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Introduction:

The purpose of this User Guide is to provide a guide of the most commonly used functionalities in the DITC Portal with respect to Entities meeting their Notification (Registration)
and Reporting requirements across all frameworks. This User Guide is not intended to provide business or policy/regulatory guidance to Entities; it includes only technical
guidance on the use of the DITC Portal.

Please refer to the Legislation and Resources pages on the DITC website for further guidance on the relevant frameworks.

Contacting the DITC Portal Team:

Before emailing the DITC, users should check the detailed resources available on the DITC website. Here you will find the Acts, Regulations and Guidance Notes for each of the
frameworks which the DITC operate. For specific technical queries, please refer to the relevant FAQs / Practice Points (CRS FAQs, FATCA FAQs and ES Practice Points).

That the DITC periodically release explanatory notes or notes on specific forms (e.g. Explanatory Note — CRS Undocumented Accounts and Explanatory Notes for CRS TIN and
date of birth reporting obligations).

To report a User issue, please email the correct DITC Portal Team as follows:

CRS/ FATCA - DITC.Portal@gov.ky
Economic Substance (ES) - DITC.ESCompliance@gov.ky

A User must provide their name, the Entity name, Entity Reference Number, associated Return name and brief details of the issue being experienced.

Unless exceptional circumstances apply, the Portal Team only corresponds with an Authorising Person, a PPoC, a Responsible Person, a Secondary User or an approved
outsource service provider (OSP). That is, the person sending the correspondence must have authorisation to access the information on the Portal or the Portal Team will be
unable to assist.

Supported Browsers:

The Portal supports the following browsers:

o Chrome
o Firefox
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The DITC Portal Registration and Login Page

The DITC Portal currently includes Reporting functionality for the CRS, FATCA and ES frameworks and registrations of outsource service providers (OSPs). Reporting
functionality for CbCR will be added at a later date.

This page allows you to submit a new CRS and FATCA Registration or to login to your User Account. For guidance on how to submit a new OSP Registration please refer to the
section headed “Outsource Service Provider (OSP) Registration & Account Activation”.

é DEPARTMENT FOR
{ INTERNATIONAL TAX
COOPERATION

VESSP T CAYMAN ISLANDS GOVERNMENT

Welcome to the DITC Portal

The online application for the Cayman Islands Tax
Information Authority
This is your email address.

I

Users of the AEOI Portal

Click here to reset your %‘ “ If you had access to the AEOI Portal as an AP or PPoC, an

activation email has been automatically sent to the same
Forgot Password? email address.

- Check your spam folder before contacting the Portal

Click here to submit a Notification to /v CRS & FATCA Registration Team regarding a missing activation email.
register a new Fl on the Portal/ - A new activation email can be requested via the
regarding CRS and FATCA. OS5P Registration Forgot Password link by inserting the email address
registered on the AEOI Portal.
/

Click here to register a new OSP on
the Portal regarding ES.
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Contents

Accessing the Portal (All Frameworks)

New Users

o Submit a new CRS & FATCA Registration (Notification)

o Activating your new User Account

Existing Users from the AEOI Portal

o Activating an AP/PPoC User Account from the AEOI Portal
o Activating a Secondary User Account from the AEOI Portal
Forgotten Password

Navigating the Portal (All Frameworks)

- Dashboard
o Messages from the DITC
o Error messages
- Entities
o View all of your assigned Entities
o View Entity Profile
- View Activity
o View all created forms/returns for all assigned Fls
- Reporting
o Submit all forms and returns on the Portal

Forms & returns per framework

- CRS&FATCA

o

Specific forms and returns related to CRS & FATCA

- Economic Substance

o

o O O O

Outsource Service Provider (OSP) Registration & Account Activation
Economic Substance Return (“ES Return”)

OSP Verification Process

Entity Tax Resident in another Jurisdiction Form (“TRO Form”)
Retrieving an incomplete/saved ES Return or TRO Form

By clicking on the blue links below you can jump
to the relevant section within the User Guide
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o O O O O

Viewing/retrieving a submitted ES Return or TRO Form
Submission Statuses (Economic Substance)

Saving as a PDF after Submission (ES Return only)
Assigning Secondary Users (Economic Substance)
Removing Secondary User (Economic Substance)
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Account Activation

Account Activation Step 1 of 3

First validate your email address:

To set up your User Account on the DITC Portal click the link within the email received from the DITC Portal Team.
The email is sent from no-reply@ditc.ky.

Enter the email add

ress that you used to register

2. Click in the reCaptcha box
If you have not received the email: 3. Select "Send me a PIN" and check for an email (this may take a few minutes), do not close this
1. Check your spam folder. If it has been moved there, add no-reply@ditc.ky to your safe senders list. 4. Enier the PIN racelved onio this page ta proceed 1o Sizp 2

2. Contact the DITC Portal Team at DITC.Portal@gov.ky or DITC.ESCompliance@gov.ky

R m

| already have my PIN

\/’ I'm not a robot ?
Step 1:
Insert your email address and check the reCAPTCHA box. Account Activation Step 2 of 3
Click Send me a PIN. 1. Enter the primary email address for your new account in the box below
2. Enter the PIN rece via email into the box below

Select "Verify my email” to proceed to Step 3

Step 2: — t8st_ppoc@test com I need a new PIN
Insert the PIN sent via email.

CIle Ver|fy my ema”. f changes to your contact information are n ?35553{ mw“
Name
Step 3: Test PPGC
Emai
CRS/FATCA - Create a strong password for your User Account. Passwords B
must follow this format: N e
o Must be at least 8 characters " Password (1) *
o Must include uppercase letter, lowercase letter, number and a special character
(space, punctuation, symbol). Confirm Password *

ES — In addition to the above (which also applies to ES), Responsible Persons must also specify

which type of person they are on the user activation screen:

o Responsible Persons who are natural persons/individuals should check the “Individual” box
and input their first/given name and surname/family name into the “Individual First Name”

yie lor James Brown Jr.

and “Individual Surname” fields as appropriate.

o Responsible Persons who are legal persons/institutions (such as registered office providers)\A -
should check the “Entity (Institutional User)” box and input their name into the “Entity
Name” field instead.

Smith
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Step 4: Security Question
Select and answer the security question. Ensure this is a memorable

combination as you will be asked for this when resetting your password. Account Activation Step 3 of 3
Select a security question from the list below and provide
a secret answer.

(Answer is case sensitive)

Step 5: Test PPoC
Agree to the Terms of Use.

You should now have access to your user account on the DITC Portal. WWhere do you want fo refire? -

Cayman Islands|
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Activate Existing Secondary User (migrated from the Cayman Islands AEOI Portal)

Reporting page > Framework drop down = CRS & FATCA > Reporting Type drop down = Activate Secondary User > Create

This form allows a PPoC migrated from the Cayman Islands AEOI Portal to activate a Secondary User assigned via the Cayman Islands AEOI Portal. To allow the user access to
the same Fls on the DITC Portal, activate their account via this form.

Note; that as PPoC you are responsible for the administration and monitoring of any Secondary Users assigned.

Select which users you would like to
activate by checking the boxes

CRS/FATCA - Activate Secondary User

Mandatory fields are marked with an *

€Return to Previous
vl

The Secondary User's listed below have been migrated from the AECI Portal and are based on this user accounts permission. A Secondary User will not have access to an Fl on the Portal until they have been activaled byfthe PPoC. Select or reject a Secondary User using the form
below.

MNote: A PPoC must receive authorisation from an FI before adding/editing a Secondary User. The PPoC is respensible for the administration and monitoring of any such Secondary User(s) (e.g. safeguard of passwords anfl access to the Portal).

Activate all Users listed below i v
Individual first name Individual surname Email address Activate user
20f2
Userl DITC secondary_user1@iest.com u
User2 DITC secondary_user2@lest.com
Declaration

| am authorised by the CFI to appoint this Secondary User(s)

| agree *

o Read and agree to the Declaration and either click Save (to return later) or Submit to activate the Secondary User(s) accounts on the Portal.

o The Secondary User will receive instructions via the email address displayed, on how to activate their Portal account.
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Dashboard

This is your homepage on the Portal. It displays messages from the DITC, both specific to your Entities and also general news bulletins.

Generic messages
from the DITC

You can change Your User
your password here Account name

N [

% DEPARTMENT FOR
INTERNATIONAL TAX
., COOPERATION
VRSP CAYMAN ISLANDS GOVERNMENT

Dashboard

Messages from the DITC

Actions required

» Search

GR No.

Dashboard Entities

Welcome to the new DITC Portal the online application for the Cayman Islands Tax Information Authority.

Fl No. Entity Name

FI100551 TEST Entity

FI100552 TEST Entity BBB

FI100553 TEST Entity HHH

View Activity

& manage account | & logout

Reporting

First time filing online?
Check out our user guides
Help
0ofd DITC Portal User Guide
FAQs
CRS
XML Generator Tool download
XML Schema
Legislation & Resources
FATCA
XML Generator Tool download
XML Schema
Legislation & Resources

0of0

Economic Substance
Legislation & Resources
OECD NTJ Schema

Jof3

Specific messages
regarding your
assigned Entities.

Newly registered Entities assigned to
your User Account are shown here on
the first log in after assignment.

Help and assistance
with submitting
reporting.
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Entities Page

This page displays all of the Entities that are assigned to your user account. These are listed in alphabetical order with both the PPoC, AP and RP email addresses displayed
alongside the applicable frameworks. Click on the Entity name to see the information on that Entity.

Click the Entity A PPoC can change An RP can add
name to view the the AP via an AP Secondary Users
Entity Profile. Change Form.

% DEPARTMEMT FOR
INTERMATIONAL TAX
‘ .w COOPERATION

T CAYMAN ISLANDS GOVERMMENT

Dashboard Wiew Activity Repaorting

Shoun where th IS

information appears

Errar GR# Fl & ChC & Entity PPoC Email | 4 AP Email | i RP Email | i CRS FATCA ES
to be erroneous. CR13345 100542 TEST Entity 456 —— o
Click on the Entity FI100545 TEST Entity 654
name to review the 100543 TEST Entity 789 test PPoCEtest com tast ap@Mast com test_rp@test.com
error message.
100547 TEST Entity ABC
P
o CRE5432  FI10058 TEST Entity GHI test_PPoC@test com test_ap@test com test_rp@test.com
\ FI10054¢ TEST Entity RST P
Shown where the . . . .
. An AP can- change the Entity can submit reporting for this framework
Entity holds a PPoC via a PPoC
General Registry Change Form. Entity cannot submit reporting for this framework
number.

CRS / FATCA - Entity has not provided Notification.
ES — Entity is not in scope to submit an ES Return or
TRO Form
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Entity Profile Page
Entities page > Click Entity Name
This page displays the Entity information across all frameworks. To make changes to the Entity’s reporting obligations under CRS or FATCA submit an FI Change Form via the

Reporting Page. To make changes to the Entity’s reporting obligations under ES submit a corrected ESN (if the ESN Year is still available in CAP for that purpose) before the
applicable submission deadline. Please note that the content of the page may differ depending on the Entity’s reporting obligations.

FI Number
FATCA Reporting F1100547
obligations can be Fl Name
added via the FI Change TEST Eniity ABC
Form. ::rjm‘ why the Fl is not registered with General Regisiry The Portal will flag where

CRS Reporting
obligations can be
changed via the FI

Change Form.

User information is

change either using R
a PPoC Change or
AP Change Form.

Entity Profile

Financial Institution Information

CRS/FATCA Reporting Obligations | i
Iz an IRS issued GIIN held by the FI7 (This includes a Sponsaored GIIN) *
Yes (@) No
CRS reporting FI? *
®) Yes Mo
CRS Reporting Categories

o Custodial Institution

Contact Information | i

Depository Institution

Test
Ap PPaC

test_ap@test.com test PPoC@test.com

Specified Insurance Company

Investment Entity

test_rp@test.com

Incorrect information for TEST Entity ABC

information submitted does
not appear to match
external sources.
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Shows the Secondary User information for the FI “Status” shows whether the User has activated

o Activate Secondary Users from the AEOI Portal. their account:

o Assign new Secondary Users. Activated 8

o Remove a Secondary User via the Remove Secondary

User Form. Not activated ‘X

v
Secondary Contact Information
CIMA Licence

Person Type First Name Surname Entity Name Number Email Address Framework Status

INDIVIDUAL Secondary User festsu@test.com CRS FATCA -
Transmission Status
Return Reference Year Message Refld Doc Ref id Status Error Messages
FROM003969 2019 000000.00000.TA 136 6CFADGCF-8F53-4130- 1TEST2.99999.5L.13651BDFGTRHS123 Processed — correction 0

G1EE-442D60ABASTI 543409-3243-234-324FGH required

1

The Transmission Status shows whether the Fl has received any IRS Error Notifications . Lo
Click on the exclamation icon

from a FATCA XML. i —
to review the error

o This allows a PPoC/Secondary User to review errors on returns submitted by a

different User. Transmission Result Message v
Doc Refld IRS Error Code IRS Emmor Message
o Seealso Correcting a FACTA Error indicated by the IRS. ’

1TEST2.99999.5L.13651BD 8007 Your file contains a record with one or more errors that require cormection.
Please cormect all errors. Ensure the comected record has both a

FGTRHS123543409-3243- CorfMessageReflD that matches the MessageReflD for the original file

234-324FGH submitted to the IRS and a ComrDocRefiD that matches the DocRefld for the
original record submitted to the IRS and post the file with corrected records
1o IDES. I this is a comected, amended, voided, or CAR-response record,
you should not attempt fo comect this failed record, instead, submit a new
comect, amend, void, or CAR-response record

Letter of Authorisation

Mo

Shows whether a Letter of Authorisation has been uploaded to verify the PPoC and/or AP.
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View Activity Page

This page displays all the forms and returns created for your assigned Entities by all users across all frameworks. It is listed by last modified date and shows the status of each
submission. Please also refer to the section headed Submission Statuses (Economic Substance) for submission statuses under ES.

% DEPARTMENT FOR
INTERNATIONAL TAX
COOPERATION

LEIS T CAYMAN ISLANDS GOVERNMENT

View Activity

GR# FI# CbC#

Entity

TEST Entity HHH
TEST Entity GH
TEST Entity GH
TEST Entity GHI

TEST Entity GH

TEST Entity GH

Ref #
CRS0003592
CRS0003584
CRS000

CRS0003568

CRS0003550

CRS0003543

Dashboard Entities

Repeorting Type

CRS - XML Retumn Upload <IT=

CRS - XML Retumn Upload <MT=

CRS - XML Return Upload <LI=

CRS - XML Return Upload <LI=

CRS - XML Retum Upload <LI=

CRS - XML Retumn Upload <CA>

View Activity

Test FPoC

# manage account | ® logout

Reporting

Reporting Period End Status Last Modified

2018-12-31 Submission failed 06-Oct-2020 14:35
2019-12-31 Submitted 06-Oct-2020 12:40
2019-12-31 Submission failed 06-Oct-2020 11:56
2019-12-31 Submitted 06-Oct-2020 11:48
2019-12-31 Submitted 06-Oct-2020 11:45
2019-12-31 05-Oct-2020 13:23

Submission failed

Pending

Incomplete

Submission failed

Submitted

Processed

Processed — correction required

Not yet processed by the Portal.

Saved on the Portal, but not submitted.

Submission failed Portal validations, errors need to be corrected.

Submitted to the DITC.

Processed by the IRS no errors currently identified.

Processed by the IRS/partner jurisdiction for CRS and a correction is required.
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Reporting Page

This page is used to create and submit all forms and returns across all frameworks. The forms and returns listed will depend on your user account and each Entity’s reporting
obligations. Only submissions made by your User Account are listed below the search bar and they are in last modified date order. To download a list of your submissions,
expand Search Forms & Returns and click Download CSV.

:
—

To create a form/return: |

o Select the relevant Framework from the drop down menu

o CRS & FATCA = Administration forms under this framework

o CRS = CRS Reporting

o FATCA = FATCA Reporting

o ES=ES Reporting and Administration forms under this framework
o Select the relevant form/return from the Reporting Type drop down menu
o Click Create

Authorising Person Change

0of0
FI Change Form 0of 0

PPoC Change Form

Remove Secondary User

Dashboard Entities View Activity

Reporting
ri Enfity Reporting Type
Reporting Year Status
Search Clear Download CSV
A
GR # Fl# CbC # Entity Ref# Reporting Type Reporting Period End Status Last Modified
FI100547 TEST Entity ABC CRS0003618 CRS - XML Return Upload <HU> 2019-12-31 Pending 07-0ct-2020 11:56
FI100553 TEST Enfity HHH CRS0003592 CRS - XML Return Upload <IT= 2018-12-31 Submission failed 06-0ct-2020 14:35 T
FI100550 TEST Entity GHI CRS0003584 CRS - XML Return Upload <MT= 2019-12-31 ) 06-Oct-2020 12:40 /
Submitted
1 e /
Download a list of your Click the reporting type Shows the You can delete a
created forms/returns. to view the form. status of the return which is
form/return. not yet submitted

to the Portal.
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Forgotten Password

If you forget your password you can reset this from the log in page.

You will need the answer to your security question to complete this process.

Step 1: On the log in page click on Forgot Password?

Step 2: Insert your email address and check the reCAPTCHA box.

Click Answer security question.

Step 3: Answer the security question which was set at account activation.

Click Send me a password.

Step 4: The Portal will send a temporary password via email. Return to the log in page and use
this along with your username to log on. You will be prompted to create your own password.

New password request Step 1 of 2

1. Enter the email address for which you wish to reset the
password, the email address must be registered in the
DITC Portal

2. Click in the reCaptcha box
3. Select "Answer security guestion” to proceed to Step 2

test_ppoci@test.com

™

\/ I'm not a robot
reCAPTCHA

Frivacy - Tarms

Answer security question

DEPARTMENT FOR
INTERNATIONAL TAX
COOPERATION

74 CAYMAN ISLANDS GOVERNMENT

Welcome to the DITC Portal

The online application for the Cayman Islands Tax
nformation Authority.

Fassword

Forgot Password?

CRS & FATCA Registration

New password request Step 2 of 2

1. Answer your security question below
2. Select "Send me a password".

Reszetling the password for Test PPoC.

(The answer is case sensitive.)

s your favorite sports team?

Send me a password
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CRS & FATCA

In This Section

Reporting tools

CRS & FATCA Notification / Registration

CRS XML Upload

CRS XML Generator Tool

Corrections / Deletions of Data for a CRS XML Upload
DITC Portal CRS Validation Rules

CRS Filing Declaration

CRS Compliance Form (smart form)

CRS Compliance Form (bulk upload)

Correcting a CRS Compliance Form (bulk upload) Validation Error
CRS Compliance File Upload Form

FATCA XML Upload

FATCA XML Generator Tool

Correcting a FATCA Error indicated by the IRS

DITC Portal FATCA Validation Rules

FI Change Form (edit reporting obligations)

Fl Deactivations

Managing Users

PPoC Change

AP Change

Assign Secondary User
Remove Secondary User

DITC Issued Resources

DITC CRS Legislation & Resources
DITC FATCA Legislation & Resources

External Resources

OECD CRS Schema

IRS FATCA Schema

Existing User Accounts from the AEOI Portal

Activate an Existing AP/PPoC Account from the AEOI Portal

Activate an Existing Secondary User Account from the AEOI Portal
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CRS & FATCA Notification / Registration

To notify the TIA of a reporting obligation under the CRS or FATCA, an Fl is required to submit the registration form via the DITC Portal.

This is a one-off process and is not required to be completed annually and will create both the PPoC and AP accounts.

Step 1:
Click CRS & FATCA Registration on the Portal homepage.

Step 2:
Insert your email address and check the reCAPTCHA box.

Click Send me a PIN.

Step 3:
Insert the PIN sent via email.
Click Verify my email.

Step 4:
Read and accept the Terms and Conditions to access the Registration Form.

v

CRS & FATCA Registration

First validate your email address
1. Enter the email address that you used to register

2. Click in the reCaptcha box

3. Select "Send me a PIN" and check for an email (this may take a few minutes), do not close this
window

4. Enter the PIN received onto this page to proceed to Step 2

testuser@test.com Send me a PIN

| already have my PIN

\/ I'm not a robot

CRS & FATCA Registration

1. Enter the primary email address for your new account in the box below
2. Enter the PIN received via email into the box below
3. Select "Verify my email" to proceed to Step 3

| need w PIN
testuser@test.com nes anew

Ensure to complete the Fls information, reporting obligations and User contact information accurately. Any inaccuracies could lead to a submission failure.
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Completing the Registration Form

o

Fl Name - This must match the certificate of incorporation (or the legal
name of the entity)

General Registry Number
o If held, insert the number as per the certificate of incorporation.

FATCA Reporting obligations

o Insert the issued GIIN as per the IRS FFI List and select all relevant reporting
categories.

Note; Sponsoring entities are not permitted to register on the DITC Portal.

