NOTES ON COMPLETING THE REFUND REGISTRATION WORKBOOK
Introduction

Thhpe "SR e, 0 nde®™Riepg 1955t I a L iseFma WOorrek b0 o/ lee® (" e r¥esl n-a famedry i
wor k b 9 iskigsigned to implement the registration provisions of Legal Notice

80 of 2008 [Tax Refunds and Registration Procedure Rules, 2008]. Any person

making a claim pursuant to paragraph (ii) of the proviso to article 48(4) or

pursuant to article 48(4A) of the Income Tax Management Act needs to be

registered with the Commissioner of Inland Revenue in accordance with

provisions of the above-mentioned Legal Notice. The Commissioner has

determined that such registration needs to be effected by electronic means in

accordance with the provisions of the said Legal Notice utilising the workbook.

Design

The workbook consists of three sheets namely:
1 Index
9 Company details
I Registration

Furthermore, the Index sheet gives the possibility of generating three additional
Change forms or sheets.

To access any of the sheets, the user needs to click on the tabs at the bottom of
the workbook.

Colour codes

The workbook utilises a number of different colour codes, each colour code
having a different meaning as follows:

Denotes data input cells

Denotes that no input is required

Denotes that amount is calculated by the workbook
Denotes the use of a dropdown list
Message | Denotes a Warning Message

il

Message | Denotes an Error Message that prevents Finalisation

INDEX

The Index sheet is the main navigation screen and the starting point in the
completion of the workbook. It provides, for each type of transaction required, the
sheet reference and its status, as well as the finalisation and action buttons. The
following is the initial screen layout:
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Note that once a form is finalised entries could no longer be modified or changed on the same form.
Screen shot 1

Data to be input in the Index Sheet

The only input required in the Index sheet is the year of assessment which is
found on the top left hand corner. The year of assessment is only entered once a
year upon initialization and is required for the completion of all other sheets. The
year of assessment is validated and cannot be less than 2008 or more than two
years of assessment ahead from the current year of assessment.

Finalisation of Workbook

Finalisation is always required before submission of the registration forms.

However, it i s important to Tmroatnes atchdatonwn derre tfhe
two entries: one refers to company details and the other to the original

registration for the year. Both references are initially indicated in red denoting that

the sheet(s) status is/are incomplete [under Sheet Status].

No finalisation can be effected unless these Sheet(s) Status is indicated as
complete. Once the relevant company and registration details have been entered
and confirmed as correct and complete [see below], the following takes place i

a. the transaction colour is turned to blue;
b. the Finalisation header denotes that the sheets are ready to be finalised,;
and
. the action button is activated [click to Finalise] awaiting finalisation.
Ref; 994188726 Registration Example Compary Limited vo-ouu»umml 2008 I
| Genarste new Registration Form |
_ [ oate | [ wnaermerene | [ nemston | [ pnmsinen | [ Caenan somons |
|Company Detalls | cooutain | | compste | | 1ememmativen |
Re! n for e year l [oomaoon | [ megstrmsnii | [ comssee | [ venenmanved | [onenm mnuie | 4+—
— [ Date | | change torm genarmes |
1l ] [ ] [ 1 | [summnnaeve |
( 11 | [ ] [ | [ | [Smsnmarsns |
Screen shot 2
The initial registration may now be finalised by cl i cki ngt oonFitnhad i &@I6i c

button. As indicated above, finalisation is always required before the sheets are
filed to the IRD and the workbook is designed so that the user is always prompted

2
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to confirm finalisation. It is important to note that no changes can be made to the
registration after it has been finalised. Note also that once finalisation has been
effected, the action button becomes Inactive.

Ref; 904155725 Reglstration Exampés Comparty Limited Yoo of Assessmert| 2008 |
| Generate new Registration Form |

[Company Datalls | Co_Detalls | [ compsete | [ Formmnsased |

|Original Registration for the year l | o6m3ar2008 | [ megsmamenii | [ compmete | [ rormmnsised | [ siminans | ——
Change Registration detail _ hange form generated

i 1| i I il | et ]

Screen shot 3

The lower part of the Index Sheet is used to generate and finalise Change sheets
described later on.

