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Mr. C. B. Bhave
Managing Director,
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Senapati Bapat Marg
Mumbai 400025.

Dear Mr. Bhave,

128. T. V. Industrial Estate
Worli, Bombay 400 025

Telephone: 4946630, 4963599
Fax: (91 22) 4963555

Re: Development of Operating Procedure Manuals for National Securities
Depository Limited (NSDL)

At your request and as a part of our contract with the USAID, Ms. Susan Hertel,
Former Vice President with the Midwest Clearing Corporation! Midwest Securities
Trust Company of the US and a consultant to Price Waterhouse Capital Markets
(PWj, has completed the next part of our activity towards assisting the NSDL
organizational setup.

Purpose of Activity

The primary purpose of this trip was to continue management training at National
Securities Depository Limited (NSDL) through internal procedure documentation
as established under the work plan published in April, 1997 (agreed to by NSDL in
March, 1997).

Approach to Work

This assistance is the continuation of PW's assistance to the organizational
development ofNSDL that is based on the Organizational Structure Plan submitted
by Price Waterhouse to NSDL in July, 1996.

PW has been assisting NSDL in training their management team and staff in
various aspects of the securities depository environment. To provide a foundation
for such training, in January, 1997, Price Waterhouse performed a review ofthe
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development of each department to date. The recommendations made on the basis
of this review were published by Price Waterhouse under the title of Review of
Organizational Development for the National Securities Depository Limited,
March 1997.

A work plan was developed to systematically address each task over the next
several months. Price Waterhouse will continue to follow the work plan developed
for ongoing assistance to NSDL as published in April, 1997. The plan will be
updated periodically to report progress in this and other identified tasks to NSDL's
senior management A copy of the updated work plan can be found in Appendix E.

Continuing PW's assistance with the development of the organizational structure
for NSDL, PW is contributing to the creation of procedure manuals. This process is
continuing as called for under the Work Plan for NSDL through the actual
documentation of basic procedures to be developed into individual departmental
procedure manuals. The Operating procedures for the departments of Participant
Interface, Issuer Interface - Marketing, Issuer Interface - Operations, Business
Partner Inspection Departments, Clearing Corporation Interface, Corporate
Communications - Marketing and Corporate Planning and Risk Management have
already been presented to NSDL.

Procedure documentation for the next group of departments was addressed during
Ms. Hertel's last visit. These departments are Surveillance, Compliance and
Finance/ Accounts.

Creation of Operating Procedure Manuals

Under the guidance and direction ofPW Consultant Ms. Sue Hertel, the PW
consultant specializing in the depository environment who has been working with
NSDL over the last year, the technical writer for FIRE Project has conducted
detailed interviews with the NSDL staff and management and drafted procedures
for the following areas:

• Surveillance,
• Compliance
• Finance/ Accounts.

PW has developed an approach to documenting NSDL's operating procedures that
includes identifying functions within each department through meetings with the
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management team, interviewing staff members who actually perform the tasks,
drafting procedures based on these interviews, and reviewing drafts with the
department heads for additions, deletions, and changes.

The list of individuals involved in this process may be found in Appendix A. Final
drafts of procedures for the respective departments of Surveillance, Compliance
and Finance/Accounts may be found in Appendices B, C, and D respectively.
Actual manuals will be provided to these departments by mid-January in both hard
and soft copy form.

The Surveillance and Compliance departments of the depository are still in the
functional development stage. A few procedures have been implemented by
NSDL which were documented by Ms. Khanna. To supplement these, PW-FIRE
offered ideas on responsibilities that could be incorporated into Surveillance and
Compliance. Using the tasks recommended and agreed to by the respective
department heads for these areas, Ms. Hertel drafted procedures based on her
experience in the U.S. The drafts were then reviewed and finalized as described
above for all procedures in general.

Please note that the Compliance department's procedures have been
developed by Price Waterhouse at the request of NSDL's Compliance
department for suggestions based on experience at a US Depository and
regulator. Adoption of these procedures or an adaptation of the same is at the
discretion of the NSDL management.

Next Steps

Ms. Susan Hertel shall return to India in January 1998, to continue her assistance
towards development of procedure manuals for other identified departments.

The next departments to be addressed under this procedure documentation project
are in the areas ofInformation Technology. The function identification process has
been completed and the documentation phase will be taking place during
December, 1997. The final drafts will be delivered to management in January,
1998, with manuals to the departments shortly thereafter.

Once the fundamental procedures are in place, PW is prepared to continue to work
with NSDL's management team to refine/develop management reports,
performance standards, and basic work measurement methods.
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For the success of this project the participation and cooperation of your
management and staff is essential. We would like to thank you and your colleagues
at NSDL for the time, courtesy and cooperation extended to us during the course of
this project.

Please get in touch with us at the FIRE project for any clarifications you may
require.

Thanking you,

Yours sincerely,

w. Dennis Grubb
Principal Consultant
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I. EXECUTIVE SUMMARY

December 1997

Over the last several months, the Price Waterhouse-FIRE Project (PW-FIRE) consulting team
has been working with NSDL to create a formal procedure program within the depository. This
work has included training on developing such an internal program, formatting of procedures,
identifying tasks to be documented, as actually creating procedure manuals. This deliverable is
the third group ofdepartments to be addressed in the documentation phase. It also represents the
final group for the business operations areas of the depository.

As with the previous procedures deliverables, the technical writer from the PW-FIRE project,
Ms. Ferzana Khanna, documented the steps followed based on interviews with the appropriate
NSDL staff. Guidance continued to be provided by Ms. Sue Hertel, the PW consultant
specializing in the depository environment who has been working with NSDL over the last year.
The individual departments reviewed drafts of the procedures, and discussions were held with
department heads and/or staff members to incorporate any additions and/or changes into the fmal
drafts. The list of individuals involved in this process may be found in Appendix A. Final drafts
ofprocedures for the respective departments of Surveillance, Compliance and Finance/Accounts
may be found in Appendices B, C, and D respectively. Actual manuals will be provided to these
departments by mid-January in both hard and soft copy form.

The Surveillance and Compliance departments of the depository are still in the functional
development stage. A few procedures have been implemented by NSDL which were
documented by Ms. Khanna. To supplement these, PW-FlRE offered ideas on responsibilities
that could be incorporated into Surveillance and Compliance. V sing the tasks recommended and
agreed to by the respective department heads for these areas, Ms. Hertel drafted procedures based
on her experience in the V.S. The drafts were then reviewed and finalized as described above for
all procedures in general.

The next departments to be addressed under this procedure documentation project are the areas
of Infonnation Technology. The function identification process has been completed and the
documentation phase will be taking place during November and December, 1997. The fmal
drafts will be delivered to management in January, 1998, with manuals to the departments
shortly thereafter.

The complete procedure documentation project has been conducted under a work plan for PW­
FIRE and NSDL that was agreed to earlier this year. An updated version of this work plan may
be found in Appendix E.

Price Waterhouse LLP Page 1
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II. BACKGROUND
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Prior to this deliverable, Price Waterhouse has published two sets of business operating
procedures for NSDL as follows:

• August, 1997

~ Participant Interface
~ Issuer Interface - Marketing
~ Issuer Interface - Operations
~ Business Partner Inspections

• November, 1997

~ Clearing Corporation Interface
~ Corporate Communications - Marketing
~ Corporate Planning and Risk Management

The respective departments were subsequently provided with hard copy manuals as well as a soft
copy ofthe procedures. NSDL is to use the soft copies for their procedure maintenance program,
including periodic additions, deletions, changes, and an annual review ofall documented
procedures.

The next group ofdepartments that has now been addressed includes:

• Surveillance
• Compliance
• Finance/Accounts

PW has developed an approach to documenting NSDL's operating procedures that includes
identifying functions within each department through meetings with the management team,
interviewing staff members who actually perform the tasks, drafting procedures based on these
interviews, and reviewing drafts with the department heads for additions, deletions, and changes.

Under this process, NSDL requested that PW-FIRE provide some ideas on responsibilities that
might be built into the Surveillance and Compliance departments. Based on her experience
managing the Surveillance Department of a U.S. depository, Ms. Hertel offered suggestions that
might be adapted for NSDL. These were discussed with the respective department heads who
agreed with most of the ideas. The results may be found in the procedure packages for
Surveillance and Compliance that are included with this deliverable in Appendices B and C

Price Waterhouse LLP Page 2
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respectively.

Procedures for the Finance/Accounts Department may be found in Appendix D.

December 1997

Hard and soft copies of all of the above procedure manuals will be provided to the respective
departments after review of this deliverable.

Price Waterhouse LIP Page 3
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III. APPROACH TO PROCEDURE DOCUMENTATION

December 1997

As with the first two groups of procedures, the steps used for the currently delivered procedures
include:

• Function identification by Price Waterhouse with the respective heads of departments.

• Assignment of the appropriate staff members by the departments heads to work with the
PW technical writer, Ferzana Khanna, in outlining the procedures.

~ Staff members described process to Ms. Khanna.

Staff members provided samples ofdocuments, computer screens, forms, etc.
where needed for exhibits.

• Ms. Khanna documented the individual steps of each task.

• Drafts were reviewed by Ms. Hertel with Ms. Khanna for completeness and format.

• Additional information was obtained from NSDL as needed for incorporation into
updated drafts.

• The respective department heads and/or the appropriate staff members reviewed these
drafts for any further comments and/or changes.

• Ongoing guidance to all those involved continued to be provided by Ms. Hertel.

Final drafts included with this deliverable are for:

• Surveillance
• Compliance
• Finance/Accounts

These may be found in Appendices B, C, and D respectively.

Hard copies of the completed manuals will be delivered to NSDL in loose-leaf binders after
review of the drafts with this deliverable. Soft copies on floppy diskettes will also be given to
the respective NSDL department heads. Having the documentation in these two forms will
facilitate the ongoing maintenance of the procedures to be performed by NSDL.

Price Waterhouse LLP Page 4
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IV. OBSERVATIONS, COMMENTS, AND RECOMMENDATIONS ON
COMPLETED PROCEDURES

December 1997

As with the first group of procedures, the process of performing interviews, gathering exhibits,
and actually documenting the steps followed in completing functions was greatly facilitated by
the NSDL staff. In general, individuals thoroughly understand the tasks they are performing and
were able to clearly communicate what they are doing to the technical writer. Where the
procedures occasionally seemed slightly vague due to limited experience by the depository. Price
Waterhouse along with the NSDL staffwere able to supplement the information with what is
anticipated will be done. These instances were few.

Many of the comments given by department below again point to the need to automate certain
functions or steps within procedures. This process of continually automating manual functions is
normal and should be expected to continue as NSDL activities increase and change. NSDL has
recognized this, as determined previously, by establishing a procedure through which
management can request enhancements from the Information Technology department.

a. Surveillance

The Surveillance department at NSDL is still in the developmental stage. Functions
responsibilities are still being defined. Therefore, the head of Surveillance requested that PW
provide ideas on procedures that the depository might implement. Suggestions were provided
under the function identification phase by Ms. Hertel based on her experience managing the
Surveillance area of a U.S. depository. These were accepted in concept by the Surveillance
management, and procedures were then developed by Ms. Hertel. These procedures are
submitted with this deliverable and comprise the majority of the procedures for Surveillance. It
is now up to NSDL to decide on what and when the recommendations should be implemented.

In discussing surveillance responsibilities with the Surveillance staff, it was observed that they
could benefit from training related specifically to the Surveillance area. To a novice in this area,
it may appear that work being done is a duplication of tasks performed by other areas of the
depository. For example, the Surveillance staff raised questions on why they should perform
such functions as reviewing applications from potential business partners and why there is a need
for periodic written confirmations ofpositions held by business partners. The Surveillance staff
needs to understand their role in overseeing and double-checking processes to ensure that risk to
the depository, its participants, and the individual investors is minimized.

NSDL is in the process of developing an internal training program. PW has made
recommendations on this program for the general staff and specific training for certain other
areas. When the specific training for Surveillance is established, it should include not only the
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general soft skills, but also education in the Indian securities law/regulations as they relate to
depository responsibilities. This will provide the Surveillance staff with an understanding of
why they need to perform certain tasks. A course to develop auditing skills may also be
beneficial to teach the Surveillance how to perform oversight functions.

b. Compliance

Similar to Surveillance, responsibilities of the Compliance area ofNSDL are also being defined.
Therefore, suggestions from PW on what these responsibilities might include were requested by
the Compliance management. Under the function identification phase, the PW team (including
David Strandberg, a former U.S. SEC staff member) offered ideas. These were accepted in
concept by the head of Surveillance. Ms. Hertel then developed the procedures that are presented
with this report. These will be taken into consideration as NSDL continues to expand the
functions of Compliance.

Also similar to Surveillance, the internal training program being created at NSDL should include
specific courses related to compliance work. Such courses will give the Compliance staff an
understanding ofwhy they need to perform the functions assigned to this area. Agair: ~"sions

on depository law/regulations and auditing skills would be beneficial here.

c. Finance/Accounts

While this area is also still defining some responsibilities, it has more functional structure than
Surveillance or Compliance. It is the understanding of the PW team that this area is currently
considering how functions can be more fully automated. The following comments are offered on
the existing manual processes and may be helpful in the automation process.

1. Petty Cash

There is currently no ceiling on expenses paid through petty cash. While most payments are Rs.
2000 or less, they can be as high as Rs. 50,000. This means that physical cash on hand in the
office must be sufficient to cover such large disbursements. For control purposes, petty cash
payments should be limited to small amounts. It is recommended that the Rs. 2000 amount be
used as the limit. Other arrangements should be made for expenditures and/or advances in
excess of this amount.

The procedure for funding the petty cash "box" seems somewhat vague. This is probably due to
the types and amounts of expenditures being paid through petty cash. It seems that the
Finance/Accounts staff is trying to anticipate what will be paid through petty cash and then
funding it accordingly. This approach does not provide a good basis for controlling and
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reconciling the cash. A fixed amount to be held as petty cash should be set for this purpose.

A procedure to reconcile the petty cash on a daily basis also needs to be put into place. There is
a procedure to check that the same amount of cash on hand at the close of business is still in the
box at the opening of business, but this does not reconcile the payments made and cash on hand
back to the original amount held as petty cash. Even the procedure to check the amount and
denominations ofcash seems informal and not necessarily done on a regular basis.

This process defInitely needs review by the head of the department. Additional controls need to
be put into place to minimize the risks associated with keeping cash on hand.

2. Authorized Check Signers

It was determined through interviews that all department heads are authorized to sign checks
with no amount limitation. This policy was undoubtedly put into place to accommodate the
implementation of the depository. Again, for control purposes, the number of check signers
within an organization are usually held at a minimum. Amount limits may be controlled here
also or through the expenditure approval process.

A procedure to review and update authorized signatures has not yet been developed. This is
something that the depository has not had to be concerned with so far, but will be needed in the
future. Without such a periodic review, it is easy to overlook who is actually still authorized to
sign checks.

3. Depositing Checks and Cash

Checks and cash collected during the day are held overnight and deposited the next morning.
Checks are not made non-negotiable through an endorsement stamp, and there was no discussion
by the Finance/Accounts staff on reconciling what was held overnight on the following morning.
While checks are properly held in a locked cabinet, the risk of loss and theft still exists. Better
controls need to be implemented here.

One method of control would be to deposit as much as possible on the date of collection rather
than waiting until the next morning. This would minimize the risk to the depository. The
Finance/Accounts staff indicated that this is not done because a courier from the bank comes the
each morning and it is not the practice of the depository to deliver deposits to the bank. There is
a concern that the depository employee will lose the deposit on the way to the bank. However, it
was also learned that NSDL does send their own courier when it appears that the bank courier
will not arrive in time to ensure that the deposit makes the bank's cut-off time for the clearance
of checks.

Price Waterhouse LLP Page 7
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Meeting these cut-off times will become increasingly important as the receipts processed by the
depository become larger in amount. Ifbank balances are eventually used to offset bank fees and
provide investment opportunities, NSDL will want to maximize available funds by making
deposits earlier.

The above practice needs further review by the departmental management. As the payments to
the depository continue to increase, better controls will be needed. Perhaps, NSDL could arrange
for a bank courier to be available twice a day, or simply formalize the use ofdepository couriers
for this purpose.

4. Maintenance ofBank Books

This is definitely an area of duplication ofwork and a manually intensive process. All activities
at NSDL' s banks are first recorded in manual books maintained for each bank. The information
is then entered to NSDL's current accounting package (Tally System) one or two days later. The
Finance/Accounts staff advised that the reason for this duplication and input delay is to be certain
that entries do not change between the initial action and input to the automated system.

It is not clear why changing a manual entry should be easier than changing (adjusting) an entry
made to the automated system. The staff indicated that adjustments are available in the
automated system (later voided checks, for example). Certainly, any accounting package should
accommodate adjustments to previous entries.

This duplication of work needs to be reviewed by the departmental management and eliminated.

5. One Time Custody Fees

The Finance/Accounts staff expressed a concern about the control ofdepository fees as they
relate to those issuers who have paid the "one time" custody fee. Under NSDL policy, payment
of this fee exempts the issuers from future depository transaction fees. This is a fairly new
policy, so it is understandable that operational procedures may have not yet been completely
developed.

Currently, Finance/Accounts is not responsible for this process (other than depositing checks
received for the one time fee). Participant Interface processes the periodic billing to business
partners. It is expected, therefore, that Participant Interface is currently monitoring the accuracy
of fee exemptions as generated by NSDL's billing system.

Note: This policy was notyet in place when procedures were documentedfor the
Participant Interface area.
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Finance/Accounts should become the centralized control point for this aspect as well as all
billing-related processes. A procedure should be put into place to validate the fee waivers as
processed by NSDL's billing system. A method to monitor the amount of fees waived vs. the
one time custody fee should also be put into place to ensure this policy remains cost-effective.
Billing, in general, should be processed by this area. Participant Interface should only be
involved if there is a problem in collecting fees and/or a dispute of fees by the participant.
Participant Interface then would act as the liaison between Finance/Accounts and the participant.

6. General

Obviously, Finance/Accounts will be a focal point for any financial audit of the depository. All
processes should be reviewed by NSDL for efficiency and good controls/ check points that
ensure accuracy and minimize financial risk.

Price Waterhouse LLP Page 9
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v. FUNCTION IDENTIFICATION FOR FURTHER PROCEDURE
DOCUMENTATION

December 1997

The next group ofprocedures to be completed are for the Information Technology areas. The
functions to be documented were identified in October, 1997. The process of interviewing and
drafting the related procedures is currently underway.

All procedures for the depository processing areas of the business operations departments have
now been completed. The Information Technology procedures will be the last group to be
documented. Therefore, there was no need for further work in the area of function identification
at this time.

Note: PW-FlRE has made recommendations for procedures needed by the internal training
program being developed by NSDL's Human Resources Department. These are
documented under another scope ofwork by the PW-FlRE team entitled "National
Securities Depository Limited - Establishment ofTraining Program within the Human
Resources Department", November, 1997.
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VI. SUMMARY AND NEXT STEPS

December 1997

With this deliverable, procedures have now been documented for all of the depository processing
areas within the business operations ofNSDL. The last areas addressed are Surveillance,
Compliance, and Finance/Accounts. The final drafts of the procedures for these areas are
included with this deliverable. Hard and soft copies will be provided to the respective
departments after NSDL management has the opportunity to review the final drafts with this
report.

In conjunction with this project, NSDL requested assistance from Price Waterhouse in
developing ideas on responsibilities for Surveillance and Compliance. Ideas were provided by
Price Waterhouse and agreed to by the heads of these departments. Procedures were drafted
based on the U.S. experience of the consultant and included with this deliverable.

Observations and recommendations have been made for the Finance/Accounts area. Like many
areas of the depository, this department is still being defined. It will benefit from continual
review by the departmental management in the development of efficient procedures that provide
good controls over the fmancial processes ofNSDL.

As established at the beginning of this project, there was no attempt to change procedures as the
functions are currently being performed. The objective is to document the steps for further
review and/or concurrence on acceptability by NSDL management. However, observations,
comments and recommendations on current procedures have been made in this report.

The next group ofprocedures currently being worked on cover the various areas of Information
Technology. Functions to be addressed have been identified, interviews are now being
conducted, and initial drafts will be produced during December, 1997. Delivery of the fmal
drafts for this group ofprocedures is expected in January, 1998, with manuals to the departments
shortly thereafter.

Once again this process has moved forward smoothly. The NSDL management team and staff
have contributed significantly to the information gathering process. The skills in procedure
development and documentation that are being transferred by the Price Waterhouse consulting
team will support all areas under the continued growth of the depository.
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LIST OF PEOPLE INTERVIEWED

Reviews of Draft Procedures

Surveillance

Jayesh Sule, Assistant Vice President, Operations
Samar Banwat, Officer

Compliance

S. Gopalan, Assistant Vice President, Operations
S. Ganesh, Compliance Officer

Finance/Accounts

S. Gopalan, Assistant Vice President, Operations
Tejas Desai, Assistant Manager
Satyabrata Dash, Officer
Diana Menezes, Officer
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Financial Institutions Reform and Expansion (FIRE) Project
Operating Procedures Manual

National Securities Depository Limited
Surveillance Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

SUROOI
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

Monitoring the custody value ofa DP who is a broker

To monitor the custody value ofa DP who is a broker and ensure that
it does not exceed the eligible holding.

BACKGROUND: A new module in the DM System checks the custody value ofa DP
and compares it against his net worth. No DP should have a custody
value greater than 25 times his net worth.

Custody value depends on the closing prices therefore each day the
value fluctuates. The custody value is calculated daily by the module
and shown against the eligible holding. There is an alert built into the
system at 80% and an alert report is printed so that corrective action
can be initiated.

PROCEDURE:

Officer 1. Checks the Alert Report for Custody Position ofDP daily. This is
an exception report which is printed as part ofthe production report if
the broker exceeds 80% ofhis limit. (Exhibit I)

2. Informs the brokers who are listed in the report to exercise caution
to ensure Compliance with SEBI regulations.

3. Informs Management as appropriate.

4. Accesses screen FE06 - Participant Position Alert for history ofthe
previous days' position as needed. (Exhibit II)

NOTE: This is an enquiry screen which also displays the history of
participant positions. The screen displays the BPID, Date, Net Worth,
Holding, Custody Value, Limit and Percentage. .

5. Maintains file ofrelated documents for future reference.
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. Procedure Number: SUROOI
Title: Participant Position Alert Screen (FE06)

EXHIBIT II

FE061E FE06 BILLING 18.09.1997 16:57

INQUIRE QUERY ON Bl? DAILY ALERT l? 05AO X001

-----------------------------------------------------------------------------

DATE <= .

BP NAME LIKE.

BP ID DATE NETWORTH HOLDING

LIMIT

ALERT (yiN) • . -

CUSTODY VALUE

PERCENTAGE

IND

(yiN)



Financial Institutions Reform and Expansion (FIRE) Project
Operating Procedures Manual

National Securities Depository Limited
Surveillance Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

SUR002
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

Checking financial statements submitted by DPs

To receive financial statements from all DPs annually and check the
reports. This is a Legislative requirement. Any exceptions are
reported to Management.

BACKGROUND: Participants submit to NSDL their annual report and net worth
certificate once a year. This must be done within six months ofthe
close ofthe financial year.

PROCEDURE:

1. Receives annual report and net worth certificate from each
Participant.

2. Maintains this information on an Excel worksheet.

NOTE: A database ofDP information in Access is being developed
containing this information.

3. Follows up with Participants ifthe financial statements are not
received.

4. Scrutinises the report.

5. Reports any exceptions which might impact the DP's Operations to
the HOD.

6. Inputs Net Worth into DM System for broker DPs. Refer to
related procedure SUR003.

7. Maintains a copy ofall financial statements and related documents
for future reference.

Price Waterhouse LLPINov 97 Page 2



Financial Institutions Reform and Expansion (FIRE) Project
Operating Procedures Manual

National Securities Depository Limited
Surveillance Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

SUR003
Executive Director and Head ofDepartment

July 97

TITLE: Recording the Participant's Net Worth

PURPOSE: To enter the Participant's Net Worth into the DM system for the
putpose ofcalculating the Custody Value.

