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Version Nr. Revision Date Released Revision Summary

1.0 April 2016 April 2016 This guidance on the administrative
fee and the disclosure platform has
been prepared to allow companies to
understand the processes and
functions involved in the 2016
disclosure period.

1.1 January 2017 This guidance on the administrative
fee and the disclosure platform has
been updated to allow companies to
understand the processes and
functions involved in the 2017
disclosure period.

1.2 March 2017 Introduction of three levels of the fee

to choose from. Linked to FAQs page
on the administrative fee. Other minor
edits.
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Guidance to paying the

administrative fee
EEERERTIGEAMTYR

CDP’s disclosure platform overview
CD PF4RI0-Iv-FIyhIA-LIE

Organizations are asked to respond to CDP’s information requests using the disclosure platform. This
incorporates your dashboard, the tools linked from your dashboard and the Online Response System (ORS).
C D PAQEZETAAIO-Iv-FFV b IA-LEFERALUTILSEBINET, INICET vV am-F, FyyaR-Fhony
IPY= AVIAVEEVATL (ORS) HEFENET,

From 2016 CDP introduced an administrative fee that applies to companies that meet certain criteria
(explained below). Companies will be automatically prompted to pay the fee when processing their
responses through the disclosure platform.

201 6F&UCDPR—EOELEEHLTBEOVIEIEEBHEREERLELL, T1R70-Iv-T5yhIr-LER
CTRIZFLEEZITIE BEICILLVERDONET,

This document explains how to pay the administrative fee. If you wish to find out more about registration,
the dashboard and the ORS, please see Activation and using CDP's Disclosure Platform.
COERIEZEHEAOIILAEIOVTERAZLTVNET, Bk, Yy Y1ik-F, O R S OFFMICDOVTIL. Activation
and using CDP's Disclosure Platform & BB {Z&1\,

Please note that the disclosure platform works best with Internet Explorer (IE) 110 or later versions and
that we therefore advise you to use this browser to complete your response. You can use other browsers
however there may be some loss of functionality.

TARIO-Iv=T3Y b TA-LIEAVF-FRYbIIATO-5- (| E) 11.0FEEZNUEON-IIVICTRBICIFELETD
T, ZOT IV -ICTRIEZS B LR LET, COMOITIVY-EERARIEE TN FESNELSAIEEMNHYET,

The administrative fee
RIZEHER

There is an administrative fee of US$975 (excl. any applicable taxes) for companies responding to one or
more of our investor requests on climate change, water or forests (the fee is applied once per year not per
program). The fee applies to companies listed, incorporated or headquartered in Argentina, Australia,

Austria, Bahamas, Belgium, Brazil, Canada, Cayman Islands, Channel Islands, Chile, Colombia, Denmark,
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Finland, France, Germany, Hong Kong, Iceland, India, Indonesia, Ireland, Italy, Japan, Luxembourg, Malaysia,
Mexico, Netherlands, New Zealand, Norway, Peru, Philippines, Portugal, Singapore, South Africa, South
Korea, Spain, Sweden, Switzerland, Taiwan, Thailand, Turkey, the UK or the USA.

1 2FERBZNUEORURZESD, KFTFHMOC D PREREFEMEICEETILEICL. RIEZESFHERI 75U
SFIL (Bitk) A'HYEd (COBRIITOVILETREL 1EL—EBAINET)  0EFARIUTOETLES., %1,
A EBEABAINES, PIVEVFV A-ARSUT A-ARUT KN\N NVF= T5I) hFY TANVHES. Fr
FIES. FU, JOVET TIN=D TAVSIR TIVA RV BB TARTIRAVRAVERYT PANTIE AT
P BARNIEITNI IV=9T XXV ASVY Z1-I=-FVF, JII1— Rb=, T4UEV RILEHIL, Y VHR=)b,
PN BE, ARMY, AVI-TV, AR, BE. 94, MV TAVHERE,

We will introduce the administrative fee in additional countries in the future as reporting becomes standard
business practice in them.
CD P& RETEIENMFRLEDZENBIEHELE0, CORIEEHEERTEMNOE 4 NBEALXT,

Your company will be exempt from the fee if (1) it falls within one of CDP’s investor samples and it has not
submitted a response to CDP in the last three years, or (2) it is responding only to our supply chain request.

