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INVITATION TO COVER SHORT POSITION (ICSR/ICSM)

Overview

The Invitation To Cover Short Position function, accessed via ICSR, allows the Participant to extend to other
Participants an invitation to offer securities for purchase that will cover a short position (a "short CUSIP") either
in the inviting Participant's DTC account or outside of DTC’s books and records.

Note:

The Invitation To Cover Short Position function, accessed via ICSM, allows the Participant to access only inquiry options.

A confirmation ticket is generated when the Participant transmits an invitation to cover a short position.

Invitation tickets are sent by DTC to the Participants who are long the security which is the subject of the
invitation. These tickets are also sent at approximately 3:00 p.m. Eastern time the following business day.

In general, the Invitation To Cover Short Position function provides the ability to enter, monitor, and resolve
invitations to cover short positions a Participant may have via the following functions:

Invitation Entry Screen: allows the Participant to enter an invitation to cover a short position.

e  Browse of Invitations Sent: allows the Participant to view a listing of its short CUSIPs for which an
invitation was sent.

o Browse of Invitations Sent by All Participants: allows the Participant to view an anonymous listing of all
short CUSIPs for which an invitation was sent.

e  Browse of Outstanding Uninvited Shorts: allows the Participant to view a listing of its short
e  CUSIPs, which must be at least thirty days old, for which an invitation has not yet been sent.

o Browse of Invitations Received: allows the long Participant to view a listing of all invitations it has
received.

e  Browse of Invitation Termination (ICSR only): allows the Participant to view terminated invitations as well
as all invitations that are available for termination, terminate an invitation, or rescind termination of an
invitation.

Cutoff times are as follows:
. Invitation Entry: 5:00 p.m. Eastern time.
e  All Browse Functions: 8:00 p.m. Eastern time.

Note:

Long Participant Tickets are generated and routed to the Participants' 00 destination. Participants wishing to change this
default must contact their Relationship Manager.
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How To Access The Invitation To Cover Short Position Menu

Step Action

Step 1 Obtain the Invitation To Cover Short Position Menu Screen by entering 'ICSR/ICSM' on the
Enter Function Prompt Screen (Figure 1).

TY30 INVITATION TC COVER SHORT 12/01/90

00002199 - 47 MENU SCREEN 10:24:50

1. INVITATION ENTRY SCREEN

2. INVITATIONS SENT

3. INVITATIONS SENT BY ALL PARTICIPANTS

4. CUTSTANDING UNINVITED SHORTS

wn

. INVITATIONS RECEIVED

&. INVITATION TERMINATICN

SELECT DESIRED OFTION:

Figure 1. Invitation To Cover Short Position Menu Screen

Step 2 Select one of the following options on the Invitation to Cover Short Position Menu Screen:
e 1:to enter an invitation.
e 2:to browse invitations sent by you.
e 3:to browse invitations sent by all Participants.
e  4:to browse short CUSIPs for which you have not yet sent an invitation.
e 5:to browse invitations you have received.
e  6:to terminate or rescind an invitation you have entered.

Note:

Access via ICSR allows the Participant to select options 1-6; access via ICSM allows the Participant to
select options 2-5.

General PF Keys:

e 'ENTER' key to process/pre-edit.
e 'PF1/13' key to update.

e 'PF6/18' key to select all displayed items.'PF7/19' key to return to the Invitation To Cover
Short Position Menu Screen.

e 'PF8/20' key to change the function.
e 'PF9/21' key to end the processing session.
e 'PF10/22' key to scroll backward.
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e 'PF11/23' key to scroll forward.

How To Enter An Invitation (ICSR Only)

Step Action
Step 1 Obtain the Invitation To Cover Short Position Menu Screen by entering 'ICSR/ICSM' on the
Enter Function Prompt Screen (Figure 1).
Step 2 Press the 'ENTER' key to obtain the Invitation To Cover Short Position Screen (Figure 1).
TY30/ICSR INVITATICN TC COVER SHORT POSITICH 12/27/89
ooo0212% - 07 10:24:50
SICGNON PTH#: 21959 BTE TR ACC
CUSTIP NUMBER H DESCRIPTICN:

QUANTIT]y DESIRED :

FRICE OFFERED H TO:

CUSIFE : QUANTITY:
DESCRIFTICN
CONTACT : FPHCNE : - -

SUBMITTERS OF THIS INVITATICN TCO TENDER HEREBY REFRESENT AND WARRANT:
{I) THAT THEY HAVE THE AUTHORITY TO SUBMIT THIS INVITATICN
(II) THAT THEY CURRENTLY HOLD & SHORT ON THEIR BOCES; AND
(ITII) THAT THEY ARE SUBMITTING THIS INVITATION IN ORDER TO COVER SUCH SHCORT

PF1/13= UPDATE PFB/20= ENTER FUNCTION PF9/21= SIGNOFF

Figure 1. Invitation To Cover Short Position Screen

Step 3 Enter the following information on the Invitation to Cover Short Position Screen:

e  CUSIP Number: enter a nine-character DTC-eligible CUSIP number in which the
Participant has a short position in its DTC account.

e Quantity Desired: enter the desired amount of securities to be covered, less than or equal
to the short quantity; a maximum of thirteen digits can be entered.

e  Price Offered: enter the price range within which offerings of the securities will be
considered; a maximum of four dollar digits and two decimal digits can be entered (for debt
securities, enter the price as a percentage of the principal amount (e.g., 100-102); for all
other securities, enter the price in terms of the dollars per unit of the security).

e  CUSIP: enter a nine-character CUSIP number; optional.

e Description: enter the security description for non-DTC eligible CUSIPs only; optional; a
maximum of sixty alphanumeric characters can be entered.

¢ Quantity: enter the amount of securities offered in exchange for the short security; optional;
a maximum of thirteen digits can be entered.
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Note:

The previous three fields are to be entered only if the Participant is offering an alternative security as
a substitute for the short security.

e Contact: enter the name of the person to be contacted; a maximum of twenty characters
can be entered.
e Phone: enter the area code and telephone number of the person to be contacted.

¢ Note the following disclaimer : “Submitters of this Invitation to tender hereby represent
and warrant: (i) that they have the authority to submit this Invitation; (ii) that they
currently hold a short on their books; and (iii) that they are submitting this Invitation
in order to cover such short.”

Note:

The information entered in the previous two fields will not be sent to the long Participants.

Step 4 Press the 'ENTER' key to validate the data.

o If any errors occur, the appropriate error message is displayed; re-enter data in the
appropriate field(s) and press the 'ENTER' key.

e If no errors occur, the Security Description is displayed for verification (Figure 3).

TY30/ICSR INVITATION TO COVER SHORT POSITION 12/27/89
00002199 - 07 10:24:52
SIGNCON PT#: 2199 PETS TR ACC

CUSIF NUMBER H 317550RG3 DESCRIPTICN: UTRHSGO 9. 00JJI31ER*—{
QUANTITY DESIERED : 5

FRICE CFFERED H 100.00 TC: 101.00

SUBSTITUTE AVATILAELE

CUSIFP : 917550EF1 CQURNTITY: 5

DESCRIPTICN : UTRH5G09.00JJ92RR*={

CONTACT : 8. SMITH PHONE : 212 - 555 - 1234
FPF1/13= UFPDATE PF8/20= ENTER FUNCTION PF3/21= SIGNOFF

Figure 3. Invitation To Cover Short Position Screen Displaying the Security Description

Step 5 Press the 'PF1/13' key to update.

Note:

The Invitation To Cover Short Position Screen is cleared of all data entered and a confirmation ticket is
sent to the short Participant (Figure 4).
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o =1
o 0 000021%200-000005 12/27/89 =1
o 10:24:55 a]
o INVITATICON TO COVER SHORT POSITICN CONFIRMATION TICEET [a]
o =1
o PTE ID : 0000218%-01 TERMID r Tx04 =1
o =1
o PARTICIPANT : PTS TR RCC PARTICIPANT NO: 2159 [a]
o CUSIF NC : 917550EGS DESCREIFTICN tUTRH3GE05. 00JJ31RR*—{ [a]
o QTY DESIRED [a]
o PRICE CFFERED: 100.00 TO 101.00 [a]
o =1
o SUBSTITUTE AVAILABLE o
o CUSIP NC : 917550RF1 QUANTITY : 5 o
o DESCRIPTION : UTRH3GDZ.00JJIS2RR*{ =1
o CONTACT : 5. SMITH PHONE : (212) 555-1234 o
o o

Figure 4. Confirmation Ticket

The following unsolicited tickets are transmitted at approximately 3:00 p.m. Eastern time the following
business day:

e Invitation Ticket: if the invitation request is validated, an invitation ticket is sent to the long
Participants (Figure 5).

e Cancelled Invitation Ticket: if the Participant's short position has been covered, a cancelled
invitation ticket is sent to the Participant who entered the invitation (Figure 6).

e Termination Ticket: if a previously invited CUSIP is covered, a termination ticket is sent to
all long Participants who previously received an invitation for that security (Figure 7).

e  The following disclaimer will appear on the invitation ticket: “An Invitation to tender
extended via the ICSR function does not constitute a contract to purchase, nor does
a long participant’s response to such an invitation constitute a contract to sell.”
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o 0 0000219800-000005 12/28/89 o
04:14:41 o
INVITATICN TO COVER SHORT POSITION
o
o DATE 1 12/27/89 QUENTITY : 5
o TO : 2198 PTS TR AC2 PRICE FR: 100.00 o
o CUSIE NO : 917550RGS TO: 101.00 o
o DESCRIPTION : UTRHSGO9.JJ91RR*-| o
o [
o WE ARF HEREBY NOTIFYING YOU, AS A PARTICIFANT WITH A LONG POSITION IN o
o THE ABOVE SECURITY, THAT AN "INVITATION TO COVER SHORT" HAS BEEN )
o RECEIVED FROM Z DTC PARTICIPANT WHO IS SHORT THIS SECURITY. OFFERTNGS )
o LRE INVITED FOR 5 SHLRES/BONDS. BUT OFFERINGS IN )
o LRERGER OR SMALLER QUANTITIES WILL AL30 BE CONSIDERED. 1IN ADDITION, o
o THE "SHORT" PARTICIPANT HAS OFFERED 5 SHLARES/BONDS OF o
o 917550FF1 UTRHSGOS.00JT92RR*—{ o
o IN EXCHRENGE FOR THE ABOVE SECURITY. YOU ARE ASKED TO CONSIDER WHETHER o
o ¥OU ARE WILLING TO OFFER SECURITIES ON BEHALF OF YOUR CLIENT. IF YOU o
o WISH TO OFFER SECURITIES, PLEASE CALL DTC AT (212) 656-1921 LND LEAVE o
o L MESSAGE STATING THIS. DTC WILL ADVISE THE "SHORT" PARTICIPANT OF o
o ¥QOUR OFFER.
o LN INVITATION TO TENDER EXTENDED VILZ THE ICSR FUNCTION DOES o
o NOT CONSTITUTE & CONTEACT TO PURCHASE, NOR DOES & LONG ELARTICIPANT' 3 o
o RESPONSE TO SUCH AN INVITATION CONSTITUTE A CONTRACT TO SELL. o
Figure 5. Invitation Ticket
[a] [a]
o 0 0000219700-000005 12/27/89 o
[ 10:24:53 o
o  wERwWWEkRR  CANCELLED INVITATION TO COVER SHORT POSTITICN **ww& ki o
[a] [a]
o FPT8 ID : 00002197-01 o
[=] =
o FPARTICIFANT : PTS TR AC3 PARTICIPANT NO: 2197 o
o DATE : 12/27/89 o
o CUSIP NO : 033159WERé DESCRIPTICN : ARGGENCBOS00JI0197 { o
o QUANTITY DESIRED: 11 o
o PRICE OFFERED: 111.00 To 115.00 o
[a] [a
o SUBSTITUTE AVAILABLE o
o CUSIP NHO : 123456789 QUANTITY : 11 o
o DESCRIPTION : CUSIP DESCRIPTION FOR ALTERNATE SECURITY o
o CONTACT : J. JONES PHONE : (212) 555-2222 o
o [=]

Figure 6. Cancelled Invitation Ticket
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0 0000219800-000003

e W R b W

NAME OF ISSUE:
CUSIF NUMBER:

UTRHSG0%.00JJ21RE*—{
917550EGS

THIS INVITATICN I3 NCO LONGER CPEN.

0O 0 o0o0 o 00000000

TERMINATICON OF OFFER *#wwdddddw
INVITATION TO COVER SHORT POSITION

NOTICE HAS BEEN RECEIVED BY DTC FROM THE
FOSITION IN THE ABOVE SECURITY, THAT ITS
SHORT, DUE TO A SUCCESSFUL CONCLUSION OF

12/29/8%
02:05:35

PRRTICIFANT, WITH A SHORT
POSITION I3 NO LONGER
ITS INVITATION. THEREFOEE,

DUODDUUUUOUOO

Figure 7. Termination Ticket

How To Browse Invitations Sent By You

Step

Step 1

Step 2

Step 3

Step 4

Action

Select Option 2 on the Invitation to Cover Short Position Menu Screen.

Press the 'ENTER' key to obtain the Invitations Sent Screen (Figure 1).

TY33/IC81 INVITATION TO COVER SHORT POSITION 12/01/90
00002199-07 INVITATIONS SENT 10:24:52
STARTING CUSIE:

S=3ELECT CUSIF DESCRIPTION QUANTITY REQ-DATE
011830TD8 AFRHSGFN10.50JD91RR{ 100 08/31/90
012008108 ATLASER GLD MNS LTD* 10 07/24/90
017753104 LTLEN ORGEN C/B + 10 0E/18/90
0320131874 LMER TEBT SR52 SUIT+ 100 02/13/90
038388104 AQUATECH AMERICR *+ $00 p2/16/30
043155100 LRTS & SCIENCE TECH*+ 50 08/10/90
053015103 AUTC DATA PRGCESS< 100 0e/10/90
067383109 BARD C R INC< 10 01/30/90
445497545 HORN SILVER MNS*-— 10 09/04/90
453200101 INTER BUSINESS MACH< 50 05/22/90
570559104 MLREEET FRCTS + 50 05/05/90
601158108 MILLS MUSIC TRUST + 100 10/13/90
606818201  MITSUBISHI T&B ADR+ 100 11/01/90
699216107 PLRAMOUNT COMML 100 11/05/90
917550RE9 UTRHSG09.00JJI1RRY—{ 5 09/14/90

PF7/19=MENU  PF11l/23=FWD EF10/22Z=BEWD ENTER=SELECT PF&/18=3ELECT ALL

Figure 1. Invitations Sent Screen

Enter a starting CUSIP number to limit the range of information viewed.

