PCSec

Company Secretarial Software

Subdivision

In this example we have a company with 10,000 authorised Ordinary shares of £1
and 2,000 shares currently in issue.

Code: 01234567 Change Company

Description
0 17,01/2010 10000

Mairtain | Increase | Allotments ‘ Transfers | SchemesfQptions

Special Share |

Dividends View Shareholders
Transactions

Add Class |

The current shareholdings are:

Nigel Albert with 500 shares

David Christopher Barrington with 1,000 shares
Paul Cole with 300 shares

Robert David 200 shares

On 30 June 2010 all shares (authorised and issued) have been subdivided into
Ordinary shares of £0.10 each.

To update PCSec with this information we need to carry out the following steps:

1. Add the new Ordinary £0.10 share class

2. Subdivide all the current £1 shareholding into the new £0.10 Ordinary share
class.

3. Close down the Ordinary £1 share class.

Please note that PCSec can only subdivide whole shares. The number/value of
shares in the originating share class must be able to be converted into whole
numbers of shares in the new share class.
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Step 1: Add the new Ordinary £0.10 share class

In the Share Classes screen click on the Add Class button

Name: PCSec Share Example Limited

Share Classe:

10000

Increase | Allotments ‘ Transfers | Schemes/Qptions

Add Class Transactions

Special Share | Divicends ‘ View Sharsholders

The Ordinary £0.10 share class is added as follows:

Share Class Number: 2 (being the next unused share class number)
Short Class Description: Ordinary

Long Class Description: Ordinary

At this stage you will receive the following warning. Click Yes to proceed

| <9 . Long Share Class Descripkion ORDINARY already exists For Share Class Mo 01

Are vyou sure Ehat this is correct?

From Date: 30/06/2010 (being the date the new class was created)
To Date: Leave blank (as is still a current share class)
Confirmed: Yes

Authorised Capital: Yes (as in the case the share class has a specified authorised
limit)

Number of Shares: 100,000 (being the new authorised limit for this class)
Price Per Share: 0.10 (being the nominal value)
Currency Sign: £ (being the share currency)

Currency: Pound sterling
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Currency Sign Position: Left (on which side of the Price Per Share should the
Currency Sign appear)

Called Up Amount Per Share: 0.10 (if a share is unpaid, what amount would be
called, in this case the nominal value)

Voting Rights: as applicable (the voting rights & prescribed particulars attached to
the share class)

: Add New

MName: PCSec Share Example Limited Code: 01234567
Share Class Mumber 2
Shart Class Description Ordinary
Long Class Description |Drdinary
From Date 30/06/2010 [+ ]
ToDate [~
Confirmed ez w l Electronically Filed [
Authorised Capital ez W Mumber Of Shares |1 aoooo
Price Per Share 010 Yoting Rights Yoting Rights - Shares rank equaly for vating QJ
) purpnzes. On a show of hands each member shal
Currency Sigh IE j Code |GEF have one vote and on a poll each member shall have
- one vate per share held. The voling rights are more
Currency IPUU”d Sterling LI particularly described in the articles of association, -
. .. Dividend Rights - Each share ranks equally for any
Currency Sign Pasition Left j‘ dividend declared as more particularly described in the
Called Up Amount Per Share W articles of azsociation of aszociation. -Distribution gj
[elete Class | oK I Cancel | Help |

When all details have been completed click the OK button to save the changes.
You will now be showing 2 share classes on screen:

Share class 1 Ordinary: Authorised 10,000 shares and Issued 2,000 shares
Share class 2 Ordinary: Authorised 100,000 shares and Issued 0 shares

Name: PCSec Share Example

Share Classe:
Share Class No, [ Desaription [ From [Ta [ Authorized | Issued
(0] Ordinary 17/0172010 10000 2000
02 Ordinary 20/06/2010 100000 0
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Step 2: Subdivide the issued Ordinary £1 shares
into Ordinary £0.10 shares

Now the Ordinary £0.10 shares are recorded the next step is to subdivide the current
Ordinary £1 shareholdings into this new class of shares.

In the Share Classes screen select Share Class No 1 Ordinary click on the Special
Share Transactions button

1] [Current G

Desciiplion

17/01/2000
Ordinary 30/06/2010 100000

Mairtain T Allotments ‘ Transfers | Schernes/Options

Special Share

CER0E® Transactions

Diviclends ‘ View Shareholders

Ensure Class is set to Ordinary and click on the Add button.

Name: PCSec Share Example Limited Code: 01234567

T 1 Ordinary M

Cort, [ Transteree: | Transteror | Transfer Date: | Ho. Shares | Tians. Type
No Special Share Transactio
Maintain Add Show All
Exit Help
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In Transaction Type select Subdivision

4 Add Special ShareTransaction

Mame; PCSec Share Example Limited |Eude: 01234567

Transaction Type

Payment on partly paid shares
Conversion to bearer warrant
Halder Code I Conversion from bearer warant
Select a hansaction Eonversmn to another class

Consolldatlon
Forfeiture
Fedemption of shares by company

(I ) |

QK I Cancel | Help |

All current shareholders will be displayed. Select the first shareholder to convert and
click OK.

Add Special ShareTransaction

Mame: PCSec Share Example Limited |Ende: 01234567

Transaction Type | Subdivision ;l

Huolder Code Share Halder M...

