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Important Note

It is important to note that every care has been taken while preparing the information and guidelines contained in this
training material. However, it is always advisable to the CDS Elements to liaise with CDC from time to time on
matters relating to operations of the Central Depository System (“CDS”) in view of regular system level changes and
upgradations including changes and madifications in business and operational procedures and to follow the
instructions and guidelines issued by CDC from time to time.

All CDS Elements are also advised in their own interest to seek independent legal opinion (where required) on matters
relating to interpretation and compliance of applicable provisions of CDC’s legal framework governing the operations
of the CDS and matters incidental thereto.
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SECTION I - INTRODUCTION

Central Depository System

Central Depository System is an electronic book-entry system whereby:

= Accounts are opened and maintained with the Central Depository Company by the account holders so as to
record the title to the Book-Entry securities held in their accounts

= In case the account holders are participants, Sub-Accounts are opened and maintained by the participants so
as to record the title of the Sub-Account holders to any Book-Entry securities held in their respective Sub-
Accounts

= Transfer of Book-Entry securities are facilitated electronically

= Credit of corporate benefits are handled electronically

= Book-Entry securities can be pledged in favor of an Eligible Pledgee

= Deposit of Eligible Securities into accounts (Converting Physical Securities into Book-Entry Form)

= Withdrawal of Book-Entry Securities (Converting Book-Entry Securities back into Physical Form)

= Merger (amalgamation)/de-merger and restructuring of securities (split/consolidation)

= Conversion of debt or debt instruments into equity securities or from one type of securities into another type
of securities

=  Automated handling of Specie Dividend

=  Facility for offer for sale, buy-back and acquisition of securities

= Other issuer-related activities are also performed through the system

Benefits to CDS Elements and Sub-Account Holders

=  Elimination of the risk of fake/bogus/counterfeit shares

=  Reduced workload and manpower requirements due to paperless environment for custody and settlement

= Instant and convenient transfer of securities

= Convenient pledging of securities

= Smooth settlement of securities irrespective of volume or value

= No Stamp duty on transfer through CDS

» Facilitates automated settlement through NCSS

= Direct credit of shares in CDS Accounts at the time of Stock Dividend, New Issues and Offer for Sale, Paid
Rights & Further Issue

= Instant and convenient transfer of securities during Merger, De-Merger of entities

= Single contact point for updating Registration Details for all Issuers

= Efficient and cost effective solutions for Issuers and Market Participants for doing business

= Effective control over investments and instant retrieval of account information

Elements
The Elements of Central Depository System are:

= Account Holders

= Issuers/R/TAS

= Eligible Pledgees
Account Holders
Account Holders in CDS are further divided into two categories: Participants and Account Holders. Account
Holders are those who are allowed to keep their beneficially owned securities in CDS whereas Participants, apart from
keeping their beneficially owned securities, are entitled to provide custody services to their clients by opening sub-
accounts in their respective names.

Account Structure

The Central Depository System provides the infrastructure for custody and settlement of securities. Account structure
in CDS is based on three accounts namely Main Account, House Account and Sub / Client Account.



Main Account (Transitory Account)

Each Participant and Account Holder is provided with a Main Account, which is to be used as a transit account only.
All securities coming in or going out of an account family of a Participant or Account Holder goes through this
account. Participants should ensure that no security balance remains in their Main Account at day end. In instances
where the Participants/Account Holders have to keep securities in their Main Account for reasons beyond their
control, the reasons should be documented in such cases.

House Account
Both Participants and Account Holders can keep their beneficially owned securities in House Account.
Sub-Account

Participants can open and maintain as many Sub-Accounts on behalf of their clients as required but they cannot open a
sub-account in their own name under the same Participant Umbrella.

Subscription of Securities in CDS Accounts

Subscription of securities in the Main Account is not allowed. Credit of securities in case of New Issue/Further Issue/
Offer for Sale is only allowed in the subscriber’s own / joint account and subscription in someone else’s account is not
permissible as per CDC Regulations. Further, securities cannot be credited into an account or sub-account if the
Participant/Account Holder is suspended or where an Account or a Sub-Account is under blocked status.

Issuers/R/TAs

Issuers of Capital are the companies or other corporate bodies whose securities are inducted into CDS. The Issuers
have direct access to CDS. The Physical Securities are converted into electronic Book-Entry securities (Deposit) only
after proper verification by the respective Issuer or R/TA on behalf of the Issuer. New issues are also credited on the
approval of the Issuer. Book-Entry securities can be converted back into Physical Securities (Withdrawal) by sending
a withdrawal request to Issuers/R/TAs through the CDS.

Registrar / Transfer Agent (R/TA)

Issuer may acquire the services of R/TA to perform its obligations or take action on its behalf as per the CDC
Regulations. Such appointment is required to be notified to the CDC under the CDC Regulations.

As per the rule 4 of the Balloters, Transfer Agents and Underwriters Rules, 2001, the R/TA should be a company i.e. it
should be an entity formed and registered under the Companies Ordinance, 1984.

Eligible Pledgees

Eligible Pledgees are usually financial institutions that lend against securities. They also have direct access to the
CDS. A lien can be marked on Book-Entry securities in favor of an Eligible Pledgee. Eligible Pledgee in whose favor
the lien is marked has the power under the statute to either CALL the securities on account of default of the pledgor or
RELEASE the securities.



SECTION II - MAINTENANCE OF SUB-ACCOUNTS
Account Opening

Under section 4(1) of the CD Act, 1997 and CDC Regulation # 6.2, Participants can open Sub-Accounts in CDS on
behalf of their clients. Participants are required to ensure that they are aware of their obligations under the Central
Depositories Act, 1997, and the Central Depository Company of Pakistan Ltd. Regulations prior to opening of Sub
Accounts.

Eligibility of Sub-Account Holder

Participants should ensure that the prospective Sub Account Holder meets the eligibility criteria for opening a Sub
Account:

=  The Sub-Account title for a trust can only be in the name of the trustee.

= A Sole proprietorship / partnership firm can not open and maintain Sub-Account in CDS. However, they can
open and maintain a sub account only in the name of a proprietor or partner(s).

= Minor cannot open an account in CDS. However minor can become an account holder along with a Guardian,
who will be the beneficial owner till the minor becomes an adult.

Documents required for opening Sub Account from Individuals

= Account Opening Form containing account holders details

= Attested copy of CNIC of the applicant

= Attested copy(ies) of CNIC(s) of the joint holder(s) and or nominee(s) (if applicable)

= Attested copy(ies) of passport of the applicant, joint holder(s) and/or the nominee (in case of foreign
nationals)

= Specimen signature card of authorized signatory(ies) (where applicable)

= Duly notarized power of attorney (if applicable)

= Zakat declaration (original or an attested copy where Zakat status is ‘Muslim Zakat non-payable’)

= Attested copy of NTN Certificate (optional)

Documents Required for opening Sub Account from Corporates

= Account Opening Form containing account holder’s details

= Certified true copy of the Board Resolution authorizing opening of sub account

= Attested copy of the constituent documents of the applicant (M&A/Act/Charter/Statute/By-Laws/Rules &
Regulations, Trust Deed etc.)

= Attested copies of Certificate of Incorporation and/or Certificate of Commencement of Business (if
applicable)

= Specimen signatures of authorized signatories

= Duly notarized power of attorney and/or sub power of attorney (if applicable)

= Attested copy of NTN Certificate (optional)

= Registration Number

For Foreign Sub-Account Holder

All documents, as applicable for each case, should be consularized and notarized in the country of incorporation.

Guidelines for Opening / Updating Sub Accounts in CDS

As mentioned above, each Sub Account bears the account opening details as provided by the sub account holder at the
time of opening the Sub Account. Participant, while entering the account opening details (registration detail) in CDS,
should ensure that the details being entered are correct and complete in every respect. In the event where such details
are inaccurate or incomplete the Participant should not enter such information in the CDS and inform the client
accordingly.



A Participant, being supplied with a change in the account opening details by the Sub Account Holder, shall ensure
that such change is reflected in the respective Sub Account, where allowed. Hence, it is the responsibility of the
Participant to ensure that the account opening details of Sub-Account Holders are updated and no discrepancies exist.
Any updation requires prior approval from CDC. For the convenience of the Participants, there is a four fold Account
Setup screen in CDS:

PR

Account Details

Account Holder Details
Joint Account Holder Details
Nominee Details

1) Account Details:

“Share Holder Category” should be properly selected:
= |f the account title is of an Individual then category should be selected as “Individual”
= If the account is Corporate then shareholder category should be correctly used in relation with the
corporate entity
If the shareholder category is, “Others” then ensure a “description of other” is properly entered
Do not enter “Other Category” for Individual
Category of Mutual Fund should be “Mutual Fund”
Shareholder Category of Public Limited Company or Private Limited Company should be Joint
Stock Company

It is worth mentioning that after the introduction of Withholding Tax, the importance of correctly inserting the “Share
Holder Category ID” has become more significant and therefore requires special attention from the Participant.

“Account Title” should be properly entered as per CNIC; up to 60 characters can be entered in the textbox

(for individuals).

= Using additional identification symbols / prefix / suffix to A/c Title is not allowed. There is an additional
field to be used for entering all back office codes or other details instead.

= Title of account is not allowed to be amended once entered. For any necessary correction Participant are
required to open a new Sub-Account or in genuine cases prior written approval for update should be
sought from CDC subject to provision of supporting documents as evidence.

“Father/Husband” name field should be properly selected. (By default, it is Husband’s name), in case of
change in martial status prior written approval for updation should be sought from CDC subject to provision
of supporting documents as evidence.

“Contact Name” should be properly entered.
= Contact person can only be the account holder him/herself (or any of the joint account holder(s),
except for a person in whose name the Power of Attorney is issued by the account holder(s).

“Zakat Status” should be properly selected, especially in Individual account setup, e.g.
= Title of Individual A/c should match with appropriate Zakat Status. In case of mismatch, the
Participant should ask for clarification. For e.g. an individual account by the title of Justin Dean
should not have ‘Muslim Zakat Payable’ status. It will be “Non Muslim” in such cases.

“Dividend Mandate” field should be correctly filled (if opted):
= Bank account no. is correctly filled.
= Bank Name, Branch & City is correctly filled.
= Only Common acronyms of Bank(s) are acceptable (e.g. MCB, HBL etc.)

Note: Dividend mandate field becomes ‘disabled’ if selected as NO.



2)

3)

4)

Account Holder Details:

“Mailing Address” is properly filled: Every address has essential components like:
= House Number
= Street Number
= Block Number
= Phase Number
= Mohallah Name
Area Name
City Name
Country Name (Other than Pakistan)
Post Code / Office

“Telephone No.” correct telephone number should be entered.
“Fax No.” should be properly entered.
“E-mail address” should be properly entered and provided in appropriate syntax, if opted by client.

“Occupation Code” should be properly entered:
= In case of Individual, ensure that the occupation code applicable to individuals is chosen.
= Please check for Logical Errors like Occupation Code “House Wife” for Male individual account.

“Resident Status” should be correctly filled: Change in Residential Status is not allowed. For any
correction/change, opening of a new account is required.

“Passport Details” should be properly entered:
= Passport No. should be properly filled.
= Date of Issue should be properly filled.
= Place of Issue should be properly filled.
= Date of expiry should also be entered.

For any necessary correction Participant are required to open a new Sub-Account or in genuine cases prior
written approval for update should be sought from CDC subject to provision of supporting documents as
evidence.

“CNIC No./UIN” should be properly entered in new format. Any update in CNIC / Passport no. / NICOP /
Registration no. is not allowed. In case of any change, prior intimation to CDC is required along with
certified true copy of relevant documents. Also, please note that accounts already opened with old NIC must
be regularized.

“NTN Number” should be correctly entered (if opted).

Joint Holder Details:

Ensure that field of “Joint Account Holder(s)” is properly entered (if applicable). Subsequent to opening sub
account addition, deletion and updation of joint account holder is not allowed. Incase of any change, a new
account is required to be opened.

Account holder cannot be a joint holder of his/her account.

Only 3 Joint Holders are allowed in one account.

Nominee Details (Not to be entered incase of joint account):

Ensure that “Name” field of Nominee is properly entered.

Ensure that field of “CNIC” is properly filled with CNIC number.

Ensure that in case of foreigner, field of “Passport Number” is properly entered.
Ensure that field of “Place of Issue” is properly entered.

Ensure that field of “Passport Issue Date” is properly entered.