Press the 'ENTER' key to obtain the Invitations Sent Screen displaying the appropriate

information.

INVITATION TO COVER SHORT POSITION (ICSR/ICSM)
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To View Detail Request Information:

Step 5 Enter S in the S(elect) field to the left of the CUSIP number(s) for which detail information is
desired.

and
Press the 'ENTER' key to process.
or

Press the 'PF6/18' key to view detail information for all currently displayed CUSIP numbers.

Note:

The Invitations Sent (Detailed) Screen appears displaying the appropriate information (Figure 2).

TY30 INVITATION TO COVER SHORT POSITION 12/01/90

00002195-07 INVITATIONS SENT (DETAILED) 10:24:52
INVITING PARTICIPANT: 21599 PTS TR ACC

INVITE DATE : 09/14/30 STATUS : OFEN

CUSIP NUMEBER : 917550KG9 DESCRIPTICN: UTRHSG(09.00JJILRR*-{

QUZANTITY : 5

PRICE H § 100.00 TO : § 101.00

SUBSTITUTE AVAILABLE

CU3IFP : 917550EF1 QUANTITY 3

DESCEIPTICN H UTRHS&60%.00JJI32ZRR*—{

CONTACT H 5. SMITH PHONE : (212) 555-1234
PF&/1B = RETURN TC BROWSE PF10/22 = SCROLL EWD PF11/23 = SCROLL FWD

Figure 2. Invitations Sent (Detailed) Screen

How To Browse Invitations Sent By All Participants

Step 1 Select Option 3 on the Invitation To Cover Short Position Menu Screen.

Step 2 Press the 'ENTER' key to obtain the Invitations Sent By All Participants Screen (Figure 1).

INVITATION TO COVER SHORT POSITION (ICSR/ICSM) 10



Invitation to Cover Short Position (ICSR/ICSM)

TY30/ICS1 INVITATION TC COVER SHCORT FOSITICN 12/01/90
00002195%-07 INVITATIONS SENT EBY ALL PRARTICIPANTS 10:24:52

STARTING CUSIF:

S=8ELECT CUSIP DESCRIFTION QUANTITY REQ-DATE
011830TD8 AFRHSGFN10.50JD31RR{ 100 0&8/31/50
012008108 ALASFA GLD MNS LTD* 10 07/24/90
017753104 ALLEN ORGAN C/B + 10 08/18/90
030131874 EMER TEBT SR52 SUIT+ 100 02/13/390
038388104 LROUATECH BMERICE *+ 500 02/16/590
043155100 LRETS & SCIENCE TECH*+ 50 08/10/90
053015103 LUTC DATR PROCESS< 100 0&e/10/390
067383109 BARD ¢ R INC< 10 01/30/%0
445497545 HORN SILVER MNS*-— 10 09/04/50
459200101 INTER BUSINESS MACH< 50 05/22/90
570559104 MARRET FACTS + 50 05/05/90
601158108 MILLS MUSIC TRUST + 100 10/13/50
606818201 MITSUBISHI T&B ADR+ 100 11/01/90
699216107 PALRAMOUNT COMM< 100 11/05/90
917550RE9 UTRHSE09. 00JJIF1RR*—{ 5 09/14/90

EF7/15=MENU PF11/23=FWD EF10/22=BWD ENTER=SELECT EF&/13=SELECT ALL

Figure 1. Invitations Sent By All Participants Screen

Step 3 Enter a starting CUSIP number to narrow the range of information viewed.

Step 4 Press the 'ENTER' key to obtain the Invitations Sent By All Participants Screen displaying the
appropriate information.

To View Detail Request Information:

Step 5 Enter S in the S(elect) field to the left of the CUSIP number(s) for which detail information is
desired.

and
Press the 'ENTER' key to process.
or

Press the 'PF6/18' key to view detail information for all currently displayed CUSIP numbers.

INVITATION TO COVER SHORT POSITION (ICSR/ICSM) 1"
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Note:
The Invitations Sent By All Participants (Detailed) Screen appears displaying the appropriate information (Figure 2).

TY30/IC82 INVITATICN TC COVER SHORT POSITICN 12/01/90
00002155-07 INVITATICNS SENT EY ALL PARTICIPANTS (DETRILED) 10:24:52

(THIS INVITATION WAS SENT BY ANCTHER DTC PARTICIFEANT)

INVITE DATE : 09/14/90 STATUS : OPEN

CUSIF NUMBER : 917550EG3 DESCRIFTION: UTRHSGOS.00JJTI1RR*—{
QUANTITY : 5

PRICE : £ 100.00 TO : 5 101.00

SUBSTITUTE AVAILABLE
CUSIF : 917550EF1 QUANTITY : 5

DESCRIPTICHN :  UTRHSGO0S.00JJ92RR*-{
IF ¥OU WISH TC OFFER SECURITIES, FLERSE CARLL DTC AT (212) 636-1521 and
LEAVE A MESSAGE STATING THIS. DTC WILL ADVISE THE "SHORT" PARTICIPANT

OF YCOUR OFFER.

PF6/18 = RETURN TO EROWSE PF10/22 = SCROLL BWD PF11/23 = SCROLL FWD

Figure 2. Invitations Sent By All Participants (Detailed) Screen

How To Browse Outstanding Short CUSIPs For Which You Have Not
Sent An Invitation

Step Action
Step 1 Select Option 4 on the Invitation To Cover Short Position Menu Screen.

Step 2 Press the 'ENTER' key to obtain the Outstanding Uninvited Shorts Screen (Figure 1).

INVITATION TO COVER SHORT POSITION (ICSR/ICSM) 12
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TY07/ICS3 INVITATION TO COVER SHORT POSITION 12/01/%0
00002195-07 QUTSTANDING UNINVITED SHORTS 14:24:52
STARTING CUSIPE:

CUSIP DESCRIPTION SHORT QTY SHORT DATE MAREET VALUE
033231FRE NYGSWGFROB875JD0699{ 5 06/27/89 £5,535.00
Q578582N2 ATRHOSP1Z.00200401 { 10 02/06/8%9 $10,480.00
017753104 ALLEN ORGEN C/B + 10 06/20/85% $1,000.00
030131874 AMER TEBT SR5Z SUIT+ 100 07/10/8%9 $300.00
0383868104 ARQUATECH AMERICA *+ 50 10/10/87 $&,000.00
043155100 ARTS & SCIENCE TECH* 50 09/09/88 $40,344.00
053015103 AUTO DATZ FPROCESS< 100 01/20/90 $2,000.00
087383109 BARD C R INC< 10 12/26/85 £600.00
443497545 HORN SILVER MNSw-— 10 11/02/86 $1,000.00
459200101 INTER BUSINESS MACH< 50 10/25/87 $5,500.00
570559104 MAREET FACTS + 50 02/12/%0 $10,000.00
601158108 MILLS MUSIC TRUST + 100  05/30/8% £700.00
606818201 MITSUBISHI T&E ADR+ 100 01/15/84 £500.00
£99216107 PARBMOUNT COMM< 100 03/24/88 $£1,500.00
917550RG3 UTRESGO9.00JTILRR*—{ 5 12/20/8% £3,400.00

PF7/19=MENU PF11/23=8CROLL FCRWARD EF10/22=8CRCLL BACEWARD
Figure 1. Outstanding Uninvited Shorts Screen
Step 3 Enter a starting CUSIP number to narrow the range of information viewed.

Step 4 Press the 'ENTER' key to obtain the Outstanding Uninvited Shorts Screen displaying the
appropriate information.

How To Browse Invitations Sent To You

Step Action
Step 1 Select Option 5 on the Invitation To Cover Short Position Menu Screen.

Step 2 Press the 'ENTER' key to obtain the Invitations Received Screen (Figure 1).

INVITATION TO COVER SHORT POSITION (ICSR/ICSM) 13
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TY30/ICcs1
000021%5-07

STARTING CUSIFE:

S=SELECT CUSIFP
011830TD8
01200H108
017753104
030131874
038388104
043155100
053015103
0&7383103
443457545
459200101
570555104
601158108
e0eBlB8201
635216107
517550RG9

PF7/19=MENU  PF11/23=FWD

INVITATION TO COVER

SHORT POSITION

INVITATICNS RECEIVED

DESCRIPTION
LERHSGFN10.50JD91RR{
ATASEA GLD MNS LTD¥
LLLEN CRGEN C/B +
ALMER TEBT SR52 SUIT+
AQUATECH AMERICA *+
ARTS & SCIENCE TECH*+
AUTC DATZ PROCESS<
EARD C R INC<

HCRN SILVER MNS*-—
INTER BUSINESS MACH<
MAREET FLRCTS +

MILLS MUSIC TRUST +
MITSUBISHI T&B ADR+
PARAMOUNT COMM<
UTRHSG0S.00JJT91RRY—{

EF10/22=BWD

QUANTITY

100
10
10
100
50
50
100
10
10
50
50
100
100
100
S

ENTER=3ELECT

12/01/30
10:24:52

REEQ-DATE
08/31/90
07/24/90
08/18/80
02/13/%0
na2/16/90
08/10/30
0e/10/30
01/30/90
05,/04/90
05/22/90
05/05/90
10/13/8%0
11/01/%0
11/05/30
09/14/30

PF&/18=SELECT ALL

Figure 1. Invitations Received Screen

Step 3

Step 4
information.

To View Detail Request Information:

Step 5
desired.

Press the 'ENTER' key to process.

Press the 'PF6/18' key to view detail information for all currently displayed CUSIP numbers.

INVITATION TO COVER SHORT POSITION (ICSR/ICSM)

and

or

Enter a starting CUSIP number to narrow the range of information viewed.

Press the 'ENTER' key to obtain the Invitations Received Screen displaying the appropriate

Enter S in the S(elect) field to the left of the CUSIP number(s) for which detail information is

14
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Note:

The Invitations Received (Detail) Screen appears displaying the appropriate information (Figure 2).

TY30/ICSS INVITATICN TC COVER SHCRT FOSITICN 1z/01/30
00002155%-07 INVITATIONS RECEIVED 10:24:52

R L o I =T I L

DATE : 12/27/89 CUANTITY : 5
TO ;2198 PTS TR AC2 PRICE FR: 100.00
CUSIE NO : 517550RGES T0: 101.00
DESCRIPTION : UTRESGO09.00JJ91RR*—{

WE ARE HEREBY NOTIFYING ¥OU, AS A PARTICIPANT WITH & LONG POSITICN IN
THE ABOVE SECURITY, THAT AN "INVITATION TC COVER SHCRT" HAS BEEN
RECEIVED FROM A DTC PARTICIPANT WHO IS SHORT THIS SECURITY. COFFERINGS

ARFE INVITED FCR 5 SHARES/EBCNDS. BUT OFFERINGS IN
LARGER OR SMALLER QUANTITIES WILL ALS0O BE CONSIDERED. IN ADDITICON,
THE "SHORT" PARTICIPANT HRAS OFFERED 5 SHARES/BONDS OF

917550KF1 UTRHSGOS.00JJ92RR*—{

IN EXCHRNGE FOR THE ABOVE SECURITY, YOU ARE ASFED TC CONSIDER WHETHER
YOU ARE WILLING TO OFFER SECURITIES ON BEHALF OF YOUR CLIENT. IF YOU
WISH TC OFFER SECURITIES, PLERSE CALL DTC AT (212) 656-1%21 ZND LERZVE &
MESSAGE STATING THIS. DTC WILL ADVISE THE "SHCORT" PARTICIEANT OF YOUR
QFFER.

AN INVITATICON TOC TENDER EXTENDED VIA THE ICSE FUNCTION DCES NCOT CONSTITUTE

Z CONTRACT TO PURCHASE, NCR DOES 2 LCNG EPARTICIEANT'S RESPONSE TO SUCH
AN INVITATION CONSTITUTE A CONTRACT TO SELL.

PF7/195=MENU PF11/23=FWD PF10/22=BWD ENTER=SELECT PF&/18=SELECT ALL

Figure 2. Invitations Received (Detail) Screen

How To Terminate an Invitation or Rescind the Termination of an
Invitation (ICSR only)

Step Action
Step 1 Select Option 6 on the Invitation To Cover Short Position Menu Screen.

Step 2 Press the 'ENTER' key to obtain the Invitation Termination Screen (Figure 1).

INVITATION TO COVER SHORT POSITION (ICSR/ICSM) 15



Invitation to Cover Short Position (ICSR/ICSM)

TY30/ICS1 INVITATICON TO COVER SHORT POSITION
00002195-07 INVITATION TERMINATION
STARTING CUSIP: 4

3

T

R CUSIPE DESCRIPTICN PART QUANTITY
424266GRAS 219 10
440441996 HCORIZON TELECOM B NV 443 2594
456567FTE 443 10
460322J102 INTL SIGMR SE F - 443 50
474656BM6 443 5
498890102 ENICEERBOCEER VILL — 443 5
507205995 LAGUNAZ HILLS UT LIQ+ 443 300
517084CMS 443 1
544560EB7 443 5
54565829 443 10
546396HENS 443 5
546416E77 443 20
546416VX3 443 100

BE7/19=MENU PF11/23=FWD

12/01/90

10:24:52
INVITE TERMINATE

DATE DATE

12/06/%0 12/31/%0
05/03/00 03/05/00
04/10/%1 05/08/%1
07/30/93 11/16/53
0&/20/%0 08/10/30
11/05/%0 0&/04/31
10/11/%6 11/06/396
0&/05/%1 10/31/87
06/05/9%1 10/21/31
04/10/%1 05/08/%1
10/14/%1 10/17/%1
10/01/%0 10/10/%0
10/14/%1 11/07/3%1

ENTER=SELECT/TERMINATE,/RESCIND

Figure 1. Invitation Termination Screen

To View Detail Request Information:

Step 3 Enter S in the S(elect) field to the left of the CUSIP number(s) for which detail information is
desired and press the 'ENTER' key to process.

