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Requesting a Year-End Change in PRIMA (Firm)

 

To request a change to your firm’s year-end date, perform the following steps:

1. Click For Firms.

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.

4. For Request Category, select Change Year End date. Click Next.



5. If appropriate, select I would like to request a peer review due date extension.


6. For Requested new next peer review year-end, click the calendar icon to select a new year-
end date.




7. Select a Year End Change Reason.


8. Enter additional details.




9. Click Next.


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.




11. Click Select File(s) to navigate to supporting documentation within your computer. Once the
document(s) are selected, click Open.


12. Select Support for Extension from the Document Type. Click Attach.




13. Click Submit.


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.




15. Select a New Review Due Date.

16. Select Review Date Change Reason.



17. Enter Additional Review Date Change Details.

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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