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. Layout and convention of the electronic input templates

(“e-templates”)

1.  Color Convention

® The fields in green color denote input fields for entering particulars such as the name
of insurer, the period covered and the class of business reported.

® The fields in white color denote input fields for entering numeric data. These input
fields are default to have a zero value

® The fields in blue color denote protected fields with pre-defined formula for
calculating the totals of data in specific columns/row. The totals will be
automatically calculated when the relevant data are inputted. You may view a
formula by placing the cursor to any of these fields.

® The fields in gray color denote protected fields and data input is not allowed.

2.  Date Format
® For annual returns (“Returns”), the date may be inputted as DD MON YYYY (e.g. 01
JAN 2003 or 1 Jan 2003) or DD/MM/YYYY (e.g. 01/01/2003 or 1/1/2003). In any
cases, the date will be represented in the e-templates as DD MON YYYY.
® For quarterly returns (“Returns™), “Reporting Quarter” should be inputted as 1, 2, 3, or
4, and the “Reporting Year” should be inputted in the form of “YYYY” (4 digits must
be entered).

3. Numeric Fields

® Only integers are acceptable. Decimal point or decimal digits will not be admitted.

® A comma would be automatically inserted for every 3 digits. You may or may not
include commas when inputting the figures

® Negative figures may be inputted with a negative sign “-* or a pair of brackets. In any
cases, the negative figures will be represented on the e-templates with a pair of
brackets.

® The maximum length is 15 digits.

4.  Customized Buttons

® Save as XML File for Submission to 1A
This button enables you to save the e-templates in XML format to be ready for
submission to the IA.

® Import XML File
This button enables you to import the e-templates saved in XML format for
updates/amendments.

® Clear All Sheets Data
This button enables you to clear all input fields on all the worksheets of the e-templates.
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® Clear This Sheet Data
This button enables you to clear all input fields on the worksheet displayed on screen.

® Add Separate Form
This button enables you to create a new blank form for data input of different classes of
business.

® Delete Form
This button enables you to delete the form displayed on screen that is created using the
“Add Separate Form” button.

5. FormID
Some forms, such as Forms 6 to 9 in HKGBAR and Form HKL1 in HKLTBAR, provide
the “Add Separate Form” button to enable you to create a new blank form for data input of
another business class. A unique system-defined form ID will be assigned to each of these
new forms. Form ID should not be changed otherwise our system will not be able to
recognize the input.  (Please refer to step 6 in section Il below.)
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. How to fill in the e-templates

The operations of all e-templates are similar. For illustration purpose, Hong Kong General
Business Returns (“HKGBAR”) running under Microsoft Excel 2002 would be used as an example
below. Other input templates may also be used for illustration where appropriate.

1. To fill in e-templates, you should download the corresponding input templates from the
website of the Office of the Commissioner of Insurance (“OCI”) (“Public Forms” -
“Returns/Forms”) and save them as separate Excel files.

2. Open an e-template saved in step 1 via Excel application. As the e-templates are developed
using Microsoft Excel Macro, a standard security warning will appear when the file is opened.
Provided that you are downloading the e-template directly from the OCI’s website, you can
comfortably click “Enable Macros” (’E?E'JE[E%) to accept the e-template. [Note: Please refer
to section 3 in the Explanatory Note for the correct settings in Excel before opening an
e-template.]

3. The Cover Page of the return will appear. You should fill in the Insurer Name, the
Commencing Date and the Ending Date. These particulars will be automatically displayed
on each worksheet of the e-template. There is also a checkbox against each form of the
return. If a particular form has nil return, please click “Yes” in the box against that form.

B Microsoft Exoel - HEGBAR xls EFEX
H] #EE REE #®EO EA0 #S0 IRD EEo #Eson SHEE & EE RS AIRIRE - -8 X
NEEHRSRTE KRGS0 B s a0 - @ s W
i Arial LA T | W= L I [ e {‘»véva
F20 v i
D | E \ F | o | H \ \ J | K [t v [ o [
Rev. 7/2008
Sae a2 0L File or Im it 3L File Clear Ml Sheets Data
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IHONG KONG GENERAL BUSINESS RETURNS

3]
o]
| 9 [Insurer Name : ABC

10
[ 11 |commencing Date : 01 Jan 2006

12
| 13 |[Ending Date : 31 Dec 2006

14
[15 | Nil Return
|16 |Form 1 [ =] Form 1A N =]

17
[ 18 [Form 2 (=] Form 24 o [=]

19
| 20 |Form 3 Form 4 Ha [=]

il - .
22 Forms to & Forms = | Click this button

23
| 24 [Form 7 o Form 8 7] »
] - =1 and select “Yes” if a
| 26 [Form 9 Heo =] Supplement to Forms 2 & 4 >

27 H
| 28 [Form EC1 Vo =] Form EC2 Vo =] partlcu Iar form has

29
|30 |[Form EC3 Yo Form Mv1 Yo nil return

£l
| 32 [Form Mv2 Fo Form Mv3 Fo

33
[5¢]
| 35 |NOTES :
| 36 |Before submitting the Fetums, please ensure ©
| 37 |(1) the Retums have been signed by 2 Dirsctors and the Chisf Executivef Secretary of the insurer to certifyr the information contained thersin is true and correct; and
| 38 |(2) the anditor's report (signed by the auditor) has been attached to the Retums =

v v COVER fFORNMI /FORMIA { FORME /FORMEA / FORM3 / FORMA {FORMS / FORME { FORMT {FCRIME /FORMS {1 | < >

“ b

o
B

NUM
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4.  Click the tab at the bottom of the window to select the form to be inputted. Remember to
input integer figures (decimal point and decimal digits are not acceptable).