To Terminate or Rescind an Invitation:

Step 4 Select T(erminate) or R(escind) to the left of the CUSIP number(s) for which detail information

or

is desired and press the 'ENTER' key to process.

Note:

The Invitation Termination (Detail) Screen appears displaying the appropriate information (Figure 2).

INVITATION TO COVER SHORT POSITION (ICSR/ICSM)
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PFRESS PF1/PF13 CONFIEM TEEMINATED

T¥30/ICs81 INVITATICN TO COVER SHORT POSITION 12/01/90
00002195-07 INVITATION TERMINATION 15:25:51
SERVICED PARTICIPANT : 997 SSB&T CO

DATE H 02/01/90

CUSIF NO H 372150857 OHGG/0 15.600JD15BES

QUANTITY H 10,000

PRICE H § 115.07 TO S 115.07

SUBSTITUTE AVAILAEBLE

CUSIFE

QUANTITY

CONTACT H S TRIMEBOLI
PHCNE : ({212) 855-498¢

PF7/13=MENT PF11/23=SCROLL FWD PF1l/13=UPDATE PF&/PF1E8=RETURN BROWSE SCREEN

Figure 2. Invitation Termination (Detail) Screen

Step 5 Press PF1 to terminate an Invitation or rescind the termination of the invitation.

INVITATION TO COVER SHORT POSITION (ICSR/ICSM) 17
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Introduction

The Imaging Fax and E-mail System allows you to request that imaged copies of certificates and other deposit-
related documents you sent to DTC be transmitted to up to six recipients by either fax or e-mail. You can also
obtain copies of legal notices via this system.

You can access the Imaging Fax and E-mail System from the following PTS function screens:

BDSI Detail Inquiry PF1/13
CUST Certificate Inquiry Detall PF12/24
DAMP Deposit Detail Inquiry PF2/14
RDSP Main Menu Option 8
STDI Aging Deposit Inquiry PF2/14

All Deposit Inquiry
Stop Deposit Inquiry

LENP Notice Order PF2/14

Note

- Due to the nature of the Internet, an e-mail request may take anywhere from a few minutes to several hours to reach its
destination. However, the average time it will take an e-mail request to reach its destination is 15 to 20 minutes.

The Imaging Fax and E-mail System is used with the following Deposits products:
e  Branch Deposits

e  Custody

e  Custody Reorg Deposits

e Legal Deposits

e  Regular Deposits

e  Restricted Deposits

The service is also available for users of DTC's Legal Notice System (via LENP) , which allows you to view and
order legal, asset-backed, and corporate status notices.

IFE 3
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List of Procedures:

Use this procedure to request that imaged material be transmitted to up to six recipients by either fax or e-mail.

1. Access the Imaging Fax and E-mail System from the PTS function you are using. The following functions
will take you to the appropriate procedure.

BDSI
DAMP
LENP
RDSP
STDI

Result- The Imaging Fax and E-mail System Selection Screen appears.

2. Select the transmission method by entering either F for fax or E for e-mail in the field next to the arrow.
Press ENTER.

Result- Either the Fax Transmission Request screen or the E-mail Transmission Request screen appears.

3. Type data in all required entry fields and press ENTER to transmit your request to DTC.

Result- The message "Your request has been submitted" appears, along with an indicator showing how
many imaged documents will be sent with each transmission.

List of Screens:

The E-mail Transmission Request screen appears when you select the e-mail option on the Selection Screen.
It allows you to enter the e-mail addresses of up to six prospective recipients of the imaged deposit material.
You can also enter comments about the documents. All fields are required unless otherwise noted.

Sample Screen

IFE
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Field Descriptions

Sent from: Name Type your name and your firm's name.

Part ID View your participant number.

Sent from: Address Type your firm's address. Optional.

Send to: E- mail Type up to six e-mail addresses.

Addresses (1 through

6)

Subject Type identifying information about the material. Optional.
Comments Type comments about the transaction. Optional.

Image Format Type J if you would like the images sent in JPEG format.

Optional. Default: T (for TIFF format).

Consolidate Type N if you would like each imaged page to be sent as separate attachment instead of a single
consolidated attachment. Optional. Default. Y (for one attachment).

Note

- You will probably find it preferable to receive one attachment that you can open and scroll
through rather than several attachments that may be difficult to identify.

Function Keys

The only function key you can use on this screen is PF7/19, which will return you to the last inquiry screen you
were working on.
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The Fax Transmission Request screen appears when you select the fax option on the Selection Screen. It
allows you to enter the fax numbers of up to six prospective recipients of the imaged deposit material. You can
also enter comments about the material. All fields are required unless otherwise noted.

Sample Screen

Field Descriptions

This field Allows you to

Sent from: Name Type your name and your firm's name.
Part ID View your participant number.

Sent from: Address Type your firm's address. Optional.
Fax Numbers (1 Type up to six fax numbers.

through 6)

Attention (1 through 6) | Type up to six recipients' names.
Subject Type identifying information about the material. Optional.
Comments Type comments about the transaction. Optional.

Function Keys

The only function key you can use on this screen is PF7/19, which will return you to the last inquiry screen you
were working on.

IFE 6
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The Selection Screen can be accessed from the PTS functions screens listed previously in this procedure and
allows you to select whether you would like imaged material transmitted by either fax or e-mail. Type F next to
the arrow if you want the material sent by fax or E if you want it sent via e-mail.

Sample Screen

Function Keys

The only function key you can use on this screen is PF7/19, which will return you to the last inquiry screen you
were working on.

Messages

You may encounter the following error messages when using the Imaging Fax and E-mail System. Messages
appear in alphabetical order, along with an explanation and a possible resolution.

Message Text Possible Cause Suggested Resolution

-911 SQLCODE- TABLE IN USE. A system table is in use and your Wait a few seconds and press ENTER
PLEASE TRY AGAIN LATER. request cannot be processed. again.

DUPLICATE REQUEST. THIS ENTER was pressed again after a Either modify the screen you were
REQUEST HAS ALREADY BEEN completed request was submitted. This | working on in some way or press
SUBMITTED. warning feature prevents you from PF7/19 to return to the last inquiry

accidentally sending multiple requests | screen you were working on. and start
to the same users of the same images. | the request process over again.

F &E ARE THE ONLY OPTIONS You entered a value other than F or E in | Type F (for fax) or E (for e- mail).
the field next to the arrow.

FIRST E-MAIL ADDRESS REQUIRED | The first Send to: E-mail Addresses Type an e-mail address in the first field.
field is blank.

FIRST FAX NUMBER REQUIRED A complete numeric fax number was not | Enter a complete numeric fax number
entered in the first Send to: Fax in the first Send to: Fax Numbers
Numbers field. field.
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Message Text Possible Cause Suggested Resolution

FIRST POSITION OF E-MAIL
ADDRESS MUST BE A-Z OR 0-9

INVALID KEY- ONLY VALID KEYS
ARE: ENTER/PF1/13

INVALID CONSOLIDATION
INDICATOR. Y = YES, N=NO

INVALID E-MAIL ADDR. = = => MIN-7
CHARS &ONE PERIOD&ONLY 1@
SYMBOL.

INVALID IMAGE FORMAT ===>T =
TIFF, J = JPEG

JPEG IMAGES CANNOT BE
CONSOLIDATED ===>
CONSOLIDATE =N

SENDER NAME REQUIRED

### SQLCODE-- CALL IFE SUPPORT
WITH THIS SQL ERROR CODE

IFE

The first character of an e-mail address
is a value other that A through Z or 0
through 9.

You pressed an invalid function key.

A value other than Y or N was entered
in the Consolidate field.

At least one of the entered e- mail
addresses was in an incorrect format.

A value other than T or J was entered in

the Image Format field.

An attempt was made to consolidate
JPEG images, which cannot be
consolidated.

The Sent From: Name field is blank.

An error occurred while your request
was being processed.

Enter an e-mail address in which the
first character of an e-mail address is A
through Z or 0 through 9.

Press ENTER or PF1/13 to submit a
request, or PF7/19 to return to the
previous screen.

Enter Y (for one attachment with
multiple pages) or N (for a separate
attachment for each page).

Retype the address in a correct format
(for example, jdoe@dtcc.com).

Type either T (if you want the images
sentin TIFF format) or J (if you want
the images sent in JPEG format).

Either change the Image Format field
to T (for TIFF images, which can be
consolidated) or change the
Consolidate field to N (for no
consolidation).

Enter the sender name.

Retry your request. If the
problem persists, visit the DTCC
Client Center.


https://www.dtcc.com/client-center
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Introduction

The IVORS Standing Instructions Database (IVDB) allows sponsors and transfer agents (TAs) to enter UIT
redemption and sale instructions. The database stores information specific to an issue so the sponsor or TA
doesn't have to key it in for each request.

The IVDB function allows you to:
e Add an issue to the IVORS database and enter standing instructions (TAs only)
Add rollover CUSIPs for an issue (TAs only)

Modify TA or sponsor information for an issue (TAs only)

Modify an IVORS database standing instruction (sponsors only)

e  Add or remove rollover CUSIPs for an issue (TAs and sponsors)

Deactivate an issue in the IVORS database to prevent participants from entering requests for that issue
(TAs and sponsors)

Reactivate an issue to allow requests for that issue to be processed (TAs and sponsors)

Inquire about IVORS transactions (TAs and sponsors).

Use IVDB to:

e Add or modify information in the IVORS Standing Instructions Database.
o Deactivate or reactivate an issue.

. Inquire about a request.

IVDB is available on business days from 8:00 a.m. to 6:00 p.m. eastern time.

List of Procedures:

The following procedure applies to TAs only.
Use the following procedure to add a CUSIP to the Standing Instructions Database.
1.  Type IVDB on the Enter Function screen and press ENTER.
Result- The Main Menu appears.
2.  Type the following information:
e  Screen#: Type 1
e  Starting CUSIP Number: Type a valid CUSIP number.
3. Press ENTER.

Result- The Add Issue to Database screen appears.

IVDB 3
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Type information in the entry fields provided. See the Field Descriptions for this screen for more
information. Note that a C is already entered by the system to specify cash redemption.

Note

- You can enter the same number in the Sponsor Number and TA's Participant Number fields.

Press ENTER.

Result- The data is validated, and the sponsor's and TA's names appear in the corresponding fields. If an
error occurs, an applicable message appears. Correct the error and press ENTER again until the
message 'Data validated' appears.

Press PF1/13.

Result- The message 'Issue added to IVORS database' appears.

The following procedure applies to TAs and sponsors only. TAs may add and modify rollover CUSIPS;
sponsors may modify only.

Use the following procedure to add or modify rollover CUSIPs for a specific issue.

1.

IVDB

Type IVDB on the Enter Function screen and press ENTER.
Result- The Main Menu appears.

Type one of the following in the Screen# field:

e 3:Toadd rollover CUSIPs

e  4: To modify previously entered rollover CUSIPs.

Type the CUSIP number of the issue for which you are adding or modifying rollover CUSIPs in the
Starting CUSIP Number field and press ENTER.

Result- One of the following screens appears:

e Add Rollover Issue to Database if you chose option 3.

e  Modify Rollover CUSIP if you chose option 4.

Type information in the fields provided and press ENTER. See the Field Descriptions for more information.

Result- If an error occurs, an applicable message appears. Correct the error and press ENTER again until
the message 'Data validated' appears.

Press PF1/13.
Result- One of the following messages appears:
e 'Issue added to IVORS database' if you are adding CUSIPs.

e 'Issue updated in IVORS database’ if you are modifying.
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The following procedure applies to both TAs and sponsors.

Use the following procedure to deactivate an issue in the Standing Instructions Database.

1.

Type IVDB on the Enter Function screen and press ENTER.

Result- The Main Menu appears.

Type information in the following fields:

e Screen#: Type 7

e  Starting CUSIP Number: Type a beginning CUSIP number (optional) .

Press ENTER.

Result- The Select One Record to Deactivate screen appears.

Type S to the left of the CUSIP number you want to deactivate, and press ENTER.
Result- The Deactivate CUSIP screen appears.

Press PF1/13.

Result- The message "Standing Instruction Database updated" appears.

The following procedure applies to both TAs and sponsors.

Use the following procedure to inquire about an issue in the Standing Instructions Database.

1.

IVDB

Type IVDB on the Enter Function screen and press ENTER.

Result- The Main Menu appears.

Type information in the following fields:

e Screen#: Type 9

e  Starting CUSIP Number: Type a beginning CUSIP number (optional).
Press ENTER.

Result- The Select One Record to Inquire Into screen appears.

Type S to the left of the desired CUSIP number and press ENTER.

Result- The Inquire into CUSIP screen appears.

Note

- For additional inquiry procedures, see IVIQ.



IVDB

The following procedure applies to sponsors only.

Use the following procedure to modify a standing instruction in the database.

1.

Type IVDB on the Enter Function screen and press ENTER.

Result- The Main Menu appears.

Type information in the following fields:

e Screen#: Type 2

e  Starting CUSIP Number: Type a beginning CUSIP number (optional).

Press ENTER.

Result- The Select One Record to Modify screen appears.

Type S to the left of the desired CUSIP and press ENTER.

Result- The Modify CUSIP screen appears.

Modify any of the information displayed in the Standing Instructions fields, then press ENTER.

Result- If an error occurs, an applicable message appears. Correct the error and press ENTER again until
the message 'Data validated' appears.

Press PF1/13.

Result- The message 'Standing Instruction Database updated' appears.

The following procedure applies to TAs only.

Use the following procedure to modify the sponsor or TA information for an issue in the Standing Instructions
Database.

1.

IVDB

Type IVDB on the Enter Function screen and press ENTER.

Result- The Main Menu appears.

Type the following information:

e  Screen#: Type 2

e  Starting CUSIP Number: Type a beginning CUSIP number (optional).
Press ENTER.

Result- The Select One Record to Modify screen appears.

Type S to the left of the desired CUSIP and press ENTER.

Result- The Modify CUSIP screen appears.

