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Enforcement Procedures for Financial Institutions 
 

 

Department: Qatar Central Bank - Horizontal Supervision and Control Department 
Section: All Relevant Departments/Sections and Enforcement Section 
Process Name: Identification of Issues Related to Contraventions 
Process Description This process describes the actions to be taken by the relevant 

Department/Section to identify, assess and classify the issues of 
contraventions of laws, rules and regulations in order to determine if 
further Examination is required to propose an Enforcement Action. 
The Enforcement Section will only examine the issue in relation to the 
Law/Regulations. 

Process Boundaries  
Logical Start Initiate identification of the issues of contraventions of the laws, rules and 

regulations. 
Logical Finish Complete the risk classification of the issues of contravention of laws, 

rules and regulations and identify the issues for further Examination. 

Process Objectives Ensure issues of contraventions of laws, rules and regulations are 
identified, assessed and classified correctly.  
Based on the onsite/offsite of the Prudential Supervision and AML/CFT 
Department, breaches when detected are recommended for penalties.  
The Enforcement Section will only examine the issue in relation to the 
Law/Regulations. 

Related Law / Policy  • QCB Law No. (13) of 2012 
• Law No. (20) of 2019 of Anti Money Laundering (AML) and Combating 

the Financing of Terrorism (CFT) and the implementing regulations 
thereof  

• Relevant QCB Regulations, Instructions, Guidance and Circulars 

Related Forms or 
Documents 

• Issue Summary Report 
• Contents of Examination Report 
• Indicative Matrix for Risk Classification of AML/CFT Issues 
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Information 

Identification of issues 

QCB’s approach to supervision and enforcement focuses on detecting breaches as early as possible and 
promptly taking the necessary actions to protect the Qatari financial system. 

QCB relies on various channels of the gathering information for detecting breaches which includes, but not 
limited to the following: 

a) Supervision carried out by QCB 
 
QCB has its own supervision capabilities (taken care by Supervision & Control of FIs Sector) which 
devotes substantial resources to perform its supervision work, to facilitate the detection of potential 
contravention and to preserve the integrity of evidence gathered as part of its examinations into 
suspected breaches. 
 

b) Risk-based supervision of FIs 
 

• QCB closely supervises its Financial Institutions (FIs) through regular examinations, offsite 
reviews and onsite visits. This applies to all regulated FIs. 
 

• As part of QCB’s risk-based supervisory approach, QCB evaluates the adequacy of a FI’s 
risk management in the context of the FI’s risks and business profiles. The level of 
supervisory attention given by QCB therefore varies amongst FIs, risk profile as per the risk-
based approach. 

 
• QCB aims to detect issues as early in the process as possible and to take action before the 

impact of such breaches becomes too big to handle. For example, where inspections reveal 
weaknesses in a FI’s controls and business practices, QCB will require the FI to implement 
measures to effectively address those weaknesses. Where issues are observed to commonly 
occur across several FIs, QCB may send out industry-wide circulars, call for meetings, or 
engage industry members collectively on these common issues in order to enhance overall 
standards in the industry. This helps to minimize the risk of breaches arising from 
weaknesses in the internal controls and business practices of FIs. 

 
• Where breaches or contraventions of the requirements of the Law or regulations are noticed 

by the respective Supervision and Control of FIs Sector and/or AML/CFT Department, after 
examination by the onsite/offsite Examination Team and when the Directors of the respective 
Department deem it fit for an enforcement action, the same is submitted to the Enforcement 
Section which shall examine the enforcement action within the requirements of legislation 
and regulations, the action will be recommended proportionate to the risks in contravening 
QCB’s objectives of regulation and supervision. 
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c) Contraventions reporting by FIs 
 

• Financial institutions are responsible for supervising the conduct of their staff and have a duty 
to ensure that their representatives conduct themselves in accordance with all applicable 
regulatory requirements. In the event of contravention by a representative, the FI is required 
to examine the facts and circumstances of such contravention, and inform QCB. 

• The receipt of such information allows QCB to assess the need for regulatory action against 
the individual involved, such as a prohibition order.  

 
d) Consumer feedback and public complaints 

 
• If credible and sufficiently detailed, feedback and complaints from the public can provide a 

complementary source of intelligence which may be leveraged to enhance enforcement 
detection capabilities. The public may provide feedback or submit its complaints to QCB in 
writing. Dedicated officers collate the feedback and complaints and work together with the 
Supervision & Control of FIs Department and the Enforcement Section within QCB to provide 
prompt responses. 

• QCB may take regulatory or enforcement actions where contravention of laws and 
regulations are uncovered against regulated entities.  
 

e) Cross-border collaboration between QCB and foreign regulators 
 

• QCB is a signatory to several Memoranda of Understanding (“MoU”), which facilitates cross-
border cooperation in supervision and enforcement, principally by establishing a channel for 
the sharing of information among the regulators (whether formally or informally by means of 
courtesy/reciprocity) which includes information about home and host locations, beneficial 
ownership, etc.   

Instructions 

Identification of Issues 

The respective Department/Section will: 

1. Receive information on any issues identified through various sources of information gathering at QCB’s 
disposal. 
1.1. Based on the assessment done by other departments of the QCB (such as supervision 

department) when Enforcement Section is required to take specific action, it is submitted to the 
Enforcement Section. 

QCB Enforcement Section will: 

2. Receive information on any penalties or other enforcement actions due to specific prescription in 
existing Laws, Regulations or Circulars and will record these as “Routine matters”. Refer to 
“Procedures for Record Keeping, Tracking and Monitoring” procedure. 

3. Once QCB Enforcement Section becomes aware of a potential issue of contravention of laws, rules 
and regulations, add the issue to the issue summary report maintained by the Enforcement Section. 
Refer to Appendix 1: Issue Summary Report. 

Assessment of Issues 

QCB Enforcement Section will: 
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4. Assess the issues identified against criteria below: 
4.1. These criteria shall be evaluated by the Prudential and/or AML/CFT Section and completely 

furnished to the Enforcement Section after their evaluation. The below checklist will be filled in 
based on the information gathered as well as the information on the track record of the licensee 
available with QCB. 

Item Criteria Response of the Assessor 
1. Whether the issue relates to a matter of 

strategic importance or significance to QCB? 
 