Ed Microsoft Excel - HEGBAR
H] #¥E #EHED #A0 @0 #H0 I&80 FTHD KEW HEO

beRan 8L d BB o- #H0% -3,
Arial -0 - e B & ..
L7 - I
o} E F G H J K L =
Clear Thiz Sheet Data
4
5 FORM 1
7 HONG KONG INSURANCE BUSINESS - DIRECT BUSINESS REVENUE ACCOUNT OFIABC I
a for the period commencing on 112006 and ending on 31
]
10 Ships, damage
11 and liahility
13 Accident hiator vehicle, Aircratt, Goods
13 | ACCOUNTIMNG CLASSES and damage and damage and Statutory in Pr
14 |OF GENERAL BUSINESS heatth lighility libility buginess Others trangit i
15 3 3 k] 3 ki k]

16 | GROSS PREVILIVIS
1) Gross premiums

17 receivable il il il il il 0
(2] Reinsurance premiums
18 payahle 0 0 0 ] 0 0

19 |RETAINED PRENHUIS |
(3] Premiums net of

20 reinsurance (13-(2) 0 0 0 0 0 0

(4] Unearned premiums
il acfustment 0 0 0 ] 0 0

(9] Earned premiums
22 334 0 0 0 0 0 o
23 | UNDERWRITING
24 EXPENSES
25 | (B) Commizsions payshle 1] 1] 1] a 1] o
26 | (71 Management expenses 1] 1] 1] 1] 1] 0

(81 Unexpired risks
27 adustment 0 0 0 0 0 0

(91 Gross expenses
29 EWIHE 0 0 0 0 0 o

(10) Comtnizsiopereceivable -

H o4 bl\COVEéEQRMJ.,(FQMIA,(FORM'ZKFORM'EA,(FORMB,(FORM& ,(FORMSKFORM&,(FORM?,{FORME,(FORMQ,(']|< | b|—
i N1
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Some forms, such as Forms 6 to 9 in HKGBAR and Form HKL1 in Hong Kong Long Term
Business Returns (“HKLTBAR?”), require you to select an item from the list before inputting
the figures.

Microsoft Excel - HKGHAR
] #RE EHE HR0 EA0 B8R0 IEO END O REW B

DeEdan & dBR-T - 4 0% - @)

Arial -1 . SieB A
FORMA_THTENTRYL - £

D E F G H | J K | L [ M | N [ 0 B

4 Clear Thiz SheetData Ao Separate Faorm

b} FORM 6

7 HONG KONG INSURANCE BUSINESS - CLAIMS PAID STATISTICS (GROSS)

a OF ABC

9 for the period ing on 111.2006 and ending on ,\31”2'QUUB

7
10 in respect of Accounting Class of General Business | ~ll§n $°000)
12 JENT AND HEALTH
- . VEHICLE
12 Accident Disect: AIRCRAFT
14 e Divect: SHIFS (8 TATUTCRY & OTHERE)
Direct: GOOCE IN TRANSIT

15 ear 1985 1996 1997 1995 Divect: PROPERTT DAMAGE 2003

16 Frior years T i T 7| Diuect: GEN. LIAR (8 TATYEMFLOVEESY COMPENZATION i
17 1995 0 0 0 0 Diwect: GENERAL LIABTLITY (3TATUTORY & OTHERS) S ]

18 1996 i ] i i i g ] i
19 1987 ] ] ] 0 g 0 ] ]
20 1995 0 ] 0 ) 4 ] ] ]

21 1999 0 0| ] ] ]
22 2000 i ] i
23 2001 0 0 0
24 2002 0 0
25 2003 R . R 0
= = = = Click at end of this field = =

28 2006 R

nl o g 0 g and select the appropriate g 0

Ell - -

32 |Notes: () Amounts mustbe expressed in Hong Kong dollars business class from the list

33 [{3)] A separate form must be submitted in respect of each of the classe Polovees' campensation insura
34 reinsurance business setoutin Form 2.

35 (3] This form must be cormpleted on a gross basis (i.e. before deduction of any reinsurance).