A full list of companies in our investor samples is available on our website. All Self-selected Companies (i.e.

those that have not been requested to respond to an investor request but have chosen to do so
independently, irrespective of any supply chain requests) from the countries listed above are required to
pay the administrative fee whether or not they have responded previously.

ROESBEECEYTZHE. QEBHEERAGRRINET, (1) BEREIEMCDPEHREYYIICEYLEEER
HLTWEWRE (BE 3 EMTYTSMFI-VERICAEIELTVSSEICE REREBIWHTTHOTE. IORYTIES
SWNERA.) (2) YTMFI-VEMEBOHEETZHE

BERYVTIVUAMEC D PUITYAMBEINTVET, FROEDLTOR EEELE REREFN LGB ENI
E&EL TIMFI-VEFELVEE) FBEICEBSLENEOINEDST. BEEHERMERAINKT,

You can check if the fee applies to your company when you log in to the CDP dashboard to disclose. If it

does apply you will automatically be prompted to pay the fee by credit card or to request an invoice when
submitting your response(s) through our online disclosure platform.

COERMERINZNEINE, BHRARTZLHDOC D PHyYIR-FCOJ1V T3 R HFKES, BAINZEE. T
A90-Iv=F5y IA-LEBLUTEE LR BT ZRICEENRIICTLIY M- FTORIAN, F(33 Y%@f&%ﬁé?k&)bni
P

CDP is a not-for-profit organization and to deliver our services at the necessary global scale we now require

a small contribution towards our costs from both companies and investors participating in our system.
CDPEFFENEMTHY, CD POESEHFRWLIRETIRHEITZLHICC D POYATLIIZMI ZEELIRERRA
OCDPOIANMINTZLPLOEBMEHELLTVET,

Registering with CDP
C D PADESK

If this is the first time you have used CDP, either because it is the first time your organization is participating

or the first time you are responsible for supplying information on behalf of your organization, you will need

to register yourself online. You should do this using the activation link in the invitation email sent by CDP.

Please contact respond@cdp.net if you have any issues registering.

C D PEYIHTERTZHE. FLSEBNIWH TSI, FLEHEBERRL WD TUERIRBOEBLZEIHE. AVI1Y
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EHFPHEEREVES, CD PASKRESNEBFEA-NOBMNEIVIEFERL, BFETIHENHYET, ZEFICHEN
H25HEErespond@cdp.netBICEAEL SN,

If you responded to a CDP program in previous years you are probably already registered in our database,
however if you have not, you must use the activation link in the invitation email sent by CDP to create a
new password to sign in to your dashboard.

BEICC D PTOYILNRIZELTVRHEFEEICC D POT-IR-AICEFINTVEIN, 25 THVHBEE, FyYaik-F
NYAVAVTBIHOF LWIRT-FEERK T 2728, C D PAGRESNBEF EX-INOBEHBRIVIEERTIHLENHY
Y,

Basics of the corporate dashboard
J-IRL—-bSyyaik-FOEHE

The Response dashboard (the main page of your corporate dashboard), contains various features such as:

E&Yvyai-F (I-IRL-FFIYYIAR-FOXIIR-Y) [FROLIGERA BHREEEEHET,

1.Initials icon and menu: allow you to navigate between pages of the dashboard e.g. between your

Account page and your Response dashboard, access guidance, or sign out;

BAIOTAIVEAZ-  FvVaR-FOER-I (THUVR-I, BEFTvIVaR-F, A1TVA FRETI1UT7IN) A%

BTEET,

2. CDP program tiles: show the deadline date and the status for your organization;
CDPFOUILTA) : Y H LMD AT-IAZRRLET,

3. Need help icon: takes you to the contact details of your account manager;
“Need help" 741V : THIY M R-Jv-SEIEN H EFT,

4. Jump to... menu: use this to navigate to different blocks on the page.
“Jump to..”XZ1~ : (FADQTOVIICBENS BBRICERLET,

5. Announcement block: read important news and updates related to CDP and CDP initiatives;
TFOVAAYRTOYY : CDPECD POEEICEY3EEL_1-APEHEFHO LRI,

