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Crossmark Global Investments Response to COVID-19 Pandemic 

Updated as of April 1, 2020

To whom it may concern: 

Thank you for inquiring about our response to the COVID-19 pandemic.  Both prior to, and now 

during, this worldwide health crisis, we have taken several steps to ensure the smooth, continued 

operations of Crossmark Global Investments.  In order to provide you with the information you have 

requested, we have prepared the attached document in a “question and answer” format.  In 

answering these questions, we have tried to be as thorough and complete as possible.  It is 

important to note that these responses represent the actions we have taken to date.  As more 

information becomes available, and as our federal, state and local government and health officials 

issue additional recommendations, we will continue to assess our response in real-time and make 

adjustments as warranted. 

As it relates specifically to the COVID-19 crisis, our overall strategy is centered around ensuring 

the health and safety of our employees.  Maintaining a healthy workforce dramatically reduces our 

risk of business interruption.  To that end, we have taken several steps (as described in the attached 

document) to reduce the risk of illness among our employees. 

Additionally, we have a robust Business Continuity and Contingency Plan (“BCCP”) that has been 

frequently tested and successfully implemented on prior occasions, the most recent significant 

occasion being during and subsequent to Hurricane Harvey in August 2017.  We believe our diligent 

planning, frequent testing, and successful implementation of these BCCP strategies well-positions 

Crossmark Global Investments to continue to maintain daily operations without disruption during 

this specific crisis. 

Our Business Continuity and Contingency Plan document is attached hereto.  Please note that for 

your convenience we have omitted the myriad of attachments referenced in the document.  If you 

would like to review any particular attachment(s) referenced in the document, please let us know 

and we will provide it (them) promptly.  We hope you find the document and answers provided 

herein complete, responsive, and useful. 

If you have any further questions, please feel free to call us at 713.260.9000, or via email at 

info@crossmarkglobal.com.  

Regards, 

Michael L. Kern, III, CFA 

President & CEO 

Crossmark Global Investments, Inc. 

mailto:info@crossmarkglobal.com
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Please describe your Business Continuity and/or Disaster/Pandemic Recovery strategy. In 

particular, please address: 

 

a) Does your organization have a dedicated team focused on Business Continuity and/or 

Disaster/Pandemic Recovery? 

 

Yes.  Crossmark Global Investments has a business resumption team in place that is prepared 

to assess the complications of a business disruption and address the logistical and operational 

challenges and contingencies.  Each resumption team member has the authority to initiate the 

BCCP.  The team is comprised of the following staff members: 

 

• Michael L. Kern, III, CFA, President and CEO  

• Andrew Jacobson, Sr., Chief Operating Officer 

• Jim Coppedge, Chief Compliance Officer 

• Victoria Fernandez, Chief Marketing Strategist and Head of Investments Team 

• Charles Sylvester, Managing Director and Head of Sales and Distribution 

• Scott Wynant, Executive Vice President  

 

 

b) What criteria are used for the creation of recovery strategies in Business Continuity 

and/or Disaster/Pandemic Recovery? 

 

Crossmark’s BCCP addresses the enumerated concerns of regulators as well as Crossmark’s 

Board of Director’s and management’s desire to deliver a curtailed but acceptable level of 

service reasonably following a significant business interruption while enabling Crossmark and 

its employees to recover in a controlled and orderly manner. 

 

The BCCP intends to: 

1. Safeguard the health of Crossmark’s employees; 

2. Protect and preserve Crossmark’s tangible and intangible property, books and records; 

3. Assure Crossmark’s clients that in the event of a significant business disruption the 

Firm can restore operation in an efficient manner, and  

4. Ensure management continuity in the event of unanticipated unavailability of 

management personnel. 

 

 

c) How often do you test / exercise your Business Continuity and/or Disaster Recovery 

plans? 

 

Crossmark generally conducts larger-scale BCCP tests in May (before the summer travel 

season) and August (after the summer travel season but before the significant part of hurricane 

season in the Gulf of Mexico).  Tests may be deferred if an actual BCCP related event has 

taken place close in time to a scheduled test.  Additional smaller-in-scope tests are conducted 
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on an ad-hoc basis (e.g., ensuring the Firm’s call tree information is accurate, ensuring 

employees have remote access to all systems required to perform their job duties, etc.). 

 

 

d) What methods of testing/exercising do you undertake? 

 

Over the past year, Crossmark has conducted one communication test and encountered two 

actual BCCP related events – (i) a city-wide flooding event; and (ii) a system outage at a key 

service provider.  The results of all three activities confirmed Crossmark’s ability to respond to 

unexpected BCCP related events without losing the ability to manage and maintain client 

accounts. 

 

 

e) What is the expected recovery time objective for critical business functions? 

 

The BCCP is designed to permit Crossmark to resume operations as quickly as possible given 

the scope and severity of the business disruption.  For a business disruption that affects only 

Crossmark or Crossmark’s office facilities, operations will be transferred to either a local site or 

Crossmark employees’ homes as needed and operations are expected to be resumed within 

two business days. 

 

For business disruptions affecting Crossmark’s business district or city, Crossmark will transfer 

operations to its pre-designated third-party site outside of the affected area (in Waxahachie, 

Texas) and operations are expected to resume within five business days. 

