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1.0 Introduction

The RRS Portal application (referred to as RRS or the RRS application from this point) provides
access for Federally Regulated Financial Institutions (FRFIs) and Federally Regulated Private
Pension Plans to submit regulatory return information. With RRS you can create, delete,
complete and submit corporate returns, view your organization’s profile, view documents and
manage your user details.

To access RRS you will need a Bank of Canada’s BoC Connect User account.

The first time you access RRS, you will set up your account, which involves setting your password
and preferred language.

This guide details how to use RRS to complete and submit corporate returns. To complete and
submit financial returns refer to the Manage Financial Returns User Guide.

1.1 Using this Document

This document uses the following conventions to increase clarity:
e Bold text indicates a selection or data field to be filled in.

e Jtalics indicate a reference to a section within this document or a page within the BoC
Connect.

In addition, there are three types of sidebars, each identified by an icon:

Information — These sidebars contain extra detail, or describe optional steps.

Caution — These sidebars point out a possibility that may cause unexpected
behaviour and tell you how to correct the issue, if you encounter it.

Warning — These sidebars alert you to something important that can affect your
ability to use RRS.

I.I[>IQ

1.2 Technical Requirements

For best performance, the following technical requirements are recommended:
e Google Chrome 58
e Microsoft Internet Explorer version 11 or Edge

e Firefox ESR52

E c D I E a mm BANK OF CAMADA

a5A el BANCUE DU CANADA



RARS
SR

e Cookies enabled

Regulatory Reporting System

e JavaScript enabled, and
e Microsoft Excel 2003 or higher (to download information into Excel format)
Note that the BoC Connect and RRS application have been tested and certified with the

specified web browser.

1.3 Support

If you encounter an issue or problem with the RRS application that isn't covered by this Guide,
you can:

e Contact your organization’s LRA
e Contact the Bank of Canada at 1-855-865-8636

e Contact the Returns Administration group at OSFI at (613) 991-0609 for issues related
to corporate returns
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2.0 Logging into RRS

To log into RRS, you need to be logged into the Bank of Canada’s BoC Connect. Once logged
into the BoC Connect the RRS login page displays.

e If you are logging into RRS for the first time, see 2.2: Logging in for the First Time.

¢ If you have forgotten your RRS password, see 2.3: Resetting Your RRS Password.

Refer to the BoC Connect User Guide for information on logging into the Bank
of Canada’s BoC Connect.

2.1 Log into RRS
To log into RRS:

Begin at the RRS Login page.

cdcBsade & [z, PORTAL

Not logged in English/Anglais +

Welcome to Regulatory Report Ng

RRS Portal is an on-line application that manages all of your formal communications with your regulator. Using RRS Portal, you

will be aple to complete and submit all required returns on-line. In addition, you will be able to see your organization's profile -

the current information held by the regulator about your organization — and keep it up to date.

To access RRS Portal, enter your username and passwond below (password is case sensitive]:

Usernarme:

Password: |

Coromtten Dasswersd

Figure 2.1-1: Login Page

1. In the Username field, enter your RRS Username.
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2. In the Password field, enter your RRS Password.

Regulatory Reporting System

3. Click Login to continue.

Incorrect Login Attempts:

After five incorrect login attempts, your account will be locked out. If this
happens, you can click the Forgotten Password link to reset your account. See
2.3: Resetting Your RRS Password for more information.

Organization Selection:

You can be associated with more than one organization in RRS. Follow the steps
below to select the organization that you would like to work on.

If you have permission to access more than one organization:

1. Follow the steps above to log in.

The Select organization page displays.

CdlC&S»ﬂdC 9 @ BANK OF CANADA PORTAL

BANGLUE CU CAMADA

English/Anglais +

Not logged in
Colert oroganization
Selell ArganiZatio
¥ou have access to more than one erganization. To choose a organization to work with, select the organization name from the
=t below.
DFEF':E: on name: Select an Drgﬂr'za['ﬂ"l g h

Login

Figure 2.1-2: Select Organization Page
2. Click the drop-down menu.
3. Select the name of the organization you want to access.

4. Click Login.

The Welcome page displays with the word “Change” beside your username indicating that
you belong to more than one organization.

el BANGUE DU CANADA
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Regulatory Reporting System

1. Click the Change link at the end of your username.

cdic 650(1(: Q ‘!_II!L BANK OF CANADA PORTAL

BANQUE CU CAMAD®

|
John Doe, ABC Bank (change) English/Anglais+ & 7 &

m
]
=

VAL — > + r O D 0 —
Welcome to Regulatory Reporting System (RRS) Porta

You have successfully logged in. You can now use RRS Portal to complete and submit all required returns on-line.

You should regularly check that your orgenization profile is up to date by dickingon *Orgenization Profile” on the menu above.
Please file the appropriste conporate return to submit an update.

Draft returns that are ready for completion can be found by clicking on “Draft returns” on the menu above.

LA

When your returns have Been completed, you must use the “Submission” functionality to finally submit them.
With RRS Portal, you are also able to:

* Print suDmitted returns where signed harg-copies are required.

+ iew and print previous submissions.

+ Partially complete returns and return to them at a later date.

& Request a resubmission of returns where you become aware of mistakes.

For further information en how to use RRS Portal, dick on the help link in the top rignt-hand cormer of your screen.

Figure 2.1-3: Change Organization Page

Follow the steps above to change the organization.

2.2 Logging in for the First Time

The first time you log into RRS, you'll be asked to update your temporary password. This
process involves entering a new password and setting your language preference.

To log into RRS for the first time:

Begin at the RRS Login page.
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ctc8sade € Wz, PORTAL

Not logged in English/Anglais +

Welcome to Regulatory Reporting System (RRS) Portal

RRS Portal is an en-line application that manages all of your formal communications with your regulator. Using RRS Portal, you
will be able to complete and submit all required returns on-line. In aodition, you will be able to see your organization's profile —
the current information neld by the regulator about your organization — and keep it up to date.

To access RRS Portal, enter your username and passwond below (password is case sensitive]:

Usernarme:

Password:

| *

FOrgotien Password

Figure 2.2-1: Login Page

1. In the Username field, enter your RRS Username.

2. In the Password field, enter the temporary RRS Password given to you in an email
entitled “New Portal User Account”.

3. Click Login.
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cdic amdc Q ‘!_IE.IL BANK OF CAMADA PORTAL

BANGUE LU CAMADA

_____________________________________________________________________________|
Not logged in English/Anglais +

Update My Password

You must update your password before continuing

Valia passwords contain 1 capital letter, 1 small letter, 1 number and 1 special character (e.g #&8*1%5). It must be at least &
characters and not more than 30 characters with no blank spaces.

Current password
Mew password:

Confirm new password:

Figure 2.2-2: Update My Password Page

4. In the Current password field, enter your temporary RRS Password.

5. In the New password field, enter a new RRS Password.

Passwords:

Ensure your new password meets the following valid password criteria: passwords
must be between 8 and 30 characters and contain 1 uppercase letter, 1 lowercase
letter, T number and one special character.

6. In the Confirm new password field, re-enter your new RRS Password.
7. Click Save to set your RRS Password.

The My User Details page displays. From here you can set your preferred language.
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cdt-c 65{]{1( g ‘!-II!.I' BANK OF CAMADA POETAL

.
R B, ABC Bank (change) English/Anglais+ & 7 &

Menu
oA = aile
vy User Details

Review your user acoount details below. To update, enter new details and dick the update button.

First name: R Locked Due to Permission Settings

Surname: B Locked Due to Permission Settings

Emnail aodress: i - @bankofranada.ca Locked Due to Permission Settings

Telephone number: Locked Due to Permission Settings
International  Anca code Mumiber

Language of preference: Select Language El

Assigned permissions / roles:

T

Filer - Corporate - Pension Plans, Filer - Corporate - Scheduled Returns,

Filer - Financial Returns, Filer - Local Registration Authority [LRA)

ABC Bank Crganization

Filer - Corporate - Pension Plans, Filer - Corporate - Scheduled Returns,
Filer - Financial Returns, Filer - Local Registration Authority [LRA)

om Group

Figure 2.2-3: Update My Password Page

8. Click the drop-down menu in the Language of preference field.
9. Select your preferred language.
10. Click Update.

Your preferred language is now set. Each time you log in RRS will display in your preferred
language.

Language:

Although your preferred language is set, you can change the language during
a session by clicking the drop-down menu on the language field below the
Logout link on the top right of each page in the application. The language
reverts back to the original setting when you logout.

SAD Ao 84 BANQUE DU CANADA
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2.3 Resetting Your RRS Password

The RRS Password reset functionality allows you to reset your forgotten password.

To reset your password:

Begin at the Login page.

cdicBsade 57 Tl PORTAL

Not logged in English/Anglais +

Welcome to Regulatory Reporting System (RRS) Porta

RRS Portal is an en-line application that manages all of your formial communications with your regulator. Using RRS Portal, you
will pe able to complete and submit all required returns on-line. In agadition, you will pe able to see your organization's profile -
the current information nela oy the regulator about your organization — and keep it up to date.

To access RRS Portal, enter your username and password below (password is case sensitive):

Usernarme:

| &

FOrgotien Password

Password:

Figure 2.3-1: Login Page

1. From the Login page, click the Forgotten Password link.

el BANGUE DU CANADA
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Not logged in English/Anglais +

Forgotten Password

Enter your email agdress below to receive a temperary password by email. f you require assistance, contact your Local
Registration Authority {LRA). if you don't know your LRA's contact information, call the Bank of Canaoa at 1-855-865-8636.

Email address:

Submit

Figure 2.3-2: Forgotten Password Page
2. In the Email address field, enter your email address registered in RRS.

3. Click Submit. The Forgotten Password page informs you that a temporary password has
been emailed to you.

4. Navigate to your email and search for an email entitled “Account Reactivation”.
5. Copy the new password and navigate back to RRS.

6. Click the Home menu item.

6 1N Bamk OF cCANADA
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cdlﬂa'ﬁﬂdc 2 ‘!-Il-l‘ BAMK OF CANADA PORTAL

BAMGUE DU CAMADA

Not logged in English/Anglais +

Welcome to Regulatory Reporting System (RRS) Portal

RRS Portal is an en-line application that manages all of your formial communications with your regulator. Using RRS Portal, you
will be able to complete and submit all requirea returns on-line. In aoaition, you will pe able to see your organization's profile -
the current information nela oy the regulator about your organization — and keep it up to date.

To access RRS Portal, enter your username and password below (password is case sensitive]:

Usernarme: *

Password: | *

OrgpLien Password

Figure 2.3-3: Login Page
7. Enter your username.
8. Enter your temporary password.

9. Click Login.

[N BanK OF CANADA
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|
Not logged in English/Anglais +
Update My Password

You must update your password before continuing,

Valid passweords contain 1 capital letter, 1 small letter, 1 number and 1 special character (e g #8*1%). It must be at least &
characters and not more than 30 characters with no blank spaces.

Current password
MNew password:

Corfirm new password:

Figure 2.3-4: Update My Password Page
10. Enter your temporary password in the Current password field.

11. Enter your new password in the New password field. Ensure your new password meets the
following valid password criteria: passwords must be between 8 and 30 characters and
contain 1 uppercase letter, 1 lowercase letter, 1 number and one special character.

12. Re-enter your new password in the Confirm new password field.
13. Click Save.
14. If necessary, you can update your telephone number or language of preference.

15. Click Update.
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3.0 General Instructions on Managing Corporate
Returns

RRS provides functionality to create, complete and submit corporate returns to the Bank of
Canada (BoC), the Office of the Superintendent of Financial Institutions (OSFI) and/or the
Canada Deposit Insurance Corporation (CDIC). This section covers how to create and delete
returns, complete and submit returns, view returns, and view and correct errors in a return.

Corporate Return Support

If you encounter an issue or problem with completing and submitting a corporate
return that isn't covered in this Guide, contact the Returns Administration group
at OSFI at (613) 991-0609.

Managing corporate returns involves submitting a regulatory return through the RRS
application. There are three scenarios that involve managing corporate returns:

e Scenario #1: a corporate return can be scheduled by your regulator for submission, in
which case the return would display automatically in the Draft Returns menu.Instructions
on how to perform this function are detailed in Section 3.1.

e Scenario #2: a specific event such as a change to your organization’s general contact
information can trigger the need for a corporate return to be filed, in which case the
return would need to be created through the Manage Returns menu. Instructions on
how to perform this function are detailed in Section 3.5.

e Scenario #3: a review of your organization’s profile could indicate the need for an update
to specific information through the submission of a corporate return. Instructions on
how to perform this function are detailed in Section 5.0.

Rules and Errors

When entering information manually into a return, the data is validated against rules that are set
up within each return. Two separate sets of rules are used to validate returns: structural and
validation. Structural rules validate the format and structure of the data being reported, such as
entering numeric versus textual information as appropriate. Validation rules validate the
accuracy of the data being reported, against what is located within the profile. Structural
validation occurs when the Validate & Save button is clicked. When you attempt to submit a
return, validation rules are applied. If a return fails validation you are presented with an error
message. Returns with errors are displayed with an exclamation mark in a circle on the Draft
Returns page. In the event of an error, you will need to correct the information to continue.

E c D I E a mm BANK OF CAMADA
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Validation rules can be applied to specific sections of a return, but if any section fails validation,
the return cannot be processed as the entire return needs to be valid before it can be submitted.
Validation rules are documented in the Return Rules report specific to each return type.

Draft Return Key Icons

The Draft Return page displays icons that are used to depict specific return information. The key
icons are described as follows:

&

L D '"‘E’ " ’ i

ar S Repeatable ! Add Ready to In Mo Data -
et e Folder Section Submit Draft Mandatory

Figure 3-1: Draft Return Key

Form Set: a double set of folders represents an entire return which could consist of one or
many forms, also known as sections.

Folder: a single folder represents a structural grouping of forms, also known as sections.
Repeatable Folder: a single folder with blue arrows indicates a folder that has repeatable
sections.

Form: a page symbol indicates a section within a return.

Add Section: a page with a green plus sign allows forms, also known as sections, to be added
to a return where applicable.

Ready to Submit: the white check mark in a green circle symbol indicates the return has been
validated, meaning that it has passed structural rules and is ready to submit.

In Draft: the pencil symbol indicates this return has been saved as a draft and not yet validated
No Data — Mandatory: the red star symbol indicates there is no data in this return and that
mandatory fields exist.

Note: the absence of a red star on a return or return section indicates there are no mandatory
fields.

E c D I E a mm BANK OF CAMADA
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3.1 General Instructions on Completing and Submitting a
Corporate Return

Begin at the RRS Welcome page.
(@]
cdn:&sadc o ‘!_Il_l; BANK OF CAMADA PORTAL

BANGUE DU CANADA

|
R B, ABC Bank (change) English/Anglais+ & ? &

hMenu

= Welcome to Regulatory Reporting System (RRS) Portal

You have successfully legged in. You can now use RRS Portal to complete and submit all required returns on-line.

You should regularly check that your orgenization profile is up to gate by dicking on “Organization Profile” on the menu abowve.
Please file the appropriate corporate return te submit an update.

Draft returns that are ready for completion can be found by clicking on “Draft returns” on the menu above.
When your returns have been completed, you must use the “Submission” functionality te finally submit them.
With RRS Portal, you are also able to:

+ Print submitted returns where signed hard-copies are required.

« \iew and print previous submissions.

+ Partially complete returns and return to them at a later date.
* Request a resubmission of returns where you become aware of mistakes.

For further information on how to use RRS Portal, dick on the nelp link in the top rignt-hand comer of your screen.

Notifications

e s | e

[ 2018-08-12 230:18 | Annual Corporate Certification (O5FI148873534) is available for completion via 'Draft
P Returns'

Figure 3.1-1: Welcome Page

1. Click the Draft Returns menu item.

el BANGUE DU CANADA
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|
R B, ABC Bank (change) English/Anglais+ & 7 &

hMenu

Draft Returns

The returns listed below are in draft and can be completed prior to submission to your Regulator.

To create new returns, please use the "Create Return” functionality.

Return

Return name Reference | Revision Due date | PDF
end date

Annual Corporate Certification O5F49973534 0.1 Mo Data 2019-08-31 | 2018-09-30 '1-]

Figure 3.1-2: Draft Returns Page

2. Click the return name to be completed.
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R B, ABC Bank (change) English/Anglais+ & 2 &

Menu

Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view

sections in PDF format.

Once all sections are completed and validated, the return can be submitted usingthe "Submit return” functionality under the

"Submission™ menu.

0w la B (= o ; .

Mo Data -
Formset Foloer Repeatable Folder  Form Aod Section Ready to Submit I Draft
Manaatory

Status: No Data

Canadian Companies Annual Corporate Certification - October FYE

J-LI-- & Canadian Cornpanies Annual Corporate Certification

Canagian Companies Annual Corporats Eait | View | % | b
Certification

[@] # ccacc

Figure 3.1-3: Draft Return Page

3. Click the Edit link.

)
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|
R B, ABC Bank (change) English/Anglais+ & ? &
= Form View
Canadian Companies Annual Corporate Certification CCACC

Organization Name ABC Bank
Organization Code z0
The information provided in the Corporate Profile is required pursuant to one or more of the following provisions: sections 628, 632, 850 and 951 of

the Bank Act, sections 485 and 499 of the Trust and Loan Companies Act, sections 549, 684, 868, 993 and 594 of the Insurance Companies Act, or
sections 431 and 432 of the Cooperative Credit Associations Act.

¥ou are required to review and certify on an annual basis that the information provided in the Corporate Profile iz current and accurate.

Annual Shareholders Meeting Date (or Date of Reselution in Writing in lieu of Annual Meeting) 2018-08-31 t%
By checking off this box, you hereby certify that all the infermation provided in the corporate profile D
has been fully reviewed and the information is current and accurate.
Save Az Dralt Validsts & Save

Figure 3.1-4: Display of Return Page

4. Enter data in the appropriate fields.
5. If necessary, scroll to the bottom right of the return.

At this point the return can be either saved as a draft or validated and saved. Saving a return as
a draft leaves it on the Draft Returns page with a status of In Draft meaning it has not been

validated. Validating and saving the return indicates that the return is complete and ready for
attempted submission.

6. Click the Validate & Save button.

If your return fails structural rules:

A message would have been displayed on-screen informing you that there was
an issue with the return that would need to be corrected prior to submission.
See Section 3.3 for more information on errors.
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7. Hover your mouse over the Submission menu item.

cdic&sadc p ] s o canaon PORTAL

CH5F1 A
ey el BAMOUE DU CANADA

R B, ABC Bank (change) English/Anglais+ & 7 &

hMenu

Draft Returns

The returns listed below are in draft and can be completed prior to submission to your Regulator.

To create new returns, please use the "Create Return” functionality.

Return

Return name Reference Revision Status Due date | PDF
end date
Annual Corporate Certification O5F49573534 0.1 Mo Data 2019-08-31 | 2015-09-30 1&
Canadian C ies A 1S gt
Ratlan “OMPanies SANUS LOMPOMEEE | ccaCco73535| 0.1 | ReaoytoSuomit | 2019-08-31(2019-09-30| B
Certification - October FYE

Figure 3.1-5: Submission Menu Drop-Down Page

8. Click the Submit Return sub-menu item. The Submit Return page displays a list of returns
that are ready to be submitted.

cdic&sadc g NI s o carinon PORTAL

| 0& el BANGUE DU CANADA

R B, ABC Bank (change) English/Anglais+ & ? &
hMenu
Submit Return

The returns that are ready for submission are listed below.

Select the return that you wish to submit. Additional validation will then be carried out on the return pricr to submission. if the
return passes this validation, you will then be asked to confirm your submissicn.

Return

Return name Reference | Revision | Categories Due date
end date

Canadian Companies Annual Corporate
Certification - October FYE

CCACCAT3IE35 0.1 2019-08-31 | 2015-09-30 Submit

Figure 3.1-6: Submit Return Page

9. In the Action column, click the Submit link of the return to be submitted.

7%, EpIc "2 T~ I
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10. Click Submit.
CdlC&SﬂdC Q ‘!_IEL BAMK OF CAMADA PORTAL

BAMNGUE DU CAMNADA
|
R B, ABC Bank (change) English/Anglais+ & 7 &

= Submit Return

Your return has been validated and can now be submitted. Click the "Submit™ button to confirm that you wish to submit this
return.

If requiren, ensure that you have also providea the printed, signed version of the submitted return to your Regulator along
with any relevant documents.

Once submitted, & return can no longer be edited, but can still be viewed in submission history. If an error is subseguently
discovered you can apply to resubmit the return using the "Request Resubmission” functionality.

Figure 3.1-7: Submit Return - Submit Button Page

NOTE

Once the return has been successfully submitted, the Organization Profile will be
automatically updated. Please verify that the changes are reflected in the
Organization Profile.

If your return fails validation rules:

A message would have been displayed on-screen informing you that there was
an issue with the return that would need to be corrected before it could be
processed further. See Section 3.3 for more information on errors.
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3.2 General Instructions on How to View a Return

Returns can be viewed prior to and after being submitted. Use the Draft Returns menu item to
view returns that have not been submitted and use the Submission History sub-menu item to

view returns that have been submitted. These menu items can also be used to view the Audit

Log of a return which is a record of each revision of a completed or in-draft return.

To view a draft return:

Begin at the Welcome page.

cdicSsade L7 I g s, PORTAL
_______________________________________________________________________________________|
R B, ABC Bank (change) English/Anglais+ & 7 &
Menu
= Welcome to Regulatory Reporting System (RRS) Portal

You have successfully logged in. You can now use RRS Portal to complete ana submit all required returns onrline.

You should regularly check that your organization profile is up to gate by clicking on “Organization Profile” on the menu above.
Please file the appropriate corporate return to submit an update.

Draft returns that are ready for completion can e found by clicking on “Draft returns” on the menu above.
When your returns have been completed, you must use the “Submission” functionality te finally submit them.
With RRS Portal, you are also able to:

« Print suDmitted returns where signed hard-copies are required.

« View and print previous submissions.

# Partially complete returns and return to them at a later date.
& Request a resubmission of returns where you become aware of mistakes.

For further information on how to use RRS Portal, dick on the nelp link in the top right-hand comer of your screen.

Mortifications

T S

[ 2019-08-12 2-30:18 | Annual Corporate Certification (O5F149373534) is available for completion via 'Draft
Pi Returns'

Figure 3.2-1: Welcome Page
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1. Click the Draft Returns menu item.

cdic &sadc 3 HHAT] ek o canvson PORTAL

|°§ el BANGUE DU CAMNADA

R B, ABC Bank (change) English/Anglais+ & 2?2 &

hMenu

Draft Returns

The returns listed below are in draft and can be completed prior to submission to your Regulator.