The Sponsored Entity must register in its own right, with its own GIIN.

If the entity held a CRS only profile on the AEOI Portal then the GIIN must be added

to that profile via the FI Change Form and not submit a new notification

(registration).

CRS Reporting obligations

o Confirm whether the entity is reporting or non-reporting under the CRS.
o Ifyes, select all relevant categorisations

o Where Investment Entity is checked, you must confirm if the Investment Entity
has no financial accounts by virtue of Schedule 1 to the CRS Regulations, Section
VIII.C.1.a)

o If Yesis selected the CRS reporting functionality will be disabled
o If Nois selected the Fl will be required to submit CRS Reporting annually

/

CR
o Ifthe entity is not registered with the General Registry confirm whN

Financial Institution Information

Fl Name| i | *

Test Financial Institution

AFATCA Sponsoring entity is not permitted to register independently on the Portal. | 4

Does this FI hold a General Registry Number? | i | *

= Ty
(@ Yes () No

.

General Registry Number |4 | *

-5 ]

Does this FI hold a General Registry Number? |1 | *

() Yes (@) No

Confirm why the Fl is not registered with General Registry | 1 | *

Trust

I Segregated Portfolio

Place of effective management in the Islands

Reporting Obligations

Is an IRS issued GIIN held by the FI1? (This includes a Sponsored GIIN) i |*

® Yes (O No

IRS issued GIIN [ i |~
1TRST2.99999.5L.136

FATCA Reporting Categories (select all that apply) i |*

Specified Insurance Company Investment Entity

Custodial Institution Depository Institution

CRS reporting FI? | i |*

@ Yes ONo

CRS Reporting Categories (select all that apply) [ i | *

Specified Insurance Company Investment Entity

Custodial Institution Depository Institution

This Investment Entity has no financial accounts by virtue of Schedule 1 to the CRS Regulations, Section VIIL.C.1.a) *

() Yes (@) No

18| Page



https://apps.irs.gov/app/fatcaFfiList/flu.jsf

o CRS Reporting obligations

o If the entity is non-reporting for CRS, select only the applicable categorisation.
o Ifthe entity is a Trustee Documented Trust (TDT), also confirm the Trustee’s name and Fl number issued by the Portal.

CRS reporting FI? (1 |*

OYes @ No

CRS Non-reporting Categories (select one) | 4 | *

(& International Organisation () Broad Parlicipation Retirement Fund (7)) Narrow Participation Retirement Fund

Trustee FI Name |1 |*

Trustee

(O Pension Fund of an International Organisation (") Qualified Credit Card Issuer () Exempt Collective Investment Vehicle (@) Trusiee Documented Trust

Trustee FI Number *

F1000000

o Contact Information
o Provide contact information for the Authorising
Person and Principal Point of Contact for the FI.
o Ensure contact information is entered accurately as
User Accounts are created based on this data.
o Refer to the CRS Guidelines for more information on
the Entity and Individual user types.

o Letter of Authorisation - Upload the PDF Letter of Authorisation
where required.
o Download the template here.
o Max size 500kb
Note; this will not be required if a valid CIMA number is entered
for either the AP or PPoC.

o Read and agree to the Declaration.

o Submit the CRS & FATCA Registration to complete the notification
to the TIA.

If the AP and PPoC do not receive account activation emails within
24 hours contact the Portal Team on DITC.Portal@gov.ky

Authorising Person (AP) Information

Person Type | 1 |*

(O Entity (Institutional User) (@) Individual

.

Individual First Name | i | *

Test

Individual Surname *

User|

Email Address *

test_ap@test.com

Principal Point of Contact (PPoC) Information

Person Type | i | *

(O Entity (Institutional User) (@) Individual

Individual First Name | 4 | *

Test

Individual Surname *

User

Email Address *

test_ppoc@test.com

Authorising Person (AP) Information

Person Type | 1 |*

(@) Entity (Institutional User) () Individual

-

Entity Name *

Entity AP

Does the entity hold a CIMA licence? | i |*
@ Yes () No

-

CIMA Licence Number | 4 | *

000000

Email Address *

test_ap@test.com

Principal Point of Contact (PPoC) Information

Person Type | i |*

(@ Entity (Institutional User) () Individual

i

Same as Authorising Person (AP) | i

Note; if a valid CIMA Licence Number is
inserted, the letter of authorisation will
not be required and the AP and PPoC can
be the same.
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CRS & FATCA PPoC Change

Reporting page > Framework drop down = CRS & FATCA > Reporting Type drop down = PPoC Change Form > Create

Click Download and view the list of FIs that you are assigned to as AP in a CSV format.

o To change the PPoC for all of your assigned Fls: save the CSV file to your computer
without making any changes.

o To change the PPoC for some of your assigned Fls: save the CSV file to your computer
with only the Fls listed that the new PPoC should have access to.

o Note: any Fls you remove from the CSV file will remain assigned to the current PPoC.

A CRS & FATCA PPoC Change can only be submitted by an Authorising Person unless the PPoC is an Entity (Institutional User), refer to the CRS Guidelines for more information.

GR No.

CSV File*

N

CRS/FATCA - PPoC Change Form

li Browise... i

Note: the Fls you have removed from the C*

Fl No. Fl Name

file will remain assigned to the current PPoC.

Click Upload to confirm which Fls the PPoC should have access to.

Once uploaded, the entities will be listed on the page for review.

o If any additional entities need to be removed, click on the trash can icon.

Select the Person Type — either an Entity (Institutional User) or an Individual.

o Refer to the CRS Guidelines for more information on these user types.

Enter the name and email address of the new PPoC and click Validate
Name & Email.

o Where a valid CIMA License Number is inserted for an Entity, the requirement
to upload the Letter of Authorisation will be removed.
o Forindividuals, the Letter of Authorisation must be uploaded in a PDF format.

Read and agree to the Declaration and either click Save (to return later) or
Submit to assign the Fls to the new AP.

New Users will receive confirmation via email that a User Account on the Portal has
been created. Existing Users will be notified that new Entities have been added to

v Select Financial Institutions

GR No. FI No.
F1100550
F1100553

F1100549

CSV File *

New Principal Point of Contact Information

Person Type (1 *

FI Name

TEST Entity GHI i
TEST Entity HHH B
TEST Entity RST B

() Entity {Institutional User) (@) Individual

(® Entity (Institutional User) {( Individual

Entity Name *
Entity AP Name
Email Address *
EntityAP@test.com
Does the entity hold a CIMA licence? | i |*
@ Yes (O No

CIMA Licence Number *

123456 i

Bl vaidate Name & Email

Individual first name *

NewPFPoC

Individual surname *

NewPPoC

Email Address *

| NewPPoC@test.com|

Letter of authorisation

The Authorisation letter must contain the information specified within the template below.
Upload the authorisation letter, signed by a Director of the FI / General Partner / Trustee, which specifi

Upload File *

Browse.. Download template file - Authorisation Letter Template

s the Authorising Person and PPoC responsible for US FATCA andior CRS compliance as applicable.
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Authorising Person Change
Reporting page > Framework drop down = CRS & FATCA > Reporting Type drop down = AP Change Form > Create

A CRS & FATCA AP Change can only be submitted by a Principal Point of Contact unless the AP is an Entity CRS/FATCA - Authorising Person Change
(institutional user), refer to the CRS Guidelines for more information. Mandatory fields are marked with an *

The Principal Point of Contact ("PPoC") can use this form to change the assigned Authoris
Aletter of authorisation must be uploaded unless either the PPoC or the AP is a CIMA licen|

w Selact Financial Institutions

o To change the AP for all of your assigned Fls: save the CSV file to your computer GR No. FI No.
without making any changes.
o To change the AP for some of your assigned Fls: save the CSV file to your computer CSV File”

N
with only the Fls listed that the new AP should have access to. Brouse i

o Note: any Fls you remove from the CSV file will remain assigned to the current AP. i

o Click Download and view the list of Fls that you are assigned to as PPoC in a CSV format.

o Click Upload to confirm which Fls the AP should have access to.

+ Select Financial Institutions

o Once uploaded, the entities will be listed on the page for review. G Ao Fi tame
o Ifany additional entities need to be removed, click on the trash can icon. Frioes0 TEST Enily GHI =
F1100553 TEST Entity HHH i
FI100549 TEST Entity RST o)
CSV File *
o Select the Person Type — either an Entity (Institutional User) or an Individual. Contact Information

Contact Information

o Refer to the CRS Guidelines for more information on these user types. Person Type (1 *

Person Type (1 |- /
(@ Entity (Institutional User) (O Entity (Institutional User) (@) Individual

Entity Mame * o -
Enity AP 14 Individual first name *
. . . . Nty Al ame
o Enter the name and email address of the new AP and click Validate Name & Email. NewAP

Email Address *

o Where avalid CIMA License Number is inserted for an Entity, the EnityAP@testcom ;

. . . . Individual surname *
requirement to upload the Letter of Authorisation will be removed.

Does the entity hold a CIMA licence? | & |* MNewAP
o Forindividuals, the Letter of Authorisation must be uploaded in a PDF @ Yes O MNo
format. CIMA Licence Number * Email Address *
123458 _ NewAP@test com i

o Read and agree to the Declaration and either click Save (to return later) or Letter of authorisation
Submit to assign the Fls to the new AP. The Authorisation letter must contain the information specified within the template below

Upload the authorisation letter, signed by a Director of the FI / General Pariner / Trustee, which specifies the Authorising Person and PPoC responsible for US FATCA and/or CRS compliance as applicable.

o New Users will receive confirmation via email that a User Account on the Portal has Upload il

. . . e s Browse... Download template file - Authorisation Letter Template
been created. Existing Users will be notified that new Entities have been added to
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Assign Secondary User

Reporting page > Framework drop down = CRS & FATCA > Reporting Type drop down = Assign Secondary User > Create

This form allows a PPoC to assign a Secondary User to their assigned Fls. CRS/FATCA - Assign Secondary User

Mandatory fields are marked with an

N ote: A P PO C iS res pO ns | b | e fO r th ea d m | n | st r‘ati on an d mon |t0 ri n g Of a ny Seco n d a r‘y U sers To create a Secondary User enter their contact detaiis below, then select which entiies they should have access fo. The available entities are listed below and are based on this USer accounts permission.
aSSigned. Secondary Contact Information

Person Type [i*

) Entity (Instituional User) () Individual

o Select the Person Type and complete the contact information for the Ently ame
individual Secondary User and click Validate Name & Email.

n Email Address *

Elll  Vaiidate Name & Email

o Click Download and view the list of Fis that you are assigned to
as PPoCin a CSV format.

Entity Name

GR No. FlNo. Entity Name

o If the Secondary User should have access to all Fls assigned to

you, save and upload the CSV file without changes. cev e A
m [Choose Fite | ho file chosen 1 |Entity Mame |
o If the Secondary User should have access to only some of your - "
_ ] i 2 |TEST Entity 456 —
assigned Fls save the CSV file to your computer with only the Fls 3 TEST Entity 654
listed that the Secondary User should have access to. » |4 TESTEntity 789
5 |TEST Entity AAA
& |TEST Entity ABC
o Once uploaded, all of the entities will be listed on the page for your review. 7 |TEST Entity BBB
o If any additional entities need to be removed, click on the trash can icon. © [TESTEntity GRI
o |TEST Entity HHH
10 | TEST Entity RST

o Read and agree to the Declaration and either click Save (to return later) or

Submit to assign the Fls to the Secondary User.

GR No. FI No. FI Name
Fl1100542 TEST Entity 456
o The Secondary User will receive confirmation via email to the address ooses ——
provided that a User Account on the Portal has been created. FI100551 TEST Entity AAA
F1100547 TEST Entity ABC
F1100550 TEST Entity GHI
F1100553 TEST Entity HHH

ENNEREN ("Choose File | TEST SU csv m

Declaration

1 am authorised by the entity to appoint this Secondary User and ths information is correct

lagree *
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Remove Secondary User

Reporting page > Framework drop down = CRS & FATCA > Reporting Type drop down = Remove Secondary User > Create

This form allows a PPoC to remove a Secondary User’s access to your assigned entities.
Note that as PPoC you are responsible for the administration and monitoring of any
Secondary Users assigned.

o Complete the contact information for the individual Secondary User
you would like to remove and click Validate Name & Email.

CRS/FATCA - Remove Secondary User

Mandatory fields are marked with an *

Contact Information
Individual first name * Individual surname *
Secondary User

Validate Name & Email m

Email Address *

v

testsu@test.com

o The Fls associated with that User will be displayed.

o  Click Download and view the list of Fls that the Secondary User is assigned
to in a CSV format.

o Ifthe Secondary User should no longer have access to all FIs assigned,
upload the CSV file without changes.

o If the Secondary User should no longer have access to only some of the
assigned Fls save the CSV file to your computer with only the Fls listed
that the Secondary User should not have access to.

o The Fis displayed in Entities to be updated are those which will be removed
from the Secondary User.
o  Click the trashcan icon if the Secondary User should continue to have
access to an Fl.

v

w Current Enfity

GR No. FI No. Entity Name
FI1100552 TEST Entity BEB
F1100550 TEST Entity GHI
FI1100553 TEST Entity HHH
FI1100549 TEST Enfity RST

GR No. Fl No. FI Name

C5V File *

v Enfities to be updated

o Read and agree to the Declaration and either click Save (to return later) or
Submit to remove access to the Fls listed.

GR No. Fl No. FI Name
FI100550 TEST Entity GHI
P Fl100553 TEST Entity HHH
CSV File *
Declaration

| am authorised by the enfity to appoint this Secondary User and the information is comect.

u | agree *

23| Page



FI Change Form

Reporting page > Framework drop down = CRS & FATCA > Reporting Type drop down = FI Change Form > Create
This form is used by a PPoC to make changes to the Fl information and reporting obligations submitted to the DITC. Only certain pieces of information can be changed using
this form, please refer to the table below.

CRS/FATCA - FI Change Form
o Select the relevant Fl from the drop down menu and click Load Data. e vt o o e P 0 e ——
\ Financial Institution Information
I B Load Daia
o The form will populate with the data held on this entity. TEST Entty 455
i
Fl Mumber
FI100547
If the FI does not have a FiName |-
General Registry TEST Entity ASC
number the Fl name Does thiz Fl hold & General Registry Number? | | *
can be changed. JYes @ Mo

Confirm why the Fl is not registered with General Registry | i | *

rus{

. .. . Reporting Obligations
Where a GIIN is not held, this information porting Hbid
|s an |RS issued GIIN held by the FI? (This includes a Sponsored GIIN) | 1 | *

can be added by clicking ‘Yes'. —_— )

(O Yes (@ Mo
Where a GIIN is shown, please contact
the DITC on DITC.Portal@gov.ky

CRS reporting FI7 | i |*

@ves O Mo

CRS Reporting Categories (select all that apply)| i |

Custodial Imstitution Depository Imstitution Specified Insurance Company nwestrent Entity

Declaration

By submitting this form to the Tax Information Authority (TLA), the Cayman Financial Institution (CFI):

CRS Reporting obligations
can be changed. ) )
(a) confirms
. that all information in this form is cormect and fulfils the CFl's notification obligations under the relevant Regulations; and
. if applicable that the information regarding the Principal Point of Contact and the Authorising Person in this form is identical to the said inform:
{b) acknowledges that there are sanctions for providing inaccurate information fo the TIA and for contravention of the CF|'s notification obligations
agree *

o Once the required changed have been made read and
agree to the Declaration and either click Save (to return
later) or Submit the changes to the DITC. m m
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FI Deactivations

Reporting page > Framework drop down = CRS & FATCA > Reporting Type drop down = Fl Deactivation > Create
This form is used by a PPoC to submit a request for an Fl to be deactivated from the DITC Portal. The DITC will review each request and either approve or decline the request.
Requests are only approved where sufficient evidence is provided and there are no outstanding reporting obligations.

CRS/FATCA - Fl Deactivation

Mandatory fields are marked with an *

This form can be submitted by a Principal Point of Contact ("PPoC") to advise the TIA that an FI, no longer has a FATCA and CRS reporting obligation. All fields are mandatory. | i
1. Select the FI you would like to deactivate from the drop down menu, click Validate Information

o Select the Relevant FI from the drop down menu and click Select the Reason for Deactivation

Validate information Complete the Agent Contact details.

Upload the supporting evidence in one PDF file.

oo W N

Accept the Declaration and either click Save (to return later) or Submit the form to the TIA

o This will populate the FI Name field.

Financial Institution Information

TEST Entity ABC| v‘ Validate information

FI Name

Reason for Fl Deactivation
o Enter the reason for the Fl deactivation request. If “Other” is selected,

please provide a short explanation (max. 100 characters).

(O Liquidation () Strike off (O) Termination of trust () Transfer by continuation () Classification change () Other

Contact Information

Provide details of where the FI will retain its books, documents or other records which relate to the information required to be reported to the
Authority under the Regulations. Such documents must be retained for a period of six years following the deactivation. | i

Agent Name *

Agent Email =

Mumber, Street and Room/Suite no *

o Provide details of where the relevant records of the former Fl will be ————

kept.
City/Town *
State/Province/Region *
o Upload evidence showing why the Fl should be deactivated (e.g. Post Code *
certificate of dissolution). Only one file can be uploaded, please collate if
the evidence consists of multiple documents. Country *

Evidence =

Choose File | No file chosen i
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O

Once finished, read and agree to the Declaration and either
click Save (to return later) or Submit the FI deactivation
request to the DITC.

Declaration

iv. The information

agree *

i. The FI has made all FA
ii. The FI has appointed

iii. The FI has instructed

in this request is a

ccurate

By submitting this "FI Deactivation Form" to the Tax Information Authority (TIA), the PPoC confirms that

CAand CRS Returns and correctio

e PPoC to submit this FI Deactivation request.

ns required by applicable Regulations, and the DITC Portal User Guide.

Once the FI Deactivation Form has been successfully submitted, the DITC will review and either approve or decline the request. A submitted Fl Deactivation Form can be
deleted and edited as long as the DITC has not processed it. To do so, click on the form under the Reporting tab and then click the Delete/Edit button at the bottom of
the screen. The status of the FI Deactivation Form will change to Incomplete and the form can be edited and deleted. In case of a resubmission the evidence will need to

be re-uploaded even if it has not changed.

Where the Fl deactivation request is approved, the PPoC will receive an email confirming this. The PPoC and any Secondary Users will no longer be able to submit
reporting for CRS & FATCA via the DITC Portal for this FI, nor can any previous submissions be viewed. The Authorising Person will also no longer have access to this Fl on

the DITC Portal.

Where the Fl deactivation
request is declined, the PPoC
will receive an email
indicating this and the status
of the form will change from
Submitted to Action

Reporting

cbc#  Entity

TEST Entit

y ABC

Ref #

FID0017235

Dashboard

Reporting Type

CRS/FATCA - FI Deactivation

B—

Entities

View Activity

Reporting

Reporting Period End Status Last Modified

o 12-Jan-2022 16:19 )
Action Required

Required. The PPoC can see
the reason for the rejection
by clicking on the form under
the Reporting tab.

CRS/FATCA - Fl Deactivation

Mandatory fields are marked with an *

Rejection Reason:

N\

After the rejection reason has been addressed, a new FI Deactivation Form can be submitted. It is not possible to edit and resubmit the initial FI Deactivation Form (this
form can only be deleted in case you no longer require it for your records, and will automatically be deleted once the Fl has been deactivated).
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CRS XML Generator Tool

CRS Returns must be submitted to the Portal in XML format. The CRS XML Generator
Tool allows Users with 50 accounts or less to input information into an Excel
spreadsheet which will then convert the data into an XML file.

Downloading the XML Generator Tool:

o The Tool is downloaded from the CRS XML Upload Page on the Portal.
Always refer to our published version to ensure you have the most recent
document.

o This tool is not compatible for MAC users.

o Macros must be enabled for the tool to function correctly.

Read this guide in conjunction with the CRS XML Schema and the CRS
legislation and resources issued by the DITC.

Completing the XML Generator Tool:

Save the XML Generator Tool to your computer to prevent losing your work.
o Ensure all of the required information is included within the three tabs
(where needed)
o Reporting information
o Individual account
o Organisation accounts
The XML is generated when you click Generate Return on the fifth tab
o Save the XML to your computer, submit this via the Portal. See CRS XML
Upload Page for assistance.