 

For business disruptions affecting Crossmark’s region, Crossmark will transfer operations to its 

parent company in Springfield, Missouri and operations are expected to resume within five 

business days. 

 

Crossmark’s management expects to continue operations regardless of the nature of the BCCP 

related event, and the BCCP includes procedures to notify Crossmark’s customers and provide 

information through our emergency contacts. 

 

 

f) Is your organization able to operate in a work-at-home model? 

 

Yes.  Crossmark has taken the necessary measures to ensure that systems, staffing and 

processes are in place to maintain daily operations without disruptions in a work-at-home 

model. 
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Please describe your firm's preparedness specifically as it relates to COVID-19, including 

any contingency measures you are implementing.  What steps are being taken to ensure full 

operational capabilities remain in place in the event the virus impacts your organization? 

 

Crossmark has implemented certain measures designed to protect our employees during this 

uncertain time.  Maintaining a safe work environment for all of our employees is a responsibility we 

take very seriously.  To that end, Crossmark issued the following policies to employees on 

Thursday, March 12th. These policies will continue through Friday, April 10 (approximately 30 days), 

and will be assessed on a continual basis as new information becomes available or new 

recommendations are made by governmental or health officials. 

 

The text below was lifted verbatim from a communication distributed to the firm by Michael Kern, 

Crossmark’s CEO on Thursday, March 12. 

 

1. Sickness – If you are not feeling well, please stay home.  If you feel yourself getting 

sick at the office, please go home.  Please be respectful of your colleagues in this way.  

This policy of course does not end on April 10!  Please also practice good hygiene.  Medical 

experts have told us for years that the best way to protect ourselves from transmitted 

diseases is to thoroughly wash our hands. 

 

2. Business Travel – All non-essential domestic travel is halted through April 10.  Any 

out of state travel between now and April 10 must be pre-approved by the appropriate 

member of the Executive Team (i.e., Victoria for the investment team, Jim for the 

compliance team, Charlie for the sales and distribution team, and Andrew for the operations 

and wealth management teams). 

 

3. Personal Travel/Out of Town Visitors – We cannot and will not restrict out of town 

travel for personal reasons.  However, please be mindful of the safety of your colleagues.  

If you are traveling out of state or have out of town guests visiting you, particularly to or 

from areas affected more heavily by the virus, please let the appropriate member of the 

Executive Team know before you come back to the office so we can make a decision on 

whether it would be prudent to have you work from home for a short time to ensure the 

safety of our fellow employees. 

 

4. High Risk Individuals – If you believe you are at a higher risk for contracting the 

virus due to pre-existing medical conditions, please speak with the appropriate member of 

the Executive Team so we can work with you to accommodate your safety. 

 

5. Working from Home – Please be prepared to be directed on short notice to work 

from home should our local government implement such restrictions.  Specifically, this 

means you should take your laptop and any critical paperwork home with you every night 

so you are prepared.  Please note that neither our local government nor Crossmark is 

directing employees to work from home at this time.   
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6. Crossmark Mission Trip – Unfortunately we are postponing this trip until further 

notice.  It is not wise at this time to expose our employees to unnecessary health risks. 

 

7. School Closings – This week, Houston school districts will be deciding whether to 

cancel school following the Spring Break period.  If your child’s school is canceled following 

Spring Break and you are needed at home to care for your child, please speak with the 

appropriate member of the Executive Team so reasonable accommodations can be made. 

 

8. Communication to Outside Parties – We are well-prepared to continue to operate 

the firm in a “business-as-usual” manner.  Our traders have access to all of the tools they 

need to do their job from remote locations, our portfolio managers are well able to keep 

abreast of current events affecting the markets, our back office is able to open and close 

accounts in a timely manner, our compliance function can operate without interruption, etc.  

Particularly in light of the volatility in the market, we are focused on serving our clients in 

an exceptional manner during this unsettling time. 

 

Subsequent to this communication, and in light of the additional actions taken by the local Houston 

government over the last few days, including the closing of local schools and the canceling of large 

gatherings of people (e.g., church services, the Houston Rodeo, etc.) the Firm has initiated a work-

from-home policy.  The text below was lifted verbatim from a communication distributed to the firm 

by Michael Kern, Crossmark’s CEO, on Sunday, March 15, 2020, that describes the policy. 

 

1. Time period – This work-from-home policy will be in effect from Monday, March 16, 2020 
through Friday, March 27, 2020, and will be reevaluated prior to Monday, March 30. 
 

2. Monday, March 16 – All employees are encouraged to come to the office tomorrow to 
collect any additional resources needed in order to provide for an efficient work-from-home 
experience. 
 

3. Designated in-office representation – The following departments will be required to have at 
least one employee in the office during normal business hours to help facilitate any activity 
that is more easily accomplished from the office: 

• Trading 

• IT 

• Investment team 

• Investment administration 

• Sales/client service 
 

The respective leaders of these groups will communicate with their teams to identify the 

designated individual that will be covering each business day over the next two-week 

period.  A list of these designated individuals along with their contact information will be 

emailed out no later than Monday afternoon.  Additionally, at least one member of the 

Executive Team will be in the office during this time period. 
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4. Voluntary in-office attendance – Our goal is to limit the number of people in the
office.  Accordingly, employees are strongly encouraged to refrain from coming to the office
prior to Monday, March 30.  Any employee (apart from designated employees) wishing to
work from the office during this next two week period may do so provided that they inform
the appropriate Executive Team member in advance.  Short visits of two hours or less
require no advance communication.