To create new returns, please use the "Create Return” functionality.

Return name Reference Revision Status REwm Due date | PDF
end date
Annual Corporate Certification Q5F49573534 [*A Mo Data 2019-08-31| 2019-09-30 'E|
Canadian C ies A | C at
Ratlan “OMPanies SANUS LOMPOMEEE | ccaCco73535| 0.1 | ReaoytoSuomit | 2019-08-31(2019-09-30| B
Certification - October FYE
Figure 3.2-2: Draft Returns Page
2. Click the name of the return to be viewed.
PORTAL

cdicsade 57 [l sy
|

R B, ABC Bank (change) English/Anglais+ & ? &
Menu

= Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view

sections in POF format.

Once all sections are completed and validated, the return can be submitted using the "Submit return” functionality under the

"SuBmission™ Menu.

ifd 1 ]ﬂ’ |£| @ & 7 -

Mo Data -
Formset Foloer Repeatable Foloer  Form  Aaa Section Ready to Submit  In Draft
Mandatory

Status: Mo Data

Canadian Companies Annual Corporate Cenification - October FYE

l|__'._ & Canadian Companies Annual Corporate Certification

Canadian Companies Annual Corporate Edit | view | 95 | &
Cartificatinn

[@) # ccacc

Figure 3.2-3: Draft Return Page
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3. Click the View link to view the return, or, if there is more than one return section, click
the View link for each section to be viewed.

Al BAMQUE DU CANADA

R B, ABC Bank (change) English/Anglais+ & 2 &

cdic aﬁﬂdc Ig W] sarie oF carapa PORTAL

= Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view
sections in PDF format.

Once all sections are completed and validatead, the return can be submitted using the "Submit return” functionality under the
"SUbMmIission™ MenL.

I Jot la [= = & 7 -
No Data -

Form set Folder Repestable Folder Form Add Section Ready to Submit  In Draft
Manaatory

Canadian Companies Annual Corporate Certification - October FYE Status: Mo Data

ji...- w Canadian Companies Annual Corporate Certification s

|£| W CCACC Canadian Companies Annual Corporate Edit | View | 'El | s
Cernification

Figure 3.2-4: Display of Return Page

4. If necessary, use the scroll bars to view the draft return.

To view the audit log of a draft return:

Begin at the Draft Returns page.
cdic aSCIdC ﬁ @ ::Nﬁorc,i.nma PORTAL

|°£ MOLUE DU CAMNADA

R B, ABC Bark (change) English/Anglais+ & 7 &
Menu

= Draft Returns

The returns listed below are in draft and can be completed prior to submission to your Regulator.

Te create new returns, please use the "Create Return” functionality.

Return

Return name Reference Revision Status Due date | PDF
end date

Annual Corporate Certification O5F49973534 0.1 Mo Data 2018-08-31| 2019-09-30 1]

Figure 3.2-5: Draft Returns Page

1. Click the revision number of the return. The View Audit Log page opens displaying

7%, EpIc "2 T~ I
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information such as what action was taken, who performed the action and when it was
done.
(¢
cdic8sade &) [l cover, PORTAL

John Doe , ABC Bank (change) English/Anglais+ & ? &

Menu

— View Audit Log

Return name: Canaalan Companies Annual Corporate Certification - October FYE
Reference: CCACC973535

Creartion aate: 2015-09-12

Due aate: 2019-09-30

Select a version of this Return to view.

Revision Status i Actioned on Actioned by Submitted on Submitted by
10 Accepted Submit return | 2015-09-13 9:34:32 AM | John Doe 2019-09-13 9:34:32 AM | jonn Doe
Back view Comments

Figure 3.2-6: View Audit Log Draft Page

To view a submitted return:

Begin at the Welcome page.
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MI de b BANQUE DU CANADA

e
R B, ABC Bank (change) English/Anglais+ & ? &
Menu
= Welcome to Regulatory Reporting System (RRS) Portal

You have successfully logged in. You can now use RRS Portal to complete and submit all required returns onrline.

You should regularly check that your organization profile is up to date by clicking on *Organization Profile” on the menu above.
Please file the appropriate corporate return to submit an update.

Draft returns that are ready for completion can be founa by clicking on *Draft returns” on the menu above.
Whnen your returns have been completed, you must use the “Submission” functionality to finally submit them.
Witn RRS Portal, you are also able to:

® Print submitted returns where signed hard-copies are required.

o \iew ana print previous submissions.

. Pam’al?y complete returns and return to them at 3 later date.
¢ Request a resubmission of returns wnere you become aware of mistakes.

For further information on now to use RRS Portal, click on the nelp link in the top rignt-nand comer of your screen

Notifications

Dismiss Received Subject
| O | 2019-09-122:30:18 | Annual Corporate Certification (OSFI48973534) is availaple for completion via "Draft

PM Returns'
Figure 3.2-7: Welcome Page
1. Hover your mouse over the Submission menu item.

2. Click the Submission History sub-menu item.

)
o
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Cdlcaquc 2 ‘!-ILI‘ BANK OF CAMADA PORTAL

John Doe , ABC Bank (change) English/Anglais+ & ? &

henu

= Submission History

Select a submission to view

Snowing returns from: |z018

Drag a column header here to group by that column

Submitted . Return end
Return name Reference | Revislon Status

date date
M MM =7 | 0| ="
Canadlan Companles Annual Corporate
Certification - October FYE

CCACCO7353 1.0 2019-09-13 Accepted 2019-08-31

L4

Figure 3.2-8: Submission History Page

Return Revision

The revision column of the Submission History page displays the current revision
number of the return. Submitted returns display on this page as revision 1.0 for
the first submission and each subsequent submission increases by a whole
number such as 2.0, 3.0, etc. Some returns cannot be revised once submitted. For
further details, please refer to the General Instructions for each return type
located under Documents/Portal Documents/English/Return
Instructions/Corporate Returns.

3. Click the name of the return to be viewed.
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ceBsade o 1w, PORTAL

| k¥
|
John Doe , ABC Bank (change) English/Anglais+ & 7 &

Menu
= View Return

Select a form to view

7 -

I 1 P |_3] [3 @
Mo Data -

Formset Folger Repeatable Folder Form  Add Section Ready to Submit  In Draft
Mandatory

Status: Accepted

Canadian Cormpanies Annual Corperate Certification - October FYE

i | & Canagian Comnpanies Annual Corporate Certification

Canadian Companies Annual Corporate

[#) @ ccacc
Certification

Figure 3.2-9: View Return Page

4. Click the View link to view the return, or, if there is more than one return section, click
the View link for each section to be viewed.

5. If necessary, use the scroll bars to view the submitted return.

To view the audit log of a submitted return:

Begin at the Submission History page.

Click the revision number of the return. The Audit Log page opens displaying information such as

1.
what action was taken, who performed the action and when it was done.
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John Doe , ABC Bank (change) English/Anglais+ & ?2 &
ienu
= View Audit Log
Return name: Canadlan Companies Annual Corporate Certification - October FYE
Reference: CCACC973535
Creation gate: 2019-09-12
Due gate; 2019-09-30

Select a version of this Return to view

Revision I Status i . Actioned on Actioned by . Submitted on | submitted by

1.0 Accepted Submit return | 2019-09-13 9:34:32 AM | john Doe 2019-05-13 9:34:32 AM | John Doe

ew comments

Figure 3.2-10: View Audit Log Submit Page

Request Return Resubmission

Request Resubmissions are only permitted with Corporate Returns that do not
affect your Organization Profile. To correct any errors on a previously submitted
corporate return, please contact the Returns Administration group at OSFI at
(613) 991-0609 for assistance in correcting submitted corporate information.

el BANGUE DU CANADA

E CDIE g [T BanK OF CANADA



RRS

Regulatory Reporting System
SR

3.3 General Instructions on How to View Errors

To view errors:

Begin at the Welcome page.

1. Click the Draft Returns menu item.

N
'Cdl‘camdc oon LU T sarcor canson PORTAL

John Doe , ABC Bank (change) English/Anglais+ & ? &

hMenu

= Draft Returns

Tne returns listed pelow are in araft ana can be completea prior to submissicn to your Regulator.

© Create new returns, please use the "Create Return” functionality.

Return
Reference Status Due date
end date

Annual Corporate Certification OSFI49973534 Ready to Supmit(t] 2019-08-31 | 2019-05-30 | =

Figure 3.3-1: Draft Returns Page
2. Locate a return with an error icon next to the status (circle with an exclamation mark)

3. Click the error icon or the status to open the Validation Issues page.

E CDIE g [T BanK OF CANADA
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cdic&sadc (2 N [—— PORTAL

| 0& el BANGUE CU CANADA

]
John Doe , ABC Bank (change) English/Anglais+ & 7?7 &

hMenu

— Validation Issues

This return was submitted with errors andfor warnings which are displayed below.

Rul Additi |
= Type Problem SEAS

name information

1

OSF49-11 | Error | 1. Page 020.012, Line 009: Total Exits must be equal to the surm of Lines 006 and 008.

2 Page 020.012, Line 011: Murnber of Members at plan year end must equal Line

OSF49-13 | En
- """ | 005 minus Line 009.

3. Page 020.012, Line 034: Total Male (Column 001) must equal the sum of all males

OSH49-28 | Error
- in the various locations of employment (Lines 015-030).

4. Page 020.012, Line 034: Total Fernale (Column 002) must equal the sum of all

O5H49-29 | En
- o females in the various locations of employment (Lines 015-030L

2. Page 020,012, Line 034: Includea Employment Total (Column 003) must equal the
OSF49-30 | Error | sum of the Included Employment categories in the various locations of employment
(Lines 015-030)

6. Page 020.010, Line 045: Nurnber of Months must equal the number of menths

0O5FA49-62 | Error
- petween the From Date and the To Date.

7. Page 020.012, Line 035: Total Membership must equal to the total of male and

O5SF49-64 | Error
- fernale members (Line 034, Columns 001 and 002).

8. Page 020.012, Line 035: Total Membership must be equal to Number of members

OSFI49-65 | En
- | &t Blan Year Ena (Line 0711).

OSF49-66 | Error | 9. Page 020.012, Line 038: Grand Total must be the sum of Line 035 and Line 036.

Back

Figure 3.3-2: Validation Issues Page

4. View the error message.

Warnings

Warnings will not prevent you from submitting your return, it is simply a warning
to advise you that you are either making a change to a mandatory role or that
one of your mandatory roles is missing from your Organization Profile.
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3.4 General Instructions on How to Correct Validation Errors
on a Return

If a return does not pass validation, you will be informed via an error message that displays on-
screen. The error message specifies the rule, or rules, that have failed. You will need to correct

the data in order to submit the return.

Begin at the Draft Returns page.

C‘dt‘C&SﬂdC o0 TmY s or canaon PORTAL
John Doe, ABC Bank (change) English/Anglais+ & ? &

henu

= Draft Returns

The returns listed below are in draft and can be completed prior to subrission to your Regulator.

To create new returns, please use the "Create Return" functicnality.

Return
Return name Reference Revision Status Due date
end date

Annual Corporate Certification O5FI49973534 Ready to Supmitll] 2019-08-31 | 2019-09-30 | B

Figure 3.4-1: Draft Returns Page
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1. Click the return name to open the return.

cdic&sadc p N s or canaoa PORTAL

Q8F A
ey el BAMOUE DU CANADA

|
John Doe , ABC Bank (change) English/Anglais+ & ? &

henu

= Draft Returns
The returns listed pelow are in draft and can be completed prior to submission to your Regulator.

To create new returns, please use the "Create Return” functionality.

Return

Return name Reference Revision Due date | PDF
end date

Annual Corporate Certification O5F49573534 [*Al Ready to Submi () 2019-08-21 | 2019-09-30

Figure 3.4-2: Draft Return Page

2. Click the Edit link.
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PORTAL

cdcBsade o s et

John Doe , ABC Bank (change) English/Anglais+ & ? &
Menu
= Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view
sections in POF format.

Once all sections are completed and validated, the return can be submitted using the "Submit return” functionality under the

"Submission™ rmenu.

Formset Folder Repestable Folder Form  Add Section Ready to Submit  In Draft :Zﬁ;;w
Annual Corporate Certification Status: Ready to Submit
I | & O5F45- Annual Information Return Clear | Upload Data | 33
[@) @ a2o010- AZOOT0- AZ00IE Clear | Edit | View | "5 | &8
A20016

Figure 3.4-3: Display of Return Page
3. Correct the appropriate data.

4. Click Validate & Save. The return is updated and now ready to be re-submitted.

5. Follow the steps outlined in Section 3.1 General Instructions on Completing and
Submitting a Corporate Return.
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3.5 General Instructions on How to Create a Corporate
Return

As described at the beginning of this section, Scenario #2 details an event that triggers the need
for a corporate return to be created by your organization or plan and submitted. An example of
this type of event is a change in your organization’s business mailing address.

To create a corporate return:

Begin at the Welcome page.

(g
Cdl-C&Sﬂdc oo ‘!ﬂmworcnhma PORTAL

BANQUE DU CAMNADA

C_____________________________________________________________________________|
R B, ABC Bank (change) English/Anglais+ & ? &
Menu
= Welcome to Regulatory Reporting System (RRS) Porta
You nave successfully loggea in. You can now use RRS Poral to complete ana submit all reguirea returns on-line.

You should regularly check that your organization profile is up to gate by dickingon “Organization Profile” on the menu above.
Please file the appropriate corporate return to submit an update.

Draft returns that are reagy for completion can be founa oy clicking on “Draft returns” on the menu above.
Wnen your returns have been completed, you must use the “Submission” functionality te finally submit them.
With RRS Portal, you are also able to:

Print submitted returns where signed hard-copies are required.

View and print previous submissions.

Partially complete returns and return to them &t a later date.
Request a resubmission of returns where you become aware of mistakes.

- & & &

For further information on how to use RRS Portal, dlick on the help link in the top right-hand comer of your screen.

Motifications

s T

[ 201%-09-12 23018 | Annual Corporate Certification (OSFI49973534) is available for completion via "Draft
PM Returns'

Figure 3.5-1: Notifications Page
1. Hover your mouse over the Manage Returns menu item.

2. Click Create Return.
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cdicBsade €3 [l wcorcaves PORTAL

BANGUE DU CANADA

|
John Doe , ABC Bank (change) English/Anglais+ & ? &

MENL

Create Return

To submit & corporate return, iNput a return name in either language and copy the same into the other required name field.
Select the return to be submitted from the list below. The Effective Date is the earliest effective date of change contained in
e return.
Return name: Mew Contact Information (English/Anglais) *

Mew Contact Information {French/Frangais) *

Select form set ) )
- (O Fizcal vear ena Return (596) &

D Fundingvenhicle Infarmation

@ Organization General Contact Infarmation (657)
DSE: 583 - Definea Contripution Pensicn Plan Text
lwmendment Informatlon Form

i

Enter the earliest effective oate of 2018-10-31 % *

change contained in the return:

Figure 3.5-2: Create Return Page

Return Name

You will want to choose a name that will be meaningful for you or your
organization. The text does not need to be bilingual, but it does need to be
entered in both the English and French text fields. This name will also be referred
to when looking for returns under your submission history tab.

3. Enter an English and French name for the return (see example above).

4. Select the appropriate corporate return that you want to create for your organization or
plan.

5. Enter the earliest effective date of change.

6. Click the Create button.
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Earliest effective date of change

Where multiple changes are being made within the same return, you must enter
the earliest effective date of change of all of the changes being made. The
system will not accept earlier dates within the return than the date you entered

when creating your return.

Your corporate return is now ready for completion in the Draft Returns section of RRS.

cdic 8sadc g [ saveor canson PORTAL
John Doe, ABC Bank (change) English/Anglais+ & 7 &

hMenu

— Draft Returns

The returns listed below are in draft and can be completed prior to submission to your Regulator.

To create new returns, please use the "Create Return” functionality.

Return
Return name Reference Status Due date
end date

Annual Corporate Certification O5FI49973534 Ready to Submit(®] 2019-08-31 | 20719-09-30

Mew Contact Infermation 0GCIa73537 0.1 Mo Data 2018-10-31 | 2018-11-30 "'_—

Figure 3.4-3: Draft Returns Page

Follow the steps outlined in Section 3.1 to submit this return.

Note:

For any changes to contact information, addresses must all be in uppercase letters
and may not contain any special characters, telephone/fax numbers must not
contain any dashes and email addresses must not contain any invalid characters,
as per the Canada Post Guidelines.

el BANGUE DU CANADA
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3.6 General Instructions on How to Delete a Corporate Return
from your Draft Folder

Corporate returns that have been created in error can be deleted prior to submission.

Note:

Once a corporate return has been submitted and accepted, that return can no
longer be deleted. In order to delete a submission, please contact the Returns
Administration group at OSFI at 613-991-0609.

To delete a draft corporate return:
Begin at the Draft Return page.

1. Hover your mouse over the Manage Returns menu item.

cdic@sadc o Pl s or canson PORTAL

%l deld BANQUE DU CANADA

John Doe , ABC Bank (change) English/Anglais+ & ? ©

r Ratiirnc

Nrs ~
Uiall nNCld >

m
5

Home
listed below are in draft and can be completed prior to submission to your Regulator
Draft Returns

Submission + )
wrat irne mlasca ics the reate Return” functional ty
Manage Returns + Create Return
uments - : = Return
Documents Delete Return Reference | Revision Status L Due date | PDF

Organization Profile y
PR 51 " s oy T -

porate Certification OSF49973534 0.1 Ready to Submit() 2019-08-31 [ 2019-09-30 P

Manage Users + —
ct Information OGCI973537 01 No Data 2018-10-31|201811-30| &=

My Detalls + 1

Help

LogOut

Figure 3.6-1: Manage Returns Drop-Down Page

2. Click Delete Return.
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cdic Bsﬂdc Ig ‘!_I._l‘ BANK OF CANADA PORTAL

BANQUE DU CANADA

]
John Doe, ABC Bank (change) English/Anglais+ & ? &

hMenu

— Delete Return

Return name Reference | Revision | Categories Status Creation date Action

Mew Contact Information | OGCI873537 0.1 Mo Data 2019-09-13 104204 AM | Delete

Figure 3.6-2: Delete Return Page

3. In the Action column, click the Delete link of the return to be deleted.

cdicsade 57 Ml PORTAL
John Doe , ABC Bank (change) English/Anglais+ & ? &

Menu
= Delete Return

Confirm that you would like to permanently delete this return. If you do so, the return and all of its data will be lost.

Are you sure you wisn to delete "New Corrtact Infarmation™

Confirm Cancel

Figure 3.6-3: Delete Return Confirm Page
4. Click the Confirm button.

The return has now been deleted.

i CDIE g [T BanK OF CANADA
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3.7 General Instructions on How to Request a Resubmission
of a previously submitted Return

This scenario explains how to submit an amendment to an unstructured corporate return
previously submitted by your organization or plan.

Request Resubmissions are only permitted with Corporate Returns that do not affect your
Organization Profile. To correct any errors on a previously submitted corporate return, please
contact the Returns Administration group at OSFI at (613) 991-0609 for assistance in correcting
submitted corporate information.

To request a resubmission of your return:

Begin at the Welcome page.

cdic&sadc 0 CANADA PORTAL

TRIY sare or
Fgg el BARGUE DU CANAD

R B, ABC Bank (change) English/Anglais+ & 7 &
Menu
— Welcome to Regulatory Reporting System (RRS) Porta
You have successfully logged in. You can now use RRS Portal to complete and submit all required returns on-line.

You should regularty check that your organization profile is up to date by dicking en “Organization Profile” on the menu above.
Please file the appropriste corporate return to submit an update.

Draft returns that are ready for completion can be found by clicking on “Draft returns” on the menu above.
When your returns have been completed, you must use the “Subrmission” functionality te finally submit them.
Witn RRS Portal, you are also able 1o

* Print suDMItted returns wnere signea nara-copies are required.

+ \izw and print previous submissions.

» Partially complete returns and return to them &t a later date.

# Request a resubmission of returns where you become aware of mistakes.

For further information on how to use RRS Portal, dick on the help link in the top right-hand cormer of your screen.

Motifications

e e,

O 2015-08-12 230018 | Annual Corporate Certification {OSFI495973534) is available for completion via "Draft
PM R

eturns'

Figure 3.7-1: Welcome Page
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1. Hover your mouse over the Submission menu item.

cdic&sadc lﬁ MBI sanvc or caeson PORTAL

DEA A
el Al EAMGUE DU CAMNADA

John Doe , ABC Bank {change) English/Anglais+ & ? &
Menu

= Welcome to Regulatory Reporting System (RRS) Portal
Home

ccessfully logged in. You can now use RRS Portal to complete and submit all required returns en-line.
Draft Returns

Supmission + Submit Return anization profile is up to oate by dicking on "Crganization Profile” on the menu above.
LM to SuDmit an upaate.

Manage Returns + Submission History

DoCUmEents Request Resubmission on can be founa by dlicking on “Draft returns” on the menu acove.

Organization Profle "Eturns nave been completed, you must use the “Submission” funcdonality to finally submit tnem.

Manage Users +
irtal, you are also able to:
My Detalls +
Help submitted returmns where signed hand-copies are required.

and print previous submissions.
Log Out illy complete returns and return to them &t a later date.
# Heguest a resubmission of returns wnere you ecome aware of mistakes.

For further information on how to use RRS Portal, click on the help link in the top right-nand corner of your screen.

Motifications

Dismiss Received
2019-09-13 9:09:57
O AM

Figure 3.7-2: Welcome Page
2. Click on Request Resubmission.

3. Search for the return you wish to resubmit.
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John Doe , ABC Bank (change) English/Anglais+ & 7?7 &

Menu
= Request Resubmission

Select the return that you would like to request a resubmission for.
Resubmission requests may be granted automatically or may require review by your Regulator, based on the reasons you
provide on the next page. If your resubmission request is granted, you will be notified by email and the return will appear in

the "Draft Returns" area where you will be able to edit it before resubmission.

Showing returns from: [z019

Drag a column header here to group by that column

Return name Reference Revislon Return end date Due date Actlon
|* | |* | |* | =] 7| lml*
Canadian
Companles
Reguest
Annual Corporate CCACCO73535 1.0 2019-08-31 2019-09-30
Resubmission
Certification -
October FYE

Figure 3.7-3: Request Resubmission Page

4. Click on Request Resubmission.

|
John Doe , ABC Bank (change) English/Anglais+ & ? &

hEnLE
= Request Resubmission

Enter the reasons you would like to resubmit this return.