BACKGROUND: The DM System checks the custody value ofa broker DP and
compares it against his net worth. No broker DP should have a
custody value greater than 25 times his net worth.

Custody value depends on theciosing prices therefore each day the
value fluctuates. The custody value is calculated daily by the module
and shown against the eligible holding. There is an alert built into the
system at 80% and an alert report is printed so that corrective action
can be initiated. (Refer to procedure SUROO1)

PROCEDURE:

1. Receive from the Participant a Net Worth Certificate annually, as
specified in the Business Rules. Refer to related procedure SUR002.

2. Follow up with the Participants from whom this has not been
received.

3. Access screen BA01 - BP Primary Details (Exhibit I) and enter the
Net Worth in the appropriate field.

NOTE: For a new Participant, the net worth is entered in screen
BAO1 while activating the Participant.

NOTE: Ifthe Participant's Net Worth changes significantly during the
year he may submit the Net Worth Certificate on an ad hoc basis also.

4. Maintains copy ofall Net Worth Certificates for future reference.

Price Waterhouse LLPINov 97 Page 3



Procedure Nutnber: SUR003
Title: BP Prinlary Details (BAOl)

EXHIBIT I

BA011E BA01 BUSINESS PARTNER ADMINISTRATION 18.09.1997 17:04

INQUIRE PRIMARY DETAILS - 1 X OSAO X001

-----------------------------------------------------------------------------

BUSINESS PARTNER ..... .----- +

3HORT NAME ...

!'illDITIONAL NAME .

. . . . .-----------

. . . . .-----------

?LACE ..

:'ATEGORY

. . . . . . . . .-----------------

....... . - +

:OMPANY. . . . . .

:OMPANY LONG NAME.

JETWORTH (IN RS.)

fOLDING LIMIT.

ILERT% . . . .

+

., ..--------- CRORES )
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National Securities Depository Limited
Surveillance Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

SUR004
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Monitoring ongoing audit reports submitted by DPs

DPs submit internal audit reports ofDPM on a quarterly basis. This is
made available to the inspection team before their inspection.

1. Receives internal audit reports on DPM from the DP once every
quarter.

2. Follows up with Participants ifthese are not received.

3. Highlights any areas ofconcern.

4. Forwards the reports to the Inspection team.

5. Receives from the Inspection team their inspection report.

6. Maintains file ofrelated documents for future reference.

NOTE: Currendy this procedure is not being followed rigidly.

~
D
~
~~
I]
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National Securities Depository Limited
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Identification Code:
Approvals:

Implementation Date:
Revision Date:

SUR005
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

Review/Approve Participant Applications (Overview)

To review applications from potential NSDL participants for
acceptability to the depository.

NOTE: THIS PROCEDURE HAS BEEN DEVELOPED BY
PRICE WATERHOUSE AT THE REQUEST OFNSDL 's
SURVEILLANCE DEPARTMENT FOR SUGGESTIONS BASED
ON EXPERIENCE ATA U.S. DEPOSITORY. ADOPTION OF
THIS PROCEDURE OR ANADAPTATION OF THE SAME IS
AT THE DISCRETION OFNSDL MANAGEMENT.

BACKGROUND: The NSDL Participant Interface Department currently obtains all the
necessary documents and preliminary information from the applicant.
From this work, a package (or file) is created and distnouted within
the depository for final membership approval. The Swveill.ance
Department is included in this distnoution/approval process to ensure
that the applicant meets all ofthe depository requirements for
participation.

PROCEDURE:

Surveillance
Officer

1. Receives applicant package from Participant Interface Department,
including the following documents:

a. Annual report for the past three years
b. Net worth certificate ofChartered Accountant
c. Computation sheet ofnet worth
d. SEBIIRBI Registration Certification ofGroup Companies
e. Memorandum and Articles ofAssociation
f History ofapplicant as obtained from other stock exchanges
g. Other general information about how the participant proposes to
use the depository system.

2. Reviews package for completeness

a. All required forms included.
b. Forms completed accurately.
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Surveillance Department

Head of
Surveillance

3. Reviews information on applicant in detail for:

a. Type ofbusiness ofapplicant.
b. Anticipated volumes to be processed through the depository.
c. Type ofaccounts to be established (proprietary, customer, clearing,
etc.).
d. Background ofowners and management.
e. Financial history.
£ Operating practices.
g. Experience of staff
h. Technical sophistication.

4. Reviews historical file on potential participants as support for
comments and recommendations.

NOTE: This data is accumulated through routine monitoring of
publications. Refer to related procedure SUR007.

5. Contacts applicant for further information and/or clarifications as
needed.

6. Determines from Steps 3, 4 and 5 ifapplicant meets NSDL
participation requirements.

7. Makes recommendations based on appropriateness ofapplicant.

a. Approve/Reject
b. Comments on reasons for decision.

8. Signs offon application based on Step 7.

9. Forwards package to Head ofSurveillance for review.

10. Reviews applicant package as received from Surveillance Officer.

11. Makes final decision from Surveillance perspective on disposition
ofapplication.

a. Approve/Reject
b. Comments on reasons for decision.

12. Signs offon application based on Step 11.

13. Refers unusual rejected applications to Executive Director for
further review and disposition decisions.
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SUlVeillance
Officer

14. Notifies SUlVeillance Officer ofactions under Step 13.

15. Returns routine applications to SUlVeillance Officer.

16. Photocopies documents received in Step 15.

17. Returns completed package to Participant Interface Department
for further processing.

NOTE: Participant Interface will deliver the applicant package to the
appropriate committee for final approval/rejection.

18. Maintains records on all accepted and rejected applications for
future reference.
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Processing Quarterly Audit Confirmation Packages

Financial Institutions Reform and Expansion (FIRE) Project
Operating Procedures Manual

I
r

I
I

Identification Code:
Approvals:

Implementation Date:
Revision Date:

TITLE:

National Securities Depository Limited
Surveillance Department

SUR006
Executive Director and Head ofDepartment

July 97

PURPOSE:

PROCEDURE:

Swveillance
Officer

To ensure that all participants receive and respond to quarterly audit
confirmation requests.

NOTE: Audit confirmations are performed to obtain formal written
agreements from participants on positions held at the depository. All
differences reported by participants under this confirmation process
are researched and resolved by the Surveillance Department. Securing
the agreements and resolving any differences reduces risk to the
depository that may result from an unreported variance between the
participant's in-house records and those reflected in the depository
system.

NOTE: THIS PROCEDURE HAS BEEN DEVELOPED BY
PRICE WATERHOUSE AT THE REQUEST OFNSDL'S
SURVEILLANCE DEPARTMENT FOR SUGGBSTIONS BASED
ON EXPERIENCE ATA U.S. DEPOSITORY. ADOPTION OF
THIS PROCEDURE OR ANADAPTATION OF THE SAME IS
AT THE DISCRETION OFNSDL MANAGEMENT.

1. Ensures that sufficient supplies ofthe following are on hand at least
two weeks before audit date:

a. Mailing envelopes for confirmation packages to participants
b. Return. envelopes for responses from participants
c. Blank labels for address labels
d. Cover letters that include explanation ofaudit, instructions for the
participant, and accommodation for acknowledgment/agreement
signature ofparticipant. (ExIu'bit I)

NOTE: Cover letter is in a standard format for all audits. It explains
the reason for the audit, how the participant is to proceed to respond
to the audit, and sets the due date for responses (usually one month
from audit date).
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National Securities Depository Limited
Surveillance Department

e. Acknowledgment cards to be returned by participants upon receipt
of audit packages. (Exhibit II)

2. Arranges for production of:

a. Participant position reports as ofaudit date. (Exhibit IT)
b. Address labels (from participant database).

3. Arranges for Participant Interface Dept. to issue a circular to
participants informing them ofthe approaching audit. (Refer to related
procedure PID004 in the Participant Interface Dept. Operating
Procedures Manual.)

4. Receives items from Step 2 on the morning after the audit.

NOTE: Position reports are created after the close ofbusiness on audit
date after all positions have been updated through that date.

5. Prepares package for each participant and inserts into mailing
envelopes, including the following:

a. Position report(s)
b. Cover letter
c. Acknowledgment card.

NOTE: Acknowledgment card is to be returned by the receivers of
packages simply to acknowledge receipt. The card carries the date by
which it should be returned to NSDL's Swveillance Department.

6. Seals envelopes to ensure no materials are lost.

7. Verifies that there is an audit package envelope for each
participant.

8. Forwards completed envelopes to distribution area for delivery to
participants.

9. Receives acknowledgment cards as they are returned by
participants.

10. Records acknowledgment cards received against listing of
participant accounts on audit confirmation log. (Exht'bit IV)

II. Contacts participants who have not returned acknowledgment
cards by due date to determine reason for non-response.
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a. Requests that participants return acknowledgment cards where
audit packages have been received.
b. Prepares and mails replacement packages to those participants
where the initial package has not been received.

12. Follows up as necessary to actions taken in Step 11.

13. Receives responses to audit packages as they are returned by
participants.

a. Those with no exceptions reported.
b. Those with exceptions reported.

14. Records audit package responses received against listing of
participant accounts on audit confirmation log.

15. Researches and resolves exceptions as reported by participants in
Step 13.

16. Records resolution ofexceptions on audit confirmation log.

17. Periodically reviews log to ensure all open exceptions are being
addressed.

18. Contacts participants where packages have not been received by
one week before due date to remind them ofobligation to provide
response.

19. Follows up as necessary from Step 18 until all responses have
been received, recorded, and acted upon where needed.

NOTE: A system ofpenalties may be imposed on participants by
NSDL for non-responses.

20. Distnoutes periodic reports on status ofresponses to:

a. Appropriate management
b. Internal Audit.

21. Maintains records ofall responses, exceptions researched, and
actions taken.

Price Waterhouse LLPINov 97 Page 10



Procedure Number: SUR006
EXHIBIT I (a)

PROCESSING QUARTERLY AUDIT CONFIRMATION PACKAGES
COVER LETTER ON NSDL LETTERHEAD

Name ofParticipant
Address
Address
Address

Dear:

In conjunction with the quarterly confirmation ofpositions held at the depository, please
find the following documents enclosed:

*

*

*

Acknowledgment card - To be completed and returned immediately to
NSDL, Surveillance Department, acknowledging receipt ofthis package.

Position report(s) as ofthe close ofbusiness on audit date for your
account(s).

Return envelope for response to audit ofpositions.

Please confirm the positions reported for your account(s) by NSDL by signing and
returning this letter in the envelope provided. All letters must be returned by--­
-(one month after audit date). Late or non-responses to this audit by
participants may be subject to penalties as imposed by NSDL

Include with this letter the appropriate documentation on any discrepancies found. These
items will be researched and resolved through the Swveillance Department at NSDL.

Any questions concerning this matter may be directed to ------------------, Surveillance
Officer, at ---------------(phone number) or to your Participant Interface Officer.

Sincerely,

Jayesh Sule, Assistant Vice President
Swveillance Department



Procedure Number: SUR006
EXHIBIT I (b)

RESPONSE

The position information as reported by NSDL for -------(date) is correct.

Discrepancies were found in the position information from NSDL for -------(date).
Documentation is attached.

DATE:-------- (NAME OF PARTICIPANT)

BY: -----------
TITLE: ----------
TEL. NO. _



Procedure Number: SUR006
EXBIBITII

PROCESSING QUARTERLY AUDIT CONFIRMATION PACKAGES

ACKNOWLEDGMENT CARD

Print on 311 by 511 card or other appropriate size for mailing the following information:

TO: NSDL SURVEll.LANCE DEPARTMENT

FROM: (For participant name and identifier)

The audit confirmation package for the period ending ----------has been received by the
above participant. All related materials were included in the package.

Response to the audit is to be completed by ------------(date)

DATE:--------- NAME OF PARTICIPANT
BY:---------
TITLE:--------

I
!
\

TEL. NO. '--

***********************************************************************

PRlNT ON REVERSE SIDE OF CARD THE ADDRESS FOR THE NSDL
SURVEILLANCE DEPARTMENT.

I
1
(
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Daily Monitoring ofNews

To identifY potential financial problems for securities and/or
participants that may create risk within the Depository.

NOTE: THIS PROCEDURE HAS BEEN DEVELOPED BY
PRICE WATERHOUSE AT THE REQUEST OF NSDL'S
SURVEILLANCE DEPARTMENT FOR SUGGESTIONS BASED
ON EXPERIENCE ATA U.S. DEPOSITORY. ADOPTION OF
THIS PROCEDURE OR ANADAPTATION OF THE SAME IS
AT THE DISCRETION OF NSDL MANAGEMENT.

National Securities Depository Limited
Surveil/ance Department

July 97

SUR007
Executive Director and Head ofDepartment

Identification Code:
Approvals:

Implementation Date:
Revision Date:

PURPOSE:

TITLE:

I
I
I
I
I
I
,

PROCEDURE:

Surveillance
Investigator

1. Receives various financial and other publications daily.

2. Reviews publications for articles that may indicate financial
problems for participants and/or securities, including but not limited
to:

a. Financial indicators.
b. Internal operational problems.
c. Corporate actions.
d. Securities in which trading has been suspended or halted.
e. Action taken by SEDI.
£ Action taken by other exchanges or clearing corporationslhouses.

3. Checks the NSDL system for positions in problem securities where
proprietary positions may impact participant capital.

4. Reviews watch lists and participant files where participant may be
experiencing financial difficulties.

5. Con,tacts outside sources as appropriate to clarifY and confirm.
information.

a. SEDI
b. Participant
c. Issuer/Agent

Price Waterhouse LLPINov 97 Page 11



Financial Institutions Reform and Expansion (FIRE) Project
Operating Procedures Manual

d. Stock Exchanges
e. RBI

National Securities Depository Limited
Surveillance Department

6. Alerts Head of Smveillance to potential risk as determined in Step
2, providing background information found in Steps 3 through 5.

7. Performs follow-up monitoring as directed by Head of Smveillance.

8. Adds participant to Daily Watchlist as necessary. (Refer to related
procedure SUR008)

9. Maintains records ofrisk-related news articles in appropriate
participant and/or securities files for future reference.
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National Securities Depository Limited
Surveillance Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

SUR008
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Surveillance
Officer

Prepare Daily Watchlist

To identifY participants creating risk to the depository system and
communicate this information to staffand management on a ''need to
know" basis.

The Daily Watchlist and the information contained within this
document should be considered highly confidential. It should be
distributed only to alert management within the depository that may
interact with the participant. That management should then inform
Surveillance ofany further information or unusual activity found
during such interactions.

NOTE: THIS PROCEDURE HAS BEEN DEVELOPED BY
PRICE WATERHOUSE AT THE REQUEST OFNSDL'S
SURVEILLANCE DEPARTMENT FOR SUGGESTIONS BASED
ON EXPERIENCEATA U.S. DEPOSITORY. ADOPTION OF
THIS PROCEDURE OR ANADAPTATION OF THE SAME IS
AT THE DISCRETION OFNSDL MANAGEMENT.

1. Identifies participants to be listed on the Daily Watchlist (Exlnoit I)
from information obtained through one or more ofthe following:

a. Daily monitoring ofnewspapers. Refer to related procedure
SUR007.
b. Notification from regulator ofproblems at participant.
c. Notification from an exchange or clearing corporation/house.
d. Notification from internal department ofproblems at participant.
e. Review offinancial information received from participant. Refer to
related procedure SUR002.
f Interview ofparticipant.

2. Completes Daily Watchlist with:

a. Date Participant first listed.
b. Participant name
c. Participant identifier.
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d. Remarks

National Securities Depository Limited
Surveillance Department

3. Enters date ofwatchlist revision at top ofDaily Watchlist.

4. Forwards copies ofDaily Watchlist to:

a. Head of Surveillance Department
b. Head ofParticipant Interface Department
c. Head ofCompliance
d. MD
e. ED
£ Legal Department

5. Recommends appropriate actions to be taken against participants
on watchlist ifexposure to depository increases.

6. Maintains copies ofan watchlists for future reference.
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Procedure Number: SUR008
EXHIBIT I

DAILY WATCHLIST

DATE----

DISTRIBUTION: MD, ED'S, COMPLIANCE, RISK MANAGEMENT,
PARTICIPANT INTERFACE
(CONFIDENTIAL TO HEADS OF DEPARTMENTS)

Participant Name

Remarks

ABC Brokerage Co.

Participant Identifier

12345

Date Added to Watchlist

07/10/97

News article that brokerage company is in financial and"operational difficulty. Fonow-up
work being done by NSDL Surveillance Department to confirm data. No response as yet
received from management ofcompany..Company will remain on watchlist until it is
confirmed that brokerage:firm continues to meet participation requirements ofthe
depository.

First National Bank ofIndia 78900 28/08/97

RBI initiated investigation ofcustodial services ofbank. There are indications that
operations were not effective. No specific information yet available. Bank will remain on
watchlist until investigation is completed and action taken with participant as necessary.

Mumbai Trading Company 65431 01112/96

SEBI found evidence ofpoor trading practices (possibly some illegal activity).
Corrections in practices have been made by firm. However, SEBI is still monitoring their
trading activity closely. Participant will remain on watchlist until cleared by SEBI and
NSDL is confident that there is no negative impact on the depository and its participants.
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National Securities Depository Limited
Surveillance Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

SUR009
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Surveillance
Officer

Head of

Collection and Release of Supplemental Participant Funds

To minimize risk to NSDL and its participants that results from the
activity ofone or more participants.

Under NSDL Business Rules, deposits may be required where NSDL
management feels that certain activity in a participant's account(s)
represents increased risk to the depository and the other participants.
Usually, this type ofactivity is ofa temporary nature. Supplemental
participant fund deposits are, therefore, calculated and collected
differently than the standard NSDL participant deposit, and are used to
minimize the temporary risk.

NOTE: THIS PROCEDURE HAS BEEN DEVELOPED BY
PRICE WATERHOUSE AT THE REQUEST OFNSDL'S
SURVEILLANCE DEPARTMENT FOR SUGGESTIONS BASED
ON EXPERIENCE ATA U.S. DEPOSITORY. ADOPTION OF
THIS PROCEDURE OR ANADAPTATION OF THE SAME IS
AT THE DISCRETION OFNSDL MANAGEMENT.

I. Determines through routine monitoring ofparticipant activity that
unusual potential or real risk has been added to the depository system
by one or more participants.

2. Prepares recommendation to management on amount of
supplemental participant fund to be collected from participant based on
increased risk.

NOTE: Amount may be a portion ofor equal to the calculated
amount ofthe risk. NSDL management sets policies in this area.
These policies are then followed by the Swveillance Officer in making
recommendations.

3. Forwards recommendation on supplemental participant fund
requirement to Head of Swveillance.

4. Reviews recommendation on supplemental participant fund as
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National Securities Depository Limited
Surveillance Department

Surveillance

Surveillance
Officer

received from Surveillance Officer.

5. Approves supplemental requirement within span of authority.

6. Consults with others as necessary.

a. Senior Management
b. Compliance Department
c. Disciplinary Action Committee

7. Obtains necessary senior management approval(s) where additional
supplemental deposit requirement is outside of span ofauthority.

8. Notifies Surveillance Officer ofaction to be taken on
reconimendation:

a. Supplemental deposit not required and reason(s).
b. Supplemental deposit approved.

9. Monitors ongoing need for supplemental deposit.

10. Receives direction from Head of Surveillance on how to proceed
on recommendation for supplemental deposit requirement.

11. Adds participant to Daily Watchlist as necessary. Refer to related
procedure SUR008.

12. Notifies participant ofadditional deposit required where
supplemental amount approved by NSDL management.

13. Ensures collection ofmonies from participant within 24 hours of
decision on requirement.

14. Ensures documentation ofcollection ofmonies:

a. Within Surveillance records.
b. Within Finance records.

15. Re-calculates amount ofsupplemental deposit needed on a daily
basis.

16. Secures additional funds from participant where Step 15 results in
anmcrease.
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National Securities Depository Limited
Surveillance Department

17. Arranges for return. ofsupplemental deposit to participant when
risk diminishes. Refer to related procedure.

18. Ensures participant records are updated to reflect the return. of
funds

a. Surveillance records
b. Finance records

19. Retains within participant files recommendations on supplemental
participant fund and actions taken.
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National Securities Depository Limited
Surveillance Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

SUROIO
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Surveillance
Officer

Monitoring Participants Experiencing Financial Problems

To minimize potential risk to NSDL from participants experiencing
financial problems.

NOTE: Because this monitoring process may be the basis ofa
decision to cease to act for a participant, it is critical to keep
management informed ofthe status ofthe participant.

Refer to all related procedures on monitoring terminating participants
and participants with financial problems.

NOTE: THIS PROCEDURE HAS BEEN DEVELOPED BY
PRICE WATERHOUSE AT THE REQUEST OFNSDL 'S
SURVEILLANCE DEPARTMENT FOR SUGGESTIONS BASED
ON EXPERIENCEATA U.S. DEPOSITORY. ADOPTION OF
THIS PROCEDURE OR ANADAPTATION OF THE SAME IS
AT THE DISCRETION OFNSDL MANAGEMENT.

1. Receives information concerning a participant experiencing severe
financial difficulty through:

a. Daily monitoring ofnews publications and reports. Refer to related
procedure SUR007.
b. Notification from exchanges, clearing corporations, and other
depositories.
c. Notification from regulator.
d. Notification from other internal departments.
e. Direct contact with participant.
f Any other communication.

2. Completes an Emergency Firm Profile as needed. Refer to related
procedure SURO 12.

3. Adds participant to Daily Watchlist as necessary. Refer to related
procedure SUR008.
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National Securities Depository Limited
Surveillance Department

Head of
Surveillance

Legal Dept.

Surveillance
Officer

4. Notifies the appropriate parties ofparticipant financial problems:

a. MD
b. ED
c. Compliance Department
d. Head ofParticipant Interface Dept.

5. Directs further monitoring ofthe participant by SUlVeillance
Officer, including:

a. Daily participant activity.
b. Need to increase participant fund contnoution. Refer to related
procedure on supplemental participant fund deposits SUR009.

6. Makes recommendations to senior management regarding action to
be taken with participant.

7. Advises Swveillance and other operations on action that can/should
be taken with participant under NSDL rules.

8. Facilitates communication as necessary with regulator.

9. Continues monitoring ofparticipant as directed by Head of
Surveillance, Legal Department, and/or Senior Management.

10. Maintains records on

a. Monitoring ofparticipant
b. Supplemental participant fund required. Refer to related procedure
SUR009
c. Actions taken.
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National Securities Depository Limited
Surveillance Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

SUROII
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Head of
Surveillance

Monitoring Self-liquidating Participants Having Financial Problems

To minimize risk to NSDL and all depository participants when one
participant is experiencing financial problems and is liquidating its
accounts.

NOTE: This procedure specifically addresses participants having
financial problems. Many participants may close their accounts
without the monitoring described in this procedure.

Ifthe exposure related to the monitored participant is potentially
significant, NSDL may elect to cease to act for such participant.

Refer to all related procedures on terminating participants, participants
with financial problems, and ceasing to act for a participant.

NOTE: THIS PROCEDURE HAS BEEN DEVELOPED BY
PRICE WATERHOUSE AT THE REQUEST OFNSDL'S
SURVEILLANCE DEPARTMENT FOR SUGGESTIONS BASED
ON EXPERIENCE ATA U.S. DEPOSITORY. ADOPTION OF
THIS PROCEDURE OR ANADAPTATION OF THE SAME IS
AT THE DISCRETION OFNSDL MANAGEMENT.

I. Receives notification that a terminating participant is experiencing
financial difficulty from:

a. Surveillance Officer
b. Exchanges, clearing cOlporations, and depositories.
c. Regulator
d. Participant Interface
e. Inspections
f Participant
g. Other

2. Determines through consultation with senior management and
Compliance ifNSDL will continue to allow the orderly self-liquidation
ofdepository account(s) by the participant.
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National Securities Depository Limited
Surveillance Department

Surveillance
Officer

3. Directs the Swveillance Officer in the continued daily monitoring
ofthe participant.

4. Reviews/approves additional participant fund contributions and/or
refunds as recommended by the Swveil1ance Officer.

5. Recommends to Senior Management appropriate action, including
ceasing to act for the participant or termination ofNSDL services if
the following conditions exist:

a. NSDL exposure with the participant approaches an unacceptable
level

b. Supplemental Participant fund deposits or other collateral are
insufficient to protect NSDL and its participants in the case ofdefault
by the terminating participant.