Modify information in either of the following fields and press ENTER:
e TA's Participant Number

e  Sponsor Number.

Result- If an error occurs, an applicable message appears. Correct the error and press ENTER again until
the message 'Data validated' appears.

Press PF1/13.

Result- The message "Standing Instruction Database updated" appears.
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The following procedure applies to both TAs and sponsors.
Use the following procedure to reactivate an issue in the Standing Instructions Database.
1.  Type IVDB on the Enter Function screen and press ENTER.
Result- The Main Menu appears.
2. Type information in the following fields:
e Screen#: Type 8
e  Starting CUSIP Number: Type a beginning CUSIP number (optional)
3. Press ENTER.
Result- The Select One Record to Reactivate screen appears.
4. Type S to the left of the CUSIP number you want to reactivate, and press ENTER.
Result- The Reactivate CUSIP screen appears.
5. Press PF1/13.

Result- The message "Standing Instruction Database updated" appears.

List of Screens:

The Add Issue to Database screen appears when you choose option 1 and enter a valid CUSIP number on the
Main Menu. This screen allows TAs to add an issue to the IVORS Standing Instructions Database.

Sample Screen
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Field Descriptions

This field Allows you to

TA's TA Number Enter the transfer agent's TA number.

TA's TA Name View the transfer agent's name, after the TA number is entered and the information is processed.
TA's Participant Enter the transfer agent's participant number.

Number

TA's Part Name View the transfer agent's participant name, after the TA's participant number is entered and the

information is processed.
Sponsor Number Enter the sponsor's number.
Sponsor Name View the sponsor's name, after the sponsor number is entered and the information is processed.

Redemption or Sale to | Specify one of the following options:

Sponsor o R: The issue will be redeemed at the TA

e S: The issue will be sold back to the sponsor.

Note

-You can make an individual transaction a redemption or sale without affecting the database
instructions. See IVRS or IVRT for more information. You cannot modify the transaction type
from rollover to redemption or sale.

Cash Redemption Specify cash redemption (the system automatically enters this option).

Sponsor Will or Will Specify one of the following redemption options:

Not Buy Back e Y: The sponsor will buy back the redeemed units

¢ N: The sponsor will not buy back the units
« X: Not applicable; transaction is a Sale to Sponsor.

Note

- The sponsor can choose to buy back the units of an individual transaction without affecting
the database instructions. See IVRS or IVRT for more information. You cannot modify this
indicator for rollover CUSIPs.

Sponsor Will or Will Specify one of the following Sale to the Sponsor options:

Not Redeem » Y: The sponsor will redeem the purchased units

¢ N: The sponsor will not redeem the purchased units
« X: Not applicable; transaction is a Redemption.

Note

- The sponsor can choose to redeem units for an individual transaction without affecting the
database instructions. See IVRS or IVRT, for more information. You cannot modify this
indicator for rollover CUSIPs.

Source of Settlement | Specify one of the following options:

Details o T: The TA will enter settlement information

e S: The sponsor will enter settlement information.
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Function Keys

In addition to the standard function keys described in Using the Standard Function Keys, you can press PF2/14
on the Add Issue to Database screen to access the Add Rollover Issue to Database screen to add rollover
issues.

Note
- This key is only available after you press PF1/13 to add the issue to the IVORS database.

The Add Rollover Issue to Database screen appears when you choose option 3 on the Main Menu, and allows
TAs to add rollover CUSIPs for the specified issue.

Note

- This screen also appears when you press PF2/14 on the Add Issue to Database screen after adding new instructions to
the database.

Sample Screen

Field Descriptions

This field Allows you to

Rollover CUSIP Enter up to 16 rollover CUSIP numbers. You must enter at least one.

Comments Enter comments pertinent to rollover instructions, up to 128 free form characters on two lines.
Rollover Start Date Enter the rollover start date in mmddccyy format.

Rollover End Date Enter the rollover end date in mmddccyy format.

Maturity Date Enter the security's maturity date in mmddccyy format.
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This field Allows you to

Are Rollover Standing | Enter Y if instructions are complete, N if they are not complete. (? ? ? Will this still work if the
Instructions Complete | answer is no?)

The Deactivate CUSIP screen appears when you choose option 7 on the Main Menu and select an issue from
the Select One Record to Deactivate screen. This screen displays all the information for the selected issue and
allows you to deactivate it in the IVORS database.

This screen contains the same fields and function keys as the Modify CUSIP screen, but the fields are display
only; you cannot modify the information. To deactivate the displayed issue, press PF1/13.

The Inquire into CUSIP screen appears when you choose option 9 on the Main Menu and select an issue from
the Select One Record to Inquire Into screen. This screen displays all the information for the selected issue.

This screen contains the same fields and function keys as the Modify CUSIP screen, but the fields are display
only; you cannot modify the information.

The Main Menu allows you to choose the type of modification you want to make to the Standing Instructions
Database.

Sample Screen
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Field Descriptions

This field Allows you to

Screen# Select one of the following options:

1: To add an issue to the IVORS database

2: To modify standing instructions for an issue already in the database

3: To add a rollover issue to the IVORS database

4: To modify standing instructions for a rollover issue already in the database

5: To add an in-kind issue to the IVORS database (this option is currently unavailable)

6: To modify standing instructions for an in-kind issue already in the database (this option is
currently unavailable)

7: To deactivate an issue in the IVORS database

8: To reactivate an issue in the IVORS database

9: To inquire about an issue.

Starting CUSIP Enter a valid CUSIP number to limit the number of items displayed on subsequent screens, or to
Number begin a display with a specific item.

Required for options 1, 3 and 5; optional for all other options.

The Modify CUSIP screen appears when you choose option 2 on the Main Menu and select an issue on the
Select One Record to Modify screen. This screen displays all the information for the selected issue and allows
you to make changes.

Note

- The fields on the top portion of the screen are for TAs; the fields on the bottom portion are for sponsors.

Sample Screen

Field Descriptions

The following fields appear on the Deactivate CUSIP, Reactivate CUSIP and Inquire into CUSIP screens, but
can only be modified on the Modify CUSIP screen.
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This field Allows you to

TA's TA Number

TA's TA Name

TA's Participant
Number

TA's Part Name

Sponsor Number

Sponsor Name

Status

Redemption or Sale to
Sponsor

Cash or In- kind
Redemption

Sponsor Will or Will
Not buy Back

IVDB

Enter the transfer agent number.

Note

-Only the TA can modify this information.

View the TA's name, after the TA number is entered and the information is processed.

Enter the TA's participant number.

Note
-Only the TA can modify this information.

View the TA's participant name, after the TA's participant number is entered and the information
is processed.

Enter the sponsor's number.

Note

-Only the TA can modify this information.

View the sponsor's name, after the sponsor's number is entered and the information is
processed.

View whether or not the issue is active.

Specify one of the following:

e R: The issue will be redeemed at the TA

e S: The issue will be sold back to the sponsor.
Note

-You can make an individual transaction a redemption or sale without affecting the database.
See IVRS or IVRT for more information. You cannot modify the transaction type from rollover to
redemption or sale.

Specify cash redemption (the system automatically enters this option).

Specify one of the following:

e Y: The sponsor will buy back the redeemed units
e N: The sponsor will not buy back the redeemed units
¢ X: Not applicable; transaction is a Sale to Sponsor.

Note

- The sponsor can choose to buy back the units of an individual transaction without affecting the
database instructions. See IVRS or IVRT for more information. You cannot modify this indicator
for rollover CUSIPs.
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This field Allows you to

Sponsor Will or Will Specify one of the following:

Not Redeem  Y: The sponsor will redeem the purchased units

e N: The sponsor will not redeem the purchased units
« X: Not applicable; transaction is a Redemption.

Note

- The sponsor can choose to redeem the units of an individual transaction without affecting the
database instructions. See IVRS or IVRT for more information. You cannot modify this indicator
for rollover CUSIPs.

Source of Settlement | Specify one of the following:

Details e T: The TA will enter settlement information

e S: The sponsor will enter settlement information

Modify Rollover Issue Screen

The Modify Rollover Issue screen appears when you choose option 4 on the Main Menu, and allows TAs to
modify previously entered rollover issues.

This screen contains the same fields and function keys as the Add Rollover Issue to Database screen.

Reactivate CUSIP Screen

The Reactivate CUSIP screen appears when you choose option 8 on the Main Menu and select an issue from
the Select One Record to Reactivate screen. This screen displays all the information for the selected issue and
allows you to reactivate it in the IVORS database.

This screen contains the same fields and function keys as the Modify CUSIP screen, but the fields are display
only; you cannot modify the information. To reactivate the displayed issue, press PF1/13.

Select One Record to Deactivate Screen

The Select One Record to Deactivate screen appears when you choose option 7 on the Main Menu and
displays all CUSIPs you are authorized to deactivate.

Note

- If you entered a CUSIP number on the Main Menu, this screen displays a list of issues you are authorized to deactivate,
starting from the specified CUSIP number. If you did not enter a CUSIP number, this screen displays a list of all issues you
are authorized to deactivate.

This screen contains the same fields and function keys as the Select One Record to Modify screen. Enter an S
to the left of the item you want to deactivate.

Select One Record to Inquire Into Screen

The Select One Record to Inquire Into screen appears when you choose option 9 on the Main Menu, and
displays all deactivated CUSIPs you are authorized to inquire about.
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Note

- If you entered a CUSIP number on the Main Menu, this screen displays a list of issues you are authorized to inquire
about, starting from the specified CUSIP number. If you did not enter a CUSIP number, this screen displays a list of all
issues you are authorized to inquire about.

This screen contains the same fields and function keys as the Select One Record to Modify screen. Enter an S
to the left of the item you want to view.

The Select One Record to Modify screen appears when you choose option 2 on the Main Menu, and displays
the issues you can modify.
Note

- If you entered a CUSIP number on the Main Menu, this screen displays a list of issues you are authorized to modify,
starting from the specified CUSIP number. If you did not enter a CUSIP number, this screen displays a list of all issues you
are authorized to modify.

Sample Screen

Field Descriptions

This field Displays

S An entry field that allows you to select the issue you want to work with. Enter an S.

CUSIP The CUSIP numbers of the issues you can modify, deactivate, reactivate, or inquire about.
TA Participant Name The participant name of the TA for each issue.

Sponsor Name The name of the sponsor for each issue.

Rollover/Inkind Ind An indicator of whether the rollover option was specified for the issue.
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Function Keys

In addition to the standard function keys described in Using the Standard Function Keys, you can press PF4/16
on the Select One Record to Modify screen to return to the first page of the display.

The Select One Record to Reactivate screen appears when you choose option 8 on the Main Menu and
displays all deactivated CUSIPs you are authorized to reactivate.

Note

- If you entered a CUSIP number on the Main Menu, this screen displays a list of issues you are authorized to reactivate,
starting from the specified CUSIP number. If you did not enter a CUSIP number, this screen displays a list of all issues you

are authorized to reactivate.

This screen contains the same fields and function keys as the Select One Record to Modify screen. Enter an S
to the left of the item you want to reactivate.

Messages

You may encounter the following messages when using the IVDB function. Messages are listed in alphabetical
order, along with an explanation and suggested resolution for each.

Message Text Possible Cause Suggested Resolution

CHOICE IS REQUIRED FOR
VALIDATION

CUSIP ID ALREADY EXISTS IN
IVORS DATABASE

CUSIP NUMBER REQUIRED FOR
OPTION#1

DEFAULT ROLLOVER CUSIP
SHOULD BE ENTERED

ENTER AT LEAST ONE ROLLOVER
CUSIP

INTERNAL DATABASE PROBLEM

INVALID CHOICE

INVALID COMBINATION OF

STANDING INSTRUCTIONS

INVALID CUSIP

INVALID KEY PRESSED

IVDB

No information was selected or entered.

An attempt was made to add a CUSIP
number that already exists in the IVORS
database.

Option 1 was selected, but no CUSIP
number was entered in the Starting
CUSIP field.

No default rollover CUSIP number was
specified.

No rollover CUSIP number was entered.

A system problem occurred.

An invalid option was selected.

Conflicting values were entered for

standing instructions.

An invalid CUSIP number was entered.

An invalid PF key was pressed.

Make a selection.

Enter a different CUSIP number.

Enter a valid CUSIP number.

Enter at least one rollover CUSIP
number.

Enter at least one rollover CUSIP
number.

Visit the DTCC Client Center.

Select one of the valid options listed on
the menu.

Enter different values.

Enter a valid CUSIP number.

Press one of the valid PF keys listed at
the bottom of the screen.
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Message Text Possible Cause Suggested Resolution

INVALID NUMBER ENTERED

INVALID PARTICIPANT NUMBER
ENTERED

INVALID SPONSOR NUMBER
ENTERED

INVALID TA NUMBER ENTERED

MSTRTBLR ERROR-- NOTIFY STP
SUPPORT

NO DATA AVAILABLE FOR THIS
REQUEST

ONLY S IS A VALID CHOICE

ROLLOVER CUSIPS CAN NOT BE
ADDED FOR INACTIVE BASE CUSIP

ROLLOVER CUSIP CANNOT BE
SAME AS ORIGINAL CUSIP

ROLLOVER END DATE CANNOT BE
LESS THAN ROLLOVER START
DATE

ROLLOVER END DATE CAN NOT BE
SAME AS ROLLOVER START DATE

ROLLOVER END DATE MUST BE A
FUTURE DATE

ROLLOVER END DATE MUST BE
LESS THAN ROLLOVER MATURITY
DATE

ROLLOVER ISSUE ALREADY
EXISTS

ROLLOVER MATURITY DATE
CANNOT BE LESS THAN
ROLLOVER START DATE

ROLLOVER MATURITY DATE MUST
BE A FUTURE DATE

ROLLOVER START DATE AND END
DATE SHOULD BE A VALID
BUSINESS DATE

IVDB

An invalid Participant number was
entered.

The Participant number entered is not
associated with the Transfer Agent
(TA).

The sponsor number entered is not
associated with the TA.

An invalid TA number was entered.

A system problem occurred.

No data was available based upon the
information entered.

A value other than S was entered to
select information.

An attempt was made to add a rollover
CUSIP number to an inactive base
issue. Rollover CUSIP numbers can
only be added to active issues.

