QATAR FINANCIAL CENTRE
REGULATORY AUTHORITY

Qatar Financial Centre Regulatory Authority (QFCRA)

Electronic Submission System (ESS)
User Guide

Version 1.7

Dated 01-Jan-2019



QFC Regulatory Authority Electronic Submissi on System User Guide

Table of Contents

10T [8]ox o o R TP R PRSPPI PRURTRTN 3
1. Who can have access to the Electronic SUDMISSION SYStEM? ..o 4
2. How do | get access to the Electronic SUbMISSION SYSIEM? i e 4
3. How do I login to the Electronic SUDMISSION SYStEM? ..o e 5
4. How do | create an access request in the Electronic Submission System? ..o 7
5. How do | deactivate ESS access for an individual? ..o 8
6. How do | submit an XBRL -based Prudential REPOI?  .....cooiiiiiiiiii e 9
7. How dolsubmitanon -XBRL REPOIM?.. ... iiiiiiiiiie et e ettt e e st e e e st e e srtae e e e snnae e e s snaeeesasreeaesreeeeans 15
8. HOW dO | reSUDMIL @ REPOI? oot bbb b et ab e e bt b b e e sbeebeesaneenneenneenreens 18
9. How do | submit an application for approval or withdrawal of Controlled Functions? ... 18
10. How do | submit a Waiver Application or Controller Notice or General Submission Form? ... 20
11. Where can | view records of my previous SUDMISSIONS?  ..oouiiiieiieiiinie e 21
12. How do | change MY PASSWOIA? ..ottt e e e s e e e s re e e e s e e e e e enaaeeeesnteeeesntessnnneeeanes 22
13. How do | change my password if | have forgotten it? s 22
14. How do | change my registered email addreSS?  oeoii oo e e e nnae e e 23
15. How do | change the security questions | ch ~ ose while registering my ESS account? .................... 24
16. How do | contact QFCRA for any assistance with the Electronic Submission System? ... 24
Intellectual Property of the QFC Regulatory Authority Page 2 of 25



QFC Regulatory Authority Electronic Submissi on System User Guide

Introduction

This user guide provide sinstructionson howtouse t he QFC Regul atory Authorityds
Submission System (ESS) This guide should be read in conjunction with the document , Which sets out

the Terms and Conditions governing the us age of the Electronic Submission System andis accessible

from the link 0Term of Use6 on the ESS Site.

The Electronic Submission System is intended to be used by individuals from any Firm authorised by

the Regulatory Authori ty to carry out Regulated Activities or licensed by the QFC Authority to eng age
in activities of that of a  Designated Non -Financial Business or Profession (DNFBP) as described in

AML/CFTR 1.3.3to submit the following Returns and F orms electronically.

1 Periodic submission of Financial Returns , AML/CFT Returns and other Reports (both XBRL and
non -XBRL based returns) following Supervisory Reporting Schedules

Form QO3 - Controlled Function A pplication

Form Q05 - Application for Waiver or Modification

Form Q06 A - Controller Notice - Authorised Firms

Form Q07 - Notifications

Form Q12 - Controlled Function Withdrawal

Form Q14 - General Submission form

=4 =4 =4 -4 -8 -4

To allow the reader to navigate quickly to the relevant topics, the content of this document is
organized in a question and answer format.
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1. Who can have access to the Electronic Submission System ?

A. Individual sfrom the QFCRA Authorised Firms who are approved to perform any of the following
controlled functions can have access to  the Electronic Submission System .

1 non -executive governance function (NEG)

1 executive governance function (EG)

1 senior executive function (SEF)

1 senior management function (SM)

1 finance function (FIN)

1 risk management function (RM)

1 compliance oversight function (CO)

1 money laundering reporting f  unction (MLRO)
1 internal audit function (IAF)

1 actuarial function (AF)

B. Individuals who are registered to perform any of the following required functions for firms licensed
by the QFCAto engage in DNFBP activities can have access to the Electronic Submissio  n System.
1 senior executive function (SEF)

1 money laundering reporting function (MLRO)
1 deputy money laundering reporting function (DMLRO)

C. Inaddition, t o assist in transcribing information into the Electronic Submission System or to submit
forms that do not require electronic sign -offs in the system, individuals who are not performing
any controlled functions can also have access to the Electronic Submission System . In these
cases, the SEF of a firm can granta Document Administrator role to those individual s.

Note:

1. Refertothe Lodgement Requirements (Electronic Submission) Notice 2018 to learn more
about the controlled /regi stered functions of individuals who can prepare, electronically
sign or give documents to the QFCRA.
2. Access requeststo the Electronic Submission System can only be made by the individual who
is approved by the QFCRA (for authorised firms) or registered wi  th the QFCA (for DNFBPs)to
perform the senior executive function . Refer to How do | create an access request in the
Electronic Submission System ?, to learn more about how to make an access request.
2. How do | get accessto the Electronic Submission System ?
1 If you are approved (Authorised Firms) or registered (DNFBPs)to perform the Senior Executive

Function (SEF) for your firm , the Electronic Submission System creates an account for you
automatically. You will receive an email , similar to the one shown below, with a one -time
password requesting you to register , soon after your controlled  function is approved or required
function is registered .
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QFCRA Electronic Submission System
User Access Activation & Registration Notice
12/30/2018 12:13:44 PM

lAn account has been created for you on the QFC Regulatary Authority Electronic submission System to sign-off and submit refums, applications and/or forms elecironically.

