor, or any other person, for collection, 
including collection by administrative offset, federal salary offset, tax refund offset, or administrative wage 
garnishment, of amounts owed as a result of Commission civil or administrative proceedings. 

* * * * * 
Smalf Business Owners: The SEC always welcomes comments on how it can better assist small businesses. If you 
have comments about the SEC's enforcement of the securities laws, please contact the OffiCe of Chief Counsel in the 
SEC's Division of Enforcement at 202-551-4933 or tho SEC's Small Business Ombudsman at 202-551-3460. If you 
would prefer to comment to someone outside of the SEC, you can cont~ct the Small Business Regulatory 
Enforcement Ombudsman at http://www.sba.gov/ombudsman or loll free at 888-REG-FAIR. The Ombudsman's office 
receives·comments·from·small businesses and annually evaluates federal agency enforcement activities for their 
responsiveness to the special needs of small business. 
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U.S: Securities and Exchange Commission 

Data Delivery Standards 

5. Organize productions by custodian, unless otherwise instructed. All docwnents from an individual custodian should 
be confined to a single load file. 

6. All productions should be checked and produced free of co~puter vii-uses. 
7 _ All produced media should be encrypted. 
8. Passwords for dQcmnents. files, compressed archives and encrypted media should be provided separately either via 

email or in a separate cover letter from the data. 

~elivery Formats 

_ I. Structured Data -Concordance® Format 
The SEC prefers that all data be produced in structured f01mat prepared for Concordance®. All scam1ed paper, email and 
native file collections should be converted I processed to TIFF files, Bates numbered, and include fully searchable text 
Additionally, email and native tile collections should include linked native files. 

Bates numbering documents: 
The Bates number must be a unique, consistently formatted identifier, i.e., an alpha· prefix along with a fixed length 
number for EACH custodian, i.e., ABCOOOOOOl. This format MUST remain consistent across all production numbers for 
each custodian. The nUmber of digits in the numeric portion of the format should no~ change in subsequent productions, 
nor should spaces, hyphens, or other separators be added or deleted. 

The following describes the specifications for producing image-liased productions to the SEC and the load files required 
for Concordance® and Concordance Image®. · · 

1. Images 
a_ Images should be single-page, Group IV TIFF flies, scarmed at 300 dpi. 
b. File nanles cannot contain embedded spaces. 
c. Bates numbers should be endorsed on the lower right cOmer of all images. 
d. The number of TIFF files per folder should not exceed 500 files_ 
e_ Rendering to images PowerPoint, AiiTOCAD/ photographs and Excel files:· 

1) PowerPoint All pages of the file should be scanned in full slide image format, -with any speaker notes 
following the appropriate slide image. 

2) AiiTOCAD/ photographs: If possible, files should be scarmed to single page JPEG (.JPG) file format 
. 3) Excel: TIFF :images of spreadsheets are not useful for review purposes; because the imaging process can 

often generate thousands of pages per lile, a placeholder image, named by the IMAGEID of the file, trulY be 
used instead. 

2. ConcordanCe Image® Cross-Reference File 
The image cross-reference file is needed to link the images to the database. It is a comma-delimited file consisting of 
seven fieldS per line. There must be a line in the cross-reference file for every image in the database. 

The fonnat is as follows: 
ImagelD, VolumeLabel,lmageFilePath,DocumentBreak,FolderBreak,BoxBreilk,PageCount 

ImagelD: The unique designatiOn that Concordance® and. Concordance Image® use to identify an image. 
Note: This imageiD key must be a unique and fixed length. number. Thi3 number will be used in the 
.DAT file as the Image!D field that links the database to the images. The forma(ofthis image key 
must be consistent ocrrus all productions. We recommend that the format be, a 7 digit number to 
allow for the possible z'ncrease in the size of a production. 

VolumeLabel: Optional 

ImageFilePath: The full path to the image file_ 

DocwnentBreak: The letter ''Y" denotes the tirst page of a_ document. If this field is blanlc, then the page is not the 
first page of a dOcument. 

