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1. Records Held By This FSP

We maintain records on the following categories and subject matters. However, please note that recording a category or subject
matter in this Manual does not imply that a request for access to such records would be honored. All requests for access will be

evaluated on a case-by-case basis in accordance with the provisions of the Act.

Request for access to documents held by the FSP will be in accordance with the Act. The type of records available to the person

requesting the information are listed hereunder:
Administrative
These include, but are not limited to the following:

the FSP’s license

e the FSP’s compliance manual

e the FSP’s policies

e the FSP’s internal rules and procedures

e any personal records provided to the FSP by its personnel

e any records which a third party has provided to the FSP about any of its personnel

Human Resources Records

These include, but are not limited to the following:

e any personal records provided to the FSP by its personnel

e any records which a third party has provided to the FSP about any of its personnel

e conditions of employment and other personnel-related contractual and quasi-legal records
e internal evaluation and training records

e otherinternal records and correspondence

Client-related Records

Customer records

Please be aware that this FSP is very concerned about protecting the confidential information of its customers. Please motivate any

request for customer information very carefully, having regard to Sections 63 to 67 of the Act.
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These include, but are not limited to the following:

e advice records

e operational records

e databases

e information technology
e marketing records

e internal correspondence
e product records

e  statutory records

e internal policies and procedures
e treasury-related records
e securities and equities

e records held by officials of the FSP

Financial Records

These include, but are not limited to the following:

e financial statements
e audit records

e assets inventory

Other Parties

The FSP may possess records pertaining to other parties, including without limitation, contractors, suppliers, subsidiary/holding

companies, joint venture companies and other financial services providers.

These records include:

e service level agreements
e financial records

o correspondence
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