1 Report information
2 Fl Number*® FI100551

5 Message type indicator® CRS701 - New information

6 Reporting period end date® 2019-12-31

7 Unique message identifier* 12345432

8 Message reference KY2019AUFI100551.FI0012345432

g Reporting financial institution |

Test Entity AAA

10 Name*

1 Receiving Country™* AU - Australia

12 Identification Number FI100551

13 Reporting Fl Tax Residence KY - Cayman Islands

14 Type

15 Country*

18 Country subentity (state or territory)
17 Street

18 Building identifier

19 Suite identifier

20 Floor identifier

21 Post office box

22 Post code KY1

23 City™* George Town

24 Document type* OECD1 - New data

25 Unique document identifier* 12345

26 Document reference KY2019AUFI100551.FI0000012345

OECD303 - Business
KY - Cayman Islands

Elgin Ave

27 Corrected document reference identifier

Instructions Report information Individual accounts QOrganisation accounts Generate return
|

F G H J K L
\ |Account holder details

A B C D
1 |Account details i Mame
2 |Account number® Account number type iclo@ed Account|Name type Title
3 123456

QECD601 - International bank account number \False
|

General suffix Tax Residence®

First name™ Middle name iLast name* Generation identifier Suffix
EAU - Australia
1

John Smith
i

Generate CRS Return

Step one: Click the button above to generate your CRS return in XML
format.
Step two: Save the XML return to your computer.
Step three: Upload the XML to the DITC Portal.
2 |Refer to the Instructions tab for further information
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CRS XML Return Upload

Reporting page > Framework drop down = CRS > Reporting Type drop down = CRS XML Upload > Create

CRS Returns can only be submitted to the DITC in an XML file format. Both a PPoC and a Secondary User can upload a CRS XML Return. An XML file can include one or more
Fls, however, the accounts included in each XML must be reporting to the same Receiving Country.

If you would like to use our XML Generator Tool (for a maximum of 50 accounts) to help create an XML file, you can download the Excel template from the Portal. Macros
must be enabled for the Tool to function correctly. Click here to view a more in-depth explanation of how to use this tool.

Step 2:
Step 1: Select the Receiving Country.
Select the Reporting Year. Only select Cayman Islands if reporting Undocumented Accounts.
CRS - XML Return Upload €Return to Previous
Mandatory fields are marked with an * wi
Framework Reporting Year Receiving Country
CRS 2019 Malta
XML File *
p— | Choose File | No file chosen Validate Information m i
Error Message Type Message Ref Ild Corr Message Ref Id Timestamp
CRS KY2019MTFI100550.F10234345654 2020-10-06 07:38:33
Error Doc Type Indic Doc Ref Id Fi# FI Name
New Data KY2019MTFI100550_FIO000111111 FI100550 TEST Entity GHI
\ Step 4:
Step 3: Once validated click Submit Now.

Upload the XML file and click Validate Information. Max file size 150mb.
The system will validate that you have permission to submit returns for the FI(s) included
within the XML file.

o The Portal will then validate the data you have included within the return. This may take a few minutes
but can be longer depending on the file size and the volume of traffic on the Portal.

v

Pending

o Ifthe return is free from validation errors it will be displayed with the status of Submitted.
o If you have no further CRS returns to submit you can now create the CRS Filing Declaration.

\ 4

Submitted

o Ifthe return includes invalid data you will see Submission failed.

o Refer to Correcting a CRS validation error for assistance. Submission failed

v
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Correcting a CRS Validation Error
Reporting page > Click the Reporting Type of the failed return

A CRS XML Return must always comply with the DITC Portal’s CRS validation rules. Understanding the rules will help avoid errors when submitting a CRS XML Return to the
DITC Portal. It is recommended you review these CRS validation rules before preparing and submitting your CRS XML Returns.

If your return is in a status of Submission failed:

o

You can either correct the XML and re-upload or delete the attempted submission by returning to the reporting screen and using the trashcan icon.

o To correct: Click the Reporting Type of the failed return.

FI100553 TEST Entity HHH CRS0003592 CRS - XML Return Upload <IT=

FI100550 TEST Entity GHI CRS0003534 CRS - XML Return Upload =MT=

2018-12-31

2019-12-31

Submission failed QD220 5 S

Submitted 06-0ct-2020 12:40

Error Message Type

Message Ref Id

KY2019LIFI100550 FI0012345678

KY2019LIFI100550 FI0034345654

Corr Message Ref Id Timestamp

2020-10-06 06:54:51

Fli# FI Name

FI100550 TEST Entity GHI

CRS
o  Click on the red error icon to review the error. v FiList
\ Error Doc Type Indic Doc Ref Id
o New Data
o The error message will be displayed on screen and will explain —
what needs to be corrected. x
s Code
CRS0038
CR30037

Aloss Pindn

Message
The controlling person ResCountryCode in KY2019LIFI100550 0000334433 must match the receiving country

The organisation ResCountryCode in KY2019LIFI100550.0000334433 musi match the receiving country.

LASANANIC LA NMAEE N CINMY A7 AESE A

If your return is in a status of submitted, but you need to edit/delete:

o Click the Reporting Type of the return you would like to edit from the Reporting page.

o Click the Delete/Edit button.
o This may take a few moments, but the system will revert the return from Submitted to a status of
Incomplete.
o You can now either upload a different XML, or delete the return from the Reporting page.
Note; this function is only available up to the reporting deadline of any given year.

v

Framework Reporting Year
CRS 2019
XML File
Delete/Edit i
Error Message Type Message Ref Id
CRS KY2019LIF1100550 FI0022234333

w FlList

Error Doc Type Indic Doc RefId

New Dala KY2019LIFI100550.FI0000044433

29| Page




Corrections / Deletions of Data for a CRS XML Upload
Reporting page > Framework drop down = CRS > Reporting Type drop down = CRS XML Upload > Create

After the reporting deadline has passed you can no longer edit/delete your submitted return. If you need to make changes, or have been requested to make a correction by
the DITC, a new XML must be submitted containing the correction or deletion.

These XMLs can also be created using our XML Generator Tool (for a maximum of 50 accounts), which can be downloaded from the Portal. Macros must be enabled for the
Tool to function correctly. Click here to view a more in-depth explanation of how to use this tool. The following table sets out the terms used below and how they correspond
to the fields in the XML Generator Tool:

XML field (used in the below explanation) XML Generator Tool tab(s) XML Generator Tool field

MessageTypelndic Report information Message type indicator

Report information (for Reporting Fl element)

DocTypelndic Individual accounts (for Account Report with individual account holder) Document type

Organisation accounts (for Account Report with entity account holder)

Report information (for Reporting Fl element)

Document reference (automatically

DocRefld Individual accounts (for Account Report with individual account holder) . .
generated with data from other fields)

Organisation accounts (for Account Report with entity account holder)

Report information (for Reporting Fl element) Corrected document reference identifier
CorrDocRefld Individual accounts (for Account Report with individual account holder) Corrected document reference
Organisation accounts (for Account Report with entity account holder) Corrected document reference

General guidance:
o The MessageTypelndic must be set to CRS702 - “The message contains corrections for previously sent information”.

o Corrections and deletions can either be made to one or more of the reported accounts and/or to the data relating to the Reporting Fl itself. Each corrected or deleted
Account Report and Reporting Fl element must be assigned a new unique DocRefID.

o A correction should be made where the previously reported data was incorrect or incomplete.

o Adeletion should be made where the previously reported data was reported in error in relation to the relevant Reportable Jurisdiction. You can only delete an entire
Account Report or all data related to a Reporting Fl in relation to the relevant Reportable Jurisdiction. If you wish to delete only one or more specific data points (e.g.
Post Code or Middle Name), this should be done as a correction.

o Corrections (DocTypelndic OECD2) and deletions (DocTypelndic OECD3) may be made in the same CRS XML Return, but that XML cannot contain any new data
(DocTypelndic OECD1).

o After you have submitted a correction or deletion, the status of the CRS Filing Declaration for the relevant reporting year changes to “Incomplete”. Once you have
completed your corrections and/or deletions, you must therefore resubmit that CRS Filing Declaration by clicking on the form under the Reporting tab and following the
steps as described under CRS Filing Declaration.
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Correcting one or more account reports:

O

O

The DocTypelndic for the Reporting Fl section must be set to OECDO.

The DocRefld for the Reporting Fl element must be the same as the
DocRefld for the Reporting Fl element in the most recent CRS XML
Return submitted by the FI. No CorrDocRefld should be present.

The DocTypelndic for each Account Report that is being corrected must
be set to OECD2.

Each Account Report that is being corrected must have a CorrDocRefld.
This must be the same as the DocRefld for the Account Report which is
being corrected as used in the CRS XML Return where the account was
most recently reported.

An example XML can be found on the right of this page.

<crs:MessageSpec>

<crs:SendingCompanyIN>FI180547</crs:SendingCompanyIN>
<crs:TransmittingCountry>KY</crs:TransmittingCountry>
<crs:ReceivingCountry»>5G</crs:ReceivingCountry>
<crs:MessageType>CRS</crs:MessageType>
<crs:MessageRefId>KY20205GFI100547FI001234567AC</crs:MessageRefId>
<crs:MessageTypelndic>CRS702</crs:MessageTypelndic>
<crs:ReportingPeriod>2028-12-31</crs:ReportingPeriod>
<crs:Timestamp>2022-81-14T11:23:16</crs: Timestamp>

</crs:MessageSpec»
<crs:CrsBody>

<crs:ReportingFI>
<crs:ResCountryCode>KY</crs:ResCountryCode>
<crs:IN issuedBy="KY">FI100547</crs:IN>
<crs:Name>Test Entity ABC</crs:Name:>
<crs:Address legalAddressType="0ECD304">
<cfc:CountryCode>KY</cfc:CountryCode>
<cfc:AddressFix>
<cfc:Street»Elgin Avenue</cfc:Street>
<cfc:BuildingIldentifier»GAB</cfc:Buildingldentifiers
<cfc:City»George Town</cfc:City>
</cfc:AddressFix>»
</crs:Address>
<crs:DocSpecs>
<stf:DocTypelndic>0ECDB</stf:DocTypelndic>
<stf:DocRefId>KY20205GFI106547FI1123456789AB</stf:DocRefId>
</crs:DocSpecs>
</crs:ReportingFI>
<crs:ReportingGroup>
<crs:AccountReports>
<crs:DocSpec>
<stf:DocTypelndic»>0ECD3</stf:DocTypelndic>

<stf:DocRefId>KY20205GFI1005475t5rtwefc8hhd</stf:DocRefId>
<stf:CorrDocRefIld>KY20205GFI11065475dde888fgd544< /stf: CorrDocRefId>

<crs:MessageSpec»

<crs:SendingCompanyIN>FI188547</crs:SendingCompanyIl>
<crs:TransmittingCountry>KY</crs:TransmittingCountry>
<crs:ReceivingCountry>5G</crs:ReceivingCountry>»
<crs:MessageType»CRS</crs:MessageType>
<crs:MessageRefId>KY28205GFI100547F1801234567AB</crs :MessageRefId>
<crs:MessageTypeIndic>CRS7682</crs:MessageTypelndic>
<crs:ReportingPeriod»2828-12-31</crs:ReportingPeriod>
<crs:Timestamp>2822-01-14T11:23:16</crs: Timestamp>»

</crs:MessageSpec>
<crs:CrsBody>

<crs:ReportingFI>»
<crs:ResCountryCode>KY</crs:ResCountryCode>
<crs:IN issuedBy="KY">FI188547</crs:IN>
<crs:Name>Test Entity ABC</crs:Name>
<crs:Address legalAddressType="0ECD384">
<cfc:CountryCode>KY</cfc: CountryCode>
<cfc:AddressFix>
<cfc:Street»Elgin Avenue</cfc:Street»
<cfc:Buildingldentifier>GAB</cfc:Buildingldentifiers
<cfc:City>George Town</cfc:City>
</cfc:AddressFixs
</crs:Address>
<crs:DocSpecs
<stf:DocTypelndic>0ECD@</stf:DocTypelndic>
<stf:DocRefld>KY20205GFI100547F1123456789AB<« /st :DocRefId>
</crs:DocSpecy
</crs:ReportingFI>
<crs:ReportingGroup>
<crs:AccountReport>
<crs:DocSpecs»
<stf:DocTypelndic>0ECD2</stf:DocTypelndics>
<stf:DocRefId>KY20205GFI1080547h5dffnv</stf:DocRefId>

<stf:CorrDocRefld>KY20205GFI100547eds5fdgrgdd</stf:CorrDocRefId>

Deleting one or more account reports:
o The DocTypelndic for the Reporting Fl section must be set to OECDO.

o The DocRefld for the Reporting Fl element must be the same as the
DocRefld for the Reporting Fl element in the most recent CRS XML
Return submitted by the FI. No CorrDocRefld should be present.

o The DocTypelndic for each Account Report that is being deleted must
be set to OECD3.

o Each Account Report that is being deleted must have a CorrDocRefld.
This must be the same as the DocRefld for the Account Report which is
being deleted as used in the CRS XML Return where the account was
most recently reported.

o An example XML can be found on the left of this page.
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Correcting the Reporting Fl element:

o The DocTypelndic for the Reporting Fl section must be set to
OECD2.

o The Reporting Fl element must have a CorrDocRefld. This must be
the same as the DocRefld for the Reporting Fl element in the most
recent CRS XML Return submitted by the FI.

o No Account Reports should be resubmitted, unless these are
(also) being corrected or deleted.

o Anexample XML can be found on the right of this page.

<crs:MessageSpec>
<crs:SendingCompanyIN>FI108547</crs:SendingCompanyIN>
<crs:TransmittingCountry>KY</crs:TransmittingCountry>
<crs:ReceivingCountry»SG</crs:ReceivingCountry»
<crs:MessageType»CRS5</crs:MessageType>
<crs:MessageRefId>KY2020SGFI100547FI001234567AE</crs:MessageRefId>
<crs:MessageTypelndic>CRS782</crs:MessageTypelndic>
<crs:ReportingPeriod»>2028-12-31</crs:ReportingPeriod>
<crs:Timestamp»2022-81-14T11:23:16</crs: Timestamp>
<fcrs:MessageSpec>
<crs:CrsBody>
<crs:ReportingFI>
<crs:ResCountryCode»KY</crs:ResCountryCode>
<crs:IN issuedBy="KY">FI10@547</crs:IN>
<crs:Name>Test Entity ABC</crs:Name>
<crs:Address legalAddressType="0ECD3@5">»
<cfc:CountryCode>KY</cfc:CountryCode>
<cfc:AddressFix>
<cfc:Street>Elgin Avenue</cfc:Street>

<cfc:BuildingIdentifier»GAB</cfc:BuildingIdentifiers

<cfc:FloorIdentifiers»d</cfc:FloorIdentifiers>
<cfc:CityrGeorge Town</cfc:City>
«</cfc:AddressFix:>
</crs:Address>
<crs:DocSpec»
<stf:DocTypelndic>0ECD3</stf:DocTypelndic>
<stf:DocRefId>KY20205GFI100547FIqe8fvdb89dg«/stf:DocRefId>

<stf:CorrDocRefId>KY2020SGFI100547FL5Ff4ghhtd69< /stf:CorrDocRefId>

</crs:DocSpec>
</crs:ReportingFI»
<crs:ReportingGroup>»
<crs:AccountReport>
<crs:DocSpec>
<stf:DocTypelndic»>0ECD3</stf:DocTypelndic>

<stf:DocRefId>KY2028SGFI100547cclvBgdlrg«/stf:DocRefld>
<5tF:CorrDocReFId>KYZBZBSGFIiBBSd?SGFweddthyk/stF:CoerocReFId>

<crs:MessageSpec>
<crs:SendingCompanyIN>FI1808547</crs:SendingCompanyIN>
<crs:TransmittingCountry>KY</crs:TransmittingCountry>
<crs:ReceivingCountry>SG</crs:ReceivingCountry>
<crs:MessageType>CRS</crs:MessageType>
<crs:MessageRefId>KY28205GFI108547FIB01234567AD< /crs :MessageRefId>
<crs:MessageTypelndic>CRS782</crs:MessageTypelndics>
<crs:ReportingPeriod»>2020-12-31</crs:ReportingPeriod>
<crs:Timestamp>2022-81-14T11:23:16</crs: Timestamp>
</crs:MessageSpec>
<crs:CrsBody>
<crs:ReportingFI>
<crs:ResCountryCode>KY</crs:ResCountryCode>
<crs:IN issuedBy="KY">FI100547</crs:IN>
<crs:Name>Test Entity ABC</crs:Name:>
<crs:Address legalAddressType="0ECD3@5">
<cfc:CountryCode>KY</cfc:CountryCode>
<cfc:AddressFix>
<cfc:Street>Elgin Avenue</cfc:Street>
<cfc:BuildingIdentifier»>GAB</cfc:Buildingldentifier>
<cfc:Floorldentifiers»d«</cfc:FloorIdentifiers>
<cfc:City»George Town</cfc:City>
<fcfc:AddressFix>
</crs:Address>
<crs:DocSpecs>
<stf:DocTypelndic>0ECD2</stf:DocTypelndics>
<stf:DocRefId>KY20205GFI100547FI5f4ghhtd69</stf:DocRefId>
<stf:CorrDocRefId>KY20205GFI106547FI1123456789AB</stf:CorrDocRefId>
</crs:DocSpecs>
</crs:ReportingFI>
<crs:ReportingGroup»</crs:ReportingGroup>

Deleting the Reporting Fl element:

o The DocTypelndic for the Reporting Fl section must be set to
OECD3.

o The Reporting Fl element must have a CorrDocRefld. This must
be the same as the DocRefld for the Reporting Fl element in the
most recent CRS XML Return submitted by the FI.

o All Account Reports previously submitted (and not yet deleted)
in relation to the relevant Reportable Jurisdiction must also be
deleted.

o Each Account Report that is being deleted must have a
CorrDocRefld. This must be the same as the DocRefld for the
Account Report which is being deleted as used in the CRS XML
Return where the account was most recently reported.

o An example XML can be found on the left of this page.
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DITC Portal CRS Validation Rules

XML Generator Cell Ref |XML Generator Cell Name

CRS XML Schema Element Name/Page #

DITC Portal Specific Validations

R ing Fl Inf )
c2 Flnumber* g’zgdz'”gc"mpa”y"\‘ Flnumber issued by the DITC Portal
C5 Message type indicator* g/l;zzageTypelndlc Value must be CRS701 or CRS702
Reporting period end date* ReportingPeriod _
C6 YYYY) p.235 Format = YYYY-MM-DD
c7 Unique message identifier N/A N/A
(8 or more characters)
cs Message reference MessageReflD Suggested format =
(Autogenerated from C7) p.234 TransmittingCountryCodeReportingYearReceivingCountryCodeF INumberUniqueNumbersLetters
Name* Name
c10 (Reporting FI Name) p.235 Ensure an exact match to the DITC Portal
C11 Receiving Country* EzgzlwngCountry Only select Cayman Islands if reporting an undocumented account
Identification number IN )
Cc12 (Autogenerated from C2) p.243 This should be the FI Number
} . IN
c13 Reporting Fltax residence issued by Must be KY
(Autogenerated from C2)
p.243
AddressType
Type
C14 (Legal Address Type) legalAddressType
p.240
* CountryCode
C15 Country p.239
C16 Country subentity (state or Territory) ;:g:qtrySubenﬂty
Street
c17 Street p.240
P . Buildingldentifier
Cc18 Building identifier p.240
L . Suiteldentifier
c19 Suite identifier p. 240
. " Floorldentifier
C20 Floor identifier p.240
POB
C21 Post office box 0241
PostCode
C22 Post code p.241
- City
Cc23 City’ p.241
The DITC Portal only permits the following values:
DocTypelndic -OECD1 - New Data
C24 Document type* 253yp - OECD2 - Corrected Data
P - OECD3 - Deletion of Data
- OECDO - Resent Data
Unique document identifier*
€25 (up to 10 Characters) bR NA
c26 Document reference DocReflD Format =
(Autogenerated from C25) p.254 TransmittingCountryCodeReportingYearReceivingCountryCodeF INumberUniqueNumbersLetters
co7 Corrected document reference identifier CorrDocReflD Only L-ISed when z_:orrectlng or deleting a previously submitted report. Must match a previously
p.254 submitted return in the Portal
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XML Generator Cell Ref

