CCASS OPERATIONAL PROCEDURES

Section 8
Nominee Services

8.6
VOTING
8.6.3
Corporate actions subject to book-close period

If voting is required in respect of corporate actions or activities which are subject to a book-close period or there is a record date for determining entitlements, the following procedures will normally apply :

(vi)
Investor Participants wishing to nominate a person to attend a meeting must give their instructions via the CCASS Internet System, or by completing a form (Appendix 5.5) and submitting it at the Customer Service Centre before the stated deadline (usually four Business Days before the relevant meeting date). In case of an Individual Investor Participant, instructions may also be given via the CCASS Phone System if the person to attend the meeting is the Individual Participant himself or one of the individuals comprising the Joint Individual Investor Participant.  If instructions as aforesaid are given by an Investor Participant, HKSCC will not accept voting instructions (as described in (iv) above) in respect of the Investor Participant’s holdings of the Eligible Securities;

8.6.5
Demand poll request

In respect of the voting instructions of Participants to vote in favour of or against any stated matter or resolution (other than voting instructions to be acted upon by the persons nominated by the Participants to attend and vote at the meeting directly), HKSCC may from time to time agree with receive requests of such Participants for HKSCC to make a demand for a poll to be taken in respect of such stated matter or resolution to be voted on at the relevant meeting.  In deciding whether to receive demand poll requests of Participants, HKSCC may consider the constitutive documents of the issuer of the Eligible Securities, the proceedings of the relevant meeting, the applicable laws and other relevant matters in the opinion of HKSCC.  For the avoidance of doubt, HKSCC will not receive demand poll requests of Participants where the relevant meeting is to be held outside Hong Kong or at a place where in the opinion of HKSCC is not easily accessible.  If HKSCC, in respect of any stated matter or resolution to be voted on at the relevant meeting, agrees to receive demand poll requests from Participants that gives voting instructions to HKSCC, the following procedures will normally apply:

(iii)
HKSCC will consolidate requests for demand poll in respect of each voting instruction for a stated matter or resolution (other than voting instructions to be acted upon by the persons nominated by the Participant to attend and vote at the meeting directly) duly given by Participants which would cause a vote to be cast at the relevant meeting by HKSCC.  Based on the consolidated demand poll requests of Participants, HKSCC may demand that a poll be taken at the relevant meeting in respect of the stated matter or resolution put to the vote of members at the relevant meeting if HKSCC finds it appropriate to do so;

Section 12
Non-Exchange Trades - SI Transactions,

Clearing Agency Transactions,

ISI Transactions and Transfer Instructions
12.3
ISI TRANSACTIONS (INVOLVING INVESTOR PARTICIPANTS)

12.3.2
Input ISIs


Input ISI by Participants other than Investor Participants may only be made via CCASS Terminals or Participant Gateways.  Input ISI by Investor Participants may be made via the CCASS Phone System or the CCASS Internet System or through submitting relevant forms to HKSCC at the Customer Service Centre.
(i)
Details of ISIs

The data input fields of an ISI are:
(n)
Internal transaction reference; 

(o)
Remarks; and

(p)
Hold Before Settlement (Y – yes or N – no).

Items (a) to (e), (g) and (h) are mandatory input fields.  

In relation to item (f), Participants may input the delivering or receiving stock account for settlement of an ISI.  If item (f) is not input the Stock Clearing Accounts of the Participants inputting the ISI will be used to make or take deliveries of Eligible Securities for the purpose of settlement of the ISI Transaction.  

For ISIs to effect stock borrowing or lending transactions or return or redelivery of borrowed securities, Participants may input the relevant information into item (k) which is not a mandatory input field.

In relation to item (l), unless otherwise specified, it will be assumed that the ISI Transaction need not be settled by the input of a DI by the delivering Participant  (i.e. the ISI Transaction as a result of the input of ISI (without affirmation) will be included in a Batch-settlement-run or on-line delivery upon its input (and authorisation, if required) by Participants and the ISI Transaction as a result of the input of ISI (with affirmation) will be included in a Batch-settlement-run or on-line delivery upon its affirmation by the relevant Investor Participants).  