Paid Up Price Sharehalding

ALBERT M ) i
BARRI DC ET Ehnsloph 1.00 1000
COLE P Paul, Cole 1.00 300
DD R Robert, David 1.00 200

ok I Cancel Help

Complete the subdivision as follows:

Date of Registration: 30/06/2010 (being the date the shares were subdivided)

Number of Shares: 500 (the number of Ordinary £1 shares being subdivided into
£0.10 shares)

Shares Surrendered: 500 (the number of Ordinary shares on the surrendered share
certificate)

Confirmed: Yes

Vistra Limited Email: bristol@vistra.com

First Floor, Templeback, 10 Temple Back Web: www.vistra.com

Bristol, BS1 6FL, United Kingdom DX: 78167 Bristol

Tel: +44 (0)117 9230600 Registered in England & Wales No.:865285

Fax: +44 (0)117 9230063 VAT No.: GB 927 5031 30



PCSec

Company Secretarial Software

New Share Class: Share class [2] Ordinary (0.10) (The class that the 500 shares are

being converted into)

Certificate Number: Share certificate number for the new 500 Ordinary £0.10 shares
(Please note that PCSec cannot automatically produce this share certificate. It will
need to be created from the Blank Forms section of the software)

Remarks: PCSec will automatically create
This remark can be edited.

Special Share Tra ubdivide

Name: PCSec Share Example Limited

a remark noting the subdivision details.

Code: 01234567

Share Class: 1 Ordinary

—Share Holder

|ALBERT N | Mr Nigel Albert

—

WMember Shareholding |£1 Ordinary shares held: 500

[rate of Registration 30/06/2010 ﬂ

Confirmed IYES 'l I
Mew Share Clazs |[2]Drdinary [0.10) 'l
Cerlificate: Humber I 5_|

Mumber Of Shares 500
Shares Surendered 00 Sealing Mumber I o _I
Balancing Shares I a Balancing Share Cert. Number I o _I
Balancing Sealing Mumber I 0 _I

Beneficial Owner I _I
Remarks
Share(z] sub divided from clazs Ordinary to clags [2] Qrdinary (0.10] Al _I
el
0K Cancel Help

Click OK to save the conversion.

Repeat these steps for each shareholder
been subdivided.

until all issued Ordinary £1 shares have

Code: 01234567

tass: |1 Ordinary j
Cont, | Transferse: | Transteror | Transter Date | No. Shares | Tians. Type
¥ FTSer Share Evample Linited  Albert, Nigel 30/06/2010 500 SUBDIV
s PCSec Share Example Limited  Bariington, David Chiistopher 30/06/2010 1000 5UBDI
e PCSec Share Example Limited  Cole, Paul 30/06/2010 300 5uUBDIY
¥ FCSer Share Example Linited  David, Fiobert 30/06/2010 200 SUBDIV
Maintain Add Show All

Exit Help
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You will now be showing:

Share class 1 Ordinary: Authorised 10,000 shares and Issued 0 shares
Share class 2 Ordinary: Authorised 100,000 shares and Issued 20,000 shares

Name: PCSec Share Example Limited Code: 01234567 Change Company

Share Classe:

Share Class o, | Desciption [ From Authorised | tssued |
Ordinary 170172010 10000 0
[ Orlinaty AW06/2010 100000 20000

Maintain ‘ Increase Allotments | Transfers | Schermes/Options

" Epecial Share |

Divicends View Shareholders
Transactions

Add Class ‘

Step 2: Close off the Ordinary £1 share class

Now that you have converted all the issued Ordinary £1 shares into Ordinary £0.10
shares the final step is to close off the Ordinary £1 share class.

In the Share Classes screen select Share Class No 1 Ordinary click on the
Maintain button

Description
17/0 /2010
Ordinary 30/06/2010 100000

Maintain Increase ‘ Allotments ‘ Transfers ‘ Schemes/Cptions

Special Share ‘

Transaction:

Add Class Dividends ‘ View Shareholders
==

To close off the share class complete the To Date screen as follows:

To Date: 29/06/2010 (being the date prior to subdivision and creation of new share

class)
Vistra Limited Email: bristol@vistra.com
First Floor, Templeback, 10 Temple Back Web: www.vistra.com
Bristol, BS1 6FL, United Kingdom DX: 78167 Bristol
Tel: +44 (0)117 9230600 Registered in England & Wales No.:865285

Fax: +44 (0)117 9230063 VAT No.: GB 927 5031 30




PCSec

Company Secretarial Software

Share Class : Maintain

MName: PCSec Share Fxample Limited Code: 01234567
82
Share Class Mumber 1
Shart Class Description Ordinary

Long Class Description |Drdinary
From Dyate 17/01/2010 [+ ]
ToDate [

Confirmed Yes 'l Electronically Filed [
Autharised Capital Yes vl Total number of shares |1DDDD

Price Per Share 1.00 ating Rights Yoting Flights - Shares rank equally for vating QJ

) purpozes. On a show of hands each member shal
Curency Sign IE ~|  Code [GEF have one vote and on a poll each member shall have

- one vate per share held. The voling rights are more

Currency IF'ound Sterling LI particularly described in the articles of association. -

. .. Dividend Rights - Each share ranks equally for any
Currency Sign Pasition Left j‘ dividend declared as more particularly desciibed in the
Called Up Amourt Per Share IT articles of association of aszociation. -Distribution QJ

[relete Elassl oK I Cancel | Help |

Click OK to save changes.
You have now finished and will be correctly showing the current company share
capital as:

Ordinary £0.10 shares: 100,000 authorised and 20,000 issued

Name: PCSec Share Example Limited

Share Classe:

Share Dlass No.
02

23/06/2010

Mairtain Increase | Allotments ‘ Transfers | Schemes/Options

Add Class

Special Share
Transactions

Dividends ‘ View Shareholders
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