6. Adds participant to Daily Watchlist as necessary. Refer to related
procedure SUR008.

7. Continues monitoring participant under the direction ofthe Head of
Swveillance, Legal Department, and/or NSDL Senior Management.

8. Interacts with Participant Interface as necessary to ensure complete
monitoring ofparticipant activity.

9. Continually updates Head ofSwveillance on:

a. Status ofliquidation ofdepository accounts related to participant.
b. Status offinancial position ofparticipant.
c. Continued need for supplemental participant fund contnoution.

10. Calculates and collects supplemental participant fund from
participant as needed. Refer to related procedure SUR009.

11. Arranges for de-activation ofparticipant's terminal when
appropriate.

12. Maintains complete records on all actions taken with the
participant's account(s).
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National Securities Depository Limited
Surveillance Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

SUR012
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Surveillance
Officer

Emergency Participant Profile

To provide a method ofinitially consolidating and distributing
information on a participant with severe financial and/or operational
problems.

NOTE: THIS PROCEDURE HAS BEEN DEVELOPED BY
PRICE WATERHOUSE AT THE REQUEST OFNSDL'S
SURVEILLANCE DEPARTMENT FOR SUGGESTIONS BASED
ON EXPERIENCE ATA U.S. DEPOSITORY. ADOPTION OF
THIS PROCEDURE OR ANADAPTATION OF THE SAME IS
AT THE DISCRETION OFNSDL MANAGEMENT.

1. Receives notification ofsevere financial and/or operational
problems at participant. Refer to related procedures.

2. Enters preliminary information to the Emergency Participant Profile
(Exhibit I) immediately, including:

a. Current Date
b. Participant Name
c. Problem identified
d. How identified (routine monitoring, contacted by someone, etc.)
e. Time ofidentification/notification

3. Accesses participant database for the following information
required by the profile:

a. Participant account identifier(s).
b. Participant terminal number.
c. Participant address.
d. Participant phone number(s).
e. Contacts at p.articipant (senior management).

4. Accesses depository system for information on securities positions
held in participant's account(s) as required by profile.
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5. Refers to Supplemental Participant Fund records for deposit
information as required by profile.

6. Enters all information gathered in steps 3 through 5 to Emergency
Participant Profile form.

7. Distributes Emergency Participant Profile to appropriate parties:

a. Head ofSUlVeillance
b. ED
c. MD
d. Compliance Department

8. Takes further actions as directed. Refer to related procedures on:

a. Participants with financial/operational problems.
b. NSDL's decision to cease to act for the participant.
c. Disciplinary Action Committee.

9. Adds participant to Daily Watchlist. Refer to related procedure
SUR008.

10. Maintains all records related to Emergency Participant Profile and
subsequent actions in participant file.

,.
I

i

I
1

j
i
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Procedure Number: SURO12
EXHIBIT I (a)

EMERGENCY PARTICIPANT PROFILE

FORM

DATE: _

PARTICIPANTNAME: _

PROBLEM IDENTlFIED:, _

NOTIFIED OF PROBLEM BY:, _

TIME CONTACTED:, _

PARTICIPANT IDENTIFIER(S):, _

PARTICIPANT ADDRESS: _

PARTICIPANT TELEPHONE NUMBER(S): _

CONTACTS AT PARTICIPANT:

NAME TITLE

i
ff
I

J



Procedure Number: SUR012
EXHIBIT I (b)

OTHER INFORMATION RECEIVED FROM/CONFIRMED BY CONTACTING
PARTICIPANT: _

NO. OF POSITIONS AT DEPOSITORY:__ VALUE:------

SUPPLEMENTAL PARTICIPANT FUND ON DEPOSIT:.__---'-- _

PENDING TRADE SETTLEMENTS AS REPORTED BY CLEARING HOUSE(S):

TERMINAL NUMBER:----- STATUS: _

Prepared By: Telephone No: _
Surveillance Officer

j
l-
I.



Financial Institutions Reform and Expansion (FIRE) Project
Operating Procedures Manual

National Securities Depository Limited
Surveillance Department

n Identification Code:
Approvals:

Implementation Date:
Revision Date:

SUR013
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Survei1lance
Officer

Termination ofParticipant Accounts

To ensure the smooth and timely (within 6 months) close out of
participant accounts.

NOTE: THIS PROCEDURE HAS BEEN DEVELOPED BY
PRICE WATERHOUSE AT THE REQUEST OFNSDL'S
SURVEILLANCE DEPARTMENT FOR SUGGESTIONS BASED
ON EXPERIENCEATA U.S. DEPOSITORY. ADOPTION OF
THIS PROCEDURE OR ANADAPTATION OF THE SAME IS
AT THE DISCRETION OFNSDL MANAGEMENT.

I. Receives notification ofparticipant terminating membership from:

a. Participant Interface
b. Participant

2. Ensures that Participant Interface is aware ofplanned termination if
notification received directly from participant.

3. Ensures receipt ofdocumentation ofplanned termination by
Participant Interface from participant.

NOTE: Participant Interface maintains the records ofthe termination.
Surveillance monitors the close-out ofthe account.

4. Reviews documentation received from participant for completeness
and to ensure that NSDL is protected when acting to close the
account(s).

a. Statement ofvoluntary termination by participant
b. Effective date oftermination
c. Last activity date

5. Notifies Participant Interface ifadditional documentation is needed.

,~
J

t

t
(
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6. Monitors activity in terminating participant's account(s) to:

a. Ensure timely removal ofsecurities positions.
b. Ensure risk to the depository is minimized.

7. Assists participant and internal departments as necessary in clearing
positions.

8. Prepares monthly listing ofparticipants in terminating status and
distributes the same to all heads ofdepository operating departments.

9. Monitors account ofactivity after last activity and effective
termination date.

10. Takes steps to reverse activity found under Step 9.

II. Maintains all records related to closing participant account(s) and
actions taken in participant file.
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National Securities Depository Limited
Surveillance Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

SUR014
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Head of
Surveillance

Ceasing to Act for a Participant

To minimize risk to NSDL when a participant has such severe financial
problems that the depository can no longer act on behalfofthat
participant.

NOTE: THIS PROCEDURE HAS BEEN DEVELOPED BY
PRICE WATERHOUSE AT THE REQUEST OFNSDL'S
SURVEILLANCE DEPARTMENT FOR SUGGESTIONS BASED
ON EXPERIENCE ATA U.S. DEPOSITORY. ADOPTION OF
THIS PROCEDURE OR ANADAPTATION OF THE SAME IS
AT THE DISCRETION OFNSDL MANAGEMENT.

1. Receives notification from senior management and/or the
Disciplinary Action Committee (DAC) ofa decision to cease to act

for a participant.

NOTE: All subsequent steps are taken immediately upon receiving
this notification.

2. Notifies all NSDL department heads and other management ofthe
decision to cease to act for a participant.

3. Instructs distribution area to hold all material going to the
participant until Surveillance reviews it.

4. Directs the continued monitoring ofthe close out ofthe
participanCs account.

a. Routine actions.
b. As instructed by senior management and/or the DAC.

5. Works with Legal Department in preparing notification ofaction
to:

a. SEBI
b. Exchanges, Clearing Corporations/Houses, etc.
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Surveil/ance Department

Surveillance
Officer

c. Press and other information services
d. Participants through circular.

6. Ensures all notifications are completed within the required time
frame.

NOTE: Typically, this is prior to the opening oftrading on the
effective date ofthe cease-to-act action.

7. Monitors activity in participant's account(s).

8. Adds participant to Daily Watchlist as necessary. Refer to related
procedure SUR008.

9. Reverses unacceptable entries as directed by management on and
after the effective date ofthe cease-to-act action.

NOTE: The NSDL system currently does not have a way to
automatically suspend transactions by participant.

10. Calculates and collects supplemental participant fund deposits as
directed by management. Refer to related procedure SUR009.

11. Continues to provide management with daily status reports on the
progress ofclosing out the account(s).

12. Ensures all billing ofcharges due to NSDL is collected prior to
the return ofsupplemental participant fund deposits.

13. Maintains complete records on all actions taken with the
participant's account(s).
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Identification Code:
Approvals:

Implementation Date:
Revision Date:

SUROl5
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Surveillance
Officer

Review ofBusiness Partner Inspections

To ensure participants continue to meet NSDL requirements.

The inspection report as generated by the Business Partner Inspections
area is one tool available to Surveillance for this purpose. Refer to all
other procedures as related to monitoring ofparticipants.

NOTE: THIS PROCEDURE HAS BEEN DEVELOPED BY
PRICE WATERHOUSE AT THE REQUEST OFNSDL 'S
SURVEILLANCE DEPARTMENT FOR SUGGESTIONS BASED
ON EXPERIENCE ATA u.s. DEPOSITORY. ADOPTION OF
THIS PROCEDURE OR ANADAPTATION OF THE SAME IS
AT THE DISCRETION OFNSDL MANAGEMENT.

I. Receives copy offinal inspection report from Inspection Officer.

a. For Issuers (Exhibit I)
b. For Participants (Exln"bit II)

2. Reviews content ofreport for:

a. Any abnormalities in Business Partner financial data and/or business
operations.
b. Correction ofproblems identified through previous inspections.

3. Incorporate findings as appropriate in:

a. Daily Watchlist (Refer to related procedure SUR008)
b. Emergency Participant Profile (Refer to related procedure SURO12)

4. Alerts Head of Surveillance immediately ofany critical findings
having immediate and/or major impact on depository. processing.

5. Maintains records ofinspections and resulting actions taken in
participant file.
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Proccdlllc Number: SUR015
Title: Theme Paper for Inspections for Share Registrars/Issuers

EXHIBIT I (a)

\.-\TI()~\\L SrClI<ITI:~::; DEPOSITORY LL\IITED
(up L\SI'ECTiO.\; DF:P.-\RT:\(E~T)

Suh: Repurt on visit to ----------

_____________. ( Shar~ Registrar; Issuer) was visited by the

undersigned urtieers on ---------

Submitted.

o ( ):

() ( ):

Vi> (\'R~) :

\1 (AS)



Procedure Number: SUR015
Title: Theme Paper for Inspections for Share Registrars/lssllcts

EXHIBIT I (b)

Preparator}' poillts f{JI' pisi! !o

Ofticers propos~d tt> \'isit :

3. Date of propos~d \'isit :

-to Date of last visit:

General information

1. Address where'records are kept:

(Sitare 'registrar/ Issuer)

... C0nraC( person:

I
I
I
I
I
I
I
I
I
I

3. Compliance ollicer :

5, Name of the p\?rsons trained at :'\SDL :

(I ient information

1. Number of di~f1[s :

...

-L TOlal no. I)f hC!1dki~1ry o\\"l1l;rs ~\ltm:h.,;cl to the SHR: Issuer:

1. Connecti\'ity rewrd .Juring the i~,st three 111.>f1ths : (if rhere ha\'~ been frequcnr
failures. a detailed di~cus<I\11 Si~\lllld h~ hc:J during the "isit and ;l report gi\'en under
the head "c.:onncl.:ti \; [. ,"

~fSTAVA~ABLECOPY



rtrocedure Number: SUR015
Title: ThclIle Paper for Inspections for Share Registrars/lssucls

EXHIBIT I (c)

(jeneral <.jUd"ies as nhsen \."c! Il'pm help desk register

3. :-\re thcfl.\ any "'pecillc cOll1plainl~ abuut deLIY in d~spatch t)f ~h~lr~ c~rtiticat~s tor

demat:

4. Check the file IlH" pendin:; correspondence:

.5. Col11p[aints

6. Whether Issuer pro\'ides cimei; inl"0!111.lli\l[1 to the D.eposirory about book dosure.
record dates. el~,

7. Whether the grievances of tht' Beneficial O\vners are resolved by the Issuer or its
Registrar 8: Transler Agent within a period of t\\;enty-one days. ti'ol11 the date of
receil~t \)fthe complaint clincerning NSDI. and/or its agents:

8. Number \If delllat l'el11Ul requests recei\"ed,

Time to Nll. nl" davs : DRr '\io. I [SIN name DP
. conlirmation

I

I I

MaximUI11 !
time I

I

\/linimum
ti me

,'\n~rage

lime

Obsenatiolls lullll'\ up (111 th..: iasl 'isit

\A

BEST AVAILABLE coPY



Procl~dUle Number: SUR015
Title: Theme Paper for Inspections for Share Registrars/Isslier s

EXHIBIT I (c!)

Re{1ort Oil pisi! 10

Operations In char~e :

No, of officers/ stafr

at 1VIumbai :

branch\\'ise :

Total folios handled:

ISINs handled outside Bomba\' SHR 10t:~ltion :

Arrangements tor each IS [N

Organisation chart

DE.llA TERfA!.IS.-l TION

,(Slture Re!!istrarlls.\'uer)

• Whether all c-:rtilicates i"ccei\\:d are duly ddaced \\'ith words "Submitted For
Dematerialisalion" dnd h~l\'; hulL's punched into them. If not so detacecl. has the DP
\\"ho has liJl'\\~lrded the cerL1lic~~tC's [,<"\:11 lwti'liecl and the same reponed to NSDL.

• \\'hether lempllrary ;lr linLi! receipt is givel1 by the Issuer or its R & T :\gent tl'lr each
DRF. If so. \\h~ll kiIH.; (ll' ,;-::tl 11:- ,;tal1l!~ is lI;'L'd '; l-fo\\" much time is taken tll give linal
n..·cL'i pl'.'

• On conlirmatilll1 \11' deIl1::kri:I!is~ltilln rel1l1t.'st. \\hut does the Issuer or its R & T
.\g\;.'11l ...1\) \\ itll !ilL' -:cniric:.Lt'S.
Scan and lkslr,)\

Dl:.'slroy
Ston:: at till.' cu.
Store at [he rq;'hlr~li'

I BEST AVAILABLE COpy



Proc~dure Number: SUR015 . trars/lssuels
Title: Thclllt.~ Paper for Inspections for Share RegIs ..... '

EXHIBIT I (e)
• [)()~S th~ lsslIl.'r or its I~ ..\: T .\~i.:JH proCl'SS th~ dell1aL~rialisati\111 requests \\"ithin 15

days li'olll tlle d:llt:' lli: l"eei.:iptl)l·lh~ l\:quesl. Ch~ck point should be Lilt: inward registcr
ll1ai11lall1cd by the Rl.'gist:·~:l"

Time LO No.ofdavs I DR!: No. no. of shares no. of certiticates DP
continuation I

:
,

! I
I Maximum I

.
I .time 1

I I ! II

I
\Iinimum I! tllne I

i
I I"I !

; An~ragl.' , 0ii\ NA NA
i

; time I

Time daps~d hdm.?\::11 n:cei\'ing Dl.'l11at relluest on the system und physical receipt of
paper

Time !lap 1\0. l)f davs I DRr \10. !lO. of certificates DP j\ll)t!e or" sending: i
i i

I

I

, ivlaximulll I , I

I tim\:: I I i
i ! I

i i I II \ I

\Iinimum i
i

lime
I

I
:\n:rag\.' I NA NA N.-\
time

!

I :.

• \Vhat is tht: 1l11..'lhod () J' CllSI.ody ~lIld safe kceping of DRFs '.J

• \Vhat is thl.' 1.'1l11lrol ,l\"er !):\ Rs ill isti Ileti\'(; number ranges I '?

1

• \Vhdher tht: lkillUI reqtLes:.- arc hl:ing takL':l In sharl: lrunskr l.:llllll1liltee Llr heing
done directly \\ itlwl!l l'ekrCnl.:l· ~\l the commiul:t:.'issuer'.) .
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I
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Proc('dure Number: SUR015
Title: Theme Paper for Inspections for Share Registrars/lsSllCtS

EXHIBIT I (f)

• Obs~rYations llll thL: scrlll:IlY 1I1" th~ certitiqtes:
• \\hat additidllal ;.:Ih:cks,' rn:c:lt1liOIlS ar~ hc.:ing wk.:n'?

• \\ IH:thcr ;] ;'cgiSll..'r is dpe:1t'd lor the conrrlllll!' distincti\e numbers
..kmmcrial is,..d'.)

• Whether :my ckmm reqlle~t \Vas rc,it.:cted. I I" yes. Jetails of rejection:

DRF no.: 110. llf shares' DP! Client: Reason lor rejection

• Verification of Demat request Clnd Rdease of credit ~ same person or different'?

Procedure when 0111\' electronic cOIlI1c.:t:tivit\' is :.!j,·en (enclose tormats lIsed - \vithin same. . ,. ,

ci ty/ outside ) :

RECOl\'CILIA T!OS

• Wht:ther the Issuer rccollciks the records in respect of balances dfdigible securities

• What records an.: kept i11 case (),' mismatch ,md action taken thereatter '?

• Whether there is a check with ROi\1 for \SDL balanct::.

RECORDS :1;l-H.\T4ISED !J}' THE REGISTRAR ..loYD TRANSFER AGENT
I

• How are the ttllltHVing ret:ords Ilwintain~d :

DRF recci\ ..d !'ru!11 llh: DP:

O~icction 1ll-:11111 and certilkate details nfthe rejected securities against the DRN:

proorofdL'!;\'t:I"\' '01' :,i,are o.:LTtil:l'at,.;~ \\'hit:h han: been SCllt to the dit:lll after
n,:malt:ri al i:-. ~ll i(lll:

6 '
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Procedul'e Number: SUROI5
Title: Theme Paper for Inspections for Share Registrars/lsslIer s

EXHIBIT I (g)

HARDH:-tRE

Period tor \\-hich "y"k'll1 is kl.'11 t po\\c:red on '?
Wh~th~r rour~r is po\\~rcd ()!f ;It night '?
Prohlems cnwllnt~r~d in achic\'ing !00 U/n connectivity if any

• \Vhcth~r any other \\'Orkst<tlion, -:ol11puter system or hardware has been connec;ted to
the l.'ser llard\\ art' SySkl1l,

• Physical locutillll or the h~lrdware and whether acc~ss restricted or not '?

• :VkaslIn:.'s taken to prevent break ins. hacking etc,

• \Vhelh~r ,lisk sr'a<.:~, is [lc!l:quatc Illr the no, or folios (sho\\' calculations) :

SOFTW-tRE

• How many P~(l11k h~l':e System,\dm in access.
• Whether nlriabk al.:c::;,ss !'ights ~i\'t::n nr nOI i?
• What is th~ \'cr~ion of ,\pplicallnl1 soft\\'ar~ '? Has the btest versi<?n been updated?
• Whm is the \\'ind()\I-s NT \'_'rsinn ?

BACKUPS

:\rc then: any prohkms ;1\ '.ak~r'g backups:
Whether baL"k-LLpS <11\.' h:ing [j·:I.'n up regularly:
Who ensures had.:-\Ip is lab~!l :

Who does thc bad.:up:

What typ~ llr l111ll1b-:ril1~ :;chcJ11o': is :l)I!()\\'ed:
\\'hen: ar~ thl.: Illel hackl:n l<m,:~ ken~:

Whl.:l1 dn [h~y dll Ihl.' b~lC! up:

\Vhen.: do [h~y Sllll\: 1'1':111('[<: h~lckLlp:

Availability llt" l'PS aile c:apn\::tY :

, ,. f rnrv
BEST AVAihv.al, .
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Procl~dlll c Number: SUR015
ritle: Thcl1lt~ Paper for Inspections for Share Registrars/lsslIl'l S

EXHIBIT I (h) .

SUPERVISORY PERSON:V/:"L

\Vh~[h~r tilL' Issuer is ll1,linl8ill:llglll il1lcrnal !..:cord of the IJames dr' all persons who arc
designated ~IS SUI1L'IYisory pl.Tsonllel and J:i[;:S for \\hich such designation is or was
d h:c l i \'I.:.

• Whether NSDI. trained pcrsons are there and whether they are working exclusively
on the depository system or ha\'e been assigned other dmies as \\'clI?

• What are the \\(lrking hours prescribed for their staff? What is statTing arrangement
now in place -- shi ft. etc.

• Whether COl11pl iance OHiLcr <Ind Il1\cstor Relations Officer ha\'c been nominated?

• Who is the System. \dministraror

• If they have Windows 1\'1' 8.: S<)L SERVER trained staff?

SYSTEJlf lIlltl,ICCES,) SECCRIT}'

• How many people have access to 01T Console (administration password) ?

• !-!m'e thl:Y impk'ml;.'med f\CCt:SS .\uthuris<ttidn schemt: available in DP:v! i'vloduk ?

• !s the system JlnlCk..d with any LHher :lppIicmion '?

• Is virus protection being ~l:.;cd?

USAGE

AllY difficulty lact:d in using [ht: systt:1l1 :
Is the system user li'iendly:
Whellwr :lJditioll~il training II)r s18lr is nc~dd:

WI1\.:n: do Yl)U dt::,i rc i 111 P:T\\'CI'll.'t1t'

.'\ny hugs JisClJ\'cr..:J:

SlIggl'sl ions f"f!m t ht.' Bus in l';;:, P:t rtlle":

Concluding IIhsl'!"\'atiol1S:
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Procl~durc Number: SUR015
Title: Tht:llle Paper for Inspections for Depository Participant:;

EXHIBITJI (a)

X-\TIO\.\L. SEClRIT1ES DF.:I)OSITORY LIMITED
d3P ;\SPECTIO'.J DEPA.RTME:"T)

Sub: Rcpol"t on visit ro ----------

. ( Depository Participant) was visited by the

undersi~ned otlicers on- . --------
The follo\\·ing are the salient llbsenations :

Submitted.

o ( ):

o ( ):

.\1 (AS)



jtr<)Cl~dlllC Number: SUR015
Tille "'''CUlt" Paper for Inspections for Depository Participant:;

EXHIBIT II (b)

PI? EP-4 NA TOR YNOTE

1. Name of the Business Partner:

.., Ofticers propns~d to \'isit :

3. Date of proposed yisit :

-L Dale of last \'isit :

CJent:ral information

I. .-\ddress where r~<':lll'(ls an: kept:

.., Contact person:

3. Compliance otTicer :

-t. Inn~stor relations on-ieer :

). Name of the persons lmincd at ;\JSDI. :

Client inti)J'Jnation

I, :'--.iumbcr lit" clients:

.., :\ul11ber ofL/earing member accounts :

3. :\ul11ber lIf ISl:\:-. :

-J.. :'vlajor ISINs h~ld in LusLOdy

" Branches from \\ her:.: sen'icc o:krcd .



jtrocedlll~ Number: SUR015
Title: Theme Paper for Inspections for Depository Participants

EXHIBIT IT (c)

PCrlll\"ll1a1u.:..: rdated in ti>rmat idl1

I. Connecti\'ity reCllrd durin;; :.h-: :~ht three l110nths : (tfthere have been li'equent
tailures, a dctail.:d di:-:c'l.1SS!On si10uld he held during the visit and a report given under
the head '\:onnecti\ ![y") Cl)lll1C-:~: \ity "lIp" time (100 %/ satislactory: poor)

., General queries as obsern:cl trol11 help desk register

3, i\re there any specific complaints about delay in despatch of share certificates tor
del11;Jt :

-+, Net \vorth as per latest annual report (check that custody \'alue is 25 times) :

5. .-\re there a m<.~ior proportion ot' \)tll11L1rker transactions:

6. Whether all pending correspondence is cleared

7. Complaints

~, Take Audit trail rernr~ for c!ielll .\ c Ickaring members, ~Rls, corporates} and house
.\/c, use it to dlt:ck l'or [Jwper documentation and scrutinise torms of clients and
make derailed scrutiny of houst-' Ac transactions at site

L) Whdher the, Participants ha\'e~uhlll:tted the tollowing returns to the Depository

• number of complaints recei\\:d :'l"l1111 Cliel1ts.. their nature, status and manner of
redr~ssal ~)flC~ -:\e)"\ m0l1l!1:

• number of transkrs ~!fcct-:d for () tT-market settlement ~)f trades once e\'ery month.



