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INTRODUCTION

The Request for Information (RFI) approval workflow is the process of approving an
Information Release request from the requester for security and privacy reasons. The RFlI
approval workflow progresses through several status stages. These stages ensure the
request is legitimate, and authorized by the approver. The process includes review,
verification, and authentication of the request. The RFI approval workflow tracks the
progress of each request.

There are five scenarios associated with an RFI.
Scenario A — Requested Information is an Emergency

Scenario B — Requested Information is not Available

Scenario C — Requested Information is Available - PO or Subpoena is Required

Scenario D — Requested Information is Available -- PO Subpoena is not Required

Scenario E — Requested Information is Available — PO or Subpoena is required -- Police
Decline to Proceed.

ROLES

The following table outlines the roles that may be involved in an RFI at a Morguard owned
or operated property.

Requester A requester falls into one of four categories:

e Insurer — A representative from an insurance company
involved with the RFI.

e Law Enforcement — Typically a police officer.

¢ Legal Counsel — A representative of the legal profession
involved in the RFI.

e Personal — An individual making an RFI on their own
behalf.
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Initiating the Workflow

Security Supervisor | The individual designated as the security supervisor for the
Morguard owned or managed property that receives the RFI.
This individual may or may not directly facilitate the RFI. The
supervisor is responsible for assisting security staff,
requesters, or anyone from the Claims Department at
Morguard.

Security Personnel These are members of the security staff at the Morguard
owned or operated property that receives the RFI. If they are
approached, or contacted by a requester, they are
responsible for facilitating the RFI on behalf of the requester.
They are also responsible for completing the parts of the
workflow that involve the security department. If they are
unsure as to how to proceed, they must contact their security
supervisor for assistance.

INITIATING THE WORKFLOW

The workflow is initiated when a requester (Insurer, Law Enforcement, Legal Counsel,
or Personal) contacts the on-site security team to make a request for information (RFI).
The request is related to an incident that has occurred at the Morguard owned or
managed property. The requester may be on-site, or they may contact the security
department from a remote location.

If the requester is on-site, they go to the security office to make their request. A
member of the security team works with the requester to facilitate their RFIl. The
process can begin by the requester scanning the QR code at the property.
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Initiating the Workflow

If the requester is contacting the security office from a remote location, the security
team member facilitating the request can send the following link to the requester. In
these instances, the security facilitator must ask the requester for their email address.
This is necessary as the workflow process may include correspondence emailed to the

requester.
After scanning the QR code, or clicking the link, the Morguard RFI: Information
Request form opens.

Norcuard

All fields with an asterisk * need a valid entry before the form is submitted and
accepted. The next section, Accessing and Completing the RFI Form details the steps
required for the requester and facilitator to complete, and submit the form.
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Initiating the Workflow

Note: The form and screenshots displayed in this guide are captured from clicking the
link, but the same fields appear if the requester opens the form using the QR code from
their mobile device.

Accessing and Completing the RFI Form

Have the requester open and complete the form. Be prepared to assist the
requester with any questions they have when completing the form.

Note: As a facilitator, you can complete the form on behalf of the requester if they
cannot do so themselves.

Choose a language

N\orcuard

nglish

E

English

The Morguard RFI form is bilingual. The language is set to English by default. To

switch to French, click or tap the down caret ”for the Choose a language field,
and select French from the drop-down menu.

Note: Email communications are sent in French, based on the location of the
property. However, the form itself is bilingual.

Property Name

Property Name *
C ]

Town and Country / Town & Country Shopping Center - 135 Town and Country Road

Southland Mall Shopping Center - 5953 West Park Avenue

North Shore Square - 150 North Square Boulevard

Westland Shopping Center - 2518-2542, 2544-2554, 2500 Williams Boulevard
Airline Park / Airline Park Shopping Center - 6125, 6309-6425 Airline Highway
Azalea Gardens Shopping Center - 3615-3623 Jefferson Highway

Colonial Shopping Center - 7635 Jefferson Highway

Gonzales Shopping Center - 200 N. Airline Highway

Have the requester select the property associated with the RFI. Advise them to
either click the down caret, and scroll the list of properties, or start typing the name
of the property and select it when it appears on-screen for them.