6. Program blocks: find guidance and information about webinars, access the ORS (after generating

the questionnaire), and see colleagues invited to complete the program questionnaire;
T075L70Y7  BATVAPIIEF-DDOVWTOEHRDSE. O R SADTITA (BREEME)  BREADEZ

PEOBENHRIT,

7. My Files: allows you to access score feedback information if you have responded previously; and
N1774)  BEICEZELTWSHEE AT TR IERAOT T2 AN R ET,

8. Search for Corporate Responses: search participation history for your, or any other, organization.
HBEOEZEDIRE
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Guidance Contact Language Locatio Hello Company X

(=]

VG SUSTAINABLE ECONOMIES About us Our work Why disclose? Become a member Data and insights

it > Corporate Dashboard

Need Climate Change Forests Water
help?

Start Now Optional Optional
Due 29 June 2017 Due 29 June 2017 Due 29 June 2017

Announcements

~ Climate Change 2017 Start e
6 ~ Forests 2017 Volunteer 43
' Water 2017 Volunteer 43

Izl My Files

Search for Corporate
a8 Responses

Search (44

Global
&
Please contact your CDF account manager C;]sP LrESDQﬂd,;:CDD net) 3b
[espondiodp net

Need help?

Processing payment of the administrative fee
EIEEBERORILAE

The response dashboard and the ORS Homepage
EZEYyYah-FE 0 R Sik—LR-I

After completing the registration process you will sign in to your corporate dashboard. The main page is

the response dashboard.
BERFHRENTTLER. T-RU-MYYaR-RIHIVM1ILET, M YR-IREIZEY YV IR-FIRYVET,
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Before any questionnaires have been activated, under the program tiles users will see:

BREREHIZFIIC. TOTSLRROTOHICKILWCETZRRIHIET,

People who can pay your administrative fee e T s [

After a questionnaire has been activated, different types of users will see different messages.

ERZNEBSINEE, I-V-F1TFIGEIX - FrmdNnsEd,

Main Users (the first person to activate a questionnaire) will see:

XMY1-Y- (EMBLRVICESNTZH T XM YI-P-0FvVIR-Fhs LN ERENRITINER AL )

N Ared, usable 'Enter payment details’ button; and
EFHRAHR 0D SILFHA T NTY

N The message ‘To submit these questionnaires to investors, you must pay an administrative fee'.
"RERNEMEERETSHE. AEEHEAEETIVNEEN, "EWIAyT-T

Other or Invited Users will see:

Z0tBn1-Y-

N The message ‘People who can pay your administrative fee:' but it will also display the name of the Main
User(s).
"BIEBBERATILE LRV E-JEA Y I-F-D4&H]

After activating a questionnaire, you can access the ORS Homepage (via the ‘Edit response’ button). The

ORS Homepage lists all your activated questionnaire(s), and the submit section will display N/A:

BREEEE L& "BEANNIVERLT O R SIK-AR-JIZTITEZAHKET, O R SIk-LAR-J[CELTOESL
FERENRRIN, YTV IYIVEN/A LRRENET,

[Year]
Company A - Forests LT5<U R
ENTERING YOUR RESPONSE SUBMITTING YOUR COMPLETED RESPONSE Company A - Climats\f"hﬁnge [Year
- [Year]
Programme % Complete Terms & Conditions Public Submit Company A - Water | :
Forests [Y&af] 0% Answer Questionnaire N/A N/A N/A.
Climate Change [Y&a1 g% Answer Questionnaire /& N/A N/A

Once you save an introduction the submit section will appear (if you are the Main User for the program)

and a message about the admin fee will be displayed (all users see the message):
109923V REFLIL, YT2vhEIvavhRRen MY1-¥-0358) BEEBERIOVTOAVE-IhE
TENEY, (2T01-¥-)
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To submit your response(s) to investors, please return to the dashboard and pay the administrative fee; Company A - Forests [Year] ) )
you can access the payments page via the "Enter payment details’ button. Company & - Climate Change [Year]
Company A - Water [Year]

If you have recently paid the administrative fee, please click Refresh | Refresh

ENTERING YOUR RESPONSE SUBMITTING YOUR COMPLETED RESPONSE
Programme % Complete Terms & Conditions Public Submit
Forests [Year] 7% Answer Questionnaire I accept T&C ~ I
Climate Change [Year] 0% Answer Questionnaire N/A N/a N/A