Generation of New Registration Forms

On the top left hand side one finds the Registration Form generation button. This
button may only be resorted to when a registration has already been finalised and
the user:

1. requires a new Registration Form for the relevant company for a
subsequent year of assessment; or

2. wishes to effect a change, provided that such change is being reported
within the time-limit for filing the registration. In such cases, one does not
generate a Change sheet (found in the lower part of the Index Sheet).

In both these instances, a screen similar to screen shot 1 is displayed [The notes
in this section equally apply to this screen]. However, the workbook is populated
with all relevant information reported on the last finalised data sheet.

Note that before generating a new workbook for a subsequent year of
assessment, the user is prompted to save the previous one. Once the new
workbook is generated the user is then asked to save the new workbook under a
different file name to distinguish it from the one relating to the previous year.

COMPANY DETAILS

In accordance with the provisions of Legal Notice 80 of 2008 [Tax Refunds and
Registration Procedure Rules, 2008], the registration of a person for the purposes
of a refund claim may only be made by the company that will eventually distribute
the relevant dividends. The purpose of this sheet is to capture all the standing
data relating to such company. Such data includes:

I the Company name;
I thelncome Tax Registration Number;
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9 the Registrar of Companies number; and
I adescription of the Trading activity or activities of the company.

The workbook caters for input validations on these four fields. All these fields
(found in Part A) are mandatory and the absence of any input in any of these fields
will preclude the finalisation of the workbook. In fact, error messages are
displayed next to such mandatory data input fields including various date inputs.
Also, an error message is displayed in the top right hand corner if the year of
assessment is not entered in the Index Sheet.

REGISTRATION OF SHAREHOLDERS FOR THE PURPOSES OF A CLAIM FOR REFUND FOR YIA
(ndor g age aph (H) of the peoveso 1o article 381 4xn) of J804A) of the Incesrie Tax Managesont Act)
Fat A - Detalle about the Malta operating company N\
Company Name | |
Tax Reghstation Numb [ | Hequeedt P i (ROCY I [ ] Begun et
Please give a detalled description in the space provided below. of the activity or activities carried out by the company
Pt oal!
s 10 the s 1h 52 accotntmg poised? Norpm wet!
Felovast accounting porsd [Start date] Neogw et
Felovant accomting peiwd 1 B ihate) g ot
s ot e ovatl ety b wnsedd by e bribamnd Flancntitin Dot Lmend Bo adopt hie e Cottitinig pesiod tebe aled 7 ot nil
Ahan o detormmination of exemmption tnder Articie 47 of the Dy o b a1 At boan 1} Poamn nid
Tax settlonnont (date 101 Bis yeum of assnssieil
s I " [after than the 152 O institiaenl wihare apoicdis ) 1 Easpact of the poriod 7
Do by whilch e Comgny mmist 1 ogster 1of 1ho 1 efond wsder 1w Regubations —1
Currancy in which the Shae Capitsl in denominated Peane shoooe] | ] weowent
SHEET INCOMPLETE - ALL RELEVANT DATA REQUIRED
15 this part correct and plote? l I " t
Heane vew e apnce guevided hulow Lo Autther anuatbons 0t R or vt alion dshevard (o this o

Screen shot 4

Part A also includes other data input requirements mainly relating to tax relevant
dates. Validations are present on data input of such dates and also on compliance
with the statutory registration requirements. Required dates are always
highlighted denoting that they are mandatory. The start and end dates for the
relevant accounting period, are required. Both dates are validated according to
the year of assessment indicated.

