NM Collection Agency License
Amendment Checklist (Company)

CHECKLIST SECTIONS

e General Information

e Amendments

GENERAL INFORMATION

Instructions

When making changes to your record in NMLS, the Financial Institutions Division requires advance notification
for some changes. See the checklist below for details.

The Financial Institutions Division does not require advance notice for some changes; make the changes in NMLS
as of the effective date and submit supporting documentation as instructed in the checklist below.

Uploading Agency-Specific Documents

If you are required to upload documents to NMLS for an Advance Change Notice (ACN), select “Advance Change
Notice” for the document type in the NMLS Document Uploads section. If you are required to upload documents
for an amendment that doesn’t require ACN, select the applicable document type in the NMLS Document
Uploads section.

Note: Use the recommended filing naming convention found on the Document Upload Descriptions and
Examples.

Helpful Resources

¢ Amendments & Advance Change Notice

e Document Uploads Quick Guide

e Document Upload Descriptions and Examples

Agency Contact Information
Licensing Specialist, Emily Fresquez: Emily.Fresquezl@rld.nm.gov / (505) 469-7776

Licensing Specialist, Veronica Carrillo:  Veronica.Carrillo@rld.nm.gov / (505) 476-4559

Industry Manager, Juan Trevizo: Juan.Trevizo@rld.nm.gov / (505) 476-4569
For U.S. Postal Service: For Overnight Delivery:
Financial Institutions Division Financial Institutions Division
Money Services Business Unit 3rd Floor, Toney Anaya Building
PO Box 25101 2550 Cerrillos Road
Santa Fe, New Mexico 87504 Santa Fe, New Mexico 87504
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THE APPLICANT/LICENSEE IS FULLY RESPONSIBLE FOR ALL OF THE REQUIREMENTS OF THE LICENSE FOR WHICH THEY ARE
APPLYING. THE AGENCY SPECIFIC REQUIREMENTS CONTAINED HEREIN ARE FOR GUIDANCE ONLY TO FACILITATE APPLICATION
THROUGH NMLS. SHOULD YOU HAVE QUESTIONS, PLEASE CONSULT LEGAL COUNSEL.

AMENDMENTS

e Change of Legal Name

o Change of Legal Name: $15 per license
e Change of Main Address

o Change of Main Address: $15 per license
e Addition or Modification of Other Trade Name
o Addition of Other Trade Names: $15 per license

e Deletion of Other Trade Name

o $15
e Change of Legal Status
o $15

e Addition or Modification of Affiliates/Subsidiaries

e Addition or Modification of Direct Owners/Executive Officers

o Please note that if the ownership change exceeds 50 percent, a change of control fee of S600 will be
invoiced through NMLS before approval of the proposed change.

e Addition or Modification of Indirect Owners

e Addition or Modification of Qualifying Individuals

o Change of Qualifying Individual: $100 per license

e Change of Disclosure Question(s)

Note: Information uploaded or filed in NMLS will not be viewable to the agency until the filing has been attested to and
submitted through NMLS. Agency-specific requirements that should be emailed or mailed to the agency on the checklist
below must be received with the appropriate checklist within five (5) business days of the electronic submission of your
filing through NMLS.
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Complete

NM Collection Agency

Change of Legal Name Amendment Items

Submitted via...

Change of Legal Name: Submit an amendment for a change of Legal Name NMLS
D through the Company Form (MU1) in NMLS.

Change of Legal Name Fee: $15 per license NMLS (Filing
D submission)

Fees collected through NMLS are NOT REFUNDABLE OR TRANSFERABLE.

Surety Bond Rider: Upload a Collection Agency surety bond rider (or new
bond if applicable) that reflects the entity’s new legal name. The name of
the principal insured on the bond must match exactly the full legal name of
applicant, including any Other Trade Names.

If a new surety bond is needed, use the Surety Bond Form found here.
Collecion Agency Surety Bond Form.

Upload in NMLS: under
the Document Type
Surety Bond in the
Document Uploads
section of the Company
Form (MU1).

Certificate of Authority/Good Standing Certificate: Upload a State-issued
and approved document (typically by the Secretary of State’s office), dated
not more than 60 days prior to the filing of the application through NMLS
that demonstrates authorization to do business in the licensee’s state of
formation and/or NM.

This document should be named [[State prefix] Certificate of Authority OR
[State prefix] Certificate of Good Standing].

Upload in NMLS: under
the Document Type
Certificate of
Authority/Good
Standing Certificate in
the Document Uploads
section of the Company
Form (MU1).