= Ensure that field of “Expiry Date” is properly entered.
= Ensure that the person to be nominated shall not be a person other than a relative of the Sub-Account holder,
namely, a spouse, father, mother, brother, sister and son or daughter (including a step or adopted child).

IVR, WEB & SMS Activations
Participants are advised to offer free of cost IVR/Web and SMS services to their sub-account holders.
While doing so, following fields should be correctly filled out:

= Mother’s Maiden Name (mandatory for IVR activation)
= Date of Birth (mandatory for VR activation)

=  Mobile Number (mandatory for SMS activation)

=  Email Address (mandatory for web activation)

The above information is necessary for activation of these services to be availed by sub-account holders on 24/7 basis.
It is therefore important that the due care is taken while entering information against said fields.

Impact of Incorrect Account Opening Details

Incorrect or incomplete account opening details can have serious consequences with respect to rights and obligations
of sub-account holders as well as the Issuers in the following matters:

=  Establishment of ownership of securities

= Distribution of entitlement (other offers from the Issuer)

»  Deduction of Tax / Zakat

= Receipt of statutory notices from the Issuer

= Attendance in meeting, personally or by proxy

= Reporting to the State Bank of Pakistan for the purpose of declaring the details of non-resident shareholders

on repatriable basis

= Directors’ Report on Pattern of Shareholding

= Right to succession or transfer/transmission

= Receipt of accounts and other notices/information from the Issuer

Maintenance of Relevant Authorities from Sub Account Holders
Participant should obtain and maintain proper record of authorities / instructions of Sub Account Holders for:

= Updating their Account opening details

= Change of their authorized signatory(ies)

= Handling of securities owned by Sub Accounts

= Closure of their Sub Accounts
Filling of Zakat Declaration by Sub Account Holders
Participants should obtain Zakat declaration from their Clients/Sub Account Holders (including Joint Account
Holders) who are seeking exemption from compulsory deduction of Zakat from dividends. The Participants should
retain Zakat Declaration on prescribed format (CZ 50) with them and provide a copy to the relevant Issuers as and
when required by them.

Guidance for Sub Account Holders

Participants should communicate the following to their clients from time to time:

Periodically Checking Account Balance/Account Activity

Participants should advise their client to obtain Account Balance Statements and Account Activity Reports (generated
from CDS) on regular basis either from their Participants or directly through CDC. Account Balance Statement and
Account Activity Reports can be obtained from CDC Customer Support Services by providing a written request and
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an attested copy of the CNIC as per CDC’s requirement (Incase of non-availability of attested copy of CNIC, original
CNIC can be shown at the time of request to CDC staff)

Checking Account Opening Details of their Sub Account in CDS

In order to avoid inconvenience at the time of entitlements, Participant should ensure that the Sub-Account holders
have reviewed account opening details of his / her sub-account. To ensure this, Participant should provide them with
the Account List showing their account opening details including their Zakat Status and may ask them to sign the
same.

Guideline for filling out Subscription Form

Participants should help their sub account holders in filling out subscription forms particularly the columns pertaining
to participant and Sub-Account numbers in order to avoid inconvenience for their clients at the time of credit of
securities pursuant to right, new issue or offer for sale. They should also clearly inform their clients that subscription
in CDS is only allowed in subscriber’s own account (including joint account)

Adyvice providing details of Nominee

Participants should guide their client at the time of opening of sub account for providing nominee relationship to be
entered in their registration details. Nominee shall not be accepted in case of a joint account. Under section 80 of the
Companies Ordinance 1984, nominee can be a spouse, father, mother, sister, brother and off springs (including a step
or an adopted child). Where no nomination has been made, a succession certification issued by the court shall decide
as to the distribution of assets of the deceased amongst the legal heirs.

Guideline for Pledging of Securities

Where required, Participants shall only pledge securities owned by their sub-account holders directly from the sub
accounts in favor of eligible pledgee through a pledge transaction in CDS, provided that proper authorization in this
regard has been obtained from concerned sub-account holders by the Participants. Movement of securities from sub-
accounts to the House Account of a Participant for pledge purpose is strictly prohibited. Pledge of book-entry
securities in favor of an Eligible Pledgee does not result in change of title, which remain vested in the name of the
pledgor who enjoy all rights and benefits accrue on such securities held by them from time to time.

Guideline for filling out Security Deposit Form (SDF)

Participant should ensure the following before submitting SDF to the Issuer / R/TA:
=  The security submitted for deposit is live in CDS.
= Participant ID, Participant Name, Security Name, Sub Account Number and Title of Sub Account are
properly filled out.
= Attached transfer deeds are duly verified.
= Transferee section of the transfer deed are duly signed & stamped by the Participant on behalf of CDC.
= Share transfer stamp is affixed on every transfer deed.
= Any rectification or overwriting on the Form is counter-signed by the authorized signatory.
= Correct number of securities / units and certificates are filled out in the specified column of the form.

Important: with the recent amendments in the CDC regulations, deposit of securities not already registered in the name
of the account holder or a sub-account holder (generally known as “Street Name Shares”) is strictly prohibited.
Participants shall therefore refrain from depositing any street name shares in to the CDS.

Closing Dormant / Empty Sub-Account

Regarding the course of action to be taken by participants in order to close empty sub accounts of those sub account
holders who are not reachable due to any reason whatsoever, it is advised that a 7 days notice (to be mailed at the last
available mailing address provided by the sub account holders) should be given to such sub account holders. If no
response is received within the stipulated time then Sub-Accounts with nil securities balances may be closed after
serving final notice and proper documentation evidencing such steps shall be kept by the Participant for future
reference or queries.
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Annual Fee on Sub-Accounts

As per CDC'’s tariff structure approved by the Securities and Exchange Commission of Pakistan, CDC charges an
annual fee of Rs. 100 for opening and maintenance of sub-account in the CDS. Participants should therefore review all
the dormant Sub-accounts and close the same under notice to the concerned sub-account holders to avoid unnecessary
annual charges.

Transfer of Holding

As per Regulation 15.5.3, Sub-Account Holders may request CDC directly for Transfer of their holdings from one
account to another account only in cases where Participant:

A. issuspended
B. its admission in CDS has been terminated
C. its status has been converted to an ordinary Account Holder from a Participant

Participants should guide the Sub-Account Holders about the following documentation requirements for Transfer of
Holdings or may inquire CDC Customer Support for detail:

1. Request Letter duly signed by the Sub-Account Holder (Annexure — TH1) (In case of joint holders, the request
also needs to be signed by all the joint holders).

2. Letter of consent from the suspended/terminated/converted Participant (Annexure — TH2) duly signed by the
authorized signatory(s), along with the list of Securities to be moved / Account Balance Statement, duly signed by
suspended/terminated/converted Participant.

Note: Where letter of consent from the suspended/terminated Participant cannot be obtained due to any reason
acceptable to CDC the Sub-Account Holder will provide the same in writing to CDC, after which CDC shall give
notice to the suspended/terminated Participant of its intention to change the Controlling Account Holder of such Sub-
Account whereby providing seven (7) Business Days to reply, failing which, CDC may proceed with the request.

3. Details of the sub account with another Participant where Securities are to be moved along with the letter of

consent to this effect from the receiving Participant (Annexure — TH3) duly signed by the authorized signatory(s).
Note: Where Book-entry Securities are to be moved to the Investor Account, consent letter from Investor Account
Services (IAS) will not be required.

4. Where recipient Sub-Account or Investor Account is a joint-account, No Objection Certificate signed by all joint-
holders shall also be furnished at the time of request.

5. Copies of CNIC of all account holders along with original CNIC, in case of Individual or a certified true copy of
Board Resolution in case of Corporate along with attested true copies of the CNIC(s) of authorized signatory
(ies).

Note: In case of a non-resident Pakistani or foreigner, copy of Passport should be submitted.

6. Duly signed ‘Unit Transfer Form’ (four copies), provided by the Asset Management Company (AMC) incase
where units of open-end mutual funds are also included in the holding balance
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SECTION III - MAINTENANCE OF PARTICIPANT ACCOUNT WITH CDC
Admission Criteria for Investor Account

Person, Company, Corporation or other corporate body that are otherwise eligible to become a CDS Participant cannot
open an Investor Account. Existing Participant also cannot open an Investor Account in its name.

Note: As per CDC circular dated December 6, 2004, members of the stock exchanges cannot become Investor
Account Holders.

Reconciliation of Records with CDC

According to CDC Regulation 13.6, each Account Holder, for each business day must verify the activity taking place
during that business day related to handling of book entry securities maintained in his/her/its account family and
should immediately report (in writing) any concerns in this regard to CDC latest by the end of day on the next
succeeding business day enabling CDC to possible measures on best efforts basis.

Change in Signatory(ies) & Authority(ies)

As a prudent measure, Participants are required to intimate to CDC any change in their authorized signatory(ies) as
soon as the change takes place at their end. CDC shall however continue to rely on existing signatories till such time

change in authorized signatories is notified in writing.

Documents required for Change in Authorized Signatory(ies) in case of Individual Participant

= A Letter intimating the change in authorized signatories on letterhead. (The letter must be signed by the
authorized signatory(ies) of the account) and by the member himself.

= Specimen signatures of new signatory(ies) on Signature Card (Signature Card may be obtained from CDC
office). Ensure that the signature card is duly stamped and special instructions are clearly mentioned.

Documents required for Change in Authorized Signatory(ies) incase of Corporate Participant

Where authorities are delegated by way of Board Resolution (BR)

= Board Resolution [Annexure “C20(a), C20(b), C20(c)”] specifying the change. The BR should be a certified
true copy on company’s letterhead.

= Specimen signatures of the new signatory(ies) on the Signature Card (Signature Card may be obtain from
CDC office). The Card should bear company’s stamp and special instruction should be clearly mentioned in
conformity with the Board Resolution.

Where authorities are delegated by way of Power of Attorney (POA)

= Attested copy of Principal Power of Attorney together with an attested copy of sub power of attorney (as per
requirement). The power of attorney should include CDC specific clauses [Annexure “C20(d)"].

=  Specimen signatures of the new signatory(ies) on the Signature Card (Signature Card may be obtained from
CDC office). The Card should bear company’s stamp and special instructions should be clearly mentioned in
line with POA.

Change in Contact Person

Incase of change of contact person, the client is required to intimate CDC about the change of the contact person in
writing mentioning the Participant ID. The request letter nominating a new contact person should be duly signed by
the authorized signatory(ies). The Participant should always mention the salutation/designation of the contact person
as this information is entered in the CDS.

Note: If the contact person is the authorized signatory then a request for change in contact person should also be
accompanied with change in authorized signatory.
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Change in Other Registration Details

In case of change in other registration details like Address, Telephone No., Fax No. , Zakat Status, change in Nominee
details etc., the Participant is required to intimate CDC about such change in writing mentioning the Participant ID.
The request letter should be duly signed by the authorized signatory(ies) of the account.

Updation of Registration Number in CDS
It is required to enter the Registration Number in CDS for all Sub-Account Holders at the time of account opening.
Change of CDS User Access Option

Participant/Account Holder is required to send a written intimation to CDC by the authorized signatory(ies) of the
account.

Change of Management

The Clients are required to provide following documents along with the intimation for change of management in
writing:

= Board Resolution (Annexure “C19”) along with a covering letter detailing the change and advising future
course of action

= Attested copy of Form 29 (attested by SECP/ Registrar Office)

= Specimen signatures of the new signatory(ies) (if required)

= Name and designation of new contact person (if required)

Change of Company Name

In case of change of company name, the Client will provide a certified true copy of Certificate of Incorporation upon
Change of Name issued by the SECP along-with covering letter (on company’s letterhead) duly signed by the
authorized signatory(ies) intimating the change. Please make sure that the UIN is updated in NCDB.

Reinstallation of CDS / Changes in Terminal Details

Reinstallation of CDS is required when the files of CDS at client’s terminal are corrupted, deleted or corruption occurs
in Operating System or failure of hard disk. The clients, in such cases are required to request CDS reinstallation in
writing (on company’s letterhead) duly signed by the Authorized Signatory(ies) covering mandatory details like,
address, terminal information, contact person details. Please make sure that the Element ID is mentioned. Clients’
terminals are tagged for security reasons. Therefore, in order to avoid inconvenience, clients are requested to timely
update CDC regarding any changes in MAC/HD addresses of their Terminals through a letter signed by their
authorized signatory (ies).