5. Social distancing – Medical experts recommend keeping a distance of 6 feet between
persons.  Accordingly, please be mindful of this recommendation while you are in the office.

6. Phones – Every employee will be required to forward his or her office phone to your cell
phone.  Instructions on how to do this will be sent via email no later than Monday.  Once
you have set this up, please test it to make sure you have done it correctly.  Our main phone
numbers will also be forwarded to a designated member of our team during business hours
so that our clients experience no difficulty in communicating with us.  This includes our
trading, institutional and ASG designated phone numbers.

7. Part-time/hourly employees – All part-time and hourly employees that are not able to
perform their role from home will continue to be paid based on a typical work week,
regardless of the number of hours they are able to work during this work-from-home
period.  Department leaders will make every attempt to keep these employees engaged in
work activities during this time.

8. Calling tree and testing of remote access – I have officially initiated the calling tree exercise
to ensure that (a) every employee has received this communication, and (b) every
employee tests his or her ability to access our network and necessary systems
remotely.  The person above you on the calling tree will be reaching out to you just like we
have practiced many times before.



Update as of March 24, 2020 

On March 24, 2020, the City of Houston issued a “Stay Home Stay Safe” order that takes effect beginning 
at midnight and extends until Friday, April 3rd.  This order mandates that all non-essential businesses 
cease operations during this time.  In response, Crossmark has taken the actions described below.  This 
text was lifted from a firm-wide communication prepared by Michael Kern, the Firm’s CEO. 

• This morning Houston issued a “Stay Home Stay Safe” order that takes effect beginning at
midnight tonight and extends until Friday, April 3rd.  This order mandates that all non-essential
businesses cease operations during this time.  The federal government has identified 16 critical
infrastructure sectors that are exempt from this order; the financial services sector being one of
them.  Accordingly, it is our position that Crossmark employees are exempt from this order as it
relates to their travel outside the home for legitimate work purposes.  Having said that, we ask all
employees to abide by this order to the fullest extent possible.

• In light of the Stay Home Stay Safe order issued for Harris County, we are extending our work from
home policy through April 3rd.

• A few of our employees may need to come to the office periodically to address specific tasks
associated with their roles.  If you are one of these employees, you will receive via email a short
letter today signed by our Chief Compliance Officer & General Counsel that cites the specific
federal rule that exempts you from any shelter in place type order.  While we don’t anticipate any
issues from law enforcement, please have this letter with you if you are traveling to or from the
office so that you can present it to anyone who stops you.

• Given the success we have had over the last few days with respect to operating in a “business as
usual” manner, we are no longer requiring departments to have a designated employee physically
present in the office.  Our internal communication between employees has been excellent.

• We are continuing to assess the impact that the stock market decline will have on our business,
and we are continuing to take actions to preserve the financial health of the firm. Last week I
instructed our executive team to place a hold on any discretionary spending, and I am pleased to
report that this is happening.  I would ask all employees to think critically about each and every
expense item as to whether it is a must-have versus a nice-to-have item.  Thank you for being
diligent in this regard.

• While many of our competitors have already announced reductions in their workforce, based on
our financial modeling and the actions we’ve taken to date to be wise stewards of our financial
resources, I want to reiterate that we are not anticipating any workforce adjustments.



Update as of March 31, 2020 

Over the weekend President Trump extended the federal social distancing guidelines through the end of 
April.  Crossmark has taken the following action.  Again, the language below is from an email sent to the 
firm by Crossmark’s CEO. 

• Work from Home Protocol – Last Sunday President Trump extended the federal social distancing
guidelines through the end of April.  Since then we have been waiting to hear from our state and
local authorities regarding an extension of the Stay Home Work Safe order that applies directly to
our Houston-based employees.  Rather than continuing to wait until that directive is issued, we are
moving ahead with our plan to extend our work from home period.  As I mentioned previously, we
are making these decisions in two week increments.  Accordingly, our work from home protocol is
now extended through Friday, April 17.  Absent a dramatic positive turn in events, we will almost
certainly extend the timetable through the end of April.  Please be prepared for that.

Update as of April 1, 2020 

Later in the day on March 31, we learned that Texas Governor Greg Abbott issued an extension to social 
distancing protocols and closed all Texas schools through the end of the month.  In response, the Firm 
extended its work from home period through Friday, May 1st.  

In summary, we believe the policies we are implementing and the actions we are taking related to the 
COVID-19 pandemic are common-sense, reasonable, precautionary measures designed to maintain the 
health and safety of the Firm’s employees, and therefore ensure continued operations for our valuable 
clients.  As previously stated, additional action will be taken if and when necessary based on conditions as 
they develop within Houston and the nation in general. 
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Preface 

 
Despite the efforts of each business, state and local government and federal agency to 
renovate, validate and implement their mission-critical information systems, the 
financial industry remains vulnerable to the disruption of its business processes.  
Because most companies in the financial industry are highly dependent on information 
technology to carry out their business, a business disruption induced failure of one or 
more mission critical system(s) may have a severe impact on a financial services firm’s 
ability to deliver core business services. 
 