Complete

NM Collection Agency

Change of Main Address Amendment Items

Submitted via...

Change of Main Address: Submit an amendment for a change of Main
(Corporate) Address through the Company Form (MU1) in NMLS.

State Specific Language:

e The amendment must be entered no later than five days after the
date of the event.

NMLS

Change of Main Address: $15 per license
Fees collected through NMLS are NOT REFUNDABLE OR TRANSFERABLE.

NMLS

Surety Bond Rider: Upload Collection Agency surety bond rider (or new
bond if applicable) that reflects the entity’s new main address. The name
address of the principal insured on the bond must match exactly.

If a new surety bond is needed, use the Surety Bond Form found here.
Collecion Agency Surety Bond Form.

Upload in NMLS: under
the Document Type
Surety Bond in the
Document Uploads
section of the Company
Form (MU1).
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Complete

NM Collection Agency

Addition or Modification of Other Trade Name Amendment Items

Submitted via...

Addition or Modification of Other Trade Name: Submit an amendment for NMLS

an addition of or change to an Other Trade Name through the Company

Form (MU1) in NMLS.
D State Specific Language:

e The amendment must be entered no later than five days after the
date of the event.

Addition of Other Trade Name $15 per license. NMLS (Agency Fee

D Invoice)

Fees collected through NMLS are NOT REFUNDABLE OR TRANSFERABLE.

Trade Name/Assumed Name Registration Certificates: Trade
Name/Assumed Name Registration Certificates must be submitted related
to this change type.

Upload in NMLS: under
the Document Type
Trade Name/Assumed
Name Registration
Certificates in the
Document Uploads
section of the Company
Form (MU1).

Complete

NM Collection Agency

Deletion of Other Trade Name Amendment Items

Submitted via...

Deletion of Other Trade Name: Submit an amendment for deletion of an
Other Trade Name through the Company Form (MU1) in NMLS.

State Specific Language:

e The amendment must be entered no later than five days after the
date of the event.

If deleting an Other Trade Name, this name must be removed from the
Other Trade Names section of the Company Form (MU1).

NMLS

Deletion of Other Trade Name $15 per license.

Fees collected through NMLS are NOT REFUNDABLE OR TRANSFERABLE.

NMLS (Agency Fee
Invoice)
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Complete

NM Collection Agency

Change of Legal Status Amendment Items

Submitted via...

Note: In many cases, a change to the Fiscal Year End, Legal Status, and State or Date of Formation indicates a new
entity has been formed and a new NMLS record is required. This includes the creation of a new NMLS account and
submission of a new Company Form (MU1).

Change of Legal Status: Submit an amendment for a change in Legal Status NMLS
within the Company Form (MU1) in NMLS.
D State Specific Language:
e The amendment must be entered no later than five days after the
date of the event.
Change of Legal Status: $15 NMLS (Agency Fee
D Invoice)

Fees collected through NMLS are NOT REFUNDABLE OR TRANSFERABLE.

Surety Bond Rider: Upload Collection Agency surety bond rider (or new
bond if applicable) that reflects the entity’s new main address. The name
address of the principal insured on the bond must match exactly.

If a new surety bond is needed, use the Surety Bond Form found here.
Collection Agency Surety Bond Form.

Upload in NMLS:
under the Document
Type Surety Bond in
the Document Uploads
section of the
Company Form (MU1).

Complete

NM Collection Agency

Addition or Modification of Affiliates/Subsidiaries Amendment Items

Submitted via...

Addition or Modification of Affiliates/Subsidiaries: Submit an amendment NMLS
D for an addition or change in Affiliates/Subsidiaries within the Company Form

(MU1) in NMLS.

Addition or Modification of Affiliates/Subsidiaries: SO N/A

Organizational Chart: Upload new organizational chart must be submitted
related to this change type.

State Specific Language:

If the applicant is a member of, or interested financially in, connected or
affiliated with, controls or is controlled by, owns or is owned by other

Upload in NMLS: under
the Document Type
Organizational
Chart/Description in the
Document Uploads
section of the Company

corporations, partnerships, trust, associations or other legal entities engaged | Form (MU1).
in passive debt buying, active debt buying or collection activities, attach a
statement or organizational chart disclosing those interests, relationships,
and affiliations.
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Complete

NM Collection Agency

Addition or Modification of Direct Owners/Executive Officers
Amendment Items

Submitted via...