For item (m), a delivering Participant may choose to require the Eligible Securities to be delivered to the paying Participant's Stock Account to be put on hold pending Negative Confirmation of Payment by the paying Participant's Designated Bank. 

In relation to item (p), unless the Participant other than an Investor Participant selects otherwise, settlement of the ISI Transaction will not be put on hold after successful affirmation or input (and authorized, if required).

Participants inputting the ISI have to include details of the mandatory input fields in an ISI.  Otherwise, an ISI will not be accepted for input into CCASS by HKSCC.  HKSCC reserves the right to impose other requirements for ISIs from time to time.

For internal record-keeping purposes, a Participant may incorporate additional information into ISIs by using the relevant input fields.

In the event of a Participant inputting an ISI, the ISI will not be accepted by CCASS for input if the counterparty Participant ID is not contained in the inputting Participant's ISI (without affirmation) counterparty list or ISI (with affirmation) counterparty list maintained with CCASS, as the case may be.  No such validation will be performed by CCASS if the Participant is inputting an ISI (with affirmation) and it does not maintain an ISI (with affirmation) counterparty list with CCASS.  
In the event of a Participant other than an Investor Participant inputting an ISI (with affirmation) and the counterparty is a Corporate Investor Participant, CCASS will also reject the ISI (with affirmation) if the inputting Participant's ID is not contained in the Corporate Investor Participant's ISI (with affirmation) counterparty list maintained with CCASS.  No such validation will be performed by CCASS if the Counterparty Corporate Investor Participant does not maintain an ISI (with affirmation) counterparty list with CCASS.

12.3.5
ISI Functions Available for Use

Various ISI functions are available for use by Participants other than Investor Participants through their CCASS Terminals and Participant Gateways.  To access the relevant ISI, a Participant will need to key into its CCASS Terminal or Participant Gateway the ISI Input Number of such ISI.

All data input fields of an ISI can be changed by a Participant other than an Investor Participant through the “Change ISI” function if the status of the ISI has not yet been updated to “pending for settlement”.  After an ISI is updated to “pending for settlement” status, the only input data of an ISI which can be changed are the DI requirement field (see item (l) of Section 12.3.2 (i)) through the “Change DI Requirement” function (see further Section 13.2.3) and the Hold Before Settlement field (see item (p) of Section 12.3.2 (i)) through the “Hold/Release ISI” function.

Participants should refer to the CCASS Terminal User Guide for Participants for further information on the ISI functions available for use by Participants other than Investor Participants.
Some ISI functions are available for use by Investor Participants via the CCASS Phone System or the CCASS Internet System.  Investor Participants should refer to the Operating Guide for Investor Participants for further information on the ISI functions available for use by Investor Participants.
12.3.6
Settlement of ISI Transactions

(ii)
On-line settlement

Settlement of ISI will, subject to the on hold mechanism described in (vi) and (vii) below, be immediately effected once input (and authorisation, if required) of ISI (without affirmation) or affirmation of an ISI (with affirmation) is made at or before 3:45 p.m. on a Settlement Day if the stipulated settlement date in respect of that ISI is not later than that Settlement Day and there are sufficient relevant stocks in the Stock Account of delivering Participant or in the case of an ISI Transaction to be settled in CCASS on an RDP basis, on-line immediate delivery will be effected by CCASS upon receipt of confirmation of payment in respect of such ISI Transaction from the Clearing House of HKAB.

For ISI (without affirmation) input or ISI (with affirmation) affirmed (a) on a Business Day which is not a Settlement Day or (b) between 3:45 p.m. and 7:00 p.m. on a Settlement Day, settlement will be effected during the Batch-settlement-runs or by the input of a DI on the next Settlement Day or the stipulated settlement date, if the stipulated settlement date is later than the next Settlement Day.

