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

THE MiFID TEMPLATE PROCEDURES 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 Compliance 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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1 Introduction and objectives

1.1 Welcome to the MiFID Procedures Manual............cccooiieiiieiiieinieiiiienieeieenieeee e
1.2 Why do we need @ ManUaL?.........cooouiiiiiiiiiiiieee ettt e
1.3 Who should use this ManUAl? .........c..ooviiiiiiiiiiiie ettt e
1.4 Do I have to implement all the procedures in this manual?............cccceevieiniienieinieenieenieenieeee.
1.5 How should the manual be used? HOw iS it SEt OUL? ........ccoecviviiriininiriiieiceicee e
1.6 Who is responsible for ensuring these procedures are followed?..........cccevvevienieniinenncnncnnene.
1.7 How often, and how, will the manual be updated?............cocevieiiiniininiiiieeeeeeen

2 Requirement for authorisation
2.1 ODBIIZALIONS ..ttt ettt ettt ettt s bt et e bt e st eat e s bt e bt e bt e bt eabesbtesbtesbee bt e bt eabeeabesbaenbeenbean
2.2 Application to Financial Regulator for an authorisation to operate as an investment firm ...........

3 Scope of authorisation

4 Regulatory Requirements

4.1 Membership of an authorised Investor Compensation Scheme............c.cccoceoeeviiiiniinienieneennen.
4.2 Organisational REQUITEMENLES ..........cccooiiiiiiiiiniiiiiieeeeeeee et
4.3 Ensuring COMPLANCE ..........oocuiiiiiiiiiiiiie ittt st e
4.4 Third Party outSOUrcing POICY .....ccc.uiiiiiiiiiiiiiiiieeeee ettt
4.5 Business ContinUity POLICY......co.eeiiiiiiiiiiiiiiiieiiteiccceetee ettt
4.6 OULSOUICING POLICY ..ttt st sttt ettt sbae b enbeas
4.7 Administrative and Accounting Procedures ...........c.cocevierienienieniinenieiienceseeeeeee e
4.8 Risk Assessment and Management FUNCHON .......cocueeiiriinieniiniiniiienie et
4.9 Custody & Control Of CLENT ASSELS ...cc.ueruverteriierieeieetieiteeitenieerieeste et stesitesteesteesteeateeatesbaesbeenseas
4.10 Internal audit function and Senior MANAZEMENL..........cc.eevuerierierienieeie et rteete et eee s enees

5 Complaints Procedure

5.1 ODBIIZALIONS ...ttt sttt ettt e e s e s et eneeane s e e saeesaee st e s e eaneennesnnesueennees
6 Contflict of Interest

6.1 POLICY ...ttt e s st a et es

6.2 ODBIIZALIONS ...ttt sttt ettt et et s e s e e eneeane s e e saeesaee st esneeaneeanesanesueennees

6.3 Identifying a Conflict Of INTEIESt .....cc.covuiiiiiiiriieiieieeieeteet ettt

6.4 Written Conflicts of INterest POIICY ........coouiiiiiiiiiiiiiiiiici e

7 Insider Trading

7.1 Definition of INSIAer Trading.......coceevuerriiiiiiiinienieeieetceteet ettt ettt
7.2 ODBIIZALIONS ..vtentientieitieiteett ettt ettt sttt e bt e bt ea bt eat e s bt e bt e bt e bt eabesatesbeesbee bt enteeateeabesbaenbeenbean
7.3 Enforcement and AWAIEIESS .......eeeieeiieiiireeieeeeeeeiieeeeeeeeeeeiteeeeeeeeeesaeeeeseeseesssreesseseeasisrereeeseennns
7.4 INON- APPHCADIIILY ..ottt ettt ettt e st ettt e st e e saneenaees
7.5 PrOCEAUIES ...
7.6 Definition of MAarket aDUSE .......ooooiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee s