This message will disappear after the payment process has been completed; you may have to use the
‘Refresh’ button if you have not used the ORS Homepage since the payment process was completed.
FILNFRHET T COAVE-INRRENET, X FHET THICO R SI-AR-IEFERALTVWENEEE.
“Refresh" NI VEBIBINEHSBNEEDHYET,

The greyed out ‘Submit’ button (only ever seen by the Main User) will also become usable.
JL=0"Submit'iNFY (XM Y1-Y-OHFRRINET) NMERATERLSICHYET,

The following instructions apply to Main Users only. Other Users will not see the payment functions.
Please note that as separate programs are activated separately, they can have separate Main Users. Any
current Main User for a company can process payment. If you need to change the Main User for a
program, please email respond@cdp.net.

ROBBAEA Y I-F-OHERAINET, D1 VF-FILMEEN TR RINFE A AMYI-F-BTOISLEIC1 4
BHINET, TOTILRNICREZTIEEEN AV I-Y-tBoTVEIHE TILVWFHREFEOAMYI-Y-0F v YR
—FASERTBETT , XM Y I-Y-OEBENBHERIB A, respond@cdp.netAX =)L EFEE TS,

The ‘Your choice of fee..." page

BERBERON-Y

To start the payment process, click the ‘Enter payment details’ button. This can be found in two places:
KISNIBZIRH DD TILFERMD AN NI VZ TV I LTSN, COIRI VI 2 BFHYES .

N Under the program tiles, or
T0Y5LFTRDTF. £l

e : : e

Climate Change Forests Water

In Progress In Progress In Progress

[0 Vie 1 fie »

o submit lr‘e.‘eque..llonnclreu to investors, you must Enter payment details MP
pay an administrative fee

N In the payment block on your Account page (accessed via the menu within your initials icon).
THUYIR=T (B&AOTAIYDAZ1-YTIERE) OXILLOTOYY
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Jump to

Invoice Amount Date Paid Payment status

The next page is the ‘Your choice of fee... page ROR-J(FBERERIROR-ITY,

You will have the option to select the requested full cost “CDP Supporter” rate, the lesser mandatory fee, or
the “"CDP Premium Supporter” rate (all amounts excluding local sales taxes). More about the levels here.
EEEHEEA. BEORE, CD PYIR-5-L—k FRIEC D PFLITLYR-F-L-IERIRHEET, (2T0E
BBEFIRETT, ) BRLNLOFEMIEIE525 B,  More about the levels here. (AAR{ZEICIEE A
[Z(£. Minimum contributionDHNERESNET, )

Your choice of fee in 2017 (excl. VAT)

For the past 15 years, CDP has worked with business towards a global economic system that operates within
sustainable environmental boundaries and prevents dangerous climate change.

As a not-for-profit organization we have relied on funding from a range of sources including philanthropic and
government grants, sponsorships and fees for services. To deliver our services at the necessary global scale, we
now require a small contribution towards our costs from those participating in our system. There are three levels of
fee, payable once annually regardless of how many programs (climate change, water and forests) a company
responds to:

N N

Minimum contribution Full cost contribution Enhanced contribution

2017 Disclosure Administrative 2017 Disclosure Administrative 2017 Disclosure Administrative
Fee — Minimum contribution Fee — Full cost contribution (USD) Fee — Enhanced contribution
(UsD) {(UsSD)

Administrative fee $975.00 Administrative fee $2725.00 Administrative fee $6,500.00

Clicking ‘Select’ for any of the three levels of the fee directs you to the ‘Make payment' page.
3D2OLRNIVOEBERDIEEND D Select GEIR) "&7UvITBERILDN-INBEILET,

The ‘Make payment’ and ‘Processing’ pages

K ESLBOR-T

On the ‘Make payment’ page you will see various details, some of which you can edit (compulsory fields are

marked with an asterisk), and some of which will be prepopulated.
11
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THDOR-ITIIk4 LFBESRBLEY, ANTBIENERFT, (WA
DEBRFERICAASNTVET,