P,ocv(hllt.~ Number: SUR015
ritl~. Thellle Paper for Inspections for Depository Participmlls

EXHIBIT II (d)
.- ..~ .. -_.-.-.._-----

(DP)

,

9

•

Chief Execuri\'e :

Operutions In charg-: :

No. of officers working in thj~ acti\'ilY

Organisation chart

• What shan~ llftl1\.: [utal business is the Depository business JIllI the status given to the
Depository part ,d' the bu:->iness,

• Note office la:'"lll!t ~ll1d the nlace \\'here records are kept (\\'iell regard to retrieval and
sate keeping! '

.-/( 'COCVT OPE.\f\"(j

Whether thc- ~lppiic::{i(\r rl,rm s'ihmillcd by the clil::nt is \'eritied ~or
[. address

photllgraph
3. memorandum al1d artick:s (\1" dS:,l)cimion
..J.. and authorised si gl1:llor~' (i 11 La~,~ "f a co.)
5. NRI status
6. RBI permission
7. Tax status
~. P.-'\.\: nu.

13ank \.ktdi b

-l



I II ()(.;I..dllle Number: SUR015
"Itlc TIII':lIh.~ Paper for Inspections for Depository Participalll';

EXHIBIT II (e)

• Whether C\)py Pi' rule;.; and i\:gUl:lliol1~ ar~ L'~sily ~l\'ailable to dients,

• Whm signature \L'ri tication j1n lccdurcs ,U'L' i f1 placL' (scanner. physical record. dC.)

• Random check..; \I) L'IlSUrL' that :tll l"l:!cv~lnt details gi\'cn by il1\cslOrs on the tonn arc
idetllically enh:r-:d into !be ~yst('111

• Whether pruper records for hous...: accounts of DPs are kept

AGREEMENTS·

•

I.

Observations Ull :lgreement be!'.\·een DP and account holder

Agreemenls h..I\·L' been ,::xeL'l!['':u ~lt tht: time ot'~)pening accounts

y. ""

Schedule A (lis! of charge:-. <.lS per clause I ) is appended to the agreements
Y '\11

3. (topy of agreL·fn~·nl g!\"Cl1 (0 l:li~'l1l

Y ':11

DE.\ 1.-1 TERI.-II./.\'.-l rtcJ.\'
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Dem'H...:riali~aLil,n··

• lias thc I>P l~,,-·\~trlkj till' I)IH :·ccc:iVl:d. along \\ith the s~cllrilY certiticates. to lll.:
(sSll-:r or ih Rl:~isll"~ir ,~~ >~lll:"i~:' :\::<:1:[ ;".1[ later than 7 days II'" accepting the ~al11':
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• ,'\re incomplete dc:mJterial isatioll n:lj lle~t 1; lrlnS being accepted by the DP

• How has the DP cnsured the sakty llf rhe ceniticates submitted for demmerialismion
till the eenitkalcs are forwardd to the Issuer or its Registrar and Transfer <\gent.

, \Vhm are the means of fon\arding ':

• What is thc methnd 0/' cu:;[ody ~;!ld safe kc..:ping of DRFs ':

OPER,-ITI\'G ,-In '()(:,\TS.I,/C 'C()f ',\T TR,1.\'SFERS·
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• \\'henc\'cr DP ~':\ect!les ~lllY Lkhil ur ,.::n:dil ill lhc aCCOlllll uflhc Client does it do so
alkr taking aLllh\lri~,,[ioll Ji"dl1l'~i...:h CliL:nl. Check instruLtion limns

• Veri 1\' \\hcthcr l he Ii lrms :~: Id ,,;' "'\ 11 tlndcr ~ hL' Busi ness Rules are bein!! adh~rcd to [)\"
• T ~-

the Panil:ipanb al lhe till'': l/ ";'_'I"al:i1~ l::c accllunlS of their clients and gl\'lllg
L' fkct to the tral1~ac:i(Ill::',
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• Check Iwuse.\ c to clicnl \ c. ·;liel1l ~o C\1. and di~nt to client transtt:rs (lwo each at
random)

\\'hat method is Jdl'ptL'd to aLl~lIcntiC:lte sigl1allln.:s on !-=Iient instructions '.J

,\7:-1 TE.\lE.\T OF .J('('{JUVr

• \Vhcther the. Participant is (1)J"\\arding pcriodical statement of accounts to the Clients
at kast once in litlt:\.'!1 day..;

• Whether transaction statement is heinu lomarded to the dients once in titteen davs- .

• Whether the statements ar\.' being authenticated '!

• Ifso. how'!

RECO!?DS fJEfYL' .\/.:!.\'T·!j\Fr I:,. j'f-U:: j'IRTlC{p..J.\T,r:.;

I. Dl:'li\wy Receipt Instruclions gil":l1 by irs clients.
Instructinn I~ 'j' c~lI1Cellati(III '.1 f l \rckrs by d i\.'nls.

\\'hether stlch illstrllctillll:i ,Ire :1..:il1!.! l11aintaiJ1\.:d li)r house account transactions as well.

Check tolkming rl:.'cords. Ch\.'c~, t\'l"ms used by DP in comparison with prescrihed forms.
Takt: sample copies and i1or'~ dC\'iLlliolls :

i } Dematerialis<ltil'l1 requI.:st Lll'Il1 (DRF,
11 ) Proo( uf L!1,.'Ji\'L'rics 0:' ;jRJ' .lild ~'_'CL:l"j~ i-:s to the Issuer or its Registrar and

Tran:-.kr _\cc..:nl:
iii l Ohjl..'-.:ti(l11 1:1\.'I1~,i .ll1el I,-,-rrirct..: ,i':lail, llt't!1e l~eiL'ctL'd sL'curities against the DR:":

fl.-I /(/)11'.1 Nt:'
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• \Vhether ~11l: utiler \·..()rkSl~,tilll1, -':OI11IJlilt::' :-;ystem llr haru\\'..m: has becn connected It)
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• Physil:al locatipl1 ol'lhe h..lri.!\Yarc and \\helher access restricted or not '?

• Measures laken to prevent break illS. hacking ~tc,

.W)FTI J', '/ RL:'

• 1-10\\ many people hm'e S: :;lel11 ,\dl11in ,tccess.
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8.-/('KCPS

• \Vho ensures bad~-lIp is ta:,,-'n " '.\'hp cloes ~rle backup'.'
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server !'Outer' II)L '!

j'FR.......{ ),\\LI.

• \Vhether the P:li'licip<'il1l i,~ :l1Lli:luil1il1g :1I1 internal record of the names or all pCrs\)J1s
\\'ho ~[re desigll:ll\,:d :1, "ul"c'I'\h '!': 1''-'!'>;()I1I1~1 and dales luI' \\hich >;ucl1 designalip:l i>;

nr \\as c:n~cti\'l',

• Whcther \SI)I lr"lil:~d'~, lin- , :',-' !!,,;;!\.: "llel whether they are \\llrking .:\clusi\cl)
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Financial Institutions Reform and Expansion (FIRE) Project National Securities Depository Limited
Operating Procedures Manual Compliance Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

COMOOI
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Issuing Circulars to Business Partners

To notify business partners about regulatory and. depository compliance issues
as they relate to the respective processing- ofthe business partners.

NOTE: THIS PROCEDURE HAS BEEN DEVELOPED BYPRICE
WATERHOUSE AT THE REQUEST OFNSDL'S COMPLIANCE
DEPARTMENT FOR SUGGESTIONS BASED ON EXPERIENCE ATA
U.S. DEPOSITORYAND REGULATOR. ADOPTION OF THIS
PROCEDURE OR ANADAPTATION OF THE SAME IS AT THE
DISCRETION OFNSDL MANAGEMENT.

Compliance.Officer1. Determines need to issue circular through:

a. Notification ofchange in the Depositories Act and/or regulations related to
depository processing.

b. Notification ofchange to depository business rules and/or bye-laws that
affect business partners.

c. Need to support Surveillance and Business Partner Inspection activities.

NOTE: Circulars in this case might be in the form ofreminders about the
need to comply with periodic audits and inspections as conducted by the
depository.

d. Instructions received from Head ofCompliance.

2. Drafts circular based on information to be distributed.

3. Forwards draft to Head ofCompliance for review/approval

Head ofCompliance 4. Reviews circular drafts as received from Compliance Officer.

5. Notes any changes needed.

Price Waterhouse LLPINov 97 Pagel
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Operating Procedures Manual Compliance Department

6. Approves final version ofcircular.

7. Returns draft to Compliance Officer for further processing.

Compliance OfficerS. Makes changes to circular draft as instructed by Head ofCompliance.

9. Secures final approval from Head ofCompliance.

10. Forwards draft to circular coordinator for printing and distribution.

NOTE: It is anticipated that actual control and distnlmtion ofcirculars will be
centralized within the depository's business operations.

11. Follows up to ensure that circular is distn1>uted to appropriate business
partners on a timely basis.

12. Maintains file ofrelated records for future reference.

~I
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Financial Institutions Reform and Expansion (FIRE) Project National Securities Depository Limited
Operating Procedures Manual Compliance Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

COM002
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Interfacing with Regulators

To facilitate various interactions with regulators including requests for
information on depository activity, periodic regulator inspections, reporting of
non-compliance issues, etc.

NOTE: All internal operating departments should also forward any requests
from regulators for information to the Compliance department for further
action.

NOTE: THIS PROCEDURE HAS BEEN DEVELOPED BYPRICE
WATERHOUSE AT THE REQUEST OFNSDL 's COMPLIANCE
DEPARTMENT FOR SUGGESTIONS BASED ON EXPERIENCE ATA
U.S. DEPOSITORYAND REGULATOR. ADOPTION OF THIS
PROCEDURE OR ANADAPTATION OF THE SAME IS AT THE
DISCRETION OFNSDL MANAGEMENT.

Requestfor Information

Compliance Officer1. Receives request for information on depository activity from regulator.

2. Consults with Head ofCompliance on legal and operational ability to
provide information.

3. Proceeds based on step 2.

a. Advises regulator that type ofinformation requested requires a court order.

b. Advises regulator ofoperational problems in providing data.

c. Accumulates and reports information to regulator without a court order
where appropriate.

4. Alerts Surveillance Department where request from regulator indicates
problem at business partner.
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NOTE: Surveillance will proceed with a further investigation as appropriate
and under their procedures.

5. Responds to any questions that regulator may have about information.

6. Maintains related records in appropriate file. for future reference.

Regulator Inspections

Compliance Officer7. Receives notification ofintended periodic inspection by the regulator.

NOTE: Unless there are unusual circumstances, regulators will normally
notify the depository ofthe date for the inspection.

8. Notifies operating departments (business and systems) ofplanned
inspection.

9. Facilitates regulators inspection through:

a. Ensuring preliminary data is available for inspectors as may be requested.

b. Acting as liaison between inspectors and internal departments in arranging
interviews, securing additional data, etc.

10. Monitors progress ofinspection.

11. Keeps Depository Management informed on progress ofinspection.

Head of
Compliance

12. Reviews report by regulator on inspection with senior management.

13. Prepares responses to regulator as appropriate.

Compliance Officer14. Assists in accumulating information as necessary to respond to regulator
findings.

15. Follows up with internal departments to ensure that accepted regulator
recommendations are carried out.

16. Maintains file ofrelated records for future reference.

Price Waterhouse LLP/Nov 97 Page 4
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Notification ofDepository Non-Compliance

Compliance Officer17. Monitors various depository activities for compliance to regulations.
Refer to related procedures.

18. Notifies Head ofCompliance ifit is found that depository is not in
compliance in any area.

Head of
Compliance

19. Reviews findings ofCompliance Officer.

20. Consults with Senior Management as appropriate.

21. Reports non-compliance issue and corrective actions being taken to
regulator where appropriate.

Compliance Officer22. Follows up to ensure that corrective actions are taken.

23. Informs Head ofCompliance ofstatus found in step 22.

24. Maintains related records for future reference.

Price Waterhouse LLPINov 97 Page 5



Financial Institutions Reform and Expansion (FIRE) Project National Securities Depository Limited
Operating Procedures Manual Compliance Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

COM003
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Investor Grievances

To monitor the processing ofinvestor grievances by the Risk Management
department ensuring that the disposition ofthe grievances complies with all
regulations and internal ruleslbye-laws.

NOTE: THIS PROCEDURE HAS BEEN DEVELOPED BY PRICE
WATERHOUSE AT THE REQUEST OFNSDL'S COMPLIANCE
DEPARTMENT FOR SUGGESTIONS BASED ON EXPERIENCEATA
U.S. DEPOSITORYAND REGULATOR. ADOPTION OF THIS
PROCEDURE OR ANADAPTATION OF THE SAME IS AT THE
DISCRETION OFNSDL MANAGEMENT.

Compliance Officer1. Receives copy ofinvestor grievances and related research from Risk
Management department.

2. Performs any research as appropriate for Compliance department.

3. Provides Head ofCompliance with package on grievance:

a. Information received in Step 1.

b. Any findings from step 2.

c. Recommendations on disposition ofgrievance.

Head of
Compliance

4. Reviews grievance package as received from Compliance Officer.

5. Participates in any meetings to review and make decision on grievance(s).

6. Provides opinion on appropriateness ofdecision as related to compliance
ISSUes.

7. Records opinion and decision in compliance package.

Price Waterhouse LLPINov 97 Page 6
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Compliance Officer8. Monitors open grievances for timely resolution as required by regulator.

9. Follows up as necessary where resolution ofgrievance is being delayed.

10. Receives closed package from Head ofCompliance.

Price Waterhouse LLPINov 97 Page 7



Financial Institutions RefOrm and Expansion (FIRE) Project National Securities Depository Limited
Operating Procedures Manual Compliance Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

COM004
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Review ofBusiness Partner Inspections

To determine any compliance issues that may be uncovered under an
inspection performed by Business Partner Inspections.

NOTE: THIS PROCEDURE HAS BEEN DEVELOPED BYPRICE
WATERHOUSE AT THE REQUEST OF NSDL 's COMPLIANCE
DEPARTMENT FOR SUGGESTIONS BASED ON EXPERIENCE ATA
U.S. DEPOSITORYAND REGULATOR. ADOPTION OF THIS
PROCEDURE OR ANADAPTATION OF THE SAME IS AT THE
DISCRETION OFNSDL MANAGEMENT.

Compliance Officer1. Receives copies ofall reports on inspections from Business Partner
Inspections department.

2. Reviews report to determine ifthere are any compliance issues in the
findings.

3. Develops recommendations where non-compliance conditions are found.

4. Reviews findings and recommendations with Head ofCompliance.

5. Notifies Surveillance ofany non-compliance issues with business partners.

6. Follows up to ensure that corrective actions are taken by business partner
by:

a. Consulting with Surveillance.

b. Contacting business partner directly where appropriate.

7. Informs Head ofCompliance ofany continuation ofnon-compliance
condition.

Price Waterhouse LLP/Nov 97 Page 8
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Head of
Compliance

8. Notifies Senior Management ofnon-compliance conditions found in
inspection report.

9. Provides instructions to Compliance Officer on how to proceed as
necessary.

10. Monitors correction ofnon-compliance condition.

11. Informs Senior Management ofany continuation ofcondition.

12. Works with Disciplinary Action Committee (DAC) as necessary to levy
appropriate discipline against business partner.

Compliance Officer 13. Assists Head ofCompliance as necessary to monitor status ofnon­
compliance condition.

14. Provides legal opinion(s) on condition to Head ofCompliance and DAC
as needed.

15. Maintains file ofrelated records by business partner.

Price Waterhouse LLPINov 97 Page 9



Financial Institutions Reform and Expansion (FIRE) Project National Securities Depository Limited
Operating Procedures Manual Compliance Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

COM005
Executive Director and Head ofDepartment

July 97

TIlLE:

PURPOSE:

PROCEDURE:

Review ofAnnual Risk Management Internal Control Report

To ensure that the controls in place to minimize identified internal risks meet
compliance requirements.

NOTE: TIDS PROCEDURE HAS BEEN DEVELOPED BYPRICE
WATERHOUSE AT THE REQUEST OFNSDL'S COMPLIANCE
DEPARTMENT FOR SUGGESTIONS BASED ON EXPERIENCE ATA
U.S. DEPOSITORYAND REGUUTOR. ADOPTION OF THIS
PROCEDURE OR ANADAPTATION OF THE SAME IS AT THE
DISCRETION OFNSDL MANAGEMENT.

Compliance Officer1. Receives copy ofcompleted annual report on risks and related controls
from Risk Management.

2. Reviews risks and controls from a compliance perspective.

3. Develops legal opinion(s) on adequacy and appropriateness ofcontrols as
related to compliance issues.

4. Reviews risk report and opinions from step 3 with Head ofCompliance.

Head of
Compliance

5. Issues and distributes report on findings based on step 4 to:

a. Head ofRisk Management.

b. Senior Management.

6. Meets with other management as necessary to discuss findings.

7. Monitors any corrective actions to be taken.

Compliance OfficerS. Assists Head ofCompliance in monitoring any corrective actions to be
taken.

Price Waterhouse LLPlNov 97 Page 10
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9. Maintains file by Risk Management report date, including:

a. Original report from Risk Management.

b. Findings and legal opinions on controls.

c. Report as issued by Head ofCompliance.

d. Notes on any other meetings and/or discussions related to findings and
corrective actions.

Price Waterhouse LLPINov 97 Page II



Financial Institutions RefOrm and Expansion (FIRE) Project National Securities Depository Limited
Operating Procedures Manual Compliance Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

COM006
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Record Keeping Requirements

To establish standards for record keeping within the depository as required by
the depository regulations. Such record keeping applies to both the business
and systems operations.

NOTE: THIS PROCEDURE lIAS BEENDEVELOPED BYPRICE
WATERHOUSE AT THE REQUEST OFNSDL'S COMPLIANCE
DEPARTMENT FOR SUGGESTIONS BASED ON EXPERIENCE ATA
U.S. DEPOSITORYAND REGULATOR. ADOPTION OF THIS
PROCEDURE OR ANADAPTATION OF THE SAME IS AT THE
DISCRETION OFNSDL MANAGEMENT.

Compliance Officerl. Develops legal opinions on record keeping requirements as dictated by
regulation.

2. Establishes:

a. What type ofrecords are to be maintained.

b. Time period for each type ofrecords retention.

3. Reviews results ofsteps 1 and 2 with Head ofCompliance.

4. Makes any adjustments as a result ofstep 3.

5. Publishes to internal operating departments:

a. What types ofrecords are to be maintained.

b. Retention period for each type ofrecords.

6. Reviews internal operating procedures for each department to ensure that
required records maintenance and retention are accommodated.

Price Waterhouse LLP/Nov 97 Page 12
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7. Notifies respective department ofany non-compliance to records
maintenance/retention as found in step 6.

8. Monitors corrective actions as necessary and based on step 7.

9. Notifies Head ofCompliance ofany continued non-compliance to records
maintenance/retention as found in steps 6 and 7.

Head of
Compliance

10. Addresses non-compliance issues from step 9 with

a. Respective head ofdepartment not in compliance.

b. Senior management.

11. Advises Compliance Officer on any further action to be taken.

Compliance Officer12. Proceeds as directed by Head ofCompliance

13. Maintains file for future reference of

a. Legal opinion(s).
b. Standards set for operating departments.
c. Non-compliance issues and resulting actions.

Price Waterhouse LLPINov 97 Page 13



Financial Institutions Reform and Expansion (FIRE) Project National Securities Depository Limited
Operating Procedures Manual Compliance Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

COM007
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Administrative Compliance

To ensure the continued compliance with basic regulations related to the
administration ofthe depository.

NOTE: THIS PROCEDURE HAS BEEN DEVELOPED BY PRICE
WATERHOUSE AT THE REQUEST OFNSDL'S COMPLIANCE
DEPARTMENT FOR SUGGESTIONS BASED ON EXPERIENCE ATA
U.S. DEPOSITORYAND REGULATOR. ADOPTION OF THIS
PROCEDURE OR ANADAPTATION OF THE SAME IS AT THE
DISCRETION OFNSDL MANAGEMENT.

Compliance Officer1. Ensures payment ofannual fee is made to regulator by the depository.

2. Reviews periodic financial reports to verify that:

a. Depository sponsor holds at all times at least 51% ofthe equity capital of
the depository as required by regulation.

b. Balance ofequity capital ofdepository is held by depository participants.

c. No participant holds more equity capital ofdepository than is allowed by
regulation.

d. The net worth ofthe depository meets the regulatory requirement.

3. Reviews all types ofinsurance coverage to ensure that it is adequate for
indemnifYing beneficial owner against any loss as a result ofacts by the
depository or its participants, including but not limited to:

a. Investor protection funds.

b. Corporate (depository) insurance.

c. Contingency funds.

Price Waterhouse LLPlNov 97 Page 14



Financial Institutions Reform and Expansion (FIRE) Project National Securities Depository Limited
Operating Procedures Manual Compliance Department

4. Consults with Head ofCompliance where violations are found.

Head of
Compliance

5. Notifies senior management ofviolations.

6. Makes recommendations on corrective actions.

7. Decides ifregulator needs to be informed about violation and corrective
action being taken.

8. Instructs Compliance Officer on any further actions.

Compliance Officer9. Monitors the implementation ofany required corrective actions.

10. Notifies regulator offindings and actions as instmcted by Head of
Compliance.

11. Maintains all related records, including:

a. Areas reviewed.
b. Findings.
c. Recommendations.
d. Corrective actions.
e. Notification to regulator.

Price Waterhouse LLP/Nov 97 Page 15



Financial Institutions RefOrm and Expansion (FIRE) Project National Securities Depository Limited
Operating Procedures Manual Compliance Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

COM008
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Review ofIntemal Operating Procedures

To ensure that internal operating procedures are in compliance with all laws,
regulations, business rules and bye-laws.

NOTE: It may not be necessary for Compliance to review all procedures -­
only those related to critical processes. However, until a specific pattern of
procedures subject to this review is developed, Compliance may choose to
receive all new and updated procedures so that the Compliance Officer can
select the appropriate documentation where compliance issues are included.

The following procedure suggests those relevant functions that should be
included in the review by Compliance.

NOTE: THIS PROCEDURE HAS BEEN DEVELOPED BY PRICE
WATERHOUSE AT THE REQUEST OFNSDL 'S COMPLIANCE
DEPARTMENT FOR SUGGESTIONS BASED ON EXPERIENCEATA
u.s. DEPOSITORYAND REGULATOR. ADOPTION OF THIS
PROCEDURE OR ANADAPTATION OF THE SAME IS AT THE
DISCRETION OFNSDL MANAGEMENT.

Compliance Officer I. Receives procedures from business operations departments for such
functions as:

a. Business partner application processing.

b. Security eligibility.

c. Grievance processing.

d. Surveillance monitoring.

e. Business partner inspections.

f Disciplinary actions.

Price Waterhouse LLPINov 97 Page 16
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2. Receives procedures from system operations areas for such functions as:

a. User connectivity.

b. Data security (physical and electronic).

c. Data storage.

d. Back up systems/sites.

3. Reviews procedures for compliance to laws, regulations, business rules and
bye-laws ofthe depository.

4. Ensures that adequate controls are in place to maintain compliance.

5. Consults with Head ofCompliance where controls are weak or lacking.

Head of
Compliance

6. Notifies respective head ofdepartment and senior management offindings
in step 5.

7. Makes recommendations on corrective actions.

8. Decides ifregulator needs to be informed about any severe lack ofcontrols
found through procedure review, including corrective action being taken.

9. Instructs Compliance Officer on any further actions.

Compliance Officer 10. Monitors the implementation ofany required corrective actions.

11. Notifies regulator offindings and actions as instructed by Head of
Compliance.

12. Maintains all related records, including:

a. Procedures reviewed.
b. Findings.
c. Recommendations.
d. Corrective actions.
e. Notification to regulator.

Price Waterhouse LLP/Nov 97 Page 17
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Financial Institutions Reform and Expansion (FIRE) Project National Securities Depository Limited
Operating Procedures Manual Finance and Accounts Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

FINOOI
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

HOD

Officer

. Preparing the Daily Financial Position

To report daily bank. and cash balances and investment position for
Management information.