2. Nature of the issue, including whether it was 
deliberate, reckless, minor or routine;  

 

3. The seriousness of the issue, including whether 
it indicates problems of a widespread or 
systemic nature 

 

4. Effect of the issue, including whether it resulted 
in a benefit to the individual concerned and 
actual or potential loss or detriment to others 

 

5. The frequency and duration of the issue of 
contravention 

 

6. The disciplinary record and compliance history 
of the licensed FI or individual concerned, 
including whether the individual has previously 
been warned about similar contraventions 

 

7. The licensed FI or individual’s subsequent 
conduct after the contravention occurred, 
including whether they brought it to the QCB’s 
attention or sought to conceal the 
contravention, and any steps taken to address 
the causes and effects of the contravention 

 

8. Whether the licensed FI or individual has 
offered or is likely to offer any assistance to 
QCB or persons affected by the contravention? 

 

9. Whether any other authority (in Qatar or 
elsewhere) has sought the cooperation of QCB 
in relation to the contravention? 

 

10. Whether the contravention undermines or 
damages the efficiency, transparency, integrity, 
financial stability, or reputation of, or confidence 
in, the QCB or the financial system? 

 

 

Risk Classification of Issues 

The relevant Department/ Section will: 

5. Based on the above assessment as well as any other risk factors, classify issues as High Risk, 
Medium Risk or Low Risk as described in Appendix 3: Risk Classification of AML/CFT Issues. 
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Information 

Examination of Issues 

Based on the outcome of an assessment, the relevant Department/Section will determine if any 
Examination is required in the matter to decide appropriate enforcement response. There may be cases 
where no further Examination is required. QCB will prioritize examination of the matters in the order of the 
degree of risk associated with any matter.  

In order to perform an Examination of an issue, the relevant Department/Section has following channels: 

i. QCB Examination on FI 
a. On-site Examination  
b. Off-site Examination  

 
ii. Co-examination or appointment of third-party teams for Examination 

The relevant Department/Section will: 

i. Determine the appropriate Examination type and scope 
ii. Conduct the Examination 
iii. Prepare the Examination Report 
iv. Include a recommended enforcement action in the Examination Reports 

Based on the recommended enforcement action, along with the criteria and matrix, the relevant 
Department/Section shall suggest appropriate penal action. 

The Examination Report should have all the details as mentioned in Appendix 2: Checklist for Contents 
of Examination Report.  

As and when required, at any stage of the enforcement process, the Department/Section may liaise with 
the other departments/sections within QCB. Refer to “Interdepartmental Coordination” procedure. 

In case a breach is noticed pursuant to the examination by onsite/offsite, then the report should be 
appended to Enforcement Section in order not to propose a duplication of examination process. 
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Appendix 1: Issue Summary Report (To be completed by the relevant Department/Section) 

Name of Origin Department/Section: 

# FI or 
Licensed 

Entity/ 
Individu

al 

Issue 
Type 

Issue 
Description 

Source of 
Issue 

Identified 

Potential 
Violation of 

Laws,  
Rules or 

Regulations? 
(Y/N) 

Related  
QCB 

Department/ 
Section 

Issue 
Classifi-
cation 

Issue to be 
taken up for 
Examination

? (Y/N) 

         
         
         
         
         

 

Instructions to fill the above table are as follows: 

1. FI or Licensed Entity/Individual – Name of FI or Entity/Individual 
2. Issue type – Broad category of the issue type shall be mentioned (these may include AML/CFT, 

Prudential, Regulatory, Consumer Protection etc.) 
3. Issues description – Provide a description of the identified issue 
4. Source of issue– Provide details of the source of the identified issue such as external parties, 

other QCB department/division/section, etc.  
5. Related QCB department/section – If relevant, provide the name of the department/section which 

needs to be consulted in relation to the issue 
6. Issue classification – The issue shall be classified as follows based on the risks involved  

a. High Risk  
b. Medium Risk  
c. Low Risk  
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Appendix 2: Contents of Examination Report (To be completed by the relevant Department/Section) 

All the Examination Reports, whether prepared by the QCB team or third-party examination team, should 
be detailed and should contain the following at minimum: 

# Minimum Contents of the Report  
All types of examination: 
1 Scope of the Examination 
2 Procedures performed 
3 Facts relevant to the matters under Examination  
4 Contravention of the laws, rules or regulations including the details of law no., articles 

within the law, etc. 
5 Recommended enforcement action 
In case of examination carried out by QCB team: 
6 Details of team members who carried out the Examination 
In case of examination carried out by third party: 
7 Details of the third-party including contact details 
8 Confidentiality clause stating that the third-party will not share any information obtained 

during the Examination with any party other than QCB 
 

Note: When result of breach is known from prior examination, then the requirement and contents of the 
report for consideration by Enforcement Section to be included. 
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Appendix 3: Risk Classification of AML/CFT Issues 

For AML/CFT issues QCB team will examine the violations/contraventions, and assign a risk rating (i.e. 
High, Medium or Low) considering the following factors, among others: 

1. Assess the extent/seriousness of the violations/contraventions,  
2. Assess the possibility and extent of harm to Qatar’s Financial System due to such 

violations/contraventions,  
3. Assess the extent to which violations/contraventions were deliberate or reckless, 
4. Assess the nature (i.e. Systemically Important Institution, Corporate, Individual, etc.) of the person 

on whom the penalty is to be imposed. 

It should be noted that each case of violation or contravention may be unique and therefore judgement 
should be applied while doing a risk classification. 
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Department: Qatar Central Bank - Horizontal Supervision and Control Department 

Section: Enforcement Section 

Process Name: Decision Making and Execution of Enforcement Actions 

Process Description This process describes how the QCB Enforcement Section will take a 
decision regarding enforcement action.  

Process Boundaries  

Logical Start Initiate the assessment of the proposed enforcement action.  

Logical Finish Take the appropriate enforcement action. 

Process Objectives Ensure that the appropriate enforcement action is taken by the QCB 
Enforcement Section. 

Related Law / Policy  • QCB Law No. (13) of 2012 
• Law No. (20) of 2019 of Anti Money Laundering (AML) and Combating 

the Financing of Terrorism (CFT) 
• Relevant QCB Regulations, Instructions, Guidance and Circulars 

Related Forms or 
Documents 

• Enforcement Actions Register  
• Indicative Matrix for Penalties for AML/CFT Issues 
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Information 

Enforcement and Supervisory Actions Available with QCB and Hierarchy 

QCB can execute several enforcement and supervisory actions against a Licensee as per the provisions 
of Article Nos. (201) to (218) of the QCB Law No. (13) of 2012 and Article No. (44) of the Law No. (20) of 
2019 relating to Anti Money Laundering (AML) and Combating the Financing of Terrorism (CFT) and other 
relevant Laws and Regulations.  