Note: As you type the name of the property, the list of properties narrows to match
your entry. If you are unsure of the property name, try searching by entering the
address of the property.
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Initiating the Workflow

Information Requested by:

Ilnformation Requested by: I

K

Insurer

Law Enforcement
Legal Counsel

Personal

Have the requester click or tap the down caret and select the option that most
closely describes their role.

Security Staff Email Address

I Security Staff Email Address * I

The security staff or property management who will be facilitating the requesting.
| (Use a comma to separate multiple email addresses) |

Have the requester enter your email address or the email address of the security
team member facilitating the request on their behalf. You can also enter multiple
email addresses by comma separator

Note: Confirm receipt of the submitted request in your inbox after the requester has
completed and submitted the form. Part B of the form is emailed to the security
facilitator after the requester has submitted the form.

Type of Information Requested

| Type of Information Requested * |

Photos
Video
Statement

Other

Have the requester specify the information they are requesting (Photos, Video,
Statement, or Other). If they specify Other, have them provide an explanation in
the field that appears.
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Initiating the Workflow

Datetime of Requested Information

|Datetime of Requested Information | | Datetime of Requested Information |

Have the requester specify the Date and Time range for the requested information.

Information Details

I Information Details * I

| Detailed Explanation for Type of Information Requested |

Have the requester enter a detailed explanation in the field provided.

Final Fields for Completion of RFIl — Insurer and Legal Counsel

The final fields to complete the RFI vary depending on the role of the requester.
These fields appear for requesters that select Insurer or Legal Counsel.

I Institution Name * I

File Number *
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Initiating the Workflow

Make sure the requester enters their first and last name. The Institution Name field
relates to the company they work for.

When the requester has completed the form, have them review the form for
completeness, and accuracy, and then, have them click, or tap the Submit button.

Final Fields for Completion of RFl — Personal

If the requester is completing the RFI for themselves, they need to complete the
same fields except for the Institution Name field. Have them follow the same
instructions as above to Submit the RFI form.

Final Fields for Completion of RFI — Law Enforcement

The final fields to complete the RFI vary depending on the role of the requester.
These fields appear for requesters that selected Law Enforcement.

Police Service Information

First Name * | Middle Name |

| Institution Name * |

| Service Name * |

Occurrence Number *

Badge Number * |

Police Officer Email Address *

Police Officer Signature *

Signature

A
Type Your Signature here

of
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Initiating the Workflow

Institution Name — Have the requester enter the name of their law enforcement
agency. This may include Division number, Precinct number, or other unique name
used to identify their agency.

Badge Number — Have the requester enter their badge number.
Police Officer Email Address — Have the requester enter their email address.

Police Officer Signature — Depending on the device used by the requester, have
them sign, or type their name in the Signature field.

Submitting the Form

Request For Information: In compliance with the Personal Information Protection and Electronic Documents Act -
Revised: April 2024

Have the requester review the form for accuracy and completeness. When they are
ready to proceed, have them click, or tap the Submit button. The requester
receives a confirmation message that their form has been successfully submitted.

N\orcuard

RFI: Information Request

Thank you for submitting the form.

At the same time, an email is sent to the security member facilitating the request.
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Initiating the Workflow

I Request for Information - Review Required I

@

N\orcuard

ep

Request for Information: Part B Form to Complete

Hi,
Actieques! ot infoemation regarding an incident has bsen eceived for Mississauna Gily Genlie « 58 City Gentre: Orive. Please ieview Ihe requis! delais and eomplate I e lﬂlm s epeens e Toem

Inthe form, please select the OpticRisk intake number refated to the reguest from the dropoovwn menu. i an intake number does not exist for the incident, please create an Intake form in OpticRisk first, then refresh the form to see the new
intake: nurmber,

Faryour reference, here are inks 1 previausly submitted forms related 1o the request:

+ RFI: Information Requast

Qe you submit the form, the request will be sent to claims for review and approval. If you have any questions aboul this nofice, please contact us al clsimsEmosguard com.