Closure of Account Holder Account & Participant Account

As per Regulation 15.10.1, an Account Holder may terminate its admission to CDS by giving 40 business days notice
to CDC. In such case, before the expiry of notice period, the Account Holder should withdraw from CDS or remove
from its control the book entry securities entered in any holdings controlled by such Account Holder and should close
Sub-Accounts under its participant umbrella and inform CDC accordingly. In this regard, the notice of termination of
admission issued by CDC should be complied with.

It is important to note that in case of Conversion or Transfer of Membership new Member can not be admitted as
Participant in CDS until the previous Participant Account is terminated in CDS.

Copying of Sub-Accounts & Transfer of Holding

A Facility is available to Participants to copy sub-accounts and transfer securities by using the ‘Account Copy’ and
‘Transfer of Holding’ option in CDS. This option is made available to Participants only after receiving a standard
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request (Annexure — “C14™) duly signed by the authorized signatory(ies) with certified true copy of Notice from
relevant Stock Exchange.

Change of CLI Number
Change in CLI numbers should be immediately notified to CDC by the Element via written request clearly mentioning
the Dialup ID and number to be replaced duly signed by the authorized signatory(ies). Please note that maximum of 2

CLI Numbers can be binded with a Dialup ID. (CLI is not for LAN Users)

Termination of Admission of Account Holder into CDS

Chapter 15 of the Central Depository Company of Pakistan Limited Regulations (“the Regulations”) deals in the
events relating to imposition and removal of Restriction/Suspension and Termination of admission of the Account
Holder (including Participant) to the CDS.

Causes of Termination of Account Holder Account

Following are the circumstances under which an Account Holder Account can be terminated

"  Non-Compliance

In the event of Non-Compliance, involuntary Termination of Account Holder Account can take place due to the
reasons as explained in CDC Regulations 15.1.1.

The Account Holders can also have the account voluntarily terminated by giving notice of termination under the
following scenarios:

"  Corporatization
Account Holder may give notice for termination to CDC of its admission to the CDS under CDC Regulation 15.10.1.

In this case admission of the individual Account Holder has to be terminated and another Account Holder Account has
to be opened in the name of Corporate Member.

=  Voluntary Basis

In case the account holder wishes to close the account due to any reason, he can do so by simply submitting a notice of
termination.

Responsibilities of Account Holders Related to Termination of Account

Following are the responsibilities of the account holder which have to be fulfilled in the case of termination of
account:

During Notice Period

Once the Account Holder has been served the notice of termination by CDC, he should complete the following
formalities within 40 business days from the date of the termination notice:

o Withdraw from CDS or transfer from its control all Book-entry Securities from all the accounts in the account
family

e Close all active sub accounts (‘C’ type accounts) after ensuring that no entitlements are due to be credited owing
to any corporate action

e  Ensure that no deposit and / or withdrawal request is in pending position

e  Ensure that no security is in pledged position

e Ensure that no future dated Intra Account Transaction is in pending position
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If the Account Holder fails to complete the above formalities, a fee of Rs. 100 per day would be levied from the day of
expiry of the notice period until the formalities are fully completed.

Post Notice Period

Admission of the Account Holder is terminated after expiry of the 40 business days notice period and the use of CDS
terminal is restricted. In case the Account Holder wishes to extend the notice period, he may request for an extension
in writing, duly signed by authorized signatories.

Where termination is done pursuant of Corporatization or sale of Stock Exchange membership, CDS terminal is not
removed and access to limited services is provided, enabling the Account holder to transfer the shareholding to the
new account.

CDC refunds the security deposit to the account holder upon completion of all account closing formalities.

Settlement of Pending Trades of a Suspended Participant

In order to settle the pending trades, the suspended Participant is required to do the following:

1. Submit a schedule of deliveries (including Inter & Intra account movement and details of Balance Order)
duly signed by authorized signatories on the following format:
a.  Name of securities
b.  Volume of securities
c. Details of Accounts (from account & to account)
d.  Settlement date

2. Indemnities from the suspended Participant (Annexure — C25 & C26), holding CDC harmless from and
against any losses, damages, costs and expenses incurred or sustained for allowing movement of sub-account
holders’ securities for settlement purpose

3. Post suspension consent letter from Sub-Account Holders and Joint Account Holders, if any, from whose
sub-accounts the securities are to be moved

4. Attested copies of CNICs of Sub Account Holders and all joint account holders, if any
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SECTION IV - TRANSACTIONS IN CDS

1.

As per Section 26 of Central Depositories Act 1997, it is important to note that with the exception of
conditions specified in Regulation 3.17.1, at least one transacting party in CDS should be a member of the
Stock Exchange.

As per Section 24 of Central Depositories Act 1997, Participants should not handle book-entry securities
owned by their sub-account holders without their authority.

As per Section 12 of Central Depositories Act 1997, Participants should not Pledge book-entry securities
owned by their sub-account holders without having proper authorization from them.

Further, Pledge of Book-Entry Securities is allowed directly from the accounts of beneficial owners to an
Eligible Pledgee for Pledge purposes or placement of collateral against loans.

As per SECP directive, transfer of Book-Entry Securities from client’s Sub-Account to the House Account of
the Participant shall not be allowed for pledge or any other purposes.

List of Free Delivery Transactions held in CDS

Market Based Transactions

Transfer of Book-Entry Securities is allowed only against market-based transactions i.e. transactions settled
through the National Clearing Company of Pakistan Limited and off-market transactions reported to the
Stock Exchanges.

Lending & Borrowing Transactions

Transfer of Book-Entry Securities is allowed for lending and borrowing transactions till the implementation
of Securities Lending and Borrowing mechanism. All borrowing transactions should be strictly against
underlying market sale transactions and proper documentation evidencing the borrowing and lending is kept
by broker clearly showing the transacting parties together with their signatures. A copy should be sent to
CDC (clearly marked to the Chief Internal Auditor in a sealed envelope) on the date of transaction.

Gift Transactions (For Blood Relation)

Transfer of Book-Entry Securities by way of a gift is allowed amongst family members only which include
the spouse, children, father, mother, brother or sister and any lineal ascendant or descendant. All such
transactions should be properly documented and kept in record by the Account Holder. A copy of gift deed
should be sent to CDC (clearly marked to the Chief Internal Auditor in a sealed envelope).

Gift Transactions (Other than Blood Relation)

Gift transactions made on account of natural love and affection under the law shall be required to be
underlined on the relevant Stock Exchange through a broker in the manner prescribed for Off-Market
Transactions. A copy of the gift deed and a confirmation of underlining including the date on which the same
was underlined are to be sent to CDC (clearly marked to the Chief Internal Auditor in a sealed envelope).

In addition to the above referred transactions, securities movement shall be allowed between Accounts and Sub-
Accounts including transfer to or through CDC’s Investor Accounts due to below mentioned reasons where proper
documentation shall be maintained by the Account Holders:

i
ii.
iii.
iv.
V.
Vi.
Vil.

Securities transactions where title remains the same as that of the Account Holder or Sub-Account Holder;
Securities transactions by reason of the transmission of assets to an executor or beneficiary on the death of
Account Holder or Sub-Account Holder;

Transfer of securities under a court order or in discharge of a requirement prescribed by any law for the
time being in force;

Securities transactions resulting from the offer for sale of securities.

Securities transactions due to privatization of any government-owned enterprise;

Securities transactions relating to conversion of securities into GDRs and reversals thereof;

Securities transactions where the securities concerned are not listed on any relevant Stock Exchange;
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viii. Securities transactions resulting from a portfolio transfer, where account title, may or may not remain the
same, as a result of a merger or restructuring and/or where underlying foreign investors change
custodians/fund managers/trustee.

Reason Codes Used in CDS

Clients are requested to select the appropriate reason code for each securities transaction in CDS. A detailed
description of all the reason codes is mentioned below:

Free Delivery — Inter Participant
S.No Reason Reason Code Name Detailed Description
Code

1 P0O17 For Lending / Borrowing To be used for securities transactions involving a loan of
securities. All such transactions should be against
underlying market sale transactions by borrower.
Documentation including a Cover letter from the
participant (who is lending on behalf of its Sub-Account
holder) identifying the date and parties to the transaction,
an authority letter from both parties confirming the
transaction and a confirmation from the participant that the
borrowing is supported by an underlined trade to be
maintained by the participant and a copy to be provided to
CDC Internal Audit Department on the same day.

2 P016 Transfer owing to buy-back | Securities' transactions pertaining to buy-back of shares as

of shares per section 95(A) of Companies Ordinance 1984 are
recorded under this head

3 P015 Transfer owing to Securities transaction pertaining to acquisition of voting

Acquisition of Shares shares and takeovers are recorded under this head.
4 P014 For Settlement of Off- For settlement of securities transactions that are reported as
Market Transactions Off-market transaction at the relevant Stock Exchange.
5 PO13 Transfer of securities Owing | Securities transactions involving any privatization,
To Privatization By GoP denationalization, divestment or disinvestment by
Government of Pakistan.
6 P010 Transfer in case of unlisted To be used for movement of securities that are not listed on
securities any Stock Exchange such as, privately placed TFCs and
securities of public unlisted and private limited entities.
7 P009 Transfer in case of Gowvt. Securities transactions where securities concerned are
Securities Government Securities
8 P008 Pursuant to order of any This code may be selected when securities are required to
competent authority be moved pursuant to any order or directive of any
competent authorities, like SECP, court of law etc.

9 P002 For Settlement of trade- The code is used for settlement of market based

Market Related Only transactions pertaining to "non clearing member
participant”. This code can also be used for Square-up
related transactions.

10 P018 For Portfolio Transfer To be selected for transfer of Securities where the title of
the account and Sub-Account remains the same.

11 P019 Transmission To be selected against the securities transaction where
transmission of assets to an executer or beneficiary is
required due to the death of account holder or sub account
holder. Proper documentation which includes death and
graveyard certificate, and succession certificate to be
maintained by Participant.

12 P020 Transfer owing to Offer for Securities’ transactions pertaining to offer for sale under

Sale section 61 of Companies Ordinance 1984 are recoded under
this head.
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13

P021

Transfer Against GDR
Transaction

Securities’ transactions involving transfer of securities
pertaining to the issuance and cancellation of GDRs.

14

P022

For Gift (Other than Blood
Relation)

Transfer of securities pertaining to gift transaction made on
account of natural love and affection (other than Blood
Relations) are recorded under this head. All transactions
under this head are required to be underlined as Off-market
on the relevant Stock Exchange in the manner prescribed
for Off-Market Transactions. A copy of the gift deed and a
confirmation of underlining including the date on which the
same was underlined to be provided to CDC Internal Audit
department.

15

P023

Reversal of Erroneous
Transaction

To record any such transactions that are made to return the
securities mistakenly delivered to participant's account.

16

P024

For Gift (Blood Relation)

Transfer of securities under this head is allowed by way of
gift only to family members, which includes spouse,
children, father, mother, brother, sister or lineal ascendant
or descendant. A copy of the gift deed to be provided to
CDC Internal Audit department.

17

P026

For Reversal of
Lending/Borrowing
Transactions

To be used to clearly segregate the transactions in CDS that
are executed for reversal of lending. This reason code may
therefore be selected while executing transactions in CDS
where shares that were delivered under the head of lending
and borrowing are returned by borrower.

Documentation requirements include an authority from the
borrower about returning of loan. This, however, may be
waived if the original authority at the time of lending
specified a date of return.

18

P027

For Repo Transaction

Pertains to the “Repo transactions” which take place in the
debt security, not being traded at the exchange’s official
trading system. This code can also be used for Repo
transaction involving other “unlisted securities”.