ISI (without affirmation) input or ISI (with affirmation) affirmed after 7:00 p.m. on a Business Day and before 7:00 a.m. on the next Business Day will be processed by CCASS after 7:00 a.m. on that next Business Day and settlement will be effected during the Batch-settlement-runs or by the input of a DI on (a) that next Business Day if it is a Settlement Day or (b) the next Settlement Day if that next Business Day is not a Settlement Day or (c) the stipulated settlement date if the stipulated settlement date is later than the date specified in (a) and (b) above.

ISI (without affirmation) input or ISI (with affirmation) affirmed on a day which is not a Business Day will only be processed by CCASS after 7:00 a.m. on the next Business Day and settlement will be effected during the Batch-settlement-runs on (a) that next Business Day if it is a Settlement Day or (b) the next Settlement Day if that next Business Day is not a Settlement Day or (c) the stipulated settlement date if the stipulated settlement date is later than the date specified in (a) and (b) above.

(iii)
Batch-settlement-runs

Unless specifically excluded from Batch-settlement-runs by the Participant other than an Investor Participant specifying that the input of a DI is necessary or that ISI settlement shall be put on hold (see Section 12.3.2(i)), and/or in the case of insufficient stocks in the delivering Participant's Stock Account at the relevant time, the ISI Transaction will be included in the multiple Batch-settlement-runs effected on each Settlement Day, when relevant Eligible Securities in the relevant Stock Account of the delivering Participant (see item (f) of Section 12.3.2(i)) will be automatically debited and then credited to the relevant Stock Account of the receiving Participants (see item (f) of Section 12.3.2(i)). 
In the case of an ISI Transaction to be settled in CCASS on an RDP basis, available shares in the relevant Stock Account of the delivering Participant will be put on hold and settlement will be effected by CCASS upon receipt of confirmation of payment of such transaction from the Clearing House of HKAB.

(iv)
Delivery Instructions
A delivering Participant other than an Investor Participant can also initiate settlement of an ISI Transaction on or after its due date by the input of a DI. 
If an ISI Transaction is specified by the delivering Participant other than Investor Participant to be excluded from Batch-settlement-runs at the time of input of the relevant ISI through the DI requirement field or subsequently through the use of the "Change DI Requirement" function, the delivering Participant will have to input a DI to effect settlement of such ISI Transaction in CCASS.  Where the settlement of such ISI Transaction is also specified by the Participant other than an Investor Participant to be put on hold through the “Hold Before Settlement” field, the delivering Participant other than an Investor Participant should release the on hold mechanism prior to the input of a DI to effect settlement of the ISI Transaction in CCASS. 

In the case of an ISI Transaction to be settled in CCASS on an RDP basis by a DI, available shares in the relevant Stock Account of the delivering Participant will be put on hold and settlement will be effected by CCASS upon receipt of confirmation of payment of such transaction from the Clearing House of HKAB.