Return name: Canadian Companies Annual Corporate Certification - October FYE
Revision of return: 10
Reasons for resubmission: &

Send Request

Figure 3.7-3: Request Resubmission Page

5. Provide a reason for the resubmission and click on Send Request button.
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John Doe , ABC Bank (change) English/Anglais+ & ? &
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Reguest Resubmission

Are you sure you would like to request resubmission of "Canadian Companies Annual Corporate Certification - October FYE™?

Confirm Cancel

Figure 3.7-4: Request Resubmission Page

6. Click on Confirm button.

John Doe , ABC Bank (change) English/Anglais+ & ? &
Menu

= Reguest Resubmission

Your request to resubmit "Annual Corporate Certification” has been automatically granted and your return is available for
editing under the "Draft Returns" menu.

Figure 3.7-5: Request Resubmission Page

7. Click on the Draft Returns folder.
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|
John Doe , ABC Bank (change) English/Anglais+ & ? ©&

hMenu

= Draft Returns
The returns listed below are in draft and can be completed prior to submission to your Regulator.

To create new returns, please use the "Create Return" functionaliy.

Return name Reference Revision Status REtum Due date | PDF

end date
Annual Corporate Certification O5F49973534| 1.1 Ready to Submit | 2019-08-31 | 2019-09-30 |
New Contact Information 0OGCI973537 0.1 Mo Data 2018-10-31| 2018-11-30| B
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Figure 3.7-6: Draft Returns Page
8. Click on the return you would like to update and resubmit.
9. Click on the return name to open the return.

10. Remove the previously submitted file attachment by clicking on the “X" next to name,
then click on the OK button.

CdlC&Sﬂd{' a r-=I1 BANK OF CANMADA P O R T A L

9&1 dadade BANGUE DU CANADA

e
John Doe , ABC Bank (change) English/Anglais+ & ? ©

iy
a
[

Form View

Annual Financial Statement, Auditor's Report & Other Shareholder's Material OSFI-597

Organization Name ABC Bank
Organization Code HONG

Annual Shareholders Meeting Date (or Date of Resolution in Writing in lieu of -
Annual Meeting) 20181212 =+

Please upload your file using the Browse button below

8 ACBF. [
File Attachment 1: Message from webpage X
Beowse
| File Attachment 2: o Are you sure you want to remove this file ?
Beowse
File Attachment 3: —
Browse |

File Attachment 4:

; Save as Onaft | Vakdate & Save

Figure 3.7-7: Return Page

11. Click on Browse button to retrieve and upload the revised file attachment.
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John Doe, ABC Bank (change) English/Anglais+ & ? ©

= Form View

Annual Financial Statement, Auditor's Report & Other Shareholder's Material OSFI-597 ‘
Organization Name ABC Bank ‘
Organization Code . HONG

Annual Shareholders Meeting Date (or Date of Resolution in Writing in lieu of
Annual Meeting) 2018-12-12 %*
Please upload your file using the Browse button below

File Attachment 1: —
| some |

File Attachment 2:

File Attachment 3:

File Attachment 4:
Save ss Draft ‘ Validste & Save .

Figure 3.7-8: Return Page

12. Click on Validate & Save.
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Form View

Annual Financial Statement, Auditor's Report & Other Shareholder's Material OSFI-597 ‘
Organization Name ABC Bank ‘
Organization Code HONG

'~ Annual Shareholders Meeting Date (or Date of Resolution in Writing in lieu of
Annual Meeting) 201812112 |[=5]*

' Please upload your file using the Browse button below
0 Test. M

File Attachment 1:

File Attachment 2:

File Attachment 3: “M

File Attachment 4:

Save as Draft Validate & Save ‘

Figure 3.7-9: Return Page

13. The return is now ready for resubmission.

14. Follow the steps outlined in Section 3.1 General Instructions on Completing and
Submitting a Corporate Return.
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4.0 Specific Corporate Returns Instructions

This section will provide detailed instructions on the following subjects:
1) How to Add/Update your Organization’s General Contact Information
2) How to Add an Individual/Related Organization to your Organization Profile
3) How to Delete an Individual/Related Organization to your Organization Profile
4) How to Add Multiple Roles to an Existing Individual within your Organization Profile

5) How to Update Information to an Existing Individual/Related Organization within your
Organization Profile

6) How to make changes related to the External Auditor/External Actuary Roles.
7) How to make changes related to the Funding Vehicle and/or Fund Custodian

8) How to make changes related to the Board of Director Information Return

4.1 How to Add/Update your Organization’s General Contact
Information

Whether you are updating your organization’s general contact information or adding new
general contact information, you must use the Organization General Contact Information
Return.

For all Federally Regulated Financial Institutions (except Foreign Insurance Branches and Foreign
Bank Branches), Private Pension Plans and Foreign Representative Offices, a Business Mailing
Address must be maintained at all times. This information is used to update OSFI's external
website.

For Foreign Insurance Branches and Foreign Bank Branches, a Branch Mailing Address must be
maintained at all times. This information is used to update OSFI's external website.

Other address types, such as Head Office Address, can be provided and maintained within your
organization profile however it is not a mandatory requirement.

The “Location of Books and Records (CRA) Address” is specifically used by Private Pension Plans
only.

All fields are required by OSFI and some fields have been made mandatory.

% c D I c a m BANE OF CANADA

SADC osn el BANGUE DU CANADA



RARS
SuR

Regulatory Reporting System

4.1.1 How to Add an Organization General Contact Information

1. Hover your mouse over the Manage Returns menu item.

2. Click Create Return.

0 , PORTAL
cdicsade TT Il ot
. ________________________________________________________________________
John Doe , ABC Bank (change) English/Anglais+ & ? &
EnL
= Create Return
To submit a corporate return, input a return name in efther language and copy the same into the other required name field
Select the return to be submitted from the list below. The Effective Date is the earliest effective date of change contained in

e returmn.

Return name: add secondary _z,dujress] (English/Anglais} *

add secondary address {French/Francais) *

== Ectiorm s=t O Fiscal Year End Return (396) =

I:::Izw.,l'l: ngvehicle Information

@ Organizatlon General Contact nformatlon (657}

D osrse3 - pefinen contrioution Pension Plan Text
lwmendment Information Form .
.

Enter the earliest effective date of 2019-02-28 % *

Change comtained in the return:

Figure 4.1-1: Create Return Page
3. Enter an English and French name for the return (see example above).
4. Select Organization General Contact Information.
5. Enter the Effective Date of change.
6. Click the Create button.
Your corporate return is now ready for completion in the Draft Returns section of RRS.

7. Go to your Draft Returns section and open the return you just created.
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John Doe , ABC Bank (change) English/Anglais+ & 7 &
Menu
= Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view
sections in POF format.

Once all sections are completed and validated, the return can be submitted using the "Submit return” functionality under the
"Submission™ mMenL.

i {d la @ |?_# @ A -

MNo Data -

Formset Foloer Repestable Folder Form Add Section Ready to Submit  In Draft
Mandatory

Status: Mo Data

Add Secondary Address

1|__'__ Organizaticn General Contact Information (657) a3

@ cl General Information Edit | View | 9 |

1]_;1, COGCI Change Organization General Contact Dﬁ
Information

]_;11 AQGCI Agd Orgenization General Contact G
Information

Figure 4.1-2: Draft Return Page

8. Click on the "Add Instance” button on the right hand side next to “Add Organization
General Contact Information”

9. This will open a new worksheet within this section of the return.
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= Form View

Add Organization General Contact Information ADGCI
Organization Hame ABC Bank

Organization Code zZ0
Contact Type e |
Address
English French
First Address Line First Address Line
Second Address Line Second Address Line

Third Address Line Third Address Line

City City

Country ~
Province (Canada only)

State (USA only)

PostalZip Code

Email Address

* Deini=
A
Emergency Email Address
Area code Number Extension
Phone Dbt
Add

Figure 4.1-3: Add Organization General Contact Information Page
10. Under Contact Type, choose appropriate contact type you wish to Add.

11. Provide the complete mailing address. A province must be provided when “Canada” is
chosen as the Country and a state must be provided when “USA" is chosen as the
Country.

12. Provide a general email address for the organization.

13. Provide an emergency email address if one is available.

14. Provide a general Telephone and Fax Number for the organization.
15. You can now click on the Validate & Save button.

16. Your return is now ready to be submitted.

17. Follow instructions under 3.1 General Instructions on how to complete and submit a
corporate return.
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4.1.2 How to Update your Organization General Contact Information

When updating your general contact information, all related information must be provided as
this return will replace all information located within your organization profile.

1. Hover your mouse over the Manage Returns menu item.

2. Click Create Return.

‘ , BANK OF CARADA PORTAL
cdic aSQdC oo 4!_'{!.'.. BANGQUE DU CANADR
John Doe , ABC Bank (change) English/Anglais+ & 7 &
lenu
= Create Return
To submit & corporate return, input a return name in either language and copy the same into the other required name field
Select the return to be submitted from the list below. The Effective Date is the earliest effective gate of change contained in
the return.
Return name: Update Genereal Address (English/Anglais) *
Update Genereal Address (French/Frangais) *
Select form se Al
W

Enter the earliest effective gate of 2018-01-31 % *

change contained in the return:

Figure 4.1-4: Create Return Page
3. Enter an English and French name for the return (see example above).
4. Select Organization General Contact Information.
5. Enter the Effective Date of change.
6. Click the Create button.
Your corporate return is now ready for completion in the Draft Returns section of RRS.

7. Go to your Draft Returns section and open the return you just created.
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John Doe , ABC Bank (change) English/Anglais+ & 7 &
Menu
Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view
sections in POF format.

Once all sections are completed and validated, the return can be submitted using the "Submit return” functionality under the
"Submission™ menw.

i 1 2 B E & s -
Mo Data -

Formset Folder Repeataple Folder Form Add Section Ready to Submit  In Draft
Mandatory

Status: Mo Data

Update Genereal Address

1|__'__ Organization General Contact Information (657) a3

@ cl General Information Eait | View | "9 | B

];1, COGC Change Organization General Contact g
Information

];11 ADGCI Aoa Organization General Contact a
Information

Figure 4.1-5: Draft Return Page

8. Click on the "Add Instance” button on the right hand side next to “Change Organization
General Contact Information”

9. This will open a new worksheet within this section of the return.
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Change Organization General Contact Information COGCI
Organization Name ABC Bank

Regulatory Reporting System

Organization Code zZo

Contact Type I%*

Pleaze click the check box beside the items that you would like to provide updated information for. Ensure that all fieldzs are then completed. This
information will replace all corresponding information in vour corporate profile. Fields left blank will erase previously fied information.

[l Address

English French

First Address Line First Address Line
Second Address Line Second Address Line
Third Address Line Third Address Line
City City

Country

Province (Canada only)

State (USA onhy)

PostalZip Code
Dimlon?m

|:| Email Address

Add
|:| Emergency Email Address

Area code Number Extension

O Phone Deiet=

Ad

Area code MWumber

O] Fax Dt

Aid
|:| Englizsh Additional Contact Info
|:| French Additional Contact Info

Savm A Deall aiiiale & Save

Figure 4.1-6: Change Organization General Contact Information Page

10. Under Contact Type, choose appropriate contact type you wish to update (see example
above).

11. Only check boxes on the left hand side that you wish to provide updated information for.

a. If providing an address change, you must provide the complete mailing address
(the system will not pre-populate that information from your profile).
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b. If providing any email, telephone or fax changes, check boxes as appropriate and
provide all the required information as appropriate.

c. If you already have an email address, telephone or fax number within your profile
and you wish to add a second email or telephone/fax number, you must re-enter
the current information from your profile, then add any additional information by
clicking on the “Add” button.

12. The Additional Contact Info is meant to be used for any other general information not
provided above.

13. You can now click on the Validate & Save button.
14. Your return is now ready to be submitted.

15. Follow instructions under 3.1 General Instructions on how to complete and submit a
corporate return.

4.1.3 How to Update information located under General Information

Under the General Information section, this is where your preferred language and your
organization’s website URL can be found and maintained.

The preferred language is automatically defaulted to English. To change your preferred
language to French, simply check off the box on the left hand side to enable that record. Once
you have updated this information, you can now click on the “Validate & Save" button.

You can also maintain your organization’s website URL however this information is not a
mandatory requirement.

4.1.4 How to answer the questions located under General FRFI
Information

The General FRFI Information section does not apply to Private Pension Plans.
For all Federally Regulated Financial Institutions, please provide responses where applicable.

All questions located in this section are defaulted to Null. Below are the instructions on how to
answer these questions.

1. Click on the “Edit” button on the right hand side next to “General FRFI Information”

2. This will open a new worksheet within this section of the return.
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1]
I 3
=

Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view
sections in PDF format.

Once all sections are completed and validated, the return can be submitted using the "Submit return” functionality under the
"Submission” menu.

KEY
T i ! ° 4 *
Form set Folder Repeatable Folder Form Add Section Ready to Submit  In Draft ;j:r?da;?c-_rg
Status: No Data
T-k]___J_'] Organization General Contact Information (657) s
a Gl General Information Edit | View | B2
13 COGCI Change Organization General Contact E:i
Information
I]_Q AODGCI Add Organization General Contact @-
Information
@ GIFRFI General FRFl Information Edit | View | B8

Figure 4.1-7: Draft Return Page

3. In order to provide a “No” response to any of these questions, simply check box on the
left hand side of the applicable question and leave box on the right hand side blank (see
example below).

John Doe, ABC Bank (change) English/Anglais+ & ? ©
Form View
General Details (FRFI) GIFRFI
Organization Name ABC Bank

Organization Code
Fiscal Year End 2013-10-31

Please click the check box beside the items that you would like to provide updated information for:

Applies to Canadian Financial Institutions only:

If all the voting shares of the Financial Institution {other than directors’ qualifying shares, if any) are

beneficially owned by a Canadian financial institution incorporated or formed by or under an Act of

Parliament, enter "x" here (does not apply to Holding Companies) |
0 If the Financial Institution is a subsidiary of a Foreign Bank, Foreign Insurance Company, or Qualified

Foreign Holding Company, enter "x” here O

SA Ao 84 BANQUE DU CANADA
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Figure 4.1-8: General Details (FRFI) Page

In order to provide a “Yes” response to any of these questions, simply check box on the
left hand side of the applicable question and also check box on the right hand side (see

example below).

John Doe, ABC Bank (Change) English/Anglais + &

Form View

General Details (FRFI)
Organization Name ABC Bank
Organization Code

Fiscal Year End 2013-10-31

Please click the check box beside the items that you would like to provide updated information for:

Applies to Canadian Financial Institutions only:

If all the voting shares of the Financial Institution (other than directors’ qualifying shares, if any) are
beneficially owned by a Canadian financial institution incorporated or formed by or under an Act of
Parliament, enter "x" here {does not apply to Holding Companies)

0O If the Financial Institution is a subsidiary of a Foreign Bank, Foreign Insurance Company, or Qualified
Foreign Holding Company, enter "x” here

Figure 4.1-9: General Details (FRFI) Page

For the following two new questions, when providing a “Yes” answer to these questions,
this will enable the second part of the question where a number must also be provided

(see example below.

Applies to all Federally Regulated Financial Institutions (excluding FROs):

Does the ultimate parent of the FRFI together with all its affiliates or the FRFI alone, if it FRF| does not

have a parent, have fewer than 150 employees on a worldwide basis?

If yes, please indicate number of employees as at fiscal year end 0ol
Are the worldwide annual gross revenues of the ultimate parent of the FRFI (including annual gross

O revenues of all its affiliates), or those of the FRFI alone, if FRFI does not have a parent, between
£30,000 and $7.5 million dollars? O

O If yes, please indicate annual gross revenues as at fiscal year end

Figure 4.1-10: General Details (FRFI) Page

Once applicable questions have been answered, you can now click on the Validate &
Save button.

Your return is now ready to be submitted. Follow instructions under Section 3.1 General
Instructions on Completing and Submitting a Corporate Return.
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4.2 How to Add an Individual/Related Organization to your
Organization Profile

To add an individual or a Related Organization to your organization profile, you must use the
Required Roles and Contact Information Return.

For each individual or related organization, a Business Mailing Address must be maintained at all
times.

Provide the full name and salutation of each new individual being added to the organization
profile.

Reminder

When adding a new individual or related organization to the Organization Profile,
please ensure that the departing individual or related organization is removed
from the profile by following steps under Section 4.3 How to Delete an Individual
or a Related Organization from your Organization Profile.

4.2.1 How to Add an Individual to your Organization Profile

1. Hover your mouse over the Manage Returns menu item.

2. Click Create Return.

IIII]II[l BANK OF CANADA
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John Doe , ABC Bank (change) English/Anglais+ & 7 ©
Menu
= Create Return

To submit a corporate return, iNpuUt a return name in either language and copy the same into the other required name fiela.
Select the return to be submitted from the list below. The Effective Date is the earliest effective date of change contained in
e retur.

Return name: Mew Chief Financlal Office (English/Anglais) *
Mew Chief Financial Officer (French/Frangais) *

T T IOCOT TOOT T T Dar T [ ooy L

Select form set:

Orung ngvehicle Infarmation .
Organization General Contact Infarmation (657)

(O os#i503 - Defined Contribution Pension Plan Text

wmendment Informatlion Form

@ Required Roles And Contact Information (658) W

Enter the earliest effective oate of 2018-01-28 % *

change corntained in the return:

Figure 4.2-1: Create Return Page
3. Enter an English and French name for the return (see example above).
4. Select Required Roles And Contact Information.
5. Enter the Effective Date of change.
6. Click the Create button.
Your corporate return is now ready for completion in the Draft Returns section of RRS.

7. Go to your Draft Returns section and open the return you just created.
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John Doe , ABC Bank (change) English/Anglais+ & 7 &

Menu

Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view

sections in PDF format.

Once all sections are completed and validated, the return can be submitted usingthe "Submit return” functionality under the

"Submission™ rmenu.

o W I [ E o ; N
Ir Dras Mo Data -

Formset Folder Repestable Folder Form Add Section Ready to Subrmit
Mandatory

Status: Mo Data

Mew Chief Finandial Officer

i Required Reles And Contact Information (558) 3
];1, ARRCI Add & new Required Role and Corresponding [3
Contact Information
]-:ﬂ CRRCI Update an existing Required Role or Contact |:i$
Information

Figure 4.2-2: Draft Return Page

8. Click on the "Add Instance” button on the right hand side next to “Add a new Required
Role and Corresponding Contact Information”

9. This will open a new worksheet within this section of the return.

7 CDIC ﬁ
& SADC o NS SIERNon



RRS Regulatory Reporting System

SUR
|
John Doe , ABC Bank (change) English/Anglais+ & 7 &
Menu
= Form View
Add Required Roles And Contact Information (658} ARRCI

COrganization Name ABC Bank
Organization Code i)

The information provided in the Conporate Profile is reguired pursuant to one or more of the following provisions: sections 828, 632, 350 and 351 of
the Bank Act, sections 485 and 455 of the Trust and Loan Companies Act, sections 549, 684, 588, 553 and 554 of the Insurance Companies Act,
or sections 431 and 432 of the Cooperative Credit Associations Act.

The Board of Directors, their Affiliate and Mon-Affiliste information, the committess of the Board and the name and address of the Auwdit Firm{s) of
the Financial Institution provided within the Board of Director Information and Required Rioles and Contact Information Returns are part of the
public register required by gowverning legislstion to be maintsined by the Supserintendsnt of Financial Institutions and therefore, the Privacy Act
allows this information to be disclosed to the public.

All other information {Board of Director's residentisl address, their status 3= an Affilisted Person, the name of the Designated Auwdit Partner and sl
Functional Appointments) provided is protected and is deemed to be personal information.

The personal information you provide to O5F| will be stored in the Personal Information Bank (PIB) {to be registered with Tressuny Board

Secretariat). Individuals have a right to protection of and access to their personal information stored in each comesponding PIB in accordance with

the Privacy Act and the Access to Information Act. Details on these matters are available at the Infosource website (httpdfinfosource. g, ca) and
I}, through the O5F1 Call Centre. Info sowrce is also available at public libraries across Canada.

Entity Type Individual w |*

Related Individual

Salutation M. w |*
First Mame John -
Middle Mame

Last Mame Smith -

Related Organization For Individuwal

Related Organization
MNew Relsted Organizations not listed must first be added to the profile.

English Organization Mams

French Organization Name

Figure 4.2-3: Add Required Roles and Contact Information Page
10. Under Entity Type, choose “Individual” (see example above).

11. Under Related Individual, enter appropriate information. (NOTE: The Related
Organization section will remain blank.)

12. Under Roles, click on “"Add” button to expand box (as shown below).

Raoles

L=

Figure 4.2-4: Add Required Roles and Contact Information Page
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Related Individual Role

Raole Mat Applicable we |
English Titke

French Titlke

Affidavit File Attachment

Related Organization Role

Raols Mot Applicable | . [*
Role Effective Date E|*
Role Expirny Dats =i

i

Contact Information

i

Figure 4.2-5: Add Required Roles and Contact Information Page

13. Under Related Individual Role, choose the appropriate role for the individual (as shown
above)

14. Provide the title of the individual, only if different than the title of the role.
15. Under Related Organization Role, this field will remain as “Not Applicable”.

16. Enter the role effective date.

Note:

Affidavit File Attachment only applies to the roles of Chief Agent or Principal
Officer. This is where OSFI-25 or OSFI-512 must be uploaded when making any
changes to these roles.

17. Under Contact Information, click on “Add” button to expand box (as shown below)

Contact Information

Add

Figure 4.2-6: Add Required Roles and Contact Information Page
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Contact Type v |* Dalata
Same Address As Organization: ABC Bank |
Contact Type ﬂ
Address
English French
First Address Line First Address Line
Second Address Line Second Address Line
Third Address Line Third Address Line
City City
Country 1v]
Province (Canada only) [v]
State (USA only) v|

Postal/Zip Code
Email Address

* Delate

Phone Area code Number Extension

Delete

Figure 4.2-7: Add Required Roles and Contact Information Page

18. Under Contact Type, choose “Business Mailing Address”.

Note:

For an individual, their contact type must always be set as “Business Mailing
Address”.

If the business mailing address for an individual is the same as the address of your
organization, simply check this box and choose the appropriate general contact
type in your organization profile.

19. You must then provide a business email address for the individual, including their
telephone and fax numbers.

20. You can now click on the Validate & Save button.
21. Your return is now ready to be submitted.

22. Follow instructions under Section 3.1 General Instructions on Completing and Submitting
a Corporate Return.
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4.2.2 How to Add a Related Organization to your Organization Profile

1. Hover your mouse over the Manage Returns menu item.

2. Click Create Return.

t_‘dm&gudc ﬁ m BAME OF CANADA P D R Tﬁ. |_

CeEFl L
oot dalle B DU CANADS

]
John Doe , ABC Bank (change) English/Anglais+ & ? &

— Create Return

To submit a corporate returm, imput a return name in either language and copy the same into the other required name field.