19

P028

For Reversal of Repo
Transaction

For reversal of any transaction as explained above
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Free Delivery — Intra Account

S.No Reason Reason Code Name Detailed Description
Code
1 A024 For Lending / Borrowing Same as described in Inter participant Transaction
2 A023 For Settlement of trade- To be used for transfer of securities from Main account to
Market Related Only Sub or House account and visa versa for settlement.
3 A022 Transfer owing to buy-back | Same as described in Inter Participant Transactions
of shares
4 A021 Transfer owing to Same as described in Inter Participant Transactions
Acquisition of Shares
5 A020 For Settlement of Off- Same as described in Inter Participant Transactions
Market Transaction
6 A019 Trans. Owing To Same as described in Inter Participant Transactions
Privatization By GoP
7 A018 Transfer in case of unlisted Same as described in Inter Participant Transactions
securities
8 A017 Transfer in case of Govt. Same as described in Inter Participant Transactions
securities
9 A015 Order of Competent Same as described in Inter Participant Transactions
Authority/Arbitration
10 A005 For Settlement— C To C To be used for In- House settlement of trade based
(For Market Trade) transaction. This code will only be used to transfer
securities from one beneficiary account to another
beneficiary account.
11 A025 For Portfolio Transfer Same as described in Inter participant Transaction
12 A026 Transmission Same as described in Inter Participant Transactions
13 A027 Transfer owing to Offer for | Same as described in Inter Participant Transactions
Sale
14 A028 Transfer Against GDR Same as described in Inter Participant Transactions
Transaction
15 A029 For Gift (Other then Blood Same as described in Inter Participant Transactions
Relation)
16 A030 Transfer Against Pledge Call | Transfer of securities to respective House or Sub account
pursuant to post pledge call activity under this reason code.
17 A031 Reversal of Erroneous To return the Securities mistakenly delivered to wrong
Transaction account under the Participant’s umbrella.
18 A032 For Gift (Blood Relation) Same as described in Inter Participant Transactions
19 A033 For Reversal of Same as described in Inter Participant Transactions
Lending/Borrowing
Transaction
20 A034 For Repo Transaction Pertains to the “Repo transactions” which take place in the
debt security, not being traded at the exchange’s official
trading system. This code can also be used for Repo
transaction involving other “unlisted securities”.
21 A035 For Reversal of Repo | For reversal of any transaction as explained above

Transaction
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Segregation of Clients’ Securities

= Participant should ensure that the securities owned by their clients should be kept in the sub account opened
in his/her name.

= Each participant should ensure that the book entry securities owned by the Participant himself are not kept in
any sub accounts maintained by him.

= Participants should ensure that securities owned by the client of an agent of any Participant should not be kept
in the account of the agent.

= Participants should ensure that securities of agents of Participants are to be kept in the Sub Accounts opened
in the name of the agents.

= As CDC Regulations do not permit pledging of securities from the Main Account, therefore, CDC has
blocked the authority of pledging securities from CDS Main Account. Hence, securities previously pledged
from the CDS Main Account and are still held in pledged position should be removed from CDS Main
Account and be pledged from appropriate account.

Deposit/Withdrawal Request in CDS

While executing Deposit/Withdrawal Request in CDS, Participants should keep in mind to enter number of
shares/units of securities instead of value.

Note: It is important to note that no Registered-Form Eligible Securities (including shares) that are not already
registered in the name of the Holder of target CDS Account at the time of processing of deposit request transaction
shall allowed to be deposited in to the CDS.

Timely Sending of Documents to Issuers

Participants, after executing Deposit/Withdrawal Requests in CDS, should immediately send the necessary documents
to R/TA as delay in doing so creates problem for the Issuer especially at the time of Book Closure.

Documents required for Deposit of Physical Securities:
= Duly filled Securities Deposit Form.
= Duly verified transfer deed with affixed transfer stamp. Ensure that transferee section of deed is duly signed
& stamped by authorized signatory(ies) of Participant on behalf of CDC using the rubber stamp in the format
given below:

For and on behalf of Central

Depository Company of Pakistan

Limited

(only for the purpose of registration of securities in the name of
CDC under Regulation 8.2.1(c) of the Central Depository
Company of Pakistan Limited Regulations)

Documents required for Withdrawal of Book Entry Securities
= Duly filled Securities Withdrawal Form

As per CDC Regulation # 8.3A, if the Registered Transfer Documents are not received by the Issuer within 30
business days after initiation of a Deposit Request Transaction by the Account Holder, the Issuers can reject the
Deposit Request Transaction initiated by the Account Holder. In case where the documents are received by the Issuer
after it has rejected the Deposit Request Transaction, the Issuer shall send them back to the relevant Account Holder.

Further, if the Registered Transfer Documents are not received by the Issuer within 2 business days after the book

closure start date, it shall be deemed that the deposit request transaction was made on the day after the book closure
end date.
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Using File Upload Options

Elements are advised to use various upload options in CDS in order to save time. Through these options, Participant
can prepare a text file on any computer and upload the same in CDS terminal.

Future Dated Intra Account Movement
Through the facility of future dated intra account movement, Participant can define an Intra Account transaction to be
executed on a future date. This functionality can be used more effectively for movement of shares for the purpose of
settlement.
Transactions Related to Open-End Mutual Funds
Following functionalities are available in CDS w.r.t. Open-End Units of Mutual Funds namely:

= Deposit Request

= Withdrawal Request

= Redemption of Units

= Transfer of Units

Deposit of Physical Units into CDS

The Procedures for Deposit of Units in CDS is similar to Deposit of Securities in CDS. Every investor wishing to
deposit Physical Units shall complete the Securities Deposit Form and submit it to Participant for transmitting a
deposit request in CDS. The Participant shall dispatch the relevant documents to the AMC / R/ITA. The AMC / RITA
shall register the transfer of units in the name of CDC, mark the physical units as cancelled and approve the deposit
request transaction. Upon approval, the units shall be made available in CDS. Participant can only initiate the Deposit
Request from Unit Holder’s own Sub-Account / House Account. Only physical units will be accepted for deposit.

Withdrawal of Physical Units from CDS

The Procedures for Withdrawal of Units in CDS is also similar to Withdrawal of Securities in CDS. Every Sub-
Account holder wishing to withdraw Units from CDS shall complete the Securities Withdrawal Form and submit it to
Participant for transmitting a withdrawal request in CDS, in the manner similar to Withdrawal of Securities. The
Participant shall then dispatch the relevant documents to the AMC / RTA who shall register the transfer of units to the
name of the transferee from the name of CDC, prepare the physical units, approve the withdrawal request transaction
and send the units to the unit holders. Participant can only initiate the Withdrawal Request from Unit Holder’s own
Sub-Account / House Account.

Redemption of Units

The unit holders who want to redeem their units are required to submit 4 copies of Redemption Form (provided by the
AMC) to the Participant. The participant shall:

e Save and post the redemption request in CDS (note that a redemption request cannot be cancelled by the
Participant once it has been posted)

e generate two printouts of the post transaction, and

¢ Retain one copy each of the printout and the Redemption Form. Return the second post printout (duly signed
& stamped) along with the remaining copies of the Redemption Forms to the investor for delivery to AMC.

Note: Disbursement of payment would be handled by AMC in accordance with their existing procedures and NBFC
Rules, 2003

Transfer of Units

The unit holders who want to transfer their units to another account holder are required to submit 4 copies of Transfer
Form (provided by the AMC) to the Participant. The participant shall:

22



= Save and Post the transfer request in CDS (note that a transfer request cannot be cancelled by the Participant
once it has been posted)

= generate two printouts of the post transaction, and

= Retain one copy each of the printout and the Transfer Form. The Participant should return the second post
printout (duly signed & stamped) along with the remaining copies of the Transfer Forms to the investor for
delivery to AMC.

Further, the AMC shall:

= After receiving the documents time stamp the transfer form.
= Deliver client’s copy of the transfer form to the investor as acknowledgement.
= Retain AMC copy for its record and forward RTA copy along with the CDS post printout to the RTA/AMC.

Lastly, the R/TA, after receiving a copy of the “Transfer Form’ along with the relevant documents from the AMC,
shall verify it. In addition to the normal verification conducted by the RTA in the case of physical units, the RTA shall
also ensure that the Participant and sub-account number in which the units are to be transferred is valid and is not a
Main Account.

@ in case of successful verification the RTA will approve the transfer request in the system
otherwise
(i reject the transfer request in the system, and
(i) inform the account-holder of the rejection with the reason thereof.
(b) Upon successful approval, the units shall be automatically transferred to the relevant CDS Account.

Subject to successful performance of the above process, the electronic units shall be transferred within five business
days of submission of the Transfer Form.
Pledge of Units

Pledging of units is available for the securities existing in CDS. Although the credit of units in Main Account is not
allowed in the case of units, an exemption is provided in the case of Pledge Call. In this case, the units can be called
into a Main Account after which the units can be transferred to the respective Sub-Account through unit transfer
functionality.

Free Delivery

Free Delivery is not allowed for the units of Open-End Mutual Funds. Where required, the unit holders will have to
transfer the units in the aforesaid manner.
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SECTION V - AUDIT OF CDS ELEMENTS
Monitoring Compliance with CDC Regulations

For the purpose of monitoring compliance of the CDC Regulations, CDC may, under Regulation 13.1 ask for any
information or require inspection of records of an CDS Element by notice relating to the securities transactions and
other CDS related actions taken by them.

For this purpose, the Account Holders/Participants are required under the said Regulation to provide the information
sought by CDC or allow inspection of records as required by CDC from time to time. Where inspection of record is
required, the notice must specify the description of the records to be inspected and the date and time at which the
inspection will take place.

Where an Account Holder or a Participant receives such notice from the CDC, he should:
= Permit inspection
=  Provide such assistance as CDC may reasonably require
= Bear any cost incurred in complying with such notices

Inspection of Records by CDC

If CDC has a reason to suspect that a contravention of CDC Regulations has occurred or an Account Holder or a
Participant has engaged in an activity which has affected or may affect the integrity or orderly operation of CDS, CDC
may, under Regulation 13.2, require such Account Holder or a Participant to permit inspection of any records in
connection with the performance of any obligations or any action taken or required to be taken by them under the CDC
Regulations. The inspection may also be carried out under directive of the Securities and Exchange Commission of
Pakistan from time to time.

Major Issues Identified during Inspection of Participant Records
Non-Compliance of CDC Act

Section 12 (6) of the CDC Act states that: “A participant shall not create a pledge over any book-entry securities
entered in any Sub-Accounts maintained under his account with the central depository without the authorization of the
Sub-Account holder concerned”

Observation: It has been observed that the securities are pledged without any authorizations from the Sub-Account
holders. No securities of the Sub-Account holders should be pledged by the Participant without having authorization
from the Sub-Account holders concerned.

Section 24(1) of the CDC Act states that: “A participant shall not handle or authorize or permit any handling of book-
entry securities entered in the Sub-Accounts maintained under his account without authority of the Sub-Account
holder”

Observation: It has been observed that the securities are transferred out of the sub-accounts without any written
authorizations from the Sub-Account holders. The Participant shall not, without authorization from the Sub-Account
holders, handle securities from their sub-accounts, be it for settlement purposes i.e. for delivery to the National
Clearing Company for settling their trade or for other than settlement purposes i.e. for loan or Participant’s own
exposure purposes etc.

Non-Compliance of CDC Regulations

Regulation 4.19.2 of the CDC Regulations states that: “Each Participant shall ensure that the Book-entry Securities
owned by the Participant himself are not entered in any Sub-Account(s) maintained by the Participant on the CDS”

Further, House Account as defined in Regulation 2.11.1 means an Account maintained on the CDR by an Account
Holder for recording Book-entry Securities beneficially owned by the Account Holder
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Observation: No securities whose beneficial ownership belongs to the Participant himself/itself should be parked and
kept in any Sub-Account of the Participant. For segregating purposes, HOUSE Account has been provided to the
Participant so that he can keep his securities in that account clearly segregating securities owned by his Sub-Account
holders.

Main Account as defined in Regulation 2.11.1 means an Account maintained on CDR by an Account Holder as a
transit Account to be exclusively used by the Account Holder for transiting of the Book-entry Securities Delivered or
entered into such Account to other Accounts or Sub-Accounts.

Observation: It has been observed that some Participants are using the Main Account as a custody account and do not
segregate the clients’ securities in their respective sub-accounts. Due to this practice, the clients’ securities remain
parked in the Main Account where ownership of such securities cannot be ascertained as the title of the Main Account
is in the name of the Participant by default, which otherwise is not a proprietary account but a transit account. Further,
this also leads to accumulation of all corporate entitlements and other benefits in to the Main Account, thus depriving
the clients of their rights and prejudicing their interests.

Regulation 6.2 of the CDC Regulations requires the Participant to obtain Registration Details from the Sub-Account
holders and to provide the same to CDC (through the CDS). Registration Details as defined in Regulation 2.11.1
means: name, address, CNIC or passport numbers, residential status and occupation of the Individual. In case of
corporate Sub-Account holders, shareholder category is also required.

Observation: It has been observed that some Participants are entering the addresses of their own offices for a few of
their Sub-Account holders. In this regard, a circular was sent to all the Participant on October 26, 2004 advising them
to rectify such act by changing the addresses. Further, since the old NICs became invalid, it was also advised that
Participants should replace the old NICs with CNIC of their Sub-Account holders.

