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1. PROCESS OVERVIEW-GENERAL INFORMATION

1.1. GENERAL SYSTEM AND QUESTIONNAIRE INFORMATION

The questionnaire is submitted through the Amlex365 platform.

The obligation to submit the questionnaire applies to all Cyprus Bar Association (hereinafter
referred to as "CBA") members, specifically, lawyers (self-employed, employees of
LLC/ASP/Partnership/Self-Employed Lawyer), LLCs, ASPs and Partnerships.

The obligation to complete the questionnaire is independent of whether the members of the
CBA provide administrative services.

All information recorded in the questionnaire concerns the reporting period of each
questionnaire. The reporting period runs from 1% of January to 31 of December of each year.

The deadline for submitting the questionnaire is specified in the announcements on the CBA
website.

The initial questionnaire displayed is the “Basic Questionnaire” which must be completed,
saved, and submitted (Save and then Submit) by all members of the CBA (natural and legal
persons) who during the reporting period paid the annual fees to the CBA and/or held a
professional practice licence, including those who did not provide administrative services.

The Inherent Risk Questionnaire and Control Risk Questionnaire must be completed by all
members of the CBA (natural and legal persons) who invoiced for the provision of
administrative services during the reporting period.

The obligation to complete the Inherent Risk Questionnaire and Control Risk
Questionnaire remains even if the member of the CBA invoiced during the reporting period
for only one (1) service to a single (1) client. For example, incorporation of just one (1)
company or the preparation of a single (1) purchase/sale agreement for real estate for only one
(1) client.

To successfully submit each questionnaire, always click 'Save' before clicking 'Submit' to
ensure your information is not lost. The 'Save' and 'Submit' icons are located at the bottom of
each questionnaire page.

In case of incorrect submission of the questionnaire, it can be resubmitted unlimited time within
the specified deadline.

The access to the platform will time out for security reasons after 20 minutes of inactivity. For
this purpose, we recommend saving the questionnaire after completion of every 4-5 questions,

so that you do not lose the information you have entered in case of a time out.

In instances where the declared numbers do not match or if all required fields have not been
filled out, the system will not allow the submission of the questionnaire.
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Errors of each questionnaire appear at the top of the questionnaire in red when trying to submit.
Please note that, if any errors exist or appear the questionnaire will not be considered as
submitted.

When saving the questionnaire, any errors or incomplete answers are not displayed and the
questionnaire is not submitted.

For all questions that require a numerical value, enter a number greater than or equal to zero
(0). In instances that you do not have a number, enter 0 in order to be able to submit the
questionnaire successfully.

Each question and answer of the questionnaires is in English and translated in Greek in brackets.

Upon successful submission of the questionnaire, you will receive an automated confirmation
email at the email address registered with the CBA.

For any clarification, please refer to this manual, view the video available on the main
page/dashboard after logging into your Amlex365 account or contact us via email at

aml@cba.org.cy.

1.2. PROCEDURE FOR ACCESSING THE AMLEX365 PLATFORM

For each member of the CBA, a separate account has been created on the Amlex365 platform
(username and password), through which they will log in to complete and submit the
questionnaire.

The access details for the Amlex365 platform (username and password) for each member of the
CBA are included in the email sent by "Amlex365 | Cyprus Bar Association," which was sent

from the address noreply@email.cba.org.cy to the email address of each member as registered
with the CBA.

The email will contain a link to access the Amlex365 platform, the username, as well as the
unique password.

If you cannot find the above email, check all your folders, including spam/junk for any emails
from noreply@email.cba.org.cy or perform a search for "Amlex365" or

noreply@email.cba.org.cy. If the email address registered with the CBA is incorrect or not the

one you use, in the case of a natural person, please update your details through your account on
the CBA website and in the case of a legal entity, an email should be sent to aml@cba.org.cy.
In case of a change to the email address, it will be possible to send the login credentials to the
Amlex365 platform, 24 hours following the change.
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1.3. PROCEDURE FOR ACCESSING THE QUESTIONNAIRE

= After logging into the platform, you will be directed to the homepage/Dashboard. Select "View
Questionnaires" from the "ENTITY INFORMATION" section, as shown in the table below.
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= The name of the CBA member/entity appears and, on the right, select "View Questionnaires
as shown in the table below.