Select the retum to be submitted from the list below. The Effective Date is the earliest effective date of change contained in
the return.
Return name [Mew Audit Firm| (Englizh/Angtais) *
Mew Audit Firm (FrenchsFrangmis) *
Select form set O Funding Venicle information 4]

O Organization General Contact Information (657

O OSFIZ93 - Definea Contribution Pension Plan Texst
Armendment knmormation Form

@3-31.’5:! Roles And Contact Information (658) W
Enter the earliest effective date of 2016-01-20 % .

Change co ntained in the return:

Create

Figure 4.2-8: Create Return Page
3. Enter an English and French name for the return (see example above).
4. Select Required Roles And Contact Information.
5. Enter the Effective Date of change.
6. Click the Create button.
Your corporate return is now ready for completion in the Draft Returns section of RRS.

7. Go to your Draft Returns section and open the return you just created.
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John Doe , ABC Bank (change) English/Anglais+ & 7 &
Menu

— Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view
sections in POF format.

Once all sections are completed and validated, the return can be submitted using the "Submit return” functionality under the
I} "Submission™ menu.

i 1 2 [ E & s -

Formset Foloer Repestable Folder Form Add Section Ready to Submit  In Draft :zrli:.;sc:-—ry
Mew Audit Firm Status: Mo Data
1|__'__ Reguired Roles And Contact Information (658) a3
];11 ARRCI Add a new Required Role and Corresponding a
Contact Information
]-:ﬂ CRRCI Update an existing Required Role or Contact &

Information

Figure 4.2-9: Draft Return Page

8. Click on the "Add Instance” button on the right hand side next to "Add a new Required
Role and Corresponding Contact Information”

9. This will open a new worksheet within this section of the return.
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John Doe , ABC Bank (Change) English/Anglais+ & ? G
nu
Form View
Add Required Roles And Contact Information (658) ARRCI

Organization Name ABC Bank
Organization Code

The information provided in the Corporate Profile is required pursuant to one or more of the following provisions: sections 628, 632, 950 and 951 of
the Bank Act, sections 495 and 499 of the Trust and Loan Companies Act, sections 549, 664, 668, 993 and 994 of the Insurance Companies Act, or
sections 431 and 432 of the Cooperative Credit Associations Act.

The Board of Directors, their Affiliate and Non-Affiliate information, the committees of the Board and the name and address of the Audit Firm(s) of the
Financial Institution provided within the Board of Director Information and Required Roles and Contact Information Returns are part of the public
register required by governing legislation to be maintained by the Superintendent of Financial Institutions and therefore, the Privacy Act allows this
information to be disclosed to the public.

All other information (Board of Director's residential address, their status as an Affiliated Person, the name of the Designated Audit Partner and all
Functional Appointments) provided is protected and is deemed to be personal infermatien.

The personal information you provide to OSFI will be stored in the Personal Information Bank (PIB) {to be registered with Treasury Board Secretariat).
Individuals have a right to protection of and access to their personal information stored in each corresponding PIB in accordance with the Privacy Act
and the Access to Information Act. Details on these matters are available at the Infosource website (hitp/finfosource gc.ca) and through the OSFI Call
Centre. Info source is also available at public libraries across Canada.

Entity Type Organization v

Related Individual

Salutation ﬂ
First Mame
Middle Name

Last Name

Related Organization For Individual

[v]

Related Organization

MNew Related Organizations not listed must first be added to the profile.
English Organization Name Sample Audit Firm Name

French Organization Name

Figure 4.2-10: Add Required Roles and Contact Information Page
10. Under Entity Type, choose “Organization” (see example above).

11. Under Related Organization, enter appropriate information in the language of your
choice. (NOTE: The Related Individual section will remain blank.)

12. Under Roles, click on “Add” button to expand box (as shown below).

Roles

Add

Figure 4.2-11: Add Required Roles and Contact Information Page

el BANGUE DU CANADA

% CDIC a Il sank oF canana
€ =



RARS
SuR

Regulatory Reporting System

Roles

Related Individual Role
Role Mat Applicable v+
English Title

French Title
Affidavit File Attachment

i
Related Organization Role
Role Audit Firm ﬂ*
Role Effective Date 2019-01-30 %*
Role Expiry Date %

Figure 4.2-12: Add Required Roles and Contact Information Page

13. Under Related Organization Role, choose the appropriate role for the organization (as
shown above)

14. Under Related Individual Role, this field will remain as “Not Applicable”.
15. Enter the role effective date.
16. Under Contact Information, click on “Add” button to expand box (as shown below)

Contact Information

Add

Figure 4.2-13: Add Required Roles and Contact Information Page
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Contact Type v |* Delste
Same Address As Organization: ABC Bank |
Contact Type ﬂ
Address
English French
First Address Line First Address Line
Second Address Line Second Address Line
Third Address Line Third Address Line
City City
Country |v|
Province (Canada only) v |
State (USA only) v

Postal/Zip Code
Email Address *

Deleie

Phone Area code Number Extension

Delate

Figure 4.2-14: Add Required Roles and Contact Information Page

17. Under Contact Type, choose “Business Mailing Address”.

Note

For a related organization, their contact type must always be set as “Business
Mailing Address”.

18. You must then provide a general business email address for the organization, including a
general telephone and fax number. (If a general business email address is not available,
please provide the email address for the individual related to this organization.)

19. You can now click on the Validate & Save button.

20. Your return is now ready to be submitted.
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21. Follow instructions under Section 3.1 General Instructions on Completing and Submitting

a Corporate Return.
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4.3 How to Delete an Individual or a Related Organization
from your Organization Profile

To delete an individual or a Related Organization from your organization profile, you must use
the Required Roles and Contact Information Return. The following are instructions on how to
delete an individual.

1. Hover your mouse over the Manage Returns menu item.

2. Click Create Return.

‘ , TN sarik oF CAMADA PORTAL
cdic 850-:1(: 95 BANQUE DU CANADA
Chan English/Anglais+ & ? &
John Doe , ABC Bank {change) nglis nglais -
To submit & corporate return, input a return name in either language and copy the same into the other required name field
Select the return to be submitted from the list below. The Effective Date is the earliest effective date of change contained in
the returmn.
Return name: Removal of John Smit (English/Anglais) *
removal of jonn Smith {French/Francais) *
Select form se alr
v
- . r e
Enter tne earliest effective oate of 2019-05.02 [Ej *
change contained in the return:

Figure 4.3-1: Create Return Page

3. Enter an English and French name for the return (see example above).
4. Select Required Roles And Contact Information.

5. Enter the Effective Date of change.

6. Click the Create button.

Your corporate return is now ready for completion in the Draft Returns section of RRS.
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7. Go to your Draft Returns section and open the return you just created.

cd]caquc |0 MM sars oF caracs PORTAL

o8A A
p Al EANGUE DU CANADA

John Doe, ABC Bank (change) English/Anglais+ & 7 &
Menu

= Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. Yeu can also view
sections in POF format.

Once all sections are completed and validated, the return can be submitted usingthe "Submit return” functionality under the
"SUDMission™ MenL.

Formset  Foloer Repestaple Folger  Form  Ada Section Reagy to Supmit  In Draft ::Z:;;;W
Remaowval of john Smith Status: No Data
ji__'_ Required Reles And Contact Information (658) 3
]é ARRCI Add a new Required Role and Corresponding Ea:
Contact Information
].I'-L‘, CRRCI Update an existing Required Role or Contact Ea
Information

Figure 4.3-2: Draft Return Page

8. Click on the "Add Instance” button on the right hand side next to "Update an existing
Required Role or Contact Information”

9. This will open a new worksheet within this section of the return.
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John Doe, ABC Bank (Change) English/Anglais+ & ? &
Menu
- Form View
Update an existing Required Role or Contact Information (658) CRRCI

Organization Name ABC Bank
Organization Code

The information provided in the Corporate Profile is required pursuant to one or more of the following provisions: sections 628, 632, 950 and 951 of
the Bank Act, sections 495 and 499 of the Trust and Loan Companies Act, sections 549, 664, 668, 993 and 994 of the Insurance Companies Act, or
sections 431 and 432 of the Cooperative Credit Associations Act.

The Board of Directors, their Affiliate and Non-Affiliate information, the committees of the Board and the name and address of the Audit Firm(s) of the
Financial Institution provided within the Board of Director Infermation and Required Roles and Contact Information Returns are part of the public
register required by governing legislation to be maintained by the Superintendent of Financial Institutions and therefore, the Privacy Act allows this
information to be disclosed to the public.

All other information (Board of Director’s residential address, their status as an Affiliated Person, the name of the Designated Audit Partner and all
Functional Appointments) provided is protected and is deemed to be personal information.

The personal information you provide to OSFI will be stored in the Personal Information Bank (PIB) (to be registered with Treasury Board Secretariat).
Individuals have a right to protection of and access to their personal information stored in each corresponding PIB in accordance with the Privacy Act
and the Access to Information Act. Details on these matters are available at the Infosource website (http/finfosource.gc.ca) and through the OSFI Call
Centre. Info source is also available at public libraries across Canada.

Plese select the appropriate Entity Type you would ﬂ*
like to Update.

Please select the appropriate Related Party that you ﬂ*
would like to Update.

Please click the check box beside the items that you would like to provide updated information for.
Related Individual

Ll Salutation ﬂ

First Name
Middle Mame

Last Name

O Related Organization For Individual

[v]

Figure 4.3-3: Update an existing Required Roles or Contact Information Page

"

10. Under Select the appropriate Entity Type you would like to Update, choose “Individual
(see example above).

11. Under Select the appropriate Related Party that you would like to Update, choose the
name of the individual you would like to remove from the drop down menu.

Note

The instructions are the same if you are updating a related organization. In this
instance, you would choose “"Organization” as your entity type and you would
then select the name of the related organization from the drop down menu.
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John Doe, ABC Bank (change) English/Anglais+ & ? G
Form View
Update an existing Required Role or Contact Information (658) CRRCI
Organization Mame ABC Bank

Organization Code

The information provided in the Corporate Profile is required pursuant to one or more of the following provisions: sections 628, 632, 950 and 951 of
the Bank Act. sections 495 and 499 of the Trust and Loan Companies Act, sections 549, 664, 668, 993 and 994 of the Insurance Companies Act, or
sections 431 and 432 of the Cooperative Credit Associations Act.

The Board of Directors, their Affiliate and Non-Affiliate information, the committees of the Board and the name and address of the Audit Firm(s) of the
Financial Institution provided within the Board of Director Information and Required Roles and Contact Information Returns are part of the public
register required by governing legislation to be maintained by the Superintendent of Financial Institutions and therefore, the Privacy Act allows this
information to be disclosed to the public.

All other information (Board of Director's residential address, their status as an Affiliated Person, the name of the Designated Audit Partner and all
Functional Appointments) provided is protected and is deemed to be personal information.

The personal information you provide to OSF1 will be stored in the Personal Information Bank (PIB) (to be registered with Treasury Board Secretariat).
Individuals have a right to protection of and access to their personal information stored in each corresponding PIB in accordance with the Privacy Act
and the Access to Information Act. Details on these matters are available at the Infosource website (http//infosource.gc.ca) and through the OSFI Call
Centre. Info source is also available at public libraries across Canada.

Plese select the appropriate Entity Type you would e *
like to Update. Individual ﬂ
Please select the appropriate Related Party that you 55601 —ﬂ*

would like to Update.

Please click the check box beside the items that you would like to provide updated information for.
Related Individual

0 Salutation ﬂ

First Name
Middle Name

Last Mame

O Related Organization For Individual

[v]

Related Organization

This information relates to the individual above. In order for the related organization to appear in the drop down menu, the related organization
must first be added separately.

O English Organization Name

French Organization Name

Figure 4.3-4: Update an existing Required Roles or Contact Information Page
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Note

On this page, when you are looking to delete an individual or a related
organization, the Related Individual and Related Organization sections above will
always remain blank. These two sections are only to be used when you wish to
make a change to an individual’s name (i.e. Jane Smith changes to Jane O'Connor)
or a related organization’s name (i.e. Price Waterhouse changes to
PricewaterhouseCoopers).

12. Under Roles, click on "Add"” button to expand box (as shown below).

Roles

Add

Figure 4.3-5: Update an existing Required Roles or Contact Information Page

13. Under Indicate whether you wish to add a new role or update an existing role, choose
“Update”.

14. Under Related Individual Role, choose the appropriate role for the individual (as shown
above)

15. Under Related Organization Role, this field will remain as “Not Applicable”.

16. Check box to the left of Role Expiry Date, this will enable to date field on the right hand
side.

17. Select the appropriate Role Expiry Date.
Roles

Select "Add” to add multiple roles for the related individual identified above. Select "Update” to update the existing related individual or related
organization roles for the individual identified above. By selecting "Update” it will replace all information for the record you have selected.

. Delate
Please indicate whether you wish to add a new role or update an existing role. (JAdd @ Update *

Please click the check box beside the items that you would like to provide
updated information for:

Related Individual Role
Role Chief Financial Officer i
U English Title
French Title
Affidavit File Attachment

Browse...

Related Organization Role

Role Not Applicable| v |*
Role Effective Date %
i Role Expiry Date P019-10-30E3 S|
Add
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Figure 4.3-6: Update an existing Required Roles or Contact Information Page

Note

If the individual you are looking to remove from your organization profile has
multiple roles a role expiry date is required for each role the individual holds by
following steps 12 to 17 above for each unique role.

18. You can now click on the Validate & Save button.

19. Your return is now ready to be submitted.

20. Follow instructions under Section 3.1 General Instructions on Completing and Submitting
a Corporate Return.

Note

When you are removing and adding an individual on the same effective date (i.e.
the CEO of your organization has resigned and you are adding a new CEO), you
are required to use one return to make both changes. Additions and deletions can
be made within the same return filing.

Reminder

The system will NOT allow you to create two identical returns with the same
effective date.
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4.4 How to Add Multiple Roles to an Existing Individual
within your Organization Profile

To add multiple roles to an existing individual within your Organization Profile, you must use the
Required Roles and Contact Information Return. The following are instructions on how to add
multiple roles to an existing individual.

1. Hover your mouse over the Manage Returns menu item.

2. Click Create Return.
cdic 8sade 5; I IS SR PORTAL

|
John Doe , ABC Bank (change) English/Anglais+ & ? &

To submit a Corporate return, iNpUt a return name in either language and copy the same into the other requirea name field
Select the return to be submitted from the list below. The Effective Date is the earliest effective date of change contained in
the return.
Return name: Mew Officer Rolg {English/Anglais) *
Mew Officer Role {French/Francais) *
Celect form se =TT IO TG T TR T T [T -
I} ) Oruna ngVehicle Information "

Erer the earliest effective date of — [2018-03-24 | [5]*

Changg Contained In the return:

Figure 4.4-1: Create Return Page
3. Enter an English and French name for the return (see example above).
4. Select Required Roles And Contact Information.
5. Enter the Effective Date of change.
6. Click the Create button.

Your corporate return is now ready for completion in the Draft Returns section of RRS.
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7. Go to your Draft Returns section and open the return you just created.

cdic&sadc | W] 50 o canana PORTAL

Q5F rY
froo bl BAMNGUE DU CANADA

John Doe , ABC Bank (change) English/Anglais+ & 2 &

Menu

= Draft Return

Select & section to complete. You can partially complete a section and save it in draft for completion later. You can also view
sections in POF format.

Once all sections are completed and valigated, the return can be submitted usingthe "Submit return” functionality under the
"SUbmission”™ MenL.

Formset Folger Repeataple Folder Form  Add Section Ready to Submit  In Draft :Zr?;;;ry
New Officer Role Status: No Data
ji..- Required Roles And Contact Information (658) X3
];11 ARRCI Aadd a new Reguired Role and Corresponding Dd
Contact Information
]_}L‘, CRRCI Upaoate an existing Requirea Role or Contact g
Information

Figure 4.4-2: Draft Return Page

8. Click on the "Add Instance” button on the right hand side next to "Update an existing
Required Role or Contact Information”

9. This will open a new worksheet within this section of the return.
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John Doe, ABC Bank (Change) English/Anglais+ & 7
Form View

Update an existing Required Role or Contact Information (658) CRRCI

Organization Name ABC Bank
Organization Code

The information provided in the Corporate Profile is required pursuant to one or more of the following provisions: sections 628, 632, 950 and 951 of
the Bank Act, sections 495 and 499 of the Trust and Loan Companies Act, sections 549, 664, 668, 993 and 994 of the Insurance Companies Act, or
sections 431 and 432 of the Cooperative Credit Associations Act.

The Board of Directors, their Affiliate and Non-Affiliate infermation, the committees of the Board and the name and address of the Audit Firm(s) of the
Financial Institution provided within the Board of Director Information and Required Roles and Contact Information Returns are part of the public
register required by governing legislation to be maintained by the Superintendent of Financial Institutions and therefore, the Privacy Act allows this
information to be disclosed to the public.

All other information (Board of Director's residential address, their status as an Affiliated Person, the name of the Designated Audit Partner and all
Functional Appointments) provided is protected and is deemed to be personal information.

The personal information you provide to OSFI will be stored in the Personal Information Bank (PIB) (to be registered with Treasury Board Secretariat).
Individuals have a right to protection of and access to their personal information stored in each corresponding PIB in accordance with the Privacy Act
and the Access to Information Act. Details on these matters are available at the Infosource website (http/finfosource.gc.ca) and through the OSFI Call
Centre. Info source is also available at public libraries across Canada.

Plese select the appropriate Entity Type you would v
like to Update. RREEEEEN R

Please select the appropriate Related Party that you [v]*
would like to Update.

Please click the check box beside the items that you would like to provide updated information for.
Related Individual

0 Salutation ﬂ

First Name
Middle Name

Last Name

a Related Organization For Individual

Figure 4.4-3: Update an existing Required Roles or Contact Information Page

10. Under Select the appropriate Entity Type you would like to Update, choose “Individual”
(see example above).

11. Under Select the appropriate Related Party that you would like to Update, choose the
name of the individual you would like to add additional roles from the drop down menu.

12. Under Roles, click on "Add"” button to expand box (as shown below).

Roles

Add

Figure 4.4-4: Update an existing Required Roles or Contact Information Page
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13. Under Indicate whether you wish to add a new role or update an existing role, choose
“Add".

Regulatory Reporting System

14. Under Related Individual Role, choose the appropriate role for the individual (as shown
above)

15. Add the individual's title, if different than the title of the role.
16. Under Related Organization Role, this field will remain as “Not Applicable”.

17. Select the appropriate Role Effective Date.

Roles

Select "Add" to add multiple roles for the related individual identified above. Select "Update” to update the existing related individual or related
organization roles for the individual identified above. By selecting "Update” it will replace all information for the record you have selected.

. Dealste
Please indicate whether you wish to add a new role or update an existing role. ®Add O Update *

Related Individual Role
Role Chief Compliance Officer v |
t English Title
French Title

Affidavit File Attachment

Browss._.

Related Organization Role

Role Mot Applicable | w |
Role Effective Date P019-10-30 S %w
O Role Expiry Date %
Add

Figure 4.4-5: Update an existing Required Roles or Contact Information Page

18. You can now click on the Validate & Save button.
19. Your return is now ready to be submitted.

20. Follow instructions under Section 3.1 General Instructions on Completing and Submitting
a Corporate Return.
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4.5 How to Update Information to an Existing
Individual/Related Organization within your Organization
Profile

To update any information to an existing individual or related organization within your
Organization Profile, such as their contact information, their name or their title, you must use the
Required Roles and Contact Information Return. The following are instructions on how to
update information to an existing individual or related organization.

4.5.1 How to Update Contact Information for an Existing
Individual/Related Organization within your Organization Profile

The following instructions relate to when the contact information for an existing related
individual or related organization within your organization profile has changed. This includes
any changes to mailing addresses, email addresses, telephone or fax numbers.

1. Hover your mouse over the Manage Returns menu item.

2. Click Create Return.

cdic@sade T Il scorspn.. PORTAL
L
John Doe, ABC Bank (change) English/Anglais+ & 7 ©

To submit & corporate return, iNnput a retu

Select the return to be submitted from the list b

Return name: address change for Jane Doe (English/Anglais) *
Address change for Jane Doe (French/Francais) *

Select form se A
® required Roles And Contact Information (658 W

- . T r S

Enter the earliest effective date of 2019-03-06 Ej *

Change contained in the return:

Figure 4.5-1: Create Return Page
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3. Enter an English and French name for the return (see example above).

>

Select Required Roles And Contact Information.

5. Enter the Effective Date of change.

6. Click the Create button.

Your corporate return is now ready for completion in the Draft Returns section of RRS.

7. Go to your Draft Returns section and open the return you just created.

C‘dlﬂ&ﬁ»ﬂdc g ‘!-II!LHNKOFCI«NADI! PORTAL

BAMNOUE DU CANADA

]
John Doe, ABC Bank (change) English/Anglais+ & 7 &

Menu

= Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view
sections in POF format.

Once all sections are completed and validated, the return can be submitted using the "Submit return” functionality under the

"Submission™ menu.

o | = = ° ’ .
- - ) . Mo Data -
Formset Foloer Repeatable Foloer  Form Ada Section Ready to Supmit  In Draft
Manaatory
Address change for Jane Doe Status: No Data
i Required Roles And Contact Information (658) 3
h;-! ARRCI Add a new Required Role and Corresponding Eda

Contact Information

la CRRCI Update an existing Required Role or Contact Eda

Information
Figure 4.5-2: Draft Return Page

8. Click on the "Add Instance” button on the right hand side next to “Update an existing
Required Role or Contact Information”.

9. This will open a new worksheet within this section of the return.
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cdicSsadc “3 T} save or canson PORTAL

|
John Doe , ABC Bank (change) English/Anglais+ & ? &

Form View

m
3

Update an existing Required Role or Contact Information (658) CRRCI
Organization Hame ABC Bank
Organization Code zZo

The informatien provided in the Corporate Profile is reguired pursuant to one or more of the following provisions. sections 628, 632, 950 and 951 of
the Bank Act, zections 455 and 499 of the Trust and Loan Companies Act, sections 549, 654, 658, 993 and 954 of the Insurance Companies Act,
or sections 431 and 432 of the Cooperative Credit Associations Act.

