Instruction Sheet

LEITI Beneficial Ownership Disclosure
Baker Tilly Liberia, in collaboration with Hart Nurse United Kingdom, was hired as consultants to carry out the beneficial ownership disclosure for the purpose of creating a national register of beneficial ownerships in the extractive sector of Liberia.  The goal of this instruction sheet is to help you understand the form clearly.  This clarity relates to Section 1 of the questionnaire, given that the instructions for Sections 2 & 3 are written on the respective forms. 
Read this form alongside the questionnaire for better clarity because the numbering in the Instruction Sheet corresponds to the ones on the questionnaire.  That is Number 1 on this Instruction Sheet is explaining Number 1 on the Questionnaire. 
Note: This form is to be filled out and returned to Baker Tilly Liberia within FIVE working days.
A. In Section 1, you are required to provide details about the License Holder (your company). The Section applies to both Oil and Non-Oil Companies.  (Note that Section 4 applies only to Oil Companies)
1. Give the exact name of this company as it appears on the article of incorporation.

2. Write the number given to you by the Liberia Business Registry (LBR).

3. Name the country in which this business was registered.

4. Write the Tax Payer Identification Number given to you by the Ministry of Finance/Liberia Revenue Authority.

5. Write the exact location of your head office.

6. A publicly listed company is a company that sells shares on the stock exchange.  Name the stock exchange.

7. A wholly own subsidiary is a company that is owned by another company that is listed on the stock exchange. 

7a. If yes, the name the company listed on the stock exchange that owns this company.          
        7b. Write the name of the stock exchange it is listed/quoted on.

8. Write whether this company is ONLY owned by the Government of Liberia.

9. List the name(s) of the contractors or sub-contractors that this company works within the extractive sector.

10. Write the number and type of license(s) that the government has issued to this company.

11. Skip section 2 and 3 if your company is listed on the stock exchange or wholly owned by the Government of Liberia.
B. Note that Number 12 of Section 1, below does not appear on Non-Oil Companies’ Questionnaires because it only applies to Oil Companies. 

12. Write the name and percentage shares of companies listed in question 9 who are shareholder(s) of your company. 
C. Section 2
1. A person with influence over the actions or management of the company need not be a shareholder of the company.  Rather, this is a person whose views the company’s management take note of and often / usually act in accordance with these views.
2. A politically exposed person, such a government official who is a shareholder, shareholders such as Labor Union, County Member of the Legislature, regulatory bodies such as Ministry of Lands, Mines and Energy, National Bureau of Concession, Forestry Development Authority, Liberia Revenue Authority, Bank Creditor.
3. Historical Ownership is all shareholders who owned shares in your company from the date of incorporation in Liberia and has sold/disposed of their shares
D. Other Instructions for Sections 2 & 3 are on their respective disclosure questionnaires and are applicable to both Oil and Non-Oil Companies.
E. Section 4 (applicable only to oil companies)
1. Equity participation – refers to individuals or companies that have share in PSC

2. Commercial arrangement – refers to any arrangement where the license holder has contracted / sold an interest to another company

3. Unitisation – This occurs when licensees of oil and/or gas reserves pool their individual interests in return for an interest in overall unit. It is then operated by a single company on behalf of group. This happens when a field lies under different licenses with differing equity interests

4. Companies which have farmed in – refers to the names of companies to which interest has been contracted / sold.