View Questionnaires

Entity 1D: Entity Unique Code: Entity Name:

Records per page:

Entity ID Entity Unique Code Entity Naome

14971 TESTO1 CBA DUMMY ASP View Questionnaires

= By selecting the “View Questionnaires" option again, you will go to another page where the
Basic Questionnaire of the reporting year will be displayed.

= By selecting the “View" option to the right of the questionnaire, you will go to the relevant
questionnaire.

= Next to the name of each questionnaire you can find the reporting year (cycle) and its status.
That is:

= if you have not started to fill in the questionnaire its status will be “Not Started”,

= if you have started the questionnaire and you just have saved the information its status will be
“Saved” and
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o When the process is completed and you submitted the questionnaire, its status will display as
“Submitted”. To successfully submit the questionnaire, its status should be displayed as

13 . 2
Submitted”.
Records per page:
Questionnaire Cycle Status Status Date
Inherent Risk Questionnaire 2022 Year Cycle Not Started View
Control Risk Questionnaire 2022 Year Cycle Not Started View
Basic Questionnaire 2022 Year Cycle Submitted 10/05/2024 View

= The questionnaires "Inherent Risk Questionnaire & Control Risk Questionnaire” appear to
members who have the obligation to complete and submit them, immediately after submitting
the Basic Questionnaire.

1.4. PROCEDURE FOR PRINTING QUESTIONNAIRES

= At the bottom of the above page, there is the option "Report Name" as shown below, where
next to each questionnaire there is the "view report" option. The option "List of all Questions
— for reference only" displays all questions from all questionnaires, regardless of whether or
not you are required to submit all 3 questionnaires. In case you have saved or submitted the
questionnaires, this report does not include any of your answers.

e [ —

List of all Questions - for reference only View Report
Saved Basic Questionnaire Report View Report

Submitted Basic Questionnaire Report View Repaort

= By selecting "view report" you will see the questionnaire as you have completed and submitted

it. From the icon e you can export the questionnaire and print it.

Submitted Questionnaire Report

Submitted
Questionnaire
Report

Date:

Jul 0& 2024
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2. EXPLANATION OF KEY QUESTIONS/POINTS IN

2.1. «BASIC QUESTIONNAIRE»

Questions 1.2 - 1.3: Should be completed only by the members who in question 1.1. have
selected the option “Employee”.

Question 1.4: Specify whether during the reporting period, you provided administrative
services either personally or through an LLC/ASP/Partnership, your employees, or another self-
employed lawyer, regardless of whether you have not invoiced for these services.

Administrative Services are defined as the following activities (Article 2A(c)(ii) & (d) of Law
188(1)/2007):

Establishment of companies or other legal entities
Financial or real estate transactions, either by assisting in the planning or execution of
transactions for a client in relation to:

= the purchase and sale of real estate or business,

= the management of money, securities or other assets of a client,

= opening or management of bank, savings or securities accounts,

= the organization of contributions necessary for the establishment, operation or management

of a company,

= the establishment, operation or management of trusts, companies, foundation or similar

structures,

Provision of advisors for legal persons, provision of director services

Provision of secretary, or assistant secretary of legal persons

Holding the shareholding capital of legal persons and registering such shareholder in the
respective registers of shareholders on behalf of third parties

Provision of registered office address and/or the official mailing address and/or electronic
address of companies

Provision of general or limited partners in partnerships

Provision of other similar services, or in conjunction with the services described above, in
relation to other legal persons or organizations with or without a separate legal personality
Acting as, or arranging for another person to act as, a trustee or a trustee in express trusts or
similar legal arrangement

Safe keeping of financial instruments on behalf of clients, including acting as depositary, as
defined in the Third Annex, Part I, paragraph 1 of the Investment Services and Activities and
Regulated Markets Law, and other related services, unless this is provided as an ancillary
service by an investment firm in the framework of the Investment Services and Activities and
Regulated Markets Law.

Provision of services for the preparation and/or management of an application for the
granting of a residence permit or naturalization in the context of each Cyprus Investment
Program in force, in accordance with the provisions of section 111A of the Civil Registry Law.
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2.2. INHERENT RISK QUESTIONNAIRE»

2. Information about the workforce and offices:

Questions 2.1 - 2.3: Natural or legal persons who do not employ staff must enter the number
0.

Question 2.7: State the total number of staff who provide administrative services other than
director and trustee services to clients. The administrative services are defined above.

