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*
*
*
*

Corporate Communications - Marketing
Risk Management
Surveillance
Administration

Procedures for these departments will be documented over the next two months. As
each group ofprocedures are completed, manuals will be supplied to the
departments in both hard and soft copy forms. Any additional concerns and ideas
will be incorporated into the recommendations, priorities and the schedule will also
be fine tuned at that time.

It will be the responsibility of NSDL to maintain the internal manuals on an
ongoing basis, using the training and guidance that has been provided by the
FIRE project. To sustain this process, NSDL needs to establish corporate
policies on the production and maintenance of documented procedures.

Once the fundamental procedures are in place, PW is prepared to continue to work
with NSDL's management team to refme/develop management reports,
performance standards, and basic work measurement methods.

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 and NSE for the time, courtesy and cooperation extended to us during the
course ofthis project.

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

Thanking you,

Yours sincerely,

W. Dennis Grubb
Principal Consultant

If-
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I. EXECUTIVE SUMMARY

August 1997

Over the last few months, Price Waterhouse has been assisting in strengthening management
skills and organizational development of the depository through procedure documentation.
Sessions on the concepts ofdefining and developing procedures were held with the various
department heads. An action plan was developed that included the identification of functions
by department to be documented, and the actual writing of procedures by the technical writer
for the FIRE project.

The first departments involved in the documenta;rion process were Participant Interface,
Issuer Interface - Marketing, Issuer Interface - Operations and Business Partner Inspection.
Staff members were interviewed to outline the steps of each function. Initial drafts were
reviewed with departments for any comments and/or changes. Final drafts of procedures to
be induded in departmental manuals may be found in Appendices C, 0, E and F.

Price Waterhouse (PW) did not attempt to change how functions are being performed. The
purpose of this exercise was to continue training in developing a formal procedure program
while providing basic initial manuals to the depository. As previously agreed to with NSDL,
PW has provided comments and recommendations within this paper that will increase
efficiencies in the daily processes.

No material problems were found by PW in reviewing the procedures followed by NSDL's
staff. Controls appear to be in place to monitor the timeliness and accuracy of processing
within the depository system. The staff in the above three derartments that were interviewed
were able to communicate how they perform their duties and, in general, are very
knowledgeable about their jobs. This greatly facilitated the documentation process.

Functions to be documented have been identified for the next group ofprocedures to be
written. The departments involved in this second phase are:

*
*
*
*
*

Clearing Corporation Interface
C?rporate Communications - Marketing
Risk Management
Surveillance
Administration (time permitting)

Procedures for these departments will be documented over the next two months. Similar to
the first group, drafts will be reviewed with the respective department heads before final
publication.

As each group of procedures are completed, manuals will be supplied to the departments in
both hard and soft copy forms. It will be the responsibility ofNSDL to maintain the initial
group ofprocedures going forward. To sustain this process, 1'lSDL needs to establish
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corporate policies on the production and maintenance of documented procedures.

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.

Price Waterhouse LLP Page 2



Development ofProcedure Manuals for National Securities Depository Limited
USAID FIRE Project

II. BACKGROUND

August 1997

Based on the Organizational Structure Plan (the Plan) submitted by Price Waterhouse to
NSDL in July 1996, NSDL has been establishing and staffing various departments within the
depository.

To provide a foundation for such training, in January, 1997, Price Waterhouse performed a
review of the development of each department to date. The recommendations made on the
basis of this review were published by Price Waterhouse under the title ofReview of
Organizational Development for the National Securities Depository Limited, March 1997.

A work plan has been developed to systematically address each task over the next several
months. The work plan is designed around the currently identified training needs ofNSDL
and includes target and completion dates for various activities to be performed. Price
Waterhouse will continue to follow the work plan developed [:)r 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 this plan with updates
can be found in AppendIX A.

As part of the training program for NSDL, as weil as to strengthen the depository's overall
organizational development, Price Waterhouse (PW) has continually committed to assist in
the development of the initial internal procedures manuals, covering basic functions. Over
the last few months, groundwork has been set for this process through training sessions on the
concepts of procedure documentation and identification of those functions to be address in
the initial manuals. Once the initial manuals are produced, NSDL should have the tools with
which to assume the responsibility for updating and adding procedures to these foundatinn
documents.

The function identification process for the following three areas was completed in June, 1997:

*
*
*

Participant Interface
Issuer Interface
Registrar Operations

Since completion of the above step, the technical writer from the PW-FIRE project, Ms.
Ferzana Khanna, worked on the documentation of the procedures for these areas through
interviews with the appropriate NSDL staff. Guidance was provided by Ms. Sue Hertel, the
PW consultant specializing in the depository environment who has been working with NSDL
over the last year. Drafts of the procedures were then provided to the individual departments
for review before final publication. Discussions were then held with the department heads to
incorporate any additions and lor changes into the final drafts. The list of individuals
involved in this review process is enclosed as Appendix B.
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The first departments involved in the documentation process were Participant Interface,
Issuer Interface - Marketing, Issuer Interface - Operatiorl~ and Business Partner Inspection.
Final drafts of procedures to be included in departmental manu~ls may be found in
Appendices C, D, E and F.

The above approach to documenting the procedu~es will continue to be followed until all of
the depository operations departments have been addressed.

Note: The only support department that was originally planned to be included is
Finance/Accounts because ofthe interaction necessaryfor participant billingfor
depository fees. Time permitting, somefunctions oftire Administration Department may
be documented tlurlng the nextphase.

FoUowing the action plan established earlier in the year, the next group of departments on
which procedure manuals are to be developed includes:

*
*
*
*

Clearing,Corporation Interface
Corpurate Communications (Marketing)/Risk Management
Surveillance
Finance/Accounts

The function identification process was completed in August for these departments.
Interviews and procedure' writing will be taking place over the next two months. It is
anticipated that drafts of manuals will be completed for these areas around the end of
September, 1997.

Each department will receive two sets of the completed documentation -- one for the
department head, one for the departmental staff. In addition, files of the text of the
procedures will be provided to NSDL on floppy diskettes for future additions and changes.
(Exhibits are not be included with these files.) Comprehensive manuals that include
procedures for all departments will be given to the respective Executive Directors at the end
of the document~tionprocess.