BT RAFVRAIDRRENTNET, ) WA

\

Payment
Make Payment
How to pay ; — o
Bavmants can ba mara at anv noint in tha
Payments can be made at any point in the
response process. CDP prefers payments by nistrative Fee £625.00
credit card.
‘You may also select to be invoiced if a
credit card payment is not possible.
VAT @ 20% £125.00
To make a card payment your browser must
be IE 11, Firefox 27, Chrome 30, Safari 7 or
newer. Other options are available. Tota £750.00
Donation 0.00
Total to pay £750.00
Billing details
our first name * Company A 1]
Your last name * Contact [}
Billing company name * Company A [
Billing address * 1 Edinburgh Street []
Billing city Edinburgh -]
Billing state/county Midlothians
illi z EH12AB (]
Billing country * United Kingdom ]
Your VAT number * 12345 (]
E oice Pay by Card (23
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They fields are:
BB

N

Currency: choose to display the amounts in GBP (British Pounds), USD (US Dollars), or EUR (Euros);
BE  RRSNTWABGBP (EMRVE) (USD CKFIL) | £EEFEUR (I-0) #BIRLTLESL,
(AXTBEBMENBZFETT, )

Administrative Fee [year]: the correct amount for your administrative fee will be prepopulated;
EEEBER () #@AINIEEEBEROSENZIANINKT,
VAT (Value Added Tax : fThN{E{ERR): if VAT applies to your organization this will be visible and

prepopulated at the correct rate;
VAT : VATREREN 35S, RENETANSNET, (BAREEDSAEERS% I EAINET, )

Total: the total for your administrative fee (including VAT if applicable);
ait  AEEBERADET BEMERINGERHTEEEH#ET,)
Donation: you can make a voluntary donation to CDP here;

T 1 COPADEF(TETZIENHEKET,

Total to pay: the total for your administrative fee, VAT if applicable, plus any voluntary donation;
XILFEAE  IEEBER. A FHOEFEA

Your first name and Your last name: prepopulated, however you can edit this field;

K& BRIANSINEIN EEEHKRFT, (TIELUFLEADVELTXT,)

Billing company name: prepopulated, however you can edit this field;
FHREDESL P FAANINEIN EEEHEKET,

Billing address etc.: some details will be prepopulated, however, you can edit these fields;
FREEE | WONDEB FEHANINEIN EEEHEKET,

Billing email: an invoice will be sent to your email address, but you can use this field to have an
additional email address receive the invoice too;

FREEA-I : BEREFIDEX-WTRLASEEENF I FBEREZEOADEMDEA-IT FLAEA S HERFT,
Purchase order number: if your organization wishes to raise an internal purchase order number for this
payment, please enter it here;

ENES  IOTILORBLEDS., FXESEHLINDIHEIIEANLZIN,

Your VAT number: if VAT applies to your organization this field is visible. Please enter a VAT number.
VATES : VATHEAINSH A, COBEBNRRESNEIOT, VATESEAHILTKESL,

On the '‘Make payment’ page you should:
FIDR-I T

1.

Review and complete the details as necessary. Note that you can add an additional email address at
‘Billing email’ so that another person can receive the invoice (you receive it automatically);
FHMERERL. 2TAHLTEEN, "FEREEX-IV'DIEB TOIB Y ENFRELZETEILNHEBILSICEA-I
TRLAZEBINTEXY, (A-Y-EEBNCZELET,)

Read the terms & conditions, and tick the box; and

BB | & a5 A THRRICF IV I Z AN TS,
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3. Click "Pay by card’ to make immediate payment by card, or ‘Pay by invoice’ to request an invoice for

payment by other means.
ILIYMI-RTHISHE TV IV M- RN FHEREBEKET 255G BREXZILETVYIL TS,

Clicking either of the ‘Pay by..." buttons takes you to the ‘Processing’ page. The 'Processing’ page is a
summary of the details you have entered on the ‘Make payment’ page for you to review.

EELN D" XIN DRI V%I VYT BEBONR-INBENLET , BOR-IJETILOR-ITA N U BE BRI 31
HOEHDR-IEBYET,

If you wish to edit any of the details, click ‘Edit details’ to return to the ‘'Make payment’ page. Do not use
the browser buttons to navigate during payment.

