MODULE — OUTSIDE BUSINESS ACTIVITIES ‘V" AlphaCCO

Module - Qutside business
activities

The module provides a framework for managing outside business activities (OBA). This

guide covers the module functionalities available to all users, for declaring, updating and
closing OBA.

Declaring a new OBA

STEP 1

To declare a new OBA, click on the New request button in the top right-hand corner of the dashboard.
(You may also navigate to the Outside business activities module, under Outside business activities=>»
My activities in the menu).

Initiate a request

You can initiate a request from the list of predefined requests below.

Taxt search
outside ¢

A Mediumrisk 0 day delay

Outside business activity request (new)

Figure 1: New request button in the dashboard
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STEP 2

After having read the question, click on Cancel or Confirm.

@ iiomodsl

New outside business activity declaration

Are you sure you wish to declare a new outside business activity?

—

Figure 2: Confirmation window for new OBA declaration

STEP 3

Fill in the approval request form and click on the Submit button.

Tom
R tanguage @ (TrainingEnglish)

m Dashboard > My outside business activities > Outside business activity request (new) Request 10#3618  Pending
@ 5 & &2

Outside business activity request (new) 0 ~
-
= @ Unsetrisk \
= /' Updatedon  May 21, 2025, 5:27 PM © Assignedto  tom@testalphacco.com
~
3]
? .
& Additional details -~

Attachments

No attachment

Instructions
4. whether the OBA presents a conflict of interest, and whether such conflict of interest should be avoided or can be appropriately o
managed;
5. whether the OBA places the individual in a position of power or influence over clients or potential clients, in particular clients or potential
clients that may be vulnerable; and

6. whether the OBA provides the individual with access to privil i ial or insider i ion relevant to their registerable
activities.
Note: This form provides summary information only. Please refer to applicable laws and regulations as well as your internal policies and '
fora ipti f your
Lo v

No activity history

Question 1:

Name of company, organisation or other entity ? Support 7

Figure 3: OBA declaration form
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Once the declaration has been submitted, the activity will appear in the list under Outside business
activities=» My activities from the menu. You will be notified by e-mail when approval has been
granted. The status of the activity will remain Ongoing until the activity is closed.

m Dashboard > My outside business activities
@ My outside business activities
Ll
= Ml Coumns = Fiters & Export | Clear grid preferences
A [} Organization Role
L2 [m] + ABC Inc. Consultant
?
a Comply Inc. Volunteer

Tom
R Language @ (Mainingengisn)

_ New activity
Q
Date created Status Update date Updi
0 2025-05-21 progress 0O 2025-05-22 tomg
0O 2025-05-22 n progress 0 2025-05-22 tom€ i

Figure 4: My outside business activities

Updating a previously declared OBA

A previously declared and approved OBA to which a change is made must be updated for approval.

STEP 1

To update an OBA, navigate to My activities, under Outside business activities=» My activities from
the menu, select the activity, click on the options button at the end of the line, then select Update.

Dashboard > My outside business activities

My outside business activities

T Fiters & Expot | Cleargrid preferences
a Organization Role

o ABC Inc. Consultant

Tom
R togege @) [Tingengions

Figure 5: Option to update a previously declared and approved OBA

STEP 2

LATEST UPDATE: MAY 2025

+ Now activity
Q
Date created Status Update date Updated by
0 2025-05-21 O 2025-05-21 tom@testalphacca.com EQ
) View task
Close
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The update form shows the information submitted at the time of initial declaration, so you may update
it. Click on the Submit button once the information has been updated. You will be notified by email
once approval has been made.

Closing an OBA

Outside business activity request (update) mn =

1. REGULATORY CONTEXT

Emplayees must not engage in any outside activity that may affect their abjectivity, independence of judgment or conduct in the perfarmance of their obligations 1o the firm. Outside activities
must not be such that an outside observer would be led to believe that the firm is endorsing the activity and must not encroach an employee's ability ta properly perform his or her duties within
the firm. Similarly, work for other businesses, if approved by the CCO pursuant to this policy, must be conducted on the same basis. All outside activity, professional or non-professional,
charitable, community or other activity, including officer or directorships positions (“outside business activities” or “OBAs") or activities that might lead to a conflict of interest are targeted.
Such activity can have undesirable consequences such as a drop in the quality of the employee’s services or give the perception that the firm supports or endorses this activity

v
For these reasons, it is required that employees disclose in writing to the CCO all OBAS or activities that might lead to a conflict of interest and prior consent from the CCO must be obtained.
No activity history
Question t
Change date
]

Name of company, organisation or other entity

Figure 6: Form for updating a previously declared and approved OBA.

An external activity that has ended must be closed.

STEP 1

To close an OBA, navigate to My outside activities, under Outside business activities=®» My activities
from the menu, select the OBA, click on the options button at the end of the line, then select Close.

Tom
P tangusge @ (Tnngtngisn)

Dashboard > My outside business activities
My outside business activities
m = Filers b Expot | Clear grid preferences a
o Organization Role Start date End date Date created Status. Update date Updated by
o ABC Inc Consultant 0 2025-05-21 s progre ) 2025-05-22 tom@testalphacco.com B‘
View task
Update

> 2 En

Figure 7: Option to close an existing OBA
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STEP 2

After having read the question, click on Back or Confirm.

Close an outside business activity

Are you sure you wish to close this outside business activity?

—[=]

Figure 8: Confirmation window for closing an OBA

STEP 3

Complete the OBA closure form, then click Submit to finish. The status of the OBA is now Closed.

Tom
R tngwge @ [piarraming)

Dashboard > My outside business activities > Closing an outside business activity

Noqueat iDsscze (Panding
Closing an outside business activity nm = -

A Medum cisk

7 upssaen  May 22, 2025, 12:02 PM O @ rssignesto  tom@testaiphacco.com

Additional details

Atachments

No attachment

Instructions

ep— AL 8 6 U Y S UL U A SIS S S8 YRS U YIYE LTS PR VBT LI IS T SUMIA LS W I SE UG SuRIVITS

For these reasons, it s required that employees disclose in writing to the CCO all OBAS or activities that might lead to a conflict of interest and prior consent from the CCO must be obtained.

Required disclosure includes the following, whether the employee receives compensation or not:

« any employment and business activities outside the registrant's sponsoring firm
« all officer or director positions, and
« any other equivalent positions held, as well as positions of influence. .

No activity history

Closing date

2025/05/22

Figure 9: OBA closure form
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SR

Dashboard > My outside business activities

My outside business activities

a

ME Columns = Fiters b, Export Clear grid preferences
o Organization Role Start date End date Date created Status Updatedate  Updated by

[m] XYZ Inc Consultant 0O z025-02-01 O zo25-05-22 O 2025-05-22 D O 2025-05-22 max@testalphacco.com

Figure 10: Status of a closed OBA

NOTES

Please note that this document is a brief guide and that short guides also exist for configuring
control parameters. The AlphaCCO support team will be happy to help if you require further
assistance. Please do not hesitate to contact us at support@alphacco.com
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