Thank you,

Claims Administration
55 Cily Centre Drive, Suile B00

Wississauga, ON L5B 1M3

Note: If the security member does not receive an email, it may indicate that the
requester did not enter the email address of the security facilitator correctly.
Review the email address with the requester to ensure the email address is correct.

To review the submitted RFI, click or tap the Click here link beside «RFI
Information Request notation.

To complete Part B of the form, click, or tap the Click here link in the first
paragraph of the email. The RFI: Security Supervisor Information form opens.
Five unique RFI scenarios are described. Part B must be submitted and received
within 30 days of submitting the RFI Form.

Note: Until Part B is submitted, email reminders are sent after seven, ten, and 27
days.

After 7 days:

| Reminder: Information Request Pending - Action Needed I

€ Reply | % ReplyAll | —> Forward ‘G ‘

No Reply
@ To Vatsal Soni Fri 10/3/2025 12:00 AM

(@ 1 there are problems wih how this massoge is displayed, cickhere to viewit ina web browser,

Norcuard

I Reminder - Information Request: Part B Form to Complete

Hi,

This is a friendly reminder regarding the Request for Information received on 25/09/2025. Please review and submit Part B to Claims for their review and approval. Please note, all Requests for Information must be answered within 30 days

of receiving the request.
Request Number : RFI-447
Morguard Incident Number: N/A

Click here to open the form.

Thank you.
Claims Administration

55 City Centre Drive, Suite 800
5B 1M3

Mississal ON L!
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Initiating the Workflow

After 10 days

| Second Reminder: Information Request Pending - Action Needed

«
B (S [ & s [ o) (-]

To © Vatsal Soni

(@ If there are problems with how this message is displayed, click here to view it in a web browser.

Norcuard

- i quest: Part B Form to Complete

Hi,
This is a follow-up regarding the Request for Information received on 25/09/2025. As the 30-day response window is nearing, we ask that you submit Part B to Claims as soon as possible to avoid any delays.

Request Number : RFI-447
Morguard Incident Number: N/A
Click here to open the form.
Thank you.

Claims Administration

55 City Centre Drive, Suite 800

Mississauga, ON L5B 1M3
Www.morguard.com

After 27 days

I Final Reminder: Information Request Pending - Action Needed

K
No Reply [ € Reply ‘ € Reply All ‘ = Forward ]
To Vatsal Soni |

(@ I there are problems with how this message is displayed, click here to view it in a web browser.

Norcuard

Final Reminder - Infe tion R t: Part B Form to Complete

Hi,

This is your final reminder regarding the Request for Information received on 04/09/2025. The 30-day response window will conclude shortly. Please submit Part B to Claims as soon as possible to avoid further delays.
Request Number : RFI-447

Morguard Incident Number: N/A

Click here to open the form.

Thank you.

Claims Administration

55 City Centre Drive, Suite 800
Mississauga, ON L5B 1M3
Www.morguard.com
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Scenario A — Requested Information is an Emergency

SCENARIO A - REQUESTED INFORMATION IS AN
EMERGENCY

This scenario describes how to complete the form for an emergency scenario. As per
the form, and on-site policy, provide the information immediately, and complete the

form later.

Part B — RFI: Security Supervisor Information Form

N\orcuard

| Choose a language |

English

RFI: Security Supervisor Information

| Morguard Incident No. * |

Select the Incident number for the related incident in OpticRisk. If the Incident number is not available, please create an

incident in OpticRisk.

| Is the information available? *

Yes

| Is this request an emergency? *|

If this request is identified as an emergency as per the site's procedure, the
information must be provided immediately. This form may be filled out after the

event

Please provide details of the emergency *

Click on the SharePoint link - Upload Attachments and upload attachment by selecting the appropriate property folder.

Security Supervisor Information

Full Name * Middle Name Last Name *

Security Supervisor Signature *

Signature

A
Type Your Signature here
o
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Scenario A — Requested Information is an Emergency

Choose a language — The default language setting is English. Click or tap the caret
and select French to change the language. See the Choose a language section in this
guide for additional information about switching the language to French.