36 (d} In compiling claims statistics-

a7 (i) directinsurers must use accident year basis for direct and facultative business and the underwriting year hasis for freaty business; el
38 {iiy insurers transacting only reinsurance business must use the underwriting year basis for both facultative and freaty business. -
W 4 » W[\ COVER {FORMI { FORMIA {FORM?Z {FORMZA f FORM3 / FORM /FORMS ), FORME /FORMT {FORME {FORMY /1 | « | A
i NUM

E3 Microsoft Excel - HEGEAR

BEE REE #RO BEAD #H0o IAD EHEO #ew A +_ A X
DEedan &0 L BRERd a- P I
Arial -0 . Ee B AL
D13 - i
o] E F G H | J K L I M o] =
q Clear This Sheet Data | Add Separate Form
il FORM 6
7 HONG KONG INSURANCE BUSINESS - CLAIMS PAID STATISTICS (GROSS)
a OF ABC
] for the period ing on 11112006 and ending on J1A22006
10 in respect of Accounting Class of General Busil H {Allin $'000)
12
Claims Paid in each year of development
o 1597 1998 1999 2000 2001 2002 2003
Priar years a a 1] a 0 a a
1993 a a 1] a 0 a a
18 1586 0 0 0 0 0 0 0
18 15987 0 0 0 0 0 0 0
20 1585 = 0 0 0 0 0 0
21 1999 - 1] 1] 0 1] 1]
22 2000 - — 1] 0 1] 1]
28 2001 ——— 0 a a
24 20032 1] 1]
25 2003 . - . ]
% i Click at end of this field
27 2005
28 2006 - — — —
26 ToTAL and select the appropriate : : : : :
30
3 1 1
32 |Motes: (a) Amaunts mu baSIS from the I ISt
33 (k) A separate fi thusiness setoutin Form 1 (with a separate form for emplovees' compensation insura
34 reinsurance business set outin Form 2.
35 (c) This forr rust be completed on a gross basis (.e. before deduction of any reinsurance).
36 {d) In campiling claims statistics-
37 (i} directinsurers must use accident year basis for direct and facultative business and the underwriting year basis for treaty business; b
38 (il insurers transacting only reinsurance business must use the underwriting year hasis for both facultative and treaty husiness. -
W 4+ » W COVER JFORMI /FORMI1A {FORM?Z { FORMZA /FORM3 /FORMA {FORMS Y, FORME /FORMT {FORME {FORMS /1| 4 | B
s N1TM
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Some forms, such as Forms 6 to 9 in HKGBAR and Form HKL1 in HKLTBAR, provide the
“Add Separate Form” button to enable you to create a new blank form for data input of
another business class.

Microsoft Excel - HKGHAR
BEE EEE BEO

AL f#F0 TAO FEHD WAEW SR

FHam &k b BB 405 - 7).
Arial -9 . S A
P25 - A 0
D E F G H | J K L 1] M Q =
4 Clear Thiz SheetData | Al Saparate Faorm
b} FORM 6
7 HONG KONG INSURANCE BUSINESS - CLAIMS PAID STATISTICS (GROSS)
ABC
8 OF
9 for the period ing on 1/1.2006 and ending on 3171212006
10 inrespect ccounting Class of General Bl : Direct: ACCIDENT AND HEALTH (Al in $*000)
12
13 grcient Claims Paid In each yeat of development
14
14 ear 1985 19 1997 1995 1933 2000 2001 2002 2003
16 Prior years 3424 | B 4,324 2354 6543 7 556 7057 3422 6744
17 1895 4 322 | EED 5,544 4454 4543 5877 4 524 1,352 7 445
18 =S i 1316 676 EEED] 4 B55 6,545 56 464
10 1997 | R k h R b 4,385 [¥E] a675 7833 35,432 2392
20 [EEE 0,063 4353 4533 2324 32,311 4 522
21 1999 C IC t IS Utton to Create a 4534 5434 4324 6677 6,311
22 2000 bl k f f d . - 9,589 7865 5432 12,312
23 L 2om | - - 3453 6,544 11,222
z— i f pew blank form for data input - _ o5t T2
25 2003 . - 4353
28 af of another business class = = = =
28 2006 =
20 TOTAL 7746 16,342 27 310 21 572 21072 47 258 42 365 107 263 116,037
li]
Ell
32 Motes: (a) Armounts must be expressed in Hong Kong dollars
33 [{3)] A separate form must be submitted in respect of each of the classes of direct business set outin Form 1 {with a separate form for employees' compensation insura
34 reinsurance business setoutin Form 2.
35 (3] This form must be cormpleted on a gross basis (i.e. before deduction of any reinsurance).
36 (d} In compiling claims statistics-
a7 (i) directinsurers must use accident year basis for direct and facultative business and the underwriting year hasis for freaty business; el
38 {iiy insurers transacting only reinsurance business must use the underwriting year basis for both facultative and freaty business. -
W 4 » W[\ COVER {FORMI { FORMIA {FORM?Z {FORMZA f FORM3 / FORM /FORMS ), FORME /FORMT {FORME {FORMY {1 | « | A
i NUM
E3 Microsoft Excel - HKGBAR
BERE REE HRO \BAD0 #7R0 IR0 EMD RE SRR L
Ha2m & b BB 4 0% -3,
Arial - 10 . e e AL
FORM6L_TXTENTR... v A Direct: MOTOR VEHICLE
D E F G H | J K | L [ M | ] | 0 B
Clear Thiz SheetData Add Sepatate Farm Delete Form
4
& FORM 6
7 HONG KONG INSURANCE BUSINESS - CLAIMS PAID STATISTICS (GROSS)
a OF ABC
a for the period ing on 1/1i2006 anit ending ar 31122006
10 in respect of Accounting Class of General Eusin@s :!Diren:t: MOTOR WEHICLE Jﬂﬂﬂ)
12
13 Accident Claimz Paid in each yeat of development
14
14 Y ear 1985 1996 1997 1998 1923 2000 200 2002 2003
16 Prior years a 1] a 1] 1] 1] 1] a 1]
17 1995 1] 1] 1] o o 0 o [u] o
18 1996 1] 1] 0 1] 1] 1]
19 1097 A f . h . 1] 1] 1 1] 0 1]
20 1998 o o 0 o 1] o
0 T new form with a unique D 0 D 0 D
22 2000 . = i
z——an 4 system-defined form ID = _ . 0
» 2005 . _ — Click at end of this field 5
»_x § will be created; this form _ —
i s =1 and select another business §}—
» o= |D should not be changed D ) D
30
& class from the list
32 |Motes: (3) Amounts must be expressed in Hong Kormggllars
33 [3)] A separate form must be submitted in respect OTWegh ofthe classes of direct business set outin Form 1 fwith & separate form for employees’ compensation insura
34 reinsurance business setoutin Form 2.
35 c) This form must be completed on a gross basis (i.e. before Wwguction of any reinsurance)
36 i) In compiling claims statistics-
37 (i) directinsurers must use accident year basis for direct and facultaliMegu=iness and the underwriting year basis for freaty husiness; )
38 {iiy ingurers transacting only reinsurance business must use the underwritiMgar bgse T oOmT Tesliative and reaty business. -
M 4 » W[\ COVER {FORMI {FORMI1A {FORMZ {FORMZA FORM3 {FORMY {FORMS /FORNE Y FORMS] ¢ FQRIMT fFORMS 4] 4 | v
B NUM
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Some forms, such as Forms 6 to 9 in HKGBAR and Form HKL1 in HKLTBAR, provide the
“Delete Form” button to enable you to delete the current form that is created by “Add
Separate Form” button.