The enforcement/supervisory actions available to QCB can be classified into following types and hierarchy 
based on the nature of the enforcement/supervisory action and its impact at achieving deterrence. 

Type of Enforcement/Supervisory Action Level of 
Enforcement 

Action 
a) Supervisory notices  
b) Increased supervision of the FI/ increased reporting 

from the FI 

Level 1  

c) Formal Warning notices 
d) Sending a warning letter with Risk Mitigation Plan or 

Corrective Action Plan (CAP) 

Level 2 

e) Directions   
a. Prohibition orders 
b. Order of removal of key persons or 

replacement 
f) Sanctions and Financial Penalties 

c. Financial penalties on the FI 
d. Financial penalties on the key person of the FI 

Level 3 

g) Suspension of licence 
h) Modification of licence including restrictions 

 

Level 4 

i) Revocation/Cancellation of license Level 5 
 

Further QCB’s enforcement actions may be either of: 

1. “routine matters” – based on specific stipulated penalties or sanctions already prescribed in 
prevalent rules, regulations and laws relating to specific contraventions (for example, in the cases 
of breaches of prudential ratios or limits that are disclosed to QCB, periodic penalties may be levied 
as prescribed in the regulations); or, 

2. “ad hoc enforcement actions” – based on detection or self-reporting of contraventions that are 
identified by QCB and a decision taken on executing an appropriate enforcement action on a case-
by-case basis 
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Instructions 

Routine matters 

QCB Enforcement Section will: 

• Receive the information on routine matters from either the relevant QCB Department/Section or from 
the relevant FI and add to the Enforcement Actions Register. Refer to “Procedures for Record 
Keeping, Tracking and Monitoring of Enforcement Actions” procedure. 

• Monitor the Enforcement Actions Register to ensure that the total financial penalties or sanctions 
imposed on a licensee or key person does not exceed the daily limits or other limits as prescribed the 
provisions of Article Nos. (201) to (218) of the QCB Law No. (13) of 2012 and Article No. (44) of the 
Law No. (20) of 2019 relating to Anti Money Laundering (AML) and Combating the Financing of 
Terrorism (CFT) and other relevant Laws and Regulations. 

Ad Hoc Enforcement Actions 

QCB Enforcement Section will: 

• Receive the Examination Report from the Examination team along with the recommended enforcement 
action. 

• Obtain approval and execute the enforcement action (depending on the nature and hierarchy of 
enforcement action recommended as outlined below). 

Level 1 enforcement actions 

QCB Enforcement Section will: 

• Coordinate with the appropriate Head of Department/Section at QCB to obtain approval and execute 
the enforcement action.  

• Inform the Head of Enforcement Section about the enforcement action being executed.  
• In most cases, the Enforcement Section will require specific actions or follow-up measures to be carried 

out by one or more relevant QCB Departments/Sections and should coordinate and monitor these 
actions until closure in coordination with the relevant department/section.  
Refer to “Interdepartmental Coordination” procedure 
Refer to “Procedures for Record Keeping, Tracking and Monitoring of Enforcement Actions” 
procedure 

Level 2 enforcement actions 

QCB Enforcement Section will: 

• Coordinate with the appropriate Departments/Sections at QCB to draft the Warning Letter. Refer to 
“Interdepartmental Coordination” procedure. 

• Obtain approval from Head of Enforcement Section in cooperation with Heads of relevant 
Departments/Sections at QCB. 

• Issue the Warning Letter and record the enforcement action along with any follow up measure for 
monitoring until close. Refer to “Procedures for Record Keeping, Tracking and Monitoring of 
Enforcement Actions” procedure. 

Level 3 enforcement actions 

For Directions, the QCB Enforcement Section will: 
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• Coordinate with the appropriate Departments/Sections at QCB to draft the Direction. Refer to 
“Interdepartmental Coordination” procedure. 

• Obtain approval from Head of Enforcement Section in cooperation with Heads of relevant 
Departments/Sections at QCB. 

• Issue the Direction and record the enforcement action along with any follow up measure for monitoring 
until close. Refer to “Procedures for Record Keeping, Tracking and Monitoring of Enforcement 
Actions” procedure. 

In cases of recommended enforcement action being a financial penalty or sanction and where a specific 
financial penalty or sanction has not been prescribed under the provisions of Article No. (201) to (218) of 
the QCB Law No. (13) of 2012 and Article No. (44) of the Law No. (20) of 2019 relating to Anti Money 
Laundering (AML) and Combating the Financing of Terrorism (CFT) and other relevant Laws and 
Regulations, QCB Enforcement Section will determine the financial penalty that would be appropriate based 
on the guidance on a case by case basis in cooperation with the relevant department. Specific indicative 
matrix for penalties has been designed for AML/CFT related issues. Refer to Appendix 2: Indicative 
Matrix for Penalties for AML/CFT Issues. 

In any case, irrespective of determination and adjustments carried out, the level of financial penalty imposed 
overall should not exceed the daily limits or other limits as prescribed in the provisions of Article No. (201) 
to (218) of the QCB Law No. (13) of 2012 and Article No. (44) of the Law No. (20) of 2019 relating to Anti 
Money Laundering (AML) and Combating the Financing of Terrorism (CFT) and other relevant Laws and 
Regulations.  

QCB Enforcement Section should use the Enforcement Action Register to track all financial penalties 
imposed on a licensee to ensure that the limits prescribed in the Laws are not breached due to addition on 
another financial penalty. Refer to “Procedures for Record Keeping, Tracking and Monitoring of 
Enforcement Actions” procedure. 

Calculation of Base Penalty 

The Relevant Department/Section will determine: 

• The number of violations; and 
• The nature and extent of the violations.  

And will set a Base Penalty in light of this information. 

Adjustment for Proportionality Principle and Seriousness of the Contravention  

• The amount calculated as the base penalty may be adjusted, having regard to the following factors: 
.1 Proportionality principle - QCB’s enforcement measures varies with various factors such as 

the severity of the contravention based on QCB’s assessment, history of contraventions by the 
licensee, etc. Hence, for a serious contravention or repeated contravention the starting point shall 
be higher than in the cases where the contravention is not serious. 

.2 Size of the FI - Indicator of the size of the FI will be considered in ascertaining the penalty. In 
case the licensee is an individual, average annual income earned by that individual shall be 
considered as an indicator of the size. 

.3 Sophistication and capabilities of the FI - Indicator of the sophistication and capabilities of the 
FI shall also be considered in ascertaining the penalty. 

