   Company Announcement/RNS Checklist: Routine Announcements

	Step
	Requirement Description
	Yes
	No/ NA

	1.
	Before proceeding with the RNS check the following with the person providing the announcement:-

i. Is prior notification to the FCA/PRA required? 
(Note – FCA/PRA engagement not required for results RNSs)

   a.   If yes – save evidence of notification to the RNS folder; Or
   b.   If no – save email confirmation of this to RNS folder


ii. Does RNS contain inside information, if so:

    a.   check if the RNS requires inclusion of a statement to this effect  
          as required under the EU Market Abuse Regulation; and

    b.  has disclosure of the information been delayed and does a 
         Delayed Disclosure Form need to be submitted to FCA?
       (see J:\Operations\Announcements\Company Announcement Process/Inside Information – MAR)
iii. Does the RNS contain:
 
a. Legal Entity Identifier (LEI) of the company (noted on GEMS if required)

b. Regulated Information – if yes, check that the information classification(s) has been provided (see p3). Select relevant OAM Classification on step 1 of RNS. 
(for further info see J:\Operations\Announcements\Company Announcement Process\European Electronic Access Point)

iv. Has originator confirmed with RBS Treasury (Fiona Watson/Phil Macgowan) whether RNS is to be released as an immediate 6-K . If yes, see note re SEC codes at step 3 below.

v. Does the person named as a contact know the announcement is being released with their contact details?

vi. RNS to be approved by Head of the business area it is being issued by, or by relevant CG&S team for CG&S announcements

vii. Have RNS approved for release by Company, Deputy or Assistant Secretary and save approval to folder.

viii. Check with Board team if the RNS needs a note to the Board, if yes, confirm:

a. If out of hours, will Ops Support to send e-mail from  ~ Corporate Governance and Secretariat Communications; OR
b. If during business hours, check that Board team will send the note (ask to be bcc’d to email and save to folder).

ix. If the RNS is about an individual, have they been sent an advance copy as a courtesy? If yes, save confirmation to RNS folder:

x. For dividend RNSs -  check the payment/record dates for RBSG 5.5% and 11% pref shares and NatWest Series A pref shares against the Blue Form which Computershare have filed with the LSE (copy will be in the RNS folder). Note NYSE requirements under step 3 for US$ dividends.
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	2.
	Save the final RNS as a Word document to J:Operations Support\Announcements\year\[name]

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	3.
	Where RBS Treasury have confirmed the RNS  needs to be filed/ furnished as an 
immediate 6-k with the SEC (Edgarised):
i. Confirm if RBS Treasury / their external counsel will arrange to file: 

a. If yes, provide a copy of final RNS to allow them to do so, or
b. SEC Codes: ask IT Ops India (Choudhury, Indranil Roy (IT Operations, Technology India); # IMC BOV Support; Rao Akasapu, Aishwarya (IT Operations, Technology India) to confirm current codes and ask DPW (elisabeth.milan@davispolk.com; michael.arena@davispolk.com) to check these against EDGAR system 
c. If no, agree that CG&RA  will tick the 6-k (SEC Edgar) box on RNS system to furnish when releasing the announcement


NYSE  - 10 min advance notice

ii. If released between 12 noon-9.00pm UK time (ET hours of 7am-4pm): call NYSE Market Watch team on 001 212 656 5414 (at least 10 mins prior to release) – advise of content of RNS and that is being furnished as a 6K with the SEC. 
iii. Also email copy of the RNS to NYSE: nysealert@nyse.com (10 mins prior)
iv. NB: for dividend announcements call NYSE regardless of time (even if outside the hours above) and email  nysealert@nyse.com & dividend@nyse.com
v. NB: if the RNS relates to a director change, NYSE ask that this is not released at their market opening ie. 9.30 am ET and is delayed by at least 5 mins.
i. If NYSE ask for further info, do not release the RNS and consult Linklaters:

 - Tai Vvivatvaraphol: tai.vivatvaraphol@linklaters.com (tel 020 7456 5324)
 - Rachel Ashton: rachel.ashton@linklaters.com (tel 020 7456 2646)

ii. Where RBS Treasury have confirmed the RNS does not need to be released as an immediate 6-K, email copy of the RNS to NYSE just prior to release
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	4.
	Issue Company Announcement via RNS. 

NB: for Group RNSs: tick the box in Step 4 that says ‘Europe ex. UK: Ireland – Irish Stock Exchange’.