To provide your signature, login to the weksite (click hers] and use the credentials provided in this email.

since you will be using this website for the first fime, after you login to this website with the credentials provided in this email, you will be prompted to provide answers to a set of questions|
and to change your password.

Pleass note that, you will be prompted to provide the answers, as set by you, to the security questions whenever you request a new password to access this website.

Email address ;sef@abc.com
Password : RIZIBEHT 13
QFC Number : 00003

should you have any questions/concerns, plecse confact us (click here).

1 If you are approved or registered to perform a controlled or required function othe r than the
Senior Executive Function (SEF) , you should request your SEF to make an account request for you

After your account request is received and processed by the Electronic Submission System , you
will receive a registration request email, similar to the one shown above , with a one -time
password .

3. How do I login to the Electronic Submission System ?

You need to have a valid ESSaccountto loginto  the Electronic Submission System .1 f you dondt
an account , refer to the section How do | get access to the Electronic Submission System ?

Steps to login

1. From the QFCRA website ( www.qfcra.com ) click on the menu item  O0HOW TO APPLY and then
clickonthe i t e RSUBMISSION.

aiaa

~ ma B ij =
JoUjh 5) 4) o

REGULATORY AUTHORITY
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2. Click on the link provided on the page displayed.

E-SUBMISSION

The E-Submission system accepts the following forms and returns:

Individual Forms

Qo3 Controlled function application

012 Controlled function withdrawal

Prudential Return

Banking Return Prudential Returns (Banking, Investment Management and Advisory Firms)

Insurance Return Prudential Returns (Insurance)

General Forms

Qos Application for Waiver or Modification
QoeA Controller Notice — Authorised Firms
Qo7 Notifications

Q14 General Submission Form

Click here to access the QFC Regulatory Authority Electronic Submission System

If you need help with the E-submissions, click here to go through the User Guide
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3. Provide your login information on the login page and click on

Sign in6 button.

on System User Guide

ol agree to the Terms of Use and

Welcome to the QFC Regulatory Autherity Electronic Submission System

Login

Registered email: |

Password: |
Type the code shownbelow: [
(without spaces)
P2FnD4

| agree fo the Terms of Use and Sign in

Download XBRL iFile Installer/Manual from here.

Forgot Password | Contact Us | Help

You can find GFS Regulatory Authority Forms here.

This website works best with Internet Explorer 11, Microsoft Edge 13 and above, Firefox 47 and above or Google Chrome 57 and
above.

System Users:

This system is meant 1o be used by individuals from firms which are authorised by the GFC Regulatory Authority fo engage in
regulated activifies or icensed by the QFC Authority to engage in activilies of that of a Designated Non-Financial Business o
Profession (DNFEF).

Terms of Use:
Please read the Terms of Use before signing in. You shall be deemed to have read and accepled fhe Terms of Use when you sign
in.

Enfering Passwords:
Your password is case sensitive. Please ensure hat you enter it carefully. Failure o do so will result in your occount being locked.

Need help with the System?
If you need help with the system, click on Help.

Need to Contact Us:

Click on Centaet s for any questians

Additional steps for first time login

The Electronic Submission System prompts you to provide additional

information if you are logging

into the Electronic Submission System for the first time.

1. Provideyour firmds QFC I

cense

number

2. Provide y our date of birth by making use of lists provided for day, month and year.

3. Click oSubnmithhebwwtt on.

User Registration

Sinee you are using this site for the first fime you will be prempted to enter your firm’s QFC number and your date of birth.
After you enter them comecty, you will be allowed to choose your password and set answers fo your favourite questions.

Enter your firm's QFC License Number:

——

Enter your Date of Birth in dd/mon/yyyy format:  [DD[w] */ [Mmm[~] =/ [ [&] =

Please note that you will be prompted fo enter the answers, as set by you, fo the favourite questions whenever you request a new password fo access this website.

4. The Electronic Submission System will prompt you to enter additional information (Password and

answers to your favourite questions)

5. Fill the

f or m aCnedte Actount 6 dmutttloe . 0
Note: please read the password guidelines as mentioned on the page while ¢

hoosing your password.

User Registration

Since you are using this site for the first time you will be prompted to enter your firm's QFC number and your date of birth.
After you enter them cormectly, you will be allowed o choose your password and set answers fo your favourite questions.

Registered email:  sef@abc.com

Please note that you will be prompted fo enter the answers, as sef by you, fo the favourite questions whenever you request a new password fo access this website.

Please choose your new password (Passward shall have @ minimum of 8 characters and @ maximum of 14 characters. Password must contain at least one lower case lefter and one upper case leffer and one number)

(without spaces|

A68YU

Enter Your Password: ’7
Re-enter Your Password: ’7
To help recalling your password, please choose the following questions and provide answers.
Choose a question:  [Select I~
Answer: |
Choose a question:  [Select I
Answer: [
Choose a question:  [Select v
Answer: |
Type the code shownbelow: [~

Create Account

z

6. Cl i c klaccept tie Terms and Conditions 6

Intellectual Property of
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7. Cl i ck OKéhebudt t on.

