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• For certain drop-down menus, for example Country, you 
can select from the options available or type in whatever 
text you choose. In these instances, the data field is not 
limited by the drop-down menu. This also applies to the 
Amount Paid field.   
 

• Fee Information – The fields “Social Security Number”, “Wire Transfer Confirmation 
No.” and “From (Name of Institution)” cannot be filled out unless the appropriate 
checkbox has been checked. Once checked, those fields will open. 
 

• Item 1(a) – On occasion, for reasons unknown, the data in the item 1(a) field “Name” will 
disappear. If this occurs, simply reenter the data and save the form. 
 

• Item 1(b) – When filing for both parties, check the both box, then the acquiring person 
box to activate all fields. Fill out the form and submit the one form for both parties as 
usual. 
 

• Items 2(a) and 3(a) – The items 2(a) and 3(a) name fields are limited to 40 and 70 
characters, respectively. If you have a name that is longer than the field allows, choose a 
shortened name for 2(a) and 3(a) and then create an Endnote to indicate the full name.  
 

• Item 2(d) – If the value is approximate or estimated, create an Endnote to so indicate.  
 

• Item 3(b) – Item 3(b) allows only one attachment. If you have multiple agreements to 
attach to 3(b), attach the first agreement, then list the rest on the attachments page, 
indicating in the description that they’re Item 3(b) documents. Create an Endnote to note 
that there are multiple attachments.   
 

• Item 4 - Items 4(b), 4(c) and 4(d) are designed to list attachments. To fill out those items, 
go to the attachments page at the end of the form, create the attachments list, and then 
choose which attachments to associate with 4(b), 4(c) and 4(d) through the drop down 
menus in 4(b), 4(c) and 4(d). When you do that, the description of the attachments you 
chose will appear in the appropriate box.  
 
Please note:  



digit code and create an Endnote to explain, indicating the full 10 digit code. 
 

• Item 5(b) - This item is not activated unless “a formation of a joint venture” is checked 
in item 2(b). 
 

• Items 7(b)(ii), 7(d) and 8 – These fields are locked for Acquired Persons. 
 
• Endnotes - The endnotes allow the user to enter explanatory text for any item. Simply 

enter the text and select the item to which the endnote applies from the drop-down menu. 
 
• Attachments - Group Paper to follow is a shortcut to create a user-specified number of 

blank attachment fields.  
 

• Once you have created Attachments, they will be listed in the Attachment drop-down 
menus located throughout the form. You may then select that attachment to link to a 
particular item. See Attachments and Item 4 sample pages below.   
 

• When filling out the Attachment Description field, DO NOT use hard returns. The use of 
hard returns will create problems with the formatting of the drop down menus throughout 
the form. If you are having trouble selecting the proper attachments in Item 4, check for 
hard returns in the Attachment Description fields. 
 
        No hard returns - Correct                                    Hard returns - Incorrect 

 
 
 

• When submitting the form in hard copy, if you wish, you may substitute your own list of 
attachments rather than using the Attachments page from the form. (See the PNO Blog 
for more helpful tips on Attachments). 
 

• If you are submitting the unsworn declaration language in lieu of a notarized signature, 
don’t fill out the certification fields. Attach the declaration page as an Attachment.   

 
• Due to the complexity of the form, it is highly recommended that the user save the 

document often and recheck all fields after printing the final document. 
 
 
If you have any questions or issues, please contact the PNO at HSRHelp@ftc.gov. 

http://www.ftc.gov/news-events/blogs/terms/368
mailto:HSRHelp@ftc.gov


SAMPLE ATTACHMENTS PAGE  
 

 
 
• Note that the Item to which the attachment applies (Item 3(b),4(c), etc.) has been included 

in the description of the document. 
 
• When there are multiple attachments for one Item, the “ATTACHED TO ITEM” field 

only fills in for the last attachment added to that Item on the form (see Attachments 6-8 
above for Item 4(d)).   
 



SAMPLE ITEM 4 PAGE WITH ATTACHMENTS 
 

 
 

• The lists in Items 4(b), (c) and (d) are populated from the Attachments page by using the 
drop down boxes on this page. The full description text for each attachment is truncated 
as it’s unnecessary to duplicate the entire text. 


	SAMPLE ITEM 4 PAGE WITH ATTACHMENTS