In documenting procedures, PW did not attempt to change what is currently done. The
objective ofthis exercise was to formally communicate to the NSDL management team and
staff how the work is being accomplished while continuing training on the development and
documentation of procedures. It is the responsibility of the NSDL management to now
review and approve or change as necessary the steps being followed by the staff. PW did,
however, agree to make comments and recommendations on the current procedures. The
comments and recommendations related to the completed procedures are included within this
paper.
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III. APPROACH TO PROCEDURE DOCUMENTAT!ON
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Once the functions to be documented were identified, the related NSDL department heads
assigned the appropriate staff member(s) to work with the PW technical writer, Ms Ferzana
Khanna. The NSDL staff members described each process in full to Ms. Khanna. Exhibits of
forms, computer screens, manual and automated reports, etc. were provided by NSDL as
appropriate to the procedures. Ms. Khanna then documented the individual steps followed by
NSDL to perform each function.

Drafts of the procedure documentation were reviewed by Ms. Sue Hertel with Ms. Khanna
for completeness and format. Additional information was obtained from NSDL and
incorporated into updated drafts. These drafts w~re then given to the respective NSDL
departments for review, comments, and needed <>hanges. All of this input was used to
produce the final documents. (Copies of the final drafts ofthe manuals for Participant
Interface, Issuer Interface - Marketing, Issuer Interface - Operations and Business Partner
Inspection may be found in Appendices C, D, E and F respectively.)

Hard copies of the completed manuals will be delivered to NSDL in loose-leaf binders after
review of the drafts with this deliverable. This will allow NSDL to add to each manual as
nec.essary in the future. Soft copies on floppy diskettes will also be given to NSDL to enable
the depository to make changes, additions, and deletions under the necessary ongoing
maintenance of the manuals.
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IV. OBSERVATIONS, COMMENTS, AND RECOMMENDATIONS ON
COMPLETED PROCEDURES

TIle process of performing interviews, gathering exhibits, and actually documenting the steps
performed 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.

The completed procedures were reviewed for consistency between departments,
completeness, flnd controls on associated risk. In conjunction with the risk factor, the
procedures were compared to those identified by Price Waterhouse and published under the
report title of "Pilot Study of Control Procedures for the National Securities Depository
Limited -- June 5, 1997". The following observations, comments, and recommendations are
offered based on this review and comparison.

A. Participant Interface

* PIDOOl - Loading Prices/rom NSE

Under this procedure, the Participant Interface Department accesses the NSE system for the
price file. This information is transferred to a floppy diskette. The information is then loaded
into the NSDL sY,stem from the diskette.

Processes requiring the creation of"floppies" to transfer information are prone to problems,
esp.ecially in a system as large as required to support the depository. As work volumes within
Participant Interface increase, time will not be available for such functions. Individuals may
forget about creating the floppy file and entering it to the depository system during the course
ofa busy day or if othe~ urgent problems arise.

NSDL needs to fully automate this process. The data from NSE should be obtained through
an automated file transfer from the Exchange. The file should then be loaded into the NSDL
system to suppoI1 all programs using this data. All of this work should be done in the
Systems department. Completion of the job would be ensured through the Scheduler and job
run controls.
This function does not belong in business operations. The Participant Interface Department
should focus solely on servicing the depository participants. This responsibility will continue
to grow with the depository. NSDL should begin to plan for this growth by relieving the
Participant Interface staff of non-service related functions

* PID002 - Billing

The Participant Interface Department currently prepares all billing to participants. It is
presumed that the assignment ofthis function to Participant Interface was to accommodate
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the billing in the initial stages of the depository development. NSDL should move this
function in its entirety to Finance/Account::;. Participant Interface should act only as a liaison
between that department and participants in resolving any billing issues.

Also under this procedure, any amount still outstanding from a previous billing cycle must be
manually carried forward onto the current bill. Such a manual process is subject to error and
omission. NSDL needs to automate this step within its billing system.

* PID005 - Participant Application

Applications for participation in the depository are processed in their entirety by the
Participant Interface Department. While it is appropriate that Participant Interface prepare the
necessary paperwork and do preliminary reviews of the applicant, the final review and
approval should come from a party independent of marketing functions such as those related
to adding new participants.

It is recognized that NSDL has established a committee to approve applications for
participation. However. all of the documentation and history have been accumulated only by
the Participant Interface Department. Typically, such final approvals/rejections at
depositories in the U.S. involve the Surveillance Department where objective reviews may be
ensured. NSDL must m;;ve to a system of application processing where the Surveillance
Department is involved to avoid conflicts of interest between the natural marketing desires to
increase participation and minimizing risk withi.n the depository. This division of
responsibilities adds credibility to the overall safety of the depository in the view of
regulators, auditors, and participants.

NOTE: The FIRE Project has continually made this recommendation in assisting
with developing the organizational structure oftlte depository. When procedures are
documented/or tlte Surveillance Department, the applicant review process should be
included.

B. Is~uer Interface

* IID009 -Inspection 0/Business Partners

The inspection of Business Partners (BP) as performed by the Issuer Interface Department is
currently purposely kept on an informal basis by NSDL. This is understandable under the
early stages of the development of relationships between the depository and the BP's.
However. NSDL needs to begin adding more structure to this critical control point.
Procedures need to be firmly established in the following areas:

Frequency of inspections. This should be' annually at minimum., but NSDL needs to
be ready to perform inspections if there is a concern that a BP is creating risk to the

Price Waterhouse LLP Page 7



Develupment ufPrucedure Manuals for National Securities Depository Limited
USAID FIRE Project

depository.

August 1997

Basic sampling of activity. A system program should be developed that selects the
items to be reviewed in depth.

Acceptable supportive documentation. This includes documentation obtained in
relationship to activity samples as well as resolution ofan identified problem.

Establishment of actions to be taken as necessary against BP's. Such actions are
needed where this non-compliance with NSDL rules and where recommendations
under previous inspections have not been followed and risk to the depository
continues.