Morguard Incident No. — Click or tap the down caret, scroll the results window, and
select the incident number for the related incident in our Online Incident Report
system. If the incident number does not appear in the window, create an incident
number in system. After creating the incident number, open the window, and select the
incident number.

Note: Check the internal process documentation for creating an incident number in the
Online Incident Report system, or contact your security supervisor if you need
assistance.

Is the information available? — Determine if the requested information for the incident
(video, photos, statements) is available. Click or tap the down caret, and select the
correct answer (Yes or No). If the answer is yes, a new field appears asking if the
request is an emergency.

Is this request an emergency? — In all likelihood, the request was an emergency, and
the information is being entered after actions have been taken to address the
emergency. Explain the emergency in the provided explanation box.

Upload Attachments — Click the link to upload any attachments related to the incident.
The link opens the Claims Administration site to the Documents > General >
Footage folder. Locate and open the property you want to upload the attachment(s) to.
Then, click the Upload link, and upload the attachment(s).

.....

m Claims Administration =
; sroup | *Confidont

| G Footage |
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Scenario A — Requested Information is an Emergency

Security Supervisor Information

|Security Supervisor Information |

Full Name * Middle Name Last Name *

Security Supervisor Signature *

Signature
A

Type Your Signature here
of

Enter your name and then, digitally sign the form. Review the form for accuracy and
completeness and make any required updates. Click or tap the Submit button to
proceed.

As this was an emergency scenario, there is no validation, or approval process
required from the Claims team. You can release the information to the requester.
The Claims team completes the process later.
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Scenario B — Requested Information is not Available

SCENARIO B — REQUESTED INFORMATION IS
NOT AVAILABLE

This scenario describes how to complete the form when the information requested is
not available.

Note: Before proceeding to complete the form, ensure the request is not an
emergency. If it is an emergency, refer to Scenario A, and follow the instructions
provided.

Security Supervisor Completes Part B

N\orcuard

|Choosea language |

English

RFI: Security Supervisor Information

| Morguard Incident No. * |

Select the Incident number for the related incident in OpticRisk. If the Incident number is not available, please create an
incident in OpticRisk.

Is the information available? *

No

Security Supervisor Information

Full Name * Middle Name Last Name *

Security Supervisor Signature *

Signature

A
Type Your Signature here

of

Choose a language — The default language setting is English. Click or tap the caret
and select French to change the language. See the Choose a language section in this
guide for additional information about switching the language to French.
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Scenario B — Requested Information is not Available

Morguard Incident No. — Click or tap the down caret, scroll the results window, and
select the incident number for the related incident in the Online Incident Report
system. If the incident number does not appear in the window, create an incident
number in the system. After creating the incident number, open the window, and select
the incident number.

Note: Check the internal process documentation for creating an incident number in the
Online Incident Report system, or contact your security supervisor if you need
assistance.

Is the information available? — Determine if the requested information for the incident
(video, photos, statements) is available. Click or tap the down caret, and select the
correct answer (Yes or No). In this scenario, the answer is No.

Security Supervisor Information — Enter your name and then, digitally sign the form.
Review the form for accuracy and completeness and make any required updates. Click
or tap the Submit button to proceed. The form is sent to the Claims team.

In this scenario, since the information is not available, no further action is required from
you.

An email is sent to the requester informing them that no information is available, and
that the case is being closed.

| Information Request - No Information Available |

&« & - Vi 5| | e
No Reply D Reply D Reply All Forward [
To @ Vatsal Son

(3 if there are problems with how this message s displayed, dlick here to view it in a web browser.

N\orcuard

Information Request — No Information Available

Hi,

Thank you for your request submitted on 24/02/2025 for Mississauga City Centre - 55 City Centre Drive. We wish to advise you there is no information available to release, and this file will now be closed
Request Number : RFI-149

Morguard Incident Number: 395030

If you have any questions about this notice, please contact us at claims@morguard.com

Thank you,

Claims Administration

55 City Centre Drive, Suite 800
Mississauga, ON L5B 1M3
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Scenario C — Requested Information is Available — PO or Subpoena is Required

SCENARIO C — REQUESTED INFORMATION IS
AVAILABLE — PO OR SUBPOENA IS REQUIRED

Security Supervisor Completes Part B

This scenario describes how to complete the form when the information requested is
available, and a production order (PO), or subpoena is required.

