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INTERNATIONAL TA/CA HARD CARD PROCESS INSTRUCTIONS 

Quick Links 
• FINRA Hard Card Requirements and Purchasing Instructions

• International Mailer Requirements and Purchasing Instructions

• International Hard Card Processes: FINRA Hard Card Fingerprint Capture, Hard Card Order

Placement in the Client Hub, Shipping Hard Cards to FINRA Using the International Mailer

• Support

Introduction 

The Financial Industry Regulatory Authority (FINRA) has chosen Sterling as its FBI channeler for the 
Fingerprint Program for Transfer Agents and Clearing Agencies (TA/CAs). Due to FBI requirements, FBI 
channelers can only provide fingerprinting services within the U.S. and its territories. 

Because of this requirement, any TA/CA that has candidate populations outside of the U.S. and its territories 
must use a U.S.-based affiliate or designate a U.S.-based agent ("U.S. Agent") to participate in the Program. 
The U.S. Agent must be domiciled in the U.S. and be authorized by the TA/CA to perform Program 
responsibilities on behalf of the TA/CA. Program responsibilities include placing fingerprint orders, receiving 
FBI results, and ensuring payment of Sterling invoices. 

FBI prohibits electronic fingerprint collection outside the U.S. and its territories, and does not permit 
channelers from directly receiving fingerprints collected outside the U.S. For these reasons, fingerprints need 
to be captured on Fl NRA-specific fingerprint cards ("FINRA hard cards") that have been designed for the new 
Program and sent to FINRA in a designated international mailer ("International Mailer"). FINRA hard cards 
and International Mailers are available for purchase from Sterling. 

Please make sure that you procure FINRA hard cards and International Mailer kits prior to your U.S. Agent 
placing orders in the Client Hub to ensure orders do not expire. 

FINRA Hard Card Requirements and Purchasing Instructions 

TA/CAs are required to use FINRA hard cards for the TA/CA program. Please note: 
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• To order FINRA hard cards, contact Sterling via email at TaoClientSupport@FADV.com or call
1-833-794-2009.

• FINRA hard cards are only available in packets of 25 cards. You can order as many packets as 
needed for your candidate volume.

• The cost for each FINRA hard card packet is $10.00 plus actual shipping cost. Sterling will ship using 
a cost-effective carrier when possible.

• TA/CA will be invoiced monthly by Sterling for FINRA hard card purchases along with the amount due 
for fingerprinting services and FBI fees.

!! DO NOT USE !! Please do not use FD-258 forms, as these will be rejected and shredded. 
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International Mailer Requirements and Purchasing Instructions 

In addition to the FINRA hard cards, TA/CAs will need to use the FINRA International Mailers for this Program. 

• To order International Mailers, contact Sterling at: TaoClientSupport@FADV.com or 1-833-794-2009.

• International Mailers are only available in International Shipping Kits of 10 mailers. You can order as 

many kits as needed for your candidate volume.

• Cost for each International Shipping Kit (of 10 mailers) is $45.00 plus actual shipping cost. Sterling 

will ship using a cost-effective carrier when possible.

• TA/CA will be invoiced monthly by Sterling for International Shipping Kit purchases along with the 

amount due for fingerprinting services and FBI fees.

• To ensure timely processing, the International Mailer must be used for mailing hard cards from 

outside the U.S. or its territories to FINRA.

Each International Mailer is composed of an inner envelope (with an address label from FINRA to Sterling), 
and an outer envelope, which fits the inner envelope. The inner envelope should hold no more than 200 
FINRA hard cards. 

International Hard Card Process 

Please follow the instructions below to ensure your hard card submission complies with FBI and FINRA 
requirements. 

FINRA Hard Card Fingerprint Capture 

The TA/CA will facilitate fingerprint capture of the candidate (outside of the U.S. and its territories) on 
purchased FINRA hard cards: 

• FINRA hard cards used for fingerprinting must be the original cardstock. Photocopies of the FINRA

hard card will not be accepted.

• Fingerprints should be captured by trained technicians employed or contracted by the TA/CA.

o Technicians must be familiar with FBI fingerprinting quality and privacy requirements.

o Candidates are not allowed to capture their own fingerprints.

• FINRA hard cards must be completely filled out per these Hard Card Instructions.

• Hard cards must not be folded, torn/repaired, smeared, or damaged.

• Only one hard card should be provided per order. If Sterling receives multiple hard cards for the

same order, the most legible hard card will be selected for processing, and the rest will be destroyed

per FBI requirements.

After the FINRA hard cards are completed with captured fingerprints and FBI/Fl NRA-mandated information, 
the TA/CA will contact their U.S. Agent to place orders in Client Hub. The TA/CA will also provide the 
candidates' personal and demographic data required for fingerprinting. See FINRA hard card instructions 
link above for more information. 
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5. Ship the outer envelope (with inner envelope containing hard cards) to FINRA via First Class or

Overnight/Courier Mail:

First Class Mail Overnight/Courier Mail 

FINRA, Document Services 

P.O. Box 9495 

Gaithersburg, MD 20898-9495 

FINRA, Document Services 

9509 Key West Avenue, 3rd Floor 

Rockville, MD 20850 

Please note: When sending Overnight/Courier Mail, please 

include the following phone number: (301) 590-6500. 

!! PLEASE NOTE !! Do not send hard cards to Sterling directly. The shipment must be mailed to FINRA, 

which will then send to Sterling for processing. 

Support 

If you have any questions about these instructions, please contact Sterling Support via email at 
TaoClientSupport@FADV.com or call 1-833-794-2009. 
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