8 Personal Transactions
8.1 PrORIDILIONS ...eeuviiiiiiiiieeiie et ettt ettt et e st e e bt et e st e b e e aees
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8.2 Investment RESEAICH........coiiiiiiiiiiiiii ettt
83 Authority for employees t0 deal.........cooeiiiiiiniiiiiiieiiteeee e
8.4 CIearance t0 DAl ........couiiiiiiiiieiiieee ettt et ettt es
8.5 Quarterly personal dealing FEPOIT.......cooueruiriirieriieiietieteeitent ettt sttt ettt ettt sbaesbeenbeas
8.6 EXCEPLIONS ...ttt sttt ettt b e b e bt et et s atesbte bt e bt et eat e eabeebaenbeebean
8.7 ENFOTCEOMENL ...ttt ettt ettt e bt et e bt e st e e bt e s abeesateesaneenaees

9 Retention of records

9.1 ODBIIZALIONS ...ttt sttt ettt et s e s e bt e neeanesanesaeesaee st esseeaneeanesnnesaeennees
10 Conduct of Business Obligations when Providing Investment Services to Clients ........ccccceeeereneeee
10.1 ODBIIZALIONS ...ttt ettt ettt et e s e et e neene s s e saeesaee st esneeeneeanesanesaeennees
10.2 Suitability and APPIrOPIIAtENESS. .....c..eecueruieriertiereeierte et et et eeeeeresees e e reesreeneseesaeesseeneenneens
11  Electronic Communications
11.1 ODBIIZALIONS ..nvtenteenieeitieite ettt ettt ettt s et e bt e a bt eat e s bt e bt e bt e bt eabesbtesbeesbee bt e bt enteeabesbaenbeenbean
12 Fees and Inducements
12.1 ODBIIZALIONS ..vtentienieeitieite ettt ettt ettt sbe et e bt e bt ea bt eate s bt e bt e bt e bt eabesbtesbeesbee bt e bt enteeabesbaenbeenbeas
13  Information for Clients and Potential Clients
13.1 ODBIIZALIONS ..nvtentieniieitieiteetteeit ettt ettt sttt et e bt e et eat e s bt e bt e bt e bt eabesbtesbtesbee bt e bt enbeeabesbaenbeenbeas
13.2 ACCUTACY ..ttt ettt et et ettt ettt e e e st e bt e st e neeane s s e saeesaee st esneeaneeanesnnesaeenneen
13.3 COMPATISONS ....cententieitieite ettt ettt et ettt et e et et e e s te e e e bt e neeanesanesaeesaee st esneenseennesnnesueennees
13.4 Past PErfOrmManCe ..........ueiuiiiiiiiiieiieee ettt ettt et e
13.5 Simulated Past Performance............coouioiiiiiiiiniiiiiieeec ettt
13.6 FUture PerfOrmancCe ...........cooiuiiiiiiiiiiiiieeiteete ettt ettt et et e
13.7 TAX TICATMEINE ..ueeutieitieiiieiteett ettt ettt ettt s bt e b e bt e bt et s bt e sbtesbee bt e bt eateeabesbaenbeenbeas
13.8 Use of Competent AUuthOrity INAME ........cocueviiriiniiiniiiiinieteeeeecee sttt
14 Information for Retail Clients, Professional Clients and Eligible Counterparties........ccceecesveneens
14.1 ODBIIZALIONS ..ttt ettt ettt ettt st s bt et e bt ettt eat e s bt e s bt e bt e bt eabesstesbtesbee bt e bt eateeabesbaenbeenbean
14.2 CategOriSaAtion OF CIIEILS .....cc.eertieriierieiie ittt ettt ettt et st st sbee bt et et eatesbaesbeenbeas
14.3 Provision of Information t0 CIENES .......c.cuereiriirieriiieiinienierieereeeete sttt ettt e e
14.4 Treatment of an Eligible COUNtEIPArtY ...........coceevuieiiieiiiiiinienieeeccie e
14.5 INOTTICATION. ...ttt ettt ettt et e sbt e e bt e sate e bt e e sbbe e bt e e sabe e bteesabeesateesaneenees

15 General Information

15.1 ODBIIZALIONS ...ttt ettt sttt ettt e s e e e eaeene s anesaeesae e st esneeaneeanesnnesueennees
16 Information Regarding Portfolio Management