Questions 2.8.3 - 2.8.5: Refer to the lists of countries that were in effect during the reporting
period of the questionnaire, which can be found on the CBA website in the category AML/CFT
— Announcements.

3. Financial Information of Obliged Entity:

Question 3.2.4: Enter all other services that were not accounted for in questions 3.2.1, 3.2.2,
and 3.2.3 (e.g., incorporation of companies or other legal entities).

Question 3.2.5: Enter, for example, court cases, administrations, legal opinions, etc.

4. Client Information/Number of Clients

Clarification of the term “active clients”: All clients who were offered any administrative service, as
defined above, during the reporting period of the questionnaire, regardless of whether the business
relationship was terminated during the reporting period.

Question 4.1.2: The beneficial owners of legal entities that are your clients are not included.
Legal entities to which the "company registration (one-off registration)" service was provided
during the reporting period of the questionnaire are also included.

Questions 4.1.7 - 4.1.8: The number of all new clients during the reporting period, even if the
business relationship was terminated before the end of the reporting period.

Questions 4.3.8.1 - 4.3.8.6: If a client is provided with more than one (1) service, for example
director and secretary, then that client will be counted separately for each question, meaning
both, in question 4.3.8.1 and in question 4.3.8.4.

Question 4.3.8.6: If a client is provided with more than one (1) service as defined in Article 4
of Law 196(1)/2012 (excluding the services mentioned in questions 4.3.8.1 - 4.3.8.5), then that
client will be counted once (1).

Question 4.3.8.7: If a client is provided with director, shareholder, secretary and registered
office services simultaneously, then in this specific question, the client will be counted once

(1),
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5. Clients Categorization

= Question 5.2.1.2: Refers to natural persons who are provided with administrative services and
are PEPs due to their connection and/or relationship with a PEP, as defined in Article 2 of Law
188(1)/2007, e.g. spouse.

= Question 5.2.1.3: Refers to legal entities that are provided with administrative services and are
related to PEP. For example, if there are 10 companies that have the same shareholder and this
shareholder is a PEP, the number 10 will be reported in this section.

= Question 5.5.6: Includes general powers of attorney issued before the start of the reporting
period but remain valid during the reporting period, general powers of attorney issued during
the reporting period and expired during the reporting period and general powers of attorney
issued during the reporting period and not expired during the reporting period.

= Question 5.5.7: Report the total number of bank accounts held by the obligated entity in its
name and related to clients.

= Question 5.5.9: Report the total number of bank accounts of your clients, which are under your
control as a director or as bank signatory.

= Question 5.5.10: (Applies to bank accounts of the CBA members) Report the total number
of transactions (e.g., 10 transactions) related to cash deposits over €10,000, regardless of
whether the transaction is carried out in a single transaction or in several transactions that appear
to be related. The term "cash deposit" includes the collection of cash from clients as well as
cash deposits made by clients directly into the accounts of the CBA members held at credit
institutions.

= Question 5.5.11: Report the total value (€) of the transactions reported in question 5.5.10.

= Question 5.5.12: (Applies to bank accounts of the CBA members) Report the total number
of transactions (e.g. 10 transactions) related to cash withdrawals of more than €10,000 from the
bank accounts of the obligated entity/person, regardless of whether the transaction is carried
out in a single transaction or in several transactions between which there appears to be some
connection.

= Question 5.5.13: Report the total value (€) of the transactions reported in question 5.5.12.

2.3. «CONTROL RISK QUESTIONNAIRE»

*  Questions 1.1 - 1.3: Provide the details of the person which held the position of compliance
officer during the reporting period. If during the reporting period there were more than one (1)
appointed compliance officers (meaning the compliance officer changed and the same
compliance did not hold the position throughout the entire reporting period), then provide the
details of the last appointed compliance officer.

= Question 1.5: If, during the reporting period, there was more than one (1) compliance officer,
record the information regarding the last appointed compliance officer of the reporting period.
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Question 1.8: If, during the reporting period, there was more than one (1) compliance officer,
record the information regarding the last appointed compliance officer of the reporting period.

Question 1.9: If, during the reporting period, there was more than one (1) compliance officer,
record the information regarding the last appointed compliance officer of the reporting period.

Question 1.10: If, during the reporting period, there was more than one (1) compliance officer,
record the information regarding the last appointed compliance officer of the reporting period.