Furthermore, if the relevant accounting period indicated is not a calendar year or
less than twelve months, the company must have an approval to this effect issued
by the IRD. This validation is eased with starting cases indicated in the first
dropdown list. A message in blue is displayed, in the case of continuing cases,
indicating a relevant accounting period of less than 6 months.

A S e 10 e N RSO R O oMU T S Sl o | G ©AAERS o Ol
be answered. One such question relates to the determination under the provisions
of Article 47 of the Duty on Documents and Transfers Act. This affects the tax
settlement date for the year of assessment that is automatically calculated.

This sheet also prompts the user to indicate whether any tax payments have been
effected in relation to the relevant accounting period. If the answer is in the
affirmative, the date of payment has also to be indicated. Validations on these two

4
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fields have been eased for the year of assessment 2008, in view of the lateness in
the publication of the regulating legal notice.

The date by which the company must register for the refund under the
Regulations is automatically calculated. The currency in which the share capital is
denominated has to be indicated from the list of currencies provided as a
dropdown list.

Confirmation of the Correctness and Completeness of data for this sheet

A confirmation of the correctness and completeness of data provided in this sheet

is to be indicated by a O6Yesd or O&yaidstther ovi ded |
relevant question.| f a ONob6 is indicated or i f any error
sheet, no finalisation can take place.

Any further information
At the bottom of the sheet some free space is provided as a means of disclosing

further information and explanations that the user considers necessary for the
purpose of the Registration.

REGISTRATION OF SHAREHOLDERS FOR THE PURPOSES OF A CLAIM FOR REFUND FOR Y/A 2008
tunder paragraph (i) of the provise to article 48(4)(0) or 48(44) of the Income Tax Management Act)

Part A - Details about the Malta operating company

Company Name 'r‘ Al Examge Lindted

Tax Registration Number | 954158726 | Partership (ROC) number

Please give a detalled description In the space provided below, of the activity or activities carried out by the company
ek watite nanagemont

15 this the company’s Nirst accounting period? Yas
Relevant accaunting period (Start gate) | 12122006
Relavant accounting period [ End dats] 31122007
Mas Gy SOIVOVAT DVt ISR Dy I Iang Reverile Dapansnl 10 SO0 I 000U feriod Mosted™
Has a determination of exemption under Articls 47 of the Duty on Documents and Transfers Act besn (ssusd? Yos
Tax settiemant date tor this year of assessment 1000 70
Has the company effected Tax payments (oter inan the 1l &7 mataiment whore apolcadiis | In respect of the relevant accounting period 7 L
Date by which the company must register for the refund under the Regulations
Currency in which the Share Capital is denominated | Euro Currensy |

Is this part correct and complete? | Yes |
Pinane e il xpace p Dotow 10 (vm Putlies oxp) ol edevim 10 Hits Reg

S

Screen shot 5

Once the sheet is finalised for transmission it is automatically locked. The only
changes permitted for the year relate to the Company Name, Activity description,
currency and the bottom space provided for information and explanations.
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REGISTRATION

The Registration sheet is divided into four parts:
Part A- Details about the Malta operating company
Part B- Direct Shareholding
Section 1- Identification of direct shareholders in the Malta operating
company entitled to dividends
Section 2- Holdings by shareholders in the Malta operating company

entitled to dividends

Part C- Details of the ultimate individual beneficiaries in the indirect shareholder
line

Part D- Details of the tax representative filing this return certifying the declaration
signed by the director(s) of the Malta Operating company

Part A - Details about the Malta operating company

|
REGISTRATION OF SHAREHOLDERS FOR THE PURPOSES OF A CLAIM FOR REFUND FOR Y/A
(windar paragioph () of the pravise to atlcle S0 o A8A) of the Income Tan Management Act)

Please correct and complete the Co_Detalls sheet before proceeding!!