1. Prepares the Daily Financial Position using:

a. Rough Bank. Books (Refer to related procedure FINO10)
b. Cheques Receipt Register (Refer to related procedure FIN007)
c. Cash Book (Refer to related procedure FIN002)
d. Investment Register (Refer to related procedure FINO17)
e. Payment Advices for payments over Rs. llakh

NOTE: The Daily Financial Position (Exhibit I) includes the daily
bank. balances in each ofthe bank accounts including the opening
balances, daily receipts, daily payments and closing balances;
investment position; major payments and receipts for the day; and
major payments and receipts expected during the week.

2. Sends the Statement to the HOD via Microsoft Exchange.

3. Forwards the Statement to the ED and MD.

4. Prepares a Daily Payment Status Statement (Exhibit IT) showing
approved payment advices pending with the Accounts Dept. on an
Excel worksheet.

5. Sends the Daily Payment Status Statement daily to the HOD ­
Finance via Microsoft Exchange.

6. Maintains file ofrelated documentation for future reference.

Price Waterhouse LLPINov 97 Pagel



~~

NATIONAL SECURITIES DEPOSITORY LIMITED-
Daily Financial Position as on 11.~.97

FUNDS POSITION (ALL FIGlIRES IN RS.)

. Opening bal Receipts # Payments Closing bal
Canura Bank· Worli - Ale. No. _

Cenlral Bank· Lower pare~
Corpuration Bank -Ale. No. ~
Cash Balance ~

., -
Cheques in hand X

A - - - - --
/

INVESTMENT B /
//./

GROSS TOTAL Af B / -------- -
MAJOR PAYMENTS AND RECEIPTS FOR TH~~RS.ONELAKIlANDAB~

PAYMENTS AM()l:JNT ftCEIPTS / AMOUNT-
/' -f/ ./-

/ V· [V' /'
,/' }~ v ~

/

/~
/ /'

/' /'
/ TOTAL / -

MAJOR PAYMEri-'f8 AND RECEle;rS EXPECTED DURING WEEK (RS.ONE LAKII AND ABOVE)

PAYMENTS /' AMOUNT RECEIPTS AMOUNT

/
/

/ -
I'

4:52 PM

~~
~g
•• (l)

~~
~CD

'< z
81s
§ ~
(') .._.
~~
~ 0
::+.~

tTl O· -
L~~

63 a;
~S
~(l)

a

9/18/97



Procedure Number: FINO DI
Title: Daily Payments Status Statement

EXHIBIT II
DAILY PAYMENTS STATUS. AS ON : 22 - July

-
SRLNO. RECDDT. AMOUNT PARTY DUE. DATE PAY DATE REMARKS
ADMN. I

1 2~ul 390605 DOION UK 8-Jul paid on 16-July FlJImtER ClARIFICATION REQD.

2 8-Jul 25,613 J.M.MEHTA 14-Jul TO BE DlSalSEO IIVITIl NICKY.

3 14-Jul ",4M THE,OBEROI 2O-Jul
4 14-Jul 10,320 BHARATHI CATERERS 2O-Jul FlJIfTHEIl ClARIFICATION REQD.

5 2O-Feb 13301 PRlNTOGRAPHY ?6-Feb paid ... 21-J...
I

6 15-Jul 2,259 D.P.SINGH 21-Jul
7 15-Jul 357 WORLD SUBSCRIPTION 21-Jul poId ... 21-Jutt

8 15-Jul 66730 STANDARD XEROX 21-Jul paid ... 21-Jutt

9 16-Jul 1288 V.TTOURS 22-Jul paid ... 21-Jutt

10 16-Jul 25570 SUN TELECOM 22-Jul paid ... 21-Jutt

11 16-Jul
,

6642 EXCEL EXPRESS 22-Jul paid ... 21-Jutt .
12 16-Jul 26,813 KETAN S. GANATRA

/~
13 16-Jul 28,235 UBRARY PURCHASE PRI..... FACIE OBJECTION WAS THERE

14 17~uJ 3,040 STANDARD XEROX 4-Jul
15 17~ul 9,504 WORLIWAY PETROL 24-Jul "

16 17~ul 1,165 APEKSHA STATIONARY 24-Jul

/17 17-Jul 16,288 STANDARD XEROX 24-Jul
18 21~ul 5,734 STANDARD XEROX 27-Jul
19 21~ul 18,499 STANDARD XEROX 27-Jul
20 21~ul 19,656 PRAGATI COPY 27-Jul

l~
21 21-Jul 330 EXECUTIONERS. 27-Jul
22 21~ul 8,124 ANIL ELECTRICAL COMPAN 27-Jul
23 17-Jul 185 ORlX AUTO FINANCE Z3-Jul

- .
PERSONAL 21~ul 735 TEL - N.PATHARPHOD r payment dam 8/8197

21-Jul 1,337 TEL - T.KOSHY 27 ul payment datB 8/8197

- TOTAL fo 189,145 I I

SYSTEM
15-Jul 31310 MEDlUNEEQi:TLID I/~~~ ........ 21-J1#

15-Jul 5550 BAPNA COMPU ERS 21-Jul ........ 21-J1#

15-Jul 410000 TCS (" 21-Jul paid on 21-J1#

TOTAL E - / 'J

I -..J . I
A + B 189,145 / ~ /

TOTAL DOES NOT INCLUDE FIGURES IN RED.
~.

vj

10118197 Dailpmt 2:34 PM



Financial Institutions Reform and Expansion (FIRE) Project National Securities Depository Limited
Operating Procedures Manual Finance and Accounts Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

FIN002
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Cashier

Petty Cash Payments

To arrange for advance and reimbursements to employees for petty
cash payments, such as conveyance, refreshments, printing and
stationery, office expenses, entertainment expenses, postage etc.

NOTE: The maximum cash payment for expenses which can currently
be made under the IT Act is Rs. 20,000.

1. Receives one ofthe following forms which is filled and signed by
the NSDL employee:

a. General Expenses and Advance Settlement Form (ExIn"bit I)
b. Advance Requisition Form (ExIn"bit IT)

Officer 2. Checks that the form is approved by the appropriate authority, for
signature and amount ofadvance and claim.

NOTE: The List ofDelegation ofAuthority (ExIn"bit ill) specifies the
authorising limits for each level ofauthority.

Cashier/Officer I 3. Checks Expense Form for arithmetic accuracy, compliance with the
company's policies, entitlements and limits.

4. Checks the supporting documents and signs the Form as "Checked
by".

Cashier 5. Makes payment in cash to the employee.

6. Obtains their signature on the voucher for having received the cash
under ''Receiver's Signature".

7. Assigns a serial number to the voucher at the time ofpayment
which corresponds to the entry in the Cash Book which is maintained
manually.

Price Waterhouse LLP/Nov 97 Page 2



Financial Institutions Reform and Expansion (FIRE) Project National Securities Depository Limited
Operating Procedures Manual Finance and Accounts Department

8. Enters the relevant details into the Cash Book which gives the
following information:

a. Opening Balance
b. Add Receipts for the day
c. Less Payments for the day
d. Closing Balance

9. Clubs all individual vouchers for petty cash payments into a single
Payment Voucher at the end ofthe day. (Exhibit N)

10. Signs the Payment Voucher and the Cash Book.

11. Submits it to the Officer for verification.

Officer 2

HOD

Data Entry
Operator

12. Verifies the entries in the Vouchers anlCash Book and signs the
following as "Approved by":

a. Payment Voucher and
b. CashBook

13. Sends it to the HOD for his authorisation.

14. Authorises the payment by signing the following as "Authorised
by":

a. Payment Voucher
b. CashBook

15. Enters the details ofthe Payment Voucher into the Tally System
the next day.

16. Maintains file ofrelated documentation for future reference.

\1,
,,"
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Procedure Number: FIN002
Title: General Expenses and Advance Settlement Form

EXHIBIT I (a)

·NATIONAL SECURITIES DEPOSITORY LIMITED
Trade World, 5th Floor, Kamala Mills Compound, Lower Parel, Mumbai • 400013.

GENERAL EXPENSES AND ADVANCE SETTLEMENT FORM

Name _

Designation -;- _

Department _

Sr. No. _

Date _

HEADS OF PAYMENT
AMOUNT

As. P.

Conveyance

Printing & Stationery /
Refreshments /
Office Expenses /
Postage & Courier /
Meetings & Conferences / /

/
Entertainment Expenses / /
Other Expenses (Please specify) / /

/ /
TOTAL AMOUNT SPENT / /

/ II /
AMOUNT TAKEN AS ADVANCE, IvANY f r/ /

/ ~. /
BALANCE AMOUNT REFUNjED /

/ /
AMOUNT DUE TO EMPlOYEE, IF ANY /

/
RS. IN WORDS: /

I 97leceived Rs•.

l

I
I
I
I
I

Claimed by

Checked by

Approved by

Authorised by
(Finance & Accts. Dept.)

Receiver's Signature

Internal Auditor



Procedure Number: FIN002
Title: General Expenses and Advance Settlement Form

EXillBIT I (b)

DETAILS OF CONVEYANCE

DATE FROM TO
AMOUNT

BRIEF PARTICULARS OF THE JOB
Rs. P.

TOTAL



Procedure Number: FIN002
Title: Advance Requisition Form

EXHIBIT IT

NATIONAL SECURITIES DEPOSITORY LIMITED
Trade World, 4th Floor, Kamala Mills Compound, Senapati Bapat Marg. Lower Parel, Mumbai - 400013

ADVANCE REQUISITION FORM

A. A. F, No. : _

Date : _

Name _

oe5Ignatlon _

Department _

Purpose _

Amount As. _

Advance outstanding as on today As. _

Date & Previous Payment Amount In As.

Note: 1) No fresh advance will be given unless the earlier advance is settled.
2) All advances should be settled within 2 days from the dale of incurring the expenditure.

Received Ra.~~~~~~

I
I
I
I
I

Requisitionedby Authorisedby Receiver's Signature InternalAuditor



I
I
I(

I
I
I
I
~,

I
I
I
I
I
I

Procedure Number: FIN002 -
Title: List of Delegation of Authority

EXHIBIT III

NATIONAL SECTJP--- '. ~£POSlTORY LIMITED

Dd~ation0:":_ ._·:~:ority by Managing Director

Pursuant to and by virtue ofthe powers delegated to .,.... ~ hv t"~ .
the Company vide their resolution passed on August
the folfcv.ir':.! ''l'.:)\Ve!S to th~ ~ent mentioned !,!~~,' ,.

Nature of EXD~nses Limits of Expenditure (Up(o Rs.l I

Mana~~r AVP VP ED
I Revenue Expenditure
Conveyance 1,000/- 10,000/- 20,000/- 2,00,000/-
Printing & Stationary Purchase 1,0001- 25,000/- 50,000/- 2,00,000/-
(Admin)
Postage., Courier &Telephones 1,000/- 25,000/- 50,000/- 2,00,000/-
(Admin) ,-
Computer Stationary and 5,000/- 25,000/- 50,000/- 2,00,0001-
Consumable Purchase (SYStems)
Telecom Consumables Purchase 5,000/- 25,000/- 50,0001- 2,00,000/-
(Telecom)
Housekeeping Related Purchase 5,0001- 25,000/- 50,0001- 2,00,000/-
(Admin)
Legal & Professional CharRes NIL 25,000/- 50,0001- 2,00,000/-
Advertisement & Recruitment NIL 25,000/- 50,0001- 2,00,0001-
Ex (Personnei)

Advertisement & Promotional NIL NIL 50,000/- 2,00,000/-- (Admin)
TraininSl; NIL 25,000/- 50,0001- 2,00,000/-
Repair & Maintenance (Premises).. 5,000/- 25,000/- 50,000/- 2,00,000/-
Repair & Maintenance 5,000/- . 25,000/- 50.0001- 2,00,000/-

.(SYSfems/Telecom)
Salary & related payments (as No limit
approved bv BoardIMD)
Any other revenue expenditure 500/- 25,000/- 50,0001- 2,00,000/-
not covered above
II Capital Expenditure
A. Per articlelitemlpurchase order NIL 25,000/- 50,000/- 1,00,000/-
if it does not faJI under any project
expenditure approval ofthe Board
B. Per articlelitemlpurchase order NIL 50,000/- 2,00,000/- 3,00,000/-
if it falls under any p.roj~ .
exoenditure approval of the Board

-1-

/
\0>



Procedure Number: FIN002
Title: Payment Voucher

EXHIBIT IV

NArrIONAL SECURITIES DEPOSITORY LIMITED- ,

Trade World. 4th Floor, Kamala Miffs Compound. Lower Pare/. Mumbai ~ 400 013..

PAYMENT VOUCHER

C. P. V. No.: _ P. V. No. : _

Date: ~-

('

I

_______________ paid to _

Cheque No. dated for As. drawn on

towards /

/
/

/ /

AEBIT ~EDlT
ACCOUNT HEADS MOUNT MOUNT

As. P. As. P.

DEBIT
/ 7

/ /

/ V
/

/ /
/ //.

' .

/ V
...,..

/
/ ( c'" '/

/ ~ 'J/
7 /

/ /
CREDIT / /

/ /
,

/
7

TOTALS " I

Authorised by R~eiver'sSignature'Checked1Jy

~.~ .: : ~ ~t

.•'j.: "",- l~
; ;j

Prepared by

I
I
I
I
I·
I
I
I'
I
I
I
I
~I

~I



Financial Institutions Reform and Expansion (FIRE) Project National Securities Depository Limited
Operating Procedures Manual Finance andAccounts Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

FIN003
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Cashier

Officer

HOD

Cashier

Officer

Cashier

Replenishment ofPetty Cash

To ensure sufficient funds are maintained as petty cash for timely
payment ofpetty cash expenses.

1. Prepares a Statement ofExpected Cash Payments (Cash Flow)
periodically, based on the minimum cash balance which is required and
the present payments. (Exhibit I)

2. Checks the Cash Flow and signs it, making remarks ifnecessary.

3. Sends the Cash Flow to the HOD for authorisation ofcash
withdrawal

4. Authorises the withdrawal ofcash.

5. Sends it to the Cashier.

6. Prepares Contra Voucher (Exhibit II) and cheque for cash
withdrawal

7. Checks the Contra Voucher and the cheque.

8. Obtains signature on the cheque by the person authorised to do so.

8. Sends the messenger t~ the Bank to withdraw cash.

9. Keeps cash in a box in the fire-proofsafe.

NOTE: The Company's cash being transported from the Bank to the
Office premises and the cash in the safe is covered by a Cash-in­
Transit Insurance Policy. The Insurance Dept. must be notified ofany
theft.

10. Withdraws cash from the safe as necessary for petty cash
payments.

Price Waterhouse LLP/Nov 97 Page 4



Financial Institutions Reform and Expansion (FIRE) Project National Securities Depository Limited
Operating Procedures Manual Finance and Accounts Department

I
I
I
I
I
I
I
I
I
I
,

Data Entry
Operator

11. Prepares the Daily Cash Report (Exhibit ill) at the end of the day
which shows the closing balance. (Refer to related Procedure
FIN004)

12. Enters the details ofcontra vouchers into the Tally System.

13. Maintains a file ofrelated documentation for future reference.

Price Waterhouse LLPINov 97 Page 5



Procedure~umber: FIN003
Title: Statement of Expected Cash Payments

EXHIBIT I
NATIONAL SECURITIES DEPOSITORY LTD
Statement of expected cash payment on 01.9.97

As on date opening balance
I
I

ForecastOPENING BALANCE

CASH WITHDRAWN I

TO BE WITHDRAWN·

Payments Present payment---"-1...:-----,~

CONVEYANCE
PROFESSIONAL UPGRADATION
TRAVELLING
BOOKS & PERIODICALS
PRINTING & STATIONERY
REFRESHMENT
POSTAGE

. OTHERS

TELEPHONE
RECRUITMENT
ADVANCE

TOTAL PAYMENT

CLOSING BALANCE

Page 1



vide Cash i Cheque I D.O. No.

Procedure Number: .FIN003
Title: Contra Voucher

EXHIBIT II

NATIONAL SECURITIES DEPOSITORY LTD....
Mahindra Towers, 1st Floor, A-Wing, R.8.q., WOr/i, Mumbai • 400 018.

CONTRA VOUCHER

C. V. No. : ___

Date: _

Amount transferred from __C-"-'(jf.......,;.......P__...;;..a.__~_l_(" to -'"QL..:~'----''---_. _
.--=-')<_~ dated X.J..-_~~ _

DEBIT CREDIT
. ACCOUNT HEADS AMOUNT AMOUNT

~ P. Rs. P.

DEBIT ./' ~~)c. .- t-

C~v, V
/ /

/ /
/ /

CREDIT / ./
/

Cvr()- r;lCtAl· / / 'JQ<y/ ' -'"- ./ /
/ /

TOTALS "-....,,c ,L~ // K~"y ~""\Y

"\"
J

./

Prepared by Checked by Authorised by Internal Auditor

~;'O



~---

"
NATIONAL SEC~RITIES DEPOSITORY}ltD

/

7 /
/ -/

OPENING BALANCE - 17.9.97 / /
ADD:(CASH RECD-MR. SATYABRATA Dj~H) :/
LESS: PAID AS PER CASH BOOK /

/ TOT~
CLOSING BALANCE: IN DE~dMINAnONS .•. "..(.

500.00/ x / /
100,.00 X I

r /
)56.00 "V /

. / 20.00( ~S;'-""'x /

/ 10.00~y ~

/ 5.00 Ix
/ -

2.00 / x
/ 1.00 1/ X

Coins: / /
TOTAv'CLOSING BALA,qCE .
ACT¢AL CLOSING B..y{ANCE -

/
~4'
::to
(1) n
•• (1)

~~
~(1)

'-<2:(lS
~ 0"
c:r"(1)

iO~

~~
::t. o

~ 8

~

S



Financial Institutions Reform and Expansion (FIRE) Project National Securities Depository Limited
Operating Procedures Manual Finance and Accounts Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

FIN004
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Cashier

Officer

Cashier

Physical Verification ofCash

To verifY the cash balance maintained in the safe against the Daily
Cash Report prepared by the Cashier.

1. Prepares a Daily Cash Report (Exhibit I) at the end ofeach day to
reflect the closing balance ofthe petty cash account.

NOTE: The closing balance in the Cash Book should tally with the
physical balance.

2. Checks the cash balance maintained in the safe once a week on a
random basis by counting the currency notes and coins.

3. Prepares and signs Cash Physical Verification Report. (Exhibit II)

4. Checks that the amount in the Cash Physical Verification Report
matches the amount in the Daily Cash Report.

5. Reports any discrepancies to the HOD.

6. Maintains file ofrelated documentation for future reference.

Price Waterhouse LLPINov 97 Page 6
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".""",;f:-: .,.
...- .. - ~.,: ~~:

.. \t:
~ ; l'".'

'~;,,,",'·'l"";"·.o:

, ..

~
~

\.;j"

/
NATIONAL SECURITIES DEPOSITORY ptD I /

/7-'-- - ./
, 7 1~-·--~·7

OPENINGBALANCE-17.9.97 17 I 7
---- ._-

ADD:(CASHRECD-MR. SATYABRATAD H)

LESS: PAID AS PER CASH BOOK
/-, _._- refit

CLOSING BALANCE: IN DEW)MINATIONS ... ;;?
500.0q;1 X I / 7
10040' x tV -7
~001~'~,",vr7
/20.oo7r~

7 -- -10.001/ - Y
I 5.00 \- Ix

7 -- -~2.oo-I-7 x
7 1.0OY X

Coins: -; 7
TOTA17CLOSING-BALA,qCE

AC11JAL CLOSING B.'}{ANCE

7 /7

'/
/

~~_. ""1

=.0
(1) (')
•• (1)

tj§-
~ >-t_. (1)-~ zQe
en 0""
:::r"(1)

~::

.g'"T1
o Z
~o

~

J~

-~-



~ua@lM~[!; ~~~lVJ~lJ..:ra~~ [Q)~!?@~Oir@~1l llillf1JOtr1H[Q) .

.
CASH PHYSICAL VERIFICATION REPORT

REPORT DATE I 17/10/1991
, . . '

•
PHYSICAL VERIFICATION DONE BY :
CASH MAINTAINED BY
CASH DENOMINATIONS.

DeD~mi.D.t1oD
.

Number Total

500 X -
100 X -
50 'X -
20 X -
10 X ---:

5 X -
2 X / -
1 X / -

Coins: X / - .
RS. EIGHTEEN THOUSAND THRE~OUSAND FORTY SIX -
AND PAISE NINETY ONL

// ,

We certify that the amount /d is jet,ya the amount is present physically as on 1711011997

&

~/ 0

l
I
I
I
I
I
I
I
I
I
I
'I

Procedure Number: FIN004
Title: Cash Physical Verification Report

EXillBIT II

10/18/97 1:55 PM



Financial Institutions Reform and Expansion (FIRE) Project National Securities Depository Limited
Operating Procedures Manual Finance and Accounts Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

FIN005
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

HOD

Officer

Processing ofRevenue Expenditure

To ensure timely payment ofrecurring revenue expenses such as rent,
electricity bills, printing & stationery etc.

1. Receives the following:

a. Approval Note (ExlnDit I) which is approved by the appropriate
HOD
b. Payment Advice and
c. Bill

NOTE: Depending on the kind ofpayment, one or more ofthe
following documents may also be necessary.

a. Challan
b. Payment Order
c. Payment Advice

2. Checks that the expenditure is approved by the appropriate
authority and is supported by the relevant BillsIChallans.

NOTE: The List ofDelegation ofAuthority (ExlnDit II) specifies the
authorislng limits for each level ofstaff

3. Prepares a Payment Voucher.

4. Sends the Payment Voucher along with the supporting documents
to the HOD - Finance for authorisation.

5. Authorises the payment and sends the Payment Voucher back to
the Officer.

6. Prepares a cheque and issues it after it is signed by an authorised
person.

~
rl-I
-4
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Financial Institutions Reform and Expansion (FIRE) Project National Securities Depository Limited
Operating Procedures Manual Finance and Accounts Department

NOTE: Cheques for expenditure must be signed by a different HOD
than the person requesting the expenditure.

Data Entry
Operator

7. Enters the details into Tally System the day after making payments.

8. Maintains file ofrelated documentation for future reference.

Price Waterhouse LLPINov 97 Page 8
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Procedure Number: FlN005
Title: List ofDelegation of Authority

EXHIBIT IT
NATIONAL SECUP---" ."2EPOSITORYLIMITED

Ddegation o~ !:.,.;thority by Managing Director

Pursuant to and by virtue of the powers delegated to r-'" J,v tf.·A
•

the Company vide their resolution passed on August
the fol1o....,ir.} nowers to the er.tent mentioned h~~~~ .. '

Nature of Exoenses Limits of Expenditure (Upto Rs.)
Manaeer AVP VP ED

I Revenue Expenditure
Conveyance 1,000/- 10,000/- 20,000/- 2,00 000/-
Printing & Stationary Purchase 1,0001- 25,000/-' 50,000/- . 2,00,000/-
(Admin)
Postage, Courier &Telephones 1,000/- 25,0001- 50,0001- 2,00,000/-
(Admin)

,-
Computer Stationary and 5,000/- 25,000/- 50,000/- 2,00,000/-
CoriSwnable Purchase (SYstems)
Telecom Consumables Purchase 5,000/- 25,000/- 50,0001- 2,00,000/-
(Te(ecom)
Housekeeping Related Purchase 5,000/- 25,000/- 50,000/- 2,00,000/-
(Admin)
Legal & Professional Char~es NIL 25,000/- 50,0001- 2,00 000/-
Advertisement & Recruitment NIL 25,000/- 50,0001- 2,00,000/-
Ex .<Personnel)
Advenisement & Promotional NIL NIL 50,000/- 2,00,000/-...