Regulation 6.2A of the CDC Regulation states that: “Every Participant shall send by the 10th day of every month to
all Sub-Account Holders maintaining Sub-Accounts under the control of such Participant Holding Balance statements
showing the number of every Book-entry Security entered in every such Sub-Account as of the end of the preceding
month. Such Holding Balance statements shall be generated from the CDS.”

Observation: It has been observed that the Participants are not complying with this Regulation; rather they are giving
out Balance Statements to their Sub-Account holders only upon request.. It is advised that the Participants should
strictly comply with this Regulation and the balances of their Sub-Account holders should be sent on a regular basis.

Disciplinary Measures

Under the CDC’s Legal framework disciplinary actions may be taken on account of non-compliance or contravention
of provisions thereof, such as:

a) CENSURE the CDS Element
b) Publish to CDS Elements or the public the name of the CDS Element and any information concerning:
i The contravention; and
ii.  Any penalty imposed or direction given;
c) Impose a fine upto Rs.20,000 on the CDS Element
d) If, because of the contravention, the CDC has suffered a loss or damage, direct the CDS Element to pay an
amount to the extent of such loss or damage
e) If, because of the contravention, any other CDS Element has suffered a loss or damage, direct the CDS
Element to pay to the other CDS Element an amount to the extent of such loss or damage
f) Direct the CDS Element to institute or upgrade, in a form satisfactory to the CDC, subject to the directions of
the Disciplinary Tribunal, an education or compliance program designed to prevent future contraventions by
the CDS Element
g) Impose restrictions on the CDS Element's admission to the CDS for a period not longer than 1 year; and/or
Suspend the CDS Element from admission to the CDS on such terms as the Disciplinary Tribunal thinks fit,
for a period not longer than 1 year
h) As per section 28 (1) of Central Depositories Act, 1997, contravention of the provisions of The Central
Depositories Act, 1997 or the CDC Regulations shall be punishable with a fine which may extend to Rs.
500,000/- and to a further fine not exceeding Rs. 10,000/- for every day if such contravention continues even
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after the imposition of the fine

i) As per section 28 (2) of Central Depositories Act, 1997, contravention of Section 24 of Central Depositories
Act 1997 (which does not allow Free Delivery Transactions without the proper authority of clients), shall be
punishable with a fine which may extend to Rs. 1,000,000/ and to a further fine not exceeding Rs. 20,000/-
for every day after the first contravention during which the contravention continues or with imprisonment
with a term which may extend to 5 years, or with both

j) Change of status of a Participant to an ordinary Account Holder under Regulation 14.5A in case of
contravention of Section 24 of Central Depositories Act 1997, which does not allow Free Delivery
Transactions without the proper authority of clients

K) As per section 14.3A of CDCPL Regulation, in case of any discrepancy noted during the review of
registration details under section 13.1.6, a fine of Rs. 200/- may be imposed. Moreover, if the discrepancy
continues after three business days an additional amount of Rs. 500/- per day per discrepant account will be
charged along with blocking of authorities for opening new Sub-Account until the discrepancies are rectified

Approved List of Chartered Accountants Firms for Inspection of Records of CDS Elements

A.F. FERGUSON & Co.
Chartered Accountants

Karachi Office

State Life Building 1-C

Off. I. I. Chundrigar Road
P. O. Box 4716

Karachi — 74000

Tel: 2426711-5/2426682-5
Fax: 2427938

Lahore Office

505-509. 5™ Floor
Alfalah Building
Shahrah-e-Quaid-e-Azam
P.O. Box 39

Lahore

Tel 6301796/7

Islamabad Office

3" Floor, PIA Building

49 Blue Area, Fazal-ul-Haq
Road,

P.O. Box 3021

Islamabad

Tel: 2273457-60 / 2870045-8
Fax 2277924

FORD, RHODES, SIDAT HYDER & CoO.

Chartered Accountants

Karachi Office

Progressive Plaza

6" Floor, Room No. 601 - 603
Beaumont Road

Karachi — 75530

Tel: 5650007-11

Fax: 5681965

Lahore Office

The Mall View Building
4 Bank Square

P.O. Box 104

Lahore.

Tel: 7211531-38

Fax: 7211539/7211530

Islamabad Office

3rd Floor, Eagle Plaza, 75
West Blue Area
Fazal-e-Haq Road
Islamabad —

Tel: 2870290-2

Fax: 2870293

M. YOUSUF ADIL SALEEM & CO.
Chartered Accountants

Karachi Office

A-35, Cavish Court
Block 7 & 8, KCHSU
Shahrah-e-Faisal
Karachi-75350

Tel: 111552626

Fax: 4541314 / 4546024

Lahore Office

66-E, FCC,

Sayyed Maratab Ali Road,
Gulberg IV

Lahore

Tel: 111-552-626

Fax: 5763091

Islamabad Office

Rashid Plaza

1% Floor, 24-D

Jinnah Avenue (Blue Area)
Islamabad

Tel: 111-552-626

Fax: 2274136

KPMG TASEER HADI & CoO.
Chartered Accountants

Karachi Office

First Floor

Sheikh Sultan Trust Building No. 2
Beaumont Road

Karachi — 75530

Lahore Office

Siddiq Trade Centre,
Room# 201 & 208,

Main Boulevard, Gulberg Il
Lahore

Islamabad Office

Sixth Floor

State Life Building

Blue Area, P.O. Box 1323
Islamabad
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Tel: 5685847-9
Fax: 5685095

Tel: 5781751-6
Fax: 5781757

Tel: 2825956 / 2823558
Fax: 2822671

ANJUM ASIM SHAHID RAHMAN & CoO.

Chartered Accountants

Karachi Office

First and Third Floor
Modern Motors House
Beaumont Road
Karachi — 75530

Tel: 5672951-7

Fax: 5688834

Lahore Office

1 Inter Floor Eden Centre,
43 Jail Road,

Lahore

Tel: 7565430-1, 7590214-6
Fax: 7599023

Islamabad Office
First Floor

2 Ali Plaza,

1-E, Jinnah Avenue,
Blue Area, Islamabad
Tel: 2271906, 2274665
Fax: 2273874

RiAZ AHMED & Co.
Chartered Accountants

Karachi Office

108-109, 1% Floor, Park Avenue,

Block 6, P.EC. H. S.,
Shahrah-e-Faisal,

Karachi.

Tel: 4310826, 4313951-52
Fax: 4310827

Lahore Office

10-B, Saint Mary Park,
Main Boulevard,
Gulberg 111,

Lahore - 54660

Tel: 5718137-39

Fax: 5718136, 5714340

Islamabad Office

2-A, ATS Centre,
30-West,

Fazal-ul-Haq Road, Blue
Area,

Islamabad

Tel: 2274121-22

Fax: 2278859

AVAIS HYDER LIAQUAT NAUMAN

Chartered Accountants

Karachi Office Lahore Office Islamabad Office
Suite No. 407,, Avais Chambers, House # 136,
Progressive Plaza, 1/C - 5, Sikander Malhi Road,  Street # 43,
Beaumont Road, Canal Park, Gulberg 11, F-10/4,

Karachi. Lahore. Islamabad

Tel: 5655975-6 Tel: 5872731-33 Tel: 2114096-8
Fax: 5655977 Fax: 5872734 Fax: 2296688
BDO EBRAHIM & CO.

Chartered Accountants

Karachi Office

2" Floor, Block C,

Lakson Square Building No. 1,
Sarwar Shaheed Road,

Karachi - 74200

Tel: 5683030, 5683189, 5683498,

5683703
Fax: 5684239

Lahore Office

F-2, First Floor, Grace Centre,
Canal Bank Road, 1-B,

Canal Park, Gulberg 11,
Lahore.

Tel: 6362508

Fax: 6361113

Islamabad Office

3" Floor, Saeed Plaza,

22- East, Blue Area,
Jinnah Avenue,

Islamabad

Tel: 2876670, 2872750-51,
2871816

Fax: 2277995

NAVEED ZAFAR HUSAIN JAFFERY & CO.

Chartered Accountants

Karachi Office

1% Floor,

Modern Motors House,
Beaumont Road,
Karachi.

Tel: 111774422

Fax: 5210626

Lahore Offices
201 Regency Plaza,
M. M. Alam Road,
Gulberg II,

Lahore.

Tel: 111774422
Fax: 5764959

36- The Mall,

Islamabad Office

3-B, ATS Centre,
30-West,

Fazal-ul-Hag Road, Blue
Area,

Islamabad

Tel: 111774422

Fax: 2206283
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Shahrah-e-Quaid-e-Azam,
Lahore.

Tel: 7249053, 7321969,
Fax: 7324103

HYDER BHIMJEE & CO.

10. Chartered Accountants
Karachi Office Lahore Offices
2" Floor, Amin Building,
Standards Insurance House, 65- The Mall,
I. I. Chundrigar Road, Lahore 54072
Karachi. Tel: 7353392, 7321043,
Tel: 2417585 (3 Lines) 7352661
Fax: 2423954 Fax: 7359515
11 ILYAS SAEED & Co.
: Chartered Accountants
Karachi Office Lahore Offices Islamabad Office
30-C, Mezzanine Floor, A-4, Sea Breeze Homes, Office # 26, 2™ Floor,
Street # 8, Badar Commercial Area, Shershah Block, Rose Plaza, I-8 Markaz,
Phase-5, Ext. New Garden Town, Islamabad
Karachi. Lahore. Tel: 4102626, 4102627
Tel: 8243124 Tel: 5861852, 5868849 Fax: 4102628
Fax: 5856145
1 MUNIFF ZIAUDDIN & Co.
: Chartered Accountants
Karachi Office Lahore Office Islamabad Office
Business Executive Centre, 43/44, 3" Floor, Office No. 3, 1% Floor,
F-17/3, Block 8, Sadiq Plaza, Rajan Plaza,
Clifton, Karachi - 75500 Shahrah-e-Quaid-e-Azam, F-10, Markaz,
Tel: 5375127-29, 5869579 Lahore. Islamabad
Fax: 5820325 Tel: 6363699, 6363663 Tel: 2104448
Fax: 6363618 Fax: 2104449
13. RAHMAN SARFARAZ RAHIM IQBAL RAFIQ

Chartered Accountants

Karachi Office

A-80 Sindhi Muslim Cooperative
Society

Tel: 4549345-49

Fax: 4548210

115, Sidco Avenue Centre,
Stratchen Road,

Karachi — 74200

Tel: 5210526, 5681134, 5681313
Fax : 5688270

Lahore Office

54-P, Gulberg I,
Lahore - 54660

Tel: 5875965-68

Fax: 5758621, 5873744
House # 4, Block B,

90- Canal Park,

Gulberg Il, Lahore.

Tel : 5756440, 5757022,
Fax: 5757335
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SECTION VI - SECURITY ISSUES
CDC takes security and safety of the Central Depository System extremely seriously. CDC, therefore, always ensures

maximum safety and security for its clients. Multiple levels of protection have been deployed to make the system
impregnable to hackers and/or external elements.

RSA Token

To ensure a stronger VPN Authentication of CDS Terminal, a security feature comprising of Two-Factor
Authentication Mechanism is implemented. As the name suggests, this mechanism is based on two factors:

1) “Something you know” — Your PIN number — which you need to remember
2) “Something you have” — USB-like RSA Token Device — which generates a random password after every minute

When entered together, the above two factors dually authenticates the access of authorized users on to the CDC
network. Traditional User ID & Password combination provides standard security; whereas, Two-Factor
Authentication provides stronger network access control.

CDS users are requested to keep their RSA Secure ID Token in safe custody and keep the PIN code secret for their
own safety.

Terminal Authentication

As a security layer, every terminal of CDS Elements is binded with CDS through LAN & MAC address. Therefore,
Elements can not logon without terminal authentication.

Confidentiality of Passwords
It is the responsibility of CDS Element to keep the password confidential and not share it with anyone.

Timely Change of CDS Password

CDS Elements are requested to change their password within the lapsable time frame (30 days). In case, Elements do
not change password within the specified time, the system will forcefully request for ‘Change Password.” Whenever
there is an indication of its compromise, password/pin code should be changed immediately.

CDS Password Set-up Parameters & Maintenance

» Password length must be at least eight characters.

* Password must have at least one alphabet.

* Password must have at least one numeral.

« Password may have other special characters e.g. &, *, #, etc.

« Password may have capital alphabets

« System will not allow re-use of any of last three passwords.

« User-ID will be locked out after eight invalid log-in attempts*
*In this case, the user will have to get the password reset in accordance with the procedures currently in practice.
Unnecessarily logon

Issuers are requested not to remain logged on unnecessarily.