FolderBreak: Leave empty 

BoxBreak: Leave empty 

Page Count: Optional 

(Revised 01117/2013) 
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SaJJlllle 

I MGOOOOOOl,E:\001\IMGOOOOOOl. TIF, V, 
IMG0000002,E:\OOl\IMG0000002.\IF,,., 
lMG0000003,E:\001\IMG0000003.TIF,.,. 
IMG0000004,E:\001\IMG0000003.TIF,Y,., 
IMGOOOOOOS,E:\001\IMG0000003.TIF,Y,, 
IMG0000006,E:\001\IMG0000003.TIF,, 

3. Concordance® Data File 

U.S. Securities and Exchange Conunission 
Data Delivery Standards 

The data tile (,DAT) contains all ofthe fielded information lhat will be loaded into lhe Concordance® database. 

a. The first line of the .DAT ftle must be a header row identicying lhe field names. 
b. The .DAT ftle must use lhe following Concordance® default delimiiers: 

Comma m ASCII character (020) 
Quote p ASCII charooter (254) 
Newline ® ASCII charooter (!74) 

c. Date fields should be provided in the fonnat: rnm/ddlyyyy 
d. All attachments should sequentially tbllow the parent document/email.· 
e. All metadata associated With email, a'udio files, and native electronic document collections must be produced (see 

pages 4-5). 

f TI1e .DAT -file for scanned paper collections must contain, at a mi!limum, the tbllowing fields: 
I) FIRSTBATES: Beginning Bates number 
2) LASTBATES: Ending Bates nmnber 
3) IMAGEID: linage Key .field 
4) CUSTODIAN: Individual from whom the dcmnnent originated 
5) OCR TEXT: Optical Character Recognition (file palh, or text) 

Sample of .DAT tile (when text files are provided separately) 

~!'IRS"IBATESll~BATESl>~~IMAGEIDl>~l>CllS:OODillliJ>1~ · 
pPCOQOOOODli>~J:>l'COOO DO 002l>~l>IMG0000001l>~l>Smith, Jolull>.l>K: \n:KI\ PCOD 0 0000 1. TXIl> 
pPCDDOOOD03l>~l>l'COOQOQ003l>~I>IMG0000003l>~I>Smi<h, JohDI>ijpE:\n::x'X\I'CQQQOOOO:i.TXI!> 
j>PC00000004l>~J:>l'COOOOO 005l>~l>IMGOOOOO 0 4l>~I1Smi<h, JohDI>~I>E: \TEXT\I'CD0000004 • TXT!> 

Sample of .DAT f!le (with text) 
l>ii'IRS:rBATElJi>~I>LliSIBA!ESl>~l>IMAGEIDl>~l>CUSTODillli!>~I>OCR'IEX'l:l> .. 
pPCOO~OOQ01~1pPCOQOOG002P~PEMGOQOOno1p~th, JohnP~P*** DMG0000001 **~ world of 
inve:n;inq is ta.scinat:.inq and -complex, and it can be very frni:tf'ulk But unlike_ the banklnq 
world, where deposi'tl!l e.re- guaranteed by the federal government, stocks, bonds and other 
securities <:an lose value .. The-re are no guaran:tee-Q .. l'hat•s why investing is not a spectator 
:spor-t. By far the best. way for invest-ors- to protect the money they put. into the securitie-s 
marketB ls to do resear-ch and ask questions.§ u~ IMGQOOOiltt2 'k*<NUfhe laws and rules: that 
govern ehe aeeur1t1es industry in the Un1-ced Sta.'tes derive from a simple and 
suaiqhtfoxward concept: all investors, whether large institutions· -or private- individual.a,, 
should. hilv-e aCcess to certain basic facts about an :l.nvestment prior ta buying itr -a.nd · so 
long as they hold it. To achieve this, the SEC requires public companies· to discloa:e 
me:eningf~l financial ·and o-th~ inftlrJILa:cion t:o the pubUc. Ihis p.rovides · a common pool of 
knowledge to.r all invescors to use Ul" judge fpr themselve·s whether ·to buy, sell, or hold a 
parti-cular aecnrity. Onl'y through the ateady flow of timely, compxehensive, and accurate 
information can people make- soUnd. investment decisions.:t> 
~00t!OQ003P~PPC00000003p'ilp!HGOOCI0003p1lp5mi:th, John)>'il~*·nmGOOOOOQ3 *~\lrlllmhe resul.t of 't'h1e 
informaCi-on now is a far more- active, efficient., and t:ran!'lparent capital marke'[;. that 
facilitate& 'the eapital. :r:-o.rma.ti.on so important to our natinn1s economy~~ 
~OQ00004~~bPC00000005~~PIMG0000004P~Smith, JohnP~P ~** IMG0000004 *~*~To insure that 
'thift objective: is .always being met, the SEC contln"uall.y wo:rbl wi1:h al.l major market 
participa.nt81 including especially the 1nvestor1=1 in our securities mrke·ta1 to Usten to 
their .concerns and t.o lellrn from. their experience. a **'* IMGOOOOOU5 ""·*'*M'Ihe src oversees 
the key put.icipants in "the securities 1.zorld, including aecuritie:S exchange-a:1 securities 
brokers and dealers, investment advisors, and mucual fwtder •. Here the SE.C 1a .. concerned 
pximarily -with promot1nq the di.a:cl.osure of import.ant market:-·rele:te<l. 1nformation, 
ma1n'ta.1n1n~ tair dealing, and pro:tectinq aqainst f:raud.l> 