FHHELEELEWS AR XIOR-INRZLH FHEBOEE " RIVETY VI LTI, KILOREF(F, T5IH-
OIRT Y [FHEXFIER LRV TSN,

If you are ready to continue with payment click the ‘Make Payment’ button.

X DFHEEHTIBEMD RIS, "KL OIRT V&I I LTS,

Your details
Administration Fee £625.00 Billing address
Company A Contact
VAT @ 20% £125.00 Company A
1 Edinburgh Street
) Edinburgh
Donation £000 Midlothians
EH1 2AB
Total to pay £750.00 United Kingdam
Billing email

Your VAT number
12345

Edit details Make Payment P

Did you know? After the process, you can also access your invoice via the payment block on
your Account page. The ‘Paid’ box will be ticked immediately if you paid by card, or later when

you pay your invoice.
3B THIYIR-IOXIWDTOVINSEREICT I LA RIS, LIV bI-F, XEFERELCTE LR
BAAE ORYIACIRICFIVINAYES,

Amount Date Paid Invoice

Web-Discloser- £€925.00 23.02.2017 paf
2800-
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If you chose to make payment by card If you chose to request an invoice
ILIYMh-FXIEERLISHE FRBEEBELLSS

Clicking the 'Make payment’ button directs youto  Clicking the 'Make payment’ button submits your

a page where you can enter your card details. request and you will be redirected to your

"I DINTVETVYTSBET )T TBEILIVMA-RFEE ‘Response dashboard',

HOANBEICBEEILET, "I DORI v ET VYT LTRIET BERIEY Y Y 1R-F(C
RYZEY,

Payment Details [ ‘

Card Number el
=Ee Climate Change Fores
Expiry{mmiyy) Security Code @
! In Progress In Progress
Cardholder Name Due 30 June 2 Py TR

[ Vie

Thenk you faor dealing with the administrative fee. You

======= ALy will now be able to submit your response(s) to investors

@ e S
After clicking ‘Pay Now’ you will be redirected to You will see the following red banner, and the
your ‘Response dashboard’ where you will see a message above (which will also appear for card
red banner indicating successful payment. You, payments). You, plus the contact you added at
plus the contact you added at ‘Billing email’ (if ‘Billing email’ (if applicable), will receive a
applicable), will receive a confirmation email that confirmation email that will have your invoice to
will have your paid invoice attached. be paid attached.

"SIKIETVYI LI KT T ORWT IR FEOFWNT-ARREN, LEOAYT-IH KRS
RENEEZETYVIR-FICRYET, ANBHEEHE  NET., D-FXLOBEERROAYT-INRTE
REEA-VTEMULLEBEERZIEOBERENE NET,) ANBHELFREEA- TBINLEE
HESNHEROEX-NERELXT, LEQFRENMRTSINHEROEX-NEZIELET

"  Success! Your payment was successful s Thank you for requesting an invoice.

In both cases, you will now be able to submit your questionnaire(s).
EELDGEEEMEMREHRELICRYET,
FRELLZBXIDZB AL BREFKITFRELLDLLIVEIZFRENHERET,
BIILWVHAREFERERTANS90B%, £2(32018F9A30HDVITNABNHERYET,
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Submitting your response
E1E DR H

Now that you have either paid your administrative fee or requested an invoice to be paid, the submit
section on your ORS Homepage will be available to you (if you are the Main User).
EEEHEERAEXTIESRE. FEEFERELZKBELESEE. OR SH-LAR-Y LORIZ LI VIVIMERHEEZLSICE
VEg, (AMVI-¥-0Hs)

If your company has been requested to respond to multiple CDP questionnaires, they will be listed
separately on the ORS Homepage and must be submitted separately. For more on this please see

Activation and using CDP's Disclosure Platform, or our step-by-step guide to submitting more than one

questionnaire.
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Did you know? Only a Main User (the first person to activate a questionnaire) can process
payment of the administrative fee. Other users will not see all the payment functions.
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Getting help
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Find more information about the administrative fee on our website. You can also read the administrative

fee terms and conditions (which are found on the payment page accessed via your corporate dashboard

too), and you contact your account manager.
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For more information on the CDP programs and for further guidance, please see the general FAQs and
guidance for companies on our website.
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If you have any technical problems in accessing or using the disclosure platform, please do email
respond@cdp.net with details of your issue.
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