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Requesting a Year-End Change in PRIMA (Firm)
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To request a change to your firm’'s year-end date, perform the following steps:

1. Click For Firms.
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Complete Implementation Plan

2. Click Request Extension/PR Year End Change.
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3. If associated to more than one firm, locate the appropriate firm and click Request Extension/PR
Year End Change.
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Home Request Exten... A

Extension - Review Due Date / Year End Change

H > Refresh List

Firm No Firm Name Address Line 1 |Address Line 2 i Zip Take Action

Baltimore MD Request Extension/PR Year End Change View History
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4. For Request Category, select Change Year End date. Click Next.
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Select Request Category -
H > Complete Extension Request

Instructions

lg

This functionality is used to request a due date change and/or a year end change.

Chose your category and click submit to continue on to the appropriate form

Depending on your reason for the change, you may alse have the oppertunity to submit the due date and year end change together.
You will be required to provide a written explanation supporting your firm's need for an extension.

Click Submit to send the request to your Administering Entity.

Note: Your Administering Entity will consider your request in accordance with the Standards, Interpretations, and available administrative guidance. Ordinarily, the request for an extension should
be submitted during the planning stages of the review but not later than 60 days prior to the due date and extensions should not be granted after the due date. Your Administering Entity may
reject your extension request, if not submitted timely. Extensions of a review due date by more than 3 months should be rare (Interpretation 18-1)
Firm Requests for Extension of Due Date for additional guidance.

See

Firm Number Address1 Address2

Request Category

- Please select the request category -- ¥

— Please select the request category —

Extension of Review due date m

Change Year End Date
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E > 06/30/2020

Due Date of Next Peer Review
B8 12/31/2020

If you are considering requesting a change in your fin's next peer review year-end, please note:
E > * Changes are permanent

* Changes require approval
« Changes may be appropriate if your firm’s peer review due date falls during a busy time of year or if significant engagements are consistently not completed by the due date
Your fimy's next peer review due date will not change as a result of the year-end change. However it will change to 6 months after the new year-end date for your subsequent review.
If an extension is also necessary for the current review, please select the accept review due date extension.
( Oiwould like to request a peer review due date extension )

Requested new next peer review year-end «

Year End Change Reason %
- Please Select Reason —

Provide any further information or details to be considered by the administering entity %
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6. For Requested new next peer review year-end, click the calendar icon to select a new year-
end date.
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E > Due Date of Next Peer Review
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If you are ceonsidering requesting a change in your firm's next peer review year-end, please note.

* Changes are permanent
« Changes require approval
 Changes may be appropriate if your fir’s peer review due date falls during a busy time of year or if significant engagements are consistently not completed by the due date.
Your firm's next peer review due date will not change as a result of the year-end change. However it will change to 6 months after the new year-end date for your subsequent review.
If an extension is also necessary for the current review, please select the accept review due date extension.
(i would like to request a peer review due date extension
{ Requested new next peer review year-end * ™
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Due Date of Next Peer Review
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If you are considering requesting a change in your firm's next peer review year-end, please note

* Changes are permanent

« Changes require approval

* Changes may be appropriate if your firm's peer review due date falls during a busy time of year or if significant engagements are consistently not completed by the due date
Your firmy's next peer review due date will not change as a result of the year-end change. However it will change to 6 months after the new year-end date for your SUbSequent review.
If an extension is also necessary for the current review. please select the accept review due date extension.
O would like to request a peer review due date extension
Requested new next peer review year-end

10/31/2020 ]

Year End Change Reason %
- Please Select Reason —

— Please Select Reason —

My Firm is a new firm as a result of a merger or dissolution, ar dissolution is imminent, and this year-end correlates to the new firm
My firm's current year-end results in a due date during a heavy client commitment period (e.g.. busy season)

My firm's current year-end results in a due date prior to the completion of a major engagement

My firm has recurring scheduling conflicts in engaging a peer reviewer

Other
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8. Enter additional details.
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i8> If you are considering requesting a change in your firm's next peer review year-end, please note

* Changes are permanent
0> * Changes require approval
* Changes may be appropriate if your firm's peer review due date falls during @ busy time of year or if significant engagements are consistently not completed by the due date
Your firmy's next peer review due date will not change as a result of the year-end change. However it will change to 6 months after the new year-end date for your SUbSequent review.
If an extension is also necessary for the current review. please select the accept review due date extension.
O would like to request a peer review due date extension
Requested new next peer review year-end

10/31/2020 ]

Year End Change Reason %
[ My Firm is a new firm as a result of a merger or dissolution, or dissolution is imminent. and this year-end correlates to the new firm V]

Pravide any further or details to be by the g entity %
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9. Click Next.
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i!> If you are ceonsidering requesting a change in your firm's next peer review year-end, please note.

