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I.U
Administrative Matters 

We will update this list of administrative matters from time to time.  Please check the posting dates in the third column to ensure that all matters posted from time to time are noted.
	
	Administrative Matters
	Last Updated
	

	1
	To enable publication of listing-related documents through HKEx-EPS, the Company should register to use Exchange’s e-submission system (“ESS”) as soon as possible.  Details of the registration process are set out at www.esubmission.hkex.com.hk. Please contact our ESS hotline on 2840 3460 for any question on ESS. 

	31 Mar 09
	Register for  e-Submission System



	2
	The sponsor(s) should ensure that the prospectus complies with the requirements of the Companies Ordinance. As the final version of the prospectus submitted for clearance may be different from the earlier drafts, the sponsor(s) should submit for bulk-print clearance:

(a) a revised New Listing (Equity) checklist Form I.H; and 
(b) a written confirmation from a legal adviser that the prospectus duly complies with the relevant Companies Ordinance requirements.

	31 Mar 09
	Prospectus requirements under Companies Ordinance



	3
	An issuer has to publish its annual results and send a copy of its annual report and accounts or summary financial report to its shareholders within the time prescribed in the Rule. This applies to a newly listed issuer whose listing takes place shortly after its financial year-end. The Company must ensure compliance with the relevant rule requirements, unless a waiver is granted.


	31 Mar 09
	Publication of first annual reports 

GEM Rules 18.49 and 18.03


	4
	Under Practice Note 10 of the Listing Rules, unless the interim results have been included in the prospectuses, newly listed issuers should:

(a)     prepare and publish interim results where the deadline for publishing the results (i.e. two months after the interim period end) falls after the listing date; and

(b)    prepare and publish interim reports where the deadline for publishing the reports (i.e. three months after the interim period end) falls after the listing date.

For example, issuers with a December year end and listed on the Exchange in September 2011 are required to prepare and publish their interim reports for the six months ended 30 June 2011 if the interim results have not been included in the prospectuses.


	6 Oct 11
	Publication of Interim Report

	5
	Sponsors have obligations to oversee the IPO process, including waiver application.  As such, waiver applications should be from the sponsor rather than legal advisers.


	7 Nov 2011
	Waiver applications

	6
	On 5 November 2007, the Exchange and the SFC jointly published a policy statement (“Joint Policy Statement”)   (see:  http://www.hkex.com.hk/news/hkexnews/071105news.htm) announcing the launch of a pilot scheme requiring a new listing applicant, including an applicant of real estate investment trusts or other collective investment scheme, to post an information pack (“Web Proof Information Pack” or “WPIP”) in the nature of a near-final draft prospectus on our website prior to the issue of its prospectus. 
We have revised the WPIP submission procedures (“Revised Logistical Arrangements”) on 1 December 2011.  Please see: 

http://www.hkex.com.hk/listing/prelist/wpip_Log.pdf.
According to the Revised Logistical Arrangements the sponsor(s) must have a valid registration for ESS and input the case number for WPIP submission on behalf of the Company. 


	5 Jul 12
	WPIP-posting requirement

	7
	To enhance viewing and downloading capabilities of listing document information on the HKEx Website, please submit the electronic version of the listing document in the following format:

(a) through HKEx-ESS in single-file format (with bookmarks1 ). If the file size exceeds 20MB, the Company must submit a soft copy of the listing document on a CD ROM by mailing to the address below or by physical delivery to the Exchange:

Listing Operations Department,
Listing Division,
Hong Kong Exchanges & Clearing Limited,
10th Floor,
One International Finance Centre
One Harbour View Street,
Central,
Hong Kong

(b)     through HKEx-ESS in multi-file format. The size of each separated file should not exceed 20MB.  