Addition or Modification of Direct Owners/Executive Officers: Submit an ACN
for an addition or change in Direct Owners/Executive Officers within the
Company Form (MU1) in NMLS. 60 days notice must be provided for this
change.

State Specific Language:

61-18A-19. Change of location; ownership or name; duplicate license.

B. Upon any change of ownership of a licensee, if a sole proprietorship
or partnership, or upon any change of ownership of more than fifty
percent of the shares or voting rights, if a corporation, all licenses
issued to a licensee are void unless, prior to such change of ownership,
the prospective new owners have notified the director of the proposed
acquisition have satisfied the director that they qualify to be licensed
pursuant to the Collection Agency.

C. Every licensed corporation and unincorporated association shall
promptly file with the director a written report of any transfer,
issuance, cancellation or redemption of stock voting rights or
membership amounting to ten percent or more of the total voting
stock or memberships then outstanding.

NMLS

Change of control: $S600

Please note that if the ownership change exceeds 50 percent for a corporation,
a change of control fee will be invoiced through NMLS before approval of the
proposed change.

NMLS (Agency Fee
Invoice)

Note

Credit Report: Credit Reports and authorizations for credit report through
NMLS are not required.

N/A

Note

MU2 Individual FBI Criminal Background Check Not Required Through NMLS:
Direct Owners and Executive Officers are NOT required to authorize a FBI
criminal background check (CBC) through NMLS.

N/A
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Complete

NM Collection Agency

Addition or Modification of Indirect Owners Amendment Items

Submitted via...

Addition or Modification of Indirect Owners: Submit an ACN for an addition or | NMLS
D change in Indirect Owners within the Company Form (MU1) in NMLS. 60 days

notice must be provided for this change.
Credit Report: Credit Reports and authorizations for credit report through N/A

Note :
NMLS are not required.
MU2 Individual FBI Criminal Background Check Not Required Through NMLS: N/A

Note Indirect Owners are NOT required to authorize a FBI criminal background check
(CBC) through NMLS.

Complete | NM Collection Agency Submitted via...

Addition or Modification of Qualifying Individual Amendment Items

Addition or Modification of Qualifying Individual: Submit an amendment for
an addition or change in Qualifying Individuals within the Company Form (MU1)
in NMLS.

State Specific Language:

e The amendment must be entered no later than ten days after the date
of the event.

NMLS

Change of Qualifying Individual: $100 per license.
Fees collected through NMLS are NOT REFUNDABLE OR TRANSFERABLE.

NMLS

Note

Credit Report: Credit Reports and authorizations for credit report through
NMLS are not required.

N/A

Note

MU2 Individual FBI Criminal Background Check Not Required Through NMLS:
Qualifying Individuals are NOT required to authorize a FBI criminal background
check (CBC) through NMLS.

N/A

Collections Manager Oath and Statement: An updated New Mexico Manager
Oath and Statement must be submitted related to this change type.

State Specific Language:
NMCA 61-18A-23. Loss of qualified person.

Whenever a licensed manager ceases to be in charge of an office, the licensee
shall notify the director in writing within ten days from such cessation.

Upload in NMLS: under
the Document Type
Verification of
Experience in the
Document Uploads
section of the Individual
Form (MU2).
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Complete | NM Collection Agency Submitted via...
Addition or Modification of Qualifying Individual Amendment Items
NM Collections Agency Manager Oath and Statement: Upload the
corresponding executed licensed collection agency manager Oath and
Statement. This document can be obtained here.
This document should be named [[Manager Name] Manager Oath and
Statement].
Complete | NM Collection Agency Submitted via...

Change of Disclosure Question(s) Amendment Items

O

Change of Disclosure Question(s): Submit an amendment for a change to
Disclosure Question response(s) through the Company Form (MU1) in NMLS.

NMLS

Changing a Response from No to Yes: Provide a complete and detailed
explanation and document upload for each response that changes from “No” to
“Yes” for company or each control person.

See the Company Disclosure Explanations Quick Guide for instructions.

Upload in NMLS in the
Disclosure Explanations
section of the Company
Form (MU1) or
Individual Form (MU2).

Changing a Response from Yes to No: When changing a Disclosure Question
response from Yes to No, you will be required to remove the question from the
associated Disclosure Explanation and provide an Amendment Reason.

You may select “Add Explanation for “No” Responses” and provide an
explanation for each response that changes from “Yes” to “No” for company or
each control person. You may also upload a document (PDF) related to the
explanation.

See the Company Disclosure Explanations Quick Guide for instructions.

NMLS
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