TEEMS AND CONDITICHS GOVERNING THE U3E OF THE QFC
| [EEGULATORY AUTHORITY'S ELECTRCONIC REPORTING SYESTEM ~

| |Thesze term= and conditicns ("Terms of Use") govern the
uze by each Perszon and Authori=zed Firm of the online
reporting facility and related intellectual property
rights ("BEeporting Svastem") made availakle through the
website by the Qatar Financial Centre Regulatory
Authority of QFC Tower, Weat Bay, P0 Box 22985, Doha,
Qatar ("Regulatory Authority ") at www.gfcra.com
[("Webaite"™).

EBefore submitting any document to the Regulatory
Authority by means of the Reporting Svystem, the User 1
iz required to affirm its acceptance of these Terms of
TUae by clicking on the 'I agree to the Terms of Use

and Sign in® kbutton on the Login webpage thereby W
agreeing to be bound by these Terms of Use as amended H

[ 11 accept the Terms and Conditions

o I

Cancel

4. Howdo | create an access request in the Electronic Submission System ?

This feature is accessible only t o the individual who is approved or registere d to perform the Senior
Executive Function (SEF) for your firm.

Steps

1. Loginto the Electronic Submission System using your registered email and password

2. Click onthe 0System Access 6 menu item

R T
QATAR FINANCIAL CENTRE
REGULATORY AUTHORITY

) e acces |} v ol ot e sog 01|

Logged in as: Senior Exeoulive
Name:

3. Click onthe ORequest Access 0 button

Administration
Following list of individuals have access fo the System
Name Job Title Email Address Active Functions Access Requested Date Account Registered Account Registered Date :Ec":::
[Ally Walsh
(s e v e RSBl Gy ,’\*Aﬁ‘g COMPUANCE, |y ishally402@1est.com Senior Executive 09/Feb/2011 9:21AM Yes 09/Feb/2011 9:27AM
lperforming the Senior Executive Funcion]
Ay Mosciski Financial Gontroller MasciskiAmy9 25@test.com Finance 10/Feb/2011 9:54AM Yes 10/Feb/2011 10:21AM i‘;“c"e"‘:
Dashawn Ondricka Risk Manager OndrickaDashawn744@test.com Risk Management 04/Marf2015 10:57AM Yes 04/Mar/2015 11:10AM E:C"c‘“e‘;f
- Head of Compliance Oversight Money ) ) Revoke
Hoyt Spinka Gomplaince/MLRO SpinkaHoyt471@test.com Loundering Reporting 21/May/2017 11:06AM Yes 21/May/2017 11:36AM e
Senicr Executive
l{Access cannot be revoked for an individual currently sef@abc.com Senior Executive 30/Dec/2018 12:13PM Yes 30/Dec/2018 12:31PM
erforming the Senior Execufive Funcfion)
Revoking access for an individual wil de-acfivate the user's account from the system.
Request Access
Following actions on system accounts were processed in the last 30 days
I Name I Email Address I RequestType I Date Requested Ii
[senior Executive |sef@abe.com | arant |30/Dec/2018 12:13PM i
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Requesting ESSacc ess for an Approved Individual

from an Authorised firm

1. Select Approved Individual from the ORequest a ccess for 0 list
2. Provide the details requested
3. Click on 6Submit Request ¢ button to submit the access request
Request Access for:  [Approved Individual [v]
Select an Approved Individual:  [Gustave Gustave Wisozk I~
Approved Controlled Funcions:  |ntemal Audit Funcfion
Job fitle of the Individual: ‘Head of Internal Audit
ity of the Indivi [ ™
Email address of the Individual. \
Type the code shown below:  [h7ped  x
{without spaces)
H7PE g
Requesting ESS access for a Registered Indiv idual from a DNFBP firm
1. Select Registered Individual f r o m Reuuest access for 6 st
2. Provide the details requested
3. Click on 0Submit Request 6 button to submit the access request
Request Access for.  [Registered Individual [v]
Select a Registered Individval:  [MrJaylan Jaylan Bradtke v]
Required Functlions Assigned:  DNFBP MLRO
Job title of the Individual: \Resident MLRO
Email address of the Individual:
Type the cor{e ;how’n below: |
 KCJYT
l Subnﬂlequest_d

Requesting ESSaccess for Document

Admin istrators (individuals not perform ing the QFCRA

approved controlled function s or registered required functions )

1. Select Document Admin from ORequest a ccess ford list
2. Provide the details requested
3. Click on oSubmit Request 6 button to submit the access request
Request Access for:  [Document Admin [v]
Name of the Individual. \
Job fitle of the Individual: \
Date of birth of the Individval: [ /1 &4
Nationality of the Individual. |Selec1 [v]
Email address of the Individual. \
Confirm email address of the Individval: \
e
~ DS8RS§sT
(er=rr=m
4. The individual, fo rwhom the access request is being made, will receive an email with a temporary
password to register with  the Electronic Submission System
5. How do | d eactivat e ESSaccess for an individual ?
An Approved or Registered Individual 6 System access is deactivat ed automatically when:
Intellectual Property of the QFC Regulatory Authority Page 8 of 25
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T Anindivi
QFCRA (or)

dual 0s

1 On the date from which the individual ceases to perform the controlled
rawal application.

as specified in the modification/withd

Alternately,
deactivate
by the SEF to deactivate
accounts.