(Admin)
Trainin~ NIL 25,000/- 50.000/- 2.00,000/-

1 Repair & Maintenance (Premises).. -
5.0001- 25,000/- 50,000/- 2,00,000/-

Repair & Maintenance 5,000/- . 25,000/- 50,0001- 2,00,000/-
(SystemslTelecom)
Salary & related payments (as No limit
approved by BoardIMD)
Any other revenue expenditure 500/- 25,000/- 50,0001- 2,00,000/-
not covered above
II Capital Expenditure
A. Per articlelitemlpurchase order NIL 25,0001- 50,000/- J,00,000/-
ifit does not fall under any project
expenditure aporoval ofthe Board

. R Per articleJitemipurchase order NIL 50,0001- 2,00,0001- 3,00,000/-

1 ifit falls under any proj~'
expenditure approval ofthe Board

-1-



Financial Institutions Reform and Expansion (FIRE) Project National Securities Depository Limited
Operating Procedures Manual Finance and Accounts Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

FIN006
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

Processing ofCapital Expenditure

To ensure timely payment ofapproved Capital Expenditure.

l. Receives the following documents:

a. Approval note for the expenditure (ExJnoit I) approved by the
appropriate HOD
b. Payment Advice and
c. Purchase Order

2. Checks that the form is approved by the appropriate authority.

NOTE: The List ofDelegation ofAuthority (ExJnDit IT) specifies the
authorising limits for each level ofstaff

3. Checks the purchase order for terms ofpayment.

NOTE: Checks the details ofinstallments paid ifthis is not the first
installment.

4. Checks receipt ofthe following documents for the final payment:

a. Approval note
b. Payment Advice
c. Purchase Order
d. Bill
e. Delivery Challan
£ Acceptance ReportlInstallation Report

NOTE: Ifstated in the terms ofthe purchase order, the payment is
released against a Bank: Guarantee.

5. Prepares a Payment Voucher and sends it along with the supporting
documents tot he HOD - Finance for authorisation.

Price Waterhouse LLPINov 97 Page 9



Financial Institutions Reform and Expansion (FIRE) Project National Securities Depository Limited
Operating Procedures Manual Finance and Accounts Department

6. Prepares a cheque and issues it after it is signed by an authorised
person.

NOTE: Cheques for expenditure must be signed by a different HOD
than the person requesting the expenditure.

Data Entry
Operator

7. Enters the details into the Tally System the next day.

8. Maintains file ofrelated documentation for future reference.

Price Waterhouse LLPINav 97 Page 10



Procedure Number: FINO'06
_!~~l~: _~pproval Note

EXHIBIT I

ro

~rom: "><~.,... Dated: 20/12/96

iub : Purchase of 'PERKS' , Salary Software Pack3ge.

)resently we have been preparing our Salary computation on Excel spread sheet every month. The present procedure not
Inly consumes lot of time but also makes it difficult to maintain a database of salary and other employee related
layments. Therefore there is a need to buy a software package which will meet the following requirements.

=:> Computation of salary

=:> Printing of Salary Slips

=:> Maintaining of a database of payments and personnel database

=:> Preparation of Customised reports

:eeping the above requirements in mind, enquiries were made with Softlink, the su liers of 'VETAiV' package and
Vedika Softwares' the suppliers of.'PERK'. . .

. Gopalan (A VP) -------

-
~

atyabrata Dash(O) ~

or approval please.

'resently. 'VETAN' is being used by NSE and they are in the process of elopi a large programme to suit their
equirements. The package comes in Windows version costing Rs.15,000 after a iscount of Rs .8,000. The price of
PERK' is Rs.19,999 1- after a discount of Rs.100001- .. In case the pac ge (PE ) does not suit our need they have a
00 % buy back arrangement ..

ERK will develop the package in terms of our require fus a~ 0 as per the personnel policies ofNSDL.

:onsidering this, it is proposed that we buy PERK Cka#"~stof Rs.19,999/- payable on installation.
~

J0rt
S

'hough both tile packages have similur features, PERK has e advan ge of being tailormade to our requirements.
Ihereas, VETAN will only customise the packages. Both hav he facili of ATR compatibility.

,~ ;

.'~
,~ .~.

Ii' BEST AVAILABLE COP'!

,
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I
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I
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Procedure Number: FIN006 .
Title: List of Delegation of Authonty

FX1..ITRIT 11
t

NATJONALSECU"---" ~£POSlTOr..~/LIMITED

Delegation o~ .•..~:~:ority by Managing Director

Pursuant to and by virtue of the powers delegated to .... ~ 'w t~~ .

the Company vide their resolution passed on August
the foJlov,ir.! !Jowers to the er.tent mentioned 'h:-:: .

Nature of Expenses Limits of Ex~nditure (Upto Rs.)

Mana2cr AVP VP ED
I Revenue Expenditure

'.

Conveyance 1.000/- 10,000/- 20.000/- 2,00,000/-
Printing & Stationary Purchase ) ,0001- 25,000/- 50,000/- 2,00,0001-
(Admin)
Postage, Courier &Tdephones ),0001- 25,0001- 50,000/- 2,00,000/-
(Admin) .

,

Computer Stationary and 5,000/- 25,000/- 50,0001- 2,00,0001-
Consumable Purchase (Systems) ..
Telecom Consumables Purchase 5,000/- 25,0001- 50,0001- 2,00,000/-
(Telecom)
Housekeeping Related Purchase 5,0001- 25,0001- 50,0001- 2,00,0001-
(Admin)

Legal & Professional Charges NIL 25,0001- 50,0001- 2,00,0001-
Advertisement & Recruitment -NIL 25,000/- 50,0001- 2,00,0001-
Expenses (Personnel)
Advertisement & Promotional NIL NIL 50,0001- 2,00,000/-
~

(Admin)
Training NIL 25000/- 50,000/- 2,00,000/-
Repair & Maintenance (premises)<. 5,000/- 25,0001- 50000/- 2,00,000/-
Repair & Maintenance 5,000/- . 25,0001- 50,000/- 2,00,000/-
(Svstems'Telecom)
Salary & related payments (as No limit
approved by BoarclJ1\.1D)
Any other revenue expenditure 5001- 25,000/- 50,0001- 2,00,0001-
not covered above
II Capita) Exoenditure
A. Per articlelitem/purchase order NIL 25,000/- 50,000/- 1,00.0001-
ifit does not faJl under any project -
expenditure appr~val of the Board
B. Per articlelitem/purchase order NIL 50,0001- 2,00,000/- 3,00.000/-
jfjt falls under any projest '
expenditure apprOval of the Board

-1-

BEST AVAILABLE coPt

,
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Operating Procedures Manual Finance and Accounts Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

FIN007
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Receipt ofCash and Cheques

To record the receipt of cash and cheques.

Accounts Asst./ 1. Cheques or Cash are received via:
Cashier

a. Mail
b. Hand delivery or
c. Other Departments

NOTE: Cash is received only by the Cashier.

2. Fills the details into the following Registers:

a. Cheques into the Cheques Received Register
b. Cash into the Cash Book

NOTE: The Registers contains the date the cheque/cash was received,
cheque number, amount, party who made the payment and date on
which the cheque was deposited.

3. Fills in the pay-in-slip for. cheques received and sends it to the
Bank.

NOTE: Cheques not deposited on the same day are kept overnight in
the fireproof safe. The keys ofthe safe are in the custody ofthe HOD.

3. Enters the amount in the Daily Financial Position Statement under:

a. "Cheques in hand" and
b. ''Cash Balance"

Refer to related procedure FINO01

4. Fills in Receipt Voucher. (Exhibit I)

5. Obtains authorisation from HOD.

--------------------------------,Price Waterhouse LLPINov 97 Page 11
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Operating Procedures Manual
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Finance and Accounts Department

Data Entry
Operator

6. Enters details into the Tally System.

7. Maintains records for future reference.

,
Price Waterhouse LLPINov 97 Page 12
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IJrocedure NUlllber: fINUU7
Title: Receipt Voucher

EXHIBIT I

NATIONAL SECURITIES DEPOSITORY LTD·
Trade World. 5th Floor, Kamala Mills Compound, Lower Parel, Mumbal - 400 013.

RECEIPT VOUCHER

C. R. V. No. : _

DO/Cheque No. dated _---,- for As.

R. V. No. : _

Date: _

_____ drawn on

____________ received from _

towards _

7
/. V DEBIT CREDIT

ACCOUNT HEADS / AMOUNT AMOUNT
As. P. As. P.

DEBIT /
// /

/ /
/ / /

CREDIT / I /
/ ( c/ /

/ "----7
/ /

.j /
( /

j I
!

~=

TOTAL .-

I
I
I
I
I
I
I

Prepared by •
.i
/'

Checked by Authodsed by

,

Internal Aud/~or
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Operating Procedures Manual Finance and Accounts Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

FIN008
Executive Director and Head of Department

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

Monthly Salary Payments to Employees

To process Corporate Payroll

1. Receives a memo from Personnel Dept. ofnew joiners,
resignations, Leave Without Pay and increments by the 25th of the
month. (Exhibit I)

2. Updates the following worksheets:

a. Salary sheet
b. Individual Employee Tax File giving details ofgross earnings,
taxable allowances and perquisites.

NOTE: These Excel worksheets automatically calculate the salaries
and tax to be deducted for the month, based on the updated
information.

3..Prepares a reconciliation statement comparing the current month's
salary with the previous month's salary and explaining any changes.

4. Obtains approval from Accounts Manager.

5. Obtains authorisation from HOD - Accounts or HOD - PersonneL

6. Sends letter to bank stating bank account name and amount to be
credited for each employee.

NOTE: The employee accounts are credited by the bank on the last
day ofthe month.

7. Sends an Exchange message to all employees informing them that
their accounts have been credited.

8. Generates pay slips in Microsoft Office.

Price Waterhouse LLP/Nov 97 Page 13
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Operating Procedures Manual Finance and Accounts Department

9. Encloses pay slips with the petty cash reimbursements which are
collected by the employees personally.

10. Maintains file ofrelated documentation for future reference.

,
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Procedure Number: FlN008
Title: Memo from Personnel showing staff movements and
increments

EXHIBIT I

NOTAV~ABLEATnnSTINlli

,



Identification Code:
Approvals:

Implementation Date:
Revision Date:

• • _ •• " , _ ~ ,"" I • .... .• I' •• ', ,_,' l,., ~" .. ,.......

FIN009
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

Data Entry
Operator

Journal Vouchers

To account for expenses and entries other than bank and cash entries.
e.g. transfers between accounts.

1. Prepares a journal voucher for the following:

a. Transfers between accounts
b. Adjustment entries

2. Fills the details in the Journal Voucher. (Exhibit I)

3. Obtains authorisation from HOD - Finance.

4. Enters details into the Tally System

5. Maintains records for future reference.

Price Waterhouse LLP/Nov 97 Page 15 ,



pJocedure Number: FlN009
Title: Journal Voucher

EXHIBIT I

..... ',,..,,......,......

!"

"

NATIONAL SECURITIES DEPOSITORY LIMITED
Trade World. 4th Floor, Kamala Mills Compound. Lower Parel, Mumbal· 400 013.

JOURNAL VOUCHER
:1'." .•

. .
."; .~ ..~' .J. V. No. : _

.',,,,~,,: " j,d:"
Date: _' '_"1.

;; ~.

,
1 ~ :,.

h. CREDIT

.1·i
t•~
t
~
!
I,.
~i;.:. :..· '

",.
~ rf.:

DEBIT

.~. r
1,.-··.. _.:; ,~.

ACCOUNT HEADS

:-. ~ ... I

DEBIT
AMOUNT
Rs. P.

,
,>!,

'. :.

BESTAVA~ABLECOPY

CREDIT
AMOUNT
Rs. P.

~ ".. ('

I
, ,
, I

: )
.. j
~ ~

.1
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Operatirlg Procedures !vlanual
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Finance and Accounts Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

FINO 10
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Accounts Asst.

Maintaining Rough Bank Books

To maintain the Bank Books ofpayments and receipts for each bank.

1. Enters cheques which are deposited or withdrawn from the Bank
on a particular day into the respective Rough Bank Book.

NOTE: A separate Bank Book is maintained for each Bank Account.

2. Enters Closing Balance in Daily Financial Position Statement Form
under the individual bank position. Refer to related procedure FINOO1.

3. Maintains records for future reference.

,
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Operating Procedures Manual ,Finance and Accounts Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

FINOll
Executive Director and Head of Department

July 97

TITLE:

PURPOSE:

PROCEDURE:

Accounts Asst.

Officer

Bank Reconciliation

To compare the bank balances as per the bank books with the actual
balance as per the bank statements received from the banks..
NOTE: This is done monthly on the last day ofthe month or on the
first day ofthe next month.

1. Prints a Bank Book as ofthe last day ofthe month from Tally on
the first day ofthe next month. (Exhibit I)

2. Receives the bank statement for the previous month from the bank.

3. Reconciles the two manually by:

a. Comparing cash entries
b. Determining cheques issued but not presented for payment
c. Determining cheques deposited but not cleared

4. Prepares the Bank Reconciliation Statement to explain any
differences found between the book balance and balance as per bank
statement. (Exhibit II)

5. Checks the Bank Reconciliation Statement.

6. Researches and resolves discrepancies:

a. Ifinternal error, makes internal entries
b. Ifbank error, liaises with the bank to resolve.

7. Sends the statement to HOD - Finance by the 5th ofthe next
month.

8. Maintains file of related documentation for future reference.

,
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Procedure Number: FINO I 1·
Title: Bank Book Printout

EXHIBIT I

NATIONAL SECURITIES DEPOSITORY LTD
5TH FLOOR. TRADE WORLD

KAMALA MILLS PREMISES
LOWER PAREL MUMBAI- 400013

CORPORATION BANK- 11556 Book
1-Mar-97 to 6-Mar-97

Date

1-3-97 Dr

4-3-97 Cr
Cr
Cr

6-3-97 Cr

Particulars

Opening Balance

INSURANCE -DP Payable
INSURANCE -DP Payable
INSURANCE -DP Payable
INSURANCE -DP Payable

Vch Type

Receipt

Receipt
Receipt
Receipt

Vch No.

164

165
166

163

Debit

J'1.~i.

=;:~::==~ , eu e.'

Page 1

Credit

7'87751.28
.78,Z51 :28

78,751.2"8"
Closing BalanceDr

,

- , .
• , _ .... _... ,." _.-,fIIl- w_ ..... _ ·_1_..c; ~



Procedure Number: FINO 11
Title: Bank Reconciliation Statement

EXHIBIT II

CENTRAL

NATI0 NAi.;·SECURITJES·.DE:POSITORYLLJMltED ::_:;:":.:.;,::,:.,>::~(.:: ...............

BANK RECONCILIATION' STATEMENT AS ON30.4.97'; ·f;· / •.•..•.. ~.cT .... ... ....; .. ; ....
CENTRAL BANK OF INDIA r
BALANCE AS PER BANK BOOK AS ON 30.4.97 I .

PARTICULARS RS.
ADD:CHEQUES ISSUED NOT CLEARED
AJAY SHIVAM 19-MARCH
ANIL ELECTRIC CO 17-APRIL
TAXATION BOOK HOUSE 03-APRIL ,
DHL EXPRESS COURIER 10-APRIL
AUDIO VISUAL EQUIP
D.S.SOMAN
J.M. PARANJAPAY 23-APRIL
ASHOK TOTLANI 23-APRIL
C. B. GOKHALl: 23-APRIL
JAYESH CHITALIA 23-APRIL
MR.C.B.8HAVE 29-APRIL
MR. GAGANRAI 29-APRIL . -

/ .
/

BALANCE AS PER BANK STATEMENT AS ON· 3O.f97 -
/ /

/ I
, / /

/ 'II /
/ v

/ .;::-'/
/ ~" I

/ AI

~~

,
': ; !~

Page 1
-.

I
I "

_....._~.:.,~;,~~.,.;;,.o..£:~.*..--.
----_-:."-- - .....•• ---;-
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Operating Procedures lvlanual Finance and Accounts Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

FINO 12
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Accounts Asst.

Officer

Month End Reporting

To provide Management with various monthly reports.

I. Verifies that all necessary entries for the previous month have been
made.

2. Verifies that the bank. reconciliation has been completed.

3. Prints the Trial Balance (Exhibit I) using Tally at the beginning of
the next month.

4. Checks the trial balance for any provisional or accrual entry
pending and the proper accounting for assets, liabilities, expenses and
revenue.

5. Makes rectification through Journal Vouchers ifnecessary.
(Refer to related procedure FIN009)

6. Verifies that the trial balance is correct.

7. Prints the Profit and Loss Statement (Exh1"it IT)

8. Prepares a comparative profit and loss account (Exh1"it ill)
indicating the previous two months together with the position as on
the previous month's position.

9. Sends the Profit and Loss Account Statement to the HOD ­
Finance, EDs and MD by the 5th ofthe next month.

10. Notes the remarks and advice from the EDs and MD and takes the
necessary action.

11. Maintains file ofreports for future reference.

,
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Procedure N~mber: FIN012
Title: Trial Balance

EXHIBIT I (a)

NATIONAL SECURITIES DEPOSITORY LTt
5TH FLOOR, TRADE WORLD

KAMALA MILLS PREMISES
LOWER PAREL MUMBAI- 400013

Trial Balance
1-Apr-96 to 31-Mar-97

Particulars

Share Capital
Current Liabilities

Accounts - Payable
Deposit - D P
Sundry Creditors Capital
Tax Deducted at Source
Sundry Creditors Others
ADVANCEAGAINST SHAREAPPLN
Project Consultancy Payable

Fixed Assets
Fixed Assets - Consuma
CA-eAUSYS TECHNOLOGY PLTV
CA-CMS COMPUTERS LTO
CA-DIGITAL EQUIPMENTILTO
CA- NlT/N INDUSTRIES
Ca-Sun Telecom
CA-WlPRO INFOTECHS LTD
COMMUNICATlON
COMPUTERS
COMPUTER SYSTEM
DEPOSITORY SYSTEM
ELECTRICAL-INSTALA nON
FURNITURE
OFFiCE EQUIPMENTS
SERVERS

Investments
CORPUS· NSDL EPF TRUST

Current Assets
Advance Against Expense
Deposits With Banks
Other Deposits (Rent)
PREPAID - EXPENSE
Receivables Others
Deposits (Asset)
Loans &Advances
Sundry Debtors
Cash-in-hand
Bank Accounts
ANNUAL FEES RECEIVABLE
APPUCATIONMONEY FOR BONDS
CERT. OF DEPOSIT
FIXED DEPOSIT· VYSYA BANK LTD
IDS- ADVANCETAX-AY97·98 ,

Mise. Expeases to lIIe E:dent NotWriten Oft ,.
PREUMINARY EXPENSES;
Preoperative Expenses it.~· ~..

I ; .~ ~ i >r~·"

Carried Over ,;'

. ,

,..
----~---------~



Procedure Number: FIN012
Title: Trial Balance

EXHIBIT I (b)

NATIONAL SECURITIES DEPOSITORY LTD
Trial Balance :( 1-Apr-96 to 31-Mar-97

Particulars

---,--------------------------- ._--------

Brought Forward

I

I
I
I
I
I
I
I
I
I

Direct Incomes
OperationaUncome

Direct Expenses
Telephone
ANNUAL FEES -SEBI
BASIC SALARY
CCA
CONVEYANCE
DEARNESS ALLOWANCE
DEPRECtAnON (FlXED ASSETS)
FlUNG FEES
FLYAllOWANCE
HRA
INSURANCE
MEDICAL REIMBURSEMENT
MISCELLANEOUS EXPENSES
OFFICE EXPENSES
PANTRY &REFRESHMENT
PETROL CHARGES
PF-EMPLOYERS CONTRIBU770N
PROFESSfONALALLOYVANCE
PROFESSIONAL FEES
PROFESSIONAL UPGRADAnON
SOFTWARE EXPENSES
SPECIAL ALLOWANCE

Indirect Incomes
Software License Fees
ANNUAL FEES
ENTRY FEES
INTEREST-INVESTMENT
INTERESTREClVED FROM DP's
MISCELLANEOUS INCOME

Indirect Expenses
Travel Expendrnure
ADVERTISEMENT
AUDIT FEES
BANK CHARGES
BOOKS & PERIODICALS
BROKERAGE-RESlD£N1W. PREMISES
BUSINESS PROMOTION
CAR EXPENSES
CAR-HIRE CHARGES

- COMMlT7EE-MEET1NG SITTING FEES
COMPUTER CONSUMABLES •

Carried Over

~ ••<.

.' i....... \.
< ,"

.;..!r,
, ;S;

Ow···;.;....

,



Procedure Number: FIN012
Title: Trial Balance -

EXHIBIT I (c)

NATIONAL SECURITIES DEPOSITORY LTD
Trial Balance : 1-Apr-96 to 31-Mar-97

Particulars

Brought Forward

DIRECTORS· S/mNG FEES
ELECTRICITY CHGS
FEES & SUBSCRIPTIONS
HOUSE-KEEPING
INAUGURAnON EXPENSE
INTEREST - PAID
INTERNET ACCESS
LEASE RENTAL-CAR
LEGAL FEES
MAINTAINANCE
MAINTAINANCE -PREMISES
MAINTAINANCE - SYSTEMS
MAINTENANCE-COMPUTER
MEMBERSHIP FEES· CARDS
MEMBERSHIP-FEES·UBRARY
OCTROI
POSTAGE ,COURIOR &TELEGRAM
Preliminary Expenses W/ofl
Preoperative Expenses W/ofl
PRINTING & STATIONERY
RECRUITMENT EXPENSES
RENT OFFICE PREM
SECURITY - EXPENSES
SEMINAR EXPENSE
STAMP-DUTY
TRAINING EXPENSES
VEHICLE MAINTAINCE .

CapitalWIP
CWIP-CMS COMPUTERS LTO
CWlP-COMPUTERS
CWIP-DEPOSITORY SYSTEM
CWTP-OFFICE EQUIPMENTS
CWlP-TELECOMMUNCIA 710N
CW1P.{IN/cORP INDUSTRIES LTD

Fixed Assets Advances
CA- BAPNA COMPUTERS
CA-MEDUNE EQUIPMENT
CA-OFFICE EQUfPMENTS
CA· ONTRACK SOLUTIONS PVf.LTD
CA-PC-CENTRE lECHNOWlEDGE
CA-PREM/SES
CA-SEJUTRONICS

,
Carried Over



Procedure Number: FIN012 .
Title: Trial Balance

EXHIBIT I (d)

NATIONAL SECURITIES. DEPOSITORY LTD
Trial Balance : 1-Apr-96 to 31-Mar-97

Particulars

Brought Forward

CA·SUlTANALLYS SOLunONS LTD
CA- TATA INFOTECH LTD
CA-UNICORP INDUSTRIES Lm
CWlp·HCL·HP PC SERVERS
Ci\t'·TATAWFORMATION SYSTEMS LID

-G-r-an-d-Tota"j------

.~ ,
~ ~



Procedure Number: FlN012
Title: Profit & Loss Account

EXHIBIT II

NATIONAL SECURITIES DEPOSITORY LTD
5TH FLOOR, TRADE WORLD

KAMALA MILLS PREMISES
LOWER PAREL MUMBAI- 400013

Profit & Loss Ale
1-May-95 10 3).Jun-95

Particulars

Direct Expenses

Gross Profit cia

Indirect Expenses

Nett Profit

To ta I

"' .,..' ;ff
" ;:f'

i~~

1-May-95 to 3J-Jun-95 Particulars

Direct Incomes

Gross Profit b/f

Indirect Incomes

Tota I

1-May-95 to 3J-Jun-95

,



Procedure Number: FINO 12
Title: Comparative Profit & Loss Account

EXHIBIT III -

,

i
I

.

NATIONAL SECURITIES DEPOSITORY LTD
5TH FLOOR. TRADE WORLD

KAMALA MilLS PREMISES
LOWER PAREL MUMBAI- 400 013

Profit & Loss Ale

I
I
I
I
I
I·
I
I
I
I
r
r

t"

Particulars

Trading Account

Direct Incomes

Cost of Sales:
Direct Expenses

Gross Profi:t

Income Statement

Indirect Incomes

Indirect Expenses

Nett Profit:

,, ,
" ~
. I
I; ~.