CDS User Access Policy

CDS User access policy offers different options for segregating user level authorities. Account Holders should choose
appropriate option according to their need and give post mode authorities to relatively senior personnel.
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Usage of Internet

In order to achieve maximum security and performance, the element must ensure that the PC with recommended
configuration must be exclusively used only for CDC applications. Internet usage on the same PC is strongly
discouraged.

Reporting Security Concerns to Customer Support Services (CSS)

Elements are advised to immediately report Password Leakage Violations and other security lapses to Customer
Support Services at 0800-CDCPL (23275) or by email at: info@cdcpak.com.

VPN (Virtual Private Network)

Virtual Private Network (VPN) has been made mandatory for both LAN and dial-in users. This VPN client software
has an associated User ID and Password for secure authentication. Please note that a single User ID and Password
would suffice for each CDS terminal.

Registration of Agents with Stock Exchanges/SECP

Participants are required to ensure that they should do business only with those agents who are also registered with the
stock exchanges and SECP. Participants are required to ensure that their agents do not keep securities of clients in Sub

account opened in their (agent’s) name. In other words, Participants must ensure that their agents are properly
segregating their securities from the securities beneficially owned by their clients.
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SECTION VII - CDC ACCESS (IVR, WEB & SMS)

CDC customers can access their account information at any time from anywhere in the world through CDC access.
CDC access offers — IVR, WEB and SMS for Sub-Account Holders. This service enables the Sub-Account Holders to
avail a number of facilities conveniently. Moreover, it helps to alleviate the burden of clients’ requests for account
balance, etc, on CDS Participants. In order to extend this service to their clients (Sub-Account Holders), CDS
Participants have been provided with the following:

CDC IVR & WEB Participant Module - Procedures

CDC IVR & WEB Participant Module - User Manual
SMS activation for Sub-Account Holders - User Manual
IVR & WEB Registration Form for Sub-Account Holders
IVR & WEB User Guide for Sub-Account Holders

Sub-Account Holders can obtain CDC access Registration Form & IVR/WEB User Guide from their respective broker
(CDS Participant) and get their CDC access accounts activated through them. In this regard, CDS Participants are
requested to go through CDC IVR/WEB Participant Module Procedures and User Manual carefully to facilitate their
clients in activation & usage of their CDC access.

Participant Activation Module

Participant Activation Module is an admin functionality through which participant can activate the IVR/Web facility
for following account types:

= Sub Account
= House Account
=  Main Account

By using this functionality participant can perform the following functions for their sub account holders and for its
own House and Main Account:

= Activation of Relationship ID for CDC access IVR / Web Account
= Deactivation of Relationship ID for CDC access IVR / Web Account

Activation of Admin Module for Participant

Following procedure would be followed by the participant to activate CDC-Access Participant Module:

i) Participant will sign in the module with the user ID and password, provided by CDC and change the
initial password. Please note that the password policy for this module will be same as CDS.

i) After changing the password, participant will send a written confirmation duly signed by authorized
signatory on company’s letterhead stating that he /she has changed the password.

iii) Upon receiving the said confirmation, CDC (MCSS staff) will verify the signatures and assign the
authorities of IVR/Web Participant Module for the Participant.

Resetting of Password of Admin Module for Participant

In case of any need for resetting of Password of Admin Module for Participant:
i) Participant will request CDC in writing through authorized signatory(ies).

i) CDC (M&CSS staff), upon verification of signatures will reset the login password of the admin
Module for participant

iii) Participant, after changing the password, will confirm the same in writing on letterhead duly signed
by authorized signatory(ies) as in the case of activation of IVR Participant Module
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iv) Upon receiving the said confirmation from participant, CDC (M&CSS staff) will verify the
signatures and un-block (assign) authorities of admin module to the said participant.

Activation / Deactivation of IVR & Web Services

Using the admin module, participants can activate and deactivate the CDC access (IVR & web) facility for its Sub
Account holders.

Following procedure will be followed for the activation of CDC access accounts (IVR & Web) for Sub-Account
Holder.

Activation of Relationship ID for IVR

The following two steps procedure would be followed by the client for activation of his/her IVR account for the first
time:

Step 1: Generate T-Pin by calling CDC Call center. The Account will be blocked after the generation of T-Pin
Step 2: In order to activate (unblock) the account, client would be required to submit duly signed and stamped (in
case of corporate client) CDC access registration form (Annexure “C25”) to the relevant participant.

Activation of Relationship ID for Web

Client can activate his/her web account by submitting the duly signed (also stamped in case of corporate entity) CDC
access registration form (Annexure “C25”) to the relevant participant.

Detailed Procedure

Upon receiving the registration form, the participant will:
i) Verify the authenticity of the form and the details of the Client within the CDS.
i) Ensure completeness and correctness of the information provided in the form.

iii) In the event of any discrepancy, the participant will call and/or write to inform the client about the
discrepancy and request him/her for re-submission of the form with corrected information.

iv) Update the following information in the CDS.
= Date of birth <setup-element &user-referential-IVR & Web activation>
= Mother’s maiden name <setup-element & user-referential-IVR & Web activation>
= Mobile Number <setup-element & user-referential-IVR & Web activation>
= E-Mail Address (Mandatory for Web) <setup-account - account definition>
V) Activate the relationship Id for Web/IVR by using the admin module.

Vi) The original Registration Form will be filed in safe custody.

De-Activation of Relationship ID

i) If any sub account holder wish to deactivate his/her CDC access facility due to any reason what so ever,
they will inform the relevant participant accordingly in writing. The request letter should be signed by
authorized signatory(ies). (Request should be on letterhead in case of corporate entity).

i) The participant after verifying the authorized signature(s) will de-activate/block the Relationship ID
using the admin module.

iii) Relationship ID once deactivated may only be reactivated upon client’s written request.
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iv) In case of change of contact person of any corporate client, the participant will deactivate (block) the
Relationship ID and inform the client to update the information of the contact person.

Note: Participants may activate / deactivate Relationship ID for their own house and main accounts using the
admin utility by following the above procedures.

Resetting T-Pin of IVR

Using the admin module, participant after verifying the client’s identity can reset the T-Pin of an IVR account for its
Sub-Account holder on his / her request and also its house and main account.

Resetting of password for Web

The resetting of Web Password is an automated process and will be catered through Web.

Activation/Deactivation of SMS

Participant can activate / de-activate SMS functionality for their clients through CDS:
SMS (Short Messaging Service)

CDC clients are offered the SMS service on their Mobile devices. Through this service they are provided updated
information about:

» Intimation of the credit of bonus / right / new issues of securities
» Intimation of deposit request approval

= Intimation of Free Delivery (move out)

= Intimation of pledge call

= Intimation of securities pledged from the account

= Intimation of change in Registration details

= Intimation of Account opening

= Activation and Deactivation of SMS

=  Message on change of Mobile Number

= Intimation of Free Delivery (move in)

A nominal cost of Rs.25 a month is charged from each Sub Account.

33



SECTION VIII - GENERAL SUGGESTIONS
Making Monthly Payments

Participants are advised to make payment within due date i.e. 15th of each month to avoid levy of liquidated damages
(late payment charges). Participants are also requested to write Participant 1D, Participant Name, and Invoice Number
at the back of payment instrument while making payments to CDC against monthly billing. For the convenience of the
Participants a self-addressed payment envelope is enclosed with each payment invoice.

Usage of Global Terminal

All CDS elements are required to access CDS through their authenticated terminals only. For the benefit of its clients,
CDC has provided computer terminals at its premises to be operated by clients (all CDS elements) in case of any
technical problem at their end. For usage of Global Terminal Facility (GTF), clients are required to provide a request
(see Annexure C1) either on company’s letterhead or on a plain paper (bearing a company stamp). The request, which
is signed by the authorized signatory(ies) should explain the reasons for using Global Terminal. Further, the requests
should mention the name(s) and CNIC No.(s) of the client’s representatives. Requests on fax are not entertained.
Printing of reports is not allowed to clients from Global Terminal Facility. However, a download facility on client’s
USB is allowed.

E-Mail Integration Facility

The E-mail facility allows CDC to send encrypted e-mails with digital signatures to all the CDS Clients (elements) in
Karachi, Lahore and Islamabad.

The steps required to operate E-mail functionality at the Elements end are briefly listed below; whereas the End Users'
Manual of this facility can be viewed on the CDC Website - www.cdcpakistan.com

= You can open the e-mail by clicking > Outlook Express option from Programs sub-menu of the MS-Windows
Start menu OR by clicking MS-Outlook Express Icon in the Taskbar of MS-Windows.

= A dialog box will open showing two fields i.e. User Name and Password. Please note that your Password is same
as your User Name for this functionality.

= Upon entering correct User Name and Password, the Main Screen is displayed. From this screen, you will be able
to Receive, Read and Delete e-mails in your Inbox.

Acrobat Reader

Clients are requested to install version 7.0 of Adobe Acrobat. The latest Acrobat Reader will enhance the ability to
view, generate and download CDS reports in PDF format.

Sub-Account Opening Form

Participants should get the Sub Account Holders to fill out Sub Account Opening Form. Participant should
standardized their Sub-Account opening forms in order to facilitate obtaining and entering correct account opening
details in CDS at the time of opening Sub-Accounts.

Timely Reporting of Queries

Elements are required to timely report queries in order to avoid inconvenience. It is also recommended that all queries
should be communicated only to the Customer Support Services at 0800-CDCPL (23275)

Obtainment of Complaint Number

Elements are also suggested to obtain Complaint number from the Customer Support Services (Call Centre) at 0800-
CDCPL (23275) upon reporting the query for reference.
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CDC Regulations

Account Holders/Participants can download latest available copy of CDC Regulations from CDC Website -
www.cdcpakistan.com

SBP Reporting Requirements

Participants are required to fulfill State Bank of Pakistan Reporting Requirements as per Foreign Exchange Manual in
case of investment on Non-Repatriable basis.

Reviewing of CDC Website for Updates

CDS Elements are advised to periodically review CDC Website for updates. Further, CDS Elements are also advised
to encourage their clients to review CDC Website for necessary information such as credit of shares pursuant to
Corporate Action and other circulars and notices.

Password Reset Confirmation

It has been observed that Elements request for “Reset Password” and then do not send “Confirmation for change of
Password” for months. They are advised to ensure timely sending of the confirmation as their account remains blocked
until confirmation is received. Moreover, Elements at times send partial confirmation (not covering the total number of
users blocked), which is not acceptable to CDC.

Moreover, Elements are requested to send all the confirmations (After Reset of password, After Change of CDS
Access Policy Option and After Induction) on the prescribed format (As per Annexure “C10, C13 and E16”). Please
note that request on FAX is not acceptable. Further, while requesting for CDS Password Reset, Elements are advised
to write complete User 1.D. correctly.

Verification of Specimen Signatures of Sub-Account Holders

Participants should verify signatures of Individual/Corporate clients from the signature card record maintained at their
end before entertaining any instructions from their end.

Uninterrupted Power Supply

Elements are advised to install UPS in order to ensure continuity of services and safety of computerized records in
case of power failure.

Alternate option to connect to CDS through Fiber Link

Karachi based dial-in clients can now access CDC services through a Metro Fiber Link using services of M/s Multinet
Pakistan (Pvt.) Limited. However, this setup is optional and clients may continue to use the current ISDN dial-in
facility through PTCL lines.

Back-up of Records

Elements should maintain proper back ups of their Computerized records.

CDS Off-line Data

All CDS transactional data up to June 30, 2004 has been off lined and can now be obtained from CDC by providing a
written request duly signed by authorized signatory(ies).

Bank Name and City to be mentioned separately in Account Setup Details

In order to avoid the complications arising at the Registrar end in the proper processing of dividend mandates, The
field ‘Bank & City’ in the Account Setup Screen has been split into two fields namely ‘Bank’ and ‘City’.
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Therefore, all CDS Participants are requested to update the dividend mandate information by entering the name of
the bank and city separately in the respective fields. They are requested to also remove the name of city from the
field of ‘Bank’ if it is currently appearing in a single field.

Security ID Filter in Account Balance Report

A new filter has been added for security ID in Account Balance Report in CDS enabling clients to obtain the account
balance of a specific security by providing the security ID/symbol in the said field.

Suggestions Pertaining to IAS Services

Those Participants who bring Transfer Orders (T.Os) to IAS front Desk on behalf of Investor Account Holders must
ensure the following:

The account title of the Participant as well as the Participant Id should be correctly mentioned in the
Transaction Order (T.O).

That the IAS account has sufficient security balances.

That the Cash Account has sufficient balance in it.