XML Generator Cell Name

CRS XML Schema Element Name/Page #

DITC Portal Specific Validations

Individual Account Report
A2 Account number* PN e
p.245
AccountNumber
B2 Account number type AcctNumberType
p.246
AccountNumber
Cc2 Closed Account ClosedAccount Value must be either "true" or "false"
p.246
NamePerson_Type
D2 Name type xnINameType OECD201 not accepted
p.237
) Title
E2 Title p.238
FirstName
F2 First name* xnINameType
p.238
" MiddleName
G2 Middle name p.238
LastName
H2 Last name* xnINameType
p.239
12 Generation identifier eehoicpdertitey
p.239
Suffix
J2 Suffix p.239
GeneralSuffix
K2 General suffix p.239
L2 Tax Residence* ResColntvEode
p.236
. . TIN
M2 Identification number p.237
TIN
N2 TIN Issued By issuedBy
p.237
AddressType
02 Address Type p.240
" CountryCode
P2 Country p.239
. CountrySubentity
Q2 Country subentity p.241
Street
R2 Street p.240
A . Buildingldentifier
S2 Building identifier p.240
L " Suiteldentifier
T2 Suite identifier p. 240
- Floorldentifier
u2 Floor identifier p.240
o DistrictName
V2 District name p.240
POB
W2 Post office box p.241
PostCode
X2 Post code p.241
- City
2 City p.241
. BirthDate _ .
22 Birth Date p.241 Format = YYYY-MM-DD. Must not be prior to 1900 and not after the current year
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XML Generator Cell Ref XML Generator Cell Name CRS XML Schema Element Name/Page # DITC Portal Specific Validations
Individual A R
AA2 Account balance* S(;%c:)untBalance Must not be less than zero
AccountBalance
AB2 Currency* currCode
p.250
L PaymentAmnt
AC2 Dividend p.252
PaymentAmnt
AD2 Currency currCode
p.252
PaymentAmnt
AE2 Interest 0.252
PaymentAmnt
AF2 Currency currCode
p.252
PaymentAmnt
AG2 Gross proceeds 0.252
PaymentAmnt
AH2 Currency currCode
p.252
PaymentAmnt
A2 Other payment 0.252
PaymentAmnt
AJ2 Currency currCode
p.252
The DITC Portal only permits the following values:
. DocTypelndic - OECD1 - New Data
AK2 Document type p.253 -OECD2 - Corrected Data
- OECDS3 - Deletion of Data
Unique identifier*
AL2 (up to 10 Characters) AL N/A
AM2 Document reference DocRefID Format =
(Autogenerated from AL2) p.254 TransmittingCountryCodeReporting YearReceivingCountryCodeF INumberUniqueNumbersLetters
AN2 Corrected document reference CorrDocRefID Only gsed when (l:orrectmg or deleting a previously submitted report. Must match a previously
p.254 submitted return in the Portal
XML Generator Cell Ref XML Generator Cell Name CRS XML Schema Element Name/Page # DITC Portal Specific Validations
0 isation A R
A3 Account Number* LTI 1o LF
p.245
AccountNumber
B3 Account number type AcctNumberType
p.246
AccountNumber
C3 Closed Account ClosedAccount Value must be either "true" or "false"
p.246
" AcctHolderType
D3 Account holder type 0.247
NamePerson_Type
E3 Name type 0.244
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XML Generator Cell Ref

XML Generator Cell Name

CRS XML Schema Element Name/Page #

DITC Portal Specific Validations

F3

Name*

Name
nameType
p.244

G3

Tax Residence*

ResCountryCode
p.243

H3

Identification number

IN
p.243

TIN Issued By

IN
issuedBy, IN Type
p.243

J3

Address Type

AdressType
p.240

K3

Country*

CountryCode
p.243

L3

Country subentity

CountrySubentity
p.241

M3

Street

Street
p.240

N3

Building identifier

Buildingldentifier
p.240

03

Suite identifier

Suiteldentifier
p. 240

P3

Floor identifier

Floorldentifier
p.240

Q3

District name

DistrictName
p.240

R3

Post office box

POB
p.241

S3

Post code

PostCode
p.241

T3

City*

City
p.241

u3

Name type

NamePerson_Type
NameType
p.237

OECD201 not accepted

V3

Title

Title
p.238

W3

First name*

FirstName
xniINameType
p.238

X3

Middle name

MiddleName
xniINameType
p.238

Y3

Last name*

LastName
xniINameType
p.239

Z3

Generation identifier

Generationldentifier
p.239

AA3

Suffix

Suffix
p.239

AB3

General suffix

GeneralSuffix
p.239

36|Page


https://www.oecd.org/tax/automatic-exchange/common-reporting-standard/schema-and-user-guide/

XML Generator Cell Ref

XML Generator Cell Name

CRS XML Schema Element Name/Page #

DITC Portal Specific Validations

AC3 Controlling person Type e
p.248
AD3 Tax Residence* e otibECde
p.236
e TIN
AE3 Identification number p.237
TIN
AF3 TIN Issued By issuedBy
p.237
AddressType
AG3 Address Type 0.240
N CountryCode
AH3 Country p.239
. CountrySubentity
Al3 Country subentity p.241
. BirthDate _ :
AR3 Birth Date p.241 Format = YYYY-MM-DD. Must not be prior to 1900 and not after the current year.
" AccountBalance
AS3 Account balance 0.250 Must not be less than zero
AccountBalance
AT3 Currency* currCode
p.250
. PaymentAmnt
AU3 Dividend p.252
PaymentAmnt
AV3 Currency currCode
p.252
PaymentAmnt
AW3 Interest p.252
PaymentAmnt
AX3 Currency currCode
p.252
PaymentAmnt
AY3 Gross proceeds p.252
PaymentAmnt
AZ3 Currency currCode
p.252
PaymentAmnt
BA3 Other payment p.252
PaymentAmnt
BB3 Currency currCode
p.252
The DITC Portal only permits the following values:
" DocTypelndic - OECD1 - New Data
BC3 Document type p.253 - OECD2 - Corrected Data
- OECD3 - Deletion of Data
Unique Identifier*
BD3 (up to 10 Characters) Az NIA
BE3 Document reference DocRefID Format =
(Autogenerated from BD3) p.254 TransmittingCountryCodeReportingYearReceivingCountryCodeF INumberUniqueNumbersLetters
BF3 Corrected document reference CorrDocRefID Only L‘Jsed when gorrectlng or deleting a previously submitted report. Must match a previously
p.254 submitted return in the Portal
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CRS Filing Declaration

Reporting page > Framework = CRS > Reporting Type = CRS Filing Declaration > Create

Every CRFl and every Trustee Documented Trust, MUST submit a CRS Filing Declaration in order to complete its CRS reporting obligations in respect of the relevant calendar
year. This is the final step which the CRFI must take after submitting all other necessary CRS Receiving Country Returns by XML Upload for that calendar year.

The CRS Filing Declaration generated displays the number of Reportable Accounts the CFI has reported on for each Reportable Jurisdiction. Reportable Accounts in the case
of the Cayman Islands refers to Undocumented Accounts.

o Select the Reporting Year from the drop down menu. Reporting Year *
o Click Download and view the list of FIs in Excel.
GR No. Fl Mo. Entity Mame
A | B e —
1 |Entity Mame
2 |Test Entity AAA
3 |Test Entity BEBB o To generate the Filing Declaration for all Fls: save as a CSV file to your computer with all of the Fls listed.
4 |5PTestFI
s | TDT Test o To generate the Filing Declaration for some Fls: delete the relevant Fls and save as a CSV file to your computer
i with only the Flis listed that you would like to generate the report
& | Test Entity GHI

o Click Choose File and select the CSV file you have saved on your computer and click Upload.

CSV File ™
Download | Choose File | FpDecTest3.csv

o The list of FIs will appear on the screen - review this list:
o Ifincorrect, use the trashcan function to remove Fls

w Select Financial Institutions
GR No. Fl No. Fl Name

CRO022€ FI018174

F1100539 SP Test FI

F1100535 TDT Test
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o When correct, click Generate Report to review the list of reportable accounts submitted.

\

v

[#5]

Save allows you to return to the \

ave Generate Report Download Report m

N

z
Declaration at a later date. / l
Note that until it is submitted CRS reporting
obligations are not considered at complete. Download the report in a CSV
format to review the reporting
submitted for each FI.

Note; you cannot download this
once the Declaration is submitted.

o Download and save the report then carefully review the list of reportable accounts submitted;

\ Submits the CRS Filing Declaration

and confirms CRS reporting is
complete for the Fls listed.

o Ifincorrect; use the trashcan function to remove Fls from the list (see above) then click Generate Report again to update the list of reportable accounts

submitted - once correct click Save (to return later) or Submit.

o If reporting is missing, return to the Reporting page to submit this and recreate the CRS Filing Declaration once complete.
Note; it is the Fls responsibility to ensure that the reporting obligations (including any remediation of errors) is complete for each reporting period.

o If correct; read and agree to the declaration and either click Save (to return later) or Submit.

Number of Fls included

Receiving countries ——UJ_ """ ithin th ¢
within the repor

£ Entity £ Reportable Accounts

-

Number of accounts
submitted per receiving
country
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CRS Compliance Form (smart form)

Reporting page > Framework = CRS > Reporting Type = CRS Compliance Form (smart form) > Create

This form can be submitted by a Principal Point of Contact and Secondary User. It must be completed annually by all FIs with CRS reporting obligations. Fls that do not have
CRS reporting obligations are not required to submit CRS Compliance Forms. The form should be completed as at the end of the relevant reporting period and is required to
be filed each year for the same period as the CRS return.

For an overview of all sections and data points refer to the CRS Guidelines. For instructions on how to upload this form in bulk by CSV click here.

CRS - Compliance Form (smart form)

Mandatory fields are marked with an *

Section 1: Financial Institution Information

o Select the FI Name from the drop down menu and click Validate Information. Financial Institution Information
o The Portal will populate the FI Number.

A 4

= Validate information

Fl Name *

TEST Entity ABC

Fl Number
F1100547
o Select the Reporting Period. Reporting Period *
> 2019 -
X i Lo X Is the FI Licensed or Registered with CIMA *
o Select whether the reporting Fl (or in the case of a TDT the trustee) is licenced with CIMA. vES .
o Where YES., insert the ClMA Number . . . Insert CIMA Number (option to add more than one number, separate with "+") *
Note; section 3 does not apply when a valid CIMA number is provided. NP number]
Is the FI Licensed or Registered with CIMA *
o  Where not licenced with CIMA, select from the options provided. e B LY <

Please confirm the nature of the Fl's business (i.e. if not regulated by CIMA) *

o Certain Fls are not required to be licensed or registered with CIMA. I .
The list of options provided as a response are taken from the list of Pension Fund
non-fund arrangements outlined in the Private Funds Law. SeculEalon Speckl Fuipose VEncies

Debt Issues and Debt Issuing Vehicles

Schemes involving the issue of certificates representing investments
H : “« ” . p

o When reporting a trust select Other and write “Trust”. Structured Finance Veicles

Preferred Equity Financing Vehicles

A fund of whose investment interests are listed on a stock exchange (including an over-the-counter-market) specified by the Authority by nofice in the Gazette

Occupational and personal pension schemes

Sovereign wealth funds

Single family offices Is the FI Licensed or Registered with CIMA (For a TDT include details for the Trustee) *
4 Other
Q NO v

Please confirm the nature of the F1's business (i.e. if not regulated by CIMA) *

Other

Pleaze provide explanation *

Trust
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Section 2: Financial Account Data

Fl's should complete this section using the same rules as are outlined in the CRS Regulations, for example,

joint accounts should be counted as two separate accounts. The currency used to complete this form should be the
same as that used in the CRS report. Where multiple
Financial Account Data currencies are used, Fls should use the currency most
Confirm currency used to complete this section * frequently used.
o Select the currency. > usD - /

Net Asset Value in the case of an invesiment fund) *

onfinm the total value of the

o Confirm the total value of the FIs Financial Accounts.

Does the FI have any non reportable accounts for the reporting period *

o Select whether the Fl has non reportable accounts. ol

w

[
;
i
NC

Existence, number or value of non-reportabl

o If Yes, confirm the reason why from the selection provided.
o The terms used in this question are those as defined in

ts is unknown

Does the FI have any non repertable accounts for the reporting period *

Section VIII Part D of the CRS Regulations.

o Provide further classification details of the financial
account(s) where the account holder and all controlling
persons are not reportable jurisdiction persons.

o If No, or existence is unknown move on to the next section.

YES -

nfirm the reason the account(s) are consid to be non reportable *

here the account holder is not a Reportable Person but is a Reportable Jurisdiction Person (e.g. Fl resident in Canada)

Financial account{s) wi

here the account holder and all controlling persons are not Reportable Jurisdiction Persons (e.g. all resident in the Cayman Islands

Financial account(s) wi

Both

Section 3: AML/KYC and Accounting AML/KYC and Accounting

Does the FI have audited financial statements

If a CIMA number was provided this section will be hidden on the smartform.

-
m
oW

o  Confirm if the Fl has audited financial statements.
o If No, confirm which entity carries out the AML/KYC obligations.

Which entity carries out the AML/KYC obligations *

|| 1| -

o If Other, provide the location of the entity/service provider.

Other Location of entity / service provider *

o Location provided should reflect the location of where the -
work is actually performed.
Are the AML/CFT obligations performed in accordance with Cayman Islands law *
[ I
o Then confirm if the AML/KYC obligations were performed in vee
accordance with Cayman Islands law. e { NO Are the AML/CFT obligations performed in accordance with Cayman Islands law *

NO -

which jurisdiction’s laws are applied in the performance of AML/CFT obligations *
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Section 4: CRS Process

CRS Process

Which entity reviews account holder infermation and drafts the

reportable accounts list for rev gement of the FI *

o  Select which entity reviews the account holder information and drafts the || -
reportable accounts list.
o If Other, provide the name of the entity and the location. Name of entity / service provider *
o Location provided should reflect the location of where the work is Service Provider
actually performed. Location of entity / service provider *
o Confirm whether the Fl has established and maintained written > ‘ | =
policies and procedures which comply with the Fl's obligations

under the Cayman Islands CRS Regulations.

!

v

-
m
42

Please confirm the Fl has established and maintained written policies and procedures which comply with the FI's obligations under the Cayman Islands CRS Regulations *

CRS Regulations in relation to self-ceriifications *

confirm the FI has implemented and complied with its said written policies and procedures *

he CRS Regulations in relation to self-cerifications *

Please confirm the FI has complied with Reg. 7(3) of t

-
m
oW

e Form to the Tax

he CRS Regulations in relation to self-cert

fications *

nformation Authority (TIA), the Cayman Financial Institution (CFI):

o Read and agree to the Declaration and either click Save (to return later) or Submit the CRS Compliance Form to the DITC.

o For an overview of all sections and data points refer to the CRS Guidelines.
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Retrieving a saved CRS Compliance Form (smart form)
Reporting page

To return to a previously saved CRS Compliance Form (smart form) navigate to the Reporting page.

Step 1: Click the arrow next to the form you’d like to retrieve.

Note: Only the user who saved the form can retrieve that specific form.

Reporting

Forms & Returns
I i|| Reporting Typ - i

GR # Fl# CbC # Entity Ref # Reporting Type Reporting Pericd End Status Last Modified
TEST Entity ABC CC00015445 CRS - Compliance Form (smart form) 2020-12-31 FErTEE 13-Aug-2021 08:57 @ 0]

FI100547

Note: It can take up to 10 minutes (depending on the
volume of traffic on the Portal) for the form to be retrieved.

Once the arrow disappears the form is ready.

Step 2: Once the arrow has disappeared click on the blue wording to access the saved data.

y Reporting Pericd End Status Last Modified

GR # Fl # ChC # Entity Ref # Repaorting Type A
FI100547 TEST Entity ABC CC00015449 ( CRS—C:}mpIianc&@ 2020-12-31 s 13-Aug-2021 09:57 &

Step 3: You can now edit/complete the form and submit or resave.

Click here to view instructions on how to edit a submitted CRS Compliance Form before the submission deadline.
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View/Edit/Delete a submitted CRS Compliance Form (smart form) before the deadline

A submitted CRS Compliance Form (smart form) can be viewed at anv time, but it can be edited/deleted only up until the 15 September deadline for that reporting period.

To view/edit delete a CRS Compliance Form (smart form) that you submitted, the following steps are completed on the ‘Reporting’ Page.

As a PPoC to view/edit delete a CRS Compliance Form (smart form) that your Secondary User submitted, the following steps are completed on the ‘View Activity’ Page.

To view a submitted CRS Compliance Form (smart form), click on the arrow on the right side of the page.
Note: It can take up to 10 minutes (depending on the volume of traffic on the Portal) for the form to be retrieved.

Once the arrow disappears click on the blue wording to view the submitted form (you also have the option here to delete/edit the form).
Note: the form will be available to view for four hours. After this time, you can longer view the form and the process must be started again.

GR# Fl # ChC # Entity Ref # Reporting Type Reporting Period End Status Last Modified |

FI100547 TEST Entity ABC CC00015878 CRS - Compliance Form (smart form) 2021-12-31 Submitted 27-Sep-2021 09:14 @

To edit/delete a submitted CRS Compliance Form (smart form), click on the blue wording.

» Search

GR # Fl # CbhC # Entity Ref # Reporting Type Reporting Period End Status Last Modified
FI100547 TEST Entity ABC CC00015878 CRS - Compliance Form (smart form) 2021-12-31 Submitted 27-Sep-2021 09:14 -

Then click the edit/delete button on the summary page.

The submitted form will then be reverted to a status of ‘incomplete’. Note: this is now no longer a submitted CRS Compliance Form.

- To edit, click on the blue wording and make any amendments required and resubmit the form.
- To delete, click on the trashcan icon

v

Fl# ChCc#  Entity Ref# Reporting Type Reporting Period End status Last Modified

FI100547 TEST Entity ABC CCO00015878 CRS - Compliance Form (smart form) 2021-12-31 Incomplete 27-Sep-2021 09:19
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CRS Compliance Form (bulk upload by CSV)

Reporting page > Framework = CRS > Reporting Type = CRS Compliance Form (bulk upload by CSV) > Create

This form can be submitted by a Principal Point of Contact and Secondary User via a smartform or in bulk by uploading a CSV file. It must be completed annually by all FIs with
CRS reporting obligations. Fls that do not have CRS reporting obligations are not required to submit CRS Compliance Forms. The form should be completed as at the end of the
relevant reporting period and is required to be filed each year for the same period as the CRS return. For an overview of all sections and data points refer to the CRS Guidelines.

Note: The bulk upload template is suited to Users who have access to a large number of Fls. Users with fewer FIs may find it easier to use the smartform. A maximum of 2,000

FIs can be included per upload.

o Download the template in either Excel or CSV format from the Portal or our website.
o Complete all columns, leaving no blanks cells or empty rows. Please refer to the Excel template for instructions on each question.
Note: the file must be saved and submitted to the Portal as a CSV file.
A E C D E F G H 1 K L M N a P Q
Financial Other-
Is the Fl Licensed Confirm Provide details of the Financial Financial Institutio Total Tl
or Registered currency Total financial account(s) where Institution-  Institution- n-Value number \
with CIMA (For a usedto  value of Confirm why the Reason(s) for the account holder isnota Total number Total value and/or of Non- N
TDT include Nature of Provide complete FI's Flhasnon existence, number or non reportable Reportable Person butisa of Non- of Non- number Reportab H
Fl Reporting details for the CIMA the FI's  explanati this Financial reportable value of Non Reportable  Financial Reportable Jurisdiction Reportable Reportable of Mon- le |
FI Name MNumber period Trustee) Number business on section  Accounts accounts  Accounts is unknown Accounts Person Accounts Accounts Reportab Accounts A
2 |TEST Entity ABC FI100547 2019 No nfa 3 nfa UsD 5000000 Yes nfa 1Fl 5 100000 n/fa n/a
3 |TEST Entity 123 FI100548 2019 Yes 22222 nfa nfa GBP 200000 No nfa n/a nfa nfa n/a n/a nfa
o  Once the file is prepared, select the Reporting Year (ensure the same | . .
eporting Year
year is included within the file). » || z0 B
CSV File *
o Click Browse and upload the CSV file. P | [Bromse...] lo fie selectsa.
. . Declaration
o Read and CIICk I agree to accept the DeCIaratlon' By submitting this CRS Compliance Form to the Tax Information Authority (TI4), the Cayman Financial Institution (CFI):
(a) Confirms that all information in this CRS Compliance Declaration is accurate; and
. . . . (b} Acknowledges that there are sanctions for providing inaccurate information to the TIA and for contravention of the CFI's compliance and due diligence obligations.
o  Click Submit Now to submit the CRS Compliance Form to the DITC.
lagree *
o The Portal will then validate the data you have included within the CSV file. This may take a few minutes but can be longer depending on the file size and the volume of
traffic on the Portal.
o Ifthe CSVfile is free from validation errors it will be displayed with the status of Submitted. Submitted
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Correcting a CRS Compliance Form Bulk Upload Validation Error

o Ifthe CSV file includes validation errors you will see a status of Submission failed.

o  Click on the blue wording to view the errors.

Ref # Reporting Type Reporting Period End Status Last Modified
4

c4T4 = i 2019-12-3 O_Aug-2072 2-5E
CCBOD1547 CRS - Compliance Form (bulk upload by CSW) 2019-12-31 Submission failed 19-Aug-2021 13:55 - o]

o Scroll to the bottom of the page and click on the red

exclamation icon to view the error. Error FI No. Entity Hame
> o FI100547 TEST Entity ABC
o The error, including the FI number and affected cell reference will ]
Error Fl Ho. Entity Hame
be shown.
™ El1NNRAT TEST Entite ARC
x
Message

Error in cell <2G=: The "explanation” must be provided where "Mature of the FI's business” is "Orther”.

