
Change a Subscription Before Issue

You can change a subscription in SLGSafe, provided you are authorized to do so . A Trustee, Owner,  
or Subscriber can make changes to a subscription .

Your subscriptions must be in complete status before 3:00 p .m . ET on the issue date . In order to  
update or make changes to a subscription, follow the steps below .
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Change a Subscription Before Issue

In order to change or update a subscription, choose View  
Subscriptions from the Home tab . Once you click on that link,  
you will see a list of outstanding subscriptions . This list shows all 
the open subscriptions for your bank . This is a good place to check 
to see what subscriptions your organization has pending and the 
issue day .
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Change a Subscription Before Issue

To make changes to the subscription, click on the Change link in the first 
column	beside	the	Case	Number	of	the	subscription	you	want	to	change.

The Status column shows whether the subscription is “Complete” 
and ready to issue or, “Incomplete” and still needs to be updated .
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This brings up the subscription screen where you originally en-
tered	the	information.	Notice	that	there	is	some	information	you	
will not be able to change . According to our regulations (31 CFR 
Part 344), the issue day cannot be changed, so that information 
is not available for change . Any other information shown in open 
text	boxes	is	available	to	change.	Note	that	some	information	has	
restrictions per our regulations . The issue amount can only be 
changed 10% above or below the original issue amount .

Continue tabbing through the screens until you have made all the 
updates you require . Be sure to include contact information . For 
more information on updating information on the different tabs, 
see the section on Entering a Time or Demand Subscription .



Page 39

Change a Subscription Before Issue

Once you have made all the changes, review the information .  
None	of	your	changes	will	be	accepted	until	you	have	hit	the	
Submit to Treasury button at the bottom of the Review tab .
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At the bottom of the Review tab, you will see the Submit to 
Treasury button . Click on this button and you will receive a 
confirmation page .  
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Change a Subscription Before Issue  — Review Confirmation

Print this page for your records . If you do not receive  
a confirmation page, your changes were not accepted .  
You can also create a  .pdf of the confirmation by clicking 
on the Create PDF button from this page .
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