SECURITIES COMMISSION OF THE BAHAMAS

or annﬂm B

GUIDANCE NOTES
E-FILING OF STATISTICAL DATA

The Securities Commission of The Bahamas (the “Commission”) issues these Guidance Notes to assist
fund administrators and operators in the use of the electronic filing (e-filing) system. This facility was
established to enhance the updating of statistical data on the activities of investment funds pursuant to
Section 51 of the Investment Funds Act, 2003.

For the July 1° to December 31 2009 filing period, data on funds is required to be filed if the fund:

e |s currently active;

e Was established between July 1* and December 31°%, 2009;

e Had a change in status between July 1* and December 31*, 2009 ; or

e Status was liquidating before July 1%, 2009 and the status still is liquidating.

1. Overview of 31 December, 2009 Filing Period

The sign in screen is seen below. Your username and password have been provided by the
Commission. If you have trouble logging in or do not have a username or password please
contact the Commission.

Securities Commission of The Bahamas Web Statistics

Welcome to the Securities Commission Web Statistics Application.
Please login below.

Log In

UserName:[ |
Password:[ |

[Oremember me next time.
Log In

Fead about new updates in guidelines
If you are having difficulties logging in please contact the Policy and Research of the Commission at 242-356-6291




2. Relation to Previous Filing Periods

2.1 In order to simplify the process, the system saves previous information on funds that were provided

for the past filing periods.

3. General Overview of the E-Filing Features/Tools

3.1 Once you sign into the website, the Administrator/Fund Operator, Fund Details and Fund Activity
sections will be on the front page. You can see them highlighted in yellow below.

3.2 The Administrator’s/Fund Operator’s information is captured in the e-filing facility under the
— ‘Administrator/Fund Operator’ section. This section can only be changed by the Commission. Should
any discrepancies be identified, please advise the Commission.

Securifies Commission Web Statistics

Home | Summary Report | E-Filing Guidelines | Change Password | Log out

Admmistrat

Address Licence Type |Date Of Lic

D ator fFund Cip
| 3|scEAdministrator 3rd Floor Charlotte House [Unrestricted |Saturday, February 05, 2005

3.3 The sections headed ‘Fund Details’ and ‘Fund Activity’ contain details of the Investment Funds. The
___ categories of information contained in these sections are illustrated below.

Securities Commission Web Statistics

Home | Summarv Report | E-Filing Guidelines | Change Password | Log out

Administrator/Fund Operator

ID ¢ |Administrator/Fund Operator | Address Licence Type | Date Of Lic
3|SCBAdministrator 3rd Floor Charlotte House |Unrestricted  |Saturday, February 05, 2005
—»C Fund Details
iyl ) 2 vooe [ o]
Mame Licence# Licence Type |Status | Status Changed Date
TestFund 2 [99-5FM5-4s6/sFMo0s | |
test equity fund|001 SFM 004 Active
Search B Copy [ Update ][ Insert ][ Delete ] Page of Rows

Total MAV previous | Total MAV Current | Met Increase/Decrease | Shares Outstanding | MAY per Share |DateUpdated |For Period |Id | FundID

1,315.00 _[8/14/2007 _[6/30/2007



3.4 To conduct a query, click on the ‘search’ button. The dialog box that pops up will allow you to
conduct a search for a single entry or multiple entries.

Fund Details
—b([ Search D Update ” Insert H Delete ] Page c.f Rows Save || HTML |s [ Print
[Name Licence#® Licence Type | Status | Status Changed Date
TestFund 2 |99-5FMs-4s6lsFmoos ||
test equity fund|001 SFEM 004 Active
Fund Activity

Delete

NED E A page [119]of [ 1 e F e E B
Total NAV previous | Total MAY Current | Met Incffase /Decrease | Shares Qutstanding | MAY per Share | DateUpdated |For Period |Id | FundID

$0.00 1,315.00 _____[8/14/2007 [6/30/2007

3.5 To delete’ a record, highlight the record to be deleted and select the ‘delete’ button. A dialog box
will appear to confirm the deletion of the selected record.

3.6 A maximum of five (5) records/ funds are displayed in the Fund Details and Activity sections at a
time. If more than five records are stored in the system they can be accessed by navigating to the other
pages of funds by clicking the ‘next’ button.