Part A - Detalls about the Malta operating company
Company Name [ |

Tax Registration Number . Parmership (ROC) number [ |

Ploase enter today’s date (filing date] [ ] meauirest  Registration (1)
Original Registration for the year

Capital Structure
Curraney in which Share Capital Is denominated | |

0o 10! -

O P 0 E 2 o

Screen shot 6

Note that the company name, tax registration, partnership (ROC) number, and
currency are all imported from the Co_Details sheet.

The date of filing is required for the purpose
of ensuring synchronisation with the

comp U ter o6 S_ i. iAb Ulnlpl]t twarrdn@t g;teDFfiIingmustbewithintheprescribedtime-frames!
pops up if the date inputted differs from the ': Check the date and time setting on your computer!
date when the sheet is being prepared. Conkinue?

[ Yes J k ] J [Cancel]
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The last element in this part is a detailed description of the capital structure of the

Malta operating company.

|
REGISTRATION OF SHAREHOLDERS FOR THE PURPOSES OF A CLAIM FOR REFUND FOR Y/A
nmiber paragiaph @) of the provies 1o article A1 o ABIAT of e Tncemn Tax Managsiment Aot

Please correct and complete the Co_Details sheet before proceedingl!
Part A - Detalls about the Malta operating company
Company Name | |
Tax Reglsrration Number = Partnership (ROC) number [ |
Please enter today's date [filing date) | | Required! Registration (1)

Original Reglstration for the year

Capital Structure
Currency In which Share Capital Is denominated | |

Screen shot 7

In this part the user is requested to describe the issued share capital of the
company by giving details of the:

1 Type of security;
9 Class;
1 Number of shares issued;
9 Dividend entitlement carried by each type and class of shares;
I A dropdown list provides three descriptions to choose from:
1. Fixed dividend only
2. Percentage of profits only

3. A combination of both fixed dividends and percentage of profit

1 The percentage of profit, if any, attaching to each type and class of
security;

I The fixed dividends (net), if any, to each type and class of security.

The column headed Holdings for which a refund claim has been registered is
automatically updated with the number of shares registered for a claim for refund

entered in the next part.

It is very important that the correct data is inputted. Input messages are displayed
to indicate the type of data required, or the structure of the data that is expected

7
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to be inputted. A number of validations are also present on data input fields. Pop
up windows are displayed immediately upon an incorrect data entry. Also, error
messages are displayed in red on the adjacent right hand side of the row
containing errors or inconsistencies.

The following screen shot displays the three validation errors present on this part:

All details required! i (error - percentage entitlement expected)

Correct details required i (error - fixed dividends inputted when the
dividend entitlement is indicated as percentage of profit only)

I Typelclass of securities and dividend entitlement not unique! i (error - the
same class and type of securities carrying the same dividend entitlement
cannot be duplicated).

il
|l

Capital Structure
Currency in which Share Capital is denominated

Ordinary A 100 Both 1,000| All detalls requised!

Ordinary B 100 % ofprofitonly | 2000% 4| Correct detalls required!
Ordinary B 100 % of profitonly | 10.00% Typelclass of necurities and dividend entittement not unique!
Not aqual to 100%!  » 30.00% 1,000

ITECT all EIT0O HICalEd DEIOIE RIOCeeQIing 19 - Dd

Screen shot 8

As stated above, error messages are displayed in red on the right hand side.
Please note that if the percentage profit entitlement attaching to shares issued
does not add up to 100%, another error is displayed in red just beneath the table
area.

With regard to the two grey shaded fields under the column Fixed Dividends,
please note that no data is required to be input therein. In fact, conditional
formatting is included throughout the workbook to indicate that no data is
required in the grey shaded cells.

Note also the general validation at the bottom part of the screen shot. Such
validations are present throughout the sheet to facilitate the identification of
errors that should be corrected before continuing to the next part.
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Part B - Direct Shareholding

This part is divided in two sections both describing the direct shareholding in the
Malta operating company. Input is only required in Section 1 and the relevant
input is replicated automatically in Section 2.