Note: Production orders are used by law enforcement agencies in Canada and
subpoenas are used by law enforcement agencies in the United States. The examples
used in this guide based in Canada and thus, POs are used.

Note: Before proceeding to complete the form, ensure the request is not an
emergency. If it is an emergency, refer to Scenario A, and follow the instructions
provided.

N\arcuard

English

RFI: Security Supervisor Information

Morguard Incident No. *

Select the Incident number for the related incident in OpticRisk. If the Incident number is not available, please create an

incident in OpticRisk.

Is the information available? *

Yes

If this request is identified as an emergency as per the site's procedure, the
information must be provided immediately. This form may be filled out after the
event.

No

|C|ick on the SharePoint link - Upload Attachments and upload attachment by selecting the appropriate property folder.

|Security Supervisor Information |

Full Name * Middle Name Last Name *

|Security Supervisor Signature * |

Signature
A

Type Your Signature here

of
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Scenario C — Requested Information is Available — PO or Subpoena is Required

Choose a language — The default language setting is English. Click or tap the caret
and select French to change the language. See the Choose a language section in this
guide for additional information about switching the language to French.

Morguard Incident No. — Click or tap the down caret, scroll the results window, and
select the incident number for the related incident in the Online Incident Report
system. If the incident number does not appear in the window, create an incident
number in the system. After creating the incident number, open the window, and select
the incident number.

Note: Check the internal process documentation for creating an incident number in the
Online Incident Report system, or contact your security supervisor if you need
assistance.

Is the information available? — Determine if the requested information for the incident
(video, photos, statements) is available. Click or tap the down caret, and select the
correct answer (Yes or No). In this scenario, the answer is Yes.

Is this request an emergency? — As this scenario is not an emergency, click or tap
the down caret, and select No.

Upload Attachments — Click the link to upload any attachments related to the incident.
The link opens the Claims Administration site to the Documents > General >
Footage folder. Locate and open the property you want to upload the attachment(s) to.
Then, click the Upload link, and upload the attachment(s).

'

m Claims Administration =

| L Footage |

Security Supervisor Information — Enter your name and then, digitally sign the form.
Review the form for accuracy and completeness and make any required updates. Click
or tap the Submit button to proceed. The form is sent to the Claims team.
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Scenario C — Requested Information is Available — PO or Subpoena is Required

The Claims team review the request and determine whether a PO is required before
releasing the requested information. If required, they email the security individual
facilitating the RFI. The subject line of the email states, Request for Information -
Production Order is Required.

I Request for Information - Production Order is Required I

e

Norcuard

No Reply @ | 3 Reply | %3 Replynn > Forward | | il | |0
T fatsal Soni £ 3 1

4 PhA
‘e are problems with how this message is displayed, dick here

I Request for Information Requires Production Order I

Hi,

The request for information for Mississauga City Centre - 55 City Centre Drive requires a production order to proceed. If the requestor cannot provide a production order or wishes to withdraw the request,
please indicate this in the dropdown of the form.

For your reference, here are links 1o previously submilted forms related 1o the request

+ RFI: Information Request
« RFI: Security Supervisor Information
» RFI: Claims Review and Approval K E

If you have any questions about this notice, please contact us at
Thank you,

Claims Administration
55 City Centre Drive, Suite 800
Mississauga, ON L5B 1M3

The security facilitator is responsible for letting the requester know that they must
provide a PO to proceed with their RFI. If the requester agrees to proceed, they must
provide the security facilitator with the requested PO.

The security facilitator must then click the Click here link to open the form to attach the
PO. The RFI: Production Order Required screen opens.

N\orcuard

Choose a language

RFI: Production Order Required I

Morguard Incident No, Will thee Officer be procesding with this
informathon request? *

|1 Upload Production Order / Subpoena * I

lajpr drag it here

Will the Officer be proceeding with this information request? — Click or tap the
down caret and select Yes.
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Scenario C — Requested Information is Available — PO or Subpoena is Required

Note: If the officer decides not to proceed with the request, select No from the drop-
down menu. Click or tap the Submit button and consider the RFI to be canceled.