Finally, the inspection function should be moved from Issuer Interface to the Surveillance
Department immediately. The division of marketing and oversight functions is mandatory f()1"

a sl?lf-regulatory organization such as NSDL.

NOTE: PW has continually made this recommendations in assisting with
developing the organizational structure ofthe depository. When procedures are
documentedfo!' the Surveillance Department, the inspection ofBusiness Partners should
be included.

It may be that NSDL is anticipating that the Issuer Interface - Marketingfunctions will
eventually be eliminated when all issues are eligible in the depository. If this is the case,
the NSDL senior manaf{ement should consider the re-alignment ofresponsibilities among
department heads' to ensure the correct division ofduties as soon as possible.

* IIDOIO - Preparing Market Capitalization Report

Issuer Interface prepares a weekly report on market capitalization. However, there does not
seem to be a firm review process yet that includes what actions are taken based on certain
changes. This n~~ds to be further developed by NSDL.

The review of market capitalization and changes is another function that should be added to
the.Surveillance Department.

C. Registrar Operations

* OPSf}{}S - Beneficial Owners Reporting to IssuerslR& T Agents

Under this procedure. Registrar Operations must manually trigger the fortnightly provision of
beneficial owners reports to Issuers/R&T Agents. The input to create reports is done by
individual ISIN number. This is a labor-intensive process that will become increasingly
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burdensome and unmanageable.
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NSDL needs to fully automate this process with the system producing the required reports as
scheduled. The function of triggering the system should not be in the business operations
departments. Rather, this should be ajob performed and monitored by the system scheduler
and computer 0perator within the Systems area.

Registrar Operations should only be involved if there is a problem completing this job, and
the extent of this involvement should be actinf.' as liaison bemeen NSDL's Systems
department and the issuers/agents.

* OPS004 - Position Reconciliation with IssuerslR&TAgents

The Registrar Operations Department telephones IssuerslR&T Agents periodically to verify
that security position totals match. This is an important interaction under the early stages of
the depository, but will become unmanageable as volumes at NSDL increase. Further, this
confirmation process needs to be formalized.

NSDL should establish a program of obtaining written confirmations from IssuerslR&T
agents. Under this program, NSDL would periodically (at least quarterly) send position
statements to Issuers/R&T Agents with a request for their confirmation. Through such
confirmations, IssuerslR&T Agents would certify to the depository that their records are in
agreement with those ofNSDL as of a specific date, and/or report discrepancies that must be
researched and resolveq by both parties.

This confirmation process should be assigned to the Surveillance Department. It should also
be extended to include depository participants. Having the resulting written confirmations
from these business partners will provide support to the deposItory should conflicts arise in
the future.

The review of the results of this confirmation process can also become a part of internal and
external audits.

D. General to All Procedures

Observations/recommendations that apply to all procedures in general are as follows:

* Need to automate certain manual processes - Several areas have been noted within the
specific departmental procedures where manual processes are currently performed thal
should be automated. These processes may be manageable right now, but as the
depository participation grows, they will become labor-intensive and burdensome.
NSDL needs to begin to address these areas before they are out of control.
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*

*

*

In discussions with the various departmeht heads, it was learned that a program of
documentation and prioritization of required system changes has been put into place
by NSDL. Under this process, the business operations management alerts the
technical management of system enhancements that are needed. Some of the areas
noted in tl)e above comments may already be included in this procedure. It is obvious
that the NSDL management team recognizes the need to continually identify and
address ongoing automation needs. PW will continue to comment on such areas io
support NSDL's efforts.

Records retention - NSDL needs to establish a formal policy on records retention and
fix responsibility for this task. Historically records are critical to a depository when
researching participant problems and, in the case ofNSDL, handling grievances as
reported to the depository.

Determinations need to be made as to how long records must be kept under any
regulatory requirements, what records need to be retained in-house for immediate
needs, and what -:~mld be stored off-site. Many of these determinations will have to
be made after NSDL has more experience in what is needed.

What types ofmedia will be used also ne'eds to be considered. While many records
may be stored in "soft copy" form, considerable paper reports, logs, and other records
will be generated from daily operations. Microfilming or some type of image
capturing may provide options to NSDL for storage of these hard copy documents..

NSDL needs to establish a procedure to log and store these records. The ability to
quickly retrieve records is most important.

Standardization of formats for forms, letters, and other communications - Several
procedures require some form of internal aneIJor external communications. These
communications may be informative or provide the status of certain functions.

Wherever possible NSDL should create standard communications forms that require a
minimum' ofmanual preparation. Such standard form~ minimize the time to complete
a task, reduce the chance for omission of information or a procedural step, and ensure
consistency in the completion of functions,

Departmental "Help Desk" - Some of the areas have expressed the intention to set up
a separate departmental Help Desk in ad<;lition to the one established in the technical
area. A generic procedure has been created to support this intent. This procedure is
included in the manuals for those departments considering such an addition

This concept is acceptable if the purpose of such a position is simply to record and
distribute incoming inquiries and problems to the other representatives within the
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department (i.e. a control point). NSDL should not lose sight ofthe fact that areas
such as Puriicipant Interface, Issuer Interface and Registrar Operations are in
themselves a "Help Desk", answering questions, resolving problems, etc.

* Management Reports - There is a consid~~able amount of data available within the
NSDL system and/or being manually accumulated through the daily functions. Some
management reports are currently being produced from this data. In discussing the
current reports with the various department heads, it was not always clear how
meaningful the informa~iQn is in the current format or how the data is used.

PW will work with NSDL upon completion of the departmental procedures manuals
to review existing management reports, and further fmmat this data into meaningful
management tools. NSDL management should begin thinking about what is
important to them to monitor activity within the depository and their specific
departments to ~repare for this next step.

E. Corporate Policies on Procedure Documentation

As recommended in previous reports prepared by PW, NSDL needs to establish corporate
policies on the continuing maintenance of procedures manuals. These policies should include
periodic reviews of all procedures, required approval levels, and organization/control of the
documentation.