Section 1

This Section requires details about all shareholders in the Malta operating
company irrespective of whether a claim for refund is made on their behalf. The
number of shareholders is required for validation purposes. The type and class of
securities is automatically displayed in the first column and follows the sequence
entered in Part A until all shares are allocated among the different shareholders.
Full details about each shareholder are required next to each security description.
It is important that the correct shareholder details are entered and no rows are
skipped.

Part B - Direct Shareholding
{Detaits about shareholders ertitied 1o 2 dividend whose hoiding s directly represented in the capial structure i Part )

Section 1 Please indicate the number of shareholdrs in Example Co. Limited |:[Reqtied

Dudinasy & Ingut data (g0 not skip rows)!

Screen shot 9
The shareholder data required is:

I Name i This field is always required irrespective of the type of person.
I Surname i This field is required only in the case of individuals.
I Type of person i The appropriate choice from the dropdown list is always
required. The type of person can be:
o Individual
o Company
0 Trustee/Nominee
o0 Other person

1 Whether resident in Maltaornoti A°. 6 Yes606oi s6Nequired

each shareholder.

n

r

(S
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I Tax Registration number i This is only required in the case of Maltese
residents or other non-resident persons that are registered for tax
purposes [e.g. an OC company]. Input validations are present in these
fields. Where a person is not resident and therefore holds no tax
LYelahi -sTh M Mt oin MRk 0Tk, e” 'L n . atohe ST 0" 01 A Y D ethE nftae T 'eld .

~

1 Registrationof aclami Again a 6Yesd or OONod is require
shareholder.
1 Number of securities held by each shareholder

Input messages, indicating the type of data required, are displayed near the active
cell in which data is being entered. There are a number of input validations which
are activated immediately upon data entry. These take the form of Pop-up
windows that display a message on the type of error.

Other validations are present on data after it has been inputted or where input is
required but the cell is left blank. Below is a list of all error messages (in red) and
a brief description of each error.

Input data (do not skip rows)!

Self explanatory

All details required!

Indicates the presence of blank cells where data is required

Invalid input - No data required in this row!!

Shareholder details entered next to no type and class of shares in column B
Delete surname!

Shareholder not indicated as individual and surname has been entered

Wrong IT Registration Number!

Self explanatory. Thi s message is also displayed wher
Resident

Shareholder with same type/class of security!

Self explanatory. Unique shareholders must be entered for each type and class of
Security.

Check number of securities!

The number of securities indicated next to a shareholder exceeds the total issued
shares indicated in Part A.

1C
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; ]
Please ensure that the number of

Pait B - Direct Sharshoiding } ‘ . y ) chareholders entered in cell F38
{Details about shareholdars entitied to @ dividend whose holding s directly represented in the capitaf structure in Part A) lcorresponds to the mumber of rows of

. . . lindividual details inputted, and that

Section indicate e mmber of sharebalders Limited ) | i
1 e L # e s [I]Ch«k feach shareholder is ONLY indicated

lonce for each type and thass off

tsecunty held

Indidnl Yes Wi 1 #
it | Vs n fes 3 [ Waong T Registiaien Numbes!
Ovdiary A mhida | s Ml N 50 [ Sharsholder with same type chass of secwiy
Ordinary & |tgr Liinsd Conpary W ¥ Yes 10 | Chack smmber of secarifies
Ordnary B 07 Liiad Compay 1] Yas L] K detadls 1equired!
Ordivay B I inpin data o st sip rowst
G Lnied Copary W L] Yes A fvalid mpint - Mo dita required in this 1ow!!
Ordmary B P Larisd = Compary 2 Yas K] Dielste surmame!
(ndinary B Tnpun data o mat skip rowst

Screen shot 10

Note also that the number of shareholders entered in cell G38 is validated against
the count of shareholders indicated. This error is highlighted on the top right hand
side.

