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Instructions 
 

(1) Terms used but not defined in this form have the meaning given to them in the Instrument. 

 

(2) Unless otherwise specified, the information in this form must be presented as at the last 

day of the designated benchmark administrator’s most recently completed financial year. 

If necessary, the designated benchmark administrator must update the information 

provided so it is not misleading when it is delivered. For information presented as at any 

date other than the last day of the designated benchmark administrator’s most recently 

completed financial year, specify the relevant date in the form. 

 

(3) Designated benchmark administrators are reminded that it is an offence under securities 

legislation to give false or misleading information on this form. 

 
Item 1. Name of Designated Benchmark Administrator 

State the name of the designated benchmark administrator. 

 

Item 2. Organization and Structure of Designated Benchmark Administrator 

Describe the organizational structure of the designated benchmark administrator, including, as 

applicable, an organizational chart that identifies the ultimate and intermediate parent companies, 

subsidiaries, and material affiliated entities of the designated benchmark administrator (if any); an 

organizational chart showing the divisions, departments, and business units of the designated 

benchmark administrator; and an organizational chart showing the managerial structure of the 

designated benchmark administrator, including the officer referred to in section 6 of the Instrument 

and the oversight committee referred to in section 7 of the Instrument. Provide detailed information 

regarding the designated benchmark administrator’s legal structure and ownership. 

 

Item 3. Designated Benchmark 

Provide the name of the designated benchmark. 

 

Item 4. Policies and Procedures re Confidential Information 

Unless previously provided, attach a copy of the most recent written policies and procedures 

established and maintained by the designated benchmark administrator to prevent the misuse of 

confidential information. 

 

Item 5. Policies and Procedures re Conflicts of Interest 

Unless previously provided, attach a copy of the most recent written policies and procedures 

established and maintained with respect to conflicts of interest and potential conflicts of interest. 
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Item 6. Conflicts of Interest Arising from the Control or Ownership Structure of the 

Applicant 

(a) Describe any conflict of interest or potential conflict of interest that arises from the control or 

ownership structure of the designated benchmark administrator, or from any other activities of the 

designated benchmark administrator or any affiliated entity of the designated benchmark 

administrator, in relation to a designated benchmark administered by the designated benchmark 

administrator. 

 

(b) Describe the designated benchmark administrator’s policies and procedures to identify and 

eliminate or manage each conflict of interest or potential conflict of interest described in paragraph 

(a). 

 

Item 7. Policies and Procedures re Control Framework 

Describe the designated benchmark administrator’s control framework referred to in section 8 of 

the Instrument and policies and procedures designed to ensure the quality of the designated 

benchmark. 

 

Item 8. Policies and Procedures re Complaints 

Describe the designated benchmark administrator’s policies and procedures regarding complaints. 

 

Item 9. Policies and Procedures re Books, Records and Other Documents 

Describe the designated benchmark administrator’s policies and procedures regarding record 

keeping. 

 

Item 10. Outsourcing 

Describe the designated benchmark administrator’s policies and procedures regarding outsourcing 

and disclose the following information about any person or company referred to in section 13 of 

the Instrument to which a designated benchmark administrator has outsourced a function, service 

or activity in the provision of a designated benchmark (the “provider”) and the individuals who 

supervise the provider: 

 

 the identity of the provider and each of its key individual contacts; 

 

 the total number of individuals who supervise the provider; 

 

 a general description of the minimum qualifications required of the provider for any 

outsourcing; 

 

 a general description of the minimum qualifications required of individuals who supervise 

the provider for any outsourcing, including education level and work experience. 

 

Item 11. Benchmark Individuals 

Disclose the following information about the benchmark individuals of the designated benchmark 

administrator and the individuals who supervise the benchmark individuals: 
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 the total number of benchmark individuals; 

 

 the total number of supervisors of benchmark individuals; 

 

 a general description of the minimum qualifications required of the benchmark individuals, 

including education level and work experience (if applicable, distinguish between junior, 

mid, and senior level benchmark individuals); 

 

 a general description of the minimum qualifications required of the supervisors of 

benchmark individuals, including education level and work experience. 

 

Item 12. Compliance Officer 

Disclose the following information about the officer of the designated benchmark administrator 

referred to in section 6 of the Instrument: 

 

 name; 

 

 employment history; 

 

 post-secondary education; 

 

 whether employed full-time or part-time by the designated benchmark administrator. 

 

Item 13. Specified Revenue 

Disclose the following information, as applicable, regarding the designated benchmark 

administrator’s aggregate revenue for the most recently completed financial year: 

 

 revenue from determining the designated benchmark; 

 

 revenue from determining any other benchmarks administered by the designated 

benchmark administrator (which may be provided as an aggregate number for all other 

benchmarks administered by the designated benchmark administrator); 

 

 revenue from granting licences or rights to publish information about the designated 

benchmark; 

 

 revenue from granting licences or rights to publish information about any other 

benchmarks administered by the designated benchmark administrator (which may be 

provided as an aggregate number for all other benchmarks administered by the designated 

benchmark administrator). 

 

Include financial information on the revenue of the designated benchmark administrator divided 

into fees from benchmark and non-benchmark activities, including a comprehensive description 

of each. 
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This information is not required to be audited, but any disaggregation of revenue must be 

determined using the same accounting principles as the annual financial statements required by 

section 2 of the Instrument. 

 

Item 14. Financial Statements 

Attach a copy of the annual financial statements required under section 2 of the Instrument. 

 

Item 15. Verification Certificate 

Include a certificate of the designated benchmark administrator in the following form: 

 
The undersigned has executed this Form 25-102F1 Designated Benchmark Administrator Annual 

Form on behalf of, and on the authority of, [the designated benchmark administrator]. The 

undersigned, on behalf of [the designated benchmark administrator], represents that the information 

and statements contained in this Form, including appendices and attachments, all of which are 

incorporated into and form part of this Form, are true and correct. 
 

 
  

(Date) (Name of the Designated Benchmark Administrator) 

 

By:    

(Print Name and Title) 
 

 
 

(Signature) 