.4 Other factors include the following: 
.4.1 The duration or frequency of the contravention;  
.4.2 Whether the breach was deliberate or reckless; 
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.4.3 Whether the breach forms part of a course or pattern of non-compliant behavior; 

.4.4 Whether the breach reveals serious or systemic weaknesses or potential weaknesses.  

The above factors should be taken into account while recommending directions (i.e. Prohibition orders, 
order of removal of key persons or replacement) also.  

• A special consideration will be given to the following factors that are related to engagement of the 
FI/individual with QCB such as: 
.1 The nature and extent of any omissions, inaccuracies or incomplete information in the 

reports/communication submitted by the FI/individual to the QCB.  
.2 Track record of failures to submit accurate and complete reports or to do so on time by the 

FI/individual.  
.3 Track record of failures in fully, promptly and adequately engaging with QCB in connection with 

the submission of communications and/or notifications. 
• The amount shall be adjusted based on the assessment of the above factors.  

Appendix 2 contains an Indicative Matrix of penalties based on the extent of violation. The factors listed 
above are all material considerations when assessing the extent of the violation. 

Information 

The Enforcement Section will convene a Committee chaired by the Director of Horizontal Supervision & 
Control Department, along with the Head of Enforcement Section.  

• Both officials shall be permanent Members of the Committee (if it is a Standing / Permanent 
Committee) or called in for Ad-Hoc decision-making process.  

• Other Members shall be the relevant Department/Section (both to be included to get a 
comprehensive view) and the Director of the Department & Head and Staff associated with the 
relevant licensee.  

The Committee shall be convened to decide on the: 

• Adjustment to the penalty to curb contraventions in the future; 
• Adjustment for extreme financial hardship; 
• Enforcement action; and 
• Enable decision making with all details on the table to comprehensively evaluate and reduce 

subjectivity of decision-making process. 

The Committee can look at aspects that may require further examination process e.g. in case of Bank ‘A’, 
when a breach is discussed in the Committee, Directors may have certain separate issues and therefore 
may coordinate for a thematic study to support enforcement action. 

Instructions 

The following adjustments to the penalties may be considered by the Committee as mentioned 
above. 

Adjustment to the Penalty to Curb Contraventions in the Future 

• Factors in considering whether any adjustment is required to the amount are as follows: 
.1 The penalty is too small to change the behavior of the FI/individual towards being more compliant 

in the future; 
.2 The risk rating of the penalty and the level of commitment of the FI; 
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.3 Where previous action by the QCB in respect of the same or a similar breach has failed to improve 
or sufficiently improve the compliance by FI/individual;  

.4 Where the Committee considers it likely that, in the absence of adjustment, FI/individual will 
commit the same or a similar contravention.  

Adjustment for Extreme Financial Hardship  

• In cases where FI/individual on whom the financial penalty is imposed submits a representation stating 
that the penalty will create extreme financial hardship for the FI/individual, the Committee may consider 
reducing the penalty amount if such adjustment will aid in achieving the supervisory objectives.  

• If the Committee considers making a downward adjustment in the financial penalty it should ensure 
that the representation made by the FI/individual that penalty will cause them extreme financial hardship 
is true. For ascertaining the reasonability of the claim made in the representation following factors will 
be considered: 
.1 Financial position of the FI/individual and how it will be affected by the penalty. 
.2 Current ability of the FI/individual to pay the penalty. 
.3 Level of future commitment of the FI not to repeat the violation. 

• Recommend amount of financial penalty (i.e. final amount after all adjustments and taking into 
consideration limits). 

For approval and execution of Level 3 enforcement actions, the QCB Enforcement Section will: 

• Submit to the Committee all the information necessary for making an informed decision, including the 
recommended amount of financial penalty or sanction, if applicable. Refer Appendix 1: List of 
Information to be Submitted to Committees/Decision Makers.  

• Obtain Committee’s decision on any enforcement action.  
.1 The decision will be based on sufficient evidence available with it and follow the enforcement 

principles outlined below: 
.1.1 Proportionality – The enforcement measures vary with various factors such as the 

severity of the contravention, history of contraventions by the licensee, etc.  
.1.2 Effect of violation – The Committee will assess the gravity of the harm caused by the 

contravention (including, but not limited to, effects having systemic importance on the 
financial sector) while deciding the enforcement action. 

.1.3 Decisive Action – The Committee would consider the need to act decisively to curtail, 
minimize and prevent recurring non-compliance issues or breaches. 

• After the decision of the Committee is arrived at either unanimously or by a majority view, submit a 
detailed recommendation of the Committee to the Assistant Executive Director/Executive Director of 
the Supervision & Control of FI Division and seek their approval for upward transmission to HE the 
Deputy Governor and HE the Governor or whom they authorize. Once the recommendation is approved 
by HE the Deputy Governor and HE the Governor or whom they authorize, execute the enforcement 
action. 
.1 In case of Directions, communicate the required actions to the FI or licensee. 
.2 In case of Financial Penalties or Sanctions, communicate the amount and date by which the 

amount should be settled by the FI or licensee. 
• Record the enforcement action along with any follow up measure for monitoring until close. Refer to 

“Procedures for Record Keeping, Tracking and Monitoring of Enforcement Actions.” 

Level 4 and Level 5 enforcement actions 

These extreme actions shall be decided by the Committee. 
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Application of Article 90 of QCB Law No. (13) of 2012 is considered as an extreme enforcement measure 
by QCB, only when QCB faces the gravest of breaches and contraventions or is left with no other 
reasonable enforcement measures in addressing the regulatory and supervisory requirements. Refer to 
“Revocation of Licence – Cancellation or Suspension” procedure of the Licensing section. 

The Enforcement Section will: 

• Obtain Committee’s decision on the extreme enforcement actions. 
• Arrange for a detailed Note to be submitted to the Assistant Executive Director/Executive Director of 

the Supervision & Control of FIs Division and seek their approval for upward transmission to HE the 
Deputy Governor and HE the Governor. HE the Governor will decide on the enforcement action.  

• Based on HE the Governor’s decision, inform the Head of the Licensing Section about the need for 
Modification, Cancellation, Suspension or Revocation of Licence. Refer to “Revocation of Licence – 
Cancellation or Suspension” procedure of the Licensing Section. 
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Appendix 1: List of Information to be Submitted to Committees/Decision Makers 

# Information to be Submitted  
1 Issue summary register – all relevant items pertaining to issue/FI or licensee 
2 Examination report  
3 Enforcement Action Register – all relevant items pertaining to issue/FI or licensee 
4 Any other information that may be relevant for the decision-making authority  
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Appendix 2: Indicative Matrix for Penalties for AML/CFT Issues 

The penalty ranges described in this Appendix are on an indicative basis only and the AML/CFT Department 
must examine each case on its own merit to determine if the penalty is appropriate.  