Fund Details
[ Search ] ’ Update ][ Insert ][ Delete ] Page .;.f Rows Save || HTML & || Print
Mame Licence# Licence Type | Status | Status Changed Date
TestFund 2 [99-GFMS-aselsFMoos [ | |
test equity fund|001 SFM 004 Active
Fund Activity >\

Print

FundID

[ Search ] B Copy ][ Update ” Insert H Delete ] Page Df Rowe Sav i
Total NAY previous | Total MAY Current | Met Increase/Decrease | Shares Qutstanding | MAY per Share | DateUpdated | For Period

131500l [8/14/2007 [6/30/2007

3.7 To save a record(s) within a section or the results of a search, you must first chose the preferred
format that you want to save the data in. You can view it as a website by selecting HTML, a spreadsheet
by selecting Excel, CSV, XML or as a Word Document by selecting Word. These can be found in the drop
down menu next to the save button. Once ‘save’ is selected you will have the option to view your file.

! Records should only be deleted if they are duplicate entries. This data is stored for historical overview of fund
activity. If registrants have any questions on deleting any funds or records please contact The Securities
Commission’s Policy and Research Department 397-4100.



3.8 To sort records in a preferred sequence, click on the ‘sort’ button. A ‘select sort columns’ dialog box
will appear prompting you to select the sequence of your ‘sort’ by moving (->) items from the ‘available’
list over to the ‘sequence’ list.

Fund Details
’ Search l [ Update ][ Insert H Delete ] Page gf Rows Save | HTML | [| Print
Mame Licence# Licence Type | Status | Status Changed Date
Test Fund 2 [99-SFMs-4s6isFMo0s [ [ |
test equity fund /001 SFEM 004 Active
Fund Activity

’ Search l [ Cnp\_,-' H Update ” Insert ” Delete l Pagegf p‘.;.-,-,-s Save || HTML | M

Total MAY previous | Total MAY Current | Met Increase/Decrease | Shares Outstanding | MAY per Share | DateUpdated |For Period |Id | FundID

1,315.000 ______[8/14/2007 _[6/30/2007

3.9 To rearrange the way the columns are presented, drag the column heading into its new position.

4. ‘Fund Details’ Section (Entering data into the system)

— 4.1 EXISTINIG FUNDS Click the ‘update’ button in the ‘Fund Details’ section to make changes or
corrections to information from previous reporting periods. For example, use this feature to amend the
status of a fund that has changed its status from active to liquidating. In the case where a fund’s status
has changed, a date must be entered in the Status Change Date field. This date is the exact date the
status changed for the fund.

Administrator/Fund Operator
ID - | Administrator fFund Operator | Address Licence Tygje | Date Of Lic

SCEAdministrator 3rd Floor Charlotte House|Unrestricted |Saturday, February 05, 2005
Fund Dejedz

2 Edit - Webpiage Dialog,

L ’ Search ” Update ”;nsert ” Delete ]
MName
MName fCEnce Licence Type | Status |3
[TestFund 2 [o9-5FM5-4s6isFM 005 ] | (R
test equity fund 001 SFM 004 Active TCence Tyoe -
Fund Activity i T &
’ Search ] ’ Copy ” Update ” Insert ] &l tE Status Changed Date | ﬂ
Total NAV previous | Total MAV Current | Net Increa! D anl
s2.73) 2.5 —
AdminID 3
DatelUpdated 7jej2003  [E]
4 B " spell Check ’ v Apply ” x7 Cancel ] m Close ]




4.2 New Funds

To insert a NEW FUND, click on the ‘insert’ button in the ‘Fund Details’ section. This will open a new
dialog box and allow you to entér all relevant information for your new fund.

Administrator/Fund Operator

ID + | Administrator/Fund Operator | Agdress Licence Type | Date Of Lic
SCEAdministratcr 3rd Floor Charlotte House [Unrestricted |Saturday, February 05, 2005
Fund Details B Edit -- Webpage Dialog x]
Search || Updat Inzert || Delete
=) =) “
Mame Licexge = ence Tyl
s 005 [l
test equity fund 001 SFM004 || Licence Type | v/
Fund Activity Stotus
[ Search ] [ 5 copy ][ Update ] Insel Status Changed Date ]
Total NAY previous | Total MAY Current D
2 $ . AdminID 3
Datelpdated 7jef2000 [

4r [ v Bpply H ¥ Cancel HEC[D;E 1

/
/

When finished entering all data for existing and new funds, click ‘apply’ to save the changes made.
Selecting ‘cancel’ will invalidate any changes made and reset all fields in the dialogue box to blank
values. Selecting ‘close’ will discard all changes and return you to the main screen.

4.3 ’Fund Details’ Data Description

4.3.1. Fund Name Insert the full legal name of the fund as of 31°' December 2009.

4.3.2. Licence Number Insert the number as shown on the fund'’s certificate of registration or licence
issued by the licensor (the Commission or the administrator). Do not use numbers on certificates issued

by the Registrar of Companies such as the Certificate of Incorporation, or Certificate of Good Standing.