Microsoft Excel - HKGHAR
H] #R=E #BE WAO B0 #R0e IED EHO O #AEWw  HEw

beEdaqa & $BRE-T Pas -3
Arial - 10 . e e AL
FORMEL TETENTR.. v #  Direct: MOTOR VEHICLE
] E F G H | J K I L [ 1] I il | ] B
Clear Thiz SheetData Add Sepatate Farm Delete Form ’_1

4

& F 6

7 HONG KONG INSURANCE BUSINGAS - CLAIMS PAID STATISTICS (GROSS)

a OF ABC

9 for the period ing on 11112006 / and ending on 311212006

10 in respect of Accounting Class of General Business :IDirect: MOTIRVEHICLE v|.|| in $'000)

12

13 Accident Claimz Paid in each yeat of development

14

14 Y ear 1985 1996 1997 1998 IQBQ 2000 200 2002 2003

16 Prior years i] ] i] ] y 4 ] 0 ] i] ]

17 1995 1] o [u] o I o 0 o [u] o

18 1996 - 1] 1] [V 4 1] 0 1] 1] 1]

19 1997 - - 1] 1] 1] 0 1] 1] 1]

20 1998 - - 1) 1] 0 o 1] o

21 1993 - - 1 0 1] 1] 1]

22 2000 | | . R | | 0 0 0 0

2 E— =1 Click this button to delete [ 0 0 0
24 2002 | | | B = i] ]

75 2003 | | R E - ]

A m— =1 this form E - - -

27 2005 | | t sTo | 5 =

28 2006 L, y y . |

29 TOTAL 0 0 | 0 0] 0 i i i

30

Ell

32 |Motes: (3) Amounts must be expressed in Hong Kong dollars

33 [3)] A separate form must be submitted in respect of each ofthe classes of direct business set outin Form 1 fwith & separate form for employees’ compensation insura

34 reinsurance business setoutin Form 2.

35 c) This farm must be completed on a gross hasis {i.e. hefore deduction of any reinsurance).

36 i) In compiling claims statistics-

37 (i) directinsurers must use accident year basis for direct and facultative business and the undenwriting year hasis for freaty business; )
38 {iiy ingurers transacting only reinsurance business must use the underwriting year basis for both facultative and ireaty business. -
W 4 » W[\ COVER {FORMI {FORMIA fFORMZ {FORMZA { FORM3 / FORM /FORMS {FORME ), FORIME] {FORMT fFORME 4| « | N
B NUM
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button to enable you to expand or compress certain detailed fields.

will display/hide the unused fields in a particular area.