Severity of 
Violation First Violation Second Violation 

Repeat Violations 
(after two instances) 

Extreme Up to 30mn QAR 30mn QAR to 100mn QAR 50mn QAR to 100mn QAR 
Moderate Up to 5mn QAR 5mn QAR to 30mn QAR 10mn QAR to 50mn QAR 
Low Up to 1mn QAR Up to 5mn QAR Up to 10mn QAR 

 

 

  



  
  

19 
 

Department: Qatar Central Bank - Horizontal Supervision and Control Department 

Section: Enforcement Section 

Process Name: Procedures for Record Keeping, Tracking and Monitoring 

Process Description This process describes how the QCB Enforcement Section will keep a 
record of, track and monitor issues/contraventions. 

Process Boundaries  

Logical Start Once an enforcement action has been taken by QCB, the Enforcement 
Section should initiate recording such action. 

Logical Finish Enforcement actions are recorded, tracked and monitored accurately. 

Process Objectives Ensure that the enforcement actions are recorded, tracked and monitored 
accurately by the QCB Enforcement Section. 

Related Law / Policy  • QCB Law No. (13) of 2012 
• Law No. (20) of 2019 of Anti Money Laundering (AML) and Combating 

the Financing of Terrorism (CFT) 
• Relevant QCB Regulations, Instructions, Guidance and Circulars 

Related Forms or 
Documents 

Enforcement Action Register 
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Information 

Record keeping is a key building block of the future enforcement actions. It also acts as a source of historical 
information to the Enforcement Section on compliance behavior of the licensee, waivers granted in the past, 
etc. This also helps in keeping a track of open issues and enables the Enforcement Section to follow-up 
and monitor the violations in a timely manner. 

As and when required, at any stage of the enforcement process, QCB Enforcement Section may liaise with 
the other departments/sections within QCB. Refer to “Interdepartmental Coordination” procedure. 

Instructions 

Record keeping 

QCB Enforcement Section will: 

1. Receive information (details of the issue, recommendation and decision, if any) on enforcement actions 
executed as “routine matters” from originating Departments/Sections as well as all “ad hoc enforcement 
actions”. 

2. Update the Enforcement Action Register. Refer Appendix 1: Enforcement Action Register.  
2.1. The Enforcement Action Register shall be updated by the Enforcement Section on a weekly basis 

or as and when the issue happens / upon taking any enforcement action.  
2.2. The Enforcement Action Register shall be reviewed at least on a monthly basis by the Head of 

Enforcement Section. 

Tracking and monitoring  

The tracking and monitoring will be the responsibility of the concerned Department/Section. The relevant 
Department/Section will: 

3. Assign a designated person to keep a track of the open action items. 
4. Perform the following steps for items which become overdue: 

4.1. Inform the Head of Enforcement Section regarding the overdue status of the action item. 
4.1.1. If the contravention belonged to a risk rating “high” then Head of Enforcement Section shall 

inform the Director of Horizontal Supervision & Control Department, who shall take up the 
matter as deemed fit, either with the Executive Director or with other Department(s) / HE 
the Deputy Governor or HE the Governor as deemed necessary. 

4.2. Report the overdue status to the Heads of any relevant/concerned department/sections. 
4.3. Contact FI and ask the FI to either perform the action immediately or provide an explanation why 

the action cannot be performed and reasons for such delay in coordination with the relevant 
Department/Section. 

4.4. Send responses received from the FIs to appropriate Department/Section for their review.  
4.5. Update the Enforcement Action register to maintain a record of the communication with the FI 

and any further actions or decisions taken. 
5. Prepare a half-yearly report on the actions taken from January to June and June to December each 

year to be submitted to the Executive Director of Horizontal Supervision & Control Department.  
5.1. This report will include details on corrective actions taken by the FIs (Corrective Actions Reports 

will be prepared by relevant/concerned Department/Section submitted to Enforcement Section).  
5.2. The report shall also include the status of the issues during this period.  
5.3. The aggregate penalties will be submitted by the Enforcement Section. 
5.4. Report shall be prepared within a period of one month from the end of the half year. 



  
  

21 
 

 

Closure of an issue   

6. If QCB had requested certain actions from the FI in order to correct the contravention then Enforcement 
Section will track the status of such actions as agreed with the relevant Department/Section. 

7. Once the FI has corrected/performed the action as directed, the FI will communicate this to the relevant 
Department/Section before the deadline.  

8. In order to assess whether the action has been satisfactorily closed QCB Enforcement Section shall 
assess the following, in coordination with concerned/relevant department/section depending on the 
nature of the issue: 
8.1. In cases where the action does not involve any subjectivity such as removal of Director, payment 

of financial penalty, etc. verify such action has been taken in full by the FI. 
8.2. In cases where the action involves some level of judgement such as required improvements in 

systems/controls verify the following: 
8.2.1. Confirm effectiveness of new or enhanced controls through testing results; 
8.2.2. Summary of activities performed to achieve the decision-making authority’s desired 

action; 
8.2.3. Supporting documentation for such actions taken by the FI. 

8.3. In cases where the enforcement actions have not been satisfactorily met such as non-payment 
/partial payment of the penalty, non-removal of a director, etc. then these items shall be treated 
as overdue items and further action can be taken. 
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Appendix 1: Enforcement Action Register  

Please see attached excel sheet “Enforcement Action Register” 

Enforcement action 
register.xlsx   
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Department: Qatar Central Bank - Horizontal Supervision and Control Department 

Section: Enforcement Section 

Process Name: Procedures for Communication with FIs 

Process Description This process describes how the QCB Enforcement Section will 
communicate with FIs.  

Process Boundaries  

Logical Start QCB Enforcement Section should determine the need for communicating 
with the FIs and the content of such communication.  

Logical Finish QCB should have all the information gathered during the communication 
with an FI in order to make an informed decision.  

Process Objectives Objective of these procedures is to ensure complete and timely 
communication with the FI on enforcement related matters. 