Document

Steps

application to wi

the Electronic Submission System also provides a feature
access to the Electronic Submission System for any individual. This feature can be used

Ad mi ni a ¢ cAppuowed s$ndivadueld s 6t her

on System User Guide

thdraw the

or required function

, accessible only to the SEFto

stratorsa

1. Loginto the Electronic Submission System using your registered email and password

2. Click onthe 0System Access 6 menu item

Logged in as: Senior Execulive
Firm Name:

CEH system Access

3. Click on the ORevoke Access 0 link against the name of i

JoUyh dj 4o
QATAR FINANGIAL GENTRE
REGULATORY AUTHORITY

ndividual whose access is to be

Administration
Following list of individuals have access fo the System
Name Job Title Email Address Active Functions Access Requested Date Account Registered Account Registered Date :i‘;‘:':
Ally Walsh R
l[Access cannot be revoked for an individual currenily aﬁ;‘g COMPLANCE. |y ishalya02@test.com senior Executive 09/Feb/2011 9:21AM Yes 09/Feb/2011 #:27AM
erforming the Senior Executive Function]
|Amy Mosciski Financial Centroller MosciskiAmy925@1est.com Finance 10/Feb/2011 9:54AM Yes 10/Feb/2011 10:21AM R:C"ccek;: ‘
Dashawn Ondricka Risk Manager OndrickaDashawn744@iest.com Risk Management 04/Marf2016 10:57AM Yes 04/Mar/2016 11:10AM i‘z‘;"e“s‘: ‘
- Head of Compliance Oversight,Money ) ) Revoke
oyt spinka et R spinkaHoyt471@test.com Loneioring Reportie 21/May/2017 11:06AM Yes 21/May/2017 11:35AM o
Senior Executive
llAccess cannot be revoked for an individual currenily sef@abc.com senior Executive 30/Dec/2018 12:13PM Yes 30/Dec/2018 12:31PM
erforming the Senior Executive Function)
Revoking access for an individual will de-activate the user's account from the system,
Following actions on system accounts were processed in the last 30 days
I Name I Email Address I Request Type I Date Requested Ii
|senior Executive |sef@ape.com | crant |30/Dec/2018 12130 i

6. How do | s ubmit an XBRL-based Prudential Report ?

If you are required to submit an XBRL based Pru

the | ogin page and then

dential Return, use the iFile Desktop Client software
to enter your data and then generate the Prudential Return.
Banking and Insurance can be downloaded by clicking on the
sel

The iFile Desktop Client software for
Download XBRL iFile Installer link on
ng O0Banking

ecti

Returno

Welcome fo the QFC Regulatory Authority Electronic Submission System

Registered email:

Password: |

Type the code shown below:
{without spaces)

e —
P2FD4

Forgot Password | Contaet Us | Help

Download XBRLiFile Installer/Manual fr

You can find QFC Regulatory Authority Forms here.

This website works best with Internet Explorer 11, Microsoft Edge 13 and above, Firefox 47 and above or Google Chrome 57 and
above.

oin . Jweec___________________________]
RS

System Users:

This system is meant fo be used by individuals from firms which are authorised by the GFC Regulatory Authority to engage in
regulated activifies or licensed by the QFC Authority to engage in activifies of that of a Designated Non-Financial Business or
Profession [DNFBP).

Terms of Use:
Please read the Terms of Use before signing in. You shall be deemed to have read and accepted the Terms of Use when you sign
in

Entering Passwords:
Your password s case sensitive. Please ensure fhat you enter it carefully. Failure fo do so will result in your account being locked.

Need help with the System?
f you need help with the System, click on Help.

Need fo Contact Us:
Ciick on Centaet s for any qusstions.

Intellectual Property of

the QFC Regulatory Authority
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Instructions on how to generate the Prudential return using the iFile Desktop C lient software can also
be found on the same page

All XBRl:based prudential reports require signatures from two individuals who are approved by the
QFC Regulatory Authority. The first signature  is called the Submission Sign -Off and t he second
signature is called the Completion Sign  -Off.

Steps

1. Using the iFile Desktop Client software, generate the required Prudential Return.

2. Logintothe QFCRA Electronic Submission System and click on the report name that requires an
XBRL based Prudential Return to be sub mitted (or) Cl i ¢ kReponts60 me.n u

3. Upload your filing by clickihng on t Atech&ile6 button next to the report |

4, Cl i ck oBriowsehebatton to | ocate the file on your disk o1
to your computer.

5. Cl i ©KO6 imk. On clicking the " OK" link, your filing will be queued for validation by the Electronic
Submission System.

6. Once the Electronic Submission System has completed validation of your filing, you will receive
an email notification with  instructions on the n ext steps to be performed to continue with your

submission. Samples of email notifications you might receive are shown below:

a. On validation failure:

QFC Regulatory Authonty - Electronic Submission of March - 2014 Monthly Prudential Returns (Solo)

Please find the status of your submission for March - 2014 Monthly Prudential Returns (Solo} and subsequent action(s)
requested below:

Return To Be Submitted : March - 2014 Monthly Prudential Retums (Solo)

Submission Due Date : 30/Apr2014

Validation Completed Date :14/Jul2014 10:47 AM

Validation Status : Validation failed with system generated errors.

