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Notice

This draft Filer Manual, posted before Commission approval of potential regulatory changes in
this release, is provided as a service to our filing community to assist filers, agents, and software
developers prepare for potential changes the staff anticipates. Since this is a draft manual, the
SEC retains the right to change any part of the manual before the new system release is made
final. In addition, the final EDGAR Filer Manual (Volume I) (Version 5) is subject to
Commission approval and may be revised before approval or not approved at all. Similarly, the
posting of the draft manual does not indicate Commission approval of any pending proposed
changes relating to the potential changes reflected in the draft manual. The changes outlined in
this draft manual, if approved, are scheduled to take effect on September 15, 2008. The final
version of the manual will be made available as if approved by the Commission September 15,
2008, on the SEC's Public Website.

Use this EDGAR® Filer Manual when making electronic filings with the United States
Securities and Exchange Commission (SEC or "Commission"). See Rule 301 of Regulation S-T.

The EDGAR Filer Manual consists of three volumes. EDGAR Filer Manual (Volume I) General
Information introduces the requirements for becoming an EDGAR Filer and maintaining
EDGAR company information. EDGAR Filer Manual (Volume II) EDGAR Filing illustrates the
process to submit an online filing. EDGAR Filer Manual (Volume IIT) N-SAR Supplement is a
guide for preparing electronic submissions of Form N-SAR.

For up-to-date information regarding filing-related topics, consult the following
EDGAR websites:

* Information for EDGAR Filers (http://www.sec.gov/info/edgar.shtml)
+« EDGAR Gateway to submit filings (http://www.portal.edgarfiling.sec.gov)
« EDGAR Company Database (http://www.edgarcompany.sec.gov).

EDGAR" and EDGARLink" are registered trademarks of the Securities and Exchange
Commission. EDGARLIite™ is a trademark of the Securities and Exchange Commission. All
other product brand names mentioned in this Filer Manual are trademarks or registered
trademarks of their respective holders.

Note: New EDGAR software releases include modifications to the EDGARLIink software and
EDGAR submission templates. Please download, install, and use the new EDGARLink
software and submission templates to ensure that submissions will be processed
successfully.

To protect the privacy of our filing community, filers are asked not to include social security
numbers in filings submitted to the Commission.
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Updates

On June 23, 2008, EDGAR Release 9.12 introduced the following changes:
e Suspended series and classes non-compliant co-registrant filings.
e |Incorporated final US GAAP Taxonomies 1.0 into EDGAR.

On September 15, 2008, EDGAR Release 9.13 will introduce the following changes:

e The implementation of a new online electronic Form D (Notice of Sale of Securities
Pursuant to Requlation D, Section 4(6), and/or Uniform Limited Offering
Exemption), accessible from the EDGAR OnlineForms Website.

e To support the online submission of Form D, new electronic submission form types D
and D/A will be added. On September 15, 2008, filers may use the online submission
process to file a Form D and its amendment on a voluntary basis until March 15,
2009, after which they must be filed electronically.

For background concerning the electronic submission of Form D, see Release
33-8891 (February 6, 2008)[73 FR 10592].

If a filer is new to the electronic filing process, but has previously filed with
the SEC in paper, they may have been assigned a CIK and must use the
Convert Paper Only Filer to Electronic Filer functionality (See EDGAR Filer
Manual - Volume |, Section 3.3.1) on the EDGAR Filer Management Website
to become an electronic filer prior to using the new online Form application to
file.

If a filer is new to the electronic filing process, but has never previously filed
with the SEC in paper or has never been assigned a CIK, they must apply for
EDGAR access codes via the EDGAR Filer Management Website (See
EDGAR Filer Manual - Volume |, Section 3.2) prior to using the new online
Form application to file.

e Correction to the OMB expiration date displayed on the printed blank Form TA-2
(Annual Report of Transfer Agent activities filed pursuant to the Securities Exchange
Act of 1934) to be “September 20, 2009”. Previously, the expiration date displayed
was September 30, 2006.

e Correction to the order the response fields are displayed for Form TA-2 Question 1(h)
(Full Name of Registrant as stated in Question 3 of Form TA-1) and Question 3(a)
(Reqistrants Appropriate Requlatory Agency) on the printed blank form. Previously,
the response fields were erroneously switched for these two guestions.

e Form TA-2 Question 11(a)(i) (Date of Database Search) will be optional.