Note 1: See Appendix H of the User Manual Publication Related Matters (“ESS User Manual”) under the heading “Creating and Structuring bookmarks for PDF files” at:               https://www.esubmission.hkex.com.hk/public/login.aspx

	31 Mar 09
	Posting of listing document in single-file format and multi-file format on HKEx 

Website

	8
	When interpreting the GEM Listing Rules, we expect directors of the Company and sponsor(s) when they decide to outsource the process of reviewing the IPO application forms to a third party service provider (say, a licensed share registrar) to conduct reasonable enquiries in relation to the service provider’s background, credentials, experience and the appropriateness of the scope of work performed in light of the codes of conduct applicable to the service provider’s trade.  Furthermore, where circumstances of the Company’s case warrant other considerations to be taken, directors and sponsors are expected to negotiate with the service provider for appropriate criteria for rejecting multiple or suspected multiple applications, instead of relying solely on the service provider’s standard practices.  Such reliance would not exonerate directors or sponsors from their responsibilities under GEM Rule 13.21.   

The following measures are introduced to deter multiple or suspected multiple applications: 

(a)    The Federation of Share Registrars Limited announced in March 2007 a “Best Practice Note on Treatment of Multiple/Suspected Multiple Applications” (the “Best Practice Note”).  In particular, paragraph (3) of the Best Practice Note provides for the modification of the rejection criteria by agreement with the listing applicant and its sponsors. Please consult your share registrar for further particulars of this Best Practice Note; and

(b) The SFC, the Federation of Share Registrar Limited, the Hong Kong Monetary Authority, and the Hong Kong Association of Banks announced on 23 March 2007 measures regarding randomly masked identity numbers in the refund cheques. Please visit the SFC website for a full copy of the press release at:       http://www.sfc.hk/sfcPressRelease/EN/sfcOpenDocServlet?docno=07PR39

	31 Mar 09
	Measures against multiple applications 

GEM Rule 13.21


	9
	To ensure efficient administration and publication of allotment results: 

(a)   
please produce the electronic file of the allotment results for publication on the HKEx Website in accordance with the specifications as set out in Appendix F of the ESS User Manual on pages 103 to 110; 

(b)   where the Company’s IPO proposes to raise HKD1,500 million or more in the Hong Kong local offering, please include a “Search by Identity Card” function to facilitate searching of IPO allotment results on the Company’s own website; and

(c)     please disclose in the allotment results announcement that the results of allocations of offer shares are available on the Stock Exchange’s website at http://www.hkexnews.hk.


	18 Sep 09
	Publication of allotment results

	10
	To expedite the IPO brokerage distribution process and enhance the operational efficiency of Exchange Participants, registrars and the Exchange, the GEM Listing Rules allow the issuer to pay the IPO brokerage to Exchange Participants’ bank accounts via electronic transfer.

 

We strongly encourage the Company to distribute IPO brokerage to Exchange Participants via autopay for every successful IPO application.  To effect the autopay arrangement, the Company should submit a written request (using the sample letter attached as Annexure I) to Hong Kong Securities Clearing Company Limited (“HKSCC”) for releasing information in relation to the bank accounts of Exchange Participants in CCASS to it or its share registrar.  Please note that such a written request needs to be received by HKSCC at least 3 business days before the IPO start day (i.e. listing document date). 

 

If you have any queries, please contact Ms. Jennifer Hui on 2211 6271 or Ms. Veron Chan on 2211 6258 of HKSCC.    


	31 Mar 09
	Autopay of IPO brokerage 

App 9, para.6(2)&(3) 

of GEM Rules



	11
	To help reduce paper consumption, if possible, please print copies of draft prospectus, submissions and other documents including PRC legal opinions on double-sided paper.


	12 Oct 09
	Print documents on double-sided 
paper



	12
	To allow the Exchange sufficient time to prepare the application for hearing, the final proofs of the listing document/ prospectus must be sent to us 3 clear business days (by 6:00 p.m.) before the expected hearing date (i.e. by 6:00 p.m. on Monday for hearing on the coming Thursday).  There will be no hearing of the application for the week if this requirement is not followed. 