16.1 ODBIIZALIONS ...ttt et sttt ettt et s e et eaeeane s e e saeesae e st esseeaneennesnnesaeenneen

16.2 Information to be Provided to a Retail Client on the Management of the Portfolio......................

17 Information about Nature and Risk of Financial Instruments

17.1 ODBIIZALIONS ..vtentieniieitieiteeit ettt ettt st s bt et e bt et eat e s bt e bt e bt e bt eabesatesbtesbee bt enteeateeasesbaenbeenbean
17.2 Level of Description Of RISKS......cociviiiiiiiiiiiiieeeeetesteeeee ettt
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18 Information about Financial Instruments subject to Public Offering — Retail Client
ODBIIZALIONS ..veentientieitieiteeit ettt ettt sttt e ettt e bt e bt e bt e bt esbeesaesbtesbtebeenbeenbeebnesbeenbeebean
Two or More Different Financial INStrUMENtS. ......ccc.eeverierienienernieiicnienceniceieeieeeesire e

18.1
18.2

19 Information about Financial Instrument with Guarantee by Third Party — Retail Client
ODBIIZALIONS ...ttt ettt ettt st ettt et ettt e e bt e bt e bt e bt esbeeateshtesbeebeenbeeabeesnesbaenbeenbean

19.1

20 Information about Financial Instrument belonging to Retail Clients
ODBIIZALIONS ...ttt ettt ettt et e e e e e s e s ne s e saee st et e esneennesanesneeneen
Held by Third Party — Retail CHENL..........c.coiiriiiiiiieiieieeeeeeee e
Held in Omnibus Account — Retail CHENL........coouiiriiiiiiiiriiiiiieeeeceiteeee et

20.1
20.2
20.3

21  Accounts Subject to Another Jurisdiction
ODIIZALIONS ...ttt ettt ettt et e e e s ne st e s st e st e st esneennesanesseenneen

21.1

22 Accounts Subject to a Security Interest
ODBIIZALIONS ..ttt ettt sttt et e et e bt e e bt e bt e bt e bt esbesatesbeesbeebee bt esbeebnesbeenbeebean

22.1

23  When MiFID Firm Enters into Certain Security Financing Transactions
ODBIIZALIONS ...ttt ettt ettt et et eat e e bt e bt e bt e bt esbeeaaesbeesbtenbeenbeeabeesnesbaenbeebean

23.1

24  Information on Costs and Charges
ODBIIZALIONS ...ttt et ettt e et et e b e sbe e bt e bt e bt e atesbeesbeebeenteesbeesnesbaenbeenbean
TOLAL PTICE ...t e s st st a et et
CUITENCY CONVETSION.......eiiuiiiieiieiieteete ettt ettt eae e e e et et enesanesaeesaeebeesseesneennesanesneenneen
Other Costs and Arrangement for Payment............cccoocoiiiiiiiiiiiiiiiiiiccceceeeeeeeen
Costs and Associated Charges of Collective Investment Undertakings ..........ccccceceecveniennennen.

24.1
24.2
243
24.4
24.5

25 Assessment of Suitability and Appropriateness
ODBIIZALIONS ..ottt ettt ettt st et ettt ebte bt e s bt e bt esbesaaesbeesbee bt enbeesbeesnesbaenbeenbean
RELAIL CLIENL. ..ottt ettt ettt st st st e bt et et e ebtesbaenbeenbean
Professional CHENE ..........cocueiiiiiiniiiiiiie ittt sttt ettt esbeenbeas
Financial Situation Of CIIENL.......ccceiruiiiiiiirieneeieeieeteettest ettt sttt et sbee i
Type of Information Required in order to Assess Suitability and Appropriateness ..................
Knowledge and Experience of CHENE.........coceeriiriiiiiiriiniiiienieeieeccte sttt
New Retail Client — Post MiFID Regulation...........cccoceeieiienieniniiiiiieneeiceiecieeeeseeseeen