. 
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U.S. Securities and Exchange Commission 
Data Delivery Standards 

The text and metadata of Email and the attachments, and native file docmnent collections should he extracted and 
provided in a .DAT file using the field definition and fonnatting described below: 

CHILD_BATES EDC0000002; 

(Revised 01/17/2013) ~4-

Bates 
*"This PARENT_BATES field.should be populated 

in each ~ecord representing an attachment uchild" 

First Bates number of "child" attachment(s); can be 
more than one Bates number listed depending on the 
number of attachinents 
**The in 

from whom the document 

Native: Author(s) of docwnent 
**semi-colon should be used to separate multiple 



, .. 

TIME_CREATED 10:25 

(~vised 01/17/2013) 

8aW5c 
2fcab58712467eab4004583eb 
8fb7f89 
From: Smith, John 
Sent: Tnesday, October 12, 
2010 07:05PM 
To:-Coffinan, Janice 
Subject: Board Meeting 
Minutes 

Janice; 
Attached is a copy of the 
Septembar Board Meeting 
Minutes and the draft agenda 
for October. Please let me 
know if you have any 
questions. 

John Smith 
Assistant Director 
Infonnation Technology 
Phone: (202) 555-1 I II 
Fax: (202) 555-!112 
Email: j smith@xyz.com 
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document was created 
a separate field and cannot be 



4. Text 

U.S. Securities and ExChange Commission 
· Data Delivery Standards 

Searchable text of the· entire document must be provided tbr every record, at the document level. 

a. ~xtracted text must be provided for all documents that originated in electronic format. The text :files should 
include page breaks that CotTespond to the 'pagination, of the image files. Note: Any document in which text 
.cannot be extracted must be OCR'd, particularly in the case ofPDFs without embedded text.· 

b. OCR text must be provided for all documents that originated in hard copy format. A page .marker should be 
placed at the beginning, or end, of each page of text, e.g. *** IMGOOOOOOl """" whenever possible. The data 
surrounded by asterisks is the Concordance® Image!D . 

Sample page markers with OCR text: 

*** IMGOOOOOOl *** 

The world of investing is fascinating and compleJ4 and it can be very fruitfuL But unlike the 
banking WOrld, where deposits are guaranteed by the federal government, stocks, bonds and other 
secwities can lose value. There are no guarantees_ That's why investing is not a spectator sport. By 
far 1he best way for investors to protect the money they put into the securities markets is to do 
research and ask questions_ . 

••• IMG0000002 ••• 

1'he laws and rules that govern the securities industry in the United States derive from a simple and . 
straightforward concept: all investors, whether large institutions or private individuals, shouid have 
access to certain basic facts about an investment prior to buying it, and so long as they hold it. To 
achieve this, the SEC requires public companies to disclose meaningfu1 financial and othet' 
information to the Public. Tilis provides a common pool of knowledge for all investors to use to 
judge for themselves whether tu buy, .sell, or hold a particular security. Only through the steady 
flow of timely, comprehensive. and accurate information cBn people make sound investment 
decisions. 

c. For redacted documents, provide the fnll text for the redacted version. 

d. Delivery 
The text can be delivered two- ways: 
I) As multi-page ASCll text files with the f'lles named the same as the lmage!D field. Text files cau be placed in 

a separate folder or included with the . TIF files. The number of files per folder should be limited to 500 flies. 
2) Included in the '.DAT file. 

5. Linked Native Files 
Copies of original email and native file documents/attaclunents must be included for all electronic productions. 
a. Native file documents must be nsmed per the F!RSTBATES number. 
b. The full patlt of the native file must be provided in the .DAT file for tlte LINK field. . 
c. The number of Dative files per folder should not exceed 500 files. 