	3 Dec 10
	Final proofs of listing document/ prospectus

	13
	GEM Rule 16.17(2)(b) requires the issuer to submit to the Exchange for publication on its website a “ready-to-publish electronic copy of each of the prospectus and any application forms”. For compliance with this rule, please submit an electronic copy of each sample application form together with an electronic copy of the prospectus.

 

The use of sample application form is to avoid applicants from using a downloaded electronic application form for subscription purpose which may contain reproduction errors.  Please print a “SAMPLE” watermark (i.e. ghost text) or text to like effect on each page of the electronic-application form.  

Please also refer to question 12 of Frequently Asked Questions Series 13 at:

http://www.hkex.com.hk/eng/rulesreg/listrules/listrulesfaq/Documents/FAQ_13.pdf

	21 Jan 11
	Posting of electronic copy of each of the prospectus and application form

	14
	We will send our comments (excluding principal comments of SFC) through email to sponsors if email addresses are provided, in addition to mail copies.  We will not send fax copies of our comments unless sponsors request for faxes. 

SFC’s principal comments will continue to be sent through fax and mail.
	5 Jul 12
	Sending comment to sponsor via email

	15
	For listing applicants that are applying for a certificate of exemption from the prospectus requirements of the Companies Ordinance, please submit the application and any subsequent revisions to both the Exchange and the Securities & Futures Commission.  For guidance on application for exemptions from the Companies Ordinance, please refer to our guidance available on our website at: http://www.hkex.com.hk/eng/rulesreg/listrules/listguid/documents/gl14-09.pdf

	5 Jul 12
	Application for exemption from the Companies Ordinance

	16
	We have received complaints from potential investors who claimed they were rejected by receiving banks’ staff when they wanted to collect certain prospectus in both English and Chinese languages.  Please ensure receiving banks’ staff are aware that potential investors are allowed to take both language versions of the prospectus during the offer period.
	4 Sep 12
	Provision of prospectus in both English and Chinese at receiving banks


     ANNEXURE  I 

REQUEST FOR 

BANK ACCOUNT INFORMATION
BY FAX (No. 2815 9353)

[Date]

Hong Kong Securities Clearing Company Limited 
7/F Infinitus Plaza 

199 Des Voeux Road Central
Hong Kong

Attention: The Manager, Stock Admission Section

Dear Sirs

Re: Payment of IPO brokerage in respect of successful applications for shares in the listing of [Name of the issuer]
We write to notify you that the IPO brokerage in respect of successful applications for our shares will be paid to the Exchange Participants via autopay into their bank accounts designated for receiving IPO brokerage under the [Rules Governing the Listing of Securities on The Stock Exchange of Hong Kong Limited/Rules Governing the Listing of Securities on the Growth Enterprise Market of The Stock Exchange of Hong Kong Limited].  
To facilitate the payment of the IPO brokerage, we request Hong Kong Securities Clearing Company Limited (“HKSCC”) to provide us and/or our share registrar, [insert name of share registrar where applicable], with information relating to the bank accounts of Exchange Participants designated for receiving IPO brokerage. 
In consideration of HKSCC agreeing to provide the requested information to us and/or our share registrar, [insert name of share registrar where applicable], we undertake 
(i) to keep and to procure [insert name of share registrar where applicable] to keep the information confidential at all times and not to use the information for any other purpose; 
(ii) to deal with the enquiries of Exchange Participants regarding IPO brokerage directly or through our share registrar; 
(iii) to indemnify HKSCC in full forthwith upon demand against all losses, damages, costs, fees and/or expenses that HKSCC may suffer or incur as a result of or in connection with HKSCC acceding to our request.  

We acknowledge and confirm that HKSCC shall not be held liable or responsible for any discrepancy, error, delay, failure or default in the payment of the IPO brokerage.

For and on behalf of 

[Name of the Issuer]

_____________________

Authorised Signature

Printed name of the signatory
:

Date



:

c.c. [insert name of share registrar]
Note:
A duly signed copy of this letter must be faxed to HKSCC at least three business days before the prospectus date and the original copy of which must be mailed to HKSCC immediately afterwards. 
September 2012
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