Minimally, procedures should be reviewed on an annual basis. Procedures support both
training and day-to-day operations ofthe depository. The documentation becomes an integral
part of all internal and external audits. For a self-regulatory organization such as a securities
depository, well-documented procedures increase the credibility ofoperations in the view of
regulators. For t.4ese reasons, it is imperative that all documentation ofprocesses be current
and accurate. The adherence to an established review policy ensures this is accomplished.

It is recommended that all pror;edures be approved by at least two levels of management.
These levels shol;l1d be at least the manager directly responsible for the function and one level
above. NSDL may wish to add other approval levels. Also, approvals may be sought from
Compliance, Legal, auditors, and regulators on specific procedures.

NOTE: There is a natural resistance to sharing documented procedures with
auditors and regulators. However, ifapprovals are receivedfrom these groups, NSDL
increases its credibility within the industry.

NSDL needs to determin: how procedures will be controlled -- centrally at one point for the
depository (perhaps the Library?) or by each department. The control point ensures:

* Proper organization and assignment of procedure identification codes.
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*

*

*

*

Follow up work is done to insure procedures are circulated for approval from
the appropriate management levels.

Adjustments are made to procedure drafts as requested by approving
management before approvals are applied.

That approvals are actually received.

That procedures are periodically reviewed under the corporate policy for
continued accuracy ofcontent and' exhibits.

Note: Ensuring that exhibits are current and accurate is as important as updating the
text ofa procedure. Exhibits provide anotherform ofeducating the user ofthe procedure.
Some individuals learn/rom reading words; some,from observing visual aids such as
procedure exhibiis.

It i~ further recommended that the final procedure manuals be distributed to all staff members
as a training tool and daily reference. A combined operations manual should also be available
at the central control point for reference by management, staff, auditors, and regulators.
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v. FUNCTION IDENTIFICATION FOR PROCEDURE DOCUMENTATION

In addition to finalizing the procedure drafts as described above, the procedure identification
process was completed for the next group of departments to be addressed. (Persons met with
for this process may be found in Appendix A.) These departments are:

*
*
*
*
*

Clearing·Corporation Interface
Surveillance
Corporate Communications - Marketing
Risk Management
Accounts (Finance)

Interviews will be .condta.:ted and procedures documented for these areas over the next two
months, following the same steps as with the first group ofdepartments.

Because of the limited number of procedures required by Corporate Communications 
Marketing, PW will consider documenting some of the basic procedures for the
Administration area reporting to the same department head. The number of procedures that
will be accommodated will be dependant on time available during this second phase of
procedure writing.
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VI. SUMMARY AND NEXT STEPS

August 1997

Price Waterhouse has completed the final drafts of the procedure manuals for Participant
Interface, Issuer Interface - Marketing, and Issuer Interface - Operations. These final drafts
are included with this deliverable in Appendices C, D, and E respectively. NSDL's
Managing Director and Executive Directors should review these final drafts for any further
changes, additions, or general comments. These remarks will be included in the final
manuals to be produced and distributed to the related departments by the end of September.

The function identification process was completed for the following areas:

*
*
*
*
*

Clearing Corporation Interface
Corporate Communications - Marketing
Risk Management
Surveillance
Finance/Accounts

The appropriate staff members will be interviewed and procedures drafted for these areas
over the next two months. Similar to the first group of procedures completed by PW, the
drafts will be reviewed with the respective departments and selected staff members for any
additions and/or changes. Final drafts are expected to be included in the next deliverable to
NSDL. Manuals will be distributed to the related departments shortly thereafter.

Once all procedure documentation has been completed, PW will work with the NSDL
management team to review and strengthen management reports, set production standards,
and develop a work measurement program appropriate for the depository.
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APPENDIX A

REVISED V\fORK PLAN FOR NSDL

TASK

Training session on
Compliance,
SurveIllance, and
Risk Management

Training session on
securities depository
services in the U.S.

TARGET
START DATE

March,1997

May, 1997

TARGET
COMPLETE
DATE

March, 1997

July, 1997

ACTUAL
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 01
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
Interface

July, 1997 September, 1997

Function identification completed in August, 1997

Function identification completed in August, 1997

- Corporate Communica
tions - Marketing

- Compliance

July, 1997

July, 1997

September, 1997

September, 1997

Switched with Surveillance as of August, 1997

- Finance July, 1997 September, 1997

Function identification completed in August, 1997

- Surveillance September, 1997 November, 1997

Function identification completed in August, 1997
Switched with Compliance as ofAugust, 1997

- Risk Management September, 1997 November, 1997

Function identification completed in August, 1997
(Early for this phase.)

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 of original workflow
paper provided on t1appy on August 4, 1997.



ReviewIcreate November, 1997 January, 1998
management reports

Introduction to Work November, 1997 November, 1997
Measurement
(added May, 1997)

Assist in meetings Ongoing as needed Ongoing Ongoing
with issuers and R&T by NSDL
ager;;ts to solicit
participation in the
depository

Assist in development November, 1997 January, 1998
of Business Continuity
Plan for business
operations

Computer Networking As needed to As needed to
support out- support out-
sourced techni- sourced techni
cal work cal work

Computer Systems As needed to
support out
sourced techni
cal work

As needed to
support out
sourced techni
cal work



APPENDIXB

LIST OF PEOPLE INTERVIEWED

A. Procedure Draft Reviews

Participant Interface

Jayesh Sule, Assistant Vice President, Operations

Issuer Interface - Marketing

V,R. Narasimhan, Vice President, Operations
Amit Sinha, Manager

Issuer Interface - Daily Operations

S. Gopalan, Assistant Vice President, Operations
Anita Bhatia, Assistant Manager
Paras Gada, Officer

B. Function Identification for Procedure Documentation

Clearing Corporation and Surveillance

Jayesh Sule, Assistant Vice President, Operations

Corporate Communications, Risk Management, and Administration

T. Koshy, Vice President, Operations

Accounts

Tejas Desai
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APPENDIXC

DRAFT OF PROCEDURE MANUAL

PARTICIPANT INTERFACE DEPARTMENT



Participant Interface Department

Operating Procedures

National Securities Depository Ltd.
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Financial Institutions Reform and Expansion (FIRE) Project
Operating Procedures Manual

National Securities Depository Limited
Participant Interface Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

PIDOOI
Executive Director and Head ilfDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

Loading prices from NSE into the NSDL System

To download the closing prices ofsecurities from NSEIL to the NSDL
System.