Action Requested : You are requested to correct the errors and submit the file again. To view the errors, please

login to the QFCRA Electronic Submission System and navigate to the Reporting Item.

b. On validation completion with warnings:

Intellectual Property of the QFC Regulatory Authority Page 10 of 25
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QFC Regulatory Authority - Electronic Submission of September - 2014 Quarterly Prudential Retums (Solo)

Please find the status of vour submission for September - 2014 Quarterly Prudential Returns (Solo) and subsequent action
(s) requested below:

Return To Be Submitted : September - 2014 Quarterly Prudential Returns (Solo)

Submission Due Date : 31/0ct/2014

Validation Completed Date : 21/0ct/2014 02:59 PM

Validation Status : Validation completed with system generated warnings.

Action Requested : You are requested to login to ESS and electronically sign-off this return for 1t to be

submitted to the QFCRA. Also, note that you are requested to provide explanations
for the system generated wamings on or before the due date of this Return.
Action Required by : Ms. Finance Manager or Mr. Risk Manager or Mr. Compliance Oversight

Please refer to the following certification and rendition of returns section:

Certification and rendition of returns:

This return rendered to the QFC Regulatory Authority shall be signed off by the individual approved by the QFCRA for
the Finance Function. This individual shall sign and certify the prescribed form(s) in respect of each return indicated on
the said form(s). When this approved individual 1s not available to sign the completed form(s). another individual
approved by the QFCRA for the Risk Management or Compliance Oversight Function shall sign the said form(s) and
his'her office shall be clearly stated on the form(s).

c. On validation completion without any errors or warnings:

QFC Regulatory Authority - Electronic Submission of September - 2014 Quarterly Prudential Returns (Solo)

Please find the status of vour submission for September - 2014 Quarterly Prudential Returns (Solo) and subsequent action
(s) requested below:

Return To Be Submitted : September - 2014 Quarterly Prudential Returns (Solo)

Submission Due Date : 31/0ct/2014

Validation Completed Date : 13/Oct/2014 03:29 PM

Validation Status : Validation completed without any errors or warnings.

Action Requested : You are requested to login to ESS and electronically sign-off this return for 1t
to be submitted to the QFCRA.

Action Required by : Ms. Finance Manager or Mr. Risk Manager or Mr. Compliance Oversight

Please refer to the following certification and rendition of returns section:

Certification and rendition of returns:

This return rendered to the QFC Regulatory Authority shall be signed off by the individual approved by the QFCBRA for
the Finance Function. This mndividual shall sign and certify the prescribed form(s) in respect of each return indicated on
the said form(s). When this approved individual is not available to sign the completed form(s), another individual
approved by the QFCRA for the Risk Management or Compliance Oversight Function shall sign the said form(s) and
his'her office shall be clearly stated on the form(s).

7. Depending on the outcome of the validation, you will be required to perform any one of the
following steps:

a. If the validation of your filing has failed, you will have to correct all the errors as listed on the
"Errors' page and resubmit your filing.

0 Toview the errors generated by  the Electronic Submission System , click on the " Errors' link
as shown in the screen shot below.

Intellectual Property of the QFC Regulatory Authority Page 11 of 25
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Report Name March - 2014 Quarterly Prudential Returns (Solo) Due Date 30/Apr/2014
Submission Type Regular | Additional Forms to be submitted
Attached File tv-error-encypt.xml
This report requires signatures from two individuals who are approved by the QFC Regulatory Authority and have been provided
access to this System for this purpose. The first (submission sign-off) signature should be provided by the Finance Function. If
be si d b the Finance Function is not available then either the Risk Management Function or Compliance Oversight Function may
Report to be signed by sign-off. The second {completion sign-off) signature should be provided by the Senior Executive Function. If the Senior m
Executive Function is not available then either the Risk Management Function or Executive Governance Function may
sign-off.
Submission Status Validation Failed
- Your submission has failed validation. To view errors identified, please click on the “Errors” link. You are requested to correct all
Next Steps / Instructions . . .
errors and submit the file again.
Links History |[Errurs]
0 To export a copy of all the errors and/or warnings generated by the Electronic Submission

System into Microsoft Excel, clic k o n HExpod ToExcel6 butt on.

Validation Results For: March - 2014 Quarterly Prudential Returns (Solo)

Submission Details

Report Name March - 2014 Quarterly Prudential Returns (Sclo) Due Date 30/Apr/2014
Additional Forms to be submitted Submission Type Regular
File Name tv-error-encypt.xml Submitted Date 11/Jul/2014

r_ Export To Excel Back to Schedule Show

Errors (Total errors: 6)

1. |Rule 1D [Ins Err, 6] Rule The QName value of the xbridi:explicitMember element is not an element defined in the
. xbrldie:ExplicitMemberUndefinedQNameError Description taxonomy schema.:asof_20140331_DM000034_DM000033_DM000002

2. |Rule D [Ins Err, 6] Rule The QName value of the xbridi:explicitMember element is not an element defined in the
N xbridie:ExplicitMemberUndefinedQNameError Description taxonomy schema.:asof_20140331_DM000033_DMO00002

3. |Rule ID [Ins Err, 2] xbrldie:PrimaryltemDimensionallyInvalidError g:ls(::ription The primary item contains invalid hypercubes in all base sets

Element Details Values Sheet Name Cell Reference
No link found, NA NA
Element Id: gfcra_PE0Q000S,Context Id: asof_20140331_DM000033_DM000002

b. If the validation of your filing has passed with some warnings, you can proceed with

completing the " Submission Sign-Off'by c¢ | i ¢ ksigngf6t h&€ $ou are one
as st at e dReporhto helsign edlby 6 secti on. I f you are not
can submit t ISebmissioh Sign-@ff& obby o0c | i ¢ k iSabgitéo nb utt ewewer,

your filing will not be considered until you have provided explanations for all warnings and
have provid ed the " Completion Sign -Off".

o To view and/or provide explanations for warnings generated by the Electronic Submission

System, click on the " Warnings " link as shown in the screen shot below.

