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VERSION 1.10

NOTE - THIS TEMPLATE ‘CONTENTS’ FOR A MiFID COMPLIANCE MANUAL
INCLUDES MANY TOPICS WHICH A MiFID FIRM (UNDER S.I. 60 OF 2007)
SHOULD CONSIDER AS A MINIMUM FOR ITS COMPLIANCE MANUAL.

THE MiFID TEMPLATE COMPLIANCE MANUAL DOES NOT INCORPORATE
SPECIFIC (i) AML/CFT; (ii) DATA PROTECTION; (iii) CONSUMER
PROTECTION CODE, POLICIES AND PROCEDURES. THESE TOPICS PLUS
OTHER TOPICS CAN BE INCLUDED AT CLIENT’S REQUEST.

Other MiFID template compliance documents are also available on our website
including:

1. MiFID Procedures Manual (Template for Contents)
. MIFID Monitoring Programme (Template for Contents)
3. Anti-Money Laundering & Counter-Financing of Terrorism Policies,
Procedures and Manual (MiFID & non-MiFID firms) (Template for
Contents)

4. Data Protection Policies, Procedures & Manuals (MiFID & non-MiFID
firms) (Template for Contents)

Please contact Compliance Ireland Regulatory Services Limited at
email @complianceireland.com or telephone + 353 (0) 1 425 5962 for further
information on this template manual and other compliance documents.

To see more compliance document templates return to
www.complianceireland.com/compliancedocs.html (or www.complianceireland.com)
and visit www.mifid.ie for more information on MiFID.
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Chapter 5 — Financial REGUIALOT ........c...ooiuiiiiiiiiiiii ettt st
Section 5.A — Relationship with the Financial Regulator.............cccoeveviiiininieinininicnieeneee,
5.A.1 Introduction
5.A.2 Prior approvals of the Financial Regulator
5.A.2.1 Proposed change il NAME ..........cceeeieriieiieiiiinienie ettt
5.A.2.2 Change in Company OffiCers .........cccoeriviiriiiiiiiiiiiiieee e
5.A.2.3 Changes in BuSiNess ACHVITIES ......ccuueruiiriieiiiiniienie ettt et
5.A.3 Relationship with the Financial Regulator
5.A.3.1 Consultation with Financial Regulator ...........ccccccceiiiiinniiiiiiiiiicccecece
5.A3.2 Change Of AUILOL .......coouiiiiiiiiiiiiiiiice e
5.A.3.3 Annual Accounts and SOIVENCY .........ccoouiiiiiuiniiniiiiiiiiieieee et
5.A.3.4 Reporting REQUITEIMENLS .......cocueiiiiiriiiriiieiieeiee sttt ettt ettt ebeenee
5.A.4 Visits/inspections by the Financial Regulator
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5.A.4.2 What should be communicated? .........c..cocueviririeiiinininiiient e
5.A4.3 COITESPOIACIICE ....ueiiiiiieiiitite ettt et s
5.A4.4 FOIrmal INTEIVIEWS ....ccveeivieiieiieiieiee ettt et e steeeteeeteeaeebeeseeseestesasesnseenseenseenseanseenns
5.A4S5 ReCOrd-KEEPING ...c.eeiuiiiiiiiiiiiieiieiee ettt ettt ettt
Section 5.B — Capital and Financial Reporting...........ccocceveviirieiieniinininiieneeeeseeteeieie e
5.B.1 Introduction
5.B.2 Financial Resources
5.B.3 Financial Reports
5.B.3.1 ANNUAL ACCOUILS ...evviiieeitieiieiieit ettt ettt et e et eeeteeaeeteeseeseastesnsessseensaenseenseanseanns
5.B.3.2 Periodic Reporting REQUITEMENLS ...........ccoeiririiiiiiiiiiiiee e
5.B4 Capital Requirements
5.B.4.1 Calculation of the Capital Adequacy Requirement............c.cocceoueveininicnininenennecnnnn.
5.B.4.2 Capital Requirements DIir€Ctive TeTUIT ..........coveeriirieriiiiieeieeieeiie e
5.B.4.3 ReCOId KEEPING .. .eeuuieiieiiiitietiette ettt ettt ettt ettt et sttt et e e e
5.B.4.4 Monitoring of the CRD TEUINS.......c..cceiuiiiiiiiiiiiiieieiieeee et
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Chapter 6 — AQVETTISINE ... ccvvertieiirtieierteetest ettt ettt et ettt bbbt et et e sb et st et e sbeestenbe s tebesaeenees
6.1 Introduction
6.2  Advertising approvals
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Consequences of Advertising of Rights Conferred by a Financial Instrument ..........c...cc.cccc..