NOTE: The custody and transaction charges al'-: based on the closing
prices ofsecurities. The file is reconstructed to the format which is
accepted by the NSDL System and an Officer verifies that the prices
are accurate. After the prices are uploaded to OM, the Officer gives
clearance for the EOD process to begin.

I. Initiates modem connection by dialing the NSE number during the
NSEIL End ofDay (EOD) process.

NOTE: EOD is one hour after trading stops.

2. Enters the name ofthe user and password once connected.

3. Receives from NSE a download ofnine files, one ofwhich is a
.DBF file containing the closing prices of all securities.

NOTE: The PC screen shows the files being downloaded and displays
a message in case the line is disconnected during the process so that
the process can be reinitiated. Once all the files have been downloaded
successfully, a message "Download finished" is displayed on the screen
and the user can log off

4. Reconstructs the file and converts it into the ASCII format required
byDM, by:

a. Ensuring that aU rows include a symbol series in the .DBF file. (A
symbol is an identifying factor for each security.)
b. Deleting those rows where the symbol is not in the first column.
c. Deleting unnecessary spaces between rows.
d. Saving the file using the "Save As" option offormatted text (space)
delimited.
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Financial Institutions Reform and Expansion (FIRE) Project
Operating Procedures Manual

National Securities Depository Limited
Participant Interface Department

5. Copies the file from the pe onto a diskette.

NOTE: Five diskettes are maintained and recycled; one for each day
ofthe week.

6. Fills in the following sections ofthe Security Trade Price Entry
Form. (Exhibit I)
a. Floppy Name
b. File Name
c. Record Length.

7. Signs the form and sends it along with the floppy preiiared in step 3
to TCS's Operations Department.

NOTE: TeS Operations Dept. uploads the file to DM and extracts
only the active scrips to create a virgin file.

8. Receives from TeS Ops Dept. a printout ofthe Trade Price
Exception Report which lists the scrips which are active on DM but
for which the prices are not available. (Exhibit II)

9. Receives the diskette from TeS Operations Dept. (from Step 7)
and the Security Trade Price Entry Form (from Step 4) signed by the
TeS Operations Officer with the following sections entered:
a. Block Size
b. No. of Records
c. Job Name and
d. Reports Generated.

NOTE: This indicates that the prices have been downloaded to the
production machine.

10. Logs into the DM panels MD03 and MD04 (Exhibit lII) and
checks that the prices are downloaded for the following scrips:

a. those scrips where there is trading in the BE segment,
b. newly activated scrips,
c. those with partly paid-up shares and
d. scrips printed in the exception report.

11. Verifies with the .DBF file that there was no trades on that day for
that particular scrip ifa message '~o record exists for this ISIN" is
displayed on the screen.
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Financial Institutions Reform and Expansion (FIRE) Project
Operating Procedures Manual

National Securities Depository Limited
Participant Interface Department

HOD/Manager

Officer

12. Resolves price discrepancies found in Step 10 (such as price
entered for new ISIN) by manually entering the closing prices into the
DM Production System if required.

NOTE: The closing prices are obtained from the original.DBF file.

13. Signs the Security Trade Price Entry fonn in two places and
enters the time, one to give clearance to the TCS Operations Dept. to
start the EOD process, and the other to acknowledge receipt ofthe
diskette (from in Step 9).

14. Sends the signed Se~ urity Trade Entry form to TCS Operations
Dept.

15. Sends the exception report received in Step 9 hack to TCS Ops
Dept.

16. Maintains a file ofrelated documentation for future reference.

Price Waterhouse LLPIAug 97 Page 3



Procedure Number: PID 0·01
Title: Security Trade Price Entry Form

EXHIBIT I

SECURITY TRADE PRICE ENTRY FORM

To:

S~n:r;Computer Operations Date :26/06/97 Time :6:00 P.M

/

Floppy Name 106214

File Name 26/06/97.pm

Record Length 172

Block Size 1 \q ~

No. Of Records \,g~-
Job Name "Q-L~oIO Yes/t-)6

Reports Generated P1Fc-?-¢\<\.J . . Yes/~

Clearance by Business Signature~ Date :26/06/97
,.~ef(

:..-
Operation To Start EOO

\

.
Signature / c0 Date :26/06/97 TimetV

Floppy Returned
G,~

/



Procedure Number: PID 001
Title: Trade Price Exception Report

EXHIBIT II (a)

JOB05400
P1FE7010
OPCTASI<
Q
2.1.1

t
**STARr*****START*****START*****START*j~***START*****START**"'**START~****STAR1~**

* ~ *...* JOBID;
* JOB NAME:
* USER 10:
* SYSOUT CLASS:
* OUTPUT GROUP:
* TITLE:

*'

p
• *
1 *

** DESTINATION: LOCAL ~ **
NAME: BATCH RUN J

* ROOM: Nsn i *
* BUILDING: *
* DEPARTMENT:' *
: ADDRESS: t :
* i *
: PRINT TIME: 18:04:19 i :
* PRINT DATE: 26 JUN 1997 i ...
* PRINTER NAME: R1.PR1 j ...
* SYSTEM: NSDP *
* ...

- **START*****START*****START*****START*****START*****START*****START*****STARt~**
;

*

*

*

*

*

*
*

*

*

*
*....
*
*....
*
*
*

***

JOB05400
P1FE7010
OPCTASK
o
2.1.1

LOCAL
BATCH RUN
NSD

18:04:20
26 JUN 1997
Rl.PR1
NSOP

...

...
*
*

**END******~~END*******END**~***~END*******END**.*~*4E~!D~******END4~**~*~END*~~*&

** JOBID:
* JOB NAME:
* USER 10:
'" SYSOUT CLASS:
* OUTPUT GROUP:
*" TITLE:

** DESTINATION:
*" NAME:
* ROOM:
... BUILDING:
* DEPARTMENT:
... ,o,DDF:ESS:

* PF:INT TIME:
*" PRINT DATE:
* PRINTER NAME:
... SYSTEM:
...