Emrer in cell <2H=: Cumrency code [US] is not valid.

o Correct the CSV file and re-upload the CSV file to the Portal.
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View/Edit/Delete a submitted CRS Compliance Form (bulk upload) before the deadline

Reporting page

A submitted CRS Compliance Form (bulk upload) can be viewed at any time, but it can be edited/deleted only up until the 15 September deadline for that reporting period

Note: Only the user who submitted the form can view/edit/delete the bulk upload form. Please contact the DITC Portal Team if the user who submitted the form is no
longer an assigned user for that FI.

To view a submitted CRS Compliance Form (bulk upload), click on the arrow on the right side of the page.

Reporting

Forms & Returns

Framework - i
» Search

Reporting Type

AR Create

GR# Fl# ChbC#  Entity Ref # Reporting Type

Reporting Period End Status
FI100547

Last Modified
TEST Entity ABC

CRS - Compliance Form (bulk upload by CSV) 2010-12-31 — 02-8ep-2021 13:36 @

Note: It can take up to 10 minutes (depending on the
volume of traffic on the Portal) for the form to be retrieved.

CCBO015573

When the arrow has disappeared from view click on the blue wording, which will open the submission page.

Here you can either choose to download what you submitted, or edit/delete the submission. If you do not wish to delete/edit the form simply navigate away from the page.

Delete/Edit i Download CSVY File

Note: If you choose to delete/edit the form, it will no longer be considered as submitted for any of the Fls included within the bulk upload file.
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CRS Compliance File Upload Form

Reporting page > Framework = CRS > Reporting Type = CRS Compliance File Upload Form > Create

This form can be submitted by a Principal Point of Contact and Secondary User. It is used to upload documents based on a CRS Compliance request from the DITC. The
Compliance File Upload Form can only be submitted if the DITC has requested information from the FI.

Note: An FI Name will only be listed where the DITC has requested information. If a request has been received and the FI Name/Compliance Reference Code is not listed on

the form contact DITC.CRSCompliance@gov.ky

o Select the FI Name from the drop down menu and click Validate

information.
o The Portal will populate the FI Number.

o Select the Compliance Reference Code as cited in the communication
received from the DITC.

v

A 4

o Upload the requested file(s) in either Excel or PDF format:

o A maximum of 10 files can be uploaded per form in either PDF
or Excel and each file must be 10MB or under.

o Multiple forms can be submitted where required.

o Files uploaded cannot be accessed once the form is submitted,
so ensure a record of the uploaded files is kept

o Check the uploaded documents are correct.
o Submitted forms cannot be edited/deleted

o Read and accept the declaration and click "Submit" to submit the form.

Financial Institution Information

Fl Mame *

TEST Enfity 123

FI Mumber
FI100541

Compliance Reference Code *

CRS2Z3TESTO0M u

Upload File{s) Here Previously Uploaded File(s)

Choose File | TEST_PDF pdf

' Choose File | TEST_Excel xsx

Mo file chosen
Mo file chosen
Mo file chosen
Mo file chosen
Mo file chosen
Mo file chosen
Mo file chosen

Note: Ensure the information is uploaded under the
correct FI Name and Compliance Reference Code. If
incorrect files are uploaded the DITC may reject the
submission and revert the form to a status of 'Action
Required'.

If this occurs all files uploaded on that form must be re-
submitted and the DITC will not consider the request
completed.

Choose File | Mo file chosen

Declaration
By submitling this Compliance File Upload Form fo the Tax Informafion Authority (TIA), the Cayman Financial Insfitution (CFI)
a) Confirms that all infermation in this Compliance File Upload Form is accurate; and

b} Acknowledges that there are sanctions for providing inaccurate information to the TlA

| agree *
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o Once the form(s) is in a status of ‘submitted’ and the FI has uploaded all of the requested information confirmation can be sent via email to the CRS Compliance
Team on DITC.CRSCompliance@gov.ky

Reporting

Forms & Returns

work = |[i]| Reporting Type M i

GR # Fl # CbC#  Entity Ref # Reporting Type Reporting Period End Status Submit Date Lazt Medified

FI100541 TEST Entity 123 CUF00138599 Compliance File Upload Form ; 20-Mar-2023 11:42 20-Mar-2023 11:43
Submitted

o The DITC will then review the information uploaded and will contact the PPoC via email accordingly.

o If the information uploaded is deemed by the DITC as being incorrect (or where the User has contacted DITC to report incorrect information uploaded) the DITC
will revert the form into a status of ‘Action Required’.

o When this occurs all information uploaded to the DITC Portal on that form will be deleted and the DITC no longer has access to this information.

o The User can choose to either delete the record of the form using the trashcan icon and re-upload a new form (if required).
o Orthe User can click on the blue wording and re-upload replacement files.

Note: all files uploaded on the initial form must be re-submitted and the Fl is responsible for ensuring all required files are uploaded.

Reporting

Forms & Returns

GR# Fl # CbC# Entity Ref # Reporting Type Reporting Period End Status Submit Date Last Modified

FI100541 TEST Entity 123 CUF0018599 Compliance File Upload Form . . 28-Mar-2023 11:42 20-Mar-2023 11:44
Action Required
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FATCA XML Generator Tool

FATCA Returns must be submitted to the Portal in XML format. The FATCA XML
Generator Tool allows Users with 50 accounts or less to input information into an Excel
spreadsheet which will then convert the data into an XML file.

Downloading the XML Generator Tool:

o

The Tool is downloaded from the FATCA XML Upload Page on the Portal.
Always refer to our published version to ensure you have the most recent
document.

o This tool is not compatible for MAC users.

Macros must be enabled for the tool to function correctly.

Read this guide in conjunction with the IRS issued FATCA XML Schema and the
FATCA legislation and resources issued by the DITC.

Completing the XML Generator Tool:

o

Save the XML Generator Tool to your computer to prevent losing your work.
Ensure all of the required information is included within the three tabs (where
needed)

o Reporting information

o Individual account

o Organisation accounts

The XML is generated when you click Generate Return on the fifth tab

>> CLEAR FORM <<

Report information
Corrected message identifier
Reporting period end date™
Message reference

2019-12-31

(000000.00000.TA.136.CBCO1C8C-60B1-4001-B270-BC54A642626F
Reporting financial institution

ABC Fund Ltd.

1TEST2.99999.5L.136

Fl0o001
OECD303 - Business
KY - Cayman Islands

Name*®

Tax identification number [GIIN)*

Fl number

Type

Country*

Country subentity (state or territory)
Street

District

Building identifier

Suite identifier

Elgin Ave

Floor identifier

Post office box

Post code KY1

City* George Town

Filer category* FATCAG02

Document type* FATCAL - New data

Document reference 1TEST2.99995.5L.136.E670B5BF-DE65-42E8-AS57-4BE70DI0CADC
Corrected message identifier

Corrected document reference identifier

Nil report
Nil report* This is not a nil report
Document reference
Corrected message identifier

Corrected document reference identifier

Sponsor
Name
Name type

Country of residence

Tax identification number (GIIN or TIN)
Fl number

Type

Country

Country subentity (state or territory)

Instructions Individual accounts Qrganisation accounts Generate return (O]

Report information

Save the XML to your computer, submit this via the Portal. See FATCA Return Upload Page for assistance.
If you do not yet have Tax Identification Number (TIN) for an entity or individual account please see Question 6 of the IRS FAQs for acceptable TIN placeholder

codes to be used.

B C E F G H

J K M [e] P

Account details Name Account holder details Address
P Account number* Account number type Account Closed Title First name* Middle name Last name* Generation identifier Suffix  General suffix |Tax identification number |Address Type Country*
123456 OECD605 - Other False John Smith US - United States

Generate FATCA return

Step one: Click the button above to generate your FATCA return in
XML format.
Step two: Save the XML return to your computer.
Step three: Upload the XML to the DITC Portal.
2 |Refer to the Instructions tab for further information
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FATCA XML Return Upload

Reporting page > Framework = FATCA > Reporting Type = XML Return Upload > Create

FATCA Returns can only be submitted to the DITC in an XML file format. Both a PPoC and a Secondary User can upload a FATCA XML Return.

An XML file can include one or more Fls.

If you would like to use our XML Generator Tool (for a maximum of 50 accounts), to help create an XML file you can download the Excel template from the Portal. Macros
must be enabled for the Tool to function correctly. Click here to view a more in-depth explanation of how to use this tool.
To submit a FATCA Return:

Step 2:

Step 1: Upload the XML file and click Validate Information. Max file size 150mb.

The system will validate that you have permission to submit returns for
the FI(s) included within the XML file.

Select the Reporting Year.

FATCA - XML Return U pload €Return to Previous
Mandatory fields are marked with an * vl
Framework Reporting Year * XML File *
FATCA 2019 -
A
Error Message Type Message Ref Id Corr Message Ref Id Timestamp
FATCA 000000.00000.TA 136 B68BI5SBC-336A-4A92-9B0F-356F70647CD0 2020-10-13 08:33:35
~ FlList
Error Doc Type Indic Doc Ref Id GIIN FI Name
New Data 1TEST2.99999.5L.136.09876554334556 1TEST2.99999.5L.13 ABC Fund Ltd.

Step 3:
Once validated click Submit Now.

o The Portal will then validate the data you have included within the return. This may take a few minutes

but can be longer depending on the file size and the volume of traffic on the Portal. Pending

A 4

Submitted

\ 4

o Ifthe return is free from validation errors it will be displayed with the status of Submitted.

o Ifthe return includes invalid data you will see Submission failed.

o Refer to Correcting a FATCA validation error for assistance. Submission failed

v
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Correcting a FATCA Validation Error
Reporting page > Click Reporting Type

A FATCA XML Return must always comply with the DITC Portal’s validation rules. Understanding the rules will help avoid errors when submitting a FATCA XML Return to the
DITC Portal. It is recommended you review these FATCA business rules before preparing and submitting your FATCA XML Returns.

If your return is in a status of Submission failed:

o You can either correct the XML and re-upload or delete the attempted submission by returning to the reporting screen and using the trashcan icon.

o To correct: Click the Reporting Type of the failed return.

T~

i X
FRO0003605 FATCA - XML Return Upload 2019-12-31 06-0ct-2020 15:45 W
Submission failed

FRO0D0D2722 FATCA - XML Return Upload 2019-12-31 Submitted 30-5ep-2020 08:55
. . Error Message Type Message Ref Id Corr Message Ref Id Timestamp
o The error message will be displayed on screen
FATCA 000000.00000 TA_136.3146F 63A-4D25-4349-8F0C-15BDIGAOFC79 2020-10-06 10:07-01

and will explain what needs to be corrected.

Error Doc Type Indic Doc Ref Id GIIN Fl Name
. . . New Data NJT3DZ.99999.SL. 136 EDF25C65-92E3-4642-990F-CAS51C6C3612 NJT3DZ.99999.SL.136 Munsun Assets Management Ltd
o Click on the red error icon to review the error. °
o~ Fan LLFAAR AL IR A NAT 4 IR ARAS T 4L
x
Code Message
>
»
EATCAO13 The Document Reference 1D 17g572.99999.51.136.EDF45674433 1S Not unique.
Plaase use the format below and ensure the Unigue Mumber/Letters have not been used on a previous return.

If your return is in a status of submitted, but you need to edit/delete: o  Click the Reporting Type of the return you would like to edit from the
Reporting Year L e Reporting page.
2019 i
o Click the Delete/Edit button.
Message Ref Id Corr Message Ref ld o This may take a few moments, but the system will revert the return
000000.00000.TA_136.DC062981-A124-4731-930E-67C094 1C89A0 from Subm|tted to a status Of |ncomp|ete.
TR o You can now either upload a different XML, or delete the return from
Doc Ref Id GIIN the Reporting page.
Note; this function is only available up to the reporting deadline of any
given year.
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Correcting a FATCA Error indicated by the IRS

Reporting page > Click Reporting Type

After the FATCA XML Return has been transmitted to the United States Internal Revenue Service (“IRS”), the IRS checks the data and sends a notification to the DITC Portal.
This notification is then processed by the DITC Portal leading to one of the two following scenarios:

To see information about the error: Ref # Reporting Type Reporting Period End Status

(@]

1. No errors were identified by the IRS. In this case the status of the FATCA XML Return will change from “Submitted” to “Processed”. No further action is required.

2. Errors were identified by the IRS. In this case the User who submitted the XML will receive an email notifying them of the fact that the FATCA XML Return contains
one or more errors as indicated by the IRS. The status of the FATCA XML Return will change from “Submitted” to “Processed — correction required”. The Fl now has
120 days to correct the error.

FRO0015237 o FATCA - XML Return Upload 2019-12-31
»

Processed — correction required

Click on the FATCA XML Return
under the Reporting tab.

Error Message Type Message Ref Id Corr Message Ref Id Timestamp

FATCA XXXXX 99999 SL136.06726051-c5d9-47f4-8dfc-ale67c5ef342 2020-12-03 03:231

Then click on the red icon with
white exclamation mark.

Error Doc Type Indic Doc Ref Id Corr Doc Ref Id GIIN Corr Return Ref # Fl Name

o New Data p:o.0.0.0.¢4 .SLI36f36fdf38-1c57-4€24-05 XXXXX 999995L136 TEST ENTITY ABC
7c-5fe0df b6

A box will pop up with information

about the error. \

Code Message

8007 ACCOUNT_REPORT with DocReflD XXX 99998 SL136.cf5b0210-e3dd-46c0-a03a-ed84fdSecOc] contains an error that must be corrected within 120 days:

Note: if you are not the User who submitted the XML you can view errors on the Entity Profile Page

Understanding the error and determining the action to be taken:

o

The error information consists of a code and a message. The error code refers to codes allocated by the IRS, and a list with descriptions of all possible error codes can
be found in the table on pages 40-43 of Publication 5189 of the IRS. The action required by the Fl to correct the error is then as described in the column “Remedial
Actions” of that table.

In relation to three error codes (8001, 8007 and 8013) a more detailed description of the error will be provided in the message on the DITC Portal, as these errors

relate to a specific data field and can have a multitude of causes. In all cases the DocRefID of the record requiring correction will be included in the message so the

relevant record can be identified by the FI.

In the majority of cases, the remedial action includes the submission of one or more corrective FATCA XML Returns. However, the following exceptions may apply:

1. Where the error indicates a missing TIN or that the TIN is not in an IRS specified format, there are circumstances where a correction may not be required. Please
see Q6 under the Reporting heading on this IRS page and Qla under the Populating the TIN Field heading on this IRS page for more details. Where the Fl
considers that no corrective FATCA XML Return needs to be submitted, no further action is required other than confirming in the DITC Portal that all required
corrections have been submitted (see below under Correction confirmation).

2.  Where the error indicates that duplicate reporting seems to have been submitted (error codes 8002, 8008 and 8014), the Fl should review its records to check
whether it is indeed a duplicate and not a reporting error. Where it is confirmed that duplicate reporting has taken place, no further action is required other than
confirming in the DITC Portal that all required corrections have been submitted (see below under Correction confirmation). Only where a reporting error is
discovered, one or more corrective FATCA XML Returns may need to be submitted.

Where correcting the error requires the submission of a FATCA XML Return correcting or voiding a record, guidance is provided on the next page.
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Correcting or voiding one or more account reports:

O

O

The DocTypelndic for the Reporting Fl section and for each Account Report (only include the Account Reports that are being corrected) must be set to:

FATCA2 where a correction must be made. All Account Report data must be (re)submitted, not only the corrected data.
FATCA3 where an account report is voided. All Account Report data of the voided account(s) from the initial FATCA XML Return must be included.
The Reporting Fl section and Each Account Report must have a CorrMessageRefld and a CorrDocRefld.

An example XML for a correction can be found below on this page. When voiding an Account Report, please set each DocTypelndic to FATCA3.

The CorrMessageRefld is the same throughout the XML and must match the MessageRefld used in the FATCA XML Return where the account was initially reported.

The CorrDocRefld must be the same as the DocRefld of the Reporting Fl section and Account Report respectively as used in the FATCA XML Return where the account
was initially reported.

IMPORTANT NOTE: the FATCA XML User Guide provides the following guidance on page 24: “As a best practice to manage error handling, the following record-level

error notifications require the sender to (1) void the original record as FATCA3 and then (2) submit new data as FATCA1:

No TIN of Account Holder or Substantial US Owner
Incorrect TIN of Account Holder or Substantial US Owner
Incorrect Name of Account Holder or Substantial US Owner

Incorrect Name and Address for Account Holder or Substantial US Owner

<ftc:MessageSpec>
<sfa:SendingCompanyIN>B80606.00000.TA.136</sfa:SendingCompanyLi>
<sfa:TransmittingCountry>KY</sfa:TransmittingCountry>
<sfa:ReceivingCountry>US</sfa:ReceivingCountry>
<sfa:MessageType>FATCA</sfa:MessageType>
<sfa:MessageRefIld>000000.00000.TA.136.18EB1EFE-73B6-47AB-919A-83518339dBEFaaCfAl</sfa:MessageRefId>
<sfa:CorrMessageRefId>000000.00000.TA.136.18EB1EF@-73B6-47AB-919A-03518339dBEFaalf«</sfa: CorrMessageRefId>
<sfa:ReportingPeriod»2819-12-31</sfa:ReportingPeriod>
<sfa:Timestamp>2022-01-19T13:46:39</sfa: Timestamp>
</ftc:MessageSpec>
<ftc:FATCA>
<ftc:ReportingFI»
<sfa:ResCountryCode>KY</sfa:ResCountryCode>
<sfa:TIN issuedBy="US"»>1TEST2.99999.5L.136</sfa:TIN>
<sfa:TIN issuedBy="KY">FI139410</sfa:TIN>
<sfa:Name>Test Entity ABC</sfa:Name>
<sfa:Address>
<sfa:CountryCode>KY</sfa:CountryCode>
«<sfa:AddressFix>
<sfa:City>George Town</sfa:City>
</sta:AddressFix>
</sfa:Address>
<ftc:FilerCategory>FATCAGB2</ftc:FilerCategory>
<ftc:DocSpec»
«ftc:DocTypelndic>FATCA2</ftc:DocTypelndics
<ftc:DocRefId»1TEST2.99999.5L.136.CC3BBCES-AFA9-43F1-8Bd32-A23FD236972D1< /ftc: DocRefId>
«ftc:CorrMessageRefId>00000€.20000.TA.136. 18EB1EF@-73B6-47AB-919A-83518339dBEFaalf«/ftc: CorrMessageRefId>
<ftc:CorrDocRefId>1TEST2.999599.5L.136.CC30BCES-AF49-43F1-8Bd32-A23FD236972D</ftc: CorrDocRefId>
</ftc:DocSpecs>
</ftc:ReportingFI>
<ftc:ReportingGroup>
<ftc:AccountReport>
<ftc:DocSpecs
<ftc:DocTypelndic»FATCA2</ftc:DocTypelndicy
<ftc:DocRefId»>1TEST2.99999.5L.136.92DBACFD-92A1-4077-B412-9Da3FA34159151«</ftc:DocRefId>
<ftc:CorrMessageRefId>000000.00000.TA.136.18EB1EF@-73B6-47AB-919A-83518339dBEFaalf</ftc:CorrMessageRefId>
<Ftc:CoerocReFId>1TEST2.99999.SLL136.92DBACFD—92A1—48?7—8412—9Da3FA3415915<thc:CoerocReFId>
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Correction confirmation

Confirmation that all necessary actions to address the error
indicated by the IRS have been Completed Dashboard Entities VIE‘WAC‘IiVit}' Repcmng

Once the error has been addressed (either by submitting a
correction or by verifying that no further filing is required),
the user who has submitted the initial FATCA XML Return can
indicate this on the DITC Portal by:

o Clicking on the FATCA XML Return under the Reporting —____ [ MMM,

tab. i Reporting Type Reporting Period End Status

-~ |[i

w

o Then clicking on the red Correction Confirmation button. FRO00T5237 FATCA - XML Return Lpload 20191231 Processed — correction required

\‘

This will change the status of the FATCA XML Return from
“Processed — correction required” to “Processed — correction Reporting vear A
submitted”.