e EDGAR will abbreviate company name designations (Company, Corporation,
Incorporated, Incorporation, and Limited) when companies are created using the Filer
Management Website or the SEC Workstation. Regardless of the case sensitivity of
the input, the affected values will be converted as follows:
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Company (CO to Co)
Corporation (CORP to Corp)
Incorporated (INC to Inc)
Incorporation (INC to Inc)
Limited (LTD to Ltd)

e Submission types PREM14A, DEFM14A, PREM14C and DEFM14C have been
revised to correctly process series and class identifiers. Target funds that are series
and class investment companies must use these submission types for those proxy
mergers for which the acquiring fund does not file a registration statement on Form
N-14: PREM14A, DEFM14A, PREM14C and DEFM14C must include the relevant
series and class identifiers for both the target and the acquiring fund (if in existence).
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Form ID Application Acknowledgment

Youwr Form ID was successfully submitted. Your accession number for this submission is 9999999996-05-000555.

To complete processing of your Form ID (displayed below), you must fax a notarized authentication document to the 3EC's Office of Filings and Information Services (OFL3)
Filer Support Branch at (202) 504-2474 or (703) 914-4240. Tour request will noé be accepted until this document is received. After thiz document is received, OFIS will
review your request and disposition it. You will recetve an e-mail message at the Contact e-mail address you specified informing you of the SEC's decision. Ifyour request was
accepted, the message will specify your new CIE and you can proceed to use your CIE and passphrase to generate a set of EDGAR access codes to use to access the system,
if your request was rejected, the message will indicate why. If wou have any questions regarding the status of your Form ID application, please contact OFIS at (202) 551-8%00.

To create a new, blank Form 1D, select the "Create New Blank Form D" button below. To create a new Form ID using your previously entered data and documents, select the
"Create Mew Pre-filled Form ID" button below

Application for EDGAR Access (Form ID)

Applicant Type: Filer
Companyindividual: Company
Conformed Name of Applicant: JOHN DOE CO

999 MAPLE DRIWE SUITE 506
ROCKVILLE, MARYLAND 20851-1324

Phone: 3071-555-1234

Mailing Address

Filer Information

"Doing Business As" Mame

9949 MAPLE DRIME SUITE 508
ROCKVILLE, MARYLAND 20881-1324

State of Incorporation: WD
Fiscal Year End: 10i31

Business Address

Figure 3-21: EDGAR Form ID Application Acknowledgment Page

2. Click the [Exit Window] button near the bottom of the Form ID Application
Confirmation page to finish the process by closing the browser window.

A dialog box appears (Figure 3-22: EDGAR Form ID, Exit Window Dialog)
asking you to confirm that you want to exit the browser window. If you do not
want to exit, click the [Cancel] button and the dialog box will disappear;
otherwise, click the [OK] button and the browser window will be closed and the
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previously entered Form ID information and any attachments (documents) will be
discarded.

x|

@ Are you sure pou wank to exit this window?

Ok, Cancel |

Figure 3-22: EDGAR Form ID, Exit Window Dialog

3.2.4.2 Starting Another Form ID Application

If you would like to start another Form ID application, directly from the Form ID Application
Acknowledgment page, click one of the buttons provided for this purpose near the bottom of the
page (Figure 3-21: EDGAR Form ID Application Acknowledgment Page).

32421

Create New, Blank Form ID

This option returns you to the Form ID Application page (in the same browser window) and
deletes all of the data that you had previously entered. Use this capability when you need to
submit another Form ID application for a company or person whose information is different from
that previously entered.

1.

Click the [Create New, Blank Form ID] button near the bottom of the Form ID
Application Confirmation page.

A dialog box appears (Figure 3-23: EDGAR Form ID, New Blank Form Dialog)
warning you that the previously entered Form ID information and any
attachments (documents) will be cleared if you continue. If this is not your desire,
click the [Cancel] button on the dialog box.

x|

The data and documents entered previously will
be cleared. Continue creating new Farm 107

OF. Cancel |

Figure 3-23: EDGAR Form ID, New Blank Form Dialog

If you would like to start a new, blank Form ID application, click the [OK] button
on the dialog box. The EFMW Apply for EDGAR Access (New) page appears in
the same browser window without any of the previously entered data. Follow the
previous instructions (Section 3.2, New SEC Filer: Applying for EDGAR Access)
to compose and submit this new Form ID application.
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3.24.22 Create New, Pre-filled Form ID

After submitting one Form ID application, the Create New, Pre-Filled Form ID option returns
you to the Form ID Application page (in the same browser window) and prefills all of the data
entry fields with the data that you had previously entered, except for the Name of Applicant or
Name of Individual (as appropriate). Use this capability when you need to submit another Form
ID application for a company or person whose information is materially the same as that
previously entered.