Procedure Number: PID 001
Title: Trade Price Exception Report

EXHIBIT II (b)

rRADE PRICE EXCEPTION REPORT ON 1997-06-26

IS IN

£NE475101106

rNE518009019

EXCEPTION MESSAGE

TRADE PRICE NOT AVAILABLE IN STK. EXCH. WHER£ DEF. INDICATOR IS Y

TRADE PRICE NOT AVAILABLE IN STK. EXCH. WHER£ DEF. INDICATOR IS Y

I
I
I

rRADE PRICE LOADED SUCCESSFULY WITH SOME EXCEPTIONS

VERIFIED.AND SIGNED BY ;



Procedure Number: PID 001
Title: DM Panels to Check that pi') ces have been Downloaded for
all Scrips

EXHIBIT III (a)

MD041E MD04
INQUIRE

SECURITY
STOCK EXCHANGE DETAILS

29.07.1997 10:58
P 36AO NSDP003

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

-U _B=EAR==V:....=I=NDM=I:,::L"..L"'-- _
NATIONAL STOCK EXCHANGE
~ ...-=!EQ~AA~V!..,,!I~NDM~~ILL~ _

NATIONAL STOCK EXCHANGE

ISIN.

SEL STK EXCH CODE +

IN,EOO'85Q'lQ1'2 +
ARVIND MILLS EQUITY

IDENTIFIER

A

DEF INn
(YIN)
-X

COMMAND ===> . _
F1=HELP F2=FSHOW F3=EXIT F5=REFRESH F13=ADD F14=MOD F17=DEL



Procedure Number: PID 001
Title: DM Panels to Check that pti:ces have been Downloaded for

all Scrips
EXHIBIT III (b)

MD031E MO03
INQUIRE

MASTER FILE ADMINISTRATION
SECURITY TRADE PRICE DETAILS

29.07.J.997 10:59
P 36AO NSDPOO::

------------------------------------------------------ ----------------------~

ISIN.

DATE..

PRIMARY STOCK EXCHANGE.

TRADE PRICE . . . . . .

IN.EOO'850'101'2 +
ARVIND MILLS EQUITY
28.07.1997

23 NATIONAL STOCK EXCHANGE

137.9000000

A

COMMAND ===> . --
Fl=HELP F2=FSHOW F3=EXIT F5=REFRESH F12=CANCEL F13=ADD F14=MOD



Procedure Number: PID 001
Title: DM Panels to Check that Phices have been Downloaded for
all Scrips

EXHIBIT III (c)

MD031E M003
INQUIRE

ISIN.

DATE ..

PRIMARY STOCK EXCHANGE.

TRADE PRICE . . . . . .

MASTER. FILE ADMINISTRATION
SECURITY TRADE PRICE DETAILS

+

29.07.1997

29.07.1997 10:5"
P 36AO NSDP003

COMMAND ===>-====--_""'""":"'" _
F1=HELP F2=FSHOW F3=EXIT F5=REFRESH F12=CANCEL F13=ADD F14=MOD



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

National Securities Depository Limited
ParticIpant Interfac:! Department

---------------------------------
Identification Code:
Approvals:

Implementation Date:
Revision Date:

PID002
Executive Director and Head of Department

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

HOD

Officer

Billing Process

To raise bills for the custody charges on a quarterly basis and
transaction charges on a monthly basis.

I. Receives notification from TCS Operations Department that the
billing SUlllJIl.ary and details have been downloaded from DM after the
end ofa month.

2. Checks that the two files, SUMMARYTXT and BILLING.TXT
are downloaded onto his PC.

3. Loads the files into Crystal Report on the PC.

4. Prints the Bill for each Participant. (Exhibit I)

5. Receives figures for the previous outstandings ofa Participant
which is manually calculated by the Accounts Dept. and sent as an
inter-office memo showing the status of debtors. (Exhibit II)

6. Manually enters the figures into the Bills by hand.

7. Sends the Bills to the HOD for signature.

8. Accesses the FE04 panel on DM (Exhibit III)

9. Compares the amounts on the bill to the amounts on the panel and
the Inter office Memo from Accounts showing the status ofdebtors.
(From Step 5)

10. Signs the Bills.

11. Returns the Bills to the Officer.

12. Dispatches the original Bills to the Participants by courier, along
with the prices which have been used in the calculations.

Price Waterhouse LLP/Aug 97 Page -I



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

I
National Securities Depository Limited

Participant Interface Departmen,

13. Sends a xerox copy ofthe Bills to the Accounts Dept.

NOTE: Payment of Bills are sent directly to the AccoWlts Dept. by
Participants.

14. Resolves discrepancies reported by Participants, if any by:

a. Preparing a new bill
b. Adjusting the bill for the next month

15. Manually adjusts Bills as necessary.

16. Informs Systems Dept. in such cases to update the production
system accordingly.

17. Maintains a file ofrelated documentation for future reference.

Price Waterhouse LLP/Aug 97 Page 5



~, National Securities Depository Ltd
Trade Wurld. 4th Floor, Kamala Mills Compound. Scnapali Balla! Marg. Lower Parel. Muml>ai - 400 013

Tei: 4972964-69 Fu : 91-22-497 2993

AMOUNT (Rs.)

ALANKIT ASSIGNMENTS LTD.

Custody Fee
Settlement Fee for Market T.t*s

/4:., ,~",

DP ID : IN300118

DESCRIPTION

TOTAL:

•.,

,,:..
_.J.T''f 'JJ~'"

Bill No.
Bill Date
Pay On or Before

'\~ t}

'\ ,"

~;ft~f
A''''-I:i

/,'::,';' 1.'"
~~:, ;.

'\.~.,

: NSDL/97-98/031IN300118100035
7-07-1997

: 19-07-1997

73.07
0.21

73.28 t'r1

~-~,.-...,e

~""'d_. '"1

:::!:.O
(I) (')
•• (I)

[/).0..
~ s::
S d
~Z
(I) s::
coS:::.:r::r
........ (I)

""t

~-d
o
o
tv

Previous Outstandings as on 7-07-1997 is Rs. '-1 ~. LtJ and Interest on Outstandings
is Rs·~i\_, .Please check your Outstandings along with the Bill .