(vi)
DVP On hold mechanism
A DVP on hold mechanism operates where (i) an ISI Transaction is to be settled in CCASS on a DVP basis and (ii) the delivering Participant requires it to be operated.  If the on hold mechanism operates, the Eligible Securities to be credited to the paying Participant's Stock Account under the ISI Transaction will be put on hold.  They will stay on hold until Negative Confirmation of Payment in response to the relevant debit EPI has been obtained from the paying Participant's Designated Bank.  While the Eligible Securities are on hold they will remain the property of the delivering Participant and may not be withdrawn from CCASS or transferred or otherwise used by the delivering Participant or the paying Participant.  Once the Negative Confirmation has been obtained, the Eligible Securities will become the property of the paying Participant.  If Negative Confirmation has not been obtained and the paying Participant's Designated Bank does not make payment in response to the relevant debit EPI, HKSCC will recredit the Eligible Securities to the delivering Participant's Stock Account and the delivering Participant will be free to withdraw them from CCASS or transfer or otherwise use them.
(vii)
Hold Before Settlement Mechanism
A Participant other than an Investor Participant may need to put on hold the settlement of an ISI from Batch-settlement-runs, online settlement initiated by the input of an ISI (without affirmation) or affirmation of an ISI (with affirmation) or from settlement initiated by the input of a DI.  Under the on hold mechanism, an ISI which is to be settled on an FOP, DVP or RDP basis will be held and excluded from all the settlement processes described in Sections 12.3.6 (ii), (iii) and (iv) above.  A Participant other than an Investor Participant can set the “Hold Before Settlement” indicator during ISI input or via the “Hold/Release ISI” function after the ISI has been updated to “pending for settlement” status.  Once set, the ISI will be subject to the “Hold Before Settlement” mechanism.  Settlement of such ISI will not be effected until the on hold mechanism has been released by the Participant other than an Investor Participant.  If the status of ISI is already updated to ‘Settled’, ‘DVP on hold’, ‘RDP on hold’, ‘Payment Validated’ or ‘Unwind’, settlement of the ISI cannot be put on hold.”    

12.3.8
Relevant CCASS Reports

(i)
Reports available

Three reports relating to ISI Transactions for Participants other than Investor Participants are available in CCASS, namely:

(a)
the ISI Activity Report;

(b)
the ISI Status Report; and

(c)
the Intra-day ISI/SI Full List.

Reports (a) & (b) are available on each Business Day (including Saturday unless it is a public holiday) from the commencement of CCASS services through CCASS Terminal and Participant Gateway and relate to matters affecting ISIs occurring on the previous Business Day.  Report (c) is available shortly after each Batch-settlement-run and the SI matching runs at 5:00 p.m. and 6:00 p.m.  It gives details of ISIs due or overdue on current Business Day.
The three reports are prepared in a pre-defined format in CCASS and hard copies of such reports can be printed from CCASS Terminals and Participant Gateways of Participants via the report retrieval function.

(ii)
ISI Activity Report

This report shows details of ISIs that are input, affirmed or purged by CCASS on each Business Day and lists ISI input activities (including input, change, authorise and delete instructions) and maintenance activities of the “Hold/Release ISI” function on that day.

(iv)
Intra-day ISI/SI Full List
This report is available on each Business Day after each Batch-settlement-run and the SI matching runs at 5:00 p.m. and 6:00 p.m.  It shows details of due/overdue ISIs/SIs of a Participant with status as of the time immediately after the first and second Batch-settlement-runs and the SI matching runs at 5:00 p.m. and 6:00 p.m. respectively.
Section 13
Securities Settlement

13.1
GENERAL

13.1.1
DIs or Batch-settlement-runs or on-line delivery to effect delivery in CCASS

CCASS is designed to give Participants a high degree of flexibility to cater for their priorities for settlement of transactions in CCASS (CNS stock positions arising from Exchange Trades and Clearing Agency Transactions, Isolated Trades including Clearing Agency Transactions, ISI Transactions, SI Transactions and Compulsory Stock Borrowing Transactions).

In most cases, to effect settlement in CCASS, a delivering Participant may rely on one of the three methods :

(i)
the input of Delivery Instructions;  

(ii)
the multiple Batch-settlement-runs effected on each Settlement Day; or

(iii)
on-line delivery for ISI Transactions or SI Transactions to be settled in CCASS on a RDP basis by HKSCC.

A delivering Participant wishing to settle a particular transaction first will always be able to do so by the use of a DI, instead of relying on the Batch-settlement-runs which will be processed by HKSCC based on a pre-determined sequence (see further Section 13.3.4 and Section 13.3.6)

Further, in relation to Isolated Trades (including Clearing Agency Transactions), ISI Transactions and SI Transactions, a delivering Participant can also exclude such transactions from Batch-settlement-runs.  In the case of an Isolated Trade (including a Clearing Agency Transaction), the delivering Participant can always make use of the "Change DI Requirement" function available through its CCASS Terminals or Participant Gateways to specify that a DI will be required to effect settlement of that Isolated Trade.  In the case of an ISI or SI Transaction, the delivering Participant can either specify at the time of input of an ISI or SI or subsequently by the use of the "Change DI Requirement" function, that a DI will be required to effect settlement.