Section 2

No input is required in this part. This Section reproduces, in part, the data entered
in Section 1. The duplication in Section 2 is simply an exercise to facilitate the
calculations at the bottom of Part C displaying:

i the calculation of the Maximum Tax on fixed dividend distribution that can
be claimed as a refund under Art 48(4)(a) or 48(4A) [assumed company tax
rate 35c ]; and

1 % profit distribution after payment of fixed dividends for which claim for a
refund under Art 48(4)(a) or 48(4A) has been made.

The two calculations distinguish between residents and non-residents.

11
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— = T .x ——

ll

obm Abela nvdividual) Yes No Ordmary A 10 5.00%

Colin Huskans (Indridual) Yes Ordmary A 10 5.00% 4

“Andrew Abela jindnidual) Yes No Ordmary A 30 15.00%

ABC Limited_{Company) Yes Ordmary A 50 25.00%

12 Limited _{Compasy) No Yes Ordmary B 10 20.00%
Limited_(Compasmy) Yes No Ordmary B 50 25.00%

‘POl Limited _(Company) No Yes Ordmary B 10 5.00%

Screen shot 11

This Section also identifies direct shareholders (individuals) in respect of whom a
claim for a refund has been registered (flagged on the right hand side).

Part C i Details about the ultimate beneficiaries

This part identifies the ultimate individual beneficiaries of the entities that are
direct shareholders in the Malta operating company reported in Part B and that
have registered for the purpose of making a claim for refund. Column B is again
an automated display of the direct shareholder entity in the Malta operating
company with the type/class of securities held.

The level of detail required to identify the individual ultimate beneficiaries is very
similar to Section 1. However, full individual details are only required where the
investment income provisions apply. It is recognised that there may be difficulties
(e.g. the presence of listed companies to arrive at the ultimate beneficiaries) to
derive the ultimate beneficiaries. In such instances and in other cases where the
investment income provisions do not apply, the ultimate beneficiaries may be
grouped together (with an appropriate description under name and surname)
PARd i7.Chagt i ngRtnge CIMag . meigh Sgll 1A teil O M RIS e T ral's) MO4n” a6 .

Again, input validations are present and error messages are displayed in red on
the right hand side similar to the messages in Part B. Below is a list of all error
messages (in red).

Wrong IT Registration Number!
Input data (do not skip rows)!
Check details!

All details required!

Check number of securities!

12
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These error messages have the same explanations given under Part B - Section 1
above.

| Part C - petails of the ultimate individual beneficiaries in the indirect shareholder line
{Piease indicate in this part the ultimate beneficianss ¥ companies, bodiss of persons, Trusts, eft. have been indicated in Part 8 - Section 2)

< e

Screen shot 12

The picture of the ultimate individual shareholders who may benefit from a claim
for a refund is now complete. The following part is for information purposes only
and represents an estimate of the maximum amount of tax paid that may be
claimed as a refund.

Attributabls to Non Resident ultimate beneficiaries

Attributable to NonResident uitimate beneficiaries |  50.00%

Screen shot 13
The estimated tax on fixed dividends is based on a 35% company tax rate.

Part D1 Declaration

This is the final part of the workbook that needs to be completed. It includes a
declaration and requires details of:

1 the tax representative completing the form; and

I person or persons who signed the declaration.

13
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Part D . Detalls of the tax representative filing this return certifying the declaration signed by the director(s) of the Malta Oparating company

Detatls of Tax Representative filing this reglstration of clasm for M electronioalty on behalf of Example Co. Limitad. _
State whether In nole practice of firm | Sole practice PRN nusb o | o Mugilied

Nome | « Requied Canal addron] « Moguliedt
| doclare that | am the registered tax representative of Example Co, Limited holding PRN number , | certify that | hold the original
declaration, signed by the director(n) indicated balow, stating that:
{1} the Infermation glven b this form Is true, correct and complete;
(I} & registration for & tax refund made by the submission of this form Is unly valld If made In secordance with the Tax Refunds and Reghstration
Procedure Regulstions, 2008 and other relevant provisions of the Income Tax Acts and within the time peti
{15 thsis form has besn prepared In full awarensess of the heavy penalties contemplated by the Incoms Tax Acts for rendering Incorreet returns.
{Iv)  all the requirements of the Income Tax Asts in relation to the above destaration have been observed,