The rollover CUSIP number entered is
the same as the original CUSIP
number.

The specified rollover end date is prior
to the start date.

The specified rollover end date is the
same as the start date.

The specified rollover end date has
already passed.

The specified rollover end date occurs
later than the maturity date.

An attempt was made to add a rollover
issue, but this issue already exists in the
IVORS Standing Instructions database.

The specified rollover maturity date is
prior to the start date.

The specified rollover maturity date has
already passed.

A non-business date was specified for
rollover start and/or end date.

Enter a valid Participant number.

Enter the Participant number
associated with the specified TA.

Enter a valid sponsor number.

Enter a valid TA number.

Visit the DTCC Client Center.

Information only; no action required.
Enter S to the left of the item you want
to select.

Information only; no action required.

Enter a different rollover CUSIP
number.

Enter an end date that occurs later
than the start date.

Enter a valid rollover end date.

Enter a different end date.

Enter an end date that occurs prior to
the maturity date.

Information only; no action required.

Enter a maturity date that occurs later
than the start date.

Enter a valid rollover maturity date.

Both fields must contain valid business
dates.
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Message Text Possible Cause Suggested Resolution

ROLLOVER START DATE MUST BE
A FUTURE DATE

SELECT ONLY ONE FIELD

SETTLEMENT DATE OF ROLLOVER
CAN NOT BE LESS THAN
MATURITY DATE

TRANSFER AGENT NOT
AUTHORIZED FOR THIS OPTION

USER NOT ELIGIBLE TO ADD
ISSUES TO IVORS DATABASE

USER NOT ELIGIBLE TO ADD
ROLLOVER ISSUES TO IVORS
DATABASE

IVDB

The specified rollover start date has Enter a valid rollover start date.
already passed.

An attempt was made to select multiple ' Select one field only.
fields.

The specified settlement date occurs Enter a settlement date that occurs

prior to the maturity date. after the maturity date.

An attempt was made to select an Select another option or contact your
option for which the user is not Participant Services representative.
authorized.

An attempt was made by an Select another option or contact your

unauthorized user to add an issue to the | Participant Services representative.
IVORS standing instruction database.

An attempt was made by an Select another option or contact your
unauthorized user to add a rollover Participant Services representative.
issue to the IVORS standing instruction

database.
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Introduction

The IVORS Transaction Inquiry (IVIQ) function allows you to check the status of requests in the IVORS system
according to CUSIP number, starting transaction date and/or settlement date. Requests are listed in participant
and CUSIP number sequence.

IVIQ allows you to view:

e  All requests for a specific CUSIP number

e  All requests still in IVORS

e Requests that require action by the participant, sponsor or transfer agent (TA)
e  Requests that were unwound (dropped) because no action was taken

e Requests that were cancelled by the TA or sponsor

e Requests with modified settlement dates

e Requests that have been successfully processed and are awaiting settlement.

Sponsors and TAs should use 1VIQ daily to check for new requests for their UITs.
Participants can use IVIQ anytime to check the status of their requests.

IVIQ is available on business days from 8:00 a.m. to 8:00 p.m. eastern time.

List of Procedures:

Use the following procedure to inquire about requests.
1. Type IVIQ on the Enter Function screen and press ENTER.
Result- The Main Menu appears.

Note

- You can also access the Main Menu by selecting:

. Option 9 from the IVDB function
. Option 5 from the IVOR function
e  Option 4 from the IVRS function
e  Option 5 from the IVRT function.
2. Type the desired values in the following fields and press ENTER:
e Screen#

e  Starting CUSIP Number (required for option 1 only)
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« Starting Transaction Date (optional)
« Starting Settlement Date (optional)

Result- The requested inquiry screen appears, displaying the requests that match the selection criteria
you entered.

Note

- Although optional, it is highly recommended that participants enter a Starting Settlement Date to see if any of their
transactions are in danger of being unwound (dropped from the system).

3. To view the settlement details of a specific request, tab the cursor to the left of the request and press
ENTER.
Result- One of the following screens appears:
e Cash Transaction Details if the selected item is a cash transaction
e Rollover Transaction Details if the selected item is a rollover transaction.
4. To see the standing instructions for the issue, press PF3/15.
e  One of the following screens appears:
e Inquiry Into CUSIP if the selected item is a cash transaction
e Inquiry Into Rollover CUSIP if the selected item is a rollover transaction.

Result- The Inquiry Into CUSIP screen appears.

List of Screens:

The All Requests Still in IVORS screen appears when you choose option 2 on the Main Menu, and displays all
requests still in the IVORS system. From this screen, you can select a request and view its settlement details.

Sample Screen
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Field Descriptions

This field Displays

CusIP The CUSIP number of the units.

Quantity The number of units for the request.

Tran Date The date the request was submitted.

Sett Date The date the request is expected to settle.
General Status of The status of the request.

Request

Function Keys

In addition to the standard function keys described in Using the Standard Function Keys, you can press PF4/16
on the All Requests Still in IVORS screen to access the first page of the display.

The Cash Transaction Details screen appears when you select a CUSIP on one of the IVIQ inquiry screens,
and displays all the transaction details for a request. To view the standing instructions for the issue, press
PF3/15.

Sample Screen
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Field Descriptions

This field Displays

CUSIP Description
Transaction Date
Quantity
Settlement Date

Redemption or
Purchase Price Per
Unit

Transaction Type

Accrued Divdnd Per
Unit

Settlement Value
Participant Number
Participant Name
TA Participant Number
TA Participant Name
Sponsor Number
Sponsor Name
Sponsor Decision
Comments

Status

Cancel Reason

Function Keys

A brief description of the issue.

The date the request was submitted.

The number of units for the request.

The date the request is expected to settle.

The redemption or purchase price per unit.

The transaction type (redemption, sale or rollover).

The accrued dividend/interest per unit.

The settlement value, calculated by DTC.

The number of the participant that submitted the request.

The name of the participant that submitted the request.

The TA's participant number.

The TA's participant name.

The sponsor's number.

The sponsor's name.

A brief statement of whether or not the sponsor will be buying back or redeeming the units.
Comments entered by the participant, if any.

The status of the request.

The reason a request was cancelled, if applicable.

In addition to the standard function keys described in Using the Standard Function Keys, you can press PF3/15
on the Cash Transaction Details screen to view standing instructions for the selected CUSIP.
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The Inquiry Into CUSIP screen appears when you press PF3/15 from the Cash Transaction Details screen, and
displays the standing instructions as well as the TA and sponsor information for that CUSIP. The selected
CUSIP number is reflected in the screen title.

Sample Screen

Field Descriptions
TA's TA Number The TA's number.
TA's TA Name

The TA's name.

TA's Participant
Number

The TA's participant number.

TA's Part Name The TA's participant name.

Sponsor Number
Sponsor Name
Status

Redemption or Sale to

The sponsor's number.

The sponsor's name.

An indicator of whether or not the issue is active.

The transaction type:

Sponsor  R: The issue should be redeemed at the TA

e S: The issue should be sold back to the sponsor.

Cash Redemption The redemption payment options. Currently, cash is the only available option.
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This field Displays

Sponsor Will or Will The redemption options:

Not Buy Back ¢ Y: The sponsor will buy back the redeemed units

« N: The sponsor will not buy back the redeemed units
« X: Not applicable.

Sponsor Will or Will The sale to sponsor options:

Not Redeem e Y: The sponsor will redeem the purchase units

¢ N: The sponsor will not redeem the purchased units
¢ X: Not applicable.

Source of Settlement | The settlement options:

Details e T:The TA will enter settlement information

e S: The sponsor will enter settlement information.

The Inquiry Into Rollover CUSIP screen appears when you press PF3/15 from the Rollover Transaction Details
screen, and displays the standing instructions as well as the TA and sponsor information for that CUSIP. The
original CUSIP number is reflected in the screen title.

Sample Screen
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Field Descriptions

This field Displays

Rollover CUSIP The rollover CUSIP numbers specified for the original security, the CUSIP number of which is
listed in the screen's title.

Comments Comments entered for this rollover transaction.
Rollover Start Date The beginning date for rollovers.

Rollover End Date The ending date for rollovers.

Maturity Date The original security's maturity date.

The Main Menu allows you to select one of the available inquiry options.

Sample Screen
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Field Descriptions

This field Allows you to

Screen# Enter one of the following options:

: To view requests for a specific CUSIP

: To view all requests still in the IVORS system

: To view requests requiring action before they can settle
: To view dropped requests

: To view cancelled requests

: To view requests with modified settlement dates

: To view requests awaiting settlement.

e o o o o o o
~NOoO A WN =

Starting CUSIP Enter a CUSIP number to view requests for a specific security.

Number Required for option 1 only.

Starting Transaction Enter a date in mmddccyy format to specify the beginning transaction date of the requests you
Date want to see.

Optional. Default: The current date.
Starting Settlement Enter a date in mmddccyy format to specify the beginning settlement date of the requests you
Date want to see.

Optional. Default: The current date.

The Requests Awaiting Action screen appears when you choose option 3 on the Main Menu, and displays
requests that cannot settle until an action is performed by the sponsor, TA or participant. From this screen you
can select a request and view its transaction details.

Sample Screen

DETATL

DETATL

ECID/SETTL DETAIL

SETTL DETAIL
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Field Descriptions

This field Displays

CusIP The CUSIP number of the units.

Quantity The number of units.

Tran Date The date the request was submitted.

Sett Date The date the request is expected to settle.
Awaiting Action The action needed in order for the request to settle.
By/Regarding

Function Keys

In addition to the standard function keys described in Using the Standard Function Keys, you can press PF4/16
on the Requests Awaiting Action screen to access the first page of the display.

The Requests Awaiting Settlement screen appears when you choose option 7 on the Main Menu, and displays
requests waiting to settle (no actions necessary). From this screen you can select a request and view its
transaction details.

Sample Screen
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Field Descriptions

This field Displays

CusIP The CUSIP number of the units.

Quantity The number of units.

Tran Date The date the request was submitted.

Sett Date The date the request is expected to settle.
Trans Type The transaction type:

e RC: Cash Redemption
e SC: Sale to Sponsor
o RO: Rollover.

Settlement Value The settlement value, calculated by DTC.

Function Keys

In addition to the standard function keys described in Using the Standard Function Keys, you can press PF4/16
on the Requests Awaiting Settlement screen to access the first page of the display.

The Requests Bearing CUSIP screen appears when you chose option 1 on the Main Menu, and displays
requests for a specific CUSIP. The specified CUSIP number is reflected in the screen title. From this screen,
you can select one of the requests displayed and view its settlement details.

Sample Screen
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Field Descriptions

This field Displays

Part Number The number of the participant that submitted the request.
Quantity The number of units.

Tran Date The date the request was submitted.

Sett Date The date the request is expected to settle.

General Status of The status of the request.

Request

Function Keys

In addition to the standard function keys described in Using the Standard Function Keys, you can press PF4/16
on the Requests Bearing CUSIP screen to access the first page of the display.

The Requests Cancelled by Part, Spnsr or TA screen appears when you choose option 5 on the Main Menu,
and displays requests that were cancelled by either the TA or the sponsor. From this screen you can select a
request and view its transaction details.

Sample Screen
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Field Descriptions

This field Displays

CusIP The CUSIP number of the units.

Quantity The number of units.

Tran Date The date the request was submitted.

Sett Date The date the request was supposed to settle.
Trans Type The transaction type:

¢ RC: Cash Redemption
e SC: Sale to Sponsor
+ RO: Rollover.

Request Cancelled By | The party that cancelled the request.

Function Keys

In addition to the standard function keys described in Using the Standard Function Keys, you can press PF4/16
on the Requests Cancelled by Part, Spnsr or TA screen to access the first page of the display.

The Requests Not Acted Upon and Dropped screen appears when you choose option 4 on the Main Menu,
and displays requests that were unwound (dropped) by the IVORS system. From this screen, you can select a
request and view its transaction details.

Note

- Requests unwound because the sponsor or TA didn't supply settlement information can be viewed until 12:00 p.m.
eastern time on the settlement date. Requests unwound because the participant has insufficient position can be viewed
until the end of day on the transaction date.

Sample Screen

Field Descriptions

This field Displays

CusIP The CUSIP number of the units.

Quantity The number of units.

Tran Date The date the request was submitted.

Sett Date The date the request was expected to settle.
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This field Displays

Was Awaiting Action The action that was needed for settlement to take place.
By/Regarding
Function Keys

In addition to the standard function keys described in Using the Standard Function Keys, you can press PF4/16
on the Requests Not Acted Upon and Dropped screen to access the first page of the display.

The Requests TA or Spnsr Changed Settlement Date screen appears when you choose option 6 on the Main
Menu, and displays requests with modified settlement dates. From this screen, you can select a request and
view its transactions details.

Sample Screen

Field Descriptions

This field Displays

CUSIP The CUSIP number of the units.
Quantity The number of units.

Original Settlement The original settlement date.
Date

Changed Settlement The new settlement date.
Date

viQ 15



IVIQ

This field Displays

Trans Type The transaction type:

¢ RC: Cash Redemption
e SC: Sale to Sponsor
¢ RO: Rollover.

Date Changed By The party that changed the settlement date.

Function Keys

In addition to the standard function keys described in Using the Standard Function Keys, you can press PF4/16
on the Requests TA or Spnsr Changed Settlement Date screen to access the first page of the display.

The Rollover Transaction Details screen appears when you select a CUSIP on one of the IVIQ inquiry screens,
and displays all the transaction details for a rollover. To view the standing instructions for the issue, press
PF3/15.

Sample Screen

Field Descriptions

CUSIP Description A brief description of the original security.
Rollover CUSIP Desc | A brief description of the rollover CUSIP.
Transaction Date The date the request was submitted.

Settlement Date The date the request is expected to settle.
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This field Displays

Transaction Type
Rollover CUSIP
Rollover Price
Maturity Date
Cash-in-Lieu
Quantity

Redemption or
Purchase Price Per
Unit

Accrued Divdnd Per
Unit

Settlement Value

Concession Fee Per
Unit

Concession Fee
Participant Number
Participant Name

TA Participant Number
TA Part Name
Sponsor Number
Sponsor Name
Comments

Status

Cancel Reason

Function Keys

The transaction type (in this case, rollover).
The rollover CUSIP number.