In relation to SI and ISI Transactions to be settled in CCASS on a RDP basis, a delivering Participant can input a DI to put the available shares on-hold in its stock, settlement of such transactions will be effected by HKSCC upon receipt of confirmation of payment of such transactions from the Clearing House of HKAB.

On-line delivery will be effected by HKSCC in accordance with section 12.3.6(ii) upon input of an ISI (without affirmation) or affirmation of an ISI (with affirmation) by the Investor Participant concerned where there are sufficient Eligible Securities in the Stock Account of the delivering Participant concerned.  However, if an ISI Transaction is to be settled in CCASS on a DVP basis and the delivering Participant requires the on hold mechanism to be operated, delivery will be effected upon obtaining Negative Confirmation of Payment from the Designated Bank of the receiving Participant on the next Business Day; and in the case of an ISI Transaction or SI Transaction to be settled in CCASS on a RDP basis, delivery will be effected upon receipt of confirmation of payment from the Clearing House of HKAB.
A Participant wishing to settle a delivering SI Transaction with the Eligible Securities received from a particular SI Transaction (with identical details in respect of stock code, settlement date and settlement account) can assign an identical "SI linkage reference" code to both SIs during SI input.  As the system captures the identical reference code, the on-hold mechanism will operate so that the Eligible Securities credited to the Participant's settlement account with respect to the receiving SI will be applied solely for the settlement of the designated delivering SI with the same SI linkage reference during settlement process.  After assigning a SI linkage reference to the SIs and before the settlement of the receiving SI, a Participant may still initiate to settle the obligation to deliver under the delivering SI using other Eligible Securities available in the Participant's settlement account by the input of a Delivery Instruction.  Notwithstanding the settlement of the delivery obligation using other available securities, the Eligible Securities received under the receiving SI and subject to the on-hold mechanism shall not be released until the end of the Final Batch-settlement-run on that Settlement Day.

A delivering or receiving Participant wishing to hold settlement of an SI Transaction after successful matching can select the Hold Matched SI requirement field as “Yes” during SI input or via the “Change Hold Matched SI” function.  Settlement of such SI Transaction will not be effected until the matched on hold status has been released by the initiating party or parties, as the case may be.   Similarly, an ISI Transaction can be held from settlement if the Participant other than an Investor Participant sets the “Hold Before Settlement” field as “Yes” during ISI input or via the “Hold/Release ISI” function during subsequent update.  Settlement of such ISI will not be effected until the on hold mechanism has been released by the Participant.

13.2
SETTLEMENT BY DIs

13.2.5
Immediate delivery

DIs input by Participants (other than Investor Participants) usually will be given effect to in CCASS immediately by HKSCC.  In the case of ISI or SI Transactions to be settled in CCASS on a RDP basis, shares will be put on-hold upon DIs input by Participants other than Investor Participants pending receipt of confirmation of payment of such transactions from the Clearing House of HKAB. 
13.2.6
DIs not accepted

Settlement of a transaction by a DI input by a Participant (other than an Investor Participant) will not be given effect to in CCASS in the following cases :
(v)
where a DI attempts to effect partial delivery in respect of an ISI Transaction or SI Transaction; 

(vi)
where a DI attempts to effect settlement of an SI Transaction, whose settlement has been put on hold by either or both of the delivering and receiving Participants; and

(vii)
where a DI attempts to effect settlement of an ISI Transaction, whose settlement has been put on hold by the Participant.