ChaPLEr 7 — CLIEIIS ..uvevieiietietieiteettete ettt ettt ettt b et s b e et sb e eb e be s bt et e saeebtenbe s benbesaeennes
Section 7.A — CHENE SEE UP...oouiiiiriiiieiieterteet ettt st sttt s

7.A.1 Client Classification/ Understanding of Risk
7.A.1.1 Client classification - INtroduCtion.............cccererieriirininiiciiniiicreee e
7.A.1.2 Information for Retail Clients, Professional Clients and Eligible Counterparties.........
7.A.1.3 Categorisation Of CHENLS .......cecuiiiiirieriiieiieetee sttt ettt ettt ebeebeenae
7.A.1.4 Client’s understanding of risk.......c..ccoccevieniinnens
7.A.1.5 Assessment of Suitability and Appropriateness
7.A.1.6 Investment ObJECtiVES ........cceeeruirieieriiinieieieceeieee
7.A.1.7 Financial Ability to bear RiSKS .......ccccoeeiiriniriiiiicinicrceeeese e
7.A.1.8 Knowledge and Experience of CIENt ...........coceeriiiieniiiinieiiiieieeiieneeseeieee e
7.A.1.9 Non-Receipt of Information
7.A.1.10 New Retail Client — Post MiFID Regulation ............ccccccoveiiiiniiniinienicnienicceeieene
T.A 111 ApPropriateness TESE ...c...eeuiruiiriiiiieiieeie ettt ettt ettt
7.A.1.12 Information for Clients and Potential CIENtSs ...........ccceeveerereriesieneneeieneneeeeeneeeene

NOTE: AML/CFT policies and procedures do not form part of template MiFID
compliance manual. If required by client, CIRS suggests the following topics as a
minimum.

7.A.2 Anti-Money Laundering/ KYC
TA2. 1T INOAUCHION ...vciviiiiiiiiiiiiccc e
T.A2.2 APPIICADIE PrOVISIONS ...c..viiitiiiieiiiiierite ettt ettt
7.A.2.3 Money Laundering Reporting OffiCer ...........cooceeriiiiiiiiiiniiiiiieeeeceeeeeeee
7.A.2.4 Procedures in place in XXXX
7.A.2.4.1 Know Your Customer ProCEAUIES ..........ccceerueurruiruinienieiieiinieiieesieeeeese e
7.A2.42  ReCOrd KEEPING .....ocveruieiiiiiiieiiieiieeitete sttt sttt
7.A.2.43 Reporting of Suspicious Transactions
7.A2.44 Education & TraiNing .........cccoeviiiiiiiiiiiiiiiicieceeeee e

7.A.3 Client Contract/ Written Agreement*
7.A.3.1 Existing Clients

7.A.3.2 Information contained in client contracts
7.A.3.2.1 Terms of business and the Investment Management Agreement

T.A3.2.2  BeSt EXECULION ......uviiiiiiiiiiceeeeeee e

T.A3.2.3  CONFHCES Of INEETEST....uvvviiieeeeeeee ettt eeate e eeeaaeeeeeennes
T.A3.2.4  Client ASSEt ACCOUNL .....uvviiieeeuieeeeeeireeeeeeeitreeeeeeittreeeeeeareeeeeeasaeeeeeitrseeeeeesreeeeeennnes
7.A.3.2.5 Complaints

7.A.3.2.6  Costs and Associated Charges ..........cccceceereeriinieniiiineie e
T A3.2 7 INAUCEIMENES ...eeiiiiiiieececcitieeee ettt eeeeee e e eete e e e eeetaeeeeeetaaeeeeeetaaaeeeeetsaeeesenssreeeeennnes
TA3.2.8  GENETAL....ccviiiiiicieee et e e et e e ettt e e e e ettt e e e et ae e e e ttbe e e eetreeeeennres