The purchase price for the rollover.

The rollover maturity date.

The cash-in-lieu amount for the rollover.
The number of units.

The redemption or purchase price per unit.

The accrued dividend or interest per unit.

The settlement value, calculated by DTC.

The per unit concession fee for the rollover.

The total concession fee for the rollover.

The participant number of the party that submitted the request.
The participant's name.

The TA's participant number.

The TA's participant name.

The sponsor's number.

The sponsor's name.

Comments entered when the transaction was submitted.

The current status of the transaction.

The reason given when the transaction was cancelled, if applicable.

In addition to the standard function keys described in Using the Standard Function Keys, you can press PF3/15
on the Rollover Transaction Details screen to view standing instructions for the selected rollover CUSIP.

viQ
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Messages

You may encounter the following messages when working in IVIQ. Messages are in alphabetical order, along
with an explanation and suggested resolution.

Message Text Possible Cause Suggested Resolution

CUSIP NUMBER REQUIRED FOR
OPTION#1

ERROR IN PARTICIPANT
TRANSACTION TYPE

ERROR IN TRANSACTION STATUS
TYPE

INTERNAL DATABASE PROBLEM

INVALID CUSIP

INVALID DATE

INVALID KEY PRESSED

MASTER TABLE ERROR

MSTRTBLR ERROR-- NOTIFY STP
SUPPORT

NO DATA AVAILABLE FOR THIS
REQUEST

PLACE CURSOR ALONGSIDE CUSIP
NUMBER

PLACE CURSOR ALONGSIDE PART
NUMBER

PLEASE ENTER THE CHOICE (1-7)
IN THE SCREEN# FIELD

REQUIRED

viQ

You did not enter a CUSIP number for
Option#1 on the Main Menu.

A system problem occurred.

A system problem occurred.

A system problem occurred.

You entered an invalid CUSIP.

You entered an invalid date, or the date
is in an invalid format.

You pressed an invalid PF key.

A system problem occurred.

A system problem occurred.

No data was available based upon the
information entered.

You did not place the cursor to the left
of the CUSIP number.

You did not place the cursor to the left
of the Participant number on Inquiry
Screen#1.

You did not enter an option in the
Screent field.

This appears next to any required field
that was left blank.

Enter a valid CUSIP number.

Visit the DTCC Client Center.

Visit the DTCC Client Center.

Visit the DTCC Client Center.

Enter a valid CUSIP.

Enter a valid date in mmddccyy
format.

Refer to the key menu at the bottom of
the screen and press a valid PF key.
Visit the DTCC Client Center.

Visit the DTCC Client Center.

Re-enter the selection criteria.

Place the cursor to the left of the
CUSIP number.

Place the cursor to the left of the
Participant number.

Enter an option.

Enter information in the field.
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Introduction

The Investors' Voluntary Redemptions (IVOR) function allows you to:

e  Enter requests to surrender units for cash value.

e  Enter requests to surrender units for rollovers.

e  Save a request (without sending it to DTC) to work on later.

e Accept, and allow DTC to begin processing, a request that was previously saved.
e  Cancel a request that was previously saved.

. Inquire about your requests.

Note

- Transfer agents (TAs) can use IVOR to communicate with sponsors about redemptions taking place outside of DTC.
Follow the procedures for entering redemption requests.

Use IVOR to enter, save, accept, cancel and inquire about requests to surrender units for cash value or for
rollovers.

IVOR is available from 8:00 a.m. until 4:00 p.m. eastern time.

Note

- To enter, accept or cancel requests after cutoff time, use NIVR. To inquire about your requests after cutoff time, use IVIQ.

List of Procedures:

Use this procedure to accept or cancel a request you previously saved.

Acceptances/cancellations can be entered until 4:00 p.m. eastern time.

1.  Type IVOR on the Enter Function screen and press ENTER.
Result- The Main Menu appears.

2.  Type 2 in the Screen# field and press ENTER.

Result- The Enter Acceptance or Cancellation of Your Request screen appears, displaying all your saved
transactions.

3. Type one of the following in the A/C field:
e A: To accept the request and have DTC begin processing it

e  C: To cancel the request.

IVOR 3



IVOR

Note

- DTC will not begin processing a request until you have accepted it. You cannot cancel an accepted request.

Press PF1/13.

Result- The message "Transaction database updated' appears.

Use the following procedure to enter a request to surrender units for cash value.

Requests must be entered by 4:00 p.m. eastern time.

1.

Type IVOR on the Enter Function screen and press ENTER.

Result- The Main Menu appears.

Type 1 in the Screen# field and press ENTER.

Result- The Enter Your Requests to Surrender Units for Value screen appears.

Type information in the entry fields provided and press ENTER. You can enter up to four transactions at a
time.

Result- If errors occur, an applicable message appears. Correct the error and press ENTER again until

Note

- You cannot modify information after a transaction is validated. If the information you entered was not correct, you
must cancel the request (see step 4). You can also press CLEAR, but then you must reenter all the transactions on

the screen.

Type one of the following in the A/C/S field:

e A: To accept the request and have DTC begin processing it

e (C:To cancel the request

e S:To save the request (without sending it to DTC for processing) to work on later.

Note

- DTC will not process a request until you have accepted it. You cannot cancel an accepted request.

Press PF1/13.
Result- The message '"Transaction database updated' appears.

Use the following procedure to enter requests to surrender units for rollovers. You can enter transactions only
until the rollover end date.

1.

IVOR

Type IVOR on the Enter Function screen and press ENTER.

Result- The Main Menu appears.

Type 3 in the Screen# field and press ENTER.

Result- The Enter Your Transaction Requests for Rollovers screen appears.

Type the CUSIP number for the units you want to roll over in the CUSIP field and press ENTER.
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Result- The information from the IVORS Standing Instructions Database that is associated with the CUSIP
number appears.

Type information in the following fields and press ENTER:

¢  Quantity: Type the quantity to be rolled over

e Prevent Pend: Type P to prevent the transaction from pending (recycling)

e Comments: Type any comments applicable to this transaction

e Select One (1) Rollover CUSIP: Type S to the left of the desired rollover CUSIP number.

Result- If an error occurs, an applicable message appears. Correct the error and press ENTER again until
the message 'Records validated' appears.

Type one of the following in the A/C/S field:
e A: To accept the request and have DTC begin processing it
e C: To cancel the request

e S:To save the request (without sending it to DTC for processing) to work on later.

Note

- DTC will not process a request until you have accepted it. You cannot cancel an accepted request.

Press PF1/13.

Result- The message '"Transaction database updated' appears.

Option 5 on the Main Menu allows you to inquire about your transactions via the IVIQ function. See IVIQ for
more information.

IVOR
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List of Screens:

The Enter Acceptance or Cancellation of Your Request screen appears when you choose option 2 on the Main
Menu, and allows you to accept or cancel requests you previously saved but did not send to DTC for
processing.

Note

- DTC will not process a request until you accept it. You cannot cancel accepted requests.

Sample Screen

Field Descriptions

This field Displays

A/C An entry field that allows you to enter A or C to accept or cancel a request.

CusIP The CUSIP of the units for the request.

Quantity The number of units for the request.

Type of Transaction The type of transaction the sponsor or TA has elected for this issue (redemption or sale).
Remarks The last activity recorded for the request.

Comments Comments entered for the request, if any.
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The Enter Your Requests to Surrender Units for Value screen appears when you choose option 1 on the Main
Menu, and allows you to enter redemption requests.

Sample Screen

Field Descriptions

This Field Allows you to

AICIS

CUsSIP
Quantity

Prevent Pend

Type of Transaction

Comments

IVOR

Enter one of the following:

¢ A: To accept the default transaction type for the request and have DTC begin processing it
e C: To cancel the request
o S: To save the request (without sending it to DTC for processing) to work on later.

Enter the CUSIP of the units for the request.
Enter the quantity of units for the request, up to five decimal places.

Enter P to prevent the request from pending (recycling) if there is insufficient position in your
account to satisfy the request, or leave blank to allow pending to occur.

Optional.
View the type of transaction (redemption or sale) the sponsor or TA has elected for this issue.

Enter freeform text comments (such as customer information), up to 67 characters.

Optional.
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The Enter Your Transaction Requests for Rollovers screen appears when you choose option 3 on the Main
Menu, and allows you to surrender units for rollovers. You can enter transactions only until the rollover end
date.

Sample Screen

Field Descriptions

This field Displays

A/C/S An entry field that allows you to specify one of the following:

¢ A: To accept the default transaction type for the request and have DTC begin processing it
e C: To cancel the request
o S: To save the request (without sending it to DTC for processing) to work on later.

CuUsIP An entry field that allows you to specify the CUSIP number for which you want to enter rollover
requests.

Note

-The remaining fields display the associated values from the IVORS database after you press
ENTER.

Quantity An entry field that allows you to specify the share quantity for the request, up to five decimal
places.

Note

-Enter this value only after you enter a CUSIP and select one item from the resulting list of
rollover CUSIPs.
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This field Displays

Prevent Pend

Maturity Date

Comments

Select One (1)
Rollover CUSIP

Transactions Entered

Share Quantity
Entered

Transactions
Processed

Share Quantity
Processed

IVOR

An entry field that allows you to prevent the request from pending (recycling) if there is
insufficient position in your account to satisfy the request, or leave blank to allow pending to
occur. Entera P.

Note

-Enter a value in this field only after you enter a CUSIP and select one item from the resulting list
of rollover CUSIPs.

The maturity date.

Note
-This field appears after you enter a CUSIP.

An entry field that allows you to enter comments for the rollover request.

Note

-Enter this value only after you enter a CUSIP and select one item from the resulting list of
rollover CUSIPs. These comments can be very helpful in cases where there is more than one
transaction for a specific CUSIP number.

An entry field that allows you to select from a list of CUSIPs specified as rollover CUSIPs. Enter
S to the left of the desired CUSIP number.

Note

-Values appear in this field after you enter a CUSIP. To roll a CUSIP over into more than one
rollover CUSIP, you must enter a separate transaction for each.

The total number of transactions entered for the specified CUSIP.

The total share quantity of transactions entered for the specified CUSIP.

The total number of transactions accepted and processed for the specified CUSIP.

The total share quantity of the processed transactions.
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The Main Menu allows you to enter the option number of the activity you want to perform.

Sample Screen

Field Descriptions

This Field Allows you to

Participant Number View your participant number.

Screen# Enter one of the following option numbers:

1: To enter a request to surrender units for cash value
2: To accept or cancel a previously entered transaction
3: To enter a request to surrender units for rollovers

5: To access the 1VIQ inquiry function.

Note

-Option 4 is currently unavailable.
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Messages

You may encounter the following messages when using the IVOR function. Messages are in alphabetical
order, along with an explanation and suggested resolution for each.

Message Text Possible Cause Suggested Resolution

A/C/S IS REQUIRED

ATP NOT AVAILABLE, CANNOT
PROCESS AT THIS TIME

ATP POSITION INQUIRY ERROR,
NOTIFY STP SUPPORT

CHOICE IS REQUIRED FOR
VALIDATION

CUSIP IS NOT ELIGIBLE FOR IVORS
PROCESSING

CUSIP REQUIRED

ENTER VALUES TO VALIDATE

ERROR IN READING VSAM
CONTRA CUSIP-- NOTIFY STP
SUPPORT

INTERNAL DATABASE PROBLEM

INVALID CHOICE

INVALID CUSIP

INVALID KEY PRESSED

MSTRTBLR ERROR-- NOTIFY STP
SUPPORT

NOT A FRACTIONAL
DENOMINATED SECURITY

PARTICIPANT INVALID ON ATP
POSITION INQUIRY

PAST CUTOFF TIME FOR
FUNCTION, NOTIFY STP PROGRAM
SUPPORT

IVOR

You did not enter a value in the A/IC/S
field.

A system problem occurred.

A system problem occurred.

You did not select any information.

You entered a CUSIP that was not
found, or is inactive, in the IVORS
database.

You did not enter the CUSIP number for
your request.

You did not enter the information
necessary to make a redemption
request.

A system problem occurred.

A system problem occurred.

You tried to enter an invalid option in
the AICIS field.

You entered an invalid CUSIP number.

You pressed an invalid PF key.

A system problem occurred.

You entered a fraction for a security that
does not have fractional shares.

A system problem occurred.

The cutoff time for the IVOR function
has passed.

Enter A (accept), C (cancel), or S
(save).

Visit the DTCC Client Center.
Visit the DTCC Client Center.

Make a selection.

Enter an IVORS-eligible CUSIP
number.

Enter a valid CUSIP number.

Enter the required data.

Visit the DTCC Client Center.

Visit the DTCC Client Center.

Enter A, C, or S.

Enter a valid CUSIP number.

Refer to the key menu at the bottom of

the screen and press a valid PF key.

Visit the DTCC Client Center.

Delete the fraction.

Visit the DTCC Client Center.

Try the function the next available
business day, or use the NIVR function
(for night redemption processing) or
the 1VIQ function (for inquiries).
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Message Text Possible Cause Suggested Resolution

PLEASE ENTER THE CHOICE

QUANTITY MUST BE NON ZERO

AND NUMERIC

REQUIRED

TEMPORARY STORAGE QUEUE
ITEM ERROR

IVOR

You did not enter an option number in Enter an option number.
the Screent# field.

You entered an invalid quantity in the Enter a number greater than zero.
Quantity field.

This appears next to any required field | Enter information in the field.
that was left blank.

A system problem occurred. Visit the DTCC Client Center.
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Introduction

The IVORS for Sponsors (IVRS) function allows the sponsor to:
e  Enter settlement details and override settlement dates

e  Modify previously entered settlement details

e  Cancel a transaction

. Inquire about transactions for those UITs for which it is responsible.

IVRS is available from 8:00 a.m. to 6:00 p.m. eastern time.

Note

- You can enter or modify settlement details for a transaction no later than 11:00 a.m. eastern time on the settlement date.
If this information is not entered by then, the transaction is unwound (dropped from the system). For rollover transactions, if
the purchase price is not entered by 12:00 p.m. on the settlement date, the settlement date will be bumped up by one
business day by the batch settlement process.