'.- ~ -'
~:.~... ~,_.~

1-May-re to 3J..Jun-re 1-May-95 to 31-May-95 1-Juo-re to 3}Juo-re

,
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Operating Procedures Manual Finance and Accounts Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

FINO 13
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

Overview ofPayment of Statutory Dues

Statutory dues are paid by the Accounts Dept. for employees,
suppliers and other entities for the followin~:

a. TDS
b. Professional Tax
c. Provident Fund
d. Income Tax
e. Any other statutory payments

NOTE: Each payment has a due date and the various forms and
challans have to be filled in as per the Income Tax Act or the relevant
Act guiding the payment. A statement showing the current rate of
TDS deduction from expenses and due date ofpayment ofTDS is
prepared when the Act changes. (Exhibit I)

1. Consolidates the figures and prepares a statement showing the
details oftax deducted at source (Exhibit II) for each ofthe statutory
dues, before the due date.

2. Prepares a Voucher for the payment.

3. Obtains approval from the HOD - Finance.

4. Fills up the appropriate challans.

NOTE: This process requires a large number offorms that have not
been identified here as they are continually undergoing change. In
carrying out this procedure it should be made certain that the current
version ofall forms are being used.

4. Deposits the amount in the bank or sends the cheque to the
appropriate authority.

5. Provides yearly statements to each employee (Form 16) showing
the statutory dues paid on their behalf (Exln1>it ill)

,
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Operating Procedures Manual Finance and Accounts Department

6. Provides yearly statements to all entities (Form 16A) whose tax has
been deducted and paid to the appropriate authority. (Exhibit IV)

7. Maintains documents for future!eference.

,
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Procedure Number: FINO 13
Title: Statement showing details of TDS rates and due dates­

- EXHIBIT I

NATIONAL SECURITIES DEPOSITORY LIMITED

Statement showing percentage of TDS deduction from
expenses and due date of payment of TOS to the authorities:

Sr. No. Particulars Rate of Due date
deduction for deposit

with authorities·

1 Payment of salary as presctibed within 7 days of
by IT Act deduction

2 Payment of professional fees 5% of fees within 7 days of \
the next month

3 Payment of contractual fees 2% of fees

4 Paymentof rent ·20% of rent

::

,



National Securities Depository Limited

Details for issue of Tax Deduction Certificates under Form No. 16 A for payments
during November 97

TDS on contractors u/s 194 C
,.:, •. :~l:'

Sr. No. N~me of the party Status Nature of Date of Amount TOS Rate at which Date of Voucher Nos.
payment payment paid Deducted deducted % deposit

"-ty ~",'~l>;";~(r;";~r~;;"'~' - .,.",
To Contractor 12-Nov-97 5-Dec-97 737' 1 Tata consultancy corporate 410000 8200 2.00

2 Blue Star corporate To Contractor 21-Nov-97 20000 400 2.00 5-Dec-97 766
3 DHL Express corporate To Contractor 26-Nov-97 39772 794 2.00 5-Dec-97 783
4 Blue Star corporate To Contractor 26-Nov-97 122000 2440 2.00 5-Dec-97 780
5 Printography non corporate To Contractor 1-Nov-97 14024 280 2.00 5-Dec-97 712
6 Ketan Ganatra non corporate To Contractor 5-Nov-97 9648 193 2.00 5-Dec-97 718
7 Monitron non corporate To Contractor 5-Nov-97 58500 1170 2.00 5-Dec-97 722
8 Printography non corporate To Contractor 7-Nov-97 27885 558 2.00 5-Dec-97 735
9 Roshan electricals non corporate To Contractor 12-Nov-97 42000 840 2.00 5-Dec-97 740
10 Monitron non corporate To Contractor 12-Nov-97 58500 1170 2.00 5-Dec-97 748
11 Bharati Caterer non corporate To Contractor 18-Nov-97 60434 1209 2.00 5-Dec-97 749
12 Sarg Allied decorators non corporate To Contractor 18-Nov-97 27563 • 551 2.00 5-Dec-97 752
13 Electronic Control System non corporate To Contractor 19-Nov-97 4000 80 2.00 5-Dec-97 756
14 V T Tours & Travels non corporate To Contractor 21-Nov-97 1723 34 1.97 5-Dec-97 762
15 Excel Express Courier non corporate To Contractor 21-Nov-97 17471 349 2.00 5-Dec-97 767
16 Printography non corporate To Contractor 21-Nov-97 6863 137 2.00 5-Dec-97 770
17 Ketan Ganatra non corporate To Contractor 21-Nov-97 4000 80 2.00 5-Dec-97 774
18 Printography non corporate To Contractor 25-Nov-97 10770 215 2.00 5-Dec-97 77-8
19 Dreamland Studio non corporate To Contractor 26-Nov-97 12000 240 2.00 5-Dec-97 784
20 Recreations non corporate To Contractor 26-Nov-97 58275 1166 2.00 5-0ec-97 787
21 Bharati Caterer non corporate To Contractor 26-Nov-97 125440 2509 2.00 5-0ec-97 790
22 Bharati Caterer non corporate To Contractor 26-Nov-97 5480 110 2.01 5-0ec-97 796
23 Bharati Caterer non corporate To Contractor 29-Nov-97 5880 118 2.01 5-Dec-97 800

1142228 22843

Corporate 11834
non corporate 11009

'40 22843
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Procedure Number: FINO 13
Title: Yearly TDS Statements to. employees (Form No. 16)

EXHIBIT III (a)

FORM NO 16
[ Vide rule 31 (I )(a) of the Income Tax Act 1961 J (

CERTIFICATE UNDER SECTION 203 OF THE INCOME TAX ACT.1961 FOR TAX DEDUCTED
AT SOURCE FROM INCOME CHARGEABLE UNDER THE HEAD "SALARIES"

Name & Address of the Employer
National Securities Depository Limited
Trade World, 41h Floor, Kamala Mills Compound,
Senapati Sapat Marg, Lower Parel, Mumbai 400 013.

Name and Designation of the Employee
Officer

TDS CERTIFICATE NO :NSDLlS/81 EMPLOYEE CODE: S006

PAN/GIR NO. : AAACN2082N PANI GIR NO. :
TDS Circle where Annual RetumJ statement
Under Section 206 is to be filed

PERIOD ASSESSMENT YEAR
FROM TO

2-Sep-96 31'1 March 97 1997 - 98

Rs Rs.

62.073
7,292
54,781

15,000

550

15,550

39,231

4.Deductions
a. Standard deduction
b. Entertainment allowance
c. Tax on Employment

DETAILS OF SALARY PAID AND ANY OTHER INCOME AND TAX DEDUCTED
Rs.

I.Gross Salary
2.Less : Allowance to the extend exempt under section 10
3.Balance (1-2)

5.Aggregate of 4 (a to c)

6.INCOME CHARGABLE tINDER THE HEAD SALARIES (3-5)

7.ADD ANY OTHER INCOME REPORTED BY EMPLOYEE

8.GROSS TOTAL INCOME (6+7)

9.DEDUCTIONS UNDER CHAPTER VI-A GROSS QUALIFY DEDUCT
AMOUNT AMOUNT AMOUNT

39,23 I

IO.AGGR.OF DEDUCTIBLE AMT. UNDER CHAPTER VI A NIL

Il.TOTAL INCOME (8-10) 39,231

12.TAX ON TOTAL INCOME

,
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Procedure Number: FINO 13
Title: Yearly TDS Statements to employees (Form No. 16)

EXHIBIT III (b)

23,911 4,782

5,200.00 1,040
10,000.00 2,000

IJ.REBATE /RELIEF UNDER CHAPTER VIII
J. UNDER SECTION 88 PLEASE SPECIFY

a) P.F
b) L.I.C
c) E.L.S.S.
d) ULiP
e) PPF CONTRIBUTION.
t) NSC VIII
g) REPAYT.OF HSG.LOAN/ OTHERS
h) INVESTMENT IN ELIGIBLE SECURITIES-
i) INTEREST ACCRUED ON NSC

TOTAL a to i

II.UNDER SECTION 88 A PLEASE SPECIFY
a.
b.
c.
BI.UNDER SECTION 89 ATTACH DETAILS

GROSS
AMOUNT
3,908
4,803

5,200.00
10,000.00

23,911

QUALIFY
AMOUNT

3,908
4,803

TAX RELIEF
AMOUNT

782
961

14. AGGREGATE OF THE REBATES AND RELIEF AT
ABOVE I + II + III

15. TAX PAYABLE 12-14 AND SURCHARGE THEREON

16. LESS (A) TAX DEDUCTED AT SOURCE

4,782

17. TAX PAYABLE/REFUNDABLE (15-16)
DETAILS OF TAX DEDUCTED AND DEPOSITED INTO CENTRAL GOVERNMENT ACCOUNT

AMOUNT DATE OF PA YMENT NAME OF BANK AND BRANCH

(I) a 09-Aug-1996 Central Bank of India, Worli
(2) 07-Sep-1996 Central Bank of India, Worli
(3) 14-0ct-1996 Central Bank of India, Lower Parel
(4) 09-Nov-1996 Central Bank of India, Lower Pare!
(5) 07-Dec-1996 Central Bank of India, Lower PareI
(6) 07-1an-1997 Central Bank of India, Lower Parel
(7) 06-Feb- I997 Central Bank of India, Lower Parel
(8) 05-Mar- I997 Central Bank of India, Lower PareI
(9) 05-Apr- I997 Central Bank of India, Lower Pare!

CERTIFIED THAT A SUM OF RS.(IN WORDS) RUPEES NIL
HAS BEEN DEDUCTED AT SOURCE AND PAID TO THE CREDIT OF CENTRAL GOVERNMENT.
FURTHER CERTIFIED THAT THE ABOVE INFORMATION IS TRUE & CORRECT AS PER RECORDS

FOR NATIONAL SECURlTIES DEPOSITORY LIMITED

,

I, .

PLACE: MUMBAI
DATE:

, .. .

i
'!--;_ l· •. ~ $<

SIGNATURE OF THE PERSON RESPONSIBLE FOR DEDUCTION OF TAX
FULL NAME :
DESIGNATION: Asst. Manager



Procedure Number: FINO 13
Title: Yearly TDS Statements to other entities (Form No. 16A)

EXHIBIT IV

FORM NO.16 A
(See rule 31(1)(b) TDS Cert No ,NSDU194· C /1

CerHficate of deduction of tax at source under section 203 of the Income Tax Act. 1961

For interest on secur~ies; dividends; inlerest olher than 'interest on secur~ies': winning (rom lo11ery or cross'lJOrd puzzle; winning

(rom horse race ;' payment to contractors and sub·contractors; insurance commission; payment to non.resident sportsmen/sports,

associations. payments in respect o( depos~s under National Savings Scheme; payments on account o( repurchase of unrts by

Mutual rund or Unrt Trust or India; commission, remuneration or prize on sale or lollery tickets: rent; fees ror proressional or technical

services; income in respect o( unrts : olher sums under section 195 ; income of foreign companies referred to in section 196A (2) ; income

rrom unas ; refereed to in section 196B; income rrom foreign currency bonds or shares or an Indian company rererred 10 in section 196C :

income of Foreign Insl~utional Investors from secur~ies referred 10 in section 1geD.

Name and address of Ihe person deducting lax. TDS Circle where Annual Return under Name and address of Ihe person 10

section 206 is to be delivered. whom payment made or in whos~

account ~ is cred~ed .

NATIONAL SECURITIES DEPOSITORY LIMITED

'.
Mahlndra Towers, 1st Floor, A - wing,

R. B. C., Worll, Murnbal400 018

TAX DEDUCTION PVC NO. OF THE DEDUCTOR NATURE OF PAYMENT PAN/GIR NO. OF THE PAYEE

N-o.6226 • E ( C )

BBY

PAN / GIR NO. OF THE DEDUCTOR Contractor FOR THE PERIOD

AAACN2082N 01-04-96 to 31-03-97

DETAILS OF PAYMENT, TAX DEDUCTION AND DEPOSIT OF TAX INTO CENTRAL GOVERNMENT ACCOUNT

Date of Amount paidlcred~ed Amount of income"tax Rate at which Date & Chaltan No. or Name of Bank & Branch where Tax is

paymentlcreda (Rs.) (Rs.) deducted (0/0) depos~ or tax inlo Central Depos~ed.

Governmenl Account

Certified that a sum of Rs. only has been deducted at source and paid

to the creda or the Central Government as per details given above,

Place: Mumbal

Date:

Signalure of person responsible for deduction of Tax

Full Name .

.. Designation:

,

\~



Operating Procedures Afanual
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.', Ui/Ollul .)t:tUr/llt:s lJeposll0r.v umllt:iJ

Finance and Accounts Department

Identification Code:
Approvals:

Implementation Date:
Revision Date: i

FINO 14
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

Employee payments for Medical Allowance

To reimburse or pay medical expenses to employees.

1. Maintains database of entitlements showing the following for each
employee:

a. opening balance
b. eligIole amount
c. amount claimed and
d. closing balance

2. Receives a claim once per quarter from an employee for Medical
Expenses, along with:

a. Medical Reimbursement Form
b. Bills, ifany.

NOTE: An employee is entitled to claim this allowance only once :in a
quarter. The medical entitlement for an employee can be carried
forward for a maximum ofthree financial years.

NOTE: Ifthe employee does not submit bills, the amount claimed is
added to the taxable income.

3. Checks claim against entitlements for medical allowance.

NOTE: All claims received during the first fortnight are paid on the
25th ofthat month and claims received during the second fortnight are
paid on the 10th ofthe next month.

4. Prepares a Voucher for the payment.

5. Obtains authorisation for payment to employee from HOD­
Finance on:

a. Voucher

,
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Operating Procedures ,\fanual

b. Medical Reimbursement Form

,',UtlUjiut .)(:Lurillt.:.') Jjt:I}/}..... ltl)f~'y 1,lIJtj'L.'u

f</nance and Accounts Department

6. Updates the Tally System and Individual Employee Tax Files.

7. Sends a letter on the 10th and 25th ofthe month to thF bank to
credit the employee accoun~s.

8. Sends a message via Microsoft Exchange to the employee
informing them ofthe payment.

9. Maintains documentation for future reference.

,
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Sr. No.' _

Applicant's Signature
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Rs.

Rs.

Rs.

Rs.

. Rs.
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Department: ---.-__

Employee Code: _

MEDICAL REIMBURSEMENT FORM
. ,

FOR USE BY FINANCE & ACCOUNTS DEPARTMENT ONLY

.,

. -----.,...-------

NATIONAL SECURITIES DEPOSITORY LIMITED
: 'Trade World. 4th Floor. Kamala Mills Compound. Lower Par'9I, Mumbal .'400 013.' ........-/
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Procedure Number: FlN014
Title: Medical Reimbursement Form

,~JiliP3!T~( (J.}

.. ~ .~...:;

r •

; ,Designation :.
i'
"

, ;' Name· ... -

'.r.
~

L· _,'. I:' 'I. ._~: - i : ...

~" .' J. Tola' No. of Bill.' A"",,;Pt.' P,escripllon .,.chOd (P~rtlcu'arsoV9rle~f)

1
·;--· "': TC'a1.~~unll°' which bllls.ubmlttOd , A.. '~.,.•' ~~.:_. ", _, _. 'I'

. < Total amount claimed Rs.
;.

,I t
1 _ . . _ . . ., .1 '._ ..: !

t;{·4;.,~~',: .; Date ~ .---- _
.,,, ..... ~... ~

f.j[:,~;~ ,., a) OfTotal, "!Igbla amounl uptc ----- (Date)'
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ProcedGre Number: FIN014
Title: Medical Reimbursement Form

.EXHlBITJJbL._ .._~ -~

,-

Amount

. ~..

Date

. .. ~ ".~ , '.
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Operating Procedures /v/anual Finance and Accounts Department

Identification Code:
Approvals:

Implementation Date:
, Revision Date:
(

FINO 15
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Accounts Asst.

HOD

Employee payments for Leave Travel Allowance (LTA)

To reimburse LTA to employees.

1. Receives an Application for LTA (Exhibit I) once a year from each
employee which is checked by the Personnel Dept. and forwarded to
the Accounts Dept.

NOTE: The employee should avail ofat least 5 consecutive days leave
in order to claim LTA This is checked from their leave record
maintained by the Personnel Dept. and is approved and signed by the
HOD - Personnel LTA is tobe claimed within 7 days ofthe employee
resuming duty.

.
NOTE: LTA can be claimed only after one year of completion of
service and can be claimed for each calendar year.

2. Checks ifany advance LTA has been paid.

NOTE: A request for LTA Advance (Exhibit II) can be made by an
employee. This is approved by HOD - Personnel and forwarded to the
Accounts Dept. 80% ofthe eligible amount can be paid as advance to
an employee one week prior to his departure, after being authorised by
HOD - Finance. Final settlement must be made within 7 days ofthe
employee resuming duty.

3. Checks the application and the tickets, ifany, for arriving at any
non-taxable amount.

4. Updates the individual employee tax files accordingly.

5. Prepares a voucher and cheque and sends it to the HOD - Finance.

6. Check~ and signs the following:

a. LTA application
b. Cheque

Price Waterhouse LLP'Nov 97 Page 23
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Operating Procedures Manual Finance and AccountsDepartment

c. Voucher

7. Returns the application and cheque to the Accounts Assistant.

Accounts Asst.

Data Entry
Operator

8. Issues the cheque to the emp)oyee.

9. "Enters the details ofthe Payment Vouchers into the Tally
Accounting System.

10. Maintains documentation for future reference.

NOTE: The payment vouchers ap.d supporting vouchers are filed
separately.

,
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Employee Code: _

CentraVCanara Bank Nc No. _

Procedure Number: FINO 15
Title: Application for Leave Travel Allowance

EXHIBIT I (a)

i

NATIONAL SECURITIES DEPOSITORY LIMITED
Trade World, 5th Floor, Kamala Mills Compound. Lower Parel, Mumbai • 400 013.

(APPLICATION FOR LEAVE TRAVEL ALLOWANCE)

Sr. No. _

Name: _

Designation: -'--

Department: _

Number of days
leave taken (days) From To _

LTA amount claimed Rs. For the year(s) (calendar year)

Advance Taken Rs. on (date)

Persons travelled :

Sr. Name Relationship Age
No.

..

Journey Details :

Sr. Date of travel From To Mode of travel Ticket No. Amount (Rs.)
No.

1.

2.

3.

4.

5.

6.

7.

Total

Total No. of tickets I receipts enclosed: _

1. I ·wish I dO not wish to claim income tax exemption in respect of LTA hereby availed by me to
the extent allowable.

2. I am claiming Income-Tax exemption for the ·firsVsecondlthirdlfourth time, in the four calendar
year block (1994 - 1997) commencing on January 1, 1994.

Jhereby declare and certify thaI Ihe above particulars are true.

Dale: _

• Strike out whlcl:lever is not applicable

Amount to be paid Rs. ....,.

Signature of employee

Received Rs. _

Receiver's Signature

,



Procedure Number: I'-INU 15
Title: Application for Leave Travel Allowance

EXHIBIT I (b)

(FOR OFFICE USE ONLY)

Certified that MrlMrslMs was on __ days

authorised leave from 10 _

(Signature of Personnel Head)·

(FOR USE BY FINANCE & ACCOUNTS DEPARTMENT)

Total Amount Eligible (a) As. .
Claimed (b) As.

Payable [(a) or (b) As.
whichever is less]

Advance taken As.

To be paid now As.

Non Taxable Amount As.

Taxable Amounl As.

Prepared by Verified by Authorised by

,



Procedure Number: FIN015
Title: Request for LTA Advance ~

EXHIBIT II

NATIONAL SECURITIES DEPOSITORY LIMITED
, Trade World. 5th Floor, Kamala Mills Compound, Lower Parel. Mumhai· 400 013.

(Request (or LTA Advance)

Name

Designation

Deparlment

Employee Code: _

Cenlral/Canara Bank Ale. No. _

For the year(s) (calendar year)

Amount eligible Rs. _

Amount o( advance required Rs. _

Date: _

Signature

(FOR OFFICE' USE ONLY)

Certified that Mr.lMrs.lMiss has been sanctioned __ days

leave (rom to . He/she may be given the requested advance subject

to eligibililY.

Signature of Personnel Head

(FOR USE OF FINANCE & ACCOUNTS DEPARTMENT ONLY)

a. Amount o( LTA eligible Rs. _

b. Amount of advance eligible Rs. _

(80% o( (a»

Amount to be paid Rs. _ Received Rs. _

Prepared by Verified by Authorised by Receiver's Signature
,



Operating Procedures /'vfanual

Identification Code:
Approvals:

Implementation Date:
Revision Date:

Finance and Acco~nts D~partment

FINO 16
Executive Director and Head ofDepartment

July 97

TItLE:

PURPOSE:

PROCEDURE:

Officer

Participant Billing Recovery

To collect transaction and service fees from Participants.

NOTE: The procedure listed below is likely to change soon, with the
proposed linking ofTally Accounting and DPM.

NOTE: This does not cover one time custody fees received from the
Participants.

1. Receives the following from the Participant Interface Dept. once
the Bills are raised:

a. Xerox copy ofBills to Participants (Exhibit I)
b. Bill summary for the month as an electronic file

NOTE: The Participant Interface Department prepares and posts the
Bills and sends them to the Participants with instructions to direct
payments to the Accounts Dept.

2. Prepares Bill Register from the Electronic File. ( In Step Ib)
(Exhibit II)

..

NOTE: The Bill Register shows Bill No., Particulars ofParticipants,
Amount ofFees, Interest and Total for each Participant.

3. Receives Participant cheques from:

a. Dispatch Dept.
b. Participants directly

4. Logs the receipts received during the day in a Cheques Received
Register at the end of each day.

NOTE: The Cheques Received Register includes cheques received
from Participants as well as other receipts.

Page 25
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UperUl/ng rrocecJures ,tlUlluul l'inance and Hccounls Department

Accounts Asst.

Officer

5. Completes pay-slip for. depositing ofcheques received to bank
account and prepares a Receipt Voucher.

NOTE: The bank sends a messenger to the Accounts Dept. every day
to collect cheques to be deposited.

i

6. Sends the Receipt Voucher to the HOD - Finance for authorisation.

7. Updates the accounts in the Tally System.

8. Prepares monthly list ofoutstandings statement and calculates the
interest payable by Participant on outstandings, ifany on an Excel
worksheet. (Exhibit ill)

NOTE: The due date ofthe bill is 12 days after the bill date. 2%
interest is charged for bill amounts received against bill after the due
date. Interest is not charged ifit amounts to less than Rs. 10.00.

9. Sends a statement showing the details ofoutstanding balance and
interest to be levied (Exhibit IV) to the Participant Interface Dept. at
the end ofthe month. (From Step 8)

NOTE: These figures are mab.ually entered in the next month's Bills.
When the Tally Accounting System is linked to the DPM System in the
near future, this process Will be automated, and the interest calculated
will be automatically printed on the bill

10. Compares the outstanding statement balance with the Tally
outstanding balance periodically.

NOTE: These two balances must match.

11. Researches and resolves discrepancies.

12. Maintains documentation for future reference.
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~, National Securities Depository Ltd
Trade Wuild. 4th Floor, Kamala Mills Compound. Senapali napal Marg. Lower Pare!. Mumbai • 400 Oil

Tel: 4972964·69 Fax: 9\·22·497 2993

- -

ALANKIT ASSIGNMENTS LTD.DP ID : IN300118

Custody Fee
Settlement Fee for Market Ttades

I,~':i~' ~~",

AMOUNT (Rs.)

~41p.O
~ (").. ~

(J)~

iz
~S
~cr'

~j~c; ...

1~o
i~~
::4
~

r--...e

73.07
0,21

73.28

: NSDL/97-98/031IN300118/00035
: ,7~07~ 1997
: 19-07-1997
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Bill Date
Pay On or Before
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TOTAL:

DESCRIPTION

,.

Previous Outstandings as on 7-07-1997 is RS'.!JS.:...~tl ~__..__ .. and Interest on Outstandingsis Rs. N\\ __ . Please check your Outstandings along with the Bill .
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For and on hchal~ of tJuli!lI~al Sfcurilics Depository lid .
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CrrSTODY FEE DETAILS

OJ> ID : IN3003 18 ALANKIT ASSIGNMENTS LTn..