Report Name February - 2014 Monthly Prudential Returns (Solo) ‘Due Date |31,/Mar12014
Submission Type Custom |Additional Forms to be submitted |BR350
Attached File tv-feb-custom.xml

This report requires signatures from two individuals who are approved by the QFC Regulatory Authority and have been provided
access to this System for this purpose. The first (submission sign-off) signature should be provided by the Finance Function. If

R rt to be si db the Finance Function is not available then either the Risk Management Function or Compliance Oversight Function may m
eport to be signed by sign-off. The second (completion sign-off) signature should be provided by the Senior Executive Function. If the Senior
Executive Function is not available then either the Risk Management Function or Executive Governance Function may m
sign-off.
ission Status Submission Sign Off Pending (with warnings) l

Next Steps / Instructions Your submission has passed validation with some warnings. Submission sign-off on filing is pending. The submission sign-off has to
P be performed by Faris Ahmad Faris Ahmad. If Faris Ahmad Faris Ahmad is not available,Mr Walid El Shikha can sign-off.

Links History | View in Excel [Warnimgs:l

o0 To export a copy of all warnings generated by the Electronic Submission System into

Mi crosoft ExceExportddExceld oot t frevidéedptanations for warnings

of
one

generated by the Electronic Submission System ,ent er your r e sEpplamtor 61 n t

field and click on the " Save" button shown in the s creen shot below.
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Validation Results For: February - 2014 Monthly Prudential Returns (Solo)

Submission Details

Report Name February - 2014 Monthly Prudential Returns (Solo) Due Date 31/Mar/2014
Additional Forms to be submitted |BR350 Submission Type Custom
File Name tv-feb-custom.xml Submitted Date 11/3ul/2014
[_ Export To Excel j Back to Schedule [m] Show
‘Warnings (Total warni
1. |Rule 1D BR13 Rule Current Year to date value for Line item of Current period filing (X) should be equal to Current period value for Line item of Current
) Description peried filing (Y) plus Current Year to date value of for Line item of Previous pericd filing (Z) . X= ¥+Z
Element Details Values Sheet Name Cell Reference
Mo link found, 0 NA NA
Element 1d: gfcra_PE000480,Context Id: fromte_20140101_20140228
Mo link found, 0 NA NA
Element Id: gfcra_PE000480,Context Id: fromto_20140201_20140228
Mo link found,
Element Id: gfcra_PEQ00480,Context 1d: fromto_20140101_20140131 736 A NA
| — — —
Explanation :

c. Ifthe validation of your filing has passed without any errors or warnings, you can proceed with
completing the " Submission Sign-Off'by c | i c k$igngfot h& $ou are one of th
as st at e dReporhto elsigneddby 6 secti on. I f you are not one ¢
can submit t Swmissiod Sign-@fféf obry oc | i c¢ k iSubgitéo nb utthteo no.

8. You will receive an emai |Submisston SigneGifo i sn gnataer & hbaod
provided. Samples of the ema il notifications that you might receive are shown below.

a. On compl e tSubmission $igneOff6 f or a filing with warnings:

QFEC Regulatory Authority - Electronic Submission of September - 2014 Quarterly Prudential Returns (Solo)

Return To Be Submitted : September - 2014 Quarterly Prudential Returns (Solo)
Submission Due Date : 31/0ct/2014

Validation Completed Date : 22/0ct/2014 01:39 PM

Validation Status : Validation completed with system generated warnings.
Submission Sign-off Completed By : Ms. Finance Manager

Submission Sign-off Completed Date : 22/0ct/2014 04:25 PM

A copy of this return has been submitted to the QFCRA. However, you are requested to provide explanations for all
system generated warnings for this return and have 1t electronically signed on or before the due date of this return.

b. On comp !l e tSubmission $igneoff6 f or a filing without any warni
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QFC Regulatory Authority - Electronic Submission of September - 2014 Quarterly Prudential Retums (Solo)

Please find the status of vour submission for September - 2014 Quarterly Prudential Returns (Solo) and subsequent action
(s) requested below:

Return To Be Submitted : September - 2014 Quarterly Prudential Returns (Solo)

Submission Due Date : 31/0ct/2014

Validation Completed Date : 13/Oct/2014 03:29 PM

Validation Status : Validation completed without any errors or warnings.

Submission Sign-off Completed By : Ms. Finance Manager

Submission Sign-off Completed Date : 13/0ct/2014 03:40 PM

Action Requested : You are requested to electronically sign-off this return for 1t to
be considered a complete submission.

