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SESSION INTRODUCTION

Filer Training



WELCOME!
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A few items before we begin…



1. Submit a Participation Fee Form (ASC & OSC)

 Filing process

 Company

 Investment Fund

 Fees

 Form revisions

2. Reports of Exempt Distribution

LEARNING OBJECTIVES
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AGENDA
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1: Session Introduction (5 mins)

2: ASC/OSC participation fee form walkthrough (35 mins)

3. Report of exempt distribution walkthrough (50 mins)
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2. PARTICIPATION FEE FORM FILING



PARTICIPATION FEE FORM FILING - COMPANY
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From your Dashboard, select ‘Your Profiles’

• Click on the link for the profile you are filing for

• Select ‘Actions’ on the profile detail’s view page

• Select ‘Continuous disclosure’

• Select ‘Create participation fee form’



PARTICIPATION FEE FORM FILING - COMPANY
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Alternatively, the filing confirmation 

for the annual financial statements 

contains a link to create the 

participation fee form (if applicable) 



PARTICIPATION FEE FORM FILING - COMPANY
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• The ‘Your progress’ tracker walks you 

through the various steps on the filing to 

complete

• Pre-population of certain fields to aid in 

the filing completions:

• Contact from the user account

• Recipient agencies and principal 

regulator from filer profile



PARTICIPATION FEE FORM FILING
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AB and/or ON are the 

only jurisdictions that 

require the form.



PARTICIPATION FEE FORM FILING
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• A dropdown menu will 

display both the AB 

and ON forms

• Only need to enter 

data once



PARTICIPATION FEE FORM FILING
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• Enter date of the previous 

financial year

• Select the type of reporting 

issuer, in this case Class 1 or 3B



PARTICIPATION FEE FORM FILING
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• Display after entry of the 

reporting period data

• Have the ability to edit before 

submitting to fee calculator



FEES
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SEDAR+ calculates the 

fees due on the filing at the 

time of submission



FILING CONFIRMATION
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• On submission, a payment 

receipt is attached to the filing 

and emailed to the main contact 

on the filing

• PDF for each participation fee 

form is produced



PARTICIPATION FEE FORM PRODUCED
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Example of ASC Form 

13-501F1 PDF 

produced from the 

filing



VIEW PARTICIPATION FEE FORM
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Public view of the filing



AB PARTICIPATION FEE FORM – INVESTMENT FUNDS
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From the Investment Fund 

Group select funds 

applicable to the filing 



AB PARTICIPATION FEE FORM – INVESTMENT FUNDS
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Fees are charged per fund



AB PARTICIPATION FEE FORM – INVESTMENT FUNDS
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Filing confirmation includes a link 

to the PDF form



AB PARTICIPATION FEE FORM – INVESTMENT FUNDS
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Form 13-501F5 

displays schedule A for 

funds included on the 

form



CORRECTIONS TO PARTICIPATION FEE FORMS
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• Participation fee forms cannot be amended or maintained in SEDAR+

• Any changes would require the creation of a new filing and prompt a new fee 

payment

• Filers will need to request a fee exception from each jurisdiction or pay the fees 

again and request a refund afterwards

• More information on requesting a fee exception can be found on the SEDAR+ 

Help Centre via the following link to What is a fee exception?

https://pre.sedarplus.ca/onlinehelp/fees-payments-and-refunds/fees/faqs-about-fees/what-is-a-fee-exception/?hilite=exception%20code


QUESTIONS?
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3. REPORT OF EXEMPT DISTRIBUTION FILING



REPORT OF EXEMPT DISTRIBUTION FILING
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From your Dashboard, select ‘Your Profiles’

• Click on the link for the profile you are filing for

• Select ‘Actions’ on the profile detail’s view page

• Select ‘Exempt market offerings’

• Select ‘Create report of exempt distribution 

(Form 45-106F1)’



REPORT OF EXEMPT DISTRIBUTION FILING

• Select ‘Create report of exempt 

distribution (Form 45-106F1)’ from 

the dropdown menu.

• Click ‘Create report of exempt 

distribution (Form 45-106F1)’
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REPORT OF EXEMPT DISTRIBUTION FILING

27

• Answer exemptive relief questions ( ‘No’ in most cases)

• Select recipient agencies

• Select principal regulator

• Add comments (if applicable)

• Save and continue



REPORT OF EXEMPT DISTRIBUTION FILING
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• Select Report type ‘New’ from 

the dropdown menu

Note: there is also an option to 

Amend a previously filed report on 

BCSC eServices, OSC’s E-Portal, or 

paper

• Save and continue

• In this case, the Issuer is the 

Party certifying the report

• Save and continue



REPORT OF EXEMPT DISTRIBUTION FILING
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• Issuer name will display on this page, as 

well as website and LEI, if provided in 

the profile

• Indicate whether there is a co-issuer 

(‘No’ in most cases)

• Save and continue

• Underwriter field is blank in this 

example because there is no 

Underwriter

• Save and continue



REPORT OF EXEMPT DISTRIBUTION FILING
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• NAICS industry code will be displayed 

and pulled from the Issuer profile. It can 

also be changed here.

• Answer the question about the Issuer’s 

primary business by selecting applicable 

dropdown menu items

• Enter the number of employees from 

the range options in the dropdown 

menu

• The profile number is automatically 

displayed

• Save and continue



REPORT OF EXEMPT DISTRIBUTION FILING

31

• Our example is a non-investment fund 

or Issuer filing. Therefore, the Investment 

fund issuer information is greyed out 

and not applicable.