Because of these risks, the United States and Securities and Exchange Commission 
(“SEC”) and the Financial Industry Regulatory Authority (“FINRA”) have implemented 
programs to attempt to mitigate the risks associated with business failures in the 
financial industry which would be caused by an event causing a failure to deliver 
financial services as a result of a significant business disruption.  The SEC requires that 
each SEC registered investment advisor and each FINRA member create and maintain 
business continuity plans.  The FINRA rules also require that FINRA members supply 
FINRA with emergency contact information. 
 
Ultimately, the business continuity planning process focuses on reducing the risk of 
business failures resulting from business disruptions.  It safeguards a company’s ability 
to produce a minimum acceptable level of outputs and services in the event of failures 
of internal or external mission-critical information systems and services.  While it does 
not offer a long-term solution to all situations which create a significant business 
disruption, it is directed at assisting Crossmark Global Investments, Inc. and Crossmark 
Distributors, Inc. preparation for a potential crisis. 
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Regulatory Background 

 
Based on the operational issues encountered by certain financial services firms in the 
aftermath of the September 11th attacks and various surveys conducted and discussions 
held with and between financial services firms and various regulatory and government 
agencies, the FINRA has required its member firms to develop and maintain business 
continuity plans.  The FINRA Rule, as adopted, recognized that the business continuity 
plan should be specific to the business operation and activities of the individual firm, but 
that the business continuity plan must, at a minimum, address ten elements as specified 
in the FINRA Rule.  The ten elements enumerated in the FINRA Rule are: 

 
1. Data back-up and recovery (both hard copy and electronic); 
 
2. All mission-critical systems; 
 
3. Financial and operational assessments; 
 
4. Alternate communications between customers and the member; 
 
5. Alternate communications between the member and its employees; 
 
6. Critical business constituents, banks and counter-party impact; 
 
7. Alternate physical location of employees; 
 
8. Regulatory reporting; 
 
9. Communications with regulators; and,  
 
10. How the member will assure customers’ prompt access to their funds and 

securities in the event that the member determines that it is unable to 
continue its business. 

 
The SEC has likewise adopted a Rule that requires SEC registered investment advisors to 
establish, monitor and maintain a business continuity and contingency plan.  The SEC 
Rule requires that the business continuity and contingency plan be designed for the 
specific business operations of the individual firm and provide for a timely recovery of 
business operations. 
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Business Summary 

 
Crossmark Distributors, Inc. (Crossmark Distributors) primarily functions as principal 
underwriter for the Crossmark and Steward Groups of investment companies.  Pursuant 
to provisions of the Securities Exchange Act of 1934, Crossmark Distributors is registered 
as a broker-dealer with the Securities and Exchange Commission (“SEC”) and various 
States. Crossmark Distributors, Inc. is a member of the Financial Industry Regulatory 
Authority (“FINRA”) and the Securities Investor Protection Corporation and is subject to 
regulatory review by the SEC and FINRA.  Under its membership agreement with FINRA, 
Crossmark Distributors has agreed to limit its securities activities to “mutual fund 
underwriter and sponsor” and “mutual fund retailer”.  As such a limited member, 
Crossmark Distributors has a $25,000 minimum net capital requirement in accordance 
with the applicable provisions of SEC Rule 15C3-1.  Crossmark Distributors does not 
maintain custody or possession of customer funds or securities and is exempt from SEC 
Rule 15C3-3.  Crossmark Distributors is subject to, and complies with, the record 
keeping provision of SEC Rules 17a-3 and 17a-4.  All records of Crossmark Distributors 
are maintained at Crossmark’s office at 15375 Memorial Drive, Suite 200, Houston, 
Texas 77079 and offsite at Iron Mountain Record Storage, 1888 Stebbins Drive, Houston, 
TX 77043. 
 
Crossmark Global Investments, Inc. (Crossmark) primarily functions as an investment 
adviser to separately managed accounts and affiliated investment companies and as 
administrator for affiliated investment companies.  Crossmark is registered as an 
investment adviser with the SEC pursuant to the Investment Advisers Act of 1940 and 
with various states.  Crossmark’s investment advisory accounts are primarily wrap fee 
accounts sponsored by unaffiliated brokers.  Crossmark itself does not sponsor wrap fee 
programs.  As part of its investment advisory services, Crossmark provides cultural and 
religious value screening as requested by the account holder.  Crossmark does not 
maintain custody or possession of customer funds, securities or other assets.  Crossmark 
is subject to, and complies with, the record keeping provisions of SEC Rule 204-2.  All 
records of Crossmark are maintained at Crossmark’s offices at 15375 Memorial Drive 
Suite 200, Houston, Texas 77079 and offsite at Iron Mountain Record Storage, 1888 
Stebbins Drive, Houston, TX 77043. 
 