Action Required By : Mrs. Senior Executive

Please refer to the following certification and rendition of returns section:

Certification and rendition of returns:

This return rendered to the QFC Regulatory Authority shall be signed off by the individual approved by the QFCRA for
the Senior Executive Function. This individual shall sign and certify the prescribed form(s) in respect of each return
indicated on the said form(s) and shall include any explanations to warnings generated by the QFCRA Electronic
Submission System. When this approved individual 1s not available to sign the completed formd(s), any other individual
approved by the QFCRA for the Risk Management or Executive Governance Function shall sign the said form(s) and his
office shall be clearly stated on the form(s).

9. Once the " Submission Sign-Off" has been complet ed for a filing and explanations have been
provided for any warnings that were generated by the Electronic Submission System , you can
proceed with completingthe "  Completion Sign -Off'by c¢ | i ¢ kConfign&Sigeoff 8 butt on on
t h ewWanings6 p aifyeu ar e one of the si gnat Reportdsbe sighedbyt &t ed i
secton. | f you are not one of the signat GampletienSigy eOffé can s
by cl i cki nCgnfirmn& Stbmieé d0butt on Wamingschep adge. An eraiwill noti f
be sent to the authorised signatories as shown below:

QFC Regulatory Authority - Electronic Submission of September - 2014 Quarterly Prudential Returns (Solo)

Please find the status of vour submission for September - 2014 Quarterly Prudential Returns (Solo) and subsequent action
(s) requested below:

Return To Be Submitted : September - 2014 Quarterly Prudential Returns (Solo)

Submission Due Date : 31/0ct/2014

Validation Completed Date : 22/0ct/2014 01:39 PM

Validation Status : Walidation completed with system generated warnings.

Submission Sign-off Completed By : Ms. Finance Manager

Submission Sign-off Completed Date : 22/0ct/2014 04:25 PM

Action Requested : You are requested to provide and/or review explanations for all system

generated warnings and then electronically sign-off this return for it to
be considered a complete submission
Action Required By : Mrs. Sentor Executive

Please refer to the following certification and rendition of returns section:

Certification and rendition of returns:

This return rendered to the QFC Regulatory Authority shall be signed off by the individual approved by the QFCRA for
the Sentor Executive Function. This individual shall sign and certify the prescribed form(s) mn respect of each return
indicated on the said form(s) and shall include any explanations to warnings generated by the QFCRA Electronic
Submission System. When this approved individual 1s not available to sign the completed form(s), any other individual
approved by the QFCRA for the Risk Management or Executive Governance Function shall sign the said form(s) and s
office shall be clearly stated on the form(s).
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10. On t HCempletion Sign -Off6 signature being provided, y ou will receive an email from  the
Electronic Submission System confirming the submission . A sample email notification is shown
below.

QFC Regulatory Authority - Electronic Submuission of September - 2014 Quarterly Prudential Returns (Solo)

Return To Be Submitted : September - 2014 Quarterly Prudential Returns
(Solo)

Submission Due Date : 31/0ct/2014

Submission Sign-off Completed By : Ms. Finance Manager

Submission Sign-off Completed Date : 13/0ct/2014 03:40 PM

Completion Sign-off Completed By : Mrs. Senior Executive

Completion Sign-off Completed Date : 13/0ct/2014 03:50 PM

The Regulatory Authority acknowledges safe receipt of your September - 2014 Quarterly Prudential Returns (Solo) that
was due on 31/0ct/2014. This will now be reviewed by your supervisory team at the Regulatory Authority and they will
contact you directly if further information, clarification or resubmission is required. In the event that the return 1s found
to be incomplete or inaccurate in a material respect, or in any other respect in contravention of a relevant requirement,
vou may be charged a fee 1n accordance with Part 10.7 of the General Rulebook.

7. How do | submit a non -XBRL Report?

Pre-requisite: An electronic copy of the Return duly completed and ready to be uploaded onto the
system.

Note: Authorised and DNFBP firms may refer the Lodgement Requirements (Electronic Submission)
Notice 2018 published on the QFCRA website for electronic sign -off requirements .

Steps

1. Afteryoulog -into the Electronic Submission System , on the front page, click on the Report name
as shown in the following picture to be submitted. In this case September 06 2014 Semi-Annual
Capital Adequacy Report  is to be submitted.

Following items are pending for submission
Please click on the item to submit

November - 2014 Monthly Prudential Returns (Solo) due on 31/Dec/2014.

September - 2014 Semi-Annual Capital Adequacy Report due on 31/Dec/2014. I

Reporting Schedules

Please click here to view Reporting schedules

(OR)

Clickon the dhere6 | i nk di s poRepgrténd Schedules & sction

Following items are pending for submission
Please click on the item to submit

November - 2014 Monthly Prudential Returns (Solo) due on 31/Dec/2014.

September - 2014 Semi-Annual Capital Adequacy Report due on 31/Dec/2014.

Reporting Schedules
Please clic o view Reporting schedules

(OR)

Click oRepottsshe mgdnu di splayed in the Home page.
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QATAR FINANCIAL CENTRE

2.

Change Password
Change Email
Change favourites

REGULATORY
AUTHORITY
or

Cl i ck oAttach Fle6 obutton next to the Report Iline

Reporting Schedule from 01/Aug/2014 to 31/Dec/2014

Reports to be submitted
To submit a report, attach file by clicking on Attach and then click on Submit

t em.