*Depending upon nature and extent of non-MiFID authorised business, additional 'Client/consumer
Contract/Written Agreement/terms of business standards must be included. CIRS can tailor such
additional standards to client's requirements.
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Section 7.B — Clients Ongoing ReqUirements™ ...........ccccocuevuerierierirnienienieeneeseeseeieeiesieie e

7.B.1 Communicating with Clients
7.B.1.1 Electronic COMMUNICATION .....ccccueierrreeeeieieitieeriteeeeteeesereessseeeessesssseessssesssseesssssesssseesses
7.B.1.2 Provision of Information to Clients
7.B.1.3 Treatment of an Eligible COUNEIPAILY ..........cccoevuiiiiriiniiiiiiiiricice e
T.B.1.4 NOUTICAION . c..tiiiiiiieiieeitieeieeecee e et et e eae e steeestteeetaeesbaesasseesssseassssesasseesssseesssseenssens

7.B.2 General Information
T.B.2.1  ODBLGAIONS. .c.utiiiiiiieiiieeiit ettt ettt e et sttt et et tesatesbae st et e e beenbeenae

7.B.3 Information Regarding Portfolio Management
T.B.3.1T ODBLGALIONS ..eeeuiiiiieiieiieeit ettt ettt s e st st s bt b et tesbtesbae st e e abe e e enbeenae
7.B.3.2 Information to be Provided to a Retail Client on the Management of the Portfolio......

7.B.4 Information about Nature and Risk of Financial Instruments
T B.4.1 ODBLZAIONS .....cueviiiiiiiiiiiiiei ettt et st
7.B.4.2 Level of Description of RiSKS .........ccueiiiiiiiiiiiiinie e

7.B.5 Information about Financial Instruments subject to Public Offering — Retail
Client
T.B.5.1 ODIIZALIONS ...eeeuieiiieiieiiteet ettt ettt et e st e st st e s bt e bt et e satesbae st e abeenbeenbeenae
7.B.5.2 Two or More Different Financial INStruments. ..........cc..ooeevvuveeeeiiiieeeeeeiieeeeeeeieeee e

7.B.6 Information about Financial Instrument with Guarantee by Third Party —
Retail Client
T B.6.1 ODBLZAIONS .....ueviiiuiiiiiiiiieteite ettt et s

7.B.7 Information about Financial Instrument belonging to Retail Clients..........ccccceuee..
T.B.T.1 ODBLIALIONS ..eeeniiiiieiieiie ettt ettt et e st e st st sttt et tesatesbae st e abeenbeenbeenne
7.B.7.2 Held by Third Party — Retail Clent............ccccerieriiiiieniiiiieieeeeeeeseeeeeeieene
7.B.7.3 Held in Omnibus Account — Retail CLHEent..........ccoeeriiriiiiniiiiiieeeeeeeeeeeene

7.B.8 Accounts Subject to Another Jurisdiction
T B.8.1 ODBLAIONS .....ueviiiiiiiiiiiiietetie ettt et s

7.B.9 Accounts Subject to a Security Interest
T.B.9.1 ODBLZAIONS .....ueviiiiiiiiiiiiiet ettt et s

7.B.10 When XXXX Enters into Certain Security Financing Transactions..........c.cecceeuee.
T.B.10.1 ODLZAONS .....oviiiiiiiiiiiiieieitese ettt et

7.B.11 Information on Costs and Charges
TB.11.1 ODLZAONS .....oviiiiiiiiiiiiiieieiee ettt et
T.B.11.2 TOtAl PLICE ....eeuviiieiieiiieeteeet ettt sttt sttt st ettt et
T.B.11.3 CUrrency CONVEISION . ..c...eetirtiiiieniieriiteiteettestee st eesiteete st s bt e bt et e satesbae st eeaseebeenseenne
7.B.11.4 Other Costs and Arrangement for Payment............c.cccoeviviiiiciiiinininnineneiecenne
7.B.11.5 Costs and Associated Charges of Collective Investment Undertakings ..........c..ccc.c...

*Depending upon nature and extent of non-MiFID authorised business, additional 'Ongoing Client
Requirements' must be included. CIRS can tailor such additional standards to client's requirements.

7.C.1 Contract Notes*
7.C.1.1 Information to be included in contract notes
7.C.1.2 General provisions relating to contract notes
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*Depending upon nature and extent of non-MiFID authorised business, additional Contract Note
standards must be included. CIRS can tailor such additional standards to client's requirements.