The Beard of Directors, their Affiliate and Nen-Affiliate information, the committees of the Beard and the name and addresz of the Audit Firm({s) of
the Financial Institution provided within the Board of Director Infermation and Required Roles and Contact Information Returns are part of the public

register reguired by governing legislation to be maintained by the Superintendent of Financial Institutions and therefore, the Privacy Act allows this
information to be disclosed to the public.

All other information (Beard of Director's residential address, their status as an Affiliated Person, the name of the Designated Audit Partner and all
Functional Appointments) provided is protected and is deemed to be persenal information.

The personal information you provide to OSFIl will be stered in the Perzonal Information Bank (PIB} (to be registered with Treasury Board
Secretariat). Individuals have a right to protection of and access to their personal information stored in each corresponding PIB in accordance with
the Privacy Act and the Access to Information Act. Details on these matters are available at the Infosource website (hitp/finfosource.gc.ca) and
through the OSFI Call Centre. Info source is also available at public libraries acress Canada.

Plese select the appropriate Entity Type you would

— .
like to Update. Individual |+

Please select the appropriate Related Party that you
would like to Update. =

Figure 4.5-3: Update an existing Required Role or Contact Information Page

10. Under Select the appropriate Entity Type you would like to Update, choose “Individual”
(see example above).

11. Under Select the appropriate Related Party that you would like to Update, choose the
name of the individual you would like to update their contact information from the drop
down menu.

12. Under Contact Information, click on “Add” button to expand box (as shown below).

Contact Information

Select "Add" to add multiple contact information for the related individual or related organization identified above Select "Update" to update the
existing contact information for the related individual or related organization identified above. By selecting "Update” it will replace all information for
the record you have selected. Any fields left blank will override previously submitted data.

Add

Figure 4.5-4: Update an existing Required Roles or Contact Information Page

13. Under Select “Add” or "Update”, click on “Update”.

14. Under Select the Contact Type, choose the appropriate contact type you wish to update,
as shown in your organization profile (see example below).

E CDIE g Il sank oF canana
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Select "Add” to add multiple contact information for the related individual or related organization identified above. Select "Update” to update the
existing contact information for the related individual or related organization identified above. By selecting "Update" it will replace all information for
the record you have selected. Any fields left blank will override previously submitted data.

. _ Delete
Select "Add” or "Update” (OAdd @ Update *
Select the Contact Type Residence Address v |
Same Address As Organization: ABC Bank O
Contact Type ﬂ

Please click the check box beside the items that you would like to provide updated information for:

Figure 4.5-5: Update an existing Required Roles or Contact Information Page

15. Please click the check box beside the item(s) that you would like to provide updated
information for. You can choose to only update the individual's address, or email
address, or phone, or fax number. You can also choose to update multiple fields at one
time.

16. If you need to update the individual's address, you must re-enter the complete address
(even if, for example, the only change required is to the postal code) (see example
below).
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Contact Information

Select "Add” to add multiple contact information for the related individual or related organization identified above. Select "Update” to update the
existing contact information for the related individual or related organization identified above. By selecting "Update” it will replace all information for
the record you have selected. Any fields left blank will override previously submitted data.

} _ Delete
Select "Add" or "Update” (O Add ®Update *
Select the Contact Type Residence Address v
Same Address As Organization: ABC Bank O
Contact Type ﬂ

Please click the check box beside the items that you would like to provide updated information for:

o Address
English French
. . 205 TESTING| X ) .
First Address Line First Address Line
Second Address Second Address
Line Line
Third Address Line Third Address Line
KXHX
City City
Country CA - CANADA [v]
Province (Canada :
only) Ontario v
State (USA only) V]
Postal/Zip Code ADA DAD
Figure 4.5-6: Update an existing Required Roles or Contact Information Page
Reminder

The address information only needs to be filled out in the language of your
choice. You are not required to fill in both the English and the French fields.

17. If, for example, you wish to add multiple email addresses for an individual, both the
existing email address on file as well as the new email address needs to be provided (see
example below). Otherwise, you simply enter the updated email address in this field and
this will update the existing email address on your profile.

jane. doe(@xmxx. xxx * Delata
i Email Address jdoe@hotmail.com| % | % Delete
Add

Figure 4.5-7: Update an existing Required Roles or Contact Information Page
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18. If, for example, you wish to add multiple telephone or fax numbers for an individual,
both the existing number on file as well as the new number needs to be provided (see
example below). Otherwise, you simply enter the updated telephone or fax number in
this field and this will update the existing email address on your profile.

Regulatory Reporting System

Area code Number Extension
] 5h5 4445656 Delete
Phone
5h5 1234567 Delete
Add

19., you can now click on the Validate & Save button.

20. Your return is now ready to be submitted.

21. Follow instructions under Section 3.1 General Instructions on Completing and Submitting
a Corporate Return.
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4.5.2 How to Update Role Titles for an Existing Individual’s within your
Organization Profile

The following instructions relate to when an existing related individual’s title within your
organization profile has changed.
1. Hover your mouse over the Manage Returns menu item.

2. Click Create Return.

cdcBsade T T g oo, PORTAL
|
John Doe, ABC Bank (change) English/Anglais+ & 7?7 C
= Create Return
To submit & corporate return, input a return name in either SNZUaEE and Copy the 5ame nto the other required name figld

Select the return to be sunmitted from the list below. The Effective Date is the earliest effective oate of cnange comtainea in

e retunmn.

Return name: Update john Smith's title (English/Anglais) *
Update john Smith's title (French/Frangais) *
Select form set: 5_“" e "':_” '-‘f"- A
Funding vehicle Infarmation
O organization General contact infarmation [657)
W

Enter the earliest effective ogate of 2019-03-06 % *

Change contained in the return;

Figure 4.5-9: Create Return Page
3. Enter an English and French name for the return (see example above).
4. Select Required Roles And Contact Information.
5. Enter the Effective Date of change.
6. Click the Create button.

Your corporate return is now ready for completion in the Draft Returns section of RRS.
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7. Go to your Draft Returns section and open the return you just created.

cdic8sadc ﬁ:‘ At S5 PORTAL

|
John Doe, ABC Bank (change) English/Anglais+ & ? &

Menu

= Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view

sections in PDF format.

Once all sections are completed and validated, the return can be submitted usingthe "Submit return” functionality under the

"Submission” Mmenu.

i 2 Py (& & & » -
No Data -

Formset Folder Repeatable Folder Form  Add Section Ready to Submit  In Draft
Mandatory

Status: No Data

Update John Smith's title

il Required Roles And Contact Information (658) .

]-;1‘ ARRCI Aga a new Requirea Role ana Corresponding Ed
Contact Information

]-I.l".’ CRRCI Upaate an existing Required Role or Contact

Information

Figure 4.5-10: Draft Return Page

8. Click on the "Add Instance” button on the right hand side next to “Update an existing
Required Role or Contact Information”.

9. This will open a new worksheet within this section of the return.
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John Doe , ABC Bank (change) English/Anglais+ & ? &

Il
Il 2
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Form View

Update an existing Required Role or Contact Information (658) CRRCI
Organization Hame ABC Bank
Organization Code 0

The informatien provided in the Corporate Profile is required pursuant to ene or more of the following provisions: sections §28, 6§32, 950 and 951 of
the Bank Act, sections 495 and 499 of the Trust and Lean Companies Act, sections 545 664, 668, 993 and 994 of the Insurance Companies Act,
or sections 431 and 432 of the Cooperative Credit Associations Act.

The Beard of Directors, their Affiliate and Non-Affiliate information, the committees of the Board and the name and address of the Audit Firm(s) of
the Financial Institution provided within the Beard of Director Information and Reguired Roles and Centact Information Returns are part of the public
register required by governing legislation to be maintained by the Superintendent of Financial Institutions and therefore, the Privacy Act allows this
information to be disclosed to the public.

All other information (Beard of Directers residential address, their status as an Affiliated Person, the name of the Dezignated Audit Partner and all
Functional Appointments) provided is protected and is deemed to be personal information.

The personal informatien you provide to OSF| will be stored in the Personal Information Bank (PIB) (to be registered with Treasury Board
Secretariat). Individuals have a right to protection of and access to their personal information stored in each corresponding PIB in accordance with
the Privacy Act and the Access to Information Act. Detaile on these matters are available at the Infoscurce website (hitpd/infogource.gc.ca) and
through the OSFI Call Centre. Info zource iz alzo available at public libraries across Canada.

Plese select the appropriate Entity Tyvpe yvou would Individual ~

like to Update. >

Please select the appropriate Related Party that you ]+
would like to Update.

Figure 4.5-11: Update an existing Required Roles or Contact Information Page

10. Under Select the appropriate Entity Type you would like to Update, choose “Individual”
(see example above).

11. Under Select the appropriate Related Party that you would like to Update, choose the
name of the individual you would like to update their role title from the drop down
menu.

12. Under Roles, click on "Add"” button to expand box (as shown below).

Roles

Select "Add" to add multiple roles for the related individual identified above. Select "Update" to update the existing related individual or related
organization roles for the individual identified above. By selecting "Update” it will replace all information for the record you have selected

Add

Figure 4.5-12: Update an existing Required Roles or Contact Information Page

13. Under Please indicate whether you wish to add a new role or update an existing role,
click on “Update”.

14. Under Related Individual Role, choose the role of the individual you are looking to
update, as shown in your profile, from the drop down menu.

15. Check the box on the left hand side next to English Title; this will enable to role title field.

16. Enter the new role title for the individual (see example below).
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Roles

Select "Add" to add multiple roles for the related individual identified above. Select "Update” to update the existing related individual or related
organization roles for the individual identified above. By selecting "Update” it will replace all information for the record you have selected.

. Delete
Please indicate whether you wish to add a new role or update an existing role. (O Add @ Update *

Please click the check box beside the items that you would like to provide
updated information for:

Related Individual Role
Role Chief Executive Officer [v]*

¥ English Title President & Chief Executive Officer] X

French Title
Affidavit File Attachment

Browse. .

Related Organization Role

Role Not Applicable| v |+

Role Effective Date

=
| Role Expiry Date %

Figure 4.5-13: Update an existing Required Roles or Contact Information Page
17. You can now click on the Validate & Save button.

18. Your return is now ready to be submitted.

19. Follow instructions under Section 3.1 General Instructions on Completing and Submitting
a Corporate Return.
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4.5.3 How to Update an Existing Individual’s Name within your
Organization Profile

The following instructions relate to when the name of an existing related individual within your
organization profile has changed. This type of change normally only occurs after a marriage or
divorce has taken place.

1. Hover your mouse over the Manage Returns menu item.

2. Click Create Return.

PORTAL

BAMGQLUE DU CANADA

John Doe , ABC Bank (change) English/Anglais+ & 7 &

CdlC&SﬂdC g M sarik oF camana

T roamtm Dot
lLreate Return

m
i

T SUDMit 8 COrporate return, iNpUt a rEturn name in either language and copy the same into the other requirea name field
Select the return to be suomitted from the list pelow. The Effective Date is the earliest effective aate of cnange contained in

e retum.

Return name: Ms. Doe's name changs (English/Anglais} *
Ms. Doe's name change {French/Frangais) *
Sefect form set 5 e alf
Funding venhicle Information
OS"E_-:" zatlon General Contact Infarmation (657)
tripution Pension Plan Text
wmendment Information Form
® requirea Roles Ana Cantact Information (658) b

Enter the earliest effective oate of 2019-07-30 @ *

Change contained in the return:

Figure 4.5-14: Create Return Page
3. Enter an English and French name for the return (see example above).
4. Select Required Roles And Contact Information.
5. Enter the Effective Date of change.

6. Click the Create button.

Your corporate return is now ready for completion in the Draft Returns section of RRS.
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7. Go to your Draft Returns section and open the return you just created.

cdcBsode o Imlmzss,, PORTAL

John Doe , ABC Bank (change) English/Anglais+ & ? &

Menu

= Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view

sections in PDF format.

Onece all sections are completed and validated, the return can be submitted using the "Submit return” functionality under the

"Submission”™ menu.

I [ Y Eil 1 & ’ a
Mo Data -

Ready to Supmit  In Draft
Mandatory

Formset  Foloer Repeataple Foloer  Form Aaa Section

Status: No Data

Ms. Doe's name change

ji__'_ Required Roles And Contact Information [(658) T

]@ ARRCI Agd a new Reguired Role and Corresponding
Contact Information

]-ll'ﬂ’ CRRCI Update an existing Required Role or Contact

Information

Figure 4.5-15: Draft Return Page

8. Click on the "Add Instance” button on the right hand side next to “Update an existing
Required Role or Contact Information”.

9. This will open a new worksheet within this section of the return.
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10.

11.

12.

13.
14.
15.

16.

Regulatory Reporting System

John Doe , ABC Bank (Change) English/Anglais +

Form View

Update an existing Required Role or Contact Information (658)
Organization Name ABC Bank

Organization Code

? C

CRRCI

The information provided in the Corporate Profile is required pursuant to one or more of the following provisions: sections 628, 632, 950 and 951 of
the Bank Act, sections 495 and 499 of the Trust and Loan Companies Act, sections 549, 664, 668, 993 and 994 of the Insurance Companies Act, or

sections 431 and 432 of the Cooperative Credit Associations Act.

The Board of Directors, their Affiliate and Mon-Affiliate information, the committees of the Board and the name and address of the Audit Firm(s) of the

Financial Institution provided within the Board of Director Information and Required Roles and Contact Information Returns are part of the public

register required by governing legislation to be maintained by the Superintendent of Financial Institutions and therefore, the Privacy Act allows this

information to be disclosed to the public.

All other information (Board of Director’s residential address, their status as an Affiliated Person, the name of the Designated Audit Partner and all

Functional Appointments) provided is protected and is deemed to be personal information.

The personal information you provide to O5F| will be stored in the Personal Information Bank (PIB) (to be registered with Treasury Board Secretariat).
Individuals have a right to protection of and access to their personal information stored in each corresponding PIB in accordance with the Privacy Act
and the Access to Information Act. Details on these matters are available at the Infosource website (http//infosource.ge.ca) and through the QSFI Call

Centre. Info source is also available at public libraries across Canada.

Plese select the appropriate Entity Type you would

like to Update. Individual ~ ~ *

Please select the appropriate Related Party that you 9493
would like to Update. :

aak

Please click the check box beside the items that you would like to provide updated information for.
Related Individual

Salutation Ms. R
First Name
Middle Name

Last Name

Figure 4.5-16: Update an existing Required Roles or Contact Information Page
Under Select the appropriate Entity Type you would like to Update, choose “Individual”.

Under Select the appropriate Related Party that you would like to Update, choose the
name of the individual you would like to update their role title from the drop down
menu.

Check the box on the left hand side below Related Individual; this will enable the name
field.

Enter the revised full name of the individual (see example above).
You can now click on the Validate & Save button.
Your return is now ready to be submitted.

Follow instructions under Section 3.1 General Instructions on Completing and Submitting

a Corporate Return
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4.5.4 How to Update an Existing Related Organization’s Name within
your Organization Profile

The following instructions relate to when the name of an existing related organization within
your organization profile has changed. Related Organizations may include anything from Audit
Firms, Actuarial Firms, Third Party Companies, Consulting Firms, etc. The following example
shows a name change in an Audit Firm.

1. Hover your mouse over the Manage Returns menu item.

2. Click Create Return.

PORTAL

ek BAMQUE DU CAMADA

cdic&sadc 9 ] saric oF canaa
e

i i o
John Doe, ABC Bank (change) English/Anglais+ & 7 &
— Create Return
To submit 8 Corporate return, iNput a return name in either language and copy the same into the other requirea name field
Select the return to be submitted from the list below. The Effective Date is the earliest effective date of change contained in
the returmn.
Return narme: Audit Firm Name Chang (English/Anglais) *
Audit FIrm Name Cnange {French/Francais) *
Select form se 5_“‘" e '_"' ~ I
Funding vehicle Information
W

Enter the earliest effective date of 2019-06-02 % *

Change Contained in the return:

Figure 4.5-17: Create Return Page
3. Enter an English and French name for the return (see example above).
4. Select Required Roles And Contact Information.
5. Enter the Effective Date of change.

6. Click the Create button.

Your corporate return is now ready for completion in the Draft Returns section of RRS.
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7. Go to your Draft Returns section and open the return you just created.

cdicasadc lg ‘!_Il_l‘umarc,mma PORTAL

BANQUE DU CANADA

John Doe , ABC Bank (change) English/Anglais+ & ? &
Menu

= Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view
sections in POF format.

Once all sections are completed and valigated, the return can be submitted using tne "submit return” functionality unger the
"SUDMISSion™ MenL.

i i i & = & # "

Mo Data -

Formset Folder Repestable Folder Form  Add Section Ready to Submit  In Draft
Manaatory

ALdit Firm Mame Change

I Requirea Reles Ana Contact Informiation (658) ¥
'h;? ARRCI Agd a new Requirea Role ana Corresponding Eé
Contact Information
'l_é, CRRCI Update an existing Required Role or Contact E@
Infarmation

Figure 4.5-18: Draft Return Page

8. Click on the "Add Instance” button on the right hand side next to “Update an existing
Required Role and Contact Information”

9. This will open a new worksheet within this section of the return.
10. Under Entity Type, choose “Organization” (see example below).

11. Under Related Party, choose the appropriate organization name you wish to update.
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John Doe , ABC Bank (change) English/Anglais+ & ? &
Form View
Update an existing Required Role or Contact Information (658) CRRCI
Organization Name ABC Bank

Organization Code

The information provided in the Corporate Profile is required pursuant to one or more of the following provisions: sections 628, 632, 950 and 951 of
the Bank Act, sections 495 and 499 of the Trust and Loan Companies Act, sections 549, 664, 668, 993 and 994 of the Insurance Companies Act, or
sections 431 and 432 of the Cooperative Credit Associations Act.

The Board of Directors, their Affiliate and Mon-Affiliate information, the committees of the Board and the name and address of the Audit Firm(s) of the
Financial Institution provided within the Board of Director Information and Required Roles and Contact Information Returns are part of the public
register required by governing legislation to be maintained by the Superintendent of Financial Institutions and therefore, the Privacy Act allows this
information to be disclosed to the public.

All other information (Board of Director's residential address, their status as an Affiliated Person, the name of the Designated Audit Partner and all
Functional Appointments) provided is protected and is deemed to be personal information.

The personal information you provide to OSFI will be stored in the Personal Information Bank (P1B) (to be registered with Treasury Board Secretariat).
Individuals have a right to protection of and access to their personal information stored in each corresponding PIB in accordance with the Privacy Act

and the Access to Information Act. Details on these matters are available at the Infosource website (http//infosource.gc.ca) and through the QSFI Call
Centre. Info source is also available at public libraries across Canada.

Plese select the appropriate Entity Type you would
like to Update.

Please select the appropriate Related Party that you 9484- Emst & Young LLP %

would like to Update.

Organization ~ *

Figure 4.5-19: Update an existing Required Roles and Contact Information Page

12. Under Related Organization, click the check box on the left hand side. This will enable
the Organization Name field.

13. Enter the updated name of the Related Organization (in the language of your choice).

Plese select the appropriate Entity Type you would

like to Update Organization - *

Please select the appropriate Related Party that you 9484 Ermnst & Young LLP
would like to Update. g

Please click the check box beside the items that you would like to provide updated information for.
Related Individual
O

Salutation
First Name
Middle Name

Last Mame

O Related Organization For Individual

Related Organization

This information relates to the individual above. In order for the related organization to appear in the drop down menu, the related organization
must first be added separately

English Organization Name E&Y LLP|

French Organization Name

Figure 4.5-20: Update an existing Required Roles and Contact Information Page
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14. You can now click on the Validate & Save button.

15. Your return is now ready to be submitted.

16. Follow instructions under Section 3.1 General Instructions on Completing and Submitting
a Corporate Return.
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4.5.5 How to Add New Roles to an Existing Individual within your
Organization Profile

The following instructions relate to when you are required to add a new role to an existing
individual within your organization profile.
1. Hover your mouse over the Manage Returns menu item.

2. Click Create Return.

BANGUE DU CANADA

cdic aSCIdC Eg? ‘!_IEII_ BANK OF CANADA PORTAL

John Doe , ABC Bank (change) English/Anglais+ & ? &

m
1

Create Return

T SUbMit 8 COrporate return, iNpuUt a return name in either language and copy the same into the other requirea name fislg
Select the return to be submitted from the list below. The Effective Date is the earliest effective date of change contained in

the neturn.

Return narmne: . Smith New President Role (Engtish/Anglais) *
J. Smith New President Role {French/Francais) *
Salect form set 6_“" e '“‘: ’“ ~
Fundingvenicle Infarmation

O Organizatlon General Contact nformaticon [B37)

O::—F 593 - Definea contrl
@ Required Roles And Contact Informatlon (658) W

Enter tne earliest effective oate of 2015-05-13 % -

CI'IE!I'IEE contained in the return:

Figure 4.5-21: Create Return Page
3. Enter an English and French name for the return (see example above).
4. Select Required Roles And Contact Information.
5. Enter the Effective Date of change.
6. Click the Create button.

Your corporate return is now ready for completion in the Draft Returns section of RRS.
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7. Go to your Draft Returns section and open the return you just created.

BANK OF CANADA PORTAL
cdicsadc "9.; [ ] savcor carson
C________________________________________________________________________
John Doe , ABC Bank (change) English/Anglais+ & ? &
Menu
= Draft Return
Select a section to complets. You can partially complete a section and save it in draft for completion later. You can also view
sections in PDF format.
Once all sections are completed and validated, the return can be submitted usingthe "Submit return” functionality under the
"Submission™ menL.
I = Il = = = 4 “
- - . . Mo Data -
Formset Folder Repeatable Folder Form  Add Section Ready to Submit  In Draft
Manadatory
J- 5mith Mew President Role Status: No Data
i Required Roles And Contact Information (658) i
“;1, ARRCI Agd a new Reguired Role and Corresponding Ed
% Contact Information
lag CRRCI Update an existing Required Role or Contact Eé

Information

Figure 4.5-22: Draft Return Page

8. Click on the "Add Instance” button on the right hand side next to “Update an existing
Required Role and Contact Information”

9. This will open a new worksheet within this section of the return.
10. Under Entity Type, choose “Individual” (see example below).

11. Under Select the appropriate Related Party that you would like to Update, choose the
name of the individual you would like to update their role title from the drop down
menu.
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Form View

Update an existing Required Role or Contact Information (658) CRRCI
Organization Name ABC Bank
Organization Code

The information provided in the Corporate Profile is required pursuant to one or more of the following provisions: sections 628, 632, 950 and 951 of
the Bank Act, sections 495 and 499 of the Trust and Loan Companies Act, sections 549, 664, 668, 993 and 994 of the Insurance Companies Act, or
sections 431 and 432 of the Cooperative Credit Associations Act.