Number of Diractors signing the dectarstion [ 14 Hequlies

1 | | )
WD Mala Fabumd Rogintation dial ver 100 Soginiation (1 @ Jotw VO ¥
" he » uw e N whevai in o

Ie the form comect and complete? [ ]
Screen shot 14

Where the director(s) signing the registration form do not have a tax registration
number, the relative cell has to be left blank. It is sufficient to indicate the country
of residence instead of the full foreign address. Since the form is to be submitted
by a tax representative, the bottom part complements the declaration in rows 155
and 156.

Space is provided on the bottom part where further information and explanations
are considered necessary by the user.

Finally, the form must be confirmed for completeness and correctness after which
it would be ready for finalisation (Index Sheet)

CHANGES

During the year changes may take place that must be notified to the IRD. Change
sheets need to be generated for filling ONLY when the date for filing the original
registration has expired. If the prescribed time-limit for filing the Registration has
not yet expired a Change sheet SHOULD NOT be generated. Instead, a
Registration form is re-generated using the Action button at the top left hand side
of the Index sheet.

Three Change Sheets can be generated for any year of assessment. Each change
sheet can be activated by entering the change details [choosing from a dropdown
list] and the date. Input through the dropdown list and the date insertion are only
permitted after the finalistion of the original Co_Details and Registration sheets.

T €% Ad-rYoipgdo. WisgT ki s lugnl d. Nl T tehie “Siledl d. i “8ige ¢ §0*C.hH

four scenarios that are self explanatory and describe the following possible
changes and mixes:

14
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Ref: 990000123 Registration Example Company Limited
Generate new Registration Form

|Company Details | | Co_Detalls
|Original Registration for the year | | 13/03/2008 | |  Registration (1)

Change in Profit Entitlerment
Change in Profit Entitlement and/or Capital Structure

| |
Change in Profit Entitement and Company Details ] [
Change in Company Detalls only -~
Fraverieny
.8 . . ” . - s . P . . A e . .

Screen shot 15

Once the necessary data has been inputted [i.e. change details and date] the
action button tur n€licktoG@enn &l ataed.i vebd t o 0

mmm Regl Example Company Linlted Vwoumomml 2009 |

[ Generste new Regitrstion Form ]

|company Dotaits | Co Nl | [ canstone | [ rermmeanen |

R on far [&] T T T T I T T . |
(Change Regisration detads | — —
|Change i Frot Bntitiement | | [ | N T P —
} ) | | || =)
' | [ | [ | | ] [ B rimrom

Screen shot 16

Note that:

I the change details selected will be used to validate data entered into the
Change sheet(s);

I the date entered is also validated to the extent that it:
9 does not refer to a future date; and
i falls after the date of the original registration.

Once the button is clicked, a pop-up window indicates that a new Change sheet
has been generated for completion.

15
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Screen shot 17

The Change sheet replicates the details which were inputted in the last finalised
workbook - be it the Registration sheet or another Change sheet. This will avoid
unnecessary inputting of the same data.

Note that in the screen above, the Registration sheet and the Change (1) sheet are
completely locked and no changes can be effected therein. At this stage the new
Change sheet status is marked incomplete and the action button is marked
6 1 n a c if ithe ed&ion button is inadvertently pressed at this stage a pop-up
message will be displayed indicating that the sheet is incomplete.

Screen shot 18

Once the relevant data referring to the changes being reported has been entered
in the Change () sheet [accessed through the bottom sheet tabs] the action button
is activated for finalisation.

Screen shot 19
On clicking the finalisation button a pop-up window prompts for confirmation.

This same pattern and procedure is followed if other changes are subsequently
effected.
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