2019 Caorrection Confirmation

Dashboard Entities View Activity Reporting

Ref # Reporting Type Reporting Peried End Status

FRO0D15237 XN m 2019-12-3 :
RODO152 FATCA - XL Return Upload 2018123 Processed — correction submitted

Correcting a FATCA reporting error voluntarily

Corrections can only be submitted once the IRS has processed the initial FATCA Return.

o You can either:
o make a correction to the data submitted; you must use DocTypelndic FATCA4, and not FATCAZ2 (this is reserved for correcting errors indicated by the IRS); or
o void arecord (use DocTypelndic FATCA3) and, where appropriate, submit a FATCA Return with new data (DocTypelndic FATCA1).

o The example XML on the previous page applies, with the exception of the value in the DocTypelndic field (see previous bullet point).
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DITC Portal FATCA Validation Rules

XML Generator

XML Generator Cell Name

FATCA XML Schema

FATCA XML User

DITC Portal Specific Validations

Cell Ref [* indicates that the field is required] Element Name Guide page #
Reporting Fl Information
c6 Corrected message identifier CorrMessageRefld p.21 Only used when correctln_g or deletln_g a previously submitted report. Must
match a previously submitted return in the Portal
c7 Reporting period end date* ReportingPeriod p.21 Format = YYYY-MM-DD
Message reference* _ . .
Cc8 (Autogenerated from C7) MessageRefld p.20 Recommended format = ReportingFIGIIN.UniqgueNumbersLetters
C10 Name* Name p.37 Ensure an exact match to the DITC Portal
. I The GIIN or TIN of the reporting financial institution
c13 Taxidentification number TIN (GIIN) | TIN el Where reporting a TDT use the GIIN of the Sponsoring Entity
N/A [preset value] TIN issuedBy p.36 Must be “US”.
c14 Fl number N/A N/A Fl number must match the number as issued by the DITC Portal, and
(Issued by the DITC Portal) must consist of the letters “FI” followed by six digits (FIXXXXXX).
C15 Type AddressType p.26
C16 Country* CountryCode p.27
Cc17 Country subentity (state or territory) CountrySubentity p.28
C18 Street Street p.28
C19 District District Name p.28
C20 Building identifier Building Identifier p.28
C21 Suite identifier Suite identifier p.28
C22 Floor identifier Floor identifier p.28
C23 Post office box POB p.28
C24 Post code Post code p.28
C25 City* City p.28
The DITC Portal only permits the following values:
) " ) - FATCA602
C26 Filer category FilerCategory p.38 - FATCA603
- FATCA605
The DITC Portal only permits the following values:
- FATCA1 - New Data
cz27 Document type* DocTypelndic p.23 - FATCAZ2 - Corrected Data
- FATCAS - Void Data
- FATCA4 - Amended Data
Document reference* _ . .
C28 (Autogenerated from C13) DocRefld p.25 Recommended format = ReportingFIGIIN.UniqgueNumbersLetters
c29 Corrected message identifier CorrMessageRefld 0.25 Only used when correctln_g or deletln_g a previously submitted report. Must
match a previously submitted return in the Portal
c30 _Corre_c_ted document reference CorrDocRefld 0.26 Only used when correctln_g or deletln_g a previously submitted report. Must
identifier match a previously submitted return in the Portal
C32 Nil report® NoAccountToReport p.46
C33 Document reference DocRefld p.25 Recommended format = ReportingFIGIIN.UnigueNumbersLetters
c34 Corrected message identifier CorrMessageRefld 0.25 Only used when correctln_g or deletln_g a previously submitted report. Must
match a previously submitted return in the Portal
c35 Corrected document reference CorrDocRefld 0.26 Only used when correcting or deleting a previously submitted report. Must

identifier

match a previously submitted return in the Portal
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XML Generator | XML Generator Cell Name FATCA XML Schema FATCA XML User DITC Portal Specific Validations
Cell Ref [* indicates that the field is required] Element Name Guide page # p
Sponsor Information (where applicable)
C38 Name Name p.37
C39 Name Type Name p.37
C40 Country of residence ResCountryCode p.29
Cc41 ﬁ‘,il‘)'de”“f'cam” number (GlINor | p.30 The GIIN of the Sponsor
Fl number
c42 (Issued by the DITC Portal) AR N/A
C43 Type AddressType p.26
C44 Country CountryCode p.27
C45 Country subentity (state or territory) CountrySubentity p.28
C46 Street Street p.28
C47 District DistrictName p.28
C48 Building identifier Buildingldentifier p.28
C49 Suite identifier Suiteldentifier p.28
C50 Floor identifier Floorldentifier p.28
C51 Post office box POB p.28
C52 Post code Postcode p.28
C53 City Buildingldentifier p.28
The DITC Portal only permits the following values:
C54 Filer category* FilerCategory p.38 - FATCA607
- FATCA609
C55 Document reference* DocRefld p.25 Recommended format = ReportingFIGIIN.UnigueNumbersLetters
c56 Corrected message identifier CorrMessageRefld 0.25 Only used when correctln_g or deletln_g a previously submitted report. Must
match a previously submitted return in the Portal
c57 _Corre_c_ted document reference CorrDocRefld 0.26 Only used when correctln_g or deletln'g a previously submitted report. Must
identifier match a previously submitted return in the Portal
Individual Account Report
A3 Account number* AccountNumber p.48
B3 Account number type AccountNumber/Type p.48
The DITC Portal only permits the following values:
C3 Closed account AccountClosed p.49 - true
- false
Account Holder details
E3 Title Title p.32
F3 First name* FirstName p.32
G3 Middle name MiddleName p.32
H3 Last name* LastName p.33
I3 Generation identifier Generationldentifier p.32
J3 Suffix Suffix p.32
K3 General suffix GeneralSuffix p.32
TIN p.30 Valid TIN formats:
M3 Tax identification number - 9 consecutive digits without hyphens or other separators (XXXXXXXXX)

See IRS Reporting FAQ #6

re: TIN Codes

- 9 digits with two hyphens (XXX-XX-XXXX)
- 9 digits with a hyphen entered after the second digit (XX-XXXXXXX)

N/A [preset value] TIN issuedBy p.30 Must be “US”.
o3 Type AddressType p.26
P3 Country* CountryCode p.27
Q3 Country Subentity CountrySubentity p.28
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XML Generator | XML Generator Cell Name FATCA XML Schema FATCA XML User DITC Portal Specific Validations
Cell Ref [* indicates that the field is required] Element Name Guide page #
R3 Street Street p.28
S3 Building identifier Buildingldentifier p.28
T3 Suite identifier Suiteldentifier p.28
U3 Floor identifier Floorldentifier p.28
V3 District name DistrictName p.28
W3 Post office box POB p.28
X3 Post code Post code p.28
Y3 City* City p.28
Z3 Birth Date BirthDate p.34
AA3 City City p.34
AB3 City Subentity CitySubentity p.34
AC3 Country CountryCode p.34
AD3 Former country name FormerCountryName p.34
Account balance and payments
AE3 Account balance* Account balance p.53
AF3 Currency* AccountBalance/currCode | p.53
AG3 Dividend PaymentAmt p.55
AH3 Currency PaymentAmt/currCode p.55
Al3 Interest PaymentAmt p.55
AJ3 Currency PaymentAmt/currCode p.55
AK3 Gross proceeds PaymentAmt p.55
AL3 Currency PaymentAmt/currCode p.55
AM3 Other payment PaymentAmt p.55
AN3 Currency PaymentAmt/currCode p.55
Technical record information
AO3 Document reference* DocRefld p.25 Recommended format = ReportingFIGIIN.UnigueNumbersLetters
AP3 Corrected message identifier CorrMessageRefld 0.25 Only used when correctin_g or deletin_g a previously submitted report. Must
match a previously submitted return in the Portal
AQ3 _Corre_c_ted document reference CorrDocRefld 0.26 Only used when correctin_g or deletin_g a previously submitted report. Must
identifier match a previously submitted return in the Portal
Organisation Account Report
A4 Account number* AccountNumber p.48
B4 Account number type AccountNumber/Type p.48
The DITC Portal only permits the following values:
C4 Closed account AccountClosed p.49 - true
- false
Account Holder details
The DITC Portal only permits the following values:
D4 Account holder type* AcctHolderType p.51 - FATCA102
- FATCA104
F4 Name* Name p.37 Insert the legal name of the entity or organisation account holder
TIN 0.36 Valid TIN formats where Accgunt Holder is a US Entity (Account Holder
) Type FATCA104 or US Passive NFFE):
- 9 consecutive digits without hyphens or other separators (XXXXXXXXX)
- 9 digits with two hyphens (XXX-XX-XXXX)
H4 Tax identification number - 9 digits with a hyphen entered after the second digit (XX-XXXXXXX)

See IRS Reporting FAQ #6 re: TIN Codes

Where the Account Holder is a non-US Passive NFFE, no preset TIN
formats apply. For guidance, please see IRS Populating the TIN Field
FAQ #3.
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XML Generator | XML Generator Cell Name FATCA XML Schema FATCA XML User DITC Portal Specific Validations
Cell Ref [* indicates that the field is required] Element Name Guide page #
14 TIN Issued By TIN issuedBy p.36 Must be “US” where the Account Holder Type is FATCA104
J4 Type AddressType p.26
K4 Country* CountryCode p.27
LM Country Subentity CountrySubentity p.28
M4 Street Street p.28
N4 Building identifier Buildingldentifier p.28
04 Suite identifier Suiteldentifier p.28
P4 Floor identifier Floorldentifier p.28
Q4 District name DistrictName p.28
R4 Post office box POB p.28
S4 Post code Post code p.28
T4 City* City p.28
Substantial Owner (Controlling Person) details
V4 Title Name p.37
W4 First name* FirstName p.32
X4 Middle name MiddleName p.32
Y4 Last name LastName p.33
Z4 Generation identifier Generationldentifier p.32
AA4 Suffix Suffix p.32
AB4 General suffix GeneralSuffix p.32
TIN p.30 Valid TIN for_mats_: _ _
AD4 Tax identification number - 9 consecutive digits without hyphens or other separators (XXXXXXXXX)

See IRS Reporting FAQ #6

re: TIN Codes

- 9 digits with two hyphens (XXX-XX-XXXX)

- 9 digits with a hyphen entered after the second digit (XX-XXXXXXX)

N/A [preset value] TIN issuedBy p-30 Must be “US”.
AF4 Type AddressType p.28
AG4 Country* CountryCode p.28
AH4 Country Subentity CountrySubentity p.28
Al4 Street Street p.28
AJ4 Building identifier Buildingldentifier p.28
AK4 Suite identifier Suiteldentifier p.28
AL4 Floor identifier Floorldentifier p.28
AM4 District name DistrictName p.28
AN4 Post office box POB p.28
AO4 Post code Post code p.28
AP4 City* City p.28
AQ4 Birth Date BirthDate p.34
AR4 City City p.34
AS4 City Subentity CitySubentity p.34
AT4 Country CountryCode p.34
AU4 Former country name FormerCountryName p.34
Account balance and payments

AV4 Account balance* Account balance p.53
AW4 Currency* AccountBalance/currCode | p.53
AX4 Dividend PaymentAmt p.55
AY4 Currency PaymentAmt/currCode p.55
AZ4 Interest PaymentAmt p.55
BA4 Currency PaymentAmt/currCode p.55
BB4 Gross proceeds PaymentAmt p.55
BC4 Currency PaymentAmt/currCode p.55
BD4 Other payment PaymentAmt p.55
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BE4 Currency PaymentAmt/currCode p.55

Technical record information

BF4 Document reference* DocRefld p.25 Recommended format = ReportingFIGIIN.UniqueNumbersLetters

BG4 Corrected message identifier CorrMessageRefld p.25 Egt\i;ifjheed?/glr:leer?(gézeo'r\'/lce;srzg?e?fﬂd in the file that contained a record fo
BH4 i(égzﬁf(i::id document reference CorrDocRefld 0.26 Enter the value of the MessageRefld in the file that contained a record to

be voided, amended or corrected.
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Downloading/Saving a CSV file

Some functions within the Portal require you to first download a CSV file, then upload this back to the Portal as CSV file once any required changes have been made.

These are the steps to complete this:

Step 1:

Click Download.

Step 2:

Save the file to your computer in a CSV format “CSV (Comma delimited)”.

Step 3:

Click Yes to this message whenever seen.

Step 4:
Make the required changes to the file.

Save and close the file.

Step 5:

Click Browse and select the correct file.

=3 -

Save As

« v » My Computer Desktop » CSVFile v O Search CSV
Organize +  New folder
& OneDrive A Name - Date modified Type Size

3 My Computer
¥ 3D Objects
[ Desktop
[5 Documents
¥ Downloads
D Music

No items match your search.

&=| Pictures

B videos
i, Local Disk (C2)

= System Reserved (D) v

File

File name: | PPoC Ch

Save as type((CSV (Comma delimited) )

o Some features in your workbook might be lost if you save it as C5V [Comma delimited).

Do you want to keep using that format?

Yes Mo Help

Authors: Tags: Add atag Title:  Add a title
A Hide Folders Tools Cancel
Microsoft Excel 4

—

Step 7:

Click Upload to upload the file to the Portal.

A 4
=l -
A
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ECONOMIC

SUBSTANCE

- Outsource Service Provider (OSP) Registration & Account Activation
- Economic Substance Return (ES Return)

- OSP Verification Process

- Entity Tax Resident in another Jurisdiction Form (“TRO Form”)

- Retrieving an Incomplete/Saved ES Return or TRO Form

- Viewing/retrieving a submitted ES Return or TRO Form

- Submission Statuses (Economic Substance)

- Saving as a PDF after Submission (ES Return only)

In This Section

Reporting tools

Managing Users

- Assigning Secondary Users (Economic Substance)
- Removing Secondary Users (Economic Substance)

DITC Issued Resources

- DITCES Legislation & Resources

62| Page


https://www.ditc.ky/es/es-legislation-resources/

Outsource Service Provider (OSP) Registration & Account Activation

NOTE - Domestic outsourcing is permitted under the ES Act. To enable any claims of outsourcing by a relevant entity on its ES Return to be verified, the DITC will require
confirmation from the OSP. Therefore, service providers which provide outsource services to a relevant entity carrying on a relevant activity should consider registering as
an OSP. This is not a mandatory registration.

To register with the TIA as an OSP, the OSP is required to submit a registration form via the DITC Portal.

This is a one-off process (and so is not required to be completed annually) and will create an OSP user account on the DITC Portal. This account will enable OSPs to verify claims
of outsourcing being made by relevant entities to which they provide outsource services.

The OSP user account must be activated as part of the registration process.
OSPs are required to be based in the Cayman Islands.
Agents providing registered office services only to entities (including relevant entities conducting Holding Company Business) are not required to register as OSPs.

The OSP is required to be successfully registered and activated in order to be listed in the drop down available in the Outsourcing section of the ES Return (and be selectable
by the relevant entities they provide outsource services to).

For guidance on how an OSP can verify (or deny) a claim of outsourcing made by a relevant entity, please refer to the section headed “OSP Verification Process”.
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Completing the OSP Registration Form

Step 1:

Click “OSP Registration” on the Portal homepage to initiate the registration process.

DEPARTMENT FOR
INTERNATIONAL TAX

COOPERATION
CAYMAN ISLANDS GOVERNMENT

i

Welcome to the DITC Portal

The online application for the Cayman Islands Tax
Information Authority

User Name

Password

Forgot Password?

CRS & FATCA Registration

> OSP Registration
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Step 2:

Insert the email address that you would like the PIN sent to and check the reCAPTCHA
box (and complete if prompted). Click “Send me a PIN”. A PIN will be sent to the
specified email address from no-reply@ditc.ky. The PIN is valid for 1 hour.

OSP Registration

First validate your email address:

Note; if you have not received the email:

1. Check your spam folder. If it has been moved there, add no-reply@ditc.ky to your
safe senders list.

2. Otherwise  contact the DITC Economic  Substance  Team at
DITC.ESCompliance@gov.ky

Step 3:

Insert the PIN sent via email. Click “Verify my email” to be taken to the registration
form.

Enter the email address that you used to register

Click in the reCaptcha box

Select "Send me a PIN" and check for an email (this may take a few minutes), do not close thi

window
Enter the PIN received onto this page to proceed to Step 2

| =3

{ SendmeaPIN :

I'm not a robot -
reCAPTCHA

Privacy - Terms

enncation r

OSP Registration

Enter the primary email address for your new account in the box below

. Enter the PIN received via email into the box below

. Select "Verify my email” to proceed to Step 3

I need a new PIN

—
'Ii

——
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Economic Substance - Form for Outsource Service Providers
Step 4:

Complete the registration form (shown beside). Fields which are mandatory O3 Datsle
are marked with a red asterisk (*). =

Contact details of the O5P

v

o Where the OSP is registered with the General Registry (GR), the legal
name of the OSP (as per the Certificate of Incorporation or OSP Details
equivalent) should be inserted here. Otherwise the usual name of

the OSP should be inserted. I

Note; This is the name that will appear in the drop down list of OSPs
available for selection on the ES Return. (General Registry Number

Licensing / Registration Category (drop down options) *

o Where the OSP is registered with the General Registry, the type of GR registration OSP Details
held should be selected here. The GR registration number should inserted here. P —

General Registry Mumber

< O

p down options) =

COMPANY
LIMITED LIABILITY COMPANY
PARTNERSHIFP

LIMITED LIABILITY PARTNERSHIE

TRUST
OMN-PROFIT ORGANISATIO
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o Where the OSP, holds a licence or registration (other than a GR
registration), the type of licence or registration is required to be
selected here. If the type of licence or registration held is not specified
in the menu then select “Other”. Details of the other type of licence Please specfy
or registration held should be provided in the field that then appears. |

Note; the DITC will check the credentials of all OSPs that

have registered to use the Portal to ensure that these
are satisfactory. If they are found not to be satisfactory
then the registrant will be informed accordingly (and
their OSP user account deactivated).

CoyeCt details of the OSP

Name *

o Insert details of the contact person of the OSP here.
The email address provided here will be linked to the
OSP user account (and will be the “User Name” for the

account).

Address *

Email Address *

v

Fosttion

S —

Note; if an email address is already registered with the DITC Portal, it CANNOT be used again for the purposes of registration as an OSP. A different email address for the OSP
would require to be used in that case. An attempt to use an email address which is already registered with the DITC Portal will result in this error message being displayed:

This email address is already registered with the Authority. Please note the system will not allow an email address which is already registered on the
DITC Portal o be used for the OSP Form, please use a different email address to complete this registration.

If any change of email address is required (after registration) then contact the DITC Economic Substance Team at DITC.ESCompliance@gov.ky
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Step 5:
Once the registration form has been completed click “Submit”.
Step 6:

This message will then be displayed and an email containing an activation link will be sent to the contact person nominated by the OSP (who should then follow the instructions
detailed below in order to activate the OSP user account):

Thank you for your registration.

Ref #
Confirmation will be sent to the email addresses listed within the registration form.
If confirmation is not received within 24 hours please contact the DITC Team on CaymanAEQIPortal@gov.ky.

Close
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Activating the Account

Step 1:

Insert the email address that you provided in the registration form/used to register (see above) and check the reCAPTCHA box (and complete if prompted). Click “Send me a
PIN”. A PIN will be sent to the specified email address from no-reply@ditc.ky. The PIN is valid for 1 hour.

Account Activation Step 1 of 3

First validate your email addrass

1. Enter the email address that you used to register
2. Click in the reCapicha box

3. Select "Send me a PIN" and check for an email (this may take a few minutes), do not close this
window

1€ PIN received onto this page to proceed to Step 2

| already have my PIN

™

reCAPTCHA
Privacy - Tarms

I'm not a robot

Step 2:

Insert a password for use with the OSP user account in accordance with the specified criteria. This email address will be the “User Name” for the account.

User Activation

Mandatory fields are marked with an *

Activate your DITC Portal account by inserting a new password balow.

If changes to your contact information are required please contact the user with appropriate permission te make this change. [ i

Note; forgotten passwords can be reset in accordance with the
instructions detailed here.

Name

Test User

Email

Your password must contain at least one character from each of the following categories:

testuser@test d

1. English Upper Case Letter [A,B.C.. Z]

Password | & 2_English Lower Case Letter [a,b,c.._z]
3. Westemised Arabic Numerals [0.1.2 9]

~. Non-alphanumeric [Space, punctuation, Symbol]

Password *

Step 3:

Click “Activate”.
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Step 4:

Select a security question from the list and provide a secret answer. Ensure the answer given is memorable as
you may be asked to provide this information when using the DITC Portal. Click “Submit”.

This page will be displayed:

v

Security Question

Account Activation Step 3 of 3

Select a security question from the list below and provide
a secret answer.

(Answer is case sensitive)
OSSP Test User

|Select a question -~

OSP Dashboard

Welcome to the DITC Portz! the online application for the Cayman Islands Ta¢ Inormazion Authority ("TIA")

New Enities Assigned

Choose

Confirmed Entities

Ghoose Entity Name
Denied Entities
Ghoose Entity Name

Entity Name

0of0

Status.

Status

00of0

70| Page




Step 5:

Log out of OSP user account by clicking “logout”. This completes the activation process.

Once the OSP user account has been activated it will be possible for the nominated contact person of the OSP to log back into this via the DITC Portal using the login credentials
at any time. Please see the section headed “OSP Verification Process” for details on how the OSP verifies (or denies) a claim of outsourcing made by a relevant entity on its ES
Return.
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Economic Substance Return (ES Return)

Reporting page > Framework = Economic Substance > Reporting Type = Economic Substance Return > Create

The ES Return can be submitted by a Responsible Person or a Secondary User (assigned for ES reporting purposes).

The ES Return must be completed annually by a relevant entity conducting a relevant activity.

The ES Return must be submitted within twelve months after the last day of the end of each financial year (“Period”) commencing on or after 1 January 2019.