13.3
SETTLEMENT BY BATCH-SETTLEMENT-RUNS

13.3.1
Transactions settled by Batch-settlement-runs

Other than (i) those transactions which are specified to require the input of DIs by the delivering Participants (other than Investor Participants) to effect settlement (see Section 13.2.3); (ii) SI Transactions whose settlement has been put on hold by either or both of the delivering and receiving Participants after successful matching (see Section 12.1.6(ii)); and (iii) ISI Transactions whose settlement has been put on hold by a Participant other than an Investor Participant (see Section 12.3.6 (vii)), transactions in CCASS may be settled by the multiple Batch-settlement-runs effected by HKSCC on each Settlement Day.

ISI and SI Transactions to be settled in CCASS on an RDP basis will be excluded from the final Batch-settlement-run on each Settlement Day.

13.3.4
Delivery - processing sequence of short positions

Different delivery positions of a Participant in the same Eligible Security may be included in a Batch-settlement-run.   For Broker Participants, these may include CNS stock positions, Isolated Trades (including Clearing Agency Transactions), ISI Transactions and SI Transactions.  For Clearing Agency Participants, these may include Clearing Agency Transactions and SI Transactions.  For other Participants other than Investor Participants, ISI Transactions, SI Transactions and Clearing Agency Transactions will be included in a Batch-settlement-run.  For Investor Participants, ISI Transactions will be included in a Batch-settlement-run.

In relation to a delivering SI input with an "SI linkage reference" code, settlement of the transaction will only be effected if the corresponding receiving SI has been settled and there is sufficient "on hold" Eligible Securities and/or available Eligible Securities in the stipulated settlement account.

In relation to a matched on hold SI, settlement of the SI Transaction will only be effected if the matched on hold status has been released by the initiating party or parties, as the case may be.  In relation to an ISI with “pending for settlement” status whose settlement has been put on hold, settlement will only be effected if the on hold mechanism has been released by the Participant other than an Investor Participant.

	Details of Instruction

輸入指示之細節


	*Attend Meeting: _____ (Y/N)


出席會議
	**Shareholding


持股量
	 : ((((((((((((((((((((((((((((
	

	Stock Code : (((((((((((((__|

股份代號 
 
	Stock Name : ((((((((((((((((((((((((((((((((((((((((((((((     Meeting Date: (((((((  (((((((  (((((((
股份名稱                                                                                     會議日期        D  D     M  M    Y   Y

                                                                                                                               日          月         年

	□ Annual General Meeting


週年股東大會


	· Extra-ordinary General Meeting

特別股東大會
	· Special General Meeting

特別股東大會

	· Court Meeting

法會指令大會


	Resolution 決議案 
(Printed on proxy form)

印於委任代表表格


	For

贊成
	Against

反對
	Demand Poll

要求投票方式表決 
Y(是)               N(否)

	((((((((((((((((
	(((((((((((((((((((((((((((((((
	(((((((((((((((((((((((((((((((
	□                     □
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	□                     □
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	□                     □
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	□                     □
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	□                     □
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	□                     □
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	□                     □


For Investor Participants wishing to nominate representative(s)
The following person(s)1 are nominated to represent *me/us/our company to attend the meeting. 

以下被提名人仕1將代表*本人/本公司出席會議。
	1. 
	*Ms / Mr

	
	Address2:               

	
	

	2. 
	*Ms / Mr

	
	Address2:

	
	

	3. 
	*Ms / Mr

	
	Address2:

	
	

	4. 
	*Ms / Mr

	
	Address2:

	
	


Notes:
1.
A maximum of four representatives can be nominated but only one of them can attend the meeting.



最多可提名四位代表而只有其中一位可出席會議。

2.
The name and address of the representative(s) should be provided in English. For Corporate Investor Participants, provision of address is not required.   代表的姓名和地址必須以英文填寫。公司投資者戶口持有人毋須提供地址。
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** Signature(s) (with Company Chop, if applicable)

     簽名（公司蓋印, 如適用）
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