• Save and continue



REPORT OF EXEMPT DISTRIBUTION FILING
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• Select Currency from the dropdown 

menu (e.g., Canadian Dollar)

• Enter the distribution date(s) within an 

acceptable 10 calendar day period. Dates 

must be less than or equal to the 

current date.

• Upload or drag and drop your Schedule 

1 list of purchaser data using the 

prescribed CSA template



REPORT OF EXEMPT DISTRIBUTION FILING
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• Enter details for securities distributed 

(Security Code, CUSIP, Description, 

Number, Price, Total Amount) and click 

‘Save’ 

• Once saved, the summary will appear as 

shown in the image below



REPORT OF EXEMPT DISTRIBUTION FILING
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• If applicable, fill in 

Convertible/exchangeable securities 

section. Otherwise, click ‘Not applicable’  

• Use ‘+’ to add information

• Click ‘Save’

• Once saved, the summary will appear as 

shown in the image below



REPORT OF EXEMPT DISTRIBUTION FILING
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• Add distribution details by jurisdiction and exemption 

using the ‘+’  Add new entries for each jurisdiction and 

exemption, as applicable

• Click ‘Save’

• Record total number for unique purchasers

• Save and continue



REPORT OF EXEMPT DISTRIBUTION FILING
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• Record compensation information, if any by 

answering ‘Yes’. Otherwise, select ‘No’

• Use the ‘+’ to add compensation

• Use this section to record individual or non-

individual compensated parties

• There is an option to indicate registrant status 

with an NRD lookup, if applicable



REPORT OF EXEMPT DISTRIBUTION FILING
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• If an NRD number is not provided for a 

compensated party, business contact 

information is required and can be entered in 

this section

• Enter the relationship to the issuer or 

investment fund manager from the dropdown

• Once saved, it will appear as shown below



REPORT OF EXEMPT DISTRIBUTION FILING
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• Record the compensation details in this 

section whether it is cash, securities or other

• Click ‘Save’

Note:  An orange caution triangle icon in 

the previous section, in ‘Your progress’ 

indicates something is incomplete and 

needs to be populated before the report 

can be finalized



REPORT OF EXEMPT DISTRIBUTION FILING
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• Depending on the answer to the dropdown 

menu option in this section, a Schedule 2 may 

be required. In this case, subsequent fields are 

greyed out because our sample Issuer is a 

Reporting issuer in Canada.

• If Schedule 2 is required, items 9a) and b) may 

be completed to produce the Schedule 2 

which is auto-generated based on those data 

inputs



REPORT OF EXEMPT DISTRIBUTION FILING
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• Items 9a) - c) are greyed out because they are 

not required in this example



REPORT OF EXEMPT DISTRIBUTION FILING
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• If required, add Directors, Officers, Promoters 

using the ‘Add non-individual’ and ‘Add 

Individual’ options. Enter name/address details 

and indicate the relationship. 

• Click ‘Save’.

• See next slide to see how this information is 

displayed once added



REPORT OF EXEMPT DISTRIBUTION FILING
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REPORT OF EXEMPT DISTRIBUTION FILING
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REPORT OF EXEMPT DISTRIBUTION FILING
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• Enter the certification date and business contact information for the CEO (if not provided in Item 

10 or 11)



REPORT OF EXEMPT DISTRIBUTION FILING
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• Enter the certification page details. In this example, a 

filing agent and their details.



REPORT OF EXEMPT DISTRIBUTION FILING
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• Indicate contact person is same as person 

certifying report. Otherwise, answer ‘No’ and 

populate details.

• Save and continue



REPORT OF EXEMPT DISTRIBUTION FILING
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• On this screen, you can reference 

previously filed documents such as 

Offering Memoranda using the 

search function displayed

• Click ‘Save’ once added

• Save and continue



REPORT OF EXEMPT DISTRIBUTION FILING
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• You can add/upload Additional documents 

here and provide a description

• Save and continue



REPORT OF EXEMPT DISTRIBUTION FILING
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• In some cases, certain Fee attributes may 

display here. In this case, it is not applicable 

and nothing is shown.

• Save and continue



REPORT OF EXEMPT DISTRIBUTION FILING
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• Review form submission details on this page 

and click ‘Make Changes’, if necessary for 

each section

• Green checkmarks indicate the section is 

Complete

• Save and continue



REPORT OF EXEMPT DISTRIBUTION FILING
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• Click ‘Generate documents’ and click to confirm verification of same

• Click ‘Submit’

Note:  Below are two examples, one with Schedule 2 and the form and one with only the form.



REPORT OF EXEMPT DISTRIBUTION FILING
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• The fees section will display a systems 

fee of $40 and the required filing fee for 

Ontario ($350). In our example, there 

are no late fees, however, late fees would 

also be indicated here.

• Payment is required upon filing by EFT 

or credit card

• Click ‘Pay and Submit’



REPORT OF EXEMPT DISTRIBUTION FILING
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• Confirmation of your submission will 

appear on this screen, including the 

filing number, a PDF of the payment 

receipt and a transaction reference 

number/link.

• Navigate back to Submitted work or 

your dashboard.



QUESTIONS?

54



SEDAR+ SUPPORT
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Website: https://www.securities-administrators.ca/about-

sedar/

Email: SEDARPlus.Transition@acvm-csa.ca

Phone: 1-800-219-5381

https://www.securities-administrators.ca/about-sedar/
https://www.securities-administrators.ca/about-sedar/
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