"

.<~. ; ..

BILLING PERIOD: 01-04-1997 to 30-06-1997 v
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7.19

1.35

4.61

5.27

18.43

AlyfOUNT(Rs)

"~., ~/~~;'./
',; :.'1
.: •. ~.:;f·

'<~.::/

INDUSTRIAL CREDIT & IN\'{~STMENT CORP-.

JINDAL STRIPS LIMITED

JINDAL PHOTO FILMS LIMiTED

DADUR INDIA LIMITED

THE DIIAMPUR SUGAR MILLS LIMITED

COMPANY NAME

INE16SKOIOlS

INE144701013

INE06470 10 19

INE1444 t)1010

F

INE059 to to 1C)

ISIN

INE267701014 RELIANCE eAPlTAL LIMIT::D 8.80

INE3799010IS SIEMENS LIMITED 0.79

INE449901011 ESCORTS LIMITED 0.28

INE452801017 HDFC BANK LIMITED 1.01

-~
I' ,', "ill I <.... I \ •. I. ,h"1
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/
ISIN

INE45660 I017

INE457101017

INE457201015

INE4~n701016

TOTAL:

,.

COMPANY NAME

INDIAN PETROCHEMICALS CORPN

RELIANCE INDUSTRIES LIMITED

HOUSING DEVELOPMENT FINANCE

JINDAL VIJAYANAGAR STEEL LIMITED . - .,
'.

~
AMOUNT (Rs.)

1.82

n.ll

1.80

4.61

73.07
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SETTLEMENT FEE DETAILS FOR MARKET TRADES

"DP ID : IN300118 ALANKIT ASSIGNMENTS LTD.'

BILLING PERIOD: 01-06-1997 to 30-06-1997 I'

1-3 '
~. ~
~O
(I) 0
•• (I)

Ul~! Z(l)
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r-t- '0

I ~ ~ ~
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eM If). MK7: TYPE. S71M NO.

~
~.

lSlN

INE165801015 IN550338
INDUSTRIAL CREDIT & INVESTMENT CC

INE457101017 IN550231
RELIANCE INDUSTRIES LIMITED

TOTAL...

NL

AU

1997023

1997024

'~,

','

QUANl1TY

1.000

1.000
' ..... ~ "

. ", '~. .
"

','

,":; 2.000

-
VALUE (Rs.)

72.65

366.35

439.00

AMOUNT (Rs.)

0.03

0.18

0.21



Bdl Bdl number
J

PartIculars of partIcIpants Market Oft market Remat fees DIscount TOlal Inleresl TOlal

Date
4·NoY·97 NSDU97·98/0711N300020/00~OC..T 19971N300020GLOBAl. TRUST BANK LTD 01·10·199731·10·1997 1.35624 7000 1.42624 1.42624

4·Noy·S7 NSDU97·98/0711N300046/001190CT 19971N3000461lT CORP SERVICES LTD 01-10-199731·10·1997 2.02650 1,74000 376650 1130 377780

4·NoY·97 NSDU97·98/07/IN3000S4/00'i2OOCi' 19971N300054CITIBANK N. A 01-10-199731-10·1997 50662 59690 1.10352 1.10352

4·NoY-97 NSDU97-98/0711N300079/001210CT 19971N3000791DBI CAP MKT SERV LTD 01·10·199731-10·1997 3910 3910

4·Noy·97 NSDU97.98/07/IN300095/00122OCT 19971N3000951NFRA LEAS & FIN SER LTD01-10-199731-10-1997 1.51957 1.422.28 2.941 85 2.941 85

4·NoY-97 NSDU97·98/07/1N300100/001230CT 19971N300100STANDARD CHARTERED BANK 01-10·199731·10-1997 73321 21000 94321 1360 95681

4·NoY-97 NSDU97·98/0711N300118/001240CT 19971N300118ALANKIT ASSIGNMENTS LTD.Ol-10-199731-10-1997 17905 17905 17905

4-Noy·97 NSDU97·98/0711N3001261001250CT 19971N300126HDFC BANK LTD 01-10-199731-10-1997 36164 36164 36164

4·NoY-97 NSDU97-98/07/1N300159/001260CT 19971N3001591NDUSIND BANK LTD 01-10-199731-10-1997 65854 3157 69011 69011

4·NOY·97 NSDU97·98/0711N300175/001270CT 19971N300175COIMBATORE CAP MKT SERV 01-10·199731·10·1997 10234 289 10523 10523

4-NoY-97 NSDU97·98/0711N300206/001280CT 19971N300206ABHIPRA CAPITAL LIMITED 01·10·199731·10·1997 3802 3802 3802

4-NoY-97 NSDU97·98/07I1N3002141001290CT 19971N300214KOTAK SECURITIES 01·10·199731-10·1997 1,54453 1.544 53 4955 1.59408

4-NoY-97 NSDU97-98/07/IN300222100 1300CT 19971N300222DALMIA SECURITIES LTD 01·10·199731·10-1997 9850 9850

4-NoY-97 NSDU97-98/0711N300239/001310CT 19971N300239GEOJIT SECURITIES LTD 01-10-199731-10-1997 5464 7050 12514 12514

4·NoY·97 NSDU97-98/07/1N3002471001320CT 19971N300247CANARA BANK 01·10-199731-10-1997 17257 17257 172 57

4·NoY·97 NSDU97·98/0711N300263/001330CT 19971N300263DAYCO SECURITIES P LTD 01·10·199731·10·1997 19747 19747 19747

4-NoY-97 NSDU97-98/0711N300271/00 1340CT 19971N300271ACTION FIN SERV (I) LTD 01·10·199731-10·1997 43970 29000 72970 72970

4-NoY-97 NSDU97·98/0711N3003271001360CT 19971N300327EAST INDIA SEC PVT LTD 01·10-199731·10-1997 2.931.46 1,037.09 3.96855 3.968 55

4-NoY-97 NSDU97-98/0711N300343/00 1370CT 19971N300343SHAH INVESTORS HOME LTD 01·10·199731-10·1997 3651 3651 3651

- .
12.85861 3.16123 2.31000 18.32984 21205 18.54189
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NAT10NAL SECURITIES DEPOSITORY LIMITED

Bill register tor the month ot October 97 97
Settelment
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NA nOHAL SECURITIES DEPOSITORY UMJTEO

I OPENING BALANCE I B ILL FOR 0 C T 0 B E R 97 I Fa' Iintetesl on annual2 Ilnler.'1 on .annual1 Ilnlo,osl on DillS I
.~.

Settolmenl Oct·97 Due dale 10 11 97 Due dale 31 to 97 Due oat. t& t t 91
S< No Parbcutat1I of pat1tOpatlta O~~bllance Mnual f••• ....rk.t Ortma~. ~.mal'" Discount Tolal Inl.r...1 Tolal Receilled Amount Inl'~'..-or R.celved Amount Inler••lo R.collleCl ......... lnl.t.,10 Tal.." OuIJI,anQlt\Q

01, bin amt. OJ'lI1lamt Dalo ROC61vod <1nnual2 O.ato Recel\lea annual 1 Oa" R.a.....d Bdl,na InletUI B.at~c.

1 ABHIPRA CAPITA.l. UUITEO 3602 3602 3602 12·NcII.g7 3602
2 .<eTICN FIN SERY (I) LTD ~.OOO '3970 29000 50.72970 50.729 70 656 7·NoY·il" 72970 656 ~ooooo

3 "'-"'KIT ASSIGNlAENTS LTD 17905 179 as 17905 6-No... ·91 17905

• AAZ 0M<hyI 80M lJd ~.OOO 50.000 00 50.000 00 8-Nov·97 50000
5 CANAAA BANK

T
100.000 00 172 57 100.172.57 100.17257 1912 1972 100 In 57

6 ClTJeANKN, A.. loo.roo 00 50662 596 90 101,10352 10t.t0352 3·No\l-97 100 000 197 1016 201 110352
7 COIMBATORE CAP lAKY 5ERV 1023-4 269 10523 10523 17·No...·i7 '0523 006 0
8 OAUAIA SECUAJTlES LTD ".43150 220715 505226 9850 5,160 7e IS-Noy·iT "83150 BO '0 319 ;:a
1I CAYCO SECUAIT1ES P LTD 50.000 19747 50 197 47 50.19747 lo-Nov-91 50.000 24.Nov.97 19147 103 1 000
'0 EAST INOlA SEC PVT LTD 50.000 2.G31 46 1,03709 53.96655 53.9665S 8-Nov·S7 50.000 6·No..,·gl 3 S08 55 ,000'
11 GeOJIT SECURITIES LTD ... "" 7050 12514 125,14 17·Nov·i1 12514 006 0
12 GLOIlAL TAUST BANK LTD 1.356 24 7000 1.426 24 1.42624 12·Nov·g7 1 426 24
13 HOFC BANK LTD 361"" 361 €A 38184 15-Nov·Q7 3616<

" HSBC eatllvala & )(vaN ~.OOO 50.000 00 50.00000 lo-Noy·97 50.000
15 JCICI 100,000 00 100000 00 100.000 00 20-No....·91 100 000 1315 1 l15
16 lOBI 200 30 20030 200 30
17 lOBI CAP MKT SERV LTD 10 17 1017 3910 4927 4921
16 liT CORP SERVICES LTO 2.02650 1.74000 3.766 50 1130 3.17160 20·Nov·:H 3166 50 lISO '0 11 30
19 INDU$INo BANt< LTO 656 ... 31 57 69011 69011 II·Nov·g1 690 11
20 INFAA LEAS & FIN SER LTD 1.5H~ 51 1 ..2228 2.9"185 2.94165 17-Hoy·il 2941 85 1 1I3 2
21 Jan.1t SahaUo B~nk ltd 50.000 50000 00 50.000,00 656 656 ~ooooo

22 KeTAK SECURITIES 4.11046 1.5-«53 825499 -4948 8.304 -45 106 9' '07 6304 cs
23 Munoth F~.no." s.~ ~.ooo 50,000 00 50,000 00 27·Nov·g7 50.000 S59 S511
2< NSCCL 100.06336 100,063,36 1070 100.07406 1912 125 1973 100 014 06
25 Rebanee C~pttaJ ltd 165.702.00 672.16 ~ooo 218.37416 1.7-4330 216.111-46 5-Noy·97 SO.OOO J 268 00 3266 1511\1.&6
26 R.1iJInca Shar. & SIoc:kbrok.r 39156 391,56 1.99975 2.39131 2: 391 31
27 6. S, KanblaJ 11trJ".r1al ~.OOO 50,000 00 50.00000 B-Nov-Ql 50000
26 SHAH INVESTORS HOME LTD 50.000 36 51 5003651 50,0365\ 13-Nov-97 50,000 99 5-NoY·91 36 51 99 000
29 SHIL 26962 26962 2611 62 26952
30 STANOAAO CHARTERED BANK 73321 210 00 9<4321 1360 95661 2(}..Nov-97 94321 2 <6 2 1360
31 Stale Bank of India ~.OOO 50.000 00 50.00000 7·No\f·97 50.£00

Tolal 575.30732 156(,47 550.00000 128546f 3.16123 2,31000 1 145,20t 63 4.16601 1.149.36764 450.000 1973 200000 ..... 2034072 3-41130 fO !-fD ~79 02692
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Procedure Number: FINO 16
Title: Statemenfshowing details of outstanding balance and

interest to be levied
EXHIBIT IV

NATIONAL SECURITIES DEPOSITORY L1MITEQ

Details of Oustanding balance and interest to be levied
for the bill of December 97

Sr. No. Particulars of participants Total Outstanding
Interest Balance

1 ACTION FIN SERV (I) LTD. 658 50,000.00
2 CANARABANK 1,972 100,172.57
3 CITIBANK N. A. 197 1,103.52
4 DALMIA SECURITIES LTD. 10 319.26
5 ICICI 1,315 -
6 lOBI - 200.30
7 lOBI CAP MKT SERV LTD . - 49.27
8 liT CORP SERVICES LTO 11.30
9 Janata Sahakari Bank Ltd 658 50,000.00
10 KOTAK SECURITIES 107 6,304.45
11 Munoth Financial Service SSg -
12 NSCCL 1,973 100,074.06
13 . Reliance Capital Ltd. 3,268 168,117.46
14 Reliance Share & stockbroker - 2,391.31
15 SHAH INVESTORS HOME LTD 99
16 SHIL - 269.82
17 STANDARD CHARTERED BANK 13.60

Total 10,816 479,026.92

,
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Operating Procedures Manual Finance and Accounts Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

FJM)017

Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

Investment ofSurplus Funds

To ensure the effective use of surplus funds through investments.

BACKGROUND: Norms for investment ofsurplus finds are IIDd down by the Board of
Directors.

The current investment strategy stipulates that 50% ofthe exposure
must be in short term investments (less than 1 year) and 50% in long
term investments. Also, not more than 25% can be invested in a single
institution. Only the MD can approve investment and disinvestment

. decisions.

PROCEDURE:

Officer 1. Receives projected cash flow for the coming month from the
Systems Dept. and Administration Dept.

2. Gathers information regarding maturity ofearlier investments or
surplus receipts and perceives a need for:

a. Fresh investments
b. Reinvestmentsldisinvestments.

3. Prepares the Cash flow for the month (Exhloit I) to identifY surplus
funds which need to be invested.

4. Obtains quotes for short and long term investment from Banks and
Institutions.

5. Prepares an Investment Summary showing the Investment
instrument and the percentage offunds already invested in each
institution. (Exhloit IT)

6. Prepares an Investment note (or Proposal) showing the availability
ofsurplus funds for investment/disinvestment along with the following
attachments:

a. Cash Flow for the month (Exhibit I)

,
Price Waterhouse LLPlNov 97 Page 27
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Operating Procedures Manual Finance and Accounts Department

b. Investment Summary (Exhibit II)
c. Quotes for investment

7. FOIwards the Proposal to the HOD - Finance.

HOD

ED

MD

Officer

8. Signs the proposal and forwards it to 1:he ED.

9. Signs the proposal and forwards it to the MD.

10. Approves the investment and forwards it to the Accounts Officer.

11. Carries out instructions on investment given by MD by filling in
the required application forms, making out the cheque and payment
voucher and obtaining authorised signatures.

12. Notes the entries in an investment register.

NOTE: The investment register shows the number ofinvestments,
institution, distinctive numbers, date ofinvestment, date ofmaturity,
date ofinterest and physical position of each investment.

13. Enters details ofthe payment voucher into the Tally System.

14. Compares the investment balance in Tally with the investment
register.

NOTE: The investment balances in Tally and the investment register
should be identical.

15. Researches and resolves discrepancies.

16. Maintains a record ofdocumentation for future reference.

,
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Procedure Number: FINO 17
Title: Cash Flow for the month

EXHIBIT I

NATIONAL SECURITIES DEPOSITORY LIMITED

Cash flow position for the period 3.12.97 to 31.12.97 Amount in Lakhs

Particulars 3.12.97 5.12.97 10.12.97 15.12.97 20.12.97 25.12.97 31.12.97 Total

Opening balance 10.00 50.00 43.65 57.06 3827 30.64 30.64 1000.
Add : Receipts

Receipts (FD) 100.00 100.00
Receipts from DP's (Bills) 500 2500 3000
Receipts from DP's (Deposits) 13.41 13.41

Total inflow + opening 110.00 50.00 62.06 82.06 38.27 30.64 30.64 153.41

.
Less: Payments

Proposed investments 50.00 5000
Payments (System) - 6.35 - 43.79 2.63 - - 52.77
Payments (Other) 10.00 500 5.00 5.00 2500
Salary 14.76 1476

Total outflow 60.00 6.35 5.00 43.79 7.63 - 19.76 142.53

Closing balance 50.00 43.65 57.06 38.27 30.64 30.64 10.88 10.88

,
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Procedure Number: FINO 17
Title: Investment Summary

EXHIBIT il

NATIONAL SECURITIES DEPOSITORY LIMITED

Sub: Proposal for investment of surplus funds

Status of investment as on 3.12.97 :

Particulars Amount Date of Period Maturity Rate of Interest Maturity Exposure

Invested Investment date Interest amount amount % wise to

total

Investments in Bonds Amount in Crore

I. D. B. J. Omn; Bonds 1.00 17-Apr-97 3yrs 16-Apr-00 13.75 1.00 7.69

I. D. B. I. Omni Bonds 1.00 1-Jul-97 3yrs 30-Jun-00 13 1.00 7.69

I.D.B.1. 1.00 1-Jul-97 3yrs 30-Jun-00 13.50 & 1.00 7.69

(face value Rs crore) ..
I. D. B. I. Omni Bonds 1.00 21-0ct-97 5yrs 20-0ct-02 12.5 1.00 7.69

Hudco Bonds 1.00 27-Mar-97 10 yrs 25-Mar-07 15 1.00 7.69

I. C. I. C. I. Bonds 1.00 3-Apr-97 5yrs 2-Apr-02 16.25 1.00 7.69

I. C. I. C. I. Bonds 1.00 3-Apr-97 5yrs 2-Apr-02 16.25 # 3.89 7.69
(face value Rs crore)

I. C. I. C. I. Bonds 1.00 3-Apr-97 5yrs 2-Apr-02 16.25* 3.89 7.69
(face value Rs crore)

Total (A) 13.78 61.54
Certificate of deposit

INDUSIND BANK 1.00 2-Jan-97 365 2-Jan-98 14 0.14 1.14 7.69

INDUS/NO BANK 1.00 20-Jan-97 365 20-Jan-98 14 0.14 1.14 7.69

GTB 1.00 17-Jan-97 364 16-Jan-98 14 0.14 1.14 7.69

Total (B) 3.42 23.08
Fixed deposit

GTB 1.00 16-Jul-97 366 17-Jul-98 13 0.13 1.13 7.69
-.

Corporation Bank 1.00 25-Nov-97 1095 25-Nov-00 11.5 0.35 1.35 7.69

Total Principal amount 13.00 Total (C) 2.48 15.38

# Coupon 16.25: YTM 14.62 Total (A + B + C) .. . 19.67 100.00
" Coupon 16.25: YMT 13.06
& Coupon 13.50 : YTM 13.06 ..

,



Uperatlng Procedures Aianuaf

Identificatian Code:
Approvals:

Implementation Date:
Revision Date:

Finance and AccounL, Department

FINOl8
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

Maintaining Accounts Database

To ensure that backups ofthe account database are taken regularly.

BACKGROUND: The Accounts server is shared by the Accounts Dept. and the PF Trust
and security is controlled by access codes.

Currently 4 PCs have access to NSDL Accounts Database in Tally.
The NSDL database is maintained on one ofthe Accounts Dept. 's PC.

PROCEDURE:

Officer 1. Takes a daily backup ofthe entire accounts database into another
PC.

2. Weekly backup ofentire accounts database is taken on DATs and
stored in a fireproof safe."

3. Maintains the backup register which shows the dates ofbackup and
contents ofeach DAT.

Price Waterhouse LLP/Nov 97 Page 29
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Operating Procedures lvlanual

Identification Code:
Approvals:

Implementation Date:
Revision Date:

, ...-1 ~. ,i, .... i "i,.,...... .,..1. / I I ; .... ,. I ' .... , ... ~~ I j , ; .J' .' •~. Ii, ......... '

Finance and Accounts Department

FlNOl9
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Accounts Asst.

Officer

HOD

Year End Closing

To provide Management and Statutory Authorities with various year
end reports.

1. Verifies that all necessary entries for the entire financial year
(ending 31 Mar) have been made.

2. Verifies that the bank reconciliation for the entire year has been
completed.

3. Calculates the following:

a. Depreciation •
b. Preliminary and pre-operative expenses written off
c. Auditors Fees

4. Prepares Vouchers for the items in Step 3.

5. Obtains authorisation from the HOD - Finance.

6. Prints the Trial Balance using Tally at the beginning ofthe next
year.

7. Checks the trial balance for any provisional or accrual entry
pending and the proper accounting for assets, liabilities, expenses and
revenue.

8. Makes rectification through Journal Vouchers ifnecessary.
(Refer to related procedure FIN009)

9. Verifies that the trial balance is correct.

10. Obtains approval ofthe Final Accounts from the Board of
Directors.

Price Waterhouse LLPlNov 97 Page 30
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Finance and Accounts Department

Officer 11. Assists in Statutory Audit and Tax Audit conducted by Statutory
Auditors.

12. Prepares the Balance Sheet ofthe Annual Accounts as stated in
Schedule 6 ofthe Companies Act.

13. Obtains signature on the Balance sheet from;

a. Statutory Auditors
b. Board ofDireetors

14. Files the fonowing with the respective authorities:

a. Annual Return with the Registrar ofCompanies before 30 Sept.
b. Income Tax Return with the Income Tax Dept. before 30 Nov.

15. Compiles Statutory Annual Returns (pertaining to statutory dues
payments) and files these with the appropriate authorities by 30 June.

16. Maintains file ofreports for future reference.

,
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APPENDIX E - REVISED WORK PLAN

TASK

Training session on
Compliance,
Surveillance, and
Risk Management

Training session on
securities depository
services in the U.S.

START DATE

March, 1997

May, 1997

COMPLETE
DATE

March, 1997

July, 1997

COMPLETE
DATE

March,1997

Delayed start until July due to heavy schedules ofNSDL
management.

Training sessions on May, 1997
procedure documenta-
tion

Identify training resources May, 1997
within!outside India for
specific topics as needed
by NSDL

Documentation of
departmental procedures

May, 1997

Ongoing

May, 1997

Ongoing

- Issuer Interface May, 1997 July, 1997 September, 1997

Function identification completed in May, 1997.

- Registrar Interface May, 1997 July, 1997 September, 1997

Function identification completed in May, 1997.

- Participant Interface May, 1997 July, 1997 September, 1997

Function identification completed in May, 1997.

- Clearing Corporation July, 1997 September, 1997 October 1997



Interface

Function identification completed in August, 1997

- Corporate Communica-
-tions -Marketing

July, 1997 September, 1997 October 1997

Function identification completed in August, 1997

- Compliance July, 1997 September, 1997 December, 1997

Moved to December, 1997, to enable PW to assist in
developing functions and document procedures based on U.S.
experience.

- Finance July, 1997 September, 1997 December, 1997

Function identification completed in August, 1997.
Preliminary drafts of procedures completed as. of September,
1997. Final drafts to be included with December deliverable
due to additional work needed in Surveillance and Compliance
areas.

- Surveillance September, 1997 November, 1997 December, 1997

Function identification completed in August, 1997.
Recommendations on additional responsibilities to be included
in Surveillance as requested by NSDL provided by PW in
October, 1997. Final drafts of procedures to be included with
December deliverable to ensure compatibility with Compliance
procedures.
Switched with Compliance as ofAugust, 1997

- Corporate Planning and
Risk Management September, 1997 November, 1997 October, 1997

Function identification completed in August, 1997
(Early for this phase.) Final drafts moved to this (earlier)
deliverable.



- Computer Networking As needed to
support out­
sourced techni­
cal work

January, 1997

Function identification completed in October, 1997.

- Computer Systems As needed to
support out­
sourced techni­
cal work

January, 1997

Function identification completed in October, 1997.

Establish Human
Resources orienta­
tion program

July, 1997 September, 1997 Ongoing.

Training on HRD development held on June 5, 1997.

Sample employee performance review form also provided to
NSDL to assist in their development of this process.

Job descriptions prepared by PW as part oforiginal workflow
paper provided on floppy on August 4, 1997.

Separate project on NSDL internal training program began in
September, 1997. Orientation or induction will be included in
this project. Recommendations made in separate deliverable
entitled "National Securities Depository Limited­
Establishment ofTraining Program Within the Human
Resources Department", November, 1997.

Review/create
management reports

Introduction to Work
Measurement
(added May, 1997)

November, 1997

November, 1997

January, 1998

January, 1998

Assist in meetings
with issuers and R&T
agents to solicit
participation in the
depository

Ongoing as needed Ongoing
by NSDL

Ongoing



Assist in development
of Business Continuity
Plan for business
operations

November, 1997 January, 1998