List of Procedures:

Use the following procedure to cancel a participant's request.
1.  Type IVRS on the Enter Function screen and press ENTER.

Result- The Main Menu appears.

2. Type information in the following fields and press ENTER:

e  Screen#: Type 3.

e  CUSIP Number: Type the CUSIP number.

Result- The Select One Transaction Below to Cancel screen appears.
3. Type S to left of the transaction you want to cancel and press ENTER.

Result- The Enter Your Cancellation Reason screen appears.
4. Type the reason for cancelling the transaction in the Cancel Reason field and press PF1/13.

Result- The message "Transaction cancelled& transaction database updated' appears.

Use the following procedure to enter settlement details or change the settlement date of a transaction.
1.  Type IVRS on the Enter Function screen and press ENTER.

Result- The Main Menu appears.
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Type information in the following fields and press ENTER:

e  Screen#: Type 1

e  CUSIP Number: Type a CUSIP number to begin the list with a specific security (optional).
Result- The Enter Your Settlement Details/Override Date screen appears.

Type information in the following fields and press ENTER:

e Redemption or Purchase Price Per Unit

e Accrued Divid Per Unit

e  Stimnt Date (optional)

e  Purchase Price (rollover transactions only)

e Concession Fee (rollover transactions only).

Result- If errors occur, an applicable message appears. Correct the error and press ENTER again until
the message 'Records validated' appears.

Press PF1/13.

Result- The message '"Transaction database updated' appears.

To inquire about existing transactions, type 4 in the Screen# field and press ENTER to display the IVORS
Transaction Inquiry Main Menu. See 1VIQ for more information about inquiries.

Use the following procedure to modify the details of a previously entered transaction.

1.

IVRS

Type IVRS on the Enter Function screen and press ENTER.

Result- The Main Menu appears.

Type information in the following fields and press ENTER:

e  Screen#: Type 2

e  CUSIP Number: Type the CUSIP number.

Result- The Select One Transaction Below to Modify screen appears.

Type S to the left of the transaction you want to modify and press ENTER.

Result- The Enter Your Modification of Settlement Details screen appears.

Type information in any of the fields that are open for modification, then press ENTER.

Result- The message 'Data validated' appears.

Note

- For non-rollover transactions, if you change the Trans Type, the Sponsor Decision defaults to N. You can type
over this setting.

Press PF1/13.

Result- The message "Transaction database updated' appears.
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List of Screens:

The Enter Your Cancellation Reason screen appears when you select a transaction on the Select One
Transaction Below to Cancel screen, and displays the details of the selected transaction.

Sample Screen

Field Descriptions

This field Displays

Transaction Date The date the transaction was submitted.
Participant Number The number of the participant that submitted the transaction.
Quantity The number of units.
Participant Name The name of the participant that submitted the transaction.
Trans Type The type of transaction (redemption, sale or rollover).
TA Part Number The TA's participant number.
Rollover CUSIP The rollover CUSIP number.
Note

-This field appears for rollover transactions only.

TA Part Name The TA's participant name.
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This field Displays

Sponsor Buyback/Redeem
Decision

Concession Fee

Rollover Price

Comments
Status

Cancel Reason

An indicator of whether you elected to buy back or redeem units.

Note

-This field does not appear for rollover transactions.

The concession fee.

Note

-This field appears for rollover transactions only.

The rollover price.

Note

-This field appears for rollover transactions only.
Comments entered by the participant, if any.
The status of the transaction.

An entry field that allows you to specify your reason for cancelling the transaction. You can
enter up to 67 characters.

The Enter Your Modification of Settlement Details screen appears when you choose a transaction on the
Select One Transaction Below to Modify screen, and displays the settlement details for that transaction. You

can modify these details.

Sample Screen

IVRS
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Field Descriptions

This field Displays

Transaction Date
Participant Number
Quantity
Participant Name
TA Part Number
TA Part Name
Comments

Status

Redemption/ Purchase
Price Per Unit

Accrued Dividend Per Unit

Settlement Date

Trans Type

Sponsor Buyback/Redeem
Decision

Concession Fee

Rollover Price

IVRS

The date the transaction was submitted.

The number of the participant that submitted the transaction.
The number of units for the transaction.

The name of the participant that submitted the transaction.
The TA's participant number.

The TA's participant name.

Comments entered by the participant, if any.

The status of the transaction.

An entry field that allows you to specify the redemption or purchase price per unit, up to
nine digits and six decimal places. You can enter zero in this field if desired.

An entry field that allows you to specify the accrued dividend per unit, up to nine digits and
six decimal places. You can enter zero in this field if desired.

The settlement date. You can modify this value, adding up to 30 business days.

The type of transaction. You can modify this to one of the following:

e RC: To change to a cash redemption
e SC: To change to a sale to sponsor
e RO: To change to a rollover.

Note

-If you modify the transaction type, the Sponsor Decision defaults to N. Also, when you
modify the transaction type, it is modified for this transaction only; this does not modify the
Standing Instructions Database. You cannot modify the transaction type from rollover to
redemption or sale.

The buyback or redemption decision. You can modify this value.

Note

-When you modify the Sponsor Decision, it is modified for this transaction only; this does
not modify the Standing Instructions Database. For rollover transactions, this field displays
'‘Not applicable. '

An entry field that allows you to specify the concession fee, up to nine digits and two
decimal places.

Note

-This field appears for rollover transactions only.

An entry field that allows you to specify the rollover prices, up to nine digits and six decimal
places.
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The Enter Your Settlement Details/Override Date screen appears when you choose option 1 on the Main
Menu, and displays transactions that require settlement details. You can enter those details on this screen.

Note

- If you did not enter a CUSIP number on the Main Menu, this screen displays a list of all the transactions for which you can
enter settlement details, in settlement date order. If you entered a CUSIP number, this screen displays a list of transactions
starting from that number.

Sample Screen

Field Descriptions

This field Displays

CUSIP The CUSIP number.
Quantity The number of units.
Stimnt Source The party responsible for supplying settlement details (TA or sponsor).

Redemption/Purchase Price Per An entry field that allows you to enter the redemption or purchase price per unit, up to
Unit nine digits and six decimal places.

Note

-You can enter zero.
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This field Displays

Accrued Divid Per Unit

Settlement Date

Participant Number
Participant Name

Transaction Type

Sponsor Buyback/Redeem

Decision

Rollover CUSIP

Comments

Purchase Price

Concession Fee

IVRS

An entry field that allows you to enter the accrued dividend per unit, up to seven
digits and six decimal places.

Note

-You can enter zero.

The date the transaction is expected to settle. You can modify this date, adding up to
30 business days.

The number of the participant who submitted the transaction.
The name of the participant who submitted the transaction.

The type of transactions (redemption, sale or rollover).

Note

-For transaction types RC or SC (redemption or sale), the settlement date defaults to
the transaction date plus three business days. For transaction type RO (rollover), the
settlement date defaults the maturity date plus three business days. In either case,
you can override this value.

An indicator of whether the sponsor will buy back or redeem the units.

Note

-This field appears for redemption and sale transactions only.

The rollover CUSIP number.

Note

-This field appears for rollover transactions only.

Comments entered by the participant, if any.

An entry field that allows you to specify the purchase price for rollover transactions,
up to nine digits and five decimal places.

Note

-This field appears for rollover transactions only.
An entry field that allows you to enter the concession fee for rollover transactions, up
to nine digits and two decimal places.

Note

-This field appears for rollover transactions only.
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The Main Menu allows you to choose the activity you want to perform.

Sample Screen

Field Descriptions

This field Allows you to

Participant Number View your participant number.

Screen# Enter one of the following:

1: To enter settlement details or override the settlement date of a transaction
2: To modify the settlement details of a transaction

3: To cancel a transaction

4: To access the inquiry (IVIQ) function.

CUSIP Number Enter a CUSIP number to specify the transactions you'll see on subsequent screens.

Required for options 2 and 3 only.
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The Select One Transaction Below to Cancel screen appears when you choose option 3 on the Main Menu,
and allows you to select from a list of the transactions you are authorized to cancel.

Sample Screen

Field Descriptions

This field Displays

S

Participant
Number/Name

Settlement Date
Quantity

Settl Detls Source
Trans Type

Comments

IVRS

An entry field that allows you to select a transaction to cancel. Enter an S to the left of the
desired transaction.

The name and number of the participant that submitted the transaction.

The date the transaction is expected to settle.

The number of units.

The party responsible for supplying the settlement details (TA or sponsor).
The type of transaction (redemption, sale or rollover).

Comments entered by the participant, if any.

1"
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The Select One Transaction Below to Modify screen appears when you choose option 2 on the Main Menu,
and allows you to select from a list of the transactions you are authorized to modify.

Sample Screen

Field Descriptions

This field Displays

S An entry field that allows you to select a transaction to modify. Enter an S to the left of the
desired transaction.

Participant The name and number of the participant that submitted the transaction.
Number/Name

Settlement Date The date the transaction is expected to settle.

Quantity The number of units.

Transaction Type The type of transaction (redemption, sale or rollover).

Comments Comments entered by the participant, if any.

IVRS 12
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Messages

You may encounter the following messages when using the IVRS function. Messages are in alphabetical order,
along with an explanation and suggested resolution for each.

Message Text Possible Cause Suggested Resolution

ATP NOT AVAILABLE, CANNOT
PROCESS AT THIS TIME

ATP POSITION INQUIRY ERROR,
NOTIFY STP SUPPORT

CHOICE IS REQUIRED FOR
VALIDATION

CUSIP NUMBER REQUIRED FOR
OPTION#2 &#3

ENTER CHOICE IN ONE FIELD
ONLY

ERROR IN READING VSAM
CONTRA CUSIP-- NOTIFY STP
SUPPORT

GENCALL ERROR

INTERNAL DATABASE PROBLEM

INVALID CUSIP

INVALID DATE

INVALID DIVIDEND PER UNIT
ENTERED

INVALID KEY PRESSED

INVALID OPTION

MSTRTBLR ERROR-- NOTIFY STP
SUPPORT

NO DATA AVAILABLE FOR THIS
REQUEST

NON NUMERIC PRICE PER UNIT
ENTERED

ONLY S IS A VALID CHOICE

IVRS

A system problem occurred.

A system problem occurred.

No information was selected.

A CUSIP number is required for options
2 and 3.

More than one record was selected to
modify or cancel.

A system problem occurred.

A system problem occurred.

A system problem occurred.

An invalid CUSIP was entered.

An invalid date was entered, or the date
is in an invalid format.

The specified dividend amount does not
correspond to the CUSIP number.

An invalid PF key was pressed.

An invalid option was selected.

A system problem occurred.

No data was available based upon the
information entered.

An invalid price was entered.

An invalid value was entered to select a
transaction.

Visit the DTCC Client Center.

Visit the DTCC Client Center.

Make a selection.

Enter a valid CUSIP number.

Select only one record.

Visit the DTCC Client Center.

Visit the DTCC Client Center.

Visit the DTCC Client Center.

Enter a valid CUSIP.

Enter a valid date in mmddccyy format.

Enter a valid dividend amount.

Press one of the valid PF keys listed at
the bottom of the screen.

Select one of the valid options listed on
the screen.

Visit the DTCC Client Center.
Validate and re-enter the selection
criteria.

Enter a numeric price of 0 or more.

Enter S to the left of the desired
transaction.
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Message Text Possible Cause Suggested Resolution

PARTICIPANT INVALID ON ATP
POSITION INQUIRY

PAST CUTOFF TIME FOR
FUNCTION, NOTIFY STP PROGRAM
SUPPORT

PRICE SHOULD BE ENTERED FOR
A ROLLOVER CUSIP

PURCHASE PRICE CANNOT BE
ZEROES FOR ROLLOVER
TRANSACTION

REQUIRED

ROLLOVER PRICE SHOULD BE
NON ZERO AND NUMERIC

SELECT ONLY ONE FIELD

SETTLEMENT DATE IS NOT A
BUSINESS DAY

SETTLEMENT DATE OUT OF
RANGE

SPONSOR IS NOT AUTHORIZED

TEMPORARY STORAGE QUEUE
ITEM ERROR

THIS CUSIP IS NOT AVAILABLE

IVRS

A system problem occurred.

The cutoff time for the IVRS function
has passed.

The Purchase Price field was left blank

for a rollover CUSIP; entry is required.

A value of zero was entered in the
Purchase Price field.

This appears next to any required field
that was left blank.

An invalid value was entered in the
Purchase Price field.

An attempt was made to select more
than one transaction on the Select One
Transaction Below to Modify screen.

An invalid settlement date was entered.

The specified settlement date is not
within the required range of dates.

An unauthorized activity was selected.

A system problem occurred.

The CUSIP is not available for IVORS
processing.

Visit the DTCC Client Center.

See When to Use for information about
the availability of this function and
cutoff times for specific activities.

Enter the purchase price, up to nine
digits and five decimal places.

Enter a value greater than zero, up to
nine digits and five decimal places.

Enter information in the field.

Enter a valid numeric purchase price,
up to nine digits and five decimal
places. You cannot enter zero.

Select only one transaction.

Enter a valid settlement date in
mmddccyy format.

Re-enter the settlement date in
mmddccyy format.

Select another option, or contact your
Relationship Manager or Corporate
Services representative.

Visit the DTCC Client Center.

Enter a valid UIT CUSIP.
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IVRT

Introduction

The IVORS for Transfer Agents (IVRT) function allows transfer agents (TAs) to:

Enter settlement details and override settlement dates
Modify previously entered settlement details
Cancelling a transaction

Inquire about transactions for those UITs for which it is responsible.

IVRT is available from 8:00 a.m. to 6:00 p.m. eastern time

Note

- You can enter or modify settlement information no later than 11 a. m. eastern time settlement date. If this information is
not entered by then, the transaction is unwound (dropped from the system). For rollover transactions, if the purchase price
is not entered by 712:00 noon on the settlement date, the settlement date will be bumped up by one business day by the
batch settlement process.

List of Procedures:

Use the following procedure to cancel a transaction.

1.

Type IVRT on the Enter Function screen and press ENTER.