That a maximum of three securities are mentioned per Transaction Order.

While transacting in more than one security, sufficient available security balance of each security is
present in the relevant Investor Account, as partial transactions cannot be carried out. A new
transaction order is required in such cases.

Delivery to another CDC Investor Account Holder can only be made by way of a gift. In such cases
the gift deed has to be submitted with the T.O.

Ensure that complete security name is mentioned on the T.O (no abbreviations).

The T.O s should be submitted within prescribed business hours of I1AS.

In order to ensure timely executions of transactions, ensure that T.Os are delivered preferably a day
before the settlement date.

Registration Number/UIN

Account Holders should send a request to CDC for registration of UIN on standard format (Annexure - E11 (b)), duly
signed by the authorized signatory(ies) along with relevant documents.

Note: Participants should directly request NCCPL for registration of UIN of itself and on behalf of its sub-account

holders.
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ANNEXURES
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List of Annexures - ETP 2009

Code Name / Details
C1l Request Letter For Global Terminal Facility Usage
C10 Unblocking of CDS User Authorities after Reset of PW
C13 Unblocking of CDS User Authorities after Change of Access Policy Option
Cl4 Association of Participants
C19 Board Resolution after Change of Management
C20(a) | Board Resolution for Addition of Signatories
C20(b) | Board Resolution for Replacement of Signatories
C20(c) | Board Resolution for Deletion of Signatories
C20(d) | Power of Attorney (suggested format)
C25 CDC Access Registration Form - Sub-Account Holder
C26 Indemnity from Suspended Participant for Transfer/Movements of
Securities — Settle of Pending Trade of a Suspended Participant
C27 Indemnity from Suspended Participant to CDC - Settle of Pending Trade of
a Suspended Participant
TH1 Request for Change of Controlling Account
TH2 Consent for Change of Controlling Account Holder
TH3 Eo?jent to Receive Securities Owing to Change of Controlling Account
older
E11(b) | Registration of UIN (for Non-Broker Participant)
E16 Unblocking of CDS User Authorities After Induction

38



Annexure “C1”

Either on Company Letter Head or on Plain Paper bearing a Company Stamp

Date:

Mr. Ejaz Ali Shah

Head of Marketing & CSS

Central Depository Company of Pakistan Limited
CDC-House, 99-B, Block B, S.M.C.H.S,

Main Shahrah-e-Faisal,

Karachi.
Element ID:
Usage of Global Terminal
Dear Sir,
Reference to the above-mentioned subject. In this regard, kindly note that due to the following problem(s),
you are requested to allow Mr. bearing CNIC # & Mr.
bearing CNIC # to use Global Terminal Facility.

[ ]cDs problem

[ ] Hardware Failure
Re-installation of CDS

El Telephone line problem

] Operating System problem

] Any other problem
(Please specify)

Regards,

Authorized Signatory(ies)
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Annexure “C10”

(On Company’s Letterhead)
(Original request required)

To : Head of Operations
Central Depository Company of Pakistan Limited
Karachi.

Element Type : [_] Participant/A/c Holder [ ] Pledgee [ ] RTA

Element Name

Element Id

We are writing to confirm as follows:

e We have requested for reset of password of our CDS User(s) IDs:

e We have changed the password(s) (date : time : ) of our CDS
User(s) IDs: .

e We have sole control over CDS login/access authority with the combination of our User Identification and
password of the following CDS User(s):

(i User Id No.
(i) User Id No.
(iii) User Id No.
(iv) User Id No.
(v) User Id No.
(vi) User Id No.
(vii) User Id No.
(viii)  User Id No.

Regards,

Authorized Signatory(ies)

1)

NAME SIGNATURE

2)

NAME SIGNATURE
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Annexure “C13”

(On Company’s Letterhead)
(Original request required)

To : Head of Operations
Central Depository Company of Pakistan Limited
Karachi.

Element Type : [ ]Participant/A/c Holder [ ]Pledgee [ ]RTA

Element Name

Element Id

Re : Change of Option Confirmation

We are writing to confirm as follows:

e We have Opted for CDS User Access Policy Option #

e We have changed the password(s) (date : time : ) of our CDS
User(s) IDs: .

e We have sole control over CDS login/access authority with the combination of our User Identification and
password of the following CDS User(s):

(i) User 1d No.
(i) User 1d No.
(iii) User Id No.
(iv) User Id No.
(v) User Id No.
(vi) User Id No.
(vii) User Id No.
(viii)  User Id No.

* Undertaking: We undertake to inform you of any change in the User Details of the CDS User Establishment Form to enable
you to block the authority of any User whose authority is revoked by us, in the CDS and until the authority of any of the User(s) is
revoked by us and the revocation is communicated to and accorded by you in the system, we shall be responsible for all
the acts of such User(s).

Regards,

Authorized Signatory(ies)

) NAME SIGNATURE
? NAME SIGNATURE
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Annexure “C14”

(On Company’s Letterhead)
(Should be provided by New Participant)

Mr. Ejaz Ali Shah
Head of Marketing & CSS
Central Depository Company of Pakistan Limited

99-B, Block ‘B’

S. M. C. H. S., Main Shahra-e-Faisal
Karachi.

Sub : Association of Participants

You are requested to kindly associate the relevant authorities of following Participants due to
] Copying of Sub Accounts.

and/or
[_]Transfer of Holding (Securities)

and allow us to utilize the said facility/(ies) for days. Details are as follows:

Old Participant Details

From Participant Name

From Participant ID

New Participant Details

To Participant Name

To Participant ID

Attached please find the Notice of the Stock Exchange for your information and necessary action.

Regards,

Authorized Signatory(ies) along with Company’s Seal
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Annexure “C19”

(On Company’s Letterhead)
Board Resolution

[For Change of Management]

“RESOLVED THAT the signing authorities of the following signatory(ies) for the company’s Participant Account ID
shall now appear as:

Mr.
Mr.
Mr.
Mr.

FURTHER RESOLVED THAT the Mr. , Mr. , Mr. , and
Mr. , be and are hereby authorized and empowered singly*/jointly* to represent the Company to CDC
on all matters pertaining to the implementation and performance of the Participant Agreement, to deal, liaise and
correspond with CDC and to fulfill all responsibilities and obligations of the Company under the Central Depositories
Act, 1997 and the Central Depository Company of Pakistan Limited Regulations from time to time, and to do all other
incidental and ancillary acts, things and deeds.

FURTHER RESOLVED THAT all the previous Board Resolutions in this regard shall stand cancelled.

CERTIFIED TRUE COPY

It is hereby certified that the above resolution was duly passed by the Board of Directors of the Company in its
meeting held on (date of meeting)/through circular resolution dated (date of circular resolution) and the same has been
entered in the minutes book of the company in accordance with the Articles of Association of the company.

Affix corporate seal

Company Secretary/CEO

*Delete as applicable
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Annexure“C20(a)”

(On Company’s Letterhead)
Board Resolution

[For Addition of Signatory(ies)]

“RESOLVED THAT [Name of person(s)] be added as authorized signatory(ies) for company’s Participant Account ID
maintained with the Central Depository Company of Pakistan Limited.”

FURTHER RESOLVED THAT [Name of person(s) and title] be and is/are hereby authorized and empowered
singly*/jointly* with the existing authorized signatory(ies) to represent the Company to CDC on all matters pertaining
to the implementation and performance of the Participant Agreement, to deal, liaise and correspond with CDC and to
fulfill all responsibilities and obligations of the Company under the Central Depositories Act, 1997 and the Central
Depository Company of Pakistan Limited Regulations from time to time, and to do all other incidental and ancillary
acts, things and deeds.

CERTIFIED TRUE COPY

It is hereby certified that the above resolution was duly passed by the Board of Directors of the Company in its
meeting held on (date of meeting)/through circular resolution dated (date of circular resolution) and the same has been
entered in the minutes book of the company in accordance with the Articles of Association of the company.

Affix corporate seal

Company Secretary/CEO

*Delete as applicable
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Annexure “C20(b)”

(On Company’s Letterhead)
Board Resolution

[For Replacement of Signatory(ies)]

“RESOLVED THAT Name of person(s) be replaced with the Name of Person(s) as authorized signatory(ies) for
company’s Participant Account ID maintained with the Central Depository Company of
Pakistan Limited”

FURTHER RESOLVED THAT [Name of person(s) and title] be and is/are hereby authorized and empowered
singly*/jointly* with the existing authorized signatories to represent the Company to CDC on all matters pertaining to
the implementation and performance of the Participant Agreement, to deal, liaise and correspond with CDC and to
fulfill all responsibilities and obligations of the Company under the Central Depositories Act, 1997 and the Central
Depository Company of Pakistan Limited Regulations from time to time, and to do all other incidental and ancillary
acts, things and deeds.

CERTIFIED TRUE COPY

It is hereby certified that the above resolution was duly passed by the Board of Directors of the Company in its
meeting held on (date of meeting)/through circular resolution dated (date of circular resolution) and the same has been
entered in the minutes book of the company in accordance with the Articles of Association of the company.

Affix corporate seal

Company Secretary/CEO

*Delete as applicable



Annexure “C20(c)”

(On Company’s Letterhead)
Board Resolution

[For Deletion of Signatory(ies)]

“RESOLVED THAT [name of persons] be deleted as authorized signatory(ies) for company’s Participant Account ID
maintained with the Central Depository Company of Pakistan Limited”

CERTIFIED TRUE COPY

It is hereby certified that the above resolution was duly passed by the Board of Directors of the Company in its
meeting held on (date of meeting)/through circular resolution dated (date of circular resolution) and the same has been
entered in the minutes book of the company in accordance with the Articles of Association of the company.

Affix corporate seal

Company Secretary/CEO



Annexure “C20(d)”

Suggested Power of Attorney for the purposes of CDC Accounts

1.

To apply with the Central Depository Company of Pakistan Limited CDC") for the admission of the Bank in
the Central Depository System ("CDS") in the capacity of Participant/Account Holder and for the aforesaid
purpose, to sign and execute for an on behalf of the Bank, the Participant/Account Holder Admission Form
and to enter into the Participant/Account Holder Agreement (CDC Agreement") on CDC's standard terms and
to sign, execute and deliver other documents in connection therewith and to do any other act deed or thing for
and on behalf of the Bank in respect of Bank's application for admission to the CDS in the capacity of
Participant/Account Holder.

To represent the Bank to CDC on all matters pertaining to the implementation and performance of the CDC
Agreement to deal, liaise and correspond with CDC and to fulfill all responsibilities and obligations of the
Bank under the Central Depositories Act 1997 and the Central Depository Company of Pakistan Limited
Regulations from time to time and to do all other incidental and ancillary acts, things and deeds.
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Annexure “C25”

CDC — Access Registration Form
Sub Account Holder

Dated: / /

I/We hereby apply to avail the following facility (ies) provided by the Central Depository Company of

Pakistan Limited. My/our particulars are as under:

Select the desired option(s)

CDC QAccess-1VR

CDC QAccess-Web

CDC Relationship Number:

1

The relationship number is the combination of your CDC Participant ID and Sub-Account Number.

Prefix would remain the same for all Sub-Account Holders

CDC - Participant ID:

[ Sub- AccountNumber: | [ [ ]

Date of Birth: (dd-mm-yy)

Mother’s Maiden Name:

Email Address:

Email address is mandatory for activation of CDC access -Web facility. The Password will be emailed to you on the same address.

Title of Account:

PLEASE USE BLOCK LETTERS

Contact Person:

Applicable only for corporate entities

CNIC Number:

| [ -1 [ [ 1 ] |

Applicable for Individual account holders

All the above information should be same as appearing in CDS

Information for activation of CDC - dccess facility *

*In case of Corporate Entity, kindly provide the information of contact person. Please also affix

Company Stamp.

In case of Individual, kindly provide the information of principal account holder.
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Authorized Signatures*:

I/We hereby agree that the information provided in this form is correct and to the best of my/our
knowledge.

Authorized Signatory 1

Authorized Signatory 2

Authorized Signatory 3

Authorized Signatory 4

FoAs per operating instructions of your Account.

For Office Use Only:
Receiving Date: Received By:
Activation Date: Activated By:
Disclaimer:

The main objective of providing information and reports and account maintenance services
through the Interactive Voice Response System and Internet/web access is to facilitate the CDS
Elements and Investor-Account holders and any other person(s) (““Users’) with a more modern
way to access their information. CDC makes no other warranty of the IVR or Internet/web access
and Users hereby unconditionally agree that they shall make use of the Internet/web access subject
to all hazards and circumstances as exist with the use of the Internet. CDC shall not be liable to
any Users for providing and making available such service and all Users who use the IVR or
Internet access hereby indemnify CDC, its Directors, Officers and employees for the time being in
office and hold them harmless from against any losses, damages, costs and expenses incurred or
suffered by them as a consequence of use of the IVR system or the Internet/web access.