Upload Production Order / Subpoena — Click the Choose a file link and upload the
PO to the same property file you loaded the information to.

Click or tap the Submit button. The updated form with attached PO is sent to the
Claims team for review.

Releasing the Information

If the Claims team approve the request to release the requested information, the
security facilitator receives another email. The subject line for this email is titled,
Request for Information — Approved for Release.

| Request for Information - Approved to Release |

S Reply | 4 Reply Al | = Forward
No Reply © |  Reply | € Reply L
To © Vatsal Soni i 272042005 157PM

(DM ther ae probiems with how thi message i cislayed, Cicknere 1o view i a web browse.

N\orcuard

Request for Information Approved

Hi,

The request for information RFI-186 for Mississauga City Cenire - 55 City Centre Drive: has been approved. Please proceed with providing the requested information to the requestor. Gnce the information
Is released, please complete the form 1o confirm the release.

[0 open the form
For your reference, here are links to previously submitted forms related to the request

+ RFI: Information Request C/ick er
+ RFI: Security Supervisor Information
«+ RFI: Claims Review and Approval Clic
+ RFI: Production Order Required
Ifyou have any questions about this notice, please contact us at claims@morguard com
Thank you
Claims Administration

55 City Centre Drive, Suite 800
Mississa iga, ON L58 1M3

Click the Click here link to open the form. The RFI: Release Information screen
opens.

| RFI: Release Information I
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Scenario C — Requested Information is Available — PO or Subpoena is Required

Date of Release — Enter or select the date you are releasing the requested information
to the requester.

Security Supervisor Information — Enter your name and then, digitally sign the form.
Review the form for accuracy and completeness and make any required updates. Click
or tap the Submit button. The form is sent to the Claims team, and no further action is
required by you.

Note: Until the RFI: Release Information form is submitted, email reminders are sent
after seven, ten, and 27 days.

|Rcmlnder Information Request Approved - Please Release ‘

e

Norcuard

Reminder - Information Request Approved - Please Release

Hi,

This Is a friendty reminder that the informaion requesst #RF-330 for Mississauga Head Ofice - 55 City Centre Orive, Sulte 700 has been approved. Plea: ase the the requestor the final secion. This will confirm
the release and ensure the file is property clos

Request Number : RFI-330
Morguard Incident Number: 335656
10 cpen the farm
+ RFL: Information Request
+ RF1: Security Supervisor information
+ RFE: Claims Review and Approval

It you have any questions about this notice, please contact us at clalms@morguard com

Clalms Administration

55 City Centre Drive, Suite 800
Mississauga, ON L58 1M3

RFI Workflow User Guide — Operations Page 20 of 25 As of: October 2025



Scenario D —Requested Information is Available — PO or Subpoena is not Required

SCENARIO D -REQUESTED INFORMATION IS
AVAILABLE — PO OR SUBPOENA IS NOT
REQUIRED

Security Supervisor Completes Part B

This scenario describes how to complete the form when the information requested is
available, and a Production Order (PO), or Subpoena is not required.

Note: Production Orders are used by law enforcement agencies in Canada and
subpoenas are used by law enforcement agencies in the United States. The examples
used in this guide based in Canada and thus, POs are used.

Note: Before proceeding to complete the form, ensure the request is not an
emergency. If it is an emergency, refer to Scenario A, and follow the instructions
provided.

N\arcuard

English

RFI: Security Supervisor Information

Morguard Incident No. *

Select the Incident number for the related incident in OpticRisk. If the Incident number is not available, please create an
incident in OpticRisk.

Is the information available? * |

Yes

| Is this request an emergency? ‘|

If this request is identified as an emergency as per the site's procedure, the
information must be provided immediately. This form may be filled out after the
event.