Related Law / Policy  • QCB Law No. (13) of 2012 
• Law No. (20) of 2019 of Anti Money Laundering (AML) and Combating 

the Financing of Terrorism (CFT) 
• Relevant QCB Regulations, Instructions, Guidance and Circulars 

Related Forms or 
Documents 

Not applicable 
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Information 

This procedure documents details out how the QCB Enforcement Section will communicate with an FI 
including timing of initiation of communication, channels of communication, time period within which to 
respond, etc. QCB uses a comprehensive communication process which ensures that all the relevant 
information is gathered/distributed in a complete and timely manner. 

As and when required, at any stage of the enforcement process, QCB Enforcement Section may liaise with 
the other departments/sections within QCB. Refer to “Interdepartmental Coordination” procedure. 

Instructions 

Communication Initiated by QCB Enforcement Section  

QCB Enforcement Section will: 

1. Act as focal point for all the communications with FI related to the enforcement matters.  
1.1 All the communication from/to the FI should be done through the Enforcement Section for 

enforcement related matters. 
1.2 The Director imposing the penalty will issue the letter with copy to the Enforcement Section. 

Initiation (On QCB’s own account)  

2. Initiate communication with an FI in cases where QCB needs the following: 
2.1 Any information,  
2.2 Response to a notice/letter,  
2.3 To know the status of an action to be taken by the FI,  
2.4 Inform about QCB’s decisions, 
2.5 To respond to a representation made by the FI,  
2.6 Contact FI for any other matter deemed fit by the Head of Enforcement Section or various 

decision-making committees. 

Initiation from FI  

3. Assess if QCB Enforcement Section should engage in communication if it is initiated by an FI.  
3.1 Consult with the Director of the relevant department/section. Refer to “Interdepartmental 

Coordination” procedure. 

Communication 

4. Make sure that all the communication is clear and with concise language.  

Information 

An FI, after issuance of an enforcement action, has the right to send a grievance within 15 days of being 
informed of the enforcement action. 

Instructions 

5. Ensure that all the formal communications with FI which needs an approval from an authority such as 
issuance of notices, orders and similar types of communications are done only after the approval from 
such authority. 

6. Not take cognizance of any information provided by the FI or authorised person of the FI orally. 
However, if the information seems to be crucial then: 
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6.1 Make the record of such telephone conversation formal by sending out an email communication 
or asking for a confirmation of such information from the person who had provided the 
information.  

7. Receive responses from the FI or the person from whom the request was made.  
7.1 In cases where the response is a representation from an entity aggrieved by an order issued by 

QCB then Enforcement Section staff shall inform the Head of Enforcement Section immediately  
8. Respond to the FIs within the following timelines: 

8.1 In cases where FI makes a grievance against an enforcement action – QCB response shall be 
sent within a period of 30 days. 

8.2 In cases where a person has followed up with QCB for a second time and QCB had not 
responded at the first time, QCB response shall be sent within a period of 30 days. 

8.3 In cases other than mentioned above – QCB response shall be sent within a reasonable time 
period. 

9. Analyse the impact of all the communication with the FI in order to aid the enforcement/regulatory 
actions.  
9.1 Such analysis will be recorded in the communication register prepared by the Enforcement 

Section.  
9.2 If requested make this analysis available to the QCB teams involved in the enforcement process 

after consulting the Head of Enforcement Section. 

Coordination  

10. Coordinate with other departments within QCB to obtain communication records with the FI regarding 
the contraventions under scrutiny or assessment. Refer to “Interdepartmental Coordination” 
procedure. 

11. Relay the information gathered through communication with FI to the Examination teams (i.e. both off-
site and on-site). 

Record Keeping 

12. Keep a track record of the responses that needs to be sent out in cases where there is a statutory limit 
on time within which QCB needs to respond.  
12.1 Follow up with the Head of Enforcement Section for the responses to be sent to the FI.  

13. Keep a record of the communication irrespective of whether it was initiated by the QCB or the FI. Refer 
to Appendix 1: Communication Record Register.  

14. Keep the communication records readily available for reference by the Head of Enforcement Section 
or any of the decision-making authority.  
14.1 All the record shall be maintained in chronological order.  

Other Matters 

15. Escalate the urgency of the communication to the decision-making authority in cases where the 
remaining timeline for responding to a representation made by an FI is less than 5 days. 
15.1 Escalation shall be done via an internal memo or email. 
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Appendix 1: Communication Record Register 
 

Name of the 
Person and 

Identification 
Number 

Issue Communication 
Summary 

QCB Response 
Required? 

Date by which 
QCB should 

Respond 

     
     

 

Instructions to fill the above table: 

1. Name of the person and identification number – Fill in the details of licensee for whom the 
communication record is being maintained.  

2. Issue – Describe the issue for which the communication has been maintained. The issue should be 
cross referenced to the “issue summary register”. 

3. Communication summary – Provide a summary of the communication including the type of 
communication detailing the action point or conclusion of the communication. 

4. QCB response required? – Put a yes or no for each communication  
5. Date by which QCB should respond – If the answer to above is yes then fill in the latest date by 

which QCB needs to respond. 
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Department: Qatar Central Bank - Horizontal Supervision and Control Department 

Section: Enforcement Section 

Process Name: Procedures for Publicity 

Process Description This process describes how the QCB Enforcement Section will publish 
information regarding an enforcement action taken by it against any FIs.  

Process Boundaries  

Logical Start QCB should decide whether any publicity shall be done of any 
enforcement proceedings that has been or is being conducted by it. 

Logical Finish QCB should publish the information as required on a publicity channel as it 
deems fit. 

Process Objectives Ensure that the publicity of any enforcement action is being done to 
achieve the supervisory objectives. 

Related Law / Policy  • QCB Law No. (13) of 2012 
• Law No. (20) of 2019 of Anti Money Laundering (AML) and Combating 

the Financing of Terrorism (CFT) 
• Relevant QCB Regulations, Instructions, Guidance and Circulars 

Related Forms or 
Documents 

Not applicable 
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Information 

Publication of Enforcement Actions 

This procedure documents QCB Enforcement Section’s policy about updating the public registers of 
licensed FIs and individuals to record the outcomes of enforcement. Publicity about enforcement action 
improves the understanding of regulatory standards among FIs, deters other persons from engaging in 
similar contraventions, and demonstrates how QCB is using its disciplinary and enforcement powers to 
meet its regulatory objectives in an effective, proportionate and dissuasive manner. However, undue 
publicity of Examinations or enforcement actions may create moral hazard and reputation damage to the 
Financial Sector and/or Qatar economy. Therefore, QCB will apply judgement to decide on the nature and 
level of publicity of examinations or enforcement actions and pursue a course that it deems as meeting its 
supervisory objectives. 