* Changes are permanent
> * Changes require approval
« Changes may be appropriate if your firm’s peer review due date falls during 2 busy time of year or if significant engagements are consistently not completed by the due date
“Your firm’s next peer review due date will not change as a result of the year-end change. However it will change to 6 months after the new year-end date for your subsequent review.
If an extension is also necessary for the current review, please select the accept review due date extension.
(i would like to request a peer review due date extension
Requested new next peer review year-end %
10/31/2020 &

Year End Change Reason %
[ My Firm is a new firm as a result of a merger or dissolution, or dissolution is imminent, and this year-end correlates to the new firm V]

Provide any further or details to be by the g entity %
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Note: If you selected a due date extension, skip to step 14. If you did not, follow steps 10-13.

10. Click "+" to Add Document.
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Additional Information
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Document Upload Region
Firm Documents
Document No |Document Type Document name Description Delete
No content available
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11. Click Select File(s) to navigate to supporting documentation within your computer. Once the
document(s) are selected, click Open.

@ con | PRIMA

fFIRequest Exten... = FSS-

Attach file(s) X

Note: Due to a document storage limitation, we are unable to accept documents that include any
special characters.

Please upload files with names that do not include any special characters (i.e. |@#$%&*():'; etc...)

Please make sure file is a pdf flat file no larger than 20 MB with no embedded links, email
addresses, etc.

File Name Document Type

No content available
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12. Select Support for Extension from the Document Type. Click Attach.
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Attach file(s) X

Note: Due to a document storage limitation, we are unable to accept documents that include any
special characters.

Please upload files with names that do not include any special characters (i.e. |@#$%&*(:"; etc...)

Please make sure file is a pdf flat file no larger than 20 MB with no embedded links, email
addresses, etc.

File Name Document Type

test 1 .pdf Select One v

Select One
Support for Extension
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13. Click Submit.
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Approve Resolve Show all steps

Firm Documents

Document No |Document Type Document name

Description Upload |Delete
Support for Extension

1 Support for Extension v |test 1 .pdf iT}

>

~+-Add document
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Note: If you did not request a due date extension, this will submit the request to your
administering entity, and you may ignore the following steps.

14. If you selected a due date extension, click Next.
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If you are considering requesting a change in your firn's next peer review year-end, please note:

* Changes are permanent

* Changes require approval

* Changes may be appropriate if your firm's peer review due date falls during @ busy time of year or if significant engagements are consistently not completed by the due date
Your firmy's next peer review due date will not change as a result of the year-end change. However it will change to 6 months after the new year-end date for your SUbSequent review.
If an extension is also necessary for the current review. please select the accept review due date extension.
&1 would like to request a peer review due date extension
Requested new next peer review year-end

10/31/2020 ]

Year End Change Reason %
My Firm is a new firm as a result of a merger or dissolution, or dissolution is imminent, and this year-end correlates to the new firm v

Provide any further or details to be by the g entity %
test

Remaining: 252 chara

m = =

ute of Certified Public Accountants Contact us | Phone

15. Select a New Review Due Date.
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Request Self Service Approve Resolve Show all steps
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Review Due Date Extension

Due Date of Next Peer Review
12/31/2020

{ Requested New Review Due Date ™

& A

v
- = :xglanation of your firm’s need for a peer review due date
112 nalion regarding change in firm structure, significant pending
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16. Select Review Date Change Reason.
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Request S Approve

Additional Information

Review Due Date Extension

Due Date of Next Peer Review

12/31/2020
Requested New Review Due Date #
1/31/2021 ]

Review Date Change Reason «
— Please Select Reason —
— Please Select Reason —

My firm has recently changed due to a merger or dissolution and more time is needed to prepare for the review
My firm is expecting to dissolve a portion of our practice in the near future and will not be able to meet the peer review requirements until that action is completed
My firm needs additional time to complete a major engagement that is within the scope of the peer review

My firm needs additional time to complete an initial engagement and there is no comparable engagement

My firm is unable to have the review by the original due date because of an absence, loss or turnover of personnel significant to the conduct of the review

My firm's records or offices have been severely damaged or destroyed because of a natural catastrophe

My firm needs more time because it has selected a reviewer that has a scheduling conflict and is unavailable to perform the review by the firm's due date
Other
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17. Enter Additional Review Date Change Details.
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Additional Information

Review Due Date Extension

Due Date of Next Peer Review

12/31/2020
Requested New Review Due Date *
1/31/2021 ]

Review Date Change Reason #
My firm is expecting to dissolve a portion of our practice in the near future and will not be able to meet the peer review requirements until that action is completed v

Required: Please provide a written explanation of your firm's need for a peer review due date
extension. including any relevant information regarding change in firm structure. significant pending
engagements, reviewer conflicts, etc. You may also upload supporting materials, if appropriate

Remaining: 256 characters
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18. Follow steps 10-13 above to complete uploading supporting documentation and submitting the

request.

The request will be sent to your administering entity for approval. You will receive a notification

with the decision.
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