	 FORMCHECKBOX 


	

	5.
	Email the RNS originator to confirm announcement has been sent successfully
	 FORMCHECKBOX 


	

	6.
	Any Group announcements should also be sent immediately after release via RNS submit to:
- AFM (NB: except PDMR RNSs): via AFM Loket: https://www.loket.afm.nl/  
       - Save confirmation of AFM filing.
       - E-mail loket@afm.nl if you have any problems with the Loket

- Euronext: e-mail to PersberichtenNL@euronext.com and save copy of email 

- Bank of New York: e-mail to margaret.keyes@bnymellon.com and rhonda.clarke@bnymellon.com and save copy of email


RBS announcements – check with originator if there’s a requirement to send these to:

· AFM: nb - there is a separate AFM account for RBS 
· Euronext:  if RNS concerns equity or bonds, there are different e-mail address depending on where these are listed (See J:\Operations\Operations Support\Announcements\Company Announcement Process\Euronext details)

Check with Treasury Legal if there is any doubt  
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	7.
	For RBSG and RBS - check with John Falla whether the RNS needs to be released onto the Channel Islands Stock Exchange (John will make the release) J.Falla@rocqcapital.com

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	8.
	Total Voting Rights Announcements (DTR 5.6):

· send e-mail to UKFI in advance of the RNS confirming their revised % voting rights: James.Moir@ukfi.co.uk; Peter.Norton@ukfi.co.uk
· confirm that the person preparing the RNS has checked that HMT’s voting rights have not crossed % threshold, triggering the requirement for a TR-1. 
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	9.
	Dividend announcements: send a copy of RNS to: 

· *Treasury Finance Capital; *RBS Treasury CRT; RBS Treasury Middle Office; Yit Sun Wong (Group Treasury);Alexander Holcroft in Investor Relations Mark Stevens  in RBS Secretariat; GBM Middle Office team at GMTNMO@rbos.com; Toby Lampard in RBS Treasury


NatWest Non-Cum Pref Shares of US$25 (Series C) – send a copy to:  DR_Dividend_Team@jpmorgan.com
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	10.
	PDMR announcements: pass copy to ~ Corporate Governance and Secretariat - Operations for updating PDMR share interest register on GEMS.


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	11.
	TR-1 announcement: pass copy to ~ Corporate Governance and Secretariat - Operations  for updating GEMS.


	 FORMCHECKBOX 

	 FORMCHECKBOX 



	12.
	Check that all confirmations/ approval e-mails have saved to RNS folder and checklist completed. 
	 FORMCHECKBOX 


	 FORMCHECKBOX 



ACTIONS COMPLETED BY 
AN:  FORMCHECKBOX 
        YA:  FORMCHECKBOX 
   JP:  FORMCHECKBOX 
               KR:  FORMCHECKBOX 

   SA:  FORMCHECKBOX 



Classification of regulated information 


      Legal basis for disclosure
	1. Periodic regulated information


	

	1.1 Annual financial and audit Reports
	all info disclosed under Article 4 of Directive 2004/109/EC

	1.2 Half yearly financial reports and audit reports/limited reviews
	all info disclosed under Article 5 of Directive 2004/109/EC

	1.3 Payments to governments 
	all info disclosed under Article 6 of Directive 2004/109/EC

	2. Ongoing regulated information


	

	2.1 Home Member State
	all info disclosed under Article 2(1)(i) of Directive 2004/109/EC

	2.2 Inside information
	all information disclosed under Article 6 of Directive 2003/6/EC

	2.3. Major shareholding notifications
	all information disclosed under Article 12 of Directive 2004/109/EC

	2.4. Acquisition or disposal of the issuer’s own shares
	all information disclosed under Article 14 of Directive 2004/109/EC

	2.5. Total number of voting rights and capital
	all information disclosed under Article 15 of Directive 2004/109/EC

	2.6. Changes in the rights attaching to the classes of shares

or securities
	all information disclosed under Article 16 of Directive 2004/109/EC



	3. Additional regulated information required to be disclosed under the laws of a Member State


	

	3.1.Additional regulated information required to be

disclosed under the laws of a

Member State


	all information not falling within the sub-classes set out in points 1.1, 1.2 and 1.3 and in points 2.1 to 2.6, but which the issuer has disclosed in accordance with a requirement under the laws, regulations or administrative provisions of a Member State adopted under Article 3(1) of Directive 2004/109/EC


Notes:

1. RNS - customer services number is 0207 797 4400
2. Investis should automatically pick up announcement from 'rns' and put onto investor relations' site on intranet for Group/Bank and NatWest.
3. The file of instructions, passwords and RNS numbers can be found in the “Key Information” file found at: \Grp Sec\Operations Support\Announcements\year
4. National Storage Mechanism: details on how to upload documents can be found in :\Grp Sec\Operations Support\Announcements\National Storage Mechanism\Upload Information (CARE –  different procedure in place to upload prospectus directive approved documents)
1