There is no bulk upload option currently available.

e Starting an ES Return and General Information about completing and submitting the ES Return

o Tostart an ES Return navigate to the “Reporting” Dastboard Erles Ve Adiil Repoing
tab and then select “Economic Substance” from
the “Framework” drop down and “Economic
Substance Return” from the “Reporting Type”
drop down. Then press the “Create” butt]rn. This

i

Reporting

will generate a template ES Return.

v

o Inthe template ES Return that has been generated select the “ESN Year” and “Entity

Name” from the drop downs. Then press the “Validate Information” button to Overview
populate the ES Return with Economic Substance Notification (“ESN”) information -
for the ESN Year. Please note you can only generate an ES Return where an Economic
Substance Notification (“ESN”) has been submitted for that Period. S ‘ Validate Information P J®Y
————
ESN Year
Notes;

1. The ES Return is based on the financial year of the entity and not the
calendar year. The year selected in “ESN Year” should be the year in which the financial year to be reported on by the entity commenced. Please refer to ESN
Practice Point 21 of the Practice Points document for more information on ESN Years. The ES Return cannot be generated unless an ESN for the corresponding
ESN Year has already been submitted.

2. The “Validate Information” button must be selected in order for the “Save” and “Submit” buttons to then be visible.

o Ifthe entity is a Segregated Portfolio Company (SPC) please refer to the section headed “ES Returns for Segregated Portfolio Companies (SPCs)” before proceeding.
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.

' : .
Details of any foreign branch for which a TRO Form also requires to be /| lneoFoenann’

submitted should be completed here. \

N

Relevant Actiiycaried o by Foreign Branch

v

“Period End Date” refers to the end of the financial year being reported on.

“Period Start Date” refers to the start of the financial year being reported on. When you click
on the calendar icon, the year “2019” will appear (and become selectable) after “2020” is

clicked on.

Examples; An entity reporting on a financial year commencing on 1 June 2019 and ending on
31 May 2020 should specify 31 May 2020 as the “Period End Date” and 1 June 2019 as the
“Period Start Date”. That would correspond to ESN Year 2019 for that entity. Whereas an entity
that existed prior to 1 January 2019 (when the ES Act came into force) reporting on a financial
year commencing on 1 January 2019 and ending on 31 December 2019 should specify 31
December 2019 as the “Period End Date” and 1 July 2019 as the “Period Start Date” (due to the
fact that a 6 month transition period applied to entities that existed when the ES Act came into
force). That would correspond to ESN Year 2019 for that entity. All income and expenditure
being reported on in the ES Return would relate to the period being covered.

The “Type Income: Relevant Activity” field will populate with the Relevant Activity
completed on the ESN (or one of the Relevant Activities conducted if more than one was
conducted in the ESN Year being reported on). The ES Return is a smart form and therefore,
the questions will appear based on the answer to the previous question (e.g. Holding
Company Business, reduced ES test questions apply).

Information Bubbles are included throughout the ES Return to assist user. The

DR Y-31

211 TR0

Type Income: Relevant Activity *

instructions contained in these should be followed.
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Fields populated with General Registry (GR) data will reflect the current data held on IM
record by GR. Please note that it can take up to 24 hrs for changes in such data to be
reflected in the ES Return. 27

[
14

neral Registry Humber

o i

[#g]
+J
[=p]

If the DITC Portal does not recognise any FI Number, IRS
GIIN and/or CIMA information inputted into the
corresponding ESN then this message will be displayed

The name and number combination provided on the ESN does not match our records, please correct or confirm the FI number provided in this ES return
The name and number combination provided on the ESN does not match our records, please correct or confirm the IRS GIIN (FATCA) as provided in this

(near the top of the ES Return). This will result in such Slislin
information not populating in the ES Return and requiring
to manually be inputted into the ES Return.
FI Number (CRS / FATCA) *
MNone i
Where FI Number, IRS GIIN and/or CIMA information is required, the exact information should be inputted :ne R L CCEC_chr‘va“mcma o
into the corresponding fields of the ES Return to avoid validation errors. Correct FI Number, IRS GIIN and/or
CIMA information can be inputted using these fields. The IRS GIIN and CIMA information can be verified on
the respective websites of the IRS and CIMA. Where an an entity does not have an FI Number, IRS GIIN and/or I
CIMA registration ‘None’ can be entered into the relevant fields of the ES Return. None i
The Entity provided correct GIN information on the ESN? =
NO -

e comect GIIN information is: =

CIMA licence [ registration type *

MNone i

CIMA licence / registration number *

None

The Entity provided correct CIMA information on the ESN? *
NO - |

Correct CIMA licence / registration type

Correct CTVIATEOCS T Tegisiration number
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o

o

Details of any Immediate Parent(s) can be added using the “Add” button.

Details of the Ultimate Beneficial Owner (UBO) can be added

using the “Add” button.

Note; It is mandatory for UBO information to be provided
where High Risk Intellectual Property (HRIP) Business has
been conducted. If no UBO information is provided in such a
case (and the “Unknown” box has been checked) then an
explanation should be provided in the “Other” section of the
ES Return.

Immediate Parent Details: | 1

How many Immediate Parents does the Entity have?

1-8

TO—

Ultimate Beneficial Owner (UBQ) Details: | 1

Provide details of the Ultimate Beneficial Owner(s) (UBQO) of the Entity. | 4

UNKNOWN |1

Ultimate Beneficial Owner (UBO) Details: | i

Provide details of the Ultimate Beneficial Owner(s) (UBO) of the Entity. | 1

Add

UNKNOWN [i

If"UNKNOWN" is selected please provide explanation in "Other” section below.

' N
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o

All CIGA that were carried on in the Islands should be Core income Generating Activfis 'CIGA")
selected in accordance with these instructions.

Confirm which, i any, ofthe folowing CIGA were caried on in t Islands during the Period 1 *

Shipping Business

Managing crew (including hiring, paying and oversesing crew members)
Overhauling and maintaining ships

by (versteing and fracking deliveries

Determining what goods fo order and when to defiver them, rganizing and overseeing voyages

None

The elements listed in the definition of CIGA in relation to each
relevant activity are neither exhaustive nor mandatory. “Other”
CIGA can be added as appropriate by selecting this field. Details Confirm which, if any, of the following CIGA were carried on in the Islands during the Period.
of the “Other” CIGA should then be completed in this field. A
new “Other” box should be completed for each distinct CIGA.
The DITC advises that CIGA carried on by an OSP is included in Overhauling and maintaining ships
a separate “Other” box, this will assist with selecting the Overseeing and tracking deliveries

. . . . Determining what goods to order and when to deliver them, organizing and overseeing voyages
appropriate CIGA in the Outsourcing section below. Other

Core income Generating Activities ("CIGA")

Shipping Business

A 4

Mone

Please add an additional box for each discreet "Other" CIGA carried on in the Islands.

—p o

If any registered OSP(s) provided outsource services to the entity Ousoureig i
in the ESN Year being reported on then this question should be :
answered ‘Yes’. Details of each OSP providing such services

should then added using the “Add” button. \ Detais ofoutsourcing (per utsource senice provider

Add

ured £ sz provier i e sands duing e Perod? *

YES v

Service provider Relevant Activity CIGA Other Descriptions Expenditure Total number of hours Entity monitor and control in the |slands

IR Selection of more than one is permited here. T select more than one, press Ciland then click on the various options required.

Action
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Details of outsourcing (per outsource service provider) x

o An OSP will only be selectable from the drop down if it has registered in

accordance with the section headed “Outsource Service Provider (OSP) Name(s) of senice provi
Registration & Account Activation”. Details of outsourcing should then be “ - a
detailed in this screen (on a per OSP basis). CIGA outsourced to the service provider during the Period

Shipping Business

Selection of more than one is permitted here. To select more than one, press Cirl and then click on the various options required.

Qutsourcing: Expenditure incurred on outsourcing of CIGA, to the service provider, during the Period *

Qutsourcing: Total number of hours incurred by employees with appropriate qualification, during the Period, to carry on the CIGA*

v

Does the Entity moniter and control in the Islands the carrying out of the CIGA by the service provider? *

Apply Cancel

Type Income: Relevant Activity *

Holding Company Business - |

Confirm the Entity met the definition of a "Pure Equity Holding Company" as outlined in the ES Act for the Period *

| YES ~ |1

o In the case of Holding Company Business “dividend income” encompasses any
income payments made to a pure equity holding company in respect of equity
participations and includes distributions made by non-corporate entities that are

. .. Currency used to complete this return *
equivalent to dividends.

Relevant Income

i

Annual Income: Total income for the Period *

i

Gross Income: Total relevant income for the Period *

i

Total dividend income for the Period *

v

Total capital gains for the Period *

Total incidental income for the Period *

i
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Financial statements/books of
account require to be uploaded
here (even if there is no relevant
income to report on).

Any important information not
already included in the ES Return
that you wish to be taken into
consideration should be included
here.

The ES Return can be saved
using the “Save” button or
submitted using the “Submit”
button.

Financial Statements / Books of Account 1

The Authority recommends that you wait until you are ready to submit this form before uploading any documents. Any documents uploaded prior to submission will not be saved.

Upload a copy of the entity's finan

Choose File |No file chosen

tatements or books of account for the relevant entity's financial year *

Oth

e Authority recommends that you W

until you are ready to submit this form before upleading any documents. Any documents uploaded prior to submission will not be saved.
Please provide any other information th¥W the Entity considers material in determining that it has adequate substance in the Islands for the Period.
i

You may upload supporting documents hefe.

Choose File | Mo file chosen

\/

Declaration 1

Based on the details provided in this ES Return, the Entity confirms that it has satisfied the ES Test for the Period in accordance with the ES Act *

By submitting this ES Return, the: Entity

(1) Confirms that all infermation in this ES Retum is accurate; and
(2) Acknowledges that there are sanctions for knowingly or wilfully supplying false or misleading information under section 13(2) of the ES Act

Please note that for security reasens this form will not show the details of the information submitted. If you wish fo review these details please retrieve this ES filing using the retrieve button below. Please note that after retrieving, the Form/Retum will need to be resubmitted and any
changes made will override the previous submission. Please also note that the option to retrieve an ES Filing which has previous mitted will only be available up to the date of the submission deadline for that filing.

Notes;

v

1. The ES Return captures data required in terms of the NTJ schema. It also captures certain additional data required by TIA to enable it to conduct assessments
on whether the ES Test has been satisfied.

2.  Where any address requires to be inputted into the ES Return the “Address Free” options allows input of address information in free text. However it should
only be used in exceptional circumstances when it is impossible to provide the address in the fixed format.

3. Please ensure all work on the ES Return is saved as the smart form will time out after four hours. It is recommended that work be regularly saved to avoid

loss of data.

4. The file size limit per upload field is 5MB.
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e ES Return for a Relevant Entity which conducted more than one Relevant Activity in a Period
A separate ES Return is required for each relevant activity conducted by a relevant entity in the Period being reported on.

o Inthe “Type Income: Relevant Activity” field of the ES Return, only one of the relevant activities detailed in the corresponding ESN will be displayed. An ES Return can
be submitted for this relevant activity using the template generated.

o To generate a separate ES Return for the other relevant activity(ies) detailed in the corresponding ESN, a fresh ES Return should be generated in accordance with the
guidance contained in the section headed “Economic Substance Return (ES Return)” with the next relevant activity being reported on being able to be selected from
of the drop down in the “Type Income: Relevant Activity” field.
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e ES Returns for Segregated Portfolio Companies (SPCs)

A separate ES Return is required for each relevant activity conducted by an SPC (which is a relevant entity) through any of its Segregated Portfolio (SPs) in a Period.

Examples; If an SPC has two SPs and the same relevant activity was conducted through each of these in a Period then two ES Returns would require to be submitted (one
per SP) for that Period. Similarly, if an SPC has one SP and three different relevant activities were conducted through it in a Period then three ES Returns would require to

be submitted (one per relevant activity) for that Period.

If no relevant activities were conducted by an SPC through a particular SP in a Period then no ES Return would require to be submitted in respect of that SP for that Period.

o To generate an ES Return for a specific SP, this question should be answered
‘Yes’ (after the “ESN Year” and “Entity Name” has been selected and the
“Validate Information” has been pressed).

Overview

ESN Year -

ntity Name Ml Validate Information

ESN Year
2020

Relevant Entity ("Entity") Name *
DITC ES Test Entity 14 (Il) SPC i

s the Entity a Segregated Portfolio ComMgny ("SPC") and conducts one or more relevant activities through a Segregated Portfolio? *

YES v (i

A A

o The name of the SP being reported on should then be completed in this field.

ated Portfolio name *

ESTESTSPC20

The rest of the ES Return should then be completed in accordance with the guidance contained in the section headed “Economic Substance Return (ES Return)”, with
the relevant activity being reported on (in respect of the SP) being able to be selected from of the drop down in the “Type Income: Relevant Activity” field.

o The process should be repeated for each ES Return that requires to be submitted by the SPC.
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OSP Verification Process

If a relevant entity claims in its ES Return that an OSP % DEPARTMENT FOR
. . ) INTERNATIONAL TAX John Doe
provided outsource services to it then the relevant OSP (X, COOTERATION s
£ manage account | B logout

will be notified of the claim by e-mail. The OSP should
then log into their OSP account on the DITC Portal to
verify the claim. Verifications require to be made by the OSP Dashboard

OSP within 30 days of the notification. The OSP should,
in any event, regularly log into their OSP account on the
DITC Portal to ascertain whether any claims are pending
verification by them.

made a claim on their Economic Substance Relums thal

ion (Economic Substance) Act ("ES Act'). The relevant entifies ("Eniilies") listed

To verify a claim made as an OSP:-

o Loginto your OSP account on the DITC Portal. — ncton
o Select the applicable ESN Year and press the
“Load Data” button. Claims that require Entity Name siatus Action
verification for that ESN Year will be displayed
under the “New Entities Assigned” section.
Entity Name Status Action
o View the claim by
checking the “Choose”
box beside the entity
name displayed in the list

OSP Dashboard

QSP) for ax eration (Economic Substance) Act ("ES Act”). The relevant entities ("Entities”) listed de a claim on their Economic Substance Returns that they received
and then press the 2ims and eit as appropriate
“ . ‘erification will ensure that the outsourcing claims made by such Entities can be considered when assessing whether they have satisfied the ES Test
retrieve arrow: for the
claim.
=3

\ 4

8 Entity Name
* DITC ES Test Entity 1 Limited é
o  You will then receive this

message. Press the “OK” button.

Do you want to retrieve OSP data? Click OK to continue or Cancel to
abort. Please note the retrieval process can take up to ten minutes.

Cancel
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o

Followed by this message. Press the “Close” button.

Message

Retrieve data request has been sent.

When the claim is available for viewing the “retrieve
arrow” that was pressed will turn into an information
icon (please note this process can take up to 10 minutes).
Press on this icon to view the claim (which will include
details of the CIGA that was carried on by the OSP, the
hours spent on the CIGA by the OSP and the amount of
expenditure paid to the OSP in respect of the CIGA). This
screen that appears can be closed using the “Close”
button.

If you agree with the claim check the “Choose” box for
the claim and then press the “Confirm” button. This
warning message will be displayed. Read it carefully
before proceeding by pressing either the “Confirm” or
“Close” buttons. A confirmed claim will be moved to
the “Confirmed Entities” section.

:

OSP Dashboard

Weleome to the DITC Portal the online application for the Cayman Islands Tax Information Authority {'TIA").
YYou have registered as an outsource service provider (OSP) for the purposes of the Intemational Tax Co-operation (Economic Substance) Act ('ES Act”). The relevant entifies ("Enfities") listed below have made a claim on their Economic Substance Returns that they received
e claims and either "Deny” or "Confim" these as appropiate.

outsourcing services from you. Please re

As ouflined in the ES Act, TIA will require this verificafion within 30 days. Verification will ensure that the oufsourcing claims made by such Entifies can be considered when assessing whether they have safisfied the ES Test

2019 M Load Dala

New Entities Assigned

Choose Entity Name

DITCESTESTENTITY 15 SPC

Confirmed Entities

Entity Name Status Action

Loading...  More

Confirm

Important Note -

Details of the outsource services that the Entity claimed you provided it with during the Reporting Period should be carefully checked before
you press the "Confirm” button. That can be done by pressing the "retrieve armow” button under the "Action” banner beside the Entity’s name
followed by the "information" button that then appears in its place (once the data has been retrieved and is available to view). Those details
comprise the CIGA conducted by you on behalf of the Entity, the expenditure paid to you by the Entity for conducting the CIGA and the
number of hours worked by you in conducting the CIGA (collectively the "Outsource Data")

In terms of the ES Act, the claim requires to be verified within 30 days.

By pressing the "Confirm” button you are confirming that all of the Outsource Data is correct (which will result in all of it being taken into
account by the Tax Information Authority ("TIA") in its assessggnt of the Entity).

Close

\ 4
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o If you disagree with the claim check the “Choose” box
for the claim and then press the “Deny” button. This Deny x
warning message will be displayed. Read it carefully

Important Note -

H H H " "
bEfore proceedlng by pressing EIther the Deny or Details of the outsource services that the Entity claimed you provided it with during the Reporting Period should be carefully checked before
“Close” buttons. A denied claim will be moved to the you press the "Deny” button. That can be done by pressing the "retrieve arrow” button under the "Action” banner beside the Entity’s name
. . . followed by the “information” button that then appears in its place (once the data has been retrieved and is available to view). Those details
“Denied Entities” section i i i i :
. comprise the CIGA conducted by you on behalf of the Entity, the expenditure paid to you by the Entity for conducting the CIGA and the

number of hours worked by you in conducting the CIGA (collectively the "Outsource Data").
In terms of the ES Act, the claim requires to be verified within 30 days.

By pressing the "Deny" button you are confirming that some or all of the Outsource Data is incorrect (which will result in none of it being taken
into account by the Tax Information Authority ("TIA") in its assessment of the Entity)

It should be noted that as a result of any denial of the claim the Entity might submit a corrected ES Return for the Reporting Report.
Consequently you might be presented with an opportunity to verify another claim by the Entity. You will be notified of each claim made.
However you should also reqularly check your OSP Dashboarg to view all pending claims requiring verification by you

Note; If a claim is denied the entity will be notified accordingly. The entity may then decide to amend its ES Return. In which case a new claim may be made by the entity. You
will be notified of any new claim made by the entity by e-mail. You should then view the new claim and confirm or deny it as appropriate (as outlined above).

Note; Claims which have not been verified by the OSP within 30 days of notification will automatically disappear from the OSP Dashboard and will not be taken into consideration
by the TIA i.e. the claim will be assumed to be denied.
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Entity Tax Resident in another Jurisdiction Form (TRO Form)

Reporting page > Framework = Economic Substance > Reporting Type = Entity tax resident in another jurisdiction > Create

The TRO Form can be submitted by a Responsible Person or a Secondary User (assigned for ES purposes).

The TRO Form must be completed by an entity which conducts a relevant activity and is claiming to be tax resident outside the Islands.

The TRO Form must be submitted within twelve months after the last day of the end of each financial year (“Period”) commencing on or after 1 January 2019.

Where a TRO Form is being submitted for a financial year (“Subsequent Period”) and a TRO Form has already been submitted for a prior financial year (“Prior Period”), the TRO
Form for the Subsequent Period will be populated with the information contained in the TRO Form for the Prior Period. It is then possible to change information contained in
the TRO Form for the Subsequent Period where required (e.g. where there has been a change in the details of an ultimate beneficial owner).

It is important that TRO Forms be submitted in the correct sequence (based on the financial year of the entity) to avoid any submissions being rejected. For example, a TRO
Form for a Prior Period should be submitted before a TRO Form for a Subsequent Period. If a TRO Form for a Subsequent Period were to be submitted before a TRO Form for
a Prior Period then that would result in an initial rejection of the TRO Form for the Prior Period (requiring the deletion of the original TRO Form for the Subsequent Period
followed by the re-submission of the rejected TRO Form for the Prior Period followed by the submission of a fresh TRO Form for the Subsequent Period).

There is no bulk upload option currently available.

e Starting a TRO Form and General Information about completing and submitting the TRO Form

e
o To start a TRO Form navigate to the “Reporting” tab and Distboas  Ees  ViewAdiiy
then select “Economic Substance” from the “Framework” . —
drop down and “Entity tax resident in another jurisdiction” Reporting
from the “Reporting Type” drop down. Then press the
“Create” button. This will generate a template TRO Form. Economic Subsarce |+ (4| Eny L residen i anoter L'sd)
——
o Inthe template TRO Form that has been generated, select the “ESN Year” and “Entity Name” from Overview

the drop downs. Then press the “Validate Information”. -

Validate Information

ESN Year

84 |Page



Note; The TRO Form is based on the financial year of the entity and not the calendar year. The year selected in “ESN Year” should be the year in which the financial
year to be reported on by the entity commenced. Please refer to ESN Practice Point 21 of the Practice Points document for more information on ESN Years. The TRO
Form cannot be generated unless an ESN for the corresponding ESN Year has already been submitted.

o Inthe screen that appears answer ‘Yes’ or ‘No’ to the questions as appropriate and complete any fields that appear. Where ‘Yes’ has been answered to either or both
of the questions it is important that the name of the Segregated Portfolio and/or Foreign Branch be correctly inputted. Where the TRO Form is for a Subsequent Period
(and a TRO Form has been submitted for the Segregated Portfolio and/or Foreign Branch for a Prior Period) it is important that the name of the Segregated Portfolio
and/or Foreign Branch be inputted exactly as it was inputted into the TRO Form for the Prior Period. This will ensure that a match is made.