7.C.2 Client Reporting/ Periodic Information to clients*

7.C.2.1 Retail Clients and Periodic StatementS...........cccvveeiiiiuiieeeiiieeeeeeeiieeeeeeeeeeeeeeenreeeeeennes
7.C.2.2 Statement of Financial Instruments or Funds
7.C.2.3 Transaction Reporting to CHENLS ........coueeieeiiiiriiniiiieeie et
7.C.2.4 Provision of INfOrMAtioN ...........coeeiiiiiiiiiiiiiieiiiitiiee et eeaeee et eeaae e eeeareeeeeennes
7.C.2.5 Margined Transaction STAtEIMENLS ......c...ceueerieirierieriiente ettt erie ettt eeeeene

*Depending upon nature and extent of non-MiFID authorised business, additional 'Client Reporting'
standards must be included. CIRS can tailor such additional standards to client's requirements.

7.C.3 Dealing Provisions*

7.C.3.1 Client’s Best AAVANTAZE ........ccoouiriiiiiiiiiiiiiiciieeieeiecetee et
*Depending upon nature and extent of non-MiFID authorised business, additional 'Dealing Provisions'
standards must be included. CIRS can tailor such additional standards to client's requirements.

7.C.4 Best Execution™ -
7.C.4.1 Obligation to execute orders on terms most favourable to the client.........c...ccccceeeenenne
7.C.4.2 Specific INSIUCHIONS .....oueuiiiiiiiiiiieiicte ettt
7.C.4.3 EXECULION VEIUES .....coutiuverieenieienieetetenteeteestesteeteestestesbeeaseasesbesatessesbesaeeasebeebeensenseseenes
7.C.4.4 Prior Consent
7.C.4.5 Monitoring and REVIEW .........ccccoeiiiiiiiiiiiiiiiiieeccee e

*Depending upon nature and extent of non-MiFID authorised business, additional 'Best Execution’
reporting standards must be included. CIRS can tailor such additional standards to client's
requirements.

7.C.5 XXXX to Act in Client’s Best Interests*
7.C.5.1 Obligations
7.C.5.2 SeleCtion ......ccueevirueriieiiienieeieienieee ettt
7.C.5.3 POLCY...coviiiiiiiiiiiicieiceecee e
7.C.5.4 Client Transaction Priority

*Depending upon nature and extent of non-MiFID authorised business, additional 'Act in Best Interest'
standards must be included. CIRS can tailor such additional standards to client's requirements.

7.C.6 Client order handling*
7.C.6.1 ODBHGALIONS ..c.eeeuviieeiieiiieeieeieieete ettt
7.C.6.2 Expeditious Execution
7.C.6.3 Conditions for Transactions on own Account

*Depending upon nature and extent of non-MiFID authorised business, additional 'Client Order
Handling' standards must be included. CIRS can tailor such additional standards to client's
requirements.

7.C.7 Conduct of business obligations in more limited circumstances*
T.C.T.1 ODBLALIONS ....uiviniiiiiieiiieiet ettt et s
7.C.7.2 Third Country Market..........c.covuiiiiiiiiiiiiieieeese et
7.C.7.3 Timely Execution/Allocation
7.C.7T4 AVeraging Of PriCeS.......coceiiiviiiniiiiiiiiiiiiictee et
7.C.7.5 Excessive Dealing/SWItChing .........ccccooieiiiiiiiiiniiiiiiiiiiieee et
7.C.7.6 Margin Transactions .........c.ccceceevveevueereeneennueenne
7.C.7.7 Client Default Remedies
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*Depending upon nature and extent of non-MiFID authorised business, additional 'Conduct of Business
Obligations' standards must be included. CIRS can tailor such additional standards to client's
requirements.

7.C.8 Chinese Walls*

*Depending upon nature and extent of non-MiFID authorised business, additional 'Chinese
Walls/Conflicts of Interest' standards must be included. CIRS can tailor such additional standards to
client's requirements.

7.C.9 Soft commissions*
*Depending upon nature and extent of non-MiFID authorised business, additional 'Soft Commission’
standards must be included. CIRS can tailor such additional standards to client's requirements.