25.1
25.2
25.3
25.4
25.5
25.6
25.7

26 Transaction Reporting to Clients
ODBIIZALIONS ...ttt sttt ettt et et e st s nesaeesate bt e s e e s e enaesanesaeenneen
Provision of INfOrMAtion ............cooovviiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e
Collective Investment SCHEMES..........coovviiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee s
TTANCRHES .ot
Portfolio Management .........co.eeieeriirrierieiienitenieeit ettt ettt st sttt et et e e sbaesbeenbean
Retail Clients and Periodic StatemENtS. .........cccviivirreiieeeeiiiiiieeeeeeeeeeereee e e eeeertaereeeeeeeseaaaneeeeees
Statement of Financial Instruments or FUNAS ............cooiviiiiiiiiiiiiiiecceeeeeeeee e

26.1
26.2
26.3
26.4
26.5
26.6
26.7

27 Best Execution - Obligation to execute orders on terms most favourable to the client
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27.1 ODBIIZALIONS ..ttt ettt ettt sttt et ettt e bt e bt e bt e bt esbeeatesbtesbee bt e bt eabeebnesbeenbeebeen
27.2 SPECITIC INSIIUCTIONS ...ttt ettt sttt ettt ettt b et e bt et st e sbeesbeenaeenteeas
27.3 EXECULION VEIMUES ....c.viiiiiiiiiieiieicete ettt ettt ettt sttt st et e bt et ebtesbeenbeenbean
27.4 PriOr COMSENE . ..coutiiuiiiuiieiiieiteit ettt ettt et ettt st s bt et e bt et e eabesbeenbeebean
27.5 MOonitoring and REVIEW .......cc.eeiuiiiiiiiiiiiiiieniteieet ettt sttt ettt beas

28 Client order handling

28.1 ODBIIZALIONS ...ttt ettt ettt et e e e e e s s ne s e s et e st e s e esneesaesanesneeneen
28.2 EXpeditious EXECULION......c..coiiiiiiiiiiiii ittt e
28.3 Conditions for Transactions 0N OWIN ACCOUNL ............ceevviiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees

29 MiFID Firm to Act in Client’s Best Interests

29.2 ODBIIZALIONS ...ttt sttt ettt et e st et e nesaeesae e st e s e esneenaesanesaeeneen

29.3 SELECTION ...ttt ettt et st sb e bt ettt eat e eb e e bt e bt e bt eabe s it e sbeenbeenteenteean

29.4 POLICY ettt et ettt b et ettt nbeenbean
30 Conduct of business obligations in more limited circumstances

30.1 ODBIIZALIONS ..ttt ettt sttt et ettt e bt e bt e bt e bt e besaaesbeesbee bt et e eabeesnesbaenbeenbean

30.2 Third Country MArkerl .........coeeiieiiiiiiiiieteeet ettt sttt ettt st enbeas
31 Duty of MiFID Firm to provide reports and to record rights and obligations

31.1 Rights and ODBLGAtIONS ........cceeiiiiiiiiiiiiiiieeee ettt e

31.2 REPOILS .ottt et et e en
32  Sections 10 to 31 above are inapplicable to bundled financial products otherwise regulated....

32.1 ODBIIZALIONS ...ttt ettt ettt et e e e n e s nesaee s st e bt esseesneennesanesaeeneen
33  Provision of services through the medium of another firm

33.1 ODBIIZALIONS ..ottt ettt ettt ettt et et ettt e bt e bt e bt e bt e bt e atesbtesbee bt enbeesbeeanesbaenbeenbean
34  Critical and important operational functions

34.1 ODBIIZALIONS ..ttt ettt et ettt et ettt et e bt e bt e bt esbesatesbtesbee bt e bt eabeeanesbaenbeebean
35 MIFID Firm responsibilities respecting outsourcing to service provider

35.2 ODBIIZALIONS ...ttt ettt ettt ettt et e et e tt e e bt e bt e bt e bt e bt satesbtesbee bt enbeesbeebnesbeenbeenbeen