The sole offices of Crossmark and Crossmark Distributors are located at 15375 Memorial 
Drive Suite 200, Houston, Texas 77079 (phone: 713-260-9000).  In the event that 
Crossmark and Crossmark Distributors are unable to occupy this office space for a 
period greater than 48 hours, Crossmark and Crossmark Distributors will relocate their 
essential operations to the home of Michael L Kern III or other alternate location as 
listed in Attachment A. 
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Policy Statement 

 
Upon the occurrence of an event which disrupts Crossmark Global Investments, Inc. or 
Crossmark Distributors, Inc. (collectively the “Companies”) ability to communicate and 
operate normally, it is the policy of Crossmark and Crossmark Distributors to take 
actions necessary to: 
 

1) Safeguard the health of the Companies’ employees; 
 

2) Protect and preserve the Companies’ tangible and intangible property, books 
and records; 

 
3) Assure its investment advisory, Investment Company and any other clients that 

the Companies have procedures and systems in place to either resume 
operations in a timely manner or provide alternate means of delivering services 
to their clients. 

 
FINRA Business Continuity Plan Designated Principal – Approval and Execution 
Authority 
 
Michael L Kern, III, CFA, the President and Chief Executive Officer of the Companies, is 
the registered and designated principal responsible for approving the Plan on behalf of 
Crossmark Distributors, and for approving the required annual review prior to April first 
of each year.  Mr. Kern, Andrew Jacobson Sr., and Jim Coppedge, or their designees, 
have the authority to execute this Plan. A list of their designees can be found in exhibit 
(x) 
 
The Companies will maintain copies of the Business Continuity and Contingency 
Program (“Plan” or “Program”) and the annual reviews, and the changes that have been 
made to it.  The Companies will make such records available for inspection by FINRA and 
the SEC.  An electronic copy of the Plan is located on the Companies’ main server, on 
our SharePoint site and in hard copy in the Companies’ corporate records and in the 
possession of Mr. Kern, Mr. Jacobson, and Mr. Coppedge. 
 
Mr. Coppedge, the Chief Compliance Officer, or his designee, will update the Plan 
whenever there is a material change to the operations, structure, business or location of 
the Companies.  In addition, Mr. Coppedge, or his designee, will review this Plan 
annually, on or before 12/31 of each respective year, and modify it for any changes in 
operations, structure, business or location of the Companies. 
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Plan Summary 

 
The Companies’ business continuity and contingency plan is designed to address the 
enumerated concerns of the regulators as well as the Companies’ Boards of Directors 
and management’s desire to deliver a curtailed but acceptable level of service 
reasonably following a significant business interruption while enabling the Companies 
and their employees to recover in a controlled and orderly manner. 
 
The Plan is also designed to recover from five possible scenarios: 
 

1) Loss of access to the Companies’ offices due to fire, storm damage, utility 
outage, bomb damage, etc.; 

 
2) Widespread damage in the Greater Houston area due to hurricane damage, 

terrorist activities, etc.; 
 

3) Loss of Northern Trust, SunGard Investor Services, Mutual Shareholder Services 
”MSS”  or Fiserv Security “APL” due to the loss of the network connection or 
business interruption at Northern Trust’s’, SunGard’s, MSS’, or APL’s data center; 

 
4) Loss of other critical systems or critical vendors; and, a list of critical vendors can 

be found in exhibit (x) 
 

5) Unavailability or incapacitation of members of senior management. 
 
Andrew Jacobson, Sr., Chief Operating Officer of the Companies, has been designated by 
the Companies as the executive responsible for the initiation and implementation and 
maintenance of the Companies’ Business Continuity and Contingency Plan. Jim 
Coppedge, Chief Compliance Officer, is responsible for the maintenance of the 
company’s Business Continuity and Contingency Plan.  Michael L Kern III, CFA, President 
of and Chief Executive Officer of the Companies and designated principle for Crossmark 
Distributors, has been designated by the Companies to approve the Plan and annual 
reviews on behalf of the Companies.  Messrs. Kern, Jacobson, and Coppedge may utilize 
other persons, whether registered or employed by the Companies or not, to assist with 
fulfilling their obligations pursuant to this Plan. 
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The Companies have also designated business resumption teams comprised of the 
following: 
 
 CROSSMARK DISTRIBUTORS, INC. BUSINESS RESUMPTION TEAM: 

• Michael L Kern, III, CFA, Director, President, CEO and Principal  

• Jim Coppedge, Chief Compliance Officer and Principal 

• Patricia Mims, Financial Operations Principal 
 
 CROSSMARK GLOBAL INVESTMENTS, INC. BUSINESS RESUMPTION TEAM: 

• Michael L Kern, III, CFA, President and CEO  

• Andrew Jacobson, Sr., Chief Operating Officer 

• Jim Coppedge, Chief Compliance Officer 

• Victoria Fernandez, Chief Marketing Strategist  

• Charles Sylvester, Head of Distribution  

• Scott Wynant, Executive Vice President 

        

The teams are responsible for managing the implementation of the Plan and dealing 
with a wide range of logistical and operation problems and contingencies.  Each team 
member has the authority to invoke the provisions of this Plan. 
 
Messrs. Kern and Coppedge are Crossmark Distributors’ emergency contact persons 
listed on the FINRA Contact System.  Their current addresses, phone numbers and e-
mail addresses are maintained on the contact system by Mr. Coppedge, or their 
designee, are updated any time the information changes, and reviewed quarterly as 
mandated by FINRA regulations (see Attachment A). 
 
