Appendix 5                

Description of incoming and outgoing documents to be exchanged in relation to executing transactions/actions as per customers’ instructions 

	
	Action
	Documents to be submitted to the Depository by the Customer

	Comments on operations performed in the registry

	Documents to be generated by the Depository

	1
	Amending issuer details
	· Order on amending information about the issuer; 
· New updated issuer card; 
· Duly issued power of attorney, in case the order and/or card was given by authorized representative, entitled to act on behalf of the issuer based on the power of attorney. 

	· Operation relates to changes in such information about the issuer (address, phone number, authorized representatives, etc.), which does not affect securities class;
· The new updated issuer card shall be placed in an envelope;
· A cancellation note shall be made on the issuer’s old card. The issuer’s old card shall be kept in the file.
	During operation:
Notice on the results of operation

In case order rejected: Notice on rejecting the order 



	2
	Amending security details
	· Order on amending information on securities class; 
· Decision on securities class, issued by the issuer’s relevant body;

· Duly completed power of attorney, in case the order and/or card was given by authorized representative, entitled to act on behalf of the issuer based on the power of attorney. 

· New card of securities class; 
· Copy of new securities registration certificate (if the registration certificate changes)

	· New card of the issuer’s securities class and a copy of the new  securities registration certificate (if the registration certificate changes) are placed in the issuer’s envelope;
· A cancellation note shall be made on the issuer’s old card. The issuer’s old card shall be kept in the file.
	During operation:

Notice on the results of operation

In case order rejected: Notice on rejecting the order 



	3
	New securities issues
	· Card of securities new class 
· Decision on new securities class, issued by the issuer’s relevant body;

· Copy of securities registration certificate (in case of registered securities)


	· Securities of new class are accounted in the issuer’s issuance account;
· Card of the issuers’ securities of new class and registration certificate of new class of the securities (in case of registered securities) are placed in the issuer’s file.

	During operation:

Notice on the results of operation

In case order rejected: Notice on rejecting the order 



	4
	Securities placement
	· Decision of the issuer’s relevant bodies on securities placement;
· Documents confirming the results of securities placement;
· Cards of securities registered shareholder (nominees) and its authorized representatives;

· Cards of securities registered shareholder  (nominee) and its authorized representatives; 
· Order on transferring securities from the issuer’s issuance account (see the approved form in Appendix 2 of this Rules)
· Document certifying payment of the fees for securities placement, as envisaged by the Depository “Rules on Tariffs”

	· As a result of securities placement personal accounts for securities holders are opened. Securities are transferred from the issuer’s issuance account to the holders’ personal accounts.

· Cards of registered securities holders (nominees) and their authorized representatives are filed to the card index.
	During operation:

List of securities registered shareholders (nominees) 
In case order rejected: Notice on rejecting the order 



	5
	Corporate action
	· Order on corporate action 
· Duly completed power of attorney, in case the order and/or card was given by authorized representative, entitled to act on behalf of the issuer based on the power of attorney. 

· Decision on taking corporate action (securities split, securities consolidation, securities conversion as a result of the issuer’s reorganization, securities conversion by the order of registered holder, etc.)
· Conversion instruction (in case of securities conversion) (Form 311) 
· Copy of securities registration certificate (for registered securities) 
· Document certifying payment of the fees for corporate actions, as envisaged by the Depository “Rules on Tariffs.
	· Corporate action is applied to all the securities of given class 
· Corporate action is performed based on certain ratio
· As a result of corporate actions fractional (not whole) securities can appear and should be purchased by the issuer
a)  in case of securities conversion as a result of splitting the issuer’s securities of given class, the relevant records are made in the registry,

b) in case of securities conversion as a result of consolidation of the issuer’s securities of given class, the relevant records are made in the registry,

c) in case of securities conversion as a result the issuer’s reorganization, the relevant records are made in the registry,
d) in case of conversion of security(ies) of certain class(es) in order defined by the Issuer, the relevant records are made in the registry,
e) if the Issuer buys out or purchases its securities of given class, the securities are accounted on the Issuer’s issuance account,
f) notification in writing to securities holders (nominees) about   accounting fractional securities on their accounts as a result of corporate action by the Issuer

g) Provision of the list of those registered shareholders (nominees) who own fractional securities as a result of corporate action realized by the issuer.
	During operation:

List of securities registered shareholders (nominees) 

In case order rejected: Notice on rejecting the order 



	6
	Preparing and providing the list of  issuer’s shareholders
	· Receipt of the request for the list of securities holders
· Duly completed power of attorney, if the mentioned request was signed by the authorized representative, entitled to act on behalf of the issuer based on the power of attorney.

	The list is provided
· in alphabetical order by full name of shareholder (nominees) of current securities class
· in descending order by number of securities of given class owned by shareholders.  
	During operation:

The list of securities shareholders (nominees)
In case order rejected: Notice on rejecting the order 
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