E3 Microsoft Excel - FormsHKL 123
] #RE BEE® #HEO
bexEdas® &l

Arial -9 -

H31 - ]

HAD ##0) TAD #HND REW HED
P BRAR-T o

&

5%

* @) .
DA

8. Some forms, such as Form HKL2, Forms M2 and M3 in HKLTBAR, provide the g
A click on the button

D E Fl G H

Clear This Shest Daz

FORM HKLZ

WALUATION SUMMARY OF

ABC

HOMNG KOMG LONG TERM INSURANCE BUSINESS

Direct Business and Reinsurance Accepted

far the period cammencing an

1142008 and ending on

F1M 22008

1 2

3 | 4

5

r

Class Type of business

Murnber of
contracts

Brnourits of surns sssured
or annuities per annum

Amourit of yearly premium

ineluding vested
reversionary bonuses

Office premiums | Met premiums

Walue of sums assured
or annuities per annum
including vested
reversionary banuses

Value of yearly

riet premi

Brocurit
of net

ums. lizbility

HKg

HK§ HES

HE

HEg

HKg

Life azsurance other than annuities
(&) With participation in profits -

2z A @

Whole Life o

——

27 Te
er types o be specified)

Dther type |

Other type 2

-

2564 | 43,262 |

744,564 | 23,767 |

0575 |

6 £ | 6,

2,342 |

o] |

6442 |

o] o]

3,347 | o

45 637 |

4,234 23432

2483 5,654

154

2,042 35

TES

o o

Total assurance:

1]
0
[1]

=

blo(e|e

blole|o|e|e
bl ol o|e|=

=

=

N

1 N

93,573 |

(&) Without participation in profits :

hole Life

BhiE

Af Term
W4 v WP COVER fL13L2 DRRA (L7 RC {17 NRE/L3/

=l=|=

; The system by default will
display all fields (including
i the unused fields) in this area

ole|s|=|=|=|e]|=|=

Microsoft Excel - FormsHKL123
BRERE REED WA
beEdaqa &

Arial -9 -

H28 M A

Other types (o

BAD #H0 IRD 2HD A8 HE®
b EB@E-T

P}

be specified)
J

5%

| =

C E Fl& H

Clear Thiz Sheet Data

FORM HKLZ

WALUATION SUMMARY OF

RBEC

HONG KONG LONG TERM INSURANCE BUSINESS

far the period commencing on

Direct Business and Reinsurance Accepted

1412008 and ending on

M2/2008

T

2 2 [ 4

]

7

Class

Type of business

Number of
cortracts

Brnounts of sums assured
or annuities per annum
ineluding vested
reversianary bonuses

Brnount of yearly premium

Office premiums | Met premiums

Value of sums assured
or annuities per annum
ineluding vested
reversionary bonuses

walue of yearly
met premiumns

Arncurt
of ret
liabil ity

HEG HES HEg

HEg

HEg

HEg

0]

Life assurance other than annuities
(3] With participation in profits :

Whole Life ..o

B84 |

0,575 |

6,544 | 6,

o

7343 |

744,564 |
o]

6,442 |

Term (.

0]

3242 |

[

45,832 |

IDthertxges (to be spacified s i
S

Dther type 1

]

7473 |
ol

2454 |
o

Other type 2

2,35 g

Total assurances with profits

03,573 |

N
N

&0
51
52
63

BAEE

{t) Without participation in profits

TN

Whole Life ..o

Tem ...

=|o|e

Other types (to be specified) ..

full size again.

Click this button to hide the
unused fields in this area.

Click
once more to expand the area in

56,540 64,

=)o

sle|s|s|s|s|=

£a
W4y W COVER LIS LZ DERA /1T RC /LT NRE /L3S

nl -l
|«

s|le|s|s|=|=|=

HUM
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If you want to clear all input fields on a particular worksheet for amendments, you may click
the “Clear This Sheet Data” button at the top left corner.

21 Microsoft Excel - HEGBAR

BEE HEE WA B0 BAEO ITAD BTHoD #AmEw HAO

bedasa & dBmBR-T| o 4 0% -3,

Arial -9 - e e A

P25 M A0
D E [F G H | J kK L 1] M 4] =)
wﬂ Aokl Separsts Form

4

3 FORM 6

T HONG KONG INSURANCE BUSINESS - CLAIMS PAID STATISTICS (GROSS)

8 oF ABC

9 for the period c ing on 11112006 and ending on 3111212006
10 in respect of Acc ing Class of General Bt : Direct: ACCIDENT AND HEALTH (Allin $°000)

12

13 Accident Claimz Paid in each year of development

14

15 ear 1995 19965 1997 N 1995 1999 2000 2001 2002 2003

16 Prior years 3424 4342 1329 N 2,354 5,543 7,556 7957 3422 6,744
17 1995 4322 5434 5549 | N 4,454 4,543 5877 4524 1332 7445
18 1996 - 6 66 0,576 T 676 5,334 4 653 6,046 96 464
19 1997 - = 7 566 4,385 423 8675 7833 35,432 2,342
20 1995 3 4,353 4,533 2324 32311 4,542
il 1999 4,534 5434 4324 5577 6,311
22 2000 - -= - - - 9,869 7 863 5432 12,12
23 2004 - = - - - 3453 6544 11,222
24 2002 = = 7567 4,342
25| 2003 — = = - - - N 4353
26 2004 = = = =

a7 2005 = = = =

28 2006

29 TOTAL 7746 16,342 27,310 21572 107,263 116,037
30

&

32 |Motes: (@) Arnounts must be expressed in Hong Kong dollars. . .