In the event that action is required pursuant to this Business Continuity and Contingency 
Plan, a member of Crossmark Distributors’ business resumption team will contact FINRA 
by the fastest means reasonably available. 
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The Business Continuity and Contingency Plan encompasses:  

(1)  ten critical elements as determined by the Financial Industry Regulatory 
Authority (“FINRA”); and  

(2)  the unavailability of key personnel.   
 
The critical elements identified by FINRA are:  

(1)  data backup and recovery (hard copy and electronic);  

(2)  mission-critical systems;  

(3)  financial and operational assessments;  

(4)  alternate communications between customers and the Companies;  

(5)  alternate communications between the Companies and their employees;  

(6)  alternate physical location of employees;  

(7)  business constituents, banks and counter-party impact;  

(8)  regulatory reporting;  

(9)  communications with regulators; and 

(10) how the Companies will assure that customers have prompt access to their funds 
and securities in the event that the Companies are unable to continue their 
businesses.
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Data Backup and Recovery 

 
Crossmark Distributors acts primarily as the principal underwriter for affiliated mutual 
funds but does not accept shareholder account applications or fund share orders.  All 
such activity is performed directly between the shareholder or potential shareholder 
and the Transfer Agent for the fund.  The Transfer Agent sends all fund share 
confirmations and statements directly to the shareholder and maintains all required 
backup documentation.  Crossmark Distributors has determined that the funds’ Transfer 
Agents have adequate and functioning business continuity plans.  Crossmark 
Distributors has access to the Transfer Agent data by telephone, fax, e-mail and 
internet.  In the event that such access becomes necessary, Crossmark Distributors 
personnel will contact the Transfer Agents using the most effective means available at 
the time. 
 
Crossmark maintains managed account data utilizing FISERV’s APL system.  Crossmark 
has determined that APL has an adequate and functioning business continuity plan.  
Crossmark has access to APL’s data through the internet.  In the event such access 
becomes necessary, Crossmark personnel will contact APL using the most effective 
means available at the time. 
 
The Companies’ records are maintained in hard copy and/or electronic form with 
electronic backup.  Company electronic records such as accounting records and word 
processing documents are backed up to a warm site in Springfield, MO every five 
minutes. Back up tapes are sent to Iron Mountain for offsite storage twice weekly. E-
mail data for the Companies are backed up using SMARSH.  SMARSH also maintains a 
Disaster Recovery site which mirrors their systems and data in case of a natural 
disaster.  In the event that the Companies’ computers are not available, the corporate 
electronic records will be recovered from the off-site location (see Attachment B) 
 
0n the event that the Companies’ primary operation site is not available, the 
Companies’ officers and necessary staff will be moved to the home of the president or 
other alternate location (see Attachment A). 
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Mission Critical Systems 
 
“Mission Critical Systems” for Crossmark Distributors are defined to be any system 
necessary to provide prompt access for a fund shareholder to his or her investment in a 
mutual fund for which the Company is distributor.  For Crossmark such systems are 
those systems that maintain the managed account data of Crossmark customers. 
 
Crossmark Distributors’ mission critical systems are maintained by the Transfer Agent 
for each fund.  All fund shareholders are currently instructed to contact the fund’s 
Transfer Agent.  No fund share trades may be made by contacting Crossmark 
Distributors Each Transfer Agent has business continuity plans in place to permit 
reasonable access by a fund shareholder to his or her fund accounts in the event of a 
services interruption at the Transfer Agent’s primary facility. 
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Financial and Operational Assessment 
  
 
Operational Risk 
 
In the event of a significant business interruption, the Companies will immediately 
identify what means will permit the Companies to communicate with its customers, 
employees, critical business constituents, critical banks, critical counter-parties and 
regulators.  Although the effects of a business disruption will determine the means of 
alternative communication, the communications options that may be employed include 
cellular phone, telephone, telephone and cellular phone voice mail, e-mail, internet, 
facsimile, messenger, service providers, including the transfer agent (Crossmark 
Distributors), FISERV APL (Crossmark), Crossmark accountant, attorney, payroll service 
and mail service.  In addition, we will retrieve our key records as described in the section 
“Data Backup and Recovery.” 
 
 
Financial and Credit Risk 
 
In the event of a significant business disruption, the Companies will determine the value 
and liquidity of their assets to evaluate the Companies’ ability to fund their operations 
and, for Crossmark Distributors, remain in capital compliance.  If Crossmark Distributors 
determines that it is unable to fund its operations and remain in capital compliance, 
Crossmark Distributors will notify the Boards of Directors/Trustees of the investment 
companies for which it serves as distributor, refer any mutual fund shareholder for 
whom Crossmark Distributors is the broker of record directly to the Transfer Agent of 
the investment company in which they invested their funds and file appropriate notice 
with the Crossmark Distributors’ regulators. 
 