The Board of Directors, their Affiliate and Non-Affiliate information, the committees of the Board and the name and address of the Audit Firm(s) of the
Financial Institution provided within the Board of Director Information and Required Roles and Contact Information Returns are part of the public
register required by governing legislation to be maintained by the Superintendent of Financial Institutions and therefore, the Privacy Act allows this
information to be disclosed to the public.

All other information (Board of Director’s residential address, their status as an Affiliated Person, the name of the Designated Audit Partner and all
Functional Appointments) provided is protected and is deemed to be personal information.

The personal information you provide to OSF| will be stored in the Personal Infermation Bank (PIB) (to be registered with Treasury Board Secretariat).
Individuals have a right to protection of and access to their personal infermation stored in each corresponding PIB in accordance with the Privacy Act

and the Access to Information Act. Details on these matters are available at the Infosource website (http//infosource gc.ca) and through the OSFI Call
Centre. Info source is also available at public libraries across Canada.

Plese select the appropriate Entity Type you would
like to Update.

Please selact the appropriate Related Party that you 9490 I -

would like to Update.

Individual |k

Figure 4.5-23: Update an existing Required Roles or Contact Information Page

12. Under Roles, click on “Add"” button to expand box (as shown below).

Roles

Select "Add" to add multiple roles for the related individual identified above. Select "Update" to update the existing related individual or related
organization roles for the individual identified above. By selecting "Update” it will replace all information for the record you have selected.

Add

Figure 4.5-24: Update an existing Required Roles or Contact Information Page

13. Under Please indicate whether you wish to add a new role or update an existing role,
click on “Add".

14. Under Related Individual Role, choose the role of the individual you are looking to add
to your profile, from the drop down menu.

15. Enter the appropriate role title if title is different than the identified role. This field is not
a mandatory requirement.

16. Enter the Role Effective Date (see example below).

el BANGUE DU CANADA

E CDI E g Il sank oF canana



RARS
SuR

Regulatory Reporting System

Roles

Select "Add" to add multiple roles for the related individual identified above. Select "Update™ to update the existing related individual or related
organization roles for the individual identified above. By selecting "Update” it will replace all information for the record you have selected.

. Delete
Please indicate whether you wish to add a new role or update an existing role. @®Add OUpdate *

Related Individual Role

Role President (where applicable) by

L] English Title

French Title
Affidavit File Attachment

Browse.

Related Organization Role

Role Not Applicable ~|*

Role Effective Date 2019-11-0 4] E*
O Role Expiry Date %

Figure 4.5-25: Update an existing Required Roles or Contact Information Page
17. You can now click on the Validate & Save button.
18. Your return is now ready to be submitted.

19. Follow instructions under Section 3.1 General Instructions on Completing and Submitting
a Corporate Return.

Warning

e If, for example, you are adding the role of Director or Board Chairman to an
individual who only has a functional appointment in the profile, you will also
R need to include their Residence Address within this return submission.
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4.5.6 How to Delete a Specific Role from an Existing Individual within
your Organization Profile

To delete a specific role from an existing related individual from your organization profile, you
must use the Required Roles and Contact Information Return. The following are instructions on
how to delete a specific role without deleting the related individual.

1. Hover your mouse over the Manage Returns menu item.

2. Click Create Return.

cdic8sade ? T NSt S5 PORTAL
L
John Doe , ABC Bank (change) English/Anglais+ & ? &
= Create Return

To submit a corporate return, iNput a return name in either language and copy the same ints the other requirea name fiela
Select the return to be submitted from the list below. Tne Effective Date is the earliest effective oate of cnange contained in

Return name: removal of |. Doe CAMLO RolefiiEp=ietetl-le
3
' Removal of ). Doe CAMLO Role | (French/Francais) *
Sedect form ss T TCUr TG TS TG Y Py
v

Enter the earliest effective date of 2019-04-01 % *

change contained in the return;

Figure 4.5-26: Create Return Page
3. Enter an English and French name for the return (see example above).
4. Select Required Roles And Contact Information.
5. Enter the Effective Date of change.

6. Click the Create button.

E CD‘IE 2 Il sank oF canana
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Your corporate return is now ready for completion in the Draft Returns section of RRS.

7. Go to your Draft Returns section and open the return you just created.

LIE DU CARA DA

cdic&sade Q [ cor o PORTAL

|
Jphn Doe , ABC Bank (change) English/Anglais+ & 7 &

henu

= Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view
sections in POF farmat.

Once all sections are completed and valioated, the return can be submitted usingthe "Submit return” functionality unaer the
"SUDMIssion” mMenL.

i = I = = © 4 »

Mo Data -
Manaatory

Formset Folder Repestable Folder Form  Add Section Ready to Submit  In Draft

i Required Reles And Contact Information (658) ¥

“;-!, ARRCI Aag a new Required Role ana Corresponaing E@
Corntact Information
lg@ CRRCI Update an existing Required Role or Contact E@

Information

Figure 4.5-27: Draft Return Page

8. Click on the "Add Instance” button on the right hand side next to “"Update an existing
Required Role and Contact Information”

9. This will open a new worksheet within this section of the return.
10. Under Entity Type, choose “Individual” (see example below).

11. Under Select the appropriate Related Party that you would like to Update, choose the
name of the individual you would like to update their role title from the drop down
menu.

el BANGUE DU CANADA
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Form View

Update an existing Required Role or Contact Information (658) CRRCI
Organization Name ABC Bank
Organization Code

The information provided in the Corporate Profile is required pursuant to one or more of the following provisions: sections 628, 632, 950 and 951 of
the Bank Act, sections 495 and 499 of the Trust and Loan Companies Act, sections 549, 664, 668, 993 and 994 of the Insurance Companies Act, or
sections 431 and 432 of the Cooperative Credit Associations Act.

The Board of Directors, their Affiliate and Non-Affiliate information, the committees of the Board and the name and address of the Audit Firm(s) of the
Financial Institution provided within the Board of Director Information and Required Roles and Contact Information Returns are part of the public
register required by governing legislation to be maintained by the Superintendent of Financial Institutions and therefore, the Privacy Act allows this
information to be disclosed to the public.

All other information (Board of Director's residential address, their status as an Affiliated Person, the name of the Designated Audit Partner and all
Functional Appointments) provided is protected and is deemed to be personal information.

The personal information you provide to OSFI will be stored in the Personal Information Bank (PI1B) (to be registered with Treasury Board Secretariat).
Individuals have a right to protection of and access to their personal information stored in each corresponding PIB in accordance with the Privacy Act

and the Access to Information Act. Details on these matters are available at the Infosource website (http/finfosource.ge.ca) and through the OSFI Call
Centre. Info source is also available at public libraries across Canada.

Plese select the appropriate Entity Type you would
like to Update.

Please select the appropriate Related Party that you 9490-
would like to Update. .

Individual S

Figure 4.5-28: Update an existing Required Roles or Contact Information Page

12. Under Roles, click on “Add” button to expand box (as shown below).

Roles

Select "Add" to add multiple roles for the related individual identified above. Select "Update” to update the existing related individual or related
organization roles for the individual identified above. By selecting "Update” it will replace all information for the record you have selected

Add

Figure 4.5-29: Update an existing Required Roles or Contact Information Page

13. Under Please indicate whether you wish to add a new role or update an existing role,
click on “Update”.

14. Under Related Individual Role, choose the appropriate role for the individual (as shown
below)

15. Under Related Organization Role, this field will remain as “Not Applicable”.

16. Check box to the left of Role Expiry Date, this will enable to date field on the right hand
side.

17. Select the appropriate Role Expiry Date.
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Select "Add" to add multiple roles for the related individual identified above. Select "Update™ to update the existing related individual or related
organization roles for the individual identified above. By selecting "Update” it will replace all information for the record you have selected.

. Delete
Please indicate whether you wish to add a new role or update an existing role. (O Add ®Update *

Please click the check box beside the items that you would like to provide
updated information for:

Related Individual Role
Rale Chief Anti-Money Laundering Officer bk

[ English Title

French Title
Affidavit File Attachment

Browese.

Related Organization Role

Rale Not Applicable ~|*
Role Effective Date E
Role Expiry Date 019-11-048K3 E,
Add

Figure 4.5-30: Update an existing Required Roles or Contact Information Page
18. You can now click on the Validate & Save button.
19. Your return is now ready to be submitted.

20. Follow instructions under Section 3.1 General Instructions on Completing and Submitting
a Corporate Return.

Warning

o If, for example, you are removing the role of Director or Board Chairman for
an individual, you will also need to end date any board related details for this
individual by creating and submitting the Board of Director Information

— Return. Follow instructions under Section 4.8 How to make changes related

to a Canadian Organization’s Board of Directors Information.
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4.6 How to make changes related to the External
Auditor/Actuary and Audit/Actuarial Firm Roles

When making a change to your External Auditor or External Actuary roles within your
Organization Profile, you must use the Required Roles and Contact Information Return. This
change requires a 2-step process within the same return.

4.6.1 How to make changes when only the auditor/actuary role

changes
The following instructions are specific to when only the auditor/actuary “partner” role changes
and where the audit/actuary firm remains unchanged.

In this instance, you are first required to add a role expiry date to the existing auditor/actuary
(individual) under the Update an existing required role and contact information section. Please
follow steps under Section 4.3 How to delete an individual from your organization profile.

Secondly, you will then be required to add the new individual (auditor/actuary) under the Add a
new required role and contact information section. Please follow steps under Section 4.2.1 How
to add an individual to your organization profile.

For these two roles only, you will also be required to relate the individual to the related
organization under “Related Organization For Individual” (see example below).

IIIIIIII | BANK OF CANADA
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John Doe , ABC Bank (change) English/Anglais+ & 7

Form View

Add Required Roles And Contact Information (658) ARRCI
Organization Name ABC Bank
Organization Code

The information provided in the Corporate Profile is required pursuant to one or more of the following provisions: sections 628, 632, 950 and 951 of
the Bank Act, sections 495 and 499 of the Trust and Loan Companies Act, sections 549, 664, 668, 993 and 994 of the Insurance Companies Act, or
sections 431 and 432 of the Cooperative Credit Associations Act.

The Board of Directors, their Affiliate and Mon-Affiliate information, the committees of the Board and the name and address of the Audit Firm(s) of the
Financial Institution provided within the Board of Director Information and Required Roles and Contact Information Returns are part of the public
register required by governing legislation to be maintained by the Superintendent of Financial Institutions and therefore, the Privacy Act allows this
infarmation to be disclosed to the public.

All other information (Board of Director's residential address, their status as an Affiliated Person, the name of the Designated Audit Partner and all
Functional Appointments) provided is protected and is deemed to be personal information.

The personal infoermation you provide to OSFI will be stored in the Personal Infermation Bank (PIB} (to be registered with Treasury Board Secretariat).
Individuals have a right to protection of and access to their personal information stored in each corresponding PIB in accordance with the Privacy Act

and the Access to Information Act. Details on these matters are available at the Infosource website (http/finfosource.gc.ca) and through the OSFI Call
Centre. Info source is also available at public libraries across Canada.

Entity Type Individual |k

Related Individual

Salutation Mr. v *

First Name John *
Middle Name

Last Name Smith *

Related Organization For Individual

Ernst & Young LLP (9484 o

Related Organization

Mew Related Organizations not listed must first be added to the profile.
English Organization Name

French Organization Name

Figure 4.6-1: Add Required Roles and Contact Information Page

Note: For the role of Internal Actuary, the requirement to relate the individual to a related
organization does not apply.

4.6.2 How to make changes when both the Audit/Actuarial Firm and

External Auditor/Actuary roles changes

The following instructions are specific to when both the external auditor/actuary “partner” role
and the Audit/Actuarial Firm changes at the same time. All changes identified below should be
made within the same return. To accomplish this, you must create and submit the Required
Roles and Contact Information Return.

1.

Under the Update an existing required role and contact information section, click on
“Add Instance” then add a role expiry date to the existing auditor/actuary (Individual).

2. Under the Update an existing required role and contact information section, click on

= L84 BANQUE DU CAMADA
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“Add Instance” again. then add a role expiry date to the existing Audit/Actuarial Firm
(Related Organization).

For more detailed information on how to accomplish this, follow steps under Section 4.3
How to delete an individual from your organization profile.

3. Under the Add a new required role and corresponding contact information section, click
on “Add Instance” then add the new related organization (Audit/Actuarial Firm).

4. Under the Add a new required role and corresponding contact information section, click
on “Add Instance” again then add the new individual (External Auditor/Actuary).
For more detailed information on how to accomplish this,follow steps under Section
4.2.1 How to add an individual to your organization profile.

Note

For the External Auditor/Actuary role, you will also be required to relate the
individual to the related organization under “Related Organization For Individual”
(see example under Figure 4.6-1: Add Required Roles and Contact Information
Page).
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4.7 How to Make a Change to Both a Pension Plan’s Funding
Vehicle and Fund Custodian

In this instance, two corporate returns will need to be created, the first being the Required Role
and Contact Information Return and the second being the Funding Vehicle Information Return.
You must first complete and submit the Required Role and Contact Information Return to add
the related individual and related organization of the fund custodian.

Once the first return has been successfully submitted, you must then complete and submit the
Funding Vehicle Information Return. This return adds the funding vehicle information as well as
relates it to the appropriate fund custodian previously submitted.

Reminder

When replacing existing information within the Organization Profile with new
information, you must also update the existing information by adding a role
expiry date to each affected individuals and/or related organizations.

To create a corporate return using the two-return process:
1. Hover your mouse over the Manage Returns menu item.

2. Click Create Return.

2 3 P PORTAL
cdicSsade BT Il st
L ________________________________________________________________________|

John Doe, ABC Bank (change) English/Anglais+ & 7?7 &

To submit a conporate return, iNput a return name in either language and copy the same into the other required name field

Select the return to be submitted from the list below. The Effective Date is the earliest effective gate of cnange contained in

MWew Fund Custodian {French/Francais) *
Select form se a
nformation (658 w

- " o r 44
Enter the earliest effective oate of 2019-04-23 Ej =

Change contained in the return:

Figure 4.7-1 Create Return Page
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4. Select Required Roles And Contact Information.
5. Enter the Effective Date of change.
6. Click the Create button.

7. Click on Draft Returns to view the return in your draft folder.

BANQUE DU CANADA

cdic 65{]dc 2 ‘!_ILI‘ BANK OF CAMADA POERTAL

]
John Doe , ABC Bank (change) English/Anglais+ & ? ©C

kKenu
- Draft Returns

The returns listed below are in draft and can be completed prior to submission to your Regulator.

To create new returns, please use the "Create Return” functionality.

Return

Return name Reference | Revision Status Due date | PDF
end date

Mew Fund Custodian RRCIST3550 0.1 Mo Data 2019-04-23| 20190523 | ‘B

Figure 4.7-2 Draft Returns Page

8. Click on New Fund Custodian to open the return.
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cdic8sade ‘;‘ A5 S8R PORTAL

John Doe, ABC Bank (change) English/Anglais+ & 72 &

Menu

= Draft Return

Select a section to complete. You can partially complete a section and save it in araft for completion later. You can also view
% sections in POF format.

Once all sections are completed and validated, the return can be submitbed using the "Submit return” functionality under the

"Submission™ men..

i g Jet la® m ,;3. & r -

Mo Data -

Formset  Foloer Repestaple Folger  Form  Aod Section Readyto Supbmit  In Draft \Mandato
W Srory

Mew Fund Custogian Status: No Data

i Reguired Roles And Contact Information (658) 3

& ARRCI Agd a new Reguired Role and Corresponding [4;
Contact Information

la CRRCI Update an existing Required Role or Contact Eﬁ:ﬁ

Information
Figure 4.7-3 Draft Return Page

In order to add the related individual as well as the related organization information
for the Fund Custodian, follow the steps outlined in Section 4.2 How to Add an
Individual/Related Organization to your Organization Profile to add both roles within

the same return.

9. Once the appropriate information has been added, click the Validate & Save button.

Follow the steps outlined in Section 3.1 General Instructions on Completing and Submitting
a Corporate Return to submit this return.

To update Funding Vehicle Information follow the steps below:
1. Hover your mouse over the Manage Returns menu item.

2. Click Create Return.

el BANGUE DU CANADA
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John Doe , ABC Bank (change) English/Anglais+ & ? &
Menu
= Create Return

Tex SUDMIE & Corporate return, iNpuUt a return name in either language and copy te same into the otner requirea name fielo.

Select the return to be submitted from the list below. The Effective Date is the earliest effective oate of change contained in

the retum.

Return name: Mew Funding Venicle (English/Anglais) *
Mew Funding Vehicle (French/Frangais) *

Select form set: [
(O riscal vear £no Retumn (556} "
®runa ngVehicle Information
O Organization General Contact Information (657)
O osri503 - Definea contribution Pension Plan Text
lwnendment Information Form o
S

I} Enter the earliest effective dae of  [2p19.04.20 | [E]*

Change comained in the return:

Figure 4.7-4 Create Return Page
3. Enter an English and French name for the return (see example above).
4. Select Funding Vehicle Information.
5. Enter the Effective Date of change.
6. Click the Create button.

7. Click on Draft Returns to view the return in your draft folder.
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hMenu

Draft Returns

The returns listed below are in draft and can be completed prior to submissicn to your Regulator.

To create new returns, please use the "Create Return” functionality.

Return

Return name Reference | Revision Status Due date | PDF
end date

Mew Funding Vehicle P1973551 0.1 Mo Data 2019-04-29 | 20190529 | W

Figure 4.7-5 Draft Returns Page
8. Click on New Funding Vehicle to open the return.

Cdlcssqdr_‘ ﬁ NI mani oF CAMADA P D RTA |_

| 0# A EANGUE DUCAMNADA

John Doe , ABC Bank (change) English/Anglais+ & 2?2 &

KMenu
= Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view

sections in PDF format.

Once all sections are completed and valigated, the return can be submitted usingthe "Submit return” functionality unger the

"SUbmission” menu.

o W = B = o ’ .

Mo Data -
Formset  Folder Repeatable Folder  Form  Add Section Ready to Submit  In Draft
Manaatory

Status: Mo Data

1|__'__ Fungingenicle Information [
la@ AP Aad Funding Venice E
1 CRVI Cnange Funaing Venicle Eq'.

Figure 4.7-6 Draft Return Page
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9. Click the page with a green plus sign symbol associated with the section to be added or
changed.
10. Enter the appropriate funding vehicle information into the return.

cdic asadc Q ‘!_Il!.ll'amuorca.mu;. PORTAL

BANGQUE DU CAMNADA

w
3

John Doe , ABC Bank (change) English/Anglais+ & 7?7 &

Form View

Add Funding Vehicle AFVI
Organization Hame ABC Bank

Organization Code zZo

Select the Fund Custodian: w |*
*Fund Custodians not listed must first be added to the Required Roles section in the profile.

Funding Vehicle Funding “ehicle Expiry
Funding Yehicle Funding Vehicle Pelicy Number Effective Date Date
~|* S S
Akl

Serve dim Dralt Validate & Save

[a:]
[+
[al
=

Figure 4.7-7 Draft Return Page

11. Select the Fund Custodian from the drop down menu. (This information will be based on
the information submitted on the previously submitted return).

12. Click the Validate & Save button.

13. Follow instructions under Section 3.1 General Instructions on Completing and Submitting
a Corporate Return.
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4.8 How to make changes related to a Canadian
Organization’s Board of Directors Information

When you are required to remove and/or add directors from your organization profile, this will
usually require a two-return process.

You must first complete and submit the Required Role and Contact Information (RRCI) Return to
add the full name including salutation, their residential address, the role of director or chairman
as well as the date the director’s term of office first began. The RRCI return would also be used
to add a role expiry date of any departing director. Once this return has been successfully
submitted, you must then complete and submit the Board of Director Information (BDI) Return.
This return adds the specific director information for the new director being added as well as
remove director information for existing or departing directors/board chairman.

Within the BDI return, please list the country(ies) of citizenship, the Board Committee(s) on
which the director serves, whether the director is an employee of this Financial Institution or any
Subsidiary of this Financial Institution, the director’s affiliation type as well as their Affiliate and
Non-Affiliate information.

Note

When it comes to the Board Chairman and Director roles, an individual can only
hold 1 of these roles at any given time. It is understood that if an individual is
given the role of Board Chairman, this individual is also considered a Director.

4.8.1 How to Add and Remove a Director/Board Chairman from your
Organization Profile

The following instructions are specific to when you are required to add a new director/board
chairman and remove an existing director/board chairman from your organization profile.

This type of change requires a two-step process. All changes identified below should be made
within the same return. To accomplish this, you must first create and submit the Required Roles
and Contact Information Return

1. Under the Update an existing required role and contact information section, click on
“Add Instance” then add a role expiry date to the existing director/board chairman
(individual).

For more detailed information on how to accomplish this,follow steps under Section 4.3
How to delete an individual from your organization profile.

2. Under the Add a new required role and corresponding contact information section, click
on "Add Instance” then add the new individual (director/board chairman) role.

% c D I E mm BANK OF CAMADA
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For more detailed information on how to accomplish this,follow steps under Section
4.2.1 How to add an individual to your organization profile.

Once the above return has been successfully completed and submitted, you must then create
and submit the Board of Director Information return. All changes identified below should be
made within the same return.

To create the Board of Director Information return, follow the steps below.
1. Hover your mouse over the Manage Returns menu item.

2. Click Create Return.

cdicsade TT It PORTAL
|
John Doe , ABC Bank [change) English/Anglais+ & 7?7 &
— Create Return
To submit 8 corporate retunn, input a return name in either anguage and copy the same nto the other reguired name field

Select the return to be submitted from the list below. The Effective Date is the earliest effective date of change contained in

e retunmn.

Return name: MNew Director Board Information |(English/Anglais) *

Mew Director Board informatien |(French/Francais)

ect form set:

]

’ Oar R : M I
AFS, Auditors Report, Other Snarenoloers Material OSFIsg7 ™

@SDE': Of Director Informaticn (656)

Enter the earliest effective date of 2019-07-30 % h

:hangs contained in the return:

Figure 4.8-1: Create Return Page
3. Enter an English and French name for the return (see example above).
4. Select Board of Director Information.
5. Enter the Effective Date of change.
6. Click the Create button.