--r",~'

---' ---_.-------- -------_..,----

For and on behalf of National Spcurities Depository Ltd.



BILLING PERIOD: 01-04-1997 to 30-06-1997 v

CUSTODY FEE DETAILS

DP ID: IN300118 ALANKIT ASSIGNMENTS LTD.-

tTl

~......,
~......,

~---

ISIN

INE059101019

INE06470 1019

INEl44401010

INE144701013

INE165801015

INE267701014

INE379901015

INE449901011

INE45280JOI7

''''' ''''/H\I ,\.' 'r ,., I.
-~. " ...-

:~......)

COMPANYNAME

DABUR INDIA LIMITED

THE DHAMPUR SUGAR MILLS LIMITED

HNDAL PHOTO FILMS LIMITED

JINDAL STRIPS LIMITED

INDUSTRIAL CREDIT & INVESTMENT CORP-

RELIANCE CAPITAL LIMITED

SIEMENS LIMITED

ESCORTS LIMITED

HDFC BANK LIMITED

----._.__ .. _.._--------_.

-"',\.

,<~..y

AMOUNT (Rs.)

5.27

4.61

1.35

7.19

18.43

8.80

0.79

0.28

1.01

lh,·,

~~
.... l-1
=:'0
cp (J
•• cp

C/J@-
S ri
~Z
cp c::
ecS
:::.::r::r
- (1l::
~

8
o
o
N



/ ~

~"i:1_. '""t

:::!.O
(D (j
•• (D

en§
!3 ~
"E-Z
(D ;:

coS:::::.:0-
..... (D

'""t

c_.

ISIN

INE456601017

INE457101017

INE457201015

INE49770 1016

TOTAL:

COMPANY NAME

INDIAN PETROCHEMICALS CORPN

RELIANCE INDUSTRIES LIMITED

HOUSING DEVELOPMENT FINANCE

JINDAL VIlAYANAGAR STEEL LIMITED .-

AMOUNT (Rs.)

1.82

17.11

1.80

4.61

73.07

tr:l
@
1---1

CO
1---1

""""3
1---1

---(j
'-'

"i:1
1---1

tj
o
o
N



....,~_. ""'t

~o
(ll ('j
•• (ll

\Flo..

S ~
"E-Z
(ll ~

toS:::.:tr
- (ll""'t

SETTLEMENT FEE DETAILS FOR MARKET TRADES

DP ID : IN300118 ALANKIT ASSIGNMENTS LTD.'

BILLING PERIOD: 01-06-1997 to 30-06-1997 .'

~s
o
o
N

~
~

~
~

,.-.,

e

IS/N eM/D. MKT. TYPE. STIM. NO. QUANTITY VALUE (Rs.) AMOUNT (Rs.)

INEl65801015 IN550338 NL 1997023 1.000 72,65 0.03
INDUSTRIAL CREDIT & INVESTMENT CC

." -~- .. ,

INE457101017 IN550231 AU 1997024 ,'. 1.000 366.35 0.18
RELIANCE INDUSTRIES LIMITED

." ~:~.~:
! t·

..,

TOTAL: - / 2.000 439.00 0.21
"

~-
','

"-(



Procedure Number: PID 002
Title: Interoffice Memo from Accounts Showing Status of Debtors

EXHIBIT II" (a)

INTER OFFICE MEMO

To :Mr. Jayesh Sule

From : S • Gopalan

Sub : Status of outstanding.

3 July, 1997

The status of debtors as on 3 July, 1997 is enclosed. As per our records we are yet to
receive Rs.2427.08/- (rom three parties as per enclosed schedule.

Interest has been computed @:z % per month and interest details are shown in tbe
endosed statement. Int(,rest less than &10. has been ignored.

You are requested to take note of the same in your next billing.

;i~~~/.
S.Gopaian (AVP)



F A

OUTSTANDING POSITION OF DEBTORS AS OF July 3,1997
BIll DATE: 05 June 1997

DUE DATE; 17 June 1997

CURRENT AMOUNT 0/5 INT. PBl.
BilL NO \ PARTY OP.BAL BILL RECEIPT RECEIPT OT.SETTLEMENT
NSDU97-9B/02/1N300118100017 ALANKIT ASSIGNMENT 14.42 31.05 - 45.47 -NSDU97·9B/0211N300271/0DD24 ACTION FIN. SERV LTO , . 67.88 67.88 11-Jun-97 . -NSDU97-98/0211N300247100021 CANARA BANK - 117.11 117.11 18-Jun-97 - -NSDU97·98/0211N300054100a13 CITIBANK N.A . 14.63 14.63 .- -NSDU97·98/02/1N300175/00019 COIMBATORE CAP. MKT. - 199.01 199.01 19-Jun-97 - -NSDU97-98/0211N300263/00023 DAVCO SECURITIES - 162.60 162.60 10-Jun·97 - -NSDU97-98/0211N300020/00012 G TB - 567.82 567.82 17·Jun-97 - -NSDU97-98/02/IN30a011100020 GOEJIT SECURITIES LTD. - 2.42 2.42 17-Jun-97 - -NSDU97-98/0211N300126/00018 H 0 F C BANK LTD - 2366.98 - 2366.98 12.00NSDU97-9810211N300095100015 Il & FS - 93.52 93.52 10·Jun-97 - -NSDU97-98/0211N300225/00022 JAMES CHAPEL BATLIVALA - 5080 50.80 9-Jun-97 - -NSDU97-98/02/1N300087/00014 NSCCL - 421.44 421.44 17-Jun·97 - .NSDU97-98/0211N3001 001001 00 STANCHART - 1792.43 1792.43 21-Jun-97 - -