Load last submit data (where available) X

Is the Entity a Segregated Portfolio Company ("SPC") and conducts one or more relevant activities through a Segregated Portfolio? *

Does the Entity (or Segregated Portfolio, as the case may be) have a foreign branch which is also carrying on a relevant activity and for which it wishes to submit the tax resident outside the Islands form? *
» |[i
Upon pressing the “Retrieve Data” button below the system will check whether a TRO form has previously been submitted by the Entity or on behalf of the Segregated Portfolio and/or Foreign Branch (as the case may be)
and if it has then the relevant data from that previous TRO form will be populated in this TRO form. Please note the process can take up to 10 minutes.

once retrieved, the TRO form for this ESN year will be available in the reporting tab for 4 hours (after that, the information will need to be retrieved again).
Please click the Entity name to complete the TRO form. For further information, please refer to the DITC User Guide available on the website.

Retrieve Data

o Pressthe “Retrieve Data” button to populate the TRO Form with certain Economic Substance Notification (“ESN”) information for the ESN Year and certain information
from any TRO Form submitted for a Prior Period (where applicable).

Cancel

o Press the “Close” button in message that next appears. Retrieve data request has been sent.

Close
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In the “Reporting” tab that then appears, wait for a retrieve arrow to appear beside the TRO Form that has been generated and then press it when it does. Please note
that it can take up to 10 minutes for the retrieve arrow to appear.

Dashboard Entities View Activity Reporting

Reporting

GR# FI# CbC#  Entity Ref # Reporting Type Reporting Period End Status Last Modified

275503 DITC ES Test Entity 29 Limited Economic Substance - Entity tax resident in another jurisdiction 2020-12-31 17-Nov-2021 1335 ]
Incomplete

In the message that next appears, press the “OK” button.

Are you sure you want to retrieve the FormyReturn? Click OK to
continue or Cancel to abert (the retrieval process can take up to ten
minutes),

Please note: Clicking OK allows you to view the submitted Form/Return.
It can take up to ten minutes for the data to become visible and it will

be available for four hours.
cancel

In the message that next appears, press the “Close” button.
& PP P Message

Retrieve data request has been sent

v
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o Once retrieved, access Dashboard Entities View Activity
the TRO Form by clicking

on the blue text. Reporting

GR# FI# ChC# Entity Ref# Reporting Period End Status Last Modified

275503 DITC ES Test Entity 29 Limited Economic Substance - Entity tax resident in another jurisdiction 2020-12-31 17-Nov-2021 13:35 A I
Incomplete

o If no TRO Form has been
submitted for a Prior Period then
this message will be displayed in Economic Substance - Entity tax resident in another jurisdiction
the TRO Form. Proceed to
complete the TRO Form for the —pp The system does not have a record of a TRO form previously being filed.
initial year.

o If aTRO Form has been submitted for a Prior Period then the TRO Form for the Subsequent Period will be populated with certain information from the corresponding
ESN (e.g. the “Relevant Activity(ies)”) and certain information from the TRO Form for the Prior Period (e.g. the “Jurisdiction of tax residence”). Other fields in the TRO
Form for the Subsequent Period (e.g. the “Period Start Date”) will not be populated with any information and so will require to be completed. It is possible to update
the information populated in the TRO Form for the Subsequent Period by manually amending the fields. Please note that amending any of the following fields in the
Entity Details section will require the Entity to upload new evidence for that Period; “TIN or Similar”, “TIN issued by” or “Jurisdiction of Tax Residence” otherwise, new
evidence is not required. Where none of the information has changed from the Prior Period, no changes are required and the form should just be submitted. Please
pay attention to the submission status of the TRO Form and where it has been rejected (and has a status of “Submission failed”) please access the TRO Form to view
the rejection message and take action accordingly (by retrieving, amending and then resubmitting the TRO Form).

o The TRO Form functions in a similar way to the ES Return with many of the same fields being present. Please therefore refer to the section headed “Economic Substance
Return (ES Return)” for guidance on how to complete certain of the identical fields in the TRO Form.
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o

Evidence of tax residency in the
jurisdiction of tax residence specified Evidence

earlier in the TRO Form requires to be The Authority recommends that you wait until you are ready to submit this form before uploading any documents. Any documents uploaded prior to submission will not be saved.
uploaded here. Guidance on the type _—
of evidence that should be uploaded Upload evidence to substantiate

is contained in the Guidance Notes. Choose File |No file chosen

Evidence is always required in the first ~——

claim of tax residence in another jurisdiction. *

year but after that is only required
where one of the following fields in
the Entity Details section has changed; “TIN or Similar”, “TIN issued by” or “Jurisdiction of Tax Residence”

Other |1

ority recommends that you W

Any important information not
already included in the TRO Form
that you wish to be taken into
consideration should be included

til you are ready to submit this form before uploading any documents. Any documents uploaded prior to submission will not be saved.
Please provide any other information that tiEntity considers material in determining that it has adequate substance in the Islands for the Period.

i

here. You may upload supporting documents here

No file chosen

Declaration i
The TRO Form can be saved using By submitting this form, the Entity:

the “Save” button or submitted (1) Confirms that all information in this form is accurate: and
. . 2) Acknowledges that there are sanctions for knowingly or wilfully supplying false or misleading information under S.13(2) of the ES Act
using the “Submit” button. @ ¢ glyor wily supplyng g )

Please note that for security reasons this form will not show the details of the information submitted. If you wish to review these details please retrieve this TRO filing using the refrieve button below. Please note that after retrieving, the form will need to be resubmitted and any
changes made will override the previous submission. Please also note that the option to retrieve an TRO Filing which has previously been submitted will only be available up to the date of the submission deadiine for that filng

- e

S
Note;

1. Please ensure all work on the TRO Form is saved as the smart form will time out after four hours. It is recommended that work be regularly saved to avoid
loss of data.

2. Where any address requires to be inputted into the TRO Form the “Address Free” options allows input of address information in free text. However it should
only be used in exceptional circumstances when it is impossible to provide the address in the fixed format.

3. Thefile size limit per upload field is 5SMB.
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https://www.ditc.ky/wp-content/uploads/Economic_Substance_-_Guidance_-_v3.0190713.pdf

e TRO Forms for Foreign Branches

If an entity has a foreign branch that is tax resident in another jurisdiction then a TRO Form should be submitted for that foreign branch (if the entity wishes to avail of tax
residency in another jurisdiction exception in respect of the foreign branch).

If all the entity’s relevant income is generated through that foreign branch then only a TRO Form requires to be submitted by the entity.
If an entity has more than one foreign branch that is tax resident in another jurisdiction then one TRO Form per foreign branch should be submitted by the entity.

Where an entity is conducting a relevant activity and is also conducting a relevant activity through a foreign branch and only that foreign branch is tax resident in another
jurisdiction then both an ES Return and a TRO Form should be submitted (with the TRO Form being required for the foreign branch and an ES Return being required for
each relevant activity otherwise conducted).

Special rules apply to SPCs. Therefore where an entity that is tax resident in another jurisdiction is an SPC please also refer to the section headed “TRO Forms for SPCs”
below.

e TRO Forms for SPCs

A separate TRO Form is required for each SP that is tax resident in another jurisdiction and through which one or more relevant activities have been conducted.

Examples; If an SPC has one SP that is tax resident in another jurisdiction and two relevant activities have been conducted through that SP in a Period then one TRO Form
(for the SP) would require to be submitted for that Period. Similarly, if an SPC has two SPs that are both tax resident in another jurisdiction and three relevant activities
have been conducted through each of those SPs in a Period then two TRO Forms (one per SP) would require to be submitted for that Period. Whereas, if an SPC has one
SP and a foreign branch is being operated through that SP and only the foreign branch is tax resident in another jurisdiction then a TRO Form (for the relevant activities
that have been conducted through the foreign branch in the Period) would require to be submitted (in addition to an ES Return for each relevant activity otherwise
conducted through the SP in that Period).
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Retrieving an incomplete/saved ES Return or TRO Form

DEPARTMENT FOR INTERNATIONAL TAE CODPERATION PORTAL

To retrieve an incomplete/saved ES
Return or TRO Form press the “retrieve ;
arrow” to the right hand side of the -4 L Ty

) . o LA BLAN LOVURNSLNT
specific incomplete/saved form you Baa s i

wish to continue working on.

Reporting

o Once the “retrieve arrow” is
pressed you will receive this message.

Press the “OK” button to proceed.
Are you sure you want to retrieve the Form/Return? Click OK to

continue or Cancel to abort (the retrieval process can take up to ten
rminutes).

Please note: Clicking OK allows you to view the submitted Form/Return.
It can take up to ten minutes for the data to became visible and it will

be available for four hours,

[

o You will then receive this message. Press the “Close” button”

Message

Retrieve data request has been sent.
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o  Once the “retrieve arrow” beside the
form is no longer visible the form is
ready to start working on again
(please note this process can take up
to 10 minutes). Once the form is
available, click on the form (here) to
view it.

DEFARTMINT FOR INTERNATIDNAL TAX CODPERATION PORTAL

a DURANTVE KT A0S

INTERNATIOMNAL TAX i Dear
12@. COOREATION

4 Carbias Bl COVLI T

Reporting

o The form can be saved again using the “Save” button or submitted (once it is ready to submit) using the “Submit” button (at the end of the form). The form can also

be deleted using the trashcan feature.
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Viewing/retrieving a submitted ES Return or TRO Form

o To view/retrieve a submitted
ES Return or TRO Form press

DEPARTMINT FOR INTERNATIONAL TAX COOPERATION PORTAL

the “retrieve arrow” to the & SUAITVENT 104
. . . INTERNATIONAL TAX -
right hand side of the specific T, SormAON

submitted form you wish to
view/retrieve.

Eoorome Tuatarce Eeturs

o Once the “retrieve arrow” is
pressed you will receive this message.
Press the “OK” button to proceed.

Are you sure you want to retrieve the Form/Return? Click OK to
continue or Cancel to abort (the retrieval process can take up to ten
minutes).

Flease note: Clicking OK zllows you to view the submitted Form/Return.
It can take up to ten minutes for the data to become visible and it will
be available for four hours.

Cancel

o You will then receive this message. Press the “Close” button”

Message

Retrieve data request has been sent.
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longer visible the form is ready to view (please

note this process can take up to 10 minutes). & T AT X i ot
Once the form is available, click on the entry S SN

(here) to view it.

Bannrting
MCPUN LI

v

If you wish to edit

—

Please note that for security reasons this form will not show the details of the information submitted. If you wish to review these details please refrieve this ES filing using the retrieve button below. Please note that after refrieving, the Form/Retum will need to be resubmitted and any
the form after changes made will override the previous submission. Please also note that the oplion to refrieve an ES Filing which has previously been submitted will only be available up to the date of the submission deadline for that filing

viewing it press the
“Edit” button.

ES Return - After pressing the
“Edit” button you will receive this
message. Press the “Confirm”
button to retract the ES Return.
Otherwise press the “Close”
button.

<—|

Confirm

Important Note -
You should only press the "Edit" button if you wish to retract the ES Return in order to make corrections to it.

Retracting the ES Return will automatically result in any claim(s) of outsourcing made on the previously submitted ES Return being withdrawn
and becoming unavailable for verification by the relevant OSP(s).

Aretracted ES Return, once corrected, should be resubmitted. Details of outsourcing contained in any submitted corrected ES Retum will be
notified to the relevant OSP(s) for verification by them.

It should be noted that ES Returns cannot be retracted after the applicable submission deadline.

Close
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o TRO Form - After pressing the “Edit” button you will receive this message.
Press the “OK” button to retract the TRO Form. Otherwise press the
“Cancel” button Are you sure you want to delete/edit the submitted 'Economic
Substance - Entity tax resident in another jurisdiction'?

Cancel

v

o After pressing the “Confirm” button you will

receive this message. Press the “Close” butten to Please note the retrieval process can take up to ten minutes.

continue.
] > @

o The status of the submission will then change to
“Incomplete” and it will be possible to work on the form again. The form can be saved again using the “Save” button or submitted (once it is complete and ready to
submit) using the “Submit” button (both located at the end of the form). The form can also be deleted using the trashcan feature.

Note; Submitted ES Returns and TRO Forms can only be retrieved if the applicable submission deadline has not already passed.

Note; Any documents that were previously uploaded will need to be uploaded again before submission.
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Submission Statuses (Economic Substance)

o “Pending” means that the form has been submitted and is currently being processed by the system. It can take several minutes for the Pending
system to process a submission.

o “Submitted” means that the form has been submitted and successfully processed by the system. Please note that that the status of a Submitted
submission can subsequently change (due to rejection).

- S - . N P N . Submis fail

o “Submission failed” means that the submission failed due to a rejection. Please refer to the “Actions required” section of the SRS e
“Dashboard” page for details of the reason for the failure. An example of a rejection reason message is shown below.

y ” i , , , Incomplete

o Incomplete” means that an incomplete form has been saved or a submitted form has been retrieved. Either way the form has not
been submitted.

o  “Action Required” means that the form has been reverted by the DITC and requires action on the part of the entity. Instructions on what Action Required
action requires to be undertaken will be provided by the DITC.

Example; Of a rejection reason message under the “Actions required” section of the “Dashboard” tab detailing the reason for the rejection (which resulted in a submission
failure of the particular ES Return).

Economic Substance Return & Return to Previous

Rejection Reason:
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Saving as a PDF after Submission (ES Return only)

o Once the ES Return has been
submitted, press the “retrieve arrow”
located to the right hand side of the
“Submitted” banner.

Economic Substance Retum 0211231 2-Jan-2021 11:35

Submitted

o This message will be received. Press the “OK” button.

Are you sure you want to retrieve the Form/Return? Click OK to
continue or Cancel to abort (the retrieval process can take up to ten
minutes),

Please note: Clicking OK zllows you to view the submitted Form/Return.
It can take up to ten minutes for the data to become visible and it will

be available for four hours.
> Cancel

o This message will then be received. Press the “Close” button. = Message

o Once the “retrieve arrow” for the submission
is no longer visible, access the ES Return by
clicking on the entry and locate the “Save as
PDF” button at the end of the form. Click on
this to save the form as a PDF.

Retrieve data request has been sent.

=

Declaration i
Based on the details provided in this ES Return, the Entity confirms that it has satisfied the ES Test for the Period in accordance with the ES Act
YES
By submitting this ES Return, the Enfity
(1) Confirms that all information in this ES Retum is accurate; and

(2) Acknowledges that there are sanctions for knowingly or wilfully supplying false or misleading information under section 13(2) of the ES Act

Please note that for security reasons this form will not show the details of the information submitted. If you wish to review these details please refrieve this ES filing using the refrieve button below. Please note that after retrieving, the FormReturn will need to be resubmitted and
any changes made will override the previous submission. Please also note that the option to retrieve an ES Filing which has previously been submitted will only be available up to the date of the submission deadline for that fiing.

Note; A similar feature will be added for TRO Forms in
due course.

v
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Assigning Secondary Users (Economic Substance)

Reporting page > Framework drop down = Economic Substance > Reporting Type drop down = Assign Secondary User > Create

This form allows a Responsible Person (RP) to assign a Secondary User to your assigned entities. Note that as RP you are responsible for the administration and monitoring of

any Secondary Users assigned.

To assign the Secondary User to your assigned entities for the purposes of
the Economic Substance framework, the instructions detailed in the
section headed “Assign Secondary User” should be followed (save that all
references to “PPoC” and “FIs” in that section should be read as references
to the “Responsible Person” and “entities” respectively for the purposes
of this process).

Economic Substance - Assign Secondary User

Mandatory fields are marked with an *
This form allows a Responsible Person ("RP”) to assign a Secondary User to some or all of the Entities for which they act as RF.

To assign a Secondary User.
1. Enter the contact details of the Secondary User to whom you would like to assign access and click Validate Information to confirm.
2. Click Download and view the list of Entities in a CSV file.
a. To assign the User access to all Entities: save as a CSV file to your computer with all of the Entities listed.
b. To assign the User access to some Entities: save as a CSV file o your computer with only the Entities listed which they should have access 1o
Note: For assistance with saving a CSV file please refer to our User Guide.

3. Click Choose File and select the CSV file you have saved on your computer and click Upload
a. The Portal will show the Entities that the User will be assigned to

4. Accept the Declaration and either click Save ({o return Iater) or Submit the form to the TIA

Secondary User Information

Individual first name * Individual surname *

Email address *
validate information Reset

> Current Entities

> Entities to be assigned

CSV File *

Choose File | No file chosen Upload [}
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Removing Secondary Users (Economic Substance)

Reporting page > Framework drop down = Economic Substance > Reporting Type drop down = Remove Secondary User > Create

This form allows a Responsible Person (RP) to remove a Secondary User’s access to your assigned entities. Note that as RP you are responsible for the administration and

monitoring of any Secondary Users assigned.

To remove the Secondary User’s access to your assigned entities for the
purposes of the Economic Substance framework, the instructions detailed
in the section headed “Remove Secondary User” should be followed (save
that all references to “PPoC” and “FIs” in that section should be read as
references to the “Responsible Person” and “entities” respectively for the
purposes of this process).

Economic Substance - Remove Secondary User

[Mandatory fields are marked with an
This form allows a Responsible Person to inform the TIA that a Secondary User should no longer have access to some, or all of the Entities for which they are assigned.

To remove a Secondary User

1. Enter the contact details of the Secondary User whose access you would like to remove, and click Validate Information to confirm
a. The Portal will show the Entities that the User currently has access to.

2. Click Download and view the list of Entities in a CSV file
a. Toremove access to all Entities: save as a CSV file to your computer with all of the Entities listed
b, Toremove access to some Entities: save as a CSV file to your computer with only the Entities listed which they should not have access to
Note: For assistance with saving a CSV Tile please refer to our User Guide

3. Click Choose File and select the CSV file you have saved on your computer and click Upload
a. The Portal will show the Entities that the User will no longer have access to

4. Accept the Declaration and either click Save (to return Iater) or Submit the form to the TIA

Secondary User Information
Individual first name Individual sumame ~

Email address =

Validate information Reset

% Current Entities

> Entities to be removed

Csv File *

Choose File | No file chosen Upioad [}

98| Page



	The DITC Portal Registration and Login Page
	Contents
	Account Activation
	Activate Existing Secondary User (migrated from the Cayman Islands AEOI Portal)

	Dashboard
	Entities Page
	Entity Profile Page
	View Activity Page
	Reporting Page
	Forgotten Password
	CRS & FATCA Notification / Registration
	CRS & FATCA PPoC Change
	Authorising Person Change
	Assign Secondary User
	Remove Secondary User
	FI Change Form
	FI Deactivations
	CRS XML Generator Tool
	Correcting a CRS Validation Error
	Corrections / Deletions of Data for a CRS XML Upload
	DITC Portal CRS Validation Rules
	CRS Filing Declaration
	CRS Compliance Form (smart form)
	Retrieving a saved CRS Compliance Form (smart form)
	CRS Compliance Form (bulk upload by CSV)
	Correcting a CRS Compliance Form Bulk Upload Validation Error
	FATCA XML Generator Tool
	FATCA XML Return Upload
	Correcting a FATCA Validation Error
	Correcting a FATCA Error indicated by the IRS
	Correction confirmation

	DITC Portal FATCA Validation Rules
	Downloading/Saving a CSV file
	- OSP Verification Process
	Outsource Service Provider (OSP) Registration & Account Activation

	Correcting a FATCA reporting error voluntarily
	Completing the OSP Registration Form
	Activating the Account
	Insert the email address that you provided in the registration form/used to register (see above) and check the reCAPTCHA box (and complete if prompted). Click “Send me a PIN”. A PIN will be sent to the specified email address from no-reply@ditc.ky. Th...
	Economic Substance Return (ES Return)
	 ES Return for a Relevant Entity which conducted more than one Relevant Activity in a Period
	 ES Returns for Segregated Portfolio Companies (SPCs)
	OSP Verification Process
	Entity Tax Resident in another Jurisdiction Form (TRO Form)
	 TRO Forms for Foreign Branches
	 TRO Forms for SPCs
	Retrieving an incomplete/saved ES Return or TRO Form
	Viewing/retrieving a submitted ES Return or TRO Form
	Submission Statuses (Economic Substance)
	Saving as a PDF after Submission (ES Return only)
	Assigning Secondary Users (Economic Substance)
	Removing Secondary Users (Economic Substance)