7.C.10 Inducements™
*Depending upon nature and extent of non-MiFID authorised business, additional 'Inducements’
standards must be included. CIRS can tailor such additional standards to client's requirements.

7.C.11 Clients’ Records*
7.C.11.1 Terms of Business/ Investment Management Areement ...........c.eeveevuereenuennieeneeenne
7.C.11.2 InSPEction Of TECOTAS ...cc.uirutiriiiiiiiieiieeite ettt ettt ettt
7.C.11.3 Recording of client telephone calls...........cccccoeeriiiririniininiiiicicececeeee e

*Depending upon nature and extent of non-MiFID authorised business, additional 'Client/Customer/
Consumer Records' standards must be included. CIRS can tailor such additional standards to client's
requirements.

Chapter 8 — COMPIAINES® ....c..oiuiiiiriiiieieet ettt sttt et e st s bbb bbb ebe i enees

8.1 Introduction

8.2 Definition of a complaint

8.3 Examples of complaints

84 Treatment of complaints
8.5 Policy
8.6  Final Response Letter
8.7  Verbal Complaint
8.8 Contacts
8.9 Complaints Handling Procedures for XXXX

*Depending upon nature and extent of non-MiFID authorised business, additional 'Complaints’
standards must be included. CIRS can tailor such additional standards to client's requirements.

Chapter 9 — Client AsSet REQUITEIMENTS .........covuiiiiiiiiiiiieiie ettt st
9.1 Applicability of Client Asset Requirements
9.2  Definitions
9.3  When do we hold client funds?
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9.4  MIFID Regulation requirements

9.5 General Requirements

9.6 Requirement to perform reconciliations

9.7  Provision of information to clients and required consents
9.8  Requirement to inform the Financial Regulator
9.9  Written Confirmations & Trust Letters

9.10 Daily Calculation

9.11 Physical Certificates

9.12 Agreements with Third Party Custodians

Chapter 10 — Record Keeping*

10.1
10.2
10.3
10.4
10.5
10.6
10.7
10.8
10.9
10.10
10.11

10.12
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Introduction

General Principles

Compliance records

Reconciliations

Retention Period

Archive Policy

Risk Management

Records kept by third parties

Accounting records

Company Secretarial

Minimum Content of Records

10.11.1 Client MONEY ......cceeuruirieniiiiieiinieiiciieie e
10.11.2 Safe CusStody.......ccceeveerereienininienieeerenreteeseseesieeeeenes
10.11.3 Risk Management ........c..ccecueeveeenieenieniiennienieeenieeeeieenes

Agreements

*Depending upon nature and extent of non-MiFID authorised business, additional 'Record Keeping'
standards must be included. CIRS can tailor such additional standards to client's requirements.

Chapter 11 — Personal Investment Dealing/ Personal Account Transactions

111
11.2
11.3

The European Communities (Market Abuse) Regulations 2005

Rules and Procedures for market abuse

Insider Trading

11.3.1 Definition of Insider Trading ..........ccccecevievecinirenccnecnnes
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11.3.2 ODBIIZALIONS ...ttt ettt ettt et ettt e s b st e et e bt e et e e sbeesbeeeaneeaeennes
11.3.3 Enforcement and Awareness
11.3.4 Non-Applicability .......ccccoeceeriiriiieniieniinienienieee

T1.3.5 PrOCEAUIES ....ooeieeeeieeeeeee et e eae e et e e e et e e e e eeaaa e e e eeenteeeeeseaaeeeesenaaneens

114 Market Abuse
T1.4.T DEEINItIONS. ...ceiiiiieieeeecteeieeeeeee e eeee e et e e e eeae e e e et e e e e eeaae e e e e eeneeeeseenseeeeeesaaaseeesensaeeens

11.5 Personal Transactions
T1.5.1 PrORIDItIONS ...eevitieteiieiirteicteeet ettt ettt sttt st benee
11.5.2 Investment RESEATCH ......c..cceiuiriiiiiiiiiiiiiicereecece e e
11.5.3 Authority for employees to deal..........cccceeeeeriiincenennnen.
11.5.4 Clearance to Deal ...........cccoverieieninneeiienieneesienieneeeeene
11.5.6 Quarterly personal dealing report
L1.5.7 EXCEPHOMNS ...ttt sttt st s
11.5.8 ENfOTCEIMENL ....eviiiieniiiieiteiestet ettt ettt ettt ettt e sbe st sb e sae et besaeeaeen
*Depending upon nature and extent of non-MiFID authorised business, additional 'Personal Investment
Dealing / Account Transactions Keeping' standards must be included. CIRS can tailor such additional
standards to client's requirements.