33 [{2)] A geparate form must be submitted in respect of each of the classes of direct busi CI'Ck th|s button to Clear a” neation insura
34 reingurance buginess set outin Form 2.

35 o) This farm must be completed on a gross basis (i.e. before deduction of any reinsu - -

36 [{s}] In compiling claims statistics- fleIdS On thls Worksheet

a7 (i directinsurers must use accident year basis for direct and facultative business )
38 (i) insurers transacting only reinsurance business must use the underwriting year -
W 4 v W[\ COVER JFORMI {FORMIA {FORMZ / FORMZA { FORM3 fFORM4 / FORMS " FORMS FORMT {FORME {FORMS 1] 4 | [
B NUM
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10. If you want to clear all input fields on all the worksheets, you may click the “Clear All Sheets
Data” button at the top right corner of the Cover Page.

Bl Microsoft Excel - HKGBAR xds

] #RE REE BEO EAD #R0 IAD FEOD #Eon HE| il SRR RS HORRE -8 X
N EERSQTE & BB FE o8 s ] ALY - @ exEges
HE 210 - B 7 U|SE == |0 o s 500 &.é.!
F20 < &
D] E \ F | G | H \ \ J | K [tIw] N [ o [T
Rev. 7/2008 ]
Sam as ML Pl br I pott 3L File Cleat Ml Shests Data

4
IHONG KONG GENERAL BUSINESS RETURNS

1
K
| 9 |Insurer Name : ABC

10
[ 11 |commencing Date : 01 Jan 2006

12
|13 |Ending Date : 31 Dec 2006

14
[15 | Nil Return i
16 Form Form 12

17 )
18 Fomm2 G Form 2A TR

19 - i
20 Form 3 TR Form D

7l ) ]
22 farms form

23 ) )
2t o1 - forms ® [ ick thi
o - -] - -] Click this button to
| 26 [Form 9 Supplement to Forms 2 & 4 I i i |d

27 ) )
26 Farmecs CR—c Formec2 Ca—c clear all input fields

29 i
30 [Form EC3 [ Form MV W [7 on all the worksheets

7 ) )
52 Form vz R Form V3 * [

33 §
E3
| 35 |NOTES :
| 36 |Before submitting the Fetums, please ensure ©
| 37 |(1) the Fetums have been signed by 2 Directors and the Chisf Executivef Secretary of the insurer to certifyy the information contained thersin is true and corect; and W
| 38 |(2) the anditor's report (signed by the auditor) has been attached to the Retums =
Wy WA COVER (FORMIL {FORMIA {FORMZ {FORMZA {FORM3 {FORMA /FORMS {FORME { FORMT {FORMS {FORMI {1 | < E
s NUM
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(A)

How to save the Returns for amendments/ updates

Save in Excel format

1. As normal Excel operations, you may save the Returns by selecting “File” (f#i%’) and

then “Save As” (§ )i #fi) from the menu bar.

Ed Microsoft Excel - HEGBAR.

BED | RED HRO B0 SF0 RO EMD # W HOAD .8 X

0|0 BEEERM.  Chll |y 8- B % - @,

| BEEESO. Cuo A

o HexO & ABC
| BITEREE Ctel+d F | 5 | H ‘ ‘ 1 | K LT wm m ) =]
STFHEL.. I
[ SR Web HE ). e Import 3L File Clear Al Shests Data

¢ TS QT

: FFLIFREE D ks RETU

5| .

g
o Web MERE D N 1

1? WEEED - 2006

2| FEmED e —

13 E‘ FEEFENT ec 2006

14

15| FIEDD.. Ctlt?  Return

1? MR N i | Form 1A EE

18 = Form 2A

19

21

22 [Form 5 Ho hd Form 6 Ho -

23 -

2 farm 7 Forma Select this to save

36 Form 9 H: Supplementto Forms 2 &4 | K, -

7 - = - = the Returns in Excel

20 FormEct Formc2

29

30 |Form EC3 Form Mv1 o - fOfmat

kil

32 Form Myv2 Ho - Form M3 o -

a3

34

35 |NOTES :

36 |Before submitting the Retums, please ensure ©

37 (1) the Retums have been sigred by 2 Directors and the Chief Executivel Secretary of the insurer to certifiy the irformation contained therein is true and comect; and b
38 (2 the anditor's report (signed by the auditor) has been attached to the Retums -
WAy N COVER /FORMI /FORMIA /FORMZ /FORMZA / FORM3 /FORMY /FORMS /FORIME /FORIMT / FORME {FORMY /1|4 | e

it

save the file.