II. Native File Production · 
The SEC will also. accept native file productions. The files. must be produced as they are maintained in the no:nnal course 
ofbusiness. Data must be organized by custOdian named file folders. 

ill. Audio Files 
Audio files from telephone repording systems must be produced in a format that is playable using Microsoft Windows 
Media PlayerTM. Additionally, the call information (metadata) related to each audio recording MUST be provided. The 
metadata file must be produced in a delimited text format Field names must be included in the first row of the text file. 

The metadata nlust include, at a minimum, ·the following fields: 

I) Caller Name: 
2) Originating Number: 
3) Called Party Name: 
4) Tenninatiug Number: 

(Revised 01117/2013) 

Caller's name or account/identification number 
Caller's phone number 
Called party's name 
Called party's phone number' 
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S) Date: 
6) Time: 
7) Filename: 

IV. Video Files 

Date of call 
Time of call 
Filename of audio file 

U.S. Securities and Exchange Commission 
Data Delivery Standards 

Video files must be produced in a format that is playable using Microsoft Windows Media PlayerTM. · 

V. ElectJ.·~nic Trade and Bank Records 
When producing electronic trade and bank rec.ords, provide the files in one of the following fonnats: 

I. MS Excel spreadsheet with heaqer information detailing the field structure. If any special codes exist in the dataset, a 
separate document must be provided that details all such codes. If details of tlte field structure.do not fit in tlte header, 
a sepanite docUment must be provided tha1 includes such details. · 

2. Delimited text file with header information detailing the field structure. The preferred delimiter is a vertical bar 'jl"- If 
any special codes exist in· the dataset, a separate document must be proviqed that details all such codes. If details of 
the field stlucture do not fit in the header, a separate document mu_st be provid~d that includes such details. 

VI. Electronic Phone Records 
When producing electronic phone records, provide the files in one of the following tbnnats: 

· 1. MS Excel spreadsheet 'with hea~er information detailing the field structure. If any special codes exist in the dataset, a 
separate document must be--provided that details all such codes. If details of the field structure do not fit in the header, 
a separate document must be provided that includes such details. Data must be formatted in its native fOrmat (i.e. 
dates in a date format, numbers in an appropriate numerical format, and numbers· with leading zeros as text). 

2 Delimited text ftle with header information detailing the field structure. The preferred delimiter is a vertical bar ''I"· If 
any special codes exist in the dataset, a separate docmnent must be provided that details all such codes. If details of 
tlre field structure do not fit in the header, a separate document must be provided that includes such details. 

The metadata must include, at a minimum, the following fields in separate columns: 

1) Account Number: 
2) Originating Number: 
3) Terminating Number: 
4) Connection Date: 
5) Connection Time: 
6) EndTime: 
7) Elapsed Time: 

Caller's telephone account number 
Caller's phone number 
Called party's phone number 
Date of call · 
Start time of call 
End time of call 
Duration in n:rinutes of the call 

Each field of data must be loaded into a separate colwnn. For example, Connection Date and COnnection Time must be 
produced in separate columns and not combined into a single column containing both pieces of information. Any fields of 
data that are provided in addition to those listed here must also be loaded into separate columns. 

(Revised 0111712013) -7-
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DECLARATION OF [Insert N«me] CERTIFYING RECORDS 
OF REGULARLY CONDUCTED BUSINESS ACTIVITY 

I, the undersigned, [insert name], pursuant to 28 U.S;C, § 1746, decl!U"e that: 

1. I am employed by [insert name of compa~~:v] as [insert position] and by reason of 
my position am authorized and qualified to make this decl!U"ation. [if possible 

· supply additional information as to how person is qualified to make declaration, 
e.g., I am custodian of records, I am familiar with the company's recordkeeping 
practices or systems, etc.] 

2. I :further certify that the documents [attached hereto or submitted herewith] and 
stamped [insert bates range] are true copies of records that were; 

(a) made at or ne!U" the time of the occurrence of the matters set forth therein, by, 
or from information transmitted by, a person with knowledge of those matters; 

(b) kept in the course of regul!ll"ly conducted business activity; and 

(c) made by the regularly conducted business activity as a regular practice. 

I decl!U"e under penalty of peJjury that the foregoing is true and correct. Executed on 
[date]. · 

[Name] 