Chapter 12 - Risk Management™ ...........coccoiiiiiiiiiiiiieie ettt ettt s e ettt
12.1 Introduction
12.2 Risks

12.3 Business Resumption
*Depending upon nature and extent of non-MiFID authorised business, additional 'Risk Management'
standards must be included. CIRS can tailor such additional standards to client's requirements.

Chapter 13 — Data ProteCtiON™.......cc.coiiiiiiiiiaiie ettt ettt ettt ettt s e e et e e e saeens

13.1 Data Protection Requirements

13.2 Registration

13.3 Processing Personal Data

13.4 Data Processors
13.5 Individual’s Right to Access their Personal Data
13.6 Direct Marketing
13.7 Transfer of data outside of the State
13.8 Data Protection Officer

*Depending upon nature and extent of non-MiFID services and inherent risks in business model,
additional 'Data Protection ' standards may need to be included in the tailored Data Protection
procedures. CIRS can tailor such additional standards to client's requirements.

Chapter 14 — Gifts Inducements & DONAtIONS........c.ccovieiiiriiiiieie sttt
14.1 Gifts and Donations
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T4.1. 1 EIECLOTAl ACL...uiiiiiiieiiiee et et e e et e e e e etra e e e e etraeeeeeesseeaeeesneeees
TA.1.2  OFf@NCES uvveeeeeiieiee ettt ettt e e eee e e e ae e e eette e e e ettt e e e e eeaeaeeeeeenseeeeesasseeeeearaeeens

14.2 Fees and Inducements
T4.2.1 ODBIIZALIONS ..ottt ettt ettt et et e s b e s bt st e et e et e bt en bt et e e sbeesbeeeaneeaeenees
14.2.2 PIrOCEAUIE ...ttt e e e e e e e e e ettt e eeseeeeeeestssasansaneaeas

Chapter 15 - MISCEILANEOUS™ ........oouiiiiiiiiiiriieiietestee ettt sttt ettt
Section 15.A — OULSOUICING . .....eeuieiieieiieie ettt ettt ettt sttt et e shteeabeeateebeesbeesabesteenbeesaeesaeens

15.A.1 Introduction

15.A.2 Outsourcing principles
Section 15.B — Corporate Enforcement including the Directors’ Compliance Statement..............
15.B.1 Background
15.B.2 Enforcement

15.B.3 Director’s Compliance Statement

Section 15.C— Electronic COMMUNICALIONS .......cocvuvvvvvrreeeeeeeeeiiiiiiireeeeeeeeeeeesessssreereereseeseessnssssssnees
15.C.1 General
15.C.2 Electronic Commerce Act 2000

*Depending upon nature and extent of non-MiFID services and inherent risks in business model,
additional 'Miscellaneous ' standards may need to be included. CIRS can tailor such additional
standards to client's requirements.

Chapter 16 - Ongoing Monitoring of New Developments™ ............cccceeiiiiiiineenieiniennieeieneeeeeae

16.1 General Overview

16.2 European Union

16.3 Relevant Regulatory Bodies
LO0.3.1  CESR ..ottt ettt ettt ettt e st e st e e abe et e e e e s e e bt et teeaeeenteenaeeneennas
16.3.2  Financial ReGUIALOT . .....cc..ooiiiiiiiiiiiiiiii ettt st
16.3.3  Le@ISIAtION ..couuiiiiieiiiiiiicette et sttt st e

164 Ongoing Monitoring
*Depending upon nature and extent of non-MiFID services and inherent risks in business model,
additional 'On-going Monitoring of New Developments’ standards may need to be included. CIRS can
tailor such additional standards to client's requirements.

Appendix 1 — Large Exposure Calculations™

Appendix 2 — Definition of Professional Client*

Appendix 3 — List of Minimum Records*

Appendix 4 — Personal Transactions Broker Authorisation*
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Personal Transactions Pre-Clearance Form

*Depending upon extent of obligations covered in Compliance Manual additional material may need to
be included in the Appendices. CIRS can tailor such additional standards to client's requirements.
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