If Crossmark determines that it is unable to fund its operations, Crossmark will notify its 
customers and file appropriate notice with its regulators. 
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Alternative Communications between the Companies and 
Customers, Employees and Regulators 

  
Customers 
 
The Companies currently communicate with their customers using the telephone, e-
mail, fax, U.S. mail, Company website, delivery services and in person visits at our offices 
or at the customer’s location.  In the event of significant business disruption, the 
Companies will assess which means of communication are still available, and use the 
means closest in speed and form, either written or oral, to the means that have been 
used in the past to communicate with the other party.  For example, if communication 
with a party has been by e-mail but the Internet is unavailable, the party may be called 
on the telephone and follow up where a record is needed with paper copy in the U.S. 
mail. 
 
Employees 
 
The Companies now communicate with their employees using the telephone, e-mail, 
and in person.  In the event of a significant business disruption, the Companies will 
assess which means of communication are still available to use, and use the means 
closest in speed and form, either written or oral, to the means that have been used in 
the past to communicate with the other party.  The Companies will also employ a call 
list (Attachment C) so that senior management can reach all employees quickly during a 
significant business disruption.  With respect to the call list, a copy of the corporate 
telephone directory, including home phone numbers and e-mail addresses is attached 
hereto as Attachment C.  Michael L Kern III, or his designee, shall contact and 
communicate to all business resumption team members, who shall be responsible to 
contact or communicate to their assigned employees by telephone, e-mail, messenger 
or in person. 
 
Regulators & Regulatory Reporting 
 
Crossmark Distributors is registered as a broker-dealer with the SEC, various other state 
regulatory jurisdictions, and is a member of the FINRA.  Crossmark is registered as 
investment advisors with the SEC and various other state regulatory jurisdictions.  These 
agencies with which Crossmark Distributors and Crossmark are registered are 
collectively referred to as “Regulators”.  The Companies currently communicate with 
their Regulators using the telephone, e-mail, fax, U.S. mail, delivery services, in person 
and through third party service providers (including lawyers, accountants and 
compliance consultants).  In the event of a significant business disruption, the 
Companies will assess which means of communication are still available to it, and use 
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the means closest in speed and form, either written or oral, to the means that have 
been used in the past to communicate with the other party. 
 
With respect to regulatory reporting, the Companies currently file reports with the 
respective Regulators using paper copies in the U.S. mail and delivery services, 
electronically using facsimile, e-mail and the Internet.  In the event of a significant 
business disruption, the Companies will check with the Regulators to determine which 
means of filing are still available, and use the means closest in speed and form (written 
or oral) to previous filing method utilized by the Companies.  In the event that any 
Company cannot contact its Regulators, it will continue to file required reports using the 
communication means available.  Contact information regarding the Regulators with 
whom the Companies file reports on a regular basis is attached hereto on Attachment 
D. 
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Critical Business Constituents, Banks and Counter-Parties 
  
Business Constituents 
 
The Companies have contacted their critical business constituents (businesses with which 
the Companies have an ongoing commercial relationship in support of its operating 
activities, such as vendors providing critical service), and determined the extent to which 
the Companies can continue their business relationship with them in light of an internal or 
external significant business disruption.  The Companies will quickly establish alternative 
arrangements if a business constituent can no longer provide the needed goods or 
services when needed because of a significant business disruption to them or the 
Companies.  The Critical Business Constituents are set out on Attachment D, including 
supplier’s name, service, address, and phone number. 
 
Banks 
 
Crossmark, and Crossmark Distributors have contacted their bank to determine if it can 
continue to provide the services and financing that the Companies may need in light of an 
internal or external significant business disruption.  The bank maintaining operating 
accounts is identified in Attachment D and, for Crossmark Distributors, does not maintain 
a special account for the benefit of customers pursuant to the k (ii) exemption of SEC 
rules.  If the bank and other lenders are unable to provide any necessary financing, the 
Companies will seek alternative financing immediately from the shareholders of the 
Companies and/or alternative banks and lenders. 
 
Counter-Parties 
 
Crossmark, and Crossmark Distributors have contacted their critical counter-parties, such 
as the Transfer Agents and custodians of the investment companies for which Crossmark 
Distributors is the distributor and the portfolio accounting system provider for Crossmark, 
to determine if they will be able to carry out transactions and instructions from the 
Companies in light of an internal or external significant business disruption.  Where the 
transactions and/or instructions cannot be completed, the Companies will contact those 
counter-parties directly to make alternative arrangements to complete those transactions 
or instructions as soon as possible. 
 
Access to Funds and Securities 
 
Crossmark Distributors does not maintain possession or custody of any customer funds or 
securities.  Crossmark Distributors primarily acts as distributor for affiliated investment 
companies.  In the event of a significant business disruption, the Company will notify the 
Boards of Directors/Trustees of the investment companies for which it serves as 
distributor and the Transfer Agent(s) for the investment companies.  In the ordinary 
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course of its business, Crossmark Distributors does not accept orders or instructions from 
investment company shareholders.  In the event that investment company shareholders 
are unable to contact the Companies due to a significant business disruption, these 
shareholders will be able to contact the respective investment companies for instruction 
in the same manner as prior to the business disruption.  This information is available 
through the Company’s disclosure policy (see Attachment F). 
 