All Users hereby warrant and agree that their access of the Internet/web by the use of a user-id
and login is an advanced electronic signature and upon the issuance of such user id to the user,
they hereby waive any right to raise any objection to the compliance of the user-id and login with
the criteria of an advanced electronic signature.

All Users shall by executing this Registration form and by their conduct of accessing the IVR and
Internet/web access agree to all terms and conditions and terms of use as shall appear on the CDC
website at www.cdcaccess.com.pk which shall be deemed to have been read and agreed to by the
Users before executing this Registration form.
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CDC SAccess
Interactive Voice Response (IVR)
User Guide

(Sub-Account Holders)

CDC now brings your account information on your finger tips with round-the-clock telephonic
service. All you need to do is remember your CDC Relationship Number and a T-PIN code and
access your CDC Sub-Account by dialing a toll free number — 0800 CDCPL in Pakistan.* For any
assistance you may contact to your participant.

* +92-21-4326038 for overseas callers

Your CDC Relationship ID

The Relationship number is the combination of CDC-Participant ID and your Sub Account Number.

(o -f @ [ I [ [T-JToJofo][2[3]4]
i “ / — _
~~ ~—
Prefix would remain CDS Participant ID Sub-Account Number

Leading zeros should be put in before
Account Number e.g. A/c # 234 would
be 000234 and likewise

the same for all Sub-
Account Holders

How to activate your CDC IVR Account?

Step 1- T-PIN Generation

Call 0800-CDCPL (23275)

After selecting the language preference, press 1 for self service
Enter your CDC Relationship Number in self service menu
Generate your 4-digit T-PIN

Step 2 — IVR Activation
e Fill out CDC IVR Registration Form (available with your participant)

e Submit IVR Registration Form duly signed by the authorized signatory(ies) to your
participant. Please also affix the company stamp in case you are a corporate client.
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How to use CDC IVR Services?

= Dial 0800-CDCPL (23275)

= Language selection

Main Menu

Press 1 for self service
Press 2 to get general information about CDC

Self Service
e Enter your 12-digit CDC Relationship Number
e Enter your 4-digit T-PIN
Press 1 — Account Inquiries
Press 1 for balance of a specific security by providing security symbol i
Press 2 for balance of last three active securities

Press 3 for balance of all securities*
Press 4 for Account Activity Report*

i Same as used for trading purposes, available at CDC website www.cdcpakistan.com

Press 2 — Change T-PIN

Any Time during the call, you may:
Press 0 to contact CDC Relationship Officer
Press 8 to go back to the previous menu

Press 9 to go back to the main menu
Press  to enter a different CDC Relationship ID.

Resetting of TPIN

In order to reset T-PIN, you may contact to your participant
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CDC Web dccess

Brochure
(For Sub-Account Holders)

www.cdcpakistan.com

Opening new channels for you to access your electronic securities portfolio, CDC introduces CDC
access-Web service. You can now access your account information at any time from anywhere in
the world. Log in to experience convenience redefined!

You only need to remember your CDC Relationship Number and password to access the following
information through CDC access - Web service.

My Profile
Registration Details of your Sub Account

Account Balances (for any given date)
e Securities Balance — Balance of securities held in your account

Account Activities (for any given period)
e Securities Activity — Detail of securities’ movement pertaining to your account
e Pledgor Balance / Activity Report - Detail of securities pledged in your account and their
subsequent ‘Release’ or ‘Call’ by the respective Pledgee

Other Reports
e Deposit Report — Detail of deposit of physical certificates in your account for conversion
to electronic book-entry form
e Withdrawal Report - Detail of withdrawal of securities from your account in the form of
physical certificates

General Information
e Securities List / Price - List of CDS Live securities with their closing market value as of
the last trading day of the previous month, at the Karachi Stock Exchange (Guarantee) Ltd.
(basis for calculating ‘Custody Fee’ )
e Corporate Action Diary - Detail of Bonuses, Right Issues, Cash Dividends, Mergers and
other Corporate Announcements
e Notices & Circulars - General CDC-related updates

52



Your CDC Relationship Number*

Your Relationship number is the combination of CDC Participant ID and your Sub
Account number.

(ol -7 @ [ [ [-JTolojol2[3]4]
} g _ — _

Y V

Prefix would remain . Sub Account Number

the same for all CDC - Participant ID Leading zeros should be put in before

Sub Account Holders Account Number, for example,
account no. 234 would be 000234 and
likewise.

* Same for CDC access IVR account

Activate your CDC access-Web Account

Submit completely filled Registration Form duly signed by the authorized signatory(ies) to
your relevant participant where you are maintaining your Sub Account. Also affix the
company stamp in case you are a corporate client.

Upon activation of your CDC access = Web account, a password will be sent to you at the email
address provided by you in the Registration Form, which you can use to access your account.



Annexure “C26”

Central Depository Company of Pakistan Limited,

CDC House,
99 B, Block ‘B’,
S.M.C.H.S., Main Shahra-e-Faisal,
Karachi

INDEMNITY
Dear Sir,
In consideration of transfers/movements in any or all accounts maintained in the CDS under
Participant 1D Number: for settling all my trades executed up to and on
MONTH/DAY/YEAR falling in the clearing period MONTH/DAY/YEAR to
MONTH/DAY/YEAR. I, , member-RESPECTIVE STOCK EXCHANGE hereby

indemnify and keep indemnified Central Depository Company of Pakistan Limited (CDC) and its
successors and assigns against all claims, demands, actions, proceedings, losses, damages,
liabilities, charges and expenses which may be made or brought or commenced against the CDC or
which it may or may have to pay, incur or suffer as a result of the settlement of my trades of
securities up to the aforesaid period.

Yours faithfully,

Member, RESPECTIVE STOCK EXCHANGE

Witnesses:

1. Name
Signature
CNIC #

2. Name

Signature
CNIC #
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Annexure “C27”

Central Depository Company of Pakistan Limited,
CDC House,

99 B, Block ‘B’,

S.M.C.H.S., Main Shahra-e-Faisal,

Karachi

INDEMNITY
Dear Sirs,

l, , Member RESPECTIVE STOCK EXCHANGE, hereby indemnify and keep
indemnified Central Depository Company of Pakistan Ltd. and its successors and assigns against
all claims, demands, actions, proceedings, losses, damages, liabilities, charges and expenses,
which may be made or brought or commenced against CDC or may have to pay, incur or suffer as
a result of all client to client settlements of my securities trading activities with or without KATS
as included in the annexed settlement statement, during the clearing period from
MONTH/DAY/YEAR to MONTH/DAY/YEAR.

Yours faithfully

Member, RESPECTIVE STOCK EXCHANGE

Witnesses:

1. Name
Signature
CNIC #

2. Name

Signature
CNIC #
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Annexure “TH1”

(TO BE OBTAINED FROM THE SUB-ACCOUNT HOLDER)

Dated:

Mr. Ejaz Ali Shah

Head of Marketing & CSS

Central Depository Company of Pakistan Limited
CDC House, 99-B, Block B, S.M.C.H.S,

Main Shahra-e-Faisal,

Karachi-74000

Dear Sir,

REQUEST FOR CHANGE OF CONTROLLING ACCOUNT UNDER REGULATION 15.5.3 OF THE CDC
REGULATIONS

I/we, the under signed, maintaining a Sub-Account with (insert name of the suspended/terminated Participant) bearing
# (insert no. of Sub-Account) do hereby request CDC to move following Book-entry Securities entered in the
Available Balance of my/our said Sub-Account under the control of the said suspended/terminated Participant to the
Holding Balance of my/our Sub-Account/Investor Account bearing # (insert no. of Sub-Account/Investor Account)
controlled by (insert name and ID no. of Participant/Investor Account Services where Book-entry Securities are to be
moved):

S.# | Name of Security Available Pending-In Under Pledged- Total
Volume Position Volume
1.
2.
3.
4.
I/we hereby:
@ indemnify CDC and its Directors, Officers, employees and agents and hold them harmless from and against

any losses, damages, costs and expenses incurred or suffered by CDC or any of its Directors, Officers,
employees and agents; and

(b) declare that CDC shall not be liable to any CDS Element or to any other person whatsoever,
for accepting and processing this request.

(Signature)
Authorized Signatory(ies)

(name of Sub-Account Holder
as appearing in the CDS)
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Annexure “TH2”

(TO BE OBTAINED FROM SUSPENDED/TERMINATED PARTICIPANT ON LETTERHEAD)

Dated:

Mr. Ejaz Ali Shah

Head of Marketing & CSS

Central Depository Company of Pakistan Limited
CDC House, 99-B, Block B, S.M.C.H.S,

Main Shahra-e-Faisal,

Karachi-74000

Dear Sir,

CONSENT FOR CHANGE OF CONTROLLING ACCOUNT HOLDER

I/we, hereby give my/our consent to the Central Depository Company of Pakistan Limited that I/we have no objection
on transfer of  following  Securities  held in  the  Sub-Account of  M/s./Mr./Mrs./Ms.

, bearing Alc # maintained by me/us under my/our Account Family
to its/his/her Sub-Account/Investor Account bearing Alc # maintained by the CDS Participant/CDC
namely bearing ID #

S.# | Name of Security Available Pending-In Under Pledged- Total
Volume Position Volume

Elbd i

I/we, hereby also give my/our consent to the Central Depository Company of Pakistan Limited to transfer any Book-
entry Securities that may be credited or entered or made available subsequently to the above-referred Sub-Account
owing to any corporate action or approved by the Issuer that are currently under Pending-In Position or released by the
Eligible Pledgee from Pledge Position.

Authorized Signatory(ies)
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Annexure “TH3”

(TO BE OBTAINED FROM RECEIVING PARTICIPANT ON LETTERHEAD)

Dated:

Mr. Ejaz Ali Shah

Head of Marketing & CSS

Central Depository Company of Pakistan Limited
CDC House, 99-B, Block B, S.M.C.H.S,

Main Shahra-e-Faisal,

Karachi-74000

Dear Sir,

CONSENT TO RECEIVE SECURITIES OWING TO CHANGE OF CONTROLLING ACCOUNT HOLDER

I/we, hereby give my/our consent to the Central Depository Company of Pakistan Limited that I/we have no objection

on receiving Securities on behalf of M/s./Mr./Mrs./Ms. directly to
its/his/her Sub-Account maintained by us in our Account Family bearing Alc # from CDS Participant
namely , bearing ID #

Authorized Signatory(ies)
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Annexure E11(b)

(On Company Letterhead)

(For Non-Broker Participants)

Dated: XX/XX/XXXX

Head of Marketing & Customer Support Services
Central Depository Company of Pakistan Limited
CDC House, 99-B, Block ‘B’, S.M.C.H.S,

Main Shahra-e-Faisal,

Karachi.

Dear Sir,

This is to inform you that in order for us to open / update the CDS account we would your forwarding our request to
NCCPL for adding our / client (s) registration number in NCCPL Centralized Registration Database (NCDB) as per
following details:

= Participant / Account Holder ID:

Participant / Account Holder Name:

Name of the entity (whose Registration Number is required):
= Registration Number: *

* In case if registration number do not exist, NCCPL will allocate the number in accordance with their approved
Procedures

Authorized Signatory

(Affix Company Stamp)

Encl: Relevant Documents as per the Procedures for Input of Registration Number in CDS for Non-individuals
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Annexure “E16”

(On Company’s Letterhead)
(Original request required)

To : Head of Operations
Central Depository Company of Pakistan Limited
Karachi.

Element Type : [ ]Participant/A/c Holder [ ]Pledgee [ ]RTA

Element Name

Element Id

Re : Change of Password Confirmation

We are writing to confirm as follows:

e We have changed the password(s) (date : time : ) of our CDS
User(s) IDs: .

e We have sole control over CDS login/access authority with the combination of our User Identification and
password of the following CDS User(s):

(ix) User Id No.
(x) User Id No.
(xi) User Id No.
(xii) User Id No.
(xiii)  User Id No.
(xiv)  User Id No.
(xv) User Id No.
(xvi)  User Id No.

Regards,

Authorized Signatory(ies)

1)

NAME SIGNATURE
2)

NAME SIGNATURE
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