Report Name

MNovember - 2014 Monthly Prudential Returns (Solo)

[Due pate [31/Dec/2014

Submission Type

Regular |Additiona| Forms to be submitted

Report to be signed by

This report requires signatures from two individuals who are approved by the QFC Regulatory Authority and have been provided
access to this System for this purpose. The first (submission sign-off) signature should be provided by the Finance Function. If
the Finance Function is not available then either the Risk g it F or Compliance Oversight Function may
sign-off. The second (completion sign-off) signature should be provided by the Senior Executive Function. If the Senior

Executive Function is not available then either the Risk Management Function or Executive Governance Function may
sign-off.

Report Name

September - 2014 Semi-Annual Capital Adequacy Report

Due Date 31/Dec/2014

Submission Type

Custom

Report to be signed by

Attach file

This report requires one signature from any one of the following individuals who is approved by the QFC Regulatory Authority and
has been provided access to this System for this purpose:

Senior Executive Function, Executive Governance Function, Finance Function

3. Click

oBrowsehebatt on t
to your computer.

o | ocate t megourfnetivoek mappedysoawdisk di s k o1

Please browse and upload the document.

C:\Wly Projects'e Submission\Session-1\ABC

OK Cancel

4. Cl i
you

©OKo ol
can

you

are one of ©ORheep osritg ntaot obreisextidinganse ds tba
on

of f t h Submiedp obrutt thoyn .cl i cki ng on 0

Reporting Schedule from 01/Aug/2014 to 31/Dec/2014

To submit a report, attach file by clicking on Attach and then click on Submit

Reports to be submitted

Report Name Movember - 2014 Monthly Prudential Returns (Solo)

|Due Date [31/Dec/z014

Submission Type Regular ‘Additional Forms to be submitted

This report requires signatures from two individuals who are approved by the QFC Regulatory Authority and have been provided
access to this System for this purpose. The first (submission sign-off) signature should be provided by the Finance Function. If
the Finance Function is not available then either the Risk Management Function or Compliance Oversight Function may
sign-off. The second (completion sign-off) signature should be provided by the Senior Executive Function. If the Senior

Executive Function is not available then either the Risk Management Function or Executive Governance Function may
sign-off.

Report to be signed by

Attach file

Report Name

September - 2014 Semi-Annual Capital Adequacy Report
Custom

Due Date 31/Dec/2014
Submission Type

Attached File Sep-2014 Capital Adequacy Report.pdf

This repert requires cne signature from any one of the following individuals who is approved by the QFC Regulatory Authority and
has been provided access to this System for this purpose:

Senior Executive Function, Executive Governance Function, Finance Function

Report to be signed by

Submission Status

File Uploaded
Links

History

If you are not a document signato
button.

ry or if you are a document admin  istrator, ¢ |

i ¢ kSubmitéot h e

The Electronic Submission System will send out an email to the signatories requesting them to sign

off on that report prior to submitting the report to the QFCRA.
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QFC Regulatory Authority - Electronic Submission of Returns

Report Name : September - 2014 Semi-Annual Capital Adequacy Report
Report Due Date : 31/Dec/2014

File Name : Sep-2014 Capital Adequacy Report.pdf

Attached By : Ms. Secretary

Attached On : 22/Dec/2014 09:04 PM

Signature(s) required by :Mrs. Senior Executive or Mr. Executive Governance Function or Ms. Finance Manager

For further information and actions please navigate to the following page

5. Cl i c kSignoffédo butt on

In order to submit this Form to the Regulatory -
Authority, the Registered Email and Password of an
individual duly authori=sed by the permitted user
submitting the form must be entered in the box below.

By entering the BRegistered Email and Password in the

box below, the individual and the permitted user will

be deemed to have submitted the form to the Regulatory
Authority and to have signed and, if necessary,

zealed, stamped or otherwise executed the form. -

Registered Email:

Password:

Cancel

6. Enter your Registered Email and Password, confirming that you have read and understood the
declarations.

7. Cl i ckSignaoff6oo button and the ReporRepomsiSubhittesifbo w ewcp iiom t he

oo ]

Report Name September - 2014 Semi-Annual Capital Adequacy Report Due Date ‘31,/Dec/2[)14
Attached File Sep-2014 Capital Adequacy Report.pdf History
Report signed by Mrs. Senior Executive on 22/Dec/2014 1:53 PM

8. You will receive an email from  the Elect ronic Submission System confirming the submission
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9. |If a report requires more than one signature (as stated in the prudential returns notice) the
Electronic Submission System notifies the request for additional signature(s) after completion of
each signa ture until all the required signatures are completed. The report is not submitted to the
QFCRA until all the signatories have signed off on the report.

8. How do I r esubmit a Report ?

If you need to resubmit a report for any reason, notify your Supervisor a nd your Supervisor will get
back to you when the Electronic Submission System isready to accept the resubmission.

However, if your Supervisor has requested you to resubmit  a report , you can submit the report any
time after you receive the request.

The steps to resubmit a report are  similar to the initial submission.

9. How do | submit an application for approval or withdrawal of Controlled
Functions?

To submit any of the forms listed below , follow the instructions /steps as specified :

1 Form QO3 3 Controlled Functio ns Application
 Form Q12 - Controlled Functions Withdrawal

Steps

1. Download the form by <clickinglLbnkthe Howhrepwte  de tho i
form name.
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