Crossmark is a registered investment advisor and does not maintain possession or custody 
of any customer funds or securities.  In the event of a significant business disruption, the 
Company will notify the Broker/Sponsor, the Consultant or the client of the event, 
location and phone number of Crossmark’s alternate business location and an estimate as 
to when investment advisory operations are expected to resume (generally within 5 
business days if operations are relocated outside the home area, and 2 business days 
otherwise). 
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Management Continuity 
  
In the event critical management or operations personnel are incapacitated or are 
otherwise unavailable (including for normal vacations, holidays, short-term illness, etc.), 
continuity of management and key operational functions will be maintained by the 
designated alternate assuming the vacated position (see Attachment G).  The 
Companies will notify the FINRA or the SEC as appropriate and update, as appropriate, 
the Companies’ Form BD or Form ADV. 
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Business Disruptions 

 
Facilities Emergency Evacuation Procedures 
 
The Emergency Evacuation Plan for the Companies’ office location is included as 
Attachment H.  If evacuation of the office location is necessary, the Companies’ 
personnel and guests are to follow the Emergency Evacuation Plan and the directions of 
the Companies’ Fire Wardens (See Attachment H).  After evacuation, the Companies’ 
personnel and guests are to gather at the designated point (Attachment H) and report 
to the Companies’ Fire Wardens to insure that all personnel and guests are accounted 
for.  
 
Emergency Outside Business Hours 
 
In an emergency involving any employees’ personal safety, it is the responsibility of 
every employee to check in and report their whereabouts.  You should leave a voice 
mail on all of the following phone lines: 
 

Office main:  713-260-9000 
Michael L Kern III, CFA, ext. 6786 
Andrew Jacobson, Sr., ext. 6727 

Jim Coppedge, ext. 6746 
 

Michael L Kern III, CFA, home phone:  832-582-5869, mobile phone:  586-212-4749 
Andrew Jacobson, Sr., mobile phone:  214-326-2766 

Jim Coppedge mobile phone:  832-969-7264 
 
When leaving your initial message, please include the following information: 

• Your name 

• Your contact number 

• Where you are physically 

• Whether or not you have access to your voice mail and e-mail 

• Whether or not you are in need of assistance 
 
Employee Awareness of Plan 
 
The Companies will take steps to both educate and increase the awareness of its 
employees and associated persons with respect to the Companies’ Business Continuity 
and Contingency Plan, and the current actions being taken to address such issues by the 
financial services industry and the Companies.  To this end, all employees and 
associated persons of the Companies have access to the Plan. 
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Notification 
 
In addition to any action taken by the Companies with respect to disruption of their 
business processes which relate to the ability of the Companies to deliver financial 
services to their customers, the Companies will promptly notify FINRA and/or SEC, as 
appropriate, of any such problems. 
 
Disclosure of Business Continuity Plan 
 
Crossmark, and Crossmark Distributors will mail the Business Continuity Plan to 
customers upon request.  The disclosure statements for Crossmark, and Crossmark 
Distributors are attached hereto as Attachment F. 
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Senior Manager Approval 
 
In my capacity as the FINRA Business Continuity Plan Designated Principal for Crossmark 
Distributors, and the President for Crossmark, I have approved this Business Continuity 
Plan for the Companies, effective as of the date set forth herein, as being reasonably 
designed to enable the Companies to meet their obligations to customers and 
employees in the event of a significant business disruption. 
 
 
/s/ Michael L. Kern, III     
Michael L Kern III, CFA 
President 

 
 
16 August 2017     
Date
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Glossary 

 

Application A computer program or set of programs designed to 

help people perform certain types of work. 

Assessment The process of identifying core business areas and 

processes, completing an inventory and analyzing 

systems supporting the core business areas, prioritizing 

their conversion or replacement, identifying risks and 

the necessary resources. 

Business Area A grouping of business functions and processes that 

result in the production of specific outputs or services. 

Business Function A group of logically related tasks, which when they are 

performed, accomplish an objective. 

Business Continuity and 

Contingency Plan 

A contingency plan describes the steps a company 

would take, including the activation of manual or 

contract processes, to ensure the continuity of its core 

business processes in the event which causes a business 

interruption induced system or process failure. 

Defect A problem or “bug” that, if not removed, could cause a 

program to either produce erroneous results or 

otherwise fail. 

Infrastructure The computer and communication hardware, software, 

databases, people and policies supporting the 

company’s business and operations. 

Interface A connection between two business systems or 

processes.  The hardware or software needed to enable 

one device to communicate with another. 

Mission-Critical System The loss of these critical functions would cause an 

immediate stoppage or significant impairment to core 

business areas. 

FINRA Financial Industry Regulatory Authority 

Outsourcing Paying another company, or individual, to provide 

services that an organization might otherwise have 

performed itself. 

Platform The foundation technology of a computer system.  

Typically, a specific combination of hardware and 

operating system. 

Regulators Refers collectively to the SEC, FINRA and various other 

regulatory entities having jurisdiction over the business 
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activities of Crossmark Distributors and Crossmark 

SBD Significant Business Disruption 

SEC Unites States Securities and Exchange Commission 

Quality Assurance The critical review process to guarantee that all 

procedures, tasks, analysis, and reporting were correctly 

performed. 

Utilities To a business this could mean several things: computer 

programs designed to perform maintenance work on 

the system or on system components, i.e., a storage 

backup program, a disk or file recovery program, or a 

resource editor; or the general phrase used to refer to 

telecommunication, electrical, gas, water and waste 

management services. 
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