4.3.3. Licence Type Use the drop down list to select the category under which the fund is licensed or
registered — Standard fund, Recognized Foreign fund, Professional, or a SMART fund, etc.

- Licence=

Licence Type A w

Status H v
% Status Changed Date ‘ I E
M 1D
L | AdminID

Datelpdated ]

[ v Apply ” 7 Cancel “ 3 Clos= ]




4.3.4 Status

Select from the drop down list the status of the fund at the end of the reporting period, in this instance,
as at December 31, 2009 - active, dormant, liquidating, terminated, etc. Liquidating is defined as a fund
that has commenced the liquidation process, but not yet submitted documents to support its
dissolution.

4.3.5 Status Changed Date
If the status of the fund has changed during the reporting period, indicate the date of the fund’s status

change. For example, indicate the date of when the fund’s status changed from active to liquidating
and/or from liquidating to closed.

5. ‘Fund Activity’ Section (entering specific fund details)

5.1 Existing Funds — Entering data for the 1 July— 31 December, 2009 reporting period

For existing funds, the information previously submitted to the Commission has been recorded. To input
details for the current reporting period you must:

Click on the ‘insert’ button in the ‘Fund Activity’ section. This will open a blank dialogue box in which
you can enter data for the current reporting period creating a new entry for the fund. See next page.

Securities Commission Web Statistics

Home | Summary Beport | E-Filing Guidelines | Change Password | Log out

2 Edit -- Webpage Dialog X
Administrator/Fund Operator Total NAV previous | PR
ID # | Administrator/Fund Operator | Address
| 3lscRAdministrator ErG R ey Total NAV Current 2.5300
Fund Details Met Increase/Decrease
[ Search ] [ Update ][ Insert ” Delete ] Page E Shares Qutstanding
Mame Licence= | Licence Type |Status | Status cH| NAV per Share
Testrund 2 |oosrusassismoos | | (A
test equity fund|001 SFM 004 Active
Fund Activi For Period
und Actrity
- VAN > i
[Eearch ][ Cnpy ][ E@Jiate Wiﬁsert ]hgelete ]
FundID
Total MAY previous | Total MY Cufers Mencrease Decreasd
comment
= “4 |milions of US$ with 4 decimals
04l [ 7 spell Check ” v Apply ” &7 Cancel ] [ E3 close ]




When finished entering all data, click ‘apply’ to save the changes made. Selecting ‘cancel’ will invalidate
any changes made and reset all fields to blank values. Selecting ‘close’ will discard all changes and return
you to the main screen.

**Pplease Note** Clicking the ‘update’ button in the ‘Fund Activity’ section will allow you to overwrite or
edit saved information from previous reporting periods. For example, use this feature to correct
adjusted NAVs or other data incorrectly entered.

5.3 ‘Fund Activity’ Data Description

Fund Activity

Page | 1 » |of 1 Rows 1 HTML |

t Increase Decreasze Fhares Cutstanding | MAY per Share | DateUpdated | For Period | Id  |FundID

0,00 1,315.000  [s/14/2007 |6/30/2007 [2175|  s01

5.3.1 Net Asset Value (a) Total NAV Previous

Insert the total net asset value for the fund at the end date of the previous reporting period. If there is
no previous reporting period, insert the net asset value of the fund for the date operations commenced.
The value entered should be in millions of US dollars to four decimal places. For example, if the NAV is
$12,000,000 enter 12.0000.

(b) Total NAV Current Insert the total net asset value of the fund at the end of the present reporting
period. The value entered should be in millions of US dollars to four decimal places. For example, if
the NAV is $12,000,000 enter 12.0000.




(c) Net Increase/Decrease This field captures the difference between the net assets held at the end date
of the previous reporting period and the total net assets at end of the present reporting period. This
may be a negative quantity. This value will be calculated automatically.

Fund Activity
[ Search ] [ Copy ” Update ” Insert H Delete ]

Fage | 1 »f

Rows| 1 HTML [

sQutstandin May per Share DateUpdated | For Period |Id | FundID

1,315. '1!-!14;200?

Total MAYV previous | Total MAY Current | Met Increase/Decrease [Share

5.3.2 Shares Outstanding

Enter here the number of shares that have been subscribed.

5.3.3 NAV/Share

This field captures the total net asset value current divided by the number of shares outstanding. This
value will be calculated automatically.

5.3.4 For Period (Current Reporting Period)

Select from the drop down list the date of the period for which you are entering.

If you have any queries concerning completion or submission of the SIR, please email us
statisticalinfo@scb.gov.bs, or contact the Policy & Research Department at 397-4159 or 397-4160.