Result- The Main Menu appears.

Type information in the following fields and press ENTER:

e TA's TA Number: Type your transfer agent number

e TA's Participant Number: Type your participant number (optional)

e  Screen#: Type 4.

e  CUSIP Number: Type a valid CUSIP number.

Result- The Select One Transaction Below to Cancel screen appears.
Type S to the left of the transaction you want to cancel and press ENTER.
Result- The Enter Your Cancellation Reason screen appears.

Type the reason for cancelling the transaction in the Cancel Reason field and press PF1/13.

Result- The message "Transaction cancelled& transaction database updated' appears.

Use the following procedure to enter settlement details or a new settlement date for a transaction.

IVRT
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Type IVRT on the Enter Function screen and press ENTER.

Result- The Main Menu appears.

Type information in the following fields and press ENTER:

e TA's TA Number: Type your transfer agent number

e TA's Participant Number: Type your participant number (optional)
e Screen#: Type 1

e  CUSIP Number: Type a valid CUSIP number to begin the list with a specific security (optional)
Result- The Enter Your Settlement Details/Override Date screen appears.
Type values in the following fields and press ENTER:

e Redemption or Purchase Price Per Unit

e Accrued Divid Per Unit

e Stimnt Date (optional)

e  Purchase Price (rollover transactions only)

e Concession Fee (rollover transactions only).

Result- If errors occur, an applicable message appears. Correct the error and press ENTER again until
the message 'Records validated' appears.

Press PF1/13.

Result- The message '"Transaction database updated' appears.

To inquire about existing transactions, type 5 in the Screen# field and press ENTER to display the IVORS
Transaction Inquiry Main Menu. See 1VIQ for more information about inquiries.

Use the following procedure to modify a cash transaction's:

IVRT

e  Settlement details

e Transaction type

e  Buyback decision

o Redemption decision.

Type IVRT on the Enter Function screen and press ENTER.

Result- The Main Menu appears.

Type values in the following fields and press ENTER:

e TA's TA Number: Type your transfer agent number

e TA's Participant Number: Type your participant number (optional)
e  Screen#: Type 3

e  CUSIP Number: Type a valid CUSIP number.

Result- The Select One Transaction Below to Modify screen appears.

Type S to the left of the transaction you want to modify and press ENTER.
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Result- The Enter Your Modification of Settlement Details screen appears.
4. Type information in any of the fields that are open for modification, then press ENTER.

Result- The message 'Data validated' appears.

Note

- For non-rollover transactions, if you change the Trans Type field, the Sponsor Decision defaults to N. You can
type over this setting.

5. Press PF1/13.

Result- The message "Transaction database updated' appears.

List of Screens:

The Enter Your Cancellation Reason screen appears when you select a transaction to cancel on the Select
One Transaction Below to Cancel screen, and displays the details of the selected transaction.

Sample Screen

Field Descriptions

This field Displays

Transaction Date The date the transaction was submitted.

Participant Number The number of the participant that submitted the transaction.
Quantity The number of units.

Participant Name The name of the participant that submitted the transaction.

IVRT 5
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This field Displays

Trans Type The type of transaction (redemption, sale or rollover).
Sponsor Number The sponsor's participant number.
Rollover CUSIP The rollover CUSIP number.

Note

-This field appears for rollover transactions only.

Sponsor Name The sponsor's name.
Concession Fee The concession fee.
Note

-This field appears for rollover transactions only.

Purchase Price The rollover purchase price.

Note

-This field appears for rollover transactions only.

Sponsor Decision An indicator of whether the sponsor is buying back or redeeming the units.

Comments Comments entered by the participant, if any.

Status The status of the transaction.

Cancel Reason An entry field that allows you to enter your reason for cancelling the transaction. You can enter

up to 67 characters.

IVRT 6
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The Enter Your Modification of Settlement Details screen appears when you select a transaction on the Select
One Transaction Below to Modify screen, and displays the settlement details for that transaction. You can

modify these details.

Sample Screen

Field Descriptions

This field Displays

Transaction Date
Participant Number
Quantity
Participant Name
TA Part Number
TA Part Name
Comments

Status

Redemption/ Purchase
Price Per Unit

Accrued Dividend Per
Unit

Settlement Date

IVRT

The date the transaction was submitted.

The number of the participant that submitted the transaction.
The number of units.

The name of the participant that submitted the transaction.
The TAs participant number.

The TAs participant name.

Comments entered by the participant, if any.

The status of the transaction.

An entry field that allows you to specify the redemption or purchase price per unit, up to nine
digits and six decimal places. You can enter zero in this field if desired.

An entry field that allows you to specify the accrued dividend per unit, up to nine digits and six
decimal places. You can enter zero in this field if desired.

The settlement date. You can modify this value, adding up to 30 business days.
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This field Displays

Trans Type (RC/SC)

Sponsor Decision

Concession Fee

Rollover Price

IVRT

The type of transaction. You can modify this to one of the following:

e RC: To change to a cash redemption
e SC: To change to a sale to sponsor
¢ RO: To change to arollover.

Note

-If you modify the transaction type, the Sponsor Decision defaults to N. Also, when you modify
the transaction type, it is modified for this transaction only; this does not modify the Standing
Instructions Database. You cannot modify the transaction type from rollover to redemption or
sale.

The sponsor buyback or redemption decision. You can modify this value.

Note

-When you modify the Sponsor Decision, it is modified for this transaction only; this does not
modify the Standing Instructions Database. For rollover transactions, this field displays 'Not
applicable. "’

An entry field that allows you to specify the concession fee, up to nine digits and two decimal
places.

Note

-This field appears for rollover transactions only.
An entry field that allows you to specify the rollover prices, up to nine digits and six decimal
places.

Note

-This field appears for rollover transactions only.
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The Enter Your Settlement Details/Override Date screen appears when you choose option 2 on the Main
Menu, and allows you to enter settlement details and change the settlement date for the displayed
transactions.

Note

- If you did not enter a CUSIP number on the Main Menu, this screen displays a list of all the transactions for which you can
enter settlement details, in settlement date order. If you entered a CUSIP number, this screen displays a list of transactions
starting from that number.

Sample Screen

Field Descriptions

This field Displays

CusIP The CUSIP number.
Quantity The number of units.
Settl Detls Source The party responsible for supplying settlement details (TA or sponsor).

Redemption/Purchase Price Per An entry field that allows you to specify the redemption or purchase price per unit, up
Unit to nine digits and six decimal places.

Note

-You can enter zero.
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This field Displays

Accrued Divid Per Unit

Stmnt Date

Participant Number
Participant Name

Trans Type

Sponsor Buyback/Redeem

Decision

Rollover CUSIP

Comments

Purchase Price

Concession Fee

IVRT

An entry field that allows you to specify the accrued dividend per unit, up to seven
digits and six decimal places.

Note

-You can enter zero.

The date the transaction is expected to settle. You can modify this date, adding up to
30 business days.

The number of the participant who submitted the transaction.
The name of the participant who submitted the transaction.

The type of transaction (redemption, sale or rollover).

Note

-For transaction types RC or SC (redemption or sale), the settlement date defaults to
the transaction date plus three business days. For transaction type RO (rollover), the
settlement date defaults the maturity date plus three business days. In either case,
you can override this value.

An indicator of whether the sponsor will buy back or redeem the units.

Note

-This field appears for redemption and sale transactions only.

The rollover CUSIP number.

Note

-This field appears for rollover transactions only.

Comments entered by the participant, if any.

An entry field that allows you to specify the purchase price for rollover transactions,
up to nine digits and five decimal places.

Note

-This field appears for rollover transactions only.

An entry field that allows you to enter the concession fee for rollover transactions, up
to nine digits and two decimal places.

Note

-This field appears for rollover transactions only.
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The Main Menu allows you to choose one of the available options.

Sample Screen

Field Descriptions

This field Allows you to

TA's TA Number Enter your transfer agent number.
TA's Participant Enter your participant number.
Number
Screen# Enter one of the following:
¢ 1: To enter settlement details or override the settlement date of a transaction
¢ 3: To modify the settlement details of a transaction
e 4:To cancel a transaction
o 5: To access the inquiry (IVIQ) function.

Note

-Option 2 is currently unavailable.

CUSIP Number Enter a valid CUSIP number to list specific transactions on subsequent screens.

Required for options 3 and 4 only.

IVRT 1"
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The Select One Transaction Below to Cancel screen appears when you choose option 4 on the Main Menu,
and displays the transaction you are authorized to cancel.

Sample Screen

Field Descriptions

This field Displays

S

Participant
Number/Name

Settlement Date
Quantity

Settl Detls Source
Trans Type

Comments

IVRT

An entry field that allows you to select the transaction you want to cancel. Enter an S to the left
of the desired transaction.

The name and number of the participant that submitted the transaction.

The date the transaction is expected to settle.

The number of units.

The party responsible for supplying the settlement details (TA or sponsor).
The type of transaction (redemption, sale or rollover).

Comments entered by the participant, if any.
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The Select One Transaction Below to Modify screen appears when you choose option 4 on the Main Menu,
and displays the transactions you are authorized to modify.

Sample Screen

Field Descriptions

This field Displays

S

Participant
Number/Name

Settlement Date
Quantity
Transaction Type

Comments

IVRT

An entry field that allows you to select the transaction you want to modify. Enter an S to the left
of the desired transaction.

The name and number of the participant that submitted the transaction.

The date the transaction is expected to settle.
The number of units.
The type of transaction (redemption, sale or rollover).

Comments entered by the participant, if any.

13
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Messages

You may encounter the following messages when using the IVRT function. Messages are in alphabetical order,
along with an explanation and suggested resolution for each.

Message Text Possible Cause Suggested Resolution

ATP NOT AVAILABLE, CANNOT
PROCESS AT THIS TIME

ATP POSITION INQUIRY ERROR,
NOTIFY STP SUPPORT

CHOICE IS REQUIRED FOR
VALIDATION

CUSIP REQUIRED

CUSIP REQUIRED FOR OPTION#3
&#4.

DATABASE NOT UPDATED

ENTER CHOICE IN ONE FIELD
ONLY

ENTER VALUES TO VALIDATE

ERROR IN READING VSAM
CONTRA CUSIP-- NOTIFY STP
SUPPORT

GENCALL ERROR

INTERNAL DATABASE PROBLEM

INVALID CHOICE

INVALID CUSIP

INVALID DATE

INVALID KEY PRESSED

MSTRTBLR ERROR-- NOTIFY STP

SUPPORT

NO DATA AVAILABLE FOR THIS
REQUEST

IVRT

A system problem occurred.

A system problem occurred.

No information was selected.

A CUSIP number is required for the
specified option.

A CUSIP number is required for options
3 and 4.

A system problem occurred.

More than one record was selected to
modify or cancel.

One or more required fields was left
blank.

A system problem occurred.

A system problem occurred.

A system problem occurred.

An invalid option was selected.

An invalid CUSIP was entered.

An invalid date was entered, or the date

is in an invalid format.

An invalid PF key was pressed.

A system problem occurred.

No data was available based upon the
information entered.

Visit the DTCC Client Center.

Visit the DTCC Client Center.

Make a selection.

Enter a valid UIT CUSIP number.

Enter a valid UIT CUSIP number.

Visit the DTCC Client Center.

Select only one record.

Enter the required data.

Visit the DTCC Client Center.

Visit the DTCC Client Center.

Visit the DTCC Client Center.

Select one of the valid options listed on
the screen.

Enter a valid UIT CUSIP.

Enter a valid date in mmddccyy
format.

Press one of the valid PF keys listed at
the bottom of the screen.

Visit the DTCC Client Center.

Re-enter the selection criteria.
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Message Text Possible Cause Suggested Resolution

ONLY S IS A VALID CHOICE

ONLY Y IS VALID CHOICE

PARTICIPANT INVALID ON ATP
POSITION INQUIRY

PAST CUTOFF TIME FOR
FUNCTION, NOTIFY STP PROGRAM
SUPPORT

PLEASE ENTER THE VALUE IN THE
FIELD

PLEASE ENTER THE CHOICE (1-7)
IN THE SCREEN# FIELD

PRICE SHOULD BE ENTERED FOR
A ROLLOVER CUSIP

PURCHASE PRICE CANNOT BE
ZEROES FOR ROLLOVER
TRANSACTION

REQUIRED

ROLLOVER PRICE SHOULD BE
NON ZERO AND NUMERIC

SELECT ONLY ONE FIELD

SETTLEMENT DATE IS NOT VALID

SETTLEMENT DATE OUT OF
RANGE

TA IS NOT AUTHORIZED

TEMPORARY STORAGE QUEUE
ITEM ERROR

IVRT

A value other than Y was entered to
select a Transaction Type.

A system problem occurred.

The cutoff time for the IVRT function

One or more entry fields was left blank
on the Main Menu.

The Screeni# field on the Main Menu
was left blank.

The Purchase Price field was left blank
for a rollover CUSIP; entry is required.

A value of zero was entered in the
Purchase Price field.

This appears next to any required field
that was left blank.

An invalid value was entered in the
Purchase Price field.

An attempt was made to select more
than one transaction on the Select One
Transaction Below to Modify screen.

An invalid settlement date was entered.

The specified settlement date is not
within the required range of dates.

You are not authorized to use the IVRT

A system problem occurred.

An invalid value was entered to select a | Enter S to the left of the desired

transaction.

Enter Y in the Redemption in Cash or
Sale to Sponsor field.

Visit the DTCC Client Center.

See When to Use for information about
the availability of this function and
cutoff times for specific activities.

Enter the required data in the indicated
field (s).

Enter one of the valid options listed on
the screen.

Enter the purchase price, up to nine
digits and five decimal places.

Enter a value greater than zero, up to
nine digits and five decimal places.

Enter information in the field.

Enter a valid numeric purchase price,
up to nine digits and five decimal
places. You cannot enter zero.

Select only one An attempt was made
to select more than one transaction on
the Select One Transaction Below to
Modify screen. .

Enter a valid settlement date in
mmddccyy format. You can add up to
30 business days to the settlement
date.

Re-enter the settlement date in
mmddccyy format.

Contact your Relationship Manager or
Corporate Trust Services
representative.

Visit the DTCC Client Center.
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