3. Click “Save” (ff#7+) to save the Returns.

11

HUM

A dialogue box will appear. Type in the file name and the location where you want to
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(B) Save in XML format

1. You may save the Returns in XML format by clicking the “Save as XML File for

Submission to IA” button on the Cover Page.

Bl Microsoft Excel - HKGBAR xds

&

] #RE REE BEO EAD #R0 IAD FEOD #Eon HE| Bl A EEATERIRIRE - _ 8 X
NEHRISQ)SE 8RS8 s g R P "@*Kﬁ%mﬁ'!

§ Ario 210 o B LU= = =750 o fotEas) o oAl

F20 - A
D | E \ F | G | H \ \ J | K [L[mM[ N o [
Rev. 7/2008
S;‘:‘i;ﬁsﬂg‘n’:ﬁ:r Import XL File Clear H Sheets Data

4
| & [HONG KONG GENERAL BUSINESS RETURNS

6
EN
L Insurer Name : ABC

10
[ 11 |commencing Date : 01 Jan 2006

12
|13 |Ending Date : 31 Dec 2006

14
[15 | Nil Return
|16 [Form 1 Ho Form 1A Ho -]

17
|18 [Form 2 N =] Form 2A N =]

19
| 20 |Form 3 Tes [~} Form 4 o =]

21 . .
| 22 [Form 5 Ho [=] Form 6 Ho [=] Click this button

23
| 24 [Form 7 No Form 8 No
= & & to save the
| 26 |Form 9 o [E SupplementtoForms 2 &4 1o B .
27 Returns in XML
| 28 |[Form EC1 N [=] Form EC2 N =]

29
| 30 [Form EC3 Vo ] Form Mv1 Vo ]

Ell
| 32 |Form My2 Ha [=] Form Mv3 Ha [=]

EE
E3
| 35 [NOTES :
| 36 |Before submitting the Fetums, please ensure ©
| 37 |(1) the Fetums have been signed by 2 Directors and the Chisf Executivef Secretary of the insurer to certifyy the information contained thersin is true and corect; and
| 38 |(2) the anditor's report (signed by the auditor) has been attached to the Retums =
Wy WA COVER (FORMIL {FORMIA {FORMZ {FORMZA {FORM3 {FORMA /FORMS {FORME { FORMT {FORMS {FORMI {1 | < >
3hiE NUM
2. Adialogue box will appear. The name of the XML file will be automatically assigned.

3. Type in the location where you want to save the file without changing the default file

name.

4. Click “Save” (f5Fr) to save the Returns.

12
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IV. How to retrieve the saved Returns for amendments/ updates

(A) Retrieve the Excel file

1. As normal Excel operations, you may retrieve the file under the Excel environment by

selecting “File” (#t%") and then “Open” (Hﬂ?ﬁ‘) from the menu bar.

2. Adialogue box will appear. Select the file from the appropriate directory path and click

“Open” (Hﬂ?%).

3. Please refer to step 2 in section Il for the handling of Microsoft Excel Macro.

(B) Retrieve the XML file

1. Open the corresponding e-templates previously downloaded.

2. Please refer to step 2 in section Il for the handling of Microsoft Excel Macro.

3. Click the “Import XML File” button on the Cover Page.

Microsoft Excel - HEGBAR s WEE
] BEE REE WAC BAD #H0 IS0 BHo @5 HEm Fi- ERREEIREE -8 X
NEHR IRV E DB F9 o2 g BB - @ hmsmEs
i Aial 0 B I UE=E= | £ g Sl 02 | &= s= 33?3?v{9vév!
F20 v I3
D] E \ F | o | H \ \ J | (S I T T
Rev. 772002
S;ﬁ;ﬁﬁé‘:ﬁ:’ Import XML File Clear Ml Shests Deta

4
IHONG KONG GENERAL BUSINESS RETURNS

[
K
| 9 |Insurer Name : ABC

10
| 11 |Commencing Date : 01 Jan 2006

12
| 13 |[Ending Date : 31 Dec 2006

14
115 | Nil Return
|16 [Form 1 Ho [=] Form 1A Ho =]

17
(18 [Form 2 Fo Form 24 Fo

149
| 20 |Form 3 s =1 Form 4 Mo =]

21
| 22 |Form 5 Ha =] Form 6 Ha =]

23
| 24 [Form 7 Form 8 i H
24 fForm re 6 orm re 6 Click this button
| 26 [Form 9 Fo [=] Supplement to Forms 2 &4 1o =] .

27
| 28 [Form EC1 Fo Form EC2 Fo toim pO rt th €

29 .
| 30 |[Form EC3 Mo =] Form My1 Mo [=] XML fi Ie

Kl
| 32 |Form My2 Ha =] Form Mv3 Ha =]

k]
[5¢]
| 35 |NOTES :
| 36 |Before submitting the Retums, please ensure :
| 37 |(1} the Retums have been signed by 2 Directors and the Chief Executtvel Secretary of the inswrer to certifyy the inforrmation contained therein is true and comect; and

38 {3 the auditor's report (signed by the auditor) has been attached to the Returms. 2
W« v wCOVER (FORMI /FORMLA /FORME {FORMZA /FORM3 / FORMA /FORMS {FORME fFORMT /FORME /FORMY {1 | ¥ |
BAHE NUM
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A dialogue box will appear asking to confirm the import and overwriting of all data.
Click “Yes” (L) to confirm.