Question 1.13: If, during the reporting period, there was more than one (1) compliance officer,
record the information regarding the last appointed compliance officer of the reporting period.

Question 1.14: If, during the reporting period, there was more than one (1) compliance officer,
record the information regarding the last appointed compliance officer of the reporting period.

Question 1.15: If, during the reporting period, there was more than one (1) compliance officer,
record the information regarding the last appointed compliance officer of the reporting period.

Question 2.1: If you select the answer "no," then it is not required to complete question 2.1a.

Question 2.1a: Enter the last date you updated your manual. If no updates have been made
since the creation of your manual, then enter the date on which the manual was created.

Question 2.1.1.4: You may select more than one answer (multiple answers).

Question 3.3: If you select "no" or "not applicable" in question 3.2, then it is not required to
complete question 3.3.

Question 4.1: You may select more than one answer (multiple answers).
Question 4.6: You may select more than one answer (multiple answers).
Question 5.2: You may select more than one answer (multiple answers).

Question 6.6: You may select more than one answer (multiple answers).

3. FAQs:

1.In which language can the questionnaire be completed?

Each question is in English and a translation in Greek in brackets.

2. 1 do not offer Administrative Services and/or I am an employee of an LLC. Do I need to
complete the Basic Questionnaire?

Yes, all members of the CBA (both individuals and legal entities) who during the reporting period paid

the annual fees to the CBA and/or held a professional practice licence, must complete the Basic

Questionnaire, regardless of whether they provided administrative services or not.
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Members of the CBA (individuals and legal entities) who did not invoeice for the provision of
administrative services during the reporting period, are not required to complete the Inherent Risk and
Control Risk questionnaires.

For example, ONLY the Basic Questionnaire is required to be completed by the following natural
and legal persons:

Individuals:

=  Employee of an LLC/ASP/Partnership/Self-employed Lawyer who does not personally issue
invoices for the provision of administrative services.
= Self-employed Lawyer who exclusively provides litigation services.

Legal Entities:

LLC/ASP/ Partnership that does not invoice for administrative services.

3. Who completes the Inherent Risk and Control Risk questionnaires?

The Inherent Risk and Control Risk questionnaires must be completed by the members of the CBA
(individuals or legal entities) who inveice for the provision of administrative services.

For example, the Inherent Risk and Control Risk questionnaires must be completed by the following
individuals and legal entities:

Individuals:

= Self-employed Lawyer who personally invoices for administrative services.
= Lawyer working in an LLC/ASP/ Partnership or for a Self-employed Lawyer who personally
invoices for the provision of administrative services.

Legal Entities:

= LLC/ASP/ Partnership that invoice for the provision of administrative services.

EXAMPLE:

If administrative services are provided by an ASP but invoiced by the LLC, a Partnership or a Lawyer,
then the Inherent Risk and Control Risk questionnaires must be completed by the LLC, the Partnership
or the Lawyer. Therefore, in the Basic Questionnaire, the LLC, the Partnership or the Lawyer will select
the answer «YES» in questions 1.4 and 1.5.

Therefore, the ASP that does not issue invoices, must answer “YES”, in question 1.4 in the Basic
Questionnaire (provision of administrative services) and in question 1.5 it must answer "NO" (non-
issuance of invoices).

In case the LLC or the Lawyer or the Partnership or the ASP have separate client lists and invoice
separately for the provision of administrative services, then the Inherent Risk and Control Risk
questionnaires must be completed separately, by the LLC, the Lawyer, the Partnership and the ASP.
Therefore, they must declare that they provide administrative services and invoice, in order to gain
access to the relevant questionnaires.

Page 11 of 12



4. What is the reporting period?

The reporting period is defined as the respective calendar year, from 1* of January to 31* of December
(e.g., 01/01/2023 — 31/12/2023).

5. Who is a client?

Clients are both legal and natural persons. The beneficial owners of clients who are legal entities are
not counted separately, unless a specific question requires that the beneficial owners be reported as well.
For example, if an individual owns multiple companies, each company is considered a separate client.
In the case, you have incorporated a company as a "one-off registration", the company is counted as
your client and not its beneficial owner(s). For the purposes of the questionnaire, a client is also
considered the natural person to whom the "real estate purchase and sale service" is provided.

6. I have entered incorrect information. Is it possible to submit the questionnaires more than
once?

Yes, you can submit the questionnaires as many times as you wish within the deadline period set by the
CBA.
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