353 Due Skill Care and DIlIZENCE .....ccc.eeviiiiiiiriiniieiteieeteeitest ettt sttt

35.4 Supervision of the Outsourced Service Provider............ccocooiiviiiiiiiinienieniiciceeeeeeee

35.5 WIIEN AGIEEIMENL ... ..euiiiiiiieiieieete ettt et ettt e et e e st e nesaee s st e st esseesneennesanesseenneen

35.6 Financial Regulator SUPETVISION ........ccceoiiriiriiiriieiieieeieee e ettt

35.7 Third Country Service ProvVIder ..........cccocoiiiiiiiiiiiiiiieicieeeecece et
36 Tied Agency Arrangements

36.1 ODBIIZALIONS ...ttt sttt et ettt et e s s saee s st e st e s e e s e ennesanesneeneen

36.2 Reporting to the Financial Regulator..........c.ccooeeviiiiiiriiiniiniiieeecceeteeeeeeeeee e

37 Transactions executed with eligible counterparties

37.1 ODBIIZALIONS ..ottt ettt et ettt et ettt e bt e bt e bt e bt esbesateshtesbee bt e bt esbeebnesbaenbeebean

© Compliance Ireland Regulatory Services Limited page 5
Visit us at www.complianceireland.com

\Office-tower\scans\Library\Compliance Function, Jobs, Programmes, Manuals\Compliance Manuals\CIRS Templates\MiFID
Procedures Manual Content Template 20100218 (ver 1.1).doc




Compliance Ireland Regulatory Services

COM PL|ANCE www.complianceireland.com
IRELAND .com Lower Ground Floor
13 Adelaide Road

Dublin 2

Ireland

Ph + 353 (0) 1 425 5962
Email: email@complianceireland.com

38 Obligation to Uphold integrity of Markets, Report Transactions and Retain Records..............
38.1 ReCOId REENTION .....cuiiiiiiiiiiiiriicc et s s
38.2 Systematic INtEINALISEI ......cevueirtiiiieiieiteeitet ettt ettt e e st sbee b enaeente e
38.3 Post-trade disclosure by MiFID FIirm .......ccccooceiiiiiiiiiiiinieieeececteteeeeeeeesee e

39 Restrictions on Advertising
39.1 ODBIIZALIONS ...ttt sttt ettt et e e e e e e s e e nesaee s et e st e s e esneenaesanesaeenneen
39.2 Consequences of advertising contrary to the MiFID Regulations ...........c.cccecceeieviieiiniiennenen.
39.3 Consequences of Advertising of Rights Conferred by a Financial Instrument..........................
39.4 Exemption from restrictions 0n adVertiSing ...........ccceeceeeruereerieneenieriieneeneenreereereeeeseeseennees

40 Safeguarding clients’ rights relative to financial instruments

40.1 DEEINITIONS ..ttt ettt et e st e st e s bt e eabeesabeesabeesabeeeabeesbaeeatee s

40.2 Safeguarding of Clients Rights........c.cooiiiiiiiiiiiiiiiiieeeee e
41 Deposit of financial instruments and funds by investment firms

41.1 POLICY .ttt ettt st b ettt et nbeebeen

41.2 ODBIIZALIONS ...ttt ettt sttt st et et e at e e bt e bt e bt e bt e bt eatesbeesbee bt e bt esbeesnesbaenbeebean

41.3 Deposit WithOUt DEIaY ........cceerieriiiiiiiiiierteneeeee ettt sttt ettt s
42  Securities financing transactions

42.1 ODBIIZALIONS ...ttt sttt ettt et e e e n e s st s et e st e st esneennesanesneeneen

42.2 OMNIDUS ACCOUNLS ..cutieiiieiiieeiee ittt sttt st et et e et e s bt e st e s bt e sabeesabeesabeesabeesabeesbeesabeens

Appendix 1 - Terms of Reference for the Compliance Function

Appendix 2 — MiFID Firm Compliance Policy Statement

Appendix 3 — Personal Transactions Broker Authorisation

Appendix 4- Personal Transactions Pre-Clearance

Appendix 5 - List of Minimum Records

Appendix 6 — Definition of Professional Client

Appendix 7- List of Field for Reporting Purposes

Appendix 8 — Client Letter
Appendix 9 — Client Acknowledgment And Consent Letter

Appendix 10 - Letter to the Industry from the Financial Regulator
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