7. Click the Draft Returns menu item to view the return in the draft folder.

el BANGUE DU CANADA

E CD‘IE 2 Il sank oF canana



RRS :
=== Regulatory Reporting System
Sar

cdic &sadc g MRHY sk o canson PORTAL

| E e Bk BANGLUE DU CANADA

John Doe , ABC Bank (change) English/Anglais+ & ? &

hMenu

Draft Returns

The returns listed below are in draft and can be completed prior to submission to your Regulator.

To create new returns, please use the "Create Return” functionality.

Return

Return name Reference | Revision Status Due date | PDF
end date

Mew Director Board Information BOI973552 0.1 Mo Data 2019-07-30| 20159-08-29 'E|

Figure 4.8-2: Draft Returns Page
8. Click on the New Director Board Information to open the return.

9. In order to add the new director information, click on “Add Instance” on the right hand
side next to Add Director Information.

CdlCBSﬂdC 6 TN ark oF camapa PORTAL

| "?&' el BAMOUE DU CAMNADR

John Doe, English/Anglais+ & 7 &

MEnu (change)
Draft Return
Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view

sections in POF format.

Once all sections are completed and validated, the return can be submitted using the "Submit return” functionality under the

"SubBmission™ Mmenu.

L W e B - o ’ .

Mo Dana -
Form set  Foloer Repeatable Folger  Form Aoad Section Reagy to Supmit  In Draft
Mandztory

Status: No Data

i Board Of Director Information (656) 33
I ADI Add Director Information B
I col Cniange Director Information [;'-
l@ ADT Aoo Director Type E
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Figure 4.8-3: Draft Return Page

10. The select the name of the new Director you wish to provide information for, from the
drop down menu.

John Doe, ABC Bank (change) English/Anglais+ & ? ©

Form View

Add Director Information ADI
Organization Name ABC Bank

Organization Code

The information provided in the Corporate Profile is required pursuant to one or more of the following provisions: sections 628, 632, 950 and 951 of
the Bank Act, sections 495 and 499 of the Trust and Loan Companies Act, sections 549, 664, 668, 993 and 994 of the Insurance Companies Act, or
sections 431 and 432 of the Cooperative Credit Associations Act.

The Board of Directors, their Affiliate and Non-Affiliate information, the committees of the Board and the name and address of the Audit Firm(s) of the
Financial Institution provided within the Board of Director Information and Required Roles and Contact Information Returns are part of the public
register raquired by governing legislation to be maintained by the Superintendent of Financial Institutions and therefore, the Privacy Act allows this
information to be disclosed to the public.

All other information (Board of Director's residential address, their status as an Affiliated Person, the name of the Designated Audit Partner and all
Functional Appointments) provided is protected and is deemed to be personal information.

The personal information you provide to OSFI will be stored in the Personal Information Bank (PIB) (to be registered with Treasury Board Secretariat).
Individuals have a right to protection of and access to their personal information stored in each corresponding PIB in accordance with the Privacy Act

and the Access to Information Act. Details on these matters are available at the Infosource website (hitp//infosource.gc.ca) and through the OSFI Call
Centre. Info source is also available at public libraries across Canada.

Director

Please select the Director o |

Figure 4.8-4: Add Director Information Page

11. Under Director Citizenship History, provide the director’'s countries of citizenship and the
Director Citizenship Effective Date.

Director Citizenship History

Director Country Of Citizenship Director Citizenship Effective Date Bgteector Citizenship Expiry

% gﬁ g Delete

Figure 4.8-5: Add Director Information Page

Note

e The Director Citizenship Effective Date should be the same effective date that
the individual became a director, not the date of birth.

e The Director Citizenship Expiry Date should always remain blank in this
instance.

12. Under Board Committee Membership History, provide the names of each board
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committees the director seats on, as well as the director's committee member type
(member or chair person) and the member type effective date.

Board Committee Membership History

g:trgber ULTE BiEE 17 Member Type Expiry Date

% e E ke g

Committee Name Committee Member Type

Figure 4.8-6: Add Director Information Page

Note

e The Member Type Expiry Date should always remain blank in this instance.

You are NOT required to provide the date in which the director’s term expires.

13. Under Affiliation Type History, provide the affiliation code, as applicable, from the drop
down menu and the director affiliation type effective date.

Note

e For example, if a director is an officer or employee of the Financial
Institution or an Affiliate “3(a)"” will be shown as their Affiliation type. Any
other Affiliation status must be indicated by choosing one of "3(b)" to
“3(i)", as applicable by the Act. The definitions can also be found under
Portal Documents/English/Return Instructions/Corporate Returns. If none
of the above applies, this field should be left blank.

Affiliation Type History

Director Affiliation Type Director Affiliation Type Effective Date = Director Affiliation Type Expiry Date

% g B %

Figure 4.8-7: Add Director Information Page

Note

e The Director Affiliation Type Expiry Date should always remain blank in this
instance.

14. Under Affiliate/Non-Affiliate History, you are required to provide a file attachment
containing both the director’s affiliate and non-affiliate information. The file attachment
can either be in Excel, Word or PDF version.

% CDIC a Il sank oF canana
€ =

el BANGUE DU CANADA

Delete

Delete



RARS
SuR

Regulatory Reporting System

Affiliate Details

e If the Director is an officer or an employee of the Financial Institution or any
Affiliate thereof, indicate the principal position(s) held as of the date of the
Annual Meeting of shareholders or date of the appointment. (If the Director
is not an officer or employee, no information is required.)

Non-Affiliate Details

e List all other bodies corporate or firms (other than the Financial Institution
and Affiliates) in which the director is a director, officer or member.

Affiliate/Non-Affiliate History

Effective Date Affiliate / Non Affiliate File Attachment

"

%-}_- Browize.. Delete

Figure 4.8-8: Add Director Information Page

Note

e The Director's Affiliate/Non-Affiliate file attachment cannot be amended. You
are required to submit a new file attachment after every Annual General
— Meeting or when there are changes during the year.

15. Under Add Director Type, this section only applies to Canadian Life Insurance
Companies. In this section, you are required to let OSFI know if the director is also a
“Shareholder” of the company as well as the director type effective date.
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|
John Doe, {change) English/Anglais+ & ? &
E Form View
Add Director Type ADT

Organization Name

Organization Code

Director
Select the Director ae |*
Director Type Director Type Effective Date Director Type Expiry Date
> |* B S| T
A

Sxve Ax Drall Valdale & Save

Figure 4.8-9: Add Director Information Page

Note

e The Director Type Expiry Date should always remain blank in this instance.
You are NOT required to provide the date in which the director’s term expires.

16. To provide the information on whether the director is also an employee of this Fl or any
of its subsidiaries, this information must be provided under the Change Director
Information Page. The current default is set to No.

17. Click on "Add Instance” on the right hand side next to Change Director Information.

18. Then select the name of the Director you wish to provide information for, from the drop
down menu.

19. To provide a "Yes" response to this question, you must check off the box on the left hand
side of the question to enable the question, then you must also check off the box on the
right hand side.

E CDIE 2 Il sank oF canana

el BANGUE DU CANADA



RARS
SuR

John Doe , ABC Bank (change) English/Anglais+ & ? C

Regulatory Reporting System

Form View

Change Director Information CcDI
Organization Name ABC Bank
Organization Code

The information provided in the Corporate Profile is required pursuant to one or more of the following provisions: sections 628, 632, 950 and 951 of the Bank
Act, sections 495 and 499 of the Trust and Loan Companies Act, sections 549, 664, 668, 993 and 994 of the Insurance Companies Act, or sections 431 and
432 of the Cooperative Credit Associations Act.

The Board of Directors, their Affiliate and Non-Affiliate information, the committees of the Board and the name and address of the Audit Firm(s) of the Financial
Institution provided within the Board of Director Information and Required Roles and Contact Information Returns are part of the public register required by
governing legislation to be maintained by the Superintendent of Financial Institutions and therefore, the Privacy Act allows this information to be disclosed to

the public.

All other information (Board of Director’s residential address, their status as an Affiliated Person, the name of the Designatad Audit Partner and all Functional
Appointments) provided is protected and is deemed to be personal information.

The personal information you provide to OSFI will be stored in the Personal Information Bank (P1B) (to be registered with Treasury Board Secretariat).
Individuals have a right to protection of and access to their personal information stored in each corresponding PIB in accordance with the Privacy Act and the
Access to Information Act. Details on these matters are available at the Infosource website (http/finfosource.ge.ca) and through the OSFI Call Centre. Info
source is also available at public libraries across Canada.

Director

Select the name of the Director to update: |

Please click the check box beside the items that you would like to provide updated information for.

] If the Director is an employee of this Financial Institution or any Subsidiary of this Fl, please click the check box. ]

Figure 4.8-10: Change Director Information Page
20. Click the Validate & Save button.

21. In order to add expiry dates to the departing Director, click on “Add Instance” on the
right hand side next to Change Director Information.
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cdic8sade g L NS 8o PORTAL

John Doe, English/Anglais+ & ? &

hMenu fChange]
Draft Return
Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view

sections in PDF format.

Once all sections are completed and validated, the return can be submitted using the "Submit return” functionality under the

"Submission™ menu.

i l) @ @ @ & s -
- - ) . Mo Data -
Formsst Folger Repeatable Folder  Form  Add Section Ready to Submit  InDraft
andaatory

Status: No Data

i Board Of Director Information (656) ¥
la ADI Add Director Information E:ﬂ
];a, ol Cnhange Director Information E&
1 ,'n, ADT Add Director Type E'i':

Figure 4.8-11: Change Director Information Page

22. The select the name of the departing Director you wish to provide information for, from
the drop down menu.

23. Click on “Update” button under Director Citizenship History.

24. Choose the appropriate country of citizenship from the drop down menu.

25. Add a Director Citizenship Expiry Date.
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John Doe, ABC Bank (change) English/Anglais+ & ? &

Form View

Change Director Infermation cDl
Organization Name ABC Bank
Organization Code

The information provided in the Corporate Profile is required pursuant to one or more of the following provisions: sections 628, 632, 950 and 951 of the Bank
Act, sections 495 and 499 of the Trust and Loan Companies Act, sections 549, 664, 668, 993 and 994 of the Insurance Companies Act, or sections 431 and
432 of the Cooperative Credit Associations Act.

The Board of Directors, their Affiliate and Non-Affiliate information, the committees of the Board and the name and address of the Audit Firm(s) of the Financial
Institution provided within the Board of Director Information and Required Roles and Contact Information Returns are part of the public register required by
governing legislation to be maintained by the Superintendent of Financial Institutions and therefore, the Privacy Act allows this information to be disclosed to
the public.

All other information (Board of Director's residential address, their status as an Affiliated Person, the name of the Designated Audit Partner and all Functional
Appointments) provided is protected and is deemed to be personal information.

The personal information you provide to OSFI will be stored in the Personal Information Bank (PIB) (to be registered with Treasury Board Secretariat).
Individuals have a right to protection of and access to their personal information stored in each corresponding PIB in accordance with the Privacy Act and the
Access to Information Act. Details on these matters are available at the Infosource website (hitp//infosource.gc.ca) and through the OSFI Call Centre. Info
source is also available at public libraries across Canada.

Director

Select the name of the Director to update: 9493: v

Please click the check box beside the items that you would like to provide updated information for.

] If the Director is an employee of this Financial Institution or any Subsidiary of this Fl, please click the check box. [

Director Citizenship History

Director Country Of Citizenship Director Citizenship Expiry Date
CA - CANADA [ 2019-11-041K8[ =] Delete
Update

Figure 4.8-12: Change Director Information Page

26. Under Board Committee Membership History, click on “Update” button.

27. Enter the full name of the committee you wish to remove, exactly as shown under the
organization profile.

28. Select the appropriate committee member type and add the member type expiry date
(see example below).
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John Doe , ABC Bank (change) English/Anglais+ & ? &

Form View

Change Director Information cDl
Organization Name ABC Bank
Organization Code

The information provided in the Corporate Profile is required pursuant to one or more of the following provisions: sections 628, 632, 950 and 951 of the Bank
Act, sections 495 and 499 of the Trust and Loan Companies Act, sections 549, 664, 668, 993 and 994 of the Insurance Companies Act, or sections 431 and
432 of the Cooperative Credit Associations Act.

The Board of Directors, their Affiliate and Non-Affiliate information, the committees of the Board and the name and address of the Audit Firm(s) of the Financial
Institution provided within the Board of Director Information and Required Roles and Contact Information Returns are part of the public register requirad by
governing legislation to be maintained by the Superintendent of Financial Institutions and therefore, the Privacy Act allows this information to be disclosed to
the public.

All other information (Board of Director’s residential address, their status as an Affiliated Person, the name of the Designated Audit Partner and all Functional
Appointments) provided is protected and is deemed to be personal information.

The personal information you provide to OSFI will be stored in the Personal Information Bank (PIB) (to be registered with Treasury Board Secretariat).
Individuals have a right to protection of and access to their personal information stored in each corresponding PIB in accordance with the Privacy Act and the
Access to Information Act. Details on these matters are available at the Infosource website (http/finfosource ge.ca) and through the OSFI Call Centre. Info
source is also available at public libraries across Canada.

Director

Select the name of the Director to update: 9493: v

Please click the check box beside the items that you would like to provide updated information for.

] If the Director is an employee of this Financial Institution or any Subsidiary of this Fl, please click the check box. ]

Director Citizenship History

Director Country Of Citizenship Director Citizenship Expiry Date

Update

Board Committee Membership History

Committee Name Committee Member Type Member Type Expiry Date
Audit Committee * Member SALNE2015-11-04E = Daiste
Update

Figure 4.8-13: Change Director Information Page

Board Committee Membership History

For committee names, it is critical that the name be identical to the name as it
appears on the organization profile. For example, if the name within your profile is
shown (i.e. Audit Committee / Comité de révision) , then the full name must also
appear on this page. You can also accomplish this by doing a copy and paste

— from your profile into this return. The system requires an exact match of the
committee name, even an additional space will result in a validation error upon
validating and saving.

29. Click the Validate & Save button. This will bring you back to your Draft Return page.

30. Follow instructions under Section 3.1 General Instructions on Completing and Submitting
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a Corporate Return.

6 Il sank oF canana
osA
BSIF

el BANGUE DU CANADA



RARS

Regulatory Reporting System
SaR

4.8.2 How to make board committee name changes within your
Organization Profile

To make board related changes to an existing Director/Board Chairman within your organization
profile, you will need to create the Board of Director Information return.

The following example explains how to make changes to board committee names, i.e. your
Audit Committee has been renamed to Audit and Risk Committee.

Change Director Information Page

Other than the director/employee question at the top of this page, this page must
only be used to add membership related expiry dates. You cannot update
membership information on this page. You can only end date existing
information, then add any new information under the Add Director Information

page.

1. Hover your mouse over the Manage Returns menu item.

2. Click Create Return.

2 I - PORTAL
cdic@sade BT Tmlorcerchuses,
e
John Doe, ABC Bank (change) English/Anglais+ & 7?7 &
= Create Retur
To subrnit a corporate return, iNput a return name in efther language and copy the same into the other required name field
Select the return to be submitted from the list below. The Effective Date is the earliest effective date of change contained in

Return name: mir. smith Board Information Chal(English/Anglais) *

Mr. Smith Board Information Cha|(Fremch/Frangais) *

n

orm st D T
AF5, Auditors Report, Other Shareholders Materlal O5FI59

Enter the eariest effective oate of 2019-06-12 [% *

Change contained in the return:

Figure 4.8-14: Create Return Page
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3. Enter an English and French name for the return (see example above).

Regulatory Reporting System

4. Select Board of Director Information.

5. Enter the Effective Date of change.

6. Click the Create button.

7. Click the Draft Returns menu item to view the return in the draft folder.

8. Click on the newly created return to open the return.

cdtc&sadc g ‘!_Il!.l‘wwmrcmma PORTAL

BANGUE DU CANADA

|
John Doe, | (change) English/Anglais+ & 7 &

Menu

= Draft Return

Select a section to complete. You can partially complete a section and save it in araft for completion later. You can also view
sections in PDF format.

Once all sections are completed and validated, the return can be submitted using the "Submit return” functionality under the
"Submission™ menw.

i ! 1.;!! u E& @ # -

= r . . Mo Data -
Formset Folger Repeatable Folder Form Add Section Ready to Submit  In Draft -
Mandatory
director Status: Mo Data
i Board Of Director Information (656) ¥
la ADI Add Director Information [4
; col Cnange Director Information E&
law - g= - :

Figure 4.8-15: Draft Return Page
9. Click on “Add Instance” on the right hand side next to Change Director Information.

10. The select the name of the Director you wish to provide information for, from the drop
down menu.

11. Enter the full name of the committee you wish to remove, exactly as shown under the
organization profile.

12. Select the appropriate member type for the individual.
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NOTE:

When making changes to an existing director, the system will not automatically
pre-populate the director information from the organization profile.

13. Select the appropriate member type expiry date (see example below).
John Doe , ABC Bank (Change) English/Anglais+ & ? ©

= Form View

Change Director Information CDI
Organization Name ABC Bank
Organization Code

The information provided in the Corporate Profile is required pursuant to one or more of the following provisions: sections 628, 632, 950 and 951 of the Bank
Act, sections 495 and 499 of the Trust and Loan Companies Act, sections 549, 664, 668, 993 and 994 of the Insurance Companies Act, or sections 431 and
432 of the Cooperative Credit Associations Act.

The Board of Directors, their Affiliate and Non-Affiliate information, the committees of the Board and the name and address of the Audit Firm(s) of the Financial
Institution provided within the Board of Director Information and Required Roles and Contact Information Returns are part of the public register required by
governing legislation to be maintained by the Superintendent of Financial Institutions and therefore, the Privacy Act allows this information to be disclosed to

the public.

All other information (Board of Director’s residential address, their status as an Affiliated Person, the name of the Designated Audit Partner and all Functional
Appointments) provided is protected and is deemed to be personal information.

The personal information you provide to OSFI will be stored in the Personal Information Bank (PIB) (to be registered with Treasury Board Secretariat).
Individuals have a right to protection of and access to their personal information stored in each corresponding PIB in accordance with the Privacy Act and the
Access to Information Act. Details on these matters are available at the Infosource website (http/finfosource.gc.ca) and through the OSFI Call Centre. Info
source is also available at public libraries across Canada.

Director

Select the name of the Director to update: 9493: 1 |

Please click the check box beside the items that you would like to provide updated information for.

[} If the Director is an employee of this Financial Institution or any Subsidiary of this Fl, please click the check box. ]

Director Citizenship History

Director Country Of Citizenship Director Citizenship Expiry Date

Update

Board Committee Membership History

Committee Mame Committee Member Type Member Type Expiry Date
Audit Committee * Member AL 0 19-11-0 6484 % Delate

Figure 4.8-16: Change Director Information Page

Board Committee Membership History

For committee names, it is critical that the name be identical to the name as it
appears on the organization profile. For example, if the name within your profile is
shown (i.e. Audit Committee / Comité de révision), then the full name must also
appear on this page. You can also accomplish this by doing a copy and paste
from your profile into this return. The system requires an exact match of the
committee name even an additional space will result in a validation error upon
validating and saving.
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14. Click the Validate & Save button. This will bring you back to your Draft Return page.
15. Now click on “Add Instance” on the right hand side next to Add DirectorInformation.

16. The select the name of the Director you wish to provide information for, from the drop

down menu.
John Doe | (change) English/Anglais+ & 2
= Form View
Add Director Information ADI

Organization Hame
Organization Code

The information provided in the Corporate Prefile is required pursuant to one or mere of the following provisions: sections 828, 832, 950 and 951 of
the Bank Act, sections 495 and 499 of the Trust and Loan Cempanies Act, sections 549 654 658 993 and 994 of the Insurance Companies Act,
or =ections 431 and 432 of the Cooperative Credit Az=sociations Act.

The Board of Directors, their Affiliate and Non-Affiliate infermation, the committees of the Board and the name and address of the Audit Firm(s) of
the Financial Institution provided within the Board of Director Information and Regquired Roles and Contact Infermatien Returns are part of the public
register required by governing legislation to be maintained by the Superintendent of Financial Institutiens and therefore, the Privacy Act allows this
information to be disclozed to the public.

All other information (Beard of Director's residential address, their status as an Affiliated Person, the name of the Designated Audit Partner and all
Functional Appointments) provided iz protected and is deemed to be perzonal information.

The personal information you provide to OSFl will be stored in the Personal Information Bank (PIB) (te be registered with Treasury Board
Secretariat). Individuals have a right to protection of and access to their personal information stored in each corresponding PIB in accordance with
the Privacy Act and the Access to Information Act. Details on these matters are available at the Infozource website (http/finfosource.ge.ca)y and
through the OSFI Call Centre. Info source is also available at public libraries across Canada.

Director

Please select the Director w |*

Director Citizenship History

Director Country Of Citizenship Director Citizenship Effective Date Director Citizenship Expiry Date

Add

Board Committee Membership History

Member Type Effective

Committee Name Committee Member Type Date

Member Type Expiry Date

Figure 4.8-17: Add Director Information Page
17. Under Board Committee Membership History, click on the “Add” button.
18. Type the new name of the committee, in the language of your choice.
19. Select the appropriate committee member type for the individual.
20. Select the appropriate member type effective date.

21. Click on the Validate & Save button.
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NOTE:

You will be required to make the same change for each director listed on the
committee name for which you are changing.

22. Follow instructions under Section 3.1 General Instructions on Completing and Submitting
a Corporate Return.
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4.8.3 How to make board committee membership changes within your
Organization Profile

To make board committee membership changes to an existing Director/Board Chairman within
your organization profile, you will need to create the Board of Director Information return.

The following example explains how to make changes to a director's membership on a specific
board committee, i.e. the director went from being a regular member to the chair person of the
Audit Committee.

Change Director Information Page

Other than the director/employee question at the top of this page, this page must
only be used to add membership related expiry dates. You cannot update
membership information on this page. You can only end date existing
information, then add any new information under the Add Director Information

page.

1. Hover your mouse over the Menu and Manage Returns menu item.

2. Click Create Return.

2 3 = - PORTAL
cdicBsadc 5.7 Immlucorccs.,
L ___________________________________________________________________________________________|
John Doe , ABC Bank (change) English/Anglais+ & ? &
To submit & corporate return, iNput a return name in either language and copy the same into the other required name field
Select the return to be submitted from the list below. Tne Effective Date is the earliest effective gate of change contained in
Return name: Mr. Smith Board Information Cha|{English/Anglais) *

Mr. Smith Board Information Chal(French/Francais) *

ect form set: e
O ars tors Report, OTher Share ers Materlal OSFISE7 ™
® zozro ofoir
Oy-vam rewr

O runa ng venhicle Information W

L

- . r + 4
Enter the sarliest effective date of 018-08-13 | [F]*

Change contained in the return:

Figure 4.8-18: Create Return Page
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3. Enter an English and French name for the return (see example above).