-TOTAL 14.421 5,887.691 3,475.03. ~I 2,427.081 12.00
I I I I

INTEREST AMOUNT LESS THAN Rs.10 HAS BEEN IGNORED.-----_.------------

~

~10'0_. "'"i

.-+- 0
(DO
•• (tl

-p..a e;
(tl (tl

8 Z
t::Ds::::
~I S
(tl 0"'

~~
(tl ~g 8

....-.t~O
lJ.J 0 0@SN
63~
_0
~o_s::::
~a

t:.fl

'-"'00
~~

~_.
::::s

(JQ

00
.-+-
~
s::::
t:.fl

o
l-+)

d
(tl

;r
o
..;
VJ



Procedure Number: PID 002
Title: FE04 Panel

EXHIBIT III

NOT AVAILABLE AT THIS TIME

I
l\)



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

National Securities Depository Limited
Participant Interface Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

PID003
Executive Director and Head of Department

July 97

TITLE: Daily reconciliation with Participants

PURPOSE: To reconcile the custody accounts and the beneficiary position details
and positions each business day. (Reconciliation of the OM with the
DPM)

BACKGROUND: At the EOO, DM sends a last booking message to the Participant
which triggers internal reconciliation and triggers the upload of
beneficiary details & positions and reconciliation statement. Ifthe
totals tally and the reconciliation is successful, control totals ofeach
Participant for an ISIN are uploaded to DM. DM compares its figures
with the control totals received from all the active participants.

If the Participant does not send NSOL the reconciliation statement, the
Officer finds out the reason, which could be either a connectivity
problem, a systems problem at his end, his operational hours or any
other technical reason. If there is no problem, the Officer calls the
Participant and asks him to connect.

Ifall Participants are not connected to the NSDL System at the EOO,
the reconciliation is declared an incomplete reconciliation. When that
Participant connects the next time, his internal reconciliation is
triggered. Ifit is successful, then that day's external reconciliation
statement and beneficiary details and positions are uploaded to OM.
At the EOO, the reconciliation status for NSOL's System would
change to "complete success" or "failure" depending on whether the
positions of all OPs tally with NSOL's positions on that business day.

PROCEDURE:

Officer I. Reteives the production repOit.

2. References mismatch reports.

a. Internal Reconciliation Mismatch Report (Exhibit Ia)and
b. External Reconciliation Mismatch Report (Exhibit Ib)
c. External Reconciliation Mismatch Report - Defaulter's List.
(Exhibit Ie)

Price Waterhouse LLP/Aug 97 Page 6



Financial Institutions Reform and Expansion (FIRE) Project
Operating Procedure.') Manual

National Securities Depository Limited
Participant Interface Department

HOD

Officer

3. Checks the Internal Reconciliation Report. (Exhibit la)

a. Ifthe report shows ''No mismatches found", takes no further
action.
b; Ifa mismatch is displayed, reports to HOD who may escalate it to
the top management ifnecessary for their action.

4. Checks the External Reconciliation Report. (Exhibit Ib)

a. If the report shows ''No mismatches found", takes no further
action.
b. For every mismatch displayed, tracks each to an order on the
System (Exhibit II). Phones the Participant and resolves mismatches
as necessary.

5. Investigates the reason for the mismatch ifthe mismatch in the
External Reconciliation Report cannot be tracked to an order.

NOTE: This would most likely be due to database updation or
software bug and could be resolved by updating the database
manually.

6. Prepares a memo to the Systems Department giving reasons for the
database update, ifrequired. (Exhibit ill)

7. Secures signature from the HOD and ED - Operations. Sends this
to the Systems Dept.

NOTE: The ED - Systems authorises the request. The Systems Dept.
and TCS updates the database after receiving appropriate
authorisations.

8. Receives notification from the Systems Dept. that the database has
been updated.

9. Updates the reconciliation status and the beneficiary position
upload status on the Customer Information Control Systems (CICS)
panel- CRNl on DM. (Exhibit IV)

10. Checks the External Reconciliation Report - Defaulter's List.
(Exhibit Ic)

11. Monitors the reconciliation status and connectivity ofthe
defaulting Participants and checks for how long they have not
connected using screen IC02 and IC03. (Exhibit V)

Price Waterhouse LLPI.4ug 97 Page 7



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

National Securities Depository Limiti!d
Participant Interface Department

12. Checks with the Help Desk to see if a hardware or network
problem has been reported by this Participant.

13. Phones the Participant ifhe has not cOlmected for 2 days and no
problem is reported to the Help Desk.

NOTE: Once the problem is resolved and the Participant logs in, all
messages in the queue are downloaded.

14. Refers unusual problems to TCS.

15. Prepares management report noting the I~ clson for each item in
the External Reconciliation Mismatches Report - Defaulter's List.

16. Submits this report to the Corporate Planning Dept.

17. Maintains a file ofproduction problems as a history.

Price Waterhouse LLP~4ug 97 Pag<!8



------------ --------------------------------------- -----------,-----------------~--------------------------- ---------------------

IS IN

LOCK IN DATE LOCK IN REASON

NO MISMATCHES FOUND

--3~_. ""'t

:::!.O(\) n
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28.07.1997

19:59

PAGE
DATE
TIME

VOSTRO POSIT I ONNOSTRO POSITIONNOSTRO ACCOUNT TYPE

PRODUCTION
RPCR021L

INTER~AL RECONCILIATION MISMATCHES REPORT AS OF

NSDL- NATIONAL SECURITIES DEPOSITORY LIMITED

NSDS
REPORT-ID

c .
..~



eM-TYPE ACCOUNT-TYPE NSDL-ACCT-POSITION DPM-AceT-POSITION

- )

NSDL- NATIONAL SECURITIES DEPOSITORY LIMITED

NSDS PRODUCTION
REPORT-ID : RPCR01IL
EXTERNAL RECONCILIATION MISMATCHES REPORT

STATEMENT DATE

DF' I D

ISIN

MARKET-TYPE-POSITIONS

,i~ ,..

~ : "j

PAGE
DATE
TIME

16.08.199,
17:01

-3_.
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DP-iD DP SHORT NAME RCON STMT DATE RECONCILIATION STAtus OUMl'lIj/POS IND
---------- --------------- -------------- --------------------- ---------------
IN.:300'079 lOBI CAP MKT SERV LTD 28.07.1997 STI'