1. Click the [Create New, Pre-filled Form ID] button near the bottom of the Form ID
Application Confirmation page.

A dialog box appears (Figure 3-24: EDGAR Form ID, New Pre-filled Form
Dialog) warning you that the previously entered Form ID information and any
attachments (documents) will be retained if you continue. If this is not your
desire, click the [Cancel] button on the dialog box.

x|

The data and documents entered presviouzly vill
be retained. Continue creating new Form 1D

(] Cancel |

Figure 3-24: EDGAR Form ID, New Pre-filled Form Dialog

If you would like to start a new, prefilled Form ID application, click the [OK]
button on the dialog box. The EFMW Apply for EDGAR Access (New) page
appears in the same browser window with all of the previously entered data
except for the Name (which is empty). Follow the previous instructions (Section
3.2, New SEC Filer: Applying for EDGAR Access) for composing and submitting
this new Form ID application.

3.2.5 Authentication Documentation

The Form ID application must be supplemented with additional verification to help ensure that
the application is authentic. Accordingly, the applicant is required to file with the SEC in paper
by fax within two business days before or after electronically filing Form ID a manually signed
and notarized document, manually signed by the applicant over its typed signature, that includes
the information contained in the Form ID filed or to be filed and confirms the authenticity of the
Form ID. If we do not receive the fax within this period, we will reject the application and the
applicant will need to reapply.
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3.2.6 Application Acceptance and Applicant Notification

After the SEC receives both the electronic Form ID application and the associated authentication
documentation, the SEC will review and accept or reject the information provided on the Form
ID. This is a manual process that is not immediate and that may require a day or more to
complete.

A notification message stating the SEC’s disposition of the application will be sent to the e-mail
address provided in the “Contact for EDGAR Information” part of the Form ID. The disposition
will be either “accepted” or “rejected.”

If the application was accepted, the e-mail message will include but will not be limited to the
following information:

e Text saying that the Form ID was accepted by the SEC

e The new Central Index Key [CIK]

e Basic directions for how to generate EDGAR access codes
e The URL of the EDGAR Filer Management Website

If the application was rejected, the e-mail message will include but will not be limited to the
following information:

e Text saying that the Form ID was rejected by the SEC
e The reason that the application was rejected
¢ Basic instructions on how to resolve the issues

3.3  Current SEC Filer: Applying for EDGAR Access

This section explains the process of applying for access to EDGAR for applicants who are
currently filing with the SEC, unless they seek to file in a different capacity (e.g., “individual,”
“filing agent,” or “training agent”). Other filers should follow the instructions in Section 3.2,
New SEC Filer: Applying for EDGAR Access.

3.3.1 Current Paper Only Filer

Note: The “applicant” is the company or individual who is required to file with the SEC,
not necessarily the person who is filling in the form (although it could be). The term
“requestor” is used to refer to the person who is filling in the form.

This section outlines the process for composing and submitting an EDGAR access request using
the EFMW when the applicant currently makes paper filings (only) with the SEC and wants to
start to file electronically. Before beginning, ensure that you know the Central Index Key (CIK)
of the applicant. If you do not know the CIK, you can look up the applicant by name by
connecting to the EDGAR Company Database at URL

http://www.edgarcompany.sec.gov
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and clicking the [Company Search] button. The CIK is one of the items returned by querying this

database.

3.3.1.1 Converting from Paper to Electronic Filer

The first step for composing an EDGAR access request is to bring up the EDGAR access request
data entry form. This is accomplished as follows:

1.

2.
3.

Connect to the EFMW Welcome page. (Refer to Section 3.1.2, Accessing the
EDGAR Filer Management Website.)

Click on Convert Paper Only Filer to Electronic Filer in the menu bar.

A new browser window opens and the data entry page for the EDGAR access
request appears (Figure 3-25: EDGAR Convert Paper Only Filer to Electronic
Filer Page).

Refer to Section 3.2.2.1, Data Entry Conventions, for the standards used on all of
the EFMW pages.
Enter the required data (CIK, passphrase and e-mail address)

Refer to Section 3.2.4, Defining a Passphrase, for more detailed description of the
passphrase. For security reasons, the passphrase must be eight characters in length
and contain at least one digit and one character from the following list: @, #, *, $.

Click on the [Convert to Electronic] button near the bottom of the page when you
are satisfied with the data that you entered.
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