QCB has the right to publish cases of enforcement in order to achieve supervisory objectives.  QCB may 
refrain from publication in limited circumstances as described below. In the case of enforcement actions 
against a financial institution that is a member of a financial group based outside Qatar QCB will in all cases 
inform the Home Regulator of the branches of foreign banks and other financial institutions regarding 
enforcement action taken against such institutions. QCB has the right to publish aggregate information on 
the enforcement measures applied on its regulated entities.  

As and when required, at any stage of the enforcement process, QCB Enforcement Section may liaise with 
the other departments/sections within QCB. Refer to “Interdepartmental Coordination” procedure. 

Instructions 

Publicity Option  

QCB Enforcement Section may publish information about Enforcement/regulatory actions taken by the 
QCB. 

QCB Enforcement Section can publish information regarding an enforcement matter either by: 

1. Explicitly mentioning the FI or licensed individual under consideration; or 
2. Publishing general information regarding an action without explicitly naming any FI or licensed 

individual. 

In all cases that QCB makes an action public, it will provide sufficient information regarding the violation to 
assist other supervised entities to learn from the action and use it to improve their own compliance. 

Publicity Regarding Pending Enforcement Actions and Investigations  

1. QCB’s general policy is not to publicise the fact that it is or is not examining or considering an 
enforcement action. 

2. However, in exceptional circumstances, QCB may depart from this general policy by making a public 
announcement about an enforcement action prior to finalization of the action. QCB considers that 
exceptional circumstances have arisen when such a public statement has become necessary to meet 
its regulatory objectives. Whether those circumstances have arisen in a particular case depends on 
the facts of the matter and these will be examined by the Head of Enforcement Section. A public 
announcement about a pending enforcement matter or investigation may be needed to:  

2.1. Assist in maintaining the integrity of and confidence in the QCB;   
2.2. Protect clients and customers, for example by alerting customers to the risk of conduct by a 

person overseas who is under examination by the QCB;   
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2.3. Prevent and restrain contravention which may cause damage to the reputation of the QCB, for 
example by alerting other FI to the conduct of an FI under examination to stop and deter other FI 
from engaging in similar conduct; or  

2.4. Assist the examination itself, for example by encouraging witnesses to come forward.  
2.5. Where the matter under assessment or investigation has become the subject of public concern, 

speculation or rumour. In this case, the QCB may make a public statement about the matter to 
dismiss that concern, or to contain speculation or rumour.    

3. Disclosure of an investigation is sometimes unavoidable. In such circumstances, the investigation is 
disclosed by the Enforcement Section only to the extent that it is necessary.   

4. In circumstances where the existence of a QCB investigation has entered the public domain, and:  
4.1. the Head of Enforcement Section subsequently concludes that no further action is warranted; or  
4.2. the action the Head of Enforcement Section proposes to take is materially different to that which 

previously entered the public domain;   
Enforcement Section may take reasonable steps to publicise that fact. 

Making Representations on Issues of Publicity  

1. Generally, QCB Enforcement Section will not consult the FI or the individual regarding whom the QCB 
is making a publication, except in case the Head of Enforcement Section decides otherwise.  
1.1. In case the Head of Enforcement Section decides to send a notice seeking why QCB should not 

publish the information, the FI should respond within a period of 15 days.  
1.2. If no response is received from the FI, then send it shall be assumed that the FI does not have 

any representation to be made with regard to the notice.   
2. In cases where Enforcement Section proposes to publish details of an enforcement matter and send a 

notice to the FI for making representation, if any, the Enforcement Section will consider any 
representations made to it by the subject of the notice and any person to whom the notice is copied.  

Information 

Mechanism for the Dissemination of Sanctions Related to Anti-Money Laundering and Terrorist 
Financing on the Bank's Website 

Following the application of sanctions and sanctions in accordance with the QCB Law No. (13) of 2012, 
and Law No. (20) of 2019 of Anti Money Laundering (AML) and Combating the Financing of Terrorism 
(CFT), and in accordance with the executive instructions issued by financial institutions, the following 
procedures are followed for the publication of sanctions related to anti-money laundering and terrorist 
financing on the Bank's website. 

Reasons for imposing a sanction according to any of the following reasons: 

1. Reasons related to violations of the rules and executive instructions issued by the Financial 
Institution; 

2. Reasons related to data and information violations related to the fight against Anti-Money 
Laundering and Terrorist Financing; 

3. Reasons related to the financial institution's non-compliance with corrective actions and the plan of 
action; 

4. Reasons related to the involvement or inaction of the financial institution in cases of Anti-Money 
Laundering and Terrorist Financing. 

Use of the information and information published: 

1. The purpose of the publication of sanctions is to comply with international requirements and 
standards and best practices in this regard. 
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Instructions 

The Financial Sanctions Enforcement Section will: 

Prepare a list of sanctions imposed on financial institutions, with the following data. Refer to Appendix 1: 
List of Sanctions on Anti Money Laundering and Terrorist Financing. 

1.1. The date of the signing of the sanction against the financial institution. 
1.2. The type of financial institution that has been sanctioned (bank, exchange company, finance 

company, investment company, insurance company). 
1.3. The reasons for imposing the penalty according to any of the following reasons: 
1.4. Reasons related to violations of the rules and executive instructions issued by the Financial 

Institution. 
1.5. Reasons related to data and information relating to the fight against money laundering and terrorist 

financing. 
1.6. Reasons related to the financial institution's non-compliance with corrective actions and the action 

plan. 
1.7. Reasons related to the involvement or inaction of the financial institution in cases of money 

laundering, terrorist financing or the financing of the proliferation of armaments. 
1.8. The nature of the penalty imposed on the financial institution (financial, administrative or both). 

2. Send a list of sanctions as indicated in Section 1 to the Director of the Department of Anti-Money 
Laundering and Terrorist Financing for review and to ensure that it does not violate the internal 
procedures of the Department and approve its publication. 

3. Send the sanctions list to the Executive Director to be submitted to senior management for approval. 
4. Communicating with the Department of International Cooperation and The Media to publish the list of 

sanctions under the heading of "The monitoring and supervision sector of financial institutions/anti-
money laundering and terrorist financing/sanctions". 

Decision for Publicity  

1. The QCB’s policy is to publish enforcement actions unless there are strong public policy reasons to 
refrain from doing so. When making a decision not to publish information related to an action, the 
decision makers shall consider whether such a course is consistent with QCB’s objectives for its 
enforcement program, including but not limited to: 
1.1. Consistency and transparency in QCB enforcement actions.  
1.2. Deterring persons who have committed contraventions from further or other contraventions, and 

others from committing similar contraventions.  
1.3. Protecting Qatar’s financial system. 

The approval of HE Governor or Deputy Governor must be obtained with regard to each 
publication decision . 

2. The Head of Enforcement Section, in coordination with any other concerned Department/Section, 
should prepare memorandum giving his recommendation regarding the publication of information 
related to a specific enforcement action and present it to the appropriate authorities. Refer to 
“Interdepartmental Coordination” procedure.  

3. The Head of Enforcement should recommend publication of the action unless there are strong public 
policy reasons to keep the matter confidential, as discussed above., A memorandum recommending 
publication xshould include: 
3.1. Publication note that shall go out to the public i.e. the text; 
3.2. Channels other than the standard channel, if any through which such publication will be made to 

the public; 



  
  

31 
 

3.3. Whether the publication will explicitly state the identity of the FIs or not; 
3.4. Timing of the publication i.e. by when the publication of the matters will be completed. 

4. In the case that the Head of Enforcement recommends against publication, the memorandum should 
present a strong and clearly evidenced case as to why the situation satisfies the requirements to not 
publish and include: 
4.1. A description of the case, including the nature of the violation and the penalty imposed; 
4.2. Detailed reasons for not publishing the action; 
4.3. Alternatives to publication of information that may achieve the supervisory objectives intended to 

be achieved through publication of information.  
5. Once the appropriate authorities have reviewed the memorandum, it shall be presented to HE Governor 

or Deputy Governor for approval. 

Execution of the Decision for Publishing Information  

Standard channel of publishing information  

QCB Enforcement Section will coordinate with IT Department and Department of International Cooperation 
and Information to: 

6. Publish any approved information about enforcement matters in all instances on the QCB website. 
Refer to Appendix 2: Format of Publishing Information on the QCB Website.  

7. Provide a link on the QCB website to the publication note that was approved for publishing. 
7.1. Generally, the standard channel will be used to publish information about the enforcement action 

unless decided otherwise by the Head of Enforcement Section. 
8. QCB Enforcement Section will maintain media releases about enforcement outcomes on QCB website 

regardless of how long ago they were published. Where a further public statement is required about 
the same matter, for example where the QCB has taken further disciplinary action against the same 
individual, the QCB generally publishes a further media release about the matter.Non-Standard channel 
of publishing information  

9. Enforcement Section may decide to publish the information in the following channels as well: 
9.1. Print media (newspaper, magazine, etc.) 
9.2. Electronic media (websites, news channel, etc.) 

10. In cases where the Enforcement Section decides to use channels other than the standard channels a 
justification needs to be documented by the Head of Enforcement Section.  

Decision if the Publicity shall be Continued  

11. In cases where QCB has published details of an enforcement action, the Enforcement Section may 
review whether the continued publication is appropriate or should be removed or amended. 
11.1. Enforcement Section will make this assessment on request from the FI or on its own accord. 

12. In determining whether continued publicity remains appropriate, following will be taken into account:  
12.1. whether it has continuing concerns in respect of the individual;  
12.2. whether it has continuing risks to its statutory objectives;  
12.3. the seriousness of the contravention;  
12.4. the nature of the action taken by it and the level of any sanction imposed on the individual;  
12.5. Legal identity of the individual (whether the juristic or natural);  
12.6. the extent to which the publication continues adequately to set out its position and/or expectations 

regarding behaviour in a particular area;  
12.7. public interest in the case; 
12.8. whether continued publication is necessary for the purposes of discouraging other FIs to do such 

contraventions and/or advancing its statutory objectives. 



  
  

32 
 

Communication with Home Regulators in Cases of Branches or Subsidiaries of Foreign Entities  

13. In cases where QCB has executed an enforcement action against a branch or subsidiary of a foreign 
entity and is required by a Memorandum of Understanding (MoU) with such entities’ Home Regulator, 
the Enforcement Section will disclose the information on enforcement matters to the Home Regulator 
as per requirements of the MoU.  
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Appendix 1: List of Sanctions on Anti Money Laundering and Terrorist Financing 

Microsoft Excel 
97-2003 Worksheet   
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Appendix 2: Format of Publishing Information on the QCB Website 
 
The publication information shall be submitted in the following format. Title would include a hyperlink 
to the publication note on enforcement proceedings and actions. 
 

Issue Date Person/Company Action type Title 
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Department: Qatar Central Bank - Horizontal Supervision and Control Department 

Section: Enforcement Section 

Process Name: Interdepartmental Coordination 

Process Description This process describes the actions required to be taken by QCB 
Enforcement Section in case coordination with other Department or 
Section is required at any stage of the enforcement process. 

Process Boundaries  

Logical Start Identify the concerned Department/Section to handle the request. 

Logical Finish Maintain a log for all interdepartmental coordination for ease of reference 

Process Objectives Ensure that QCB Enforcement Section, as and when required, coordinates 
with the other Department / Section within QCB  

Related Law / Policy Internal QCB Policies and Procedures 

Related Forms or 
Documents 

Not applicable 
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Information 

As and when required, at any stage of the enforcement process, QCB Enforcement Section may liaise with 
the other departments/sections within QCB. Refer to “Interdepartmental Coordination” procedure. 

Instructions 

As and when required, at any stage of the enforcement process, the QCB Enforcement Section will: 

1. Identify the concerned Department/Section to handle the request. 
2. Once identified, coordinate accordingly through email or set up a meeting, as necessary. 
3. Provide a background about what is required by Enforcement Section from the concerned 

Department/Section. 
3.1. If not yet known, request from the Department/Section to assign a person who will specifically be 

responsible to handle the request. 
3.2. Provide all the relevant documents to the assigned person. 
3.3. Agree on a timeline by which a response must be provided by the Department/Section to 

Enforcement Section. The timeline set will be on a case-by-case basis, depending on the nature 
and urgency of request and the availability of the resource. 

4. Cooperate with the assigned person, as when additional information or documents are required from 
Enforcement Section. 
4.1. Update the assigned person and/or Department/Section should there be any delays with obtaining 

the additional information or documents from the Applicant. 
5. Regularly follow up with the concerned person and obtain update/status of the request. 
6. In case no response is received after the agreed timeline, escalate to the appropriate Head of 

Department/Section or concerned authority in order to expedite the request. 
7. Maintain a log for all interdepartmental coordination for ease of reference. 
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