Regulatory Reporting System

4. Select Board of Director Information.

5. Enter the Effective Date of change.

6. Click the Create button.

7. Click the Draft Returns menu item to view the return in the draft folder.

8. Click on the newly created return to open the return.

cdic&sadc Q T sancor canaon PORTAL

BANGUE DU CANADA

|
John Doe, | (change) English/Anglais+ & 7 &

Menu

= Draft Return

Select a section to complete. You can partially complete a section and save it in araft for completion later. You can also view
sections in PDF format.

Once all sections are completed and validated, the return can be submitted using the "Submit return” functionality under the
"Submission™ menw.

I I I = [ = 7 “

= r . . Mo Data -
Formset Folger Repeatable Folder Form Add Section Ready to Submit  In Draft -
Mandatory
director Status: Mo Data
i Board Of Director Information (656) ¥
la ADI Add Director Information [@
; col Cnange Director Information E&
lam = 2= - :

Figure 4.8-19: Draft Return Page
9. Click on “Add Instance” on the right hand side next to Change Director Information.

10. The select the name of the Director you wish to provide information for, from the drop
down menu.

11. Enter the full name of the committee you wish to remove, exactly as shown under the
organization profile.

12. Select the appropriate member type for the individual/committee.
13. Enter the appropriate member type expiry date (see example below).
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John Doe , ABC Bank (change) English/Anglais+ & ? ©
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Form View

Change Director Information CDI
Organization Name ABC Bank
Organization Code

The information provided in the Corporate Profile is required pursuant to one or more of the following provisions: sections 628, 632, 950 and 951 of the Bank
Act, sections 495 and 495 of the Trust and Loan Companies Act, sections 549, 664, 668, 993 and 994 of the Insurance Companies Act, or sections 431 and
432 of the Cooperative Credit Associations Act.

The Board of Directors, their Affiliate and Non-Affiliate information, the committees of the Board and the name and address of the Audit Firm(s) of the Financial
Institution provided within the Board of Director Information and Required Roles and Contact Information Returns are part of the public register required by
governing legislation to be maintained by the Superintendent of Financial Institutions and therefore, the Privacy Act allows this information to be disclosed to

the public.

All other information (Board of Director's residential address, their status as an Affiliated Person, the name of the Designated Audit Partner and all Functional
Appointments) provided is protected and iz deemed to be personal information.

The personal information you provide to OSFI will be stored in the Personal Information Bank (PIB) (to be registered with Treasury Board Secretariat).
Individuals have a right to protection of and access to their personal information stored in each corresponding PIB in accordance with the Privacy Act and the
Access to Information Act. Details on these matters are available at the Infosource website (http/finfosource.gc.ca) and through the OSFI Call Centre. Info
source is also available at public libraries across Canada.

Director

Select the name of the Director to update: 9493: |

Please click the check box beside the items that you would like to provide updated information for.

[} If the Director is an employee of this Financial Institution or any Subsidiary of this Fl, please click the check box. ]

Director Citizenship History

Director Country Of Citizenship Director Citizenship Expiry Date

Updata

Board Committee Membership History

Committee Name Committee Member Type Member Type Expiry Date
Audit Committes * Member AE N 00 19-11-06)8% E Delete

Figure 4.8-20: Change Director Information Page

Board Committee Membership History

For committee names, it is critical that the name be identical to the name as it
appears on the organization profile. For example, if the name within your profile is
shown (i.e. Audit Committee / Comité de révision), then the full name must also
appear on this page. You can also accomplish this by doing a copy and paste
from your profile into this return. The system requires an exact match of the
committee name even an additional space will result in a validation error upon
validating and saving.

14. Click the Validate & Save button. This will bring you back to your Draft Return page.
15. Now click on “Add Instance” on the right hand side next to Add DirectorInformation.

16. The select the name of the Director you wish to provide information for, from the drop

= L84 BANQUE DU CAMADA
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down menu.

17. Enter the name of the committee you wish to add.

18. Select the appropriate member type for the individual/committee.

19. Enter the appropriate member type effective date (see example below).

John Doe , ABC Bank (change) English/Anglais+ & ? ©
E Form View
Add Director Information ADI

Organization Name ABC Bank
Organization Code

The information provided in the Corporate Profile is required pursuant to one or more of the following provisions: sections 628, 632, 950 and 951 of
the Bank Act, sections 495 and 499 of the Trust and Loan Companies Act, sections 549, 664, 668, 993 and 994 of the Insurance Companies Act, or
sections 431 and 432 of the Cooperative Credit Associations Act.

The Board of Directors, their Affiliate and Non-Affiliate information, the committees of the Board and the name and address of the Audit Firm(s) of the
Financial Institution provided within the Board of Director Information and Reguired Roles and Centact Infermation Returns are part of the public
register required by governing legislation to be maintained by the Superintendent of Financial Institutions and therefore, the Privacy Act allows this
information to be disclosed to the public.

All other information (Board of Director’s residential address, their status as an Affiliated Person, the name of the Designated Audit Partner and all
Functional Appointments) provided is protected and is deemed to be personal information.

The personal information you provide to OSF| will be stored in the Personal Information Bank (FIB) (to be registered with Treasury Board Secretariat).
Individuals have a right to protection of and access to their personal information stored in each corresponding PIB in accordance with the Privacy Act

and the Access to Information Act. Details on these matters are available at the Infosource website (http/finfosource ge.ca) and through the OSFI Call
Centre. Info source is also available at public libraries across Canada.

Director

Please select the Director 9493: 1 vy

Director Citizenship History

Director Country Of Citizenship Director Citizenship Effective Date Director Citizenship Expiry Date

Add

Board Committee Membership History

Member Type Effective

Committee Name Committee Member Type Date Member Type Expiry Date
Audit Committee * Chair Person | # 2019-11-0418 % Lt % Delete
Add

Figure 4.8-21: Add Director Information Page
20. Click on the Validate & Save button.

21. Follow instructions under Section 3.1 General Instructions on Completing and Submitting
a Corporate Return.
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5.0 Viewing Documents

The Documents menu item provides the ability to view reference documents in the Portal
Documents folder.

To view documents:

Begin at the RRS Welcome page.

cdedsade o I v R PORTAL
John Doe , ABC Bank (change) English/Anglais+ & ? &
Menu
= Welcome to Regulatory Reporting System (RRS) Portal
Home

ceessfully logged in. You can now use RRS Portal to complete and submit all required retumns er-line.
Draft Returns
Submission + regularly check that your crganization profile is up to date by dicking on “Organization Profile” on the menu above.

& appropriate corporate return to submit an update.
Manage Returns +

Reports s that are ready for completion can be found by clicking on *Draft returns” on the menu above.
Docume ! et e o . . !

eturns have been completed, you must use the "Submission” functicnality to finally submit them.
organiz Profile

rtal, you are also able to:
Manage Users L 2

submitted returns where signed hard-copies are reguired.

and print previous submissions.

Help illy complete returns and return to them at a later date.

est a resubmission of returns where you become aware of mistakes.

My Detalls

Log Out

For further informaticn on how to use RRS Portal, click on the help link in the top rignt-hand corner of your screen.

Motifications

e e e

n 2019-08-16 10n22:22

AN Fake Return 1986-10-21 (test 1986-10-21] is available for completion via "Draft Returns’
Wl

Figure 5-1: Welcome Page

1. Hover over Menu and click the Documents item.
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. ______________________________________________________________________________|
John Doe , ABC Bank (change) English/Anglais+ & 7 &
Aenu
= Documents

See pelow for a list of documents availatle for downloaa.

Path: |D-::-|:umen13 | | i 4 Filter by: |

B: i pocuments

@ [# rPortal Documents

Figure 5-2: Documents Page
2. Double-click the Documents folder.
3. Double-click the Portal Documents folder.
4. Double-click the specific folder to be viewed.
5. Select the document to be viewed.

6. Click the green down arrow. A message displays prompting you to open or save the
document.

7. Click the Open button. The document opens for viewing.

6 [N BanK OF CANADA
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6.0 Organization Profile

The Organization Profile menu item can only be used to view the profile of your organization in
RRS. This profile consists of information such as your organization’s general contact information,
its preferred language, general details of the organization, all required roles and their contact
information, etc. This section provides instruction on how to view your organization profile and
how to change profile information if required.

Regulatory Reporting System

As described in Section 3.0, Scenario #3 is triggered when a review of your organization’s profile
indicates the need for an update to specific corporate information. This update is performed
through the submission of a corporate return using the Manage Returns menu item.

To view your organization’s profile:

Begin at the Welcome page.

BANGUE DU CANADA

cdic 35ﬂdc Q II BAMK OF CAMADA PORTAL

]
John Doe , ABC Bank (change) English/Anglais+ & 7 &

kenu
= Welcome to Regulatory Reporting Systerm (RRS) Porta

You should regularly check that your orgenization profile is up to gate by dlicking on *Organization Profile” on the menu above.
Please file the appropriate corporate return to submit an update.

Draft returns that are ready for completion can be found by clicking on “Draft returns” on the menu above.
Whnen your returns have been completen, you must use the “Submission” functionality to finally submit them.
With RRS Portal, you are also able to:

Print submitted returns where signed hard-copies are required.

Wiew and print previous submissions.

Partialky complete returns and return to them at a later date.
Request a resubmission of returns where you become aware of mistakes.

- 8 & @

For further information on how to use RRS Portal, dick on the nelp link in the top right-hand comer of your screen.

Motifications

T —

2015-08-19 10:13:23
Al

Fake Return 1574-08-27 (test 1974-08-27) is available for completion via 'Draft Retumns'

20150819 101 3:22
L]

o Fake Return 1574-08-27 (test 1974-08-27) is available for completion via 'Draft Retums'
W

Figure 6-1: Welcome Page
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1. Hover over Menu and select Organization Profile.
cdicdsade LT Mmoo,
|
English/Anglais+ & ? &

John Doe, ABC Bank (change)

Menu
= Organization Profile
The sections of your organization profile are listed below. You should regularly check and ensure that your organization profile
is up to date.
Orggnization Profile
|j PLW Preferred Language and Website
Organization Contact Information

&) oci

Figure 6-2: Organization Profile Page

2. Select a section of the organization profile to view.
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BAMEK OF CAMADA
BAMGQUE DU CANADA

PORTAL

John Doe , ABC Bank (change)

Organization Contact Information

Organization Name
Organization Code zo
Industry Group

Fiscal Year End

Contact Type
Address

English

First Address Line
Second Address Line
Third Address Line

ABC Bank

French

First Address Line
Second Address Line
Third Address Line

English/Anglais +

?

G

ocl1

% City City
Country

Province (Canada onhy)

State (USA onhy)

PostalZip Code

Email Address

Externally Publizhable Indicator Falzse

Emergency Email Address

Phone

Area code Number Extension

Fax

Area code Number

English Additional Contact Info
French Additional Contact Info

Figure 6-3: Board of Directors Section Page

3. Review the listed information.

To change organization profile information:

Begin at the Create Return page.

Il sank oF canana
Al b BANGUE DU CANADA



nRS
e Regulatory Reporting System
SR

BANGUE CU CAMADA

cdic 65{]:]( g ‘!_II!.I‘ BANK OF CANADA PORTAL

L
John Doe , ABC Bank (change) English/Anglais+ & 7?7 &

hMenu

Create Return

To submit a corporate return, input a return name in efther language and copy the same into the other required name field.
Select the return to be submitted from the list below. The Effective Date is the earliest effective date of change contained in
he return.

Return name: (English/Anglais) *
{Frenchy/Frangais] *

Select form set:
DAFS. Auditors Report, Other Sharenolders Materlal O5FIS97 £

D Board Of Director Information (§56)

O By-Law Return (599)

D Fiscal Year Emd Return (S86)

Oru nding venhlcle Information W
Enter the earliest effective date of E *

change contained in the return:

Figure 6-4: Create Return Page

Follow the steps outlined in Section 3.5 to 3.7 depending on the profile section that needs to be
updated.
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7.0 Managing Your Details

From the My Details menu item you can view and/or edit your user details and change your
password. Although you have the ability to change your personal information it is strongly
recommended that changes to your first and last name and email address be changed by
your Local Registration Authority (LRA) to ensure that these user details are updated in
both RRS and the BoC Connect.

Information that can be edited includes your first and last name, email address, telephone
number and your language of preference. Information that can be viewed is your assigned
permissions. Information that you can edit directly includes your telephone number and your
language of preference.

To edit your user details:

1. Hover your mouse over Menu and select My Details.

2. Click the View/Edit My Details sub-menu item.

cdic8sade 2 LGS SR PORTAL
|
John Doe , ABC Bank (change) English/Anglais+ & ? ©&
o
= My User Details

Review your user acoount aetails below. To upaate, enter new details and dlick the update button.

First name: lohn Locked Due to Permission Settings

Surname: Doe Locked Due to Permission Settings

Emiail a0dress: i@pankofcanada.ca Locked Due to Permission Settings

Telephone number: Locked Due to Permission Settings
Inerrational Area cooe Mumiber

Language of preference: Select Language |

ABC Bank Organization
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Figure 7-1: My Details Page

If your first and/or last name or email address need to be updated:

Please contact your LRA to update your first and/or last name.

3. Enter your new telephone number in the Telephone number field.

4. Click the drop-down arrow on the Language of preference field to change your
language. This will set the language that displays when you log into RRS.

Note: you can change your language within a session by selecting the language drop-
down from the top right of the application.

5. Click the Update button.

IIII]II[l BANK OF CANADA
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To view assigned permissions:

1. Click the name of a role in the Roles column within the Assigned permissions section.

2. Click each tab to view information about the permissions assigned to your role.

Role Information - Fller - Corporate - Canadlan Fl

Form Access [Functionality Accessl

Tne form sets that tis Role grants permission 1o.

Board Of Director Information (656)

By-Law Return (S54)

Flscal Year End Return (356}

Qrganization General Contact information (857)
arganization Profile

Required Roles And Contact Informatlon (658)

AFS, Auditors Report, Other sharenolders Matefial OSFIS97
hotice of Annual or Speclal Meeting(565)

Return of Shareholders Domestic Banks Cnly OSRS02

Figure 7-2: My Details Tabs Page
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To change your password:

1. Hover your mouse over Menu select My Details.

2. Click the Update My Password sub-menu item.

cacdsade & Mz, PORTAL

John Doe , ABC Bank (change) English/Anglais+ & ? &

— Update My Password

Valid passwords contain 1 capital letter, 1 small letter, 1 number and 1 special character (e.g #8*15). It must be at least §

characters and not more than 30 characters with no blank Spaces.

Current password
Mew password:

Confirm new password:

Figure 7-3: Update My Password Page
3. In the Current password field, enter your current password.

4. In the New password field, enter a new password.

Valid passwords:

Ensure your new password meets the following valid password criteria:
passwords must be between 8 and 30 characters and contain 1 uppercase
letter, 1 lowercase letter, 1 number and one special character.

5. In the Confirm new password field, re-enter your new password.

6. Click Save.
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8.0 Managing Notifications

Notifications provide information such as when a return is ready to be completed as well as
when a return presents an error. Notifications can be viewed and deleted from the Welcome
page accessed through the Home menu item.

To view a notification:

1. Hover your mouse over Menu and select the Home menu item. The notifications display.

cdic 65(](11: Q II BANK OF CAMADA PORTAL

BANGUE DU CAMNADA

John Doe , ABC Bank (change) English/Anglais+ & ? &

m
3
=

Welcome to Regulatory Reporting System (RRS) Porta

You have successfully logged in. You can now use RRS Portal to complete and submit all required returns on-line.

You should regularty check that your orgenization profile is up to date by dlicking on *Orggnization Profile” on the menu abave.
Please file the appropriate corporate return to submit an update.

Draft returns that are ready for completion can be found by clicking on “Draft returns” on the menu above.
When your returns have been completed, you must use the “Submission” functionality to finally submit them.
Witn RRS Portal, you are also able to:

* Print submitted returns where signed hard-copies are required.

# View and print previous submissions.

» Partially complete returns and return to them at a later date.
* Request a resubmission of returns where you become aware of mistakes.

For further information on how to use RRS Portal, click on the help link in the top right-hand comer of your screen.

Motifications

s e

2015-08-19 11:08:24

O o T2 Testing(T21019438) is availaple for completion via 'Draft Returns'
2019-09-19 11:08:08 . .
|:| = Al T2 Testing(T21019438) is available for completion via "Draft Returns'
W

Figure 8-1: Help Page

2. In the Subject column, view the notification information.
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To delete a notification:

1. In the Dismiss column, click the check box associated with the notification to be deleted.
The notification is deleted.
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9.0 Accessing Help

Help text is available on all topics within RRS.

To access RRS Help:

1. Click the Help link located within the Menu dropdown. The Help text displays.

€3 " PORTAL
cdicsade ET M,
John Doe , ABC Bank (change) English/Anglais+ & ? &
Menu
= Welcome to Regulatory Reporting System (RRS) Portal
Home
ccessfully logged in. You can now use RRS Portal to complete and submit all required returns on-line.
Draft Returns
Submission + regularly check that your| ‘ RRS Portal - User Help - M... — O »  [ETonine menu above.
y i 3 1e appropriate corporaty
anage Retums B -
© 109047 [ ‘s e w =
Reports s that are ready for com e,
~
LELATETE ‘eturns nave been comp|  RRS Portal - User Help [ Index] thern.

Organization Profile

rtal, you are also aple tof This help gulde for RRS Portal contalns Information and

lManage Users + guldance on how to complete and submit electronic forms
sLbmited returns whar| T2 N8 rEgulator and general information on how to use
My Detalls + the RRS Portal application.
and print previous subrm|
Help illy complete returns and  Please start with an Overview of RRS Portal which 1s a

ect & resubmission of re| | eneral gulde on using the site with Information on how to
edit, submit and reguest resubmission of returns. You will
For further information on howtow also find detalls on Now to aCCess returns you have already our screen.
submitted and how to view the Information the regulator
holds about your organization.

Notifications

Below are the list of avallanle nelp topics:

Received » Overview of RRS Portal _

2019-09-19 11:08:24 * DraftAstums
| * Submission s
HL o Submit Returms .
2019-09-19 11:08:08 @ Submission History
D Al @ REgLIE‘SE Resubmission i‘
. Marage Returns =
2015-09-19 10:13:23 @ Create Return - )
0 AM o Delete Return bn via 'Draft Returns
# Organization Profile F
» DOCUMENts
®» Reports

# Manage Users
o Create User

o Vigw/EdIt User
* My Detalls
o Vigw/EdIt My Detalls
@ Undate My Password o

Figure 9-1: Help Page
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Other help options:

1. The Documents menu item provides additional reference and training
documents.

2. To receive more help with RRS you can contact your organization’s LRA or
contact the Bank of Canada at 1-855-865-8636.

E CDIE 2 Il sank oF canana
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10.0 Logout

RRS provides the ability to logout of your current session.

To logout of RRS:

1. Click the Logout link located on the top right of the application. A window displays
asking if you are sure you want to logout.

2. Click OK. The login page displays.

10.1 Inactivity Logout

Each RRS session is set to logout automatically after two hours of inactivity.

If you are logged out due to inactivity:

RRS does not automatically save your work. It also does not return you to what
you were working on when the forced logout occurred. It is important to save

— your work often.

IIII]II[l BANK OF CANADA
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11.0Tips, Tricks and Troubleshooting

11.1 Saving Your Work

It is important to remember to save your work often. As stated in Section 11.7 Inactivity Logout,
each RRS session is set to logout automatically after two hours of inactivity. If you are logged
out due to inactivity, RRS does not return you to what you were working on prior to the forced
logout.

11.2 Microsoft Excel

You can save a return in Microsoft Excel format by using the Excel button on the Draft Return
page. This button enables a return to be saved to a specified area outside of RRS.

11.3 Two Users Working on the Same Return

It is possible to have more than one user working on the same return within RRS. Note that RRS
does not inform you when another user is working on the same return. Two separate scenarios
are described below; both scenarios involve two users, User 1 and User 2, accessing the same
return at the same time.

Scenario 1 - Validate & Save: User 1 clicks the Validate & Save button on the return and the
data is saved at version 1.1. Then User 2 clicks the Validate & Save button and also saves the
return, overwriting the data saved by User 1 and updating the revision of the return to 2.1. In
this circumstance, the data in the return saved last is the return data RRS displays as the most
current.

Scenario 2 - Submit: User 1 successfully submits the return. User 2 attempts to submit the
return but receives an access denied message as this return has already been submitted by
User 1.

View Audit Log:

To determine who worked on a specific revision of a return, use the View Audit
Log feature as described in Section 3.2 How to View a Return.

11.4 Printing Returns

To print a return, use the Excel icon on the Draft Return page to open the return in Microsoft
Excel format then use the print feature in Microsoft Excel.
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12.0 Glossary

Term/Acronym Definition/Description
BoC Bank of Canada
CDIC Canada Deposit Insurance Corporation
cy Calendar Year

Enhanced Authentication

A security requirement that applies to accessing RRS
through the BoC Connect

Filer A user associated with a financial institution who files
returns.

Fl Financial Institution

FRFI Federally Regulated Financial Institution

FY Fiscal Year

FYE Fiscal Year End

LRA Local Registration Authority

Organization

An element describing financial institutions or partner
agencies.

OSFI Office of the Superintendent of Financial Institutions
PDF Portable Document Format

Portal See RRS Portal

QE Quarter End

Return A collection of information that Filers or their

representatives are required to submit to one or more Tri-
agency partners

Return schedule

The calendar of return submissions which can or must be
filed, specifying the filing periods and frequency of
submissions.

RRS

Regulatory Reporting System

RRS Portal

A web application used to submit and view returns

RRS Supervision Centre

A web application used to create and manage returns,
users, organizations and reports for Tri-agency only.

Status

Indicates the state a return is in, e.g., “In Draft”

Structural rule

The formatting and layout of a return submission

Supervision Centre

See RRS Supervision Centre

Tri-agency A group made up of the Bank of Canada, the Office of the
Superintendent of Financial Institutions and the Canada
Deposit Insurance Corporation.

User Any person who uses RRS with any level of privileges

User role Gives a user access to specific features and functions.

Validation error

A message that displays the error that caused the
validation process to fail. Users must correct the error to

Il sank oF canana
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Term/Acronym Definition/Description

continue.

Validation rule A rule used during the validation process, expressed as an
equation.

Web form An on-screen or online display of a return.

Workstation A computer used to access the BoC Connect and the
RRS application.

YE Year End

CDIC 6 ] eank oF canapa
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