No

|C||ck on the SharePoint link - Upload Attachments and upload attachment by selecting the appropriate property folder.

|Security Supervisor Information |

Full Name * Middle Name Last Name *

|Security Supervisor Signature * |

Signature

A
Type Your Signature here
2
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Scenario D —Requested Information is Available — PO or Subpoena is not Required

Choose a language — The default language setting is English. Click the caret and
select French to change the language. See the Choose a language section in this
guide for additional information about switching the language to French.

Morguard Incident No. — Click or tap the down caret, scroll the results window, and
select the incident number for the related incident in the Online Incident Report
system. If the incident number does not appear in the window, create an incident
number in the system. After creating the incident number, open the window, and select
the incident number.

Note: Check the internal process documentation for creating an incident number in
Online Incident Report system, or contact your security supervisor if you need
assistance.

Is the information available? — Determine if the requested information for the incident
(video, photos, statements) is available. Click or tap the down caret, and select the
correct answer (Yes or No). In this scenario, the answer is Yes.

Is this request an emergency? — As this scenario is not an emergency, click or tap
the down caret, and select No.

Upload Attachments — Click the link to upload any attachments related to the incident.
The link opens the Claims Administration site to the Documents > General >
Footage folder. Locate and open the property you want to upload the attachment(s) to.
Then, click the Upload link, and upload the attachment(s).

.....

m Claims Administration =

|

- | G 2 2 Footage |

Security Supervisor Information — Enter your name and then, digitally sign the form.
Review the form for accuracy and completeness and make any required updates. Click
or tap the Submit button to proceed. The form is sent to the Claims team.

The Claims team review the request and determine whether a PO is required before
releasing the requested information. If required, they email the security individual
facilitating the RFI. In this example, the Claims team determines a PO is not required to
release the requested information.
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Scenario D —Requested Information is Available — PO or Subpoena is not Required

Releasing the Information

If the Claims team approve the request to release the requested information, the
security facilitator receives another email. The subject line for this email is titled,
Request for Information — Approved for Release.

| Request for Information - Approved to Release |

€ Reply | € ReplyAll | = Forward |
No Reply (@ ke | Hyinenal | o3 o
To © Vatsal Soni 272

(D)1 there ate problems with o tis message i clisplayed, chck Hese £ v i 3 e brousr

Norcuard

Request for Information Approved

Hi,

The request for information RFI-186 for Mississauga City Cenire - 55 City Centre Drive has been approved. Please proceed with providing the requested information to the requestor. Once the information
is released, please complete the form to confirm the release

[ oopen the fom
For your reference, here are links to previously submitted forms related to the request

« RFI: Information Request CIick here

« RFI: Security Supervisor Information Click nere:

« RFI: Claims Review and Approval C
« RFI: Production Order Required Ciick nere

If you have any questions about this notice, please contact us at ClalmsE@MorgUATd com

Thank you,

Claims Administration

55 Gity Centre Drive, Suite 800
Mississauga, ON L5B 1M3

Click the Click here link to open the form. The RFI: Release Information screen
opens.

| RFI: Release Information I

Morguard Incident No

| Security Supervisor Information I

First Name * Middie Name Last Name *
A
lad
“
o
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Scenario D —Requested Information is Available — PO or Subpoena is not Required

Date of Release — Enter or select the date you are releasing the requested information
to the requester.

Security Supervisor Information — Enter your name and then, digitally sign the form.
Review the form for accuracy and completeness and make any required updates. Click
or tap the Submit button. The form is sent to the Claims team, and no further action is
required by you.

Note: Until the RFI: Release Information form is submitted, email reminders are sent
after seven, ten, and 27 days.

RFI Workflow User Guide — Operations Page 24 of 25 As of: October 2025



Scenario E — Requested Information is Available — PO or Subpoena is Required —
Police Decline to Proceed

SCENARIO E — REQUESTED INFORMATION IS
AVAILABLE — PO OR SUBPOENA IS REQUIRED —
POLICE DECLINE TO PROCEED

Refer to Scenario C. The steps to follow are the same as detailed in Scenario C. If the
law enforcement agency (police) declines to provide the requested PO (Canada) or
subpoena (United States), the RFl is canceled, and no further action is required at the
site level.
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