Another dialogue box will appear. Select the file from the appropriate directory path
and click “Open” (F'aﬂ?%).
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V. How to print a hard copy of the Returns

1. As normal Excel operations, you may select “File” (f{%) and then “Print” (3]]H]) from
the menu bar.

EA Microsoft Excel - HEGBAR =
BEE | REED WRE EAD B0 RO BERD \E HASm o8 X
OO BEdERa..  CubN |y B - B 0% - 3.
i ESEERQ..  Coko LB A-.
e FAEHER D & ABC
[ #TERG Cuks F \ \ H I I I ] I K [L ™ N o [
FIFHE L. ) o
[ SEs Wb EE.. S;ﬁﬁs}z&mﬁfr Import XML File Clear Al Sheets Data
4 BETEREM L
5 55 RETURNS
5 B =
I e AEEEG 1
W PREEATED. 2006
1 FEmEED y
131[& H|EFIENW) ec 2006
14
15 2 FIENE)... k
1? B3 D) N Form 14
18 - Form 24 Ho hd
19
Ml
22 foms
23
24 farm 7
24
26 Form 9 SupplementtoForms 2& 4 [ g v]
27 i
2 fomect romeca Select this to get a
10 ormecs form 1 hardcopy of the
31
32 [Form MV2 No hd Form MV3 Yo b
i Returns
35 NOTES
36 |Before submitting the Retums, please ensure :
37 (1) the Returns have been signed by 2 Directors and the Chief Executivel Secretary of the insurer to certify the information contained therein is true and correct; and E
38 |{2) the auditor's report (signed by the auditor) has been attached to the Retums -
W« v W COVER (FORMI {FORMLA {FORM? {FORMZA {FORM3 { FORMA {FORMS {FORMS {FORMT {FCRMS {FORMS {1]4 | [l

N1TH

# 12:06

2. A dialogue box will appear asking for selection of printing details. Select the suitable
parameters and click “OK” (&) to print the Returns.

3. Alternatively, you may click the print icon on the tool bar to print immediately without
setting any parameter.

15
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VI. How to submit the Returns to the Insurance Authority by electronic

means

1. After completing and checking the Returns, save the Returns in XML format by clicking
the “Save as XML File for submission to IA” button on the Cover Page.

B3 Microsofi Excel - EKGBAR ods N EE
H] mRE REE WRO EAD #H0 IBD BHD REW HE® &M EREE R o8 X
NEEHR SR TE %@ S90S S]] - @ b B

i drial S0 - B 7 U S = =8y s 5 0 EE . &-A-!

Fa0 hé &
D] E | F | G | H | | J | K [LfwuM[ N [ 0o [F
Rev. 712008
Sgﬁzfﬂﬁ;’i‘?sﬂﬁfr Im patt XML File Clear 4l Sheets Data

4
| & |HONG KONG GENERAL BUSINESS RETURNS

6
]
i Insurer Hame : ABC

10
(11 |C ing Date : 01 Jan 2006

12
[ 13 |Ending Date : 31 Dec 2006

4
18] Nil Return
[ 16 [Form 1 Yo =] Form 1A Wa =]

17
[ 18 Form2 o =] Form 24 Ho =]

e
[ 20]Form 3 Tes B2 Form 4 No =]

21
[ 22 [Form 5 T [+] Form 6 o [~]

3
[ 24 [Form 7 He -] Form 8 Mo =]

5 . .
[ 26 Form9 o =] Supplementto Forms 2 &4 1o [~] CI'Ck thIS button tO

7
| 28 [Form EC1 3 Form EC2 3 H
(26 Form i Q orm n ] save the Returns in
[ 30 [FormEC3 Ho =] Form Mv1 Mo =]

3
| 32 | Form Mv2 Yo [+] Form Mv3 o [~] XML format

EE
E3
| 35 |NOTES :
| 36 | Befors subruitting the Retwms, please ensure ©
| 37 (1) the Retums have been signed by 2 Directors and the Chuef Executivel Secretary of the insurer to certifyr the infonmation contained therein is true and corect; and
| 38 (2) the anditor's report (signed by the auditor) has been attached to the Retums 3
W 4 v w\COVER /FORMI /FORMIA /FORMZ /FORMZA /FORI3 /FORM4 {FORMS /FORME /FORMT {FORME /FORMT /1 | < >
iz NIM
2. Sent the Returns to the auditor by e-mail or by physical media. Request the auditor to

attach an auditor’s report and digitally sign on the Returns.

3. Affix digital signatures of two Directors and the Chief Executive/ Secretary of the insurer
to the Annual Returns.

4. Submit to the IA by e-mail or by physical media.

* A Sample Workflow on Electronic Submission of Statutory Returns can be downloaded
from the OCI’s website (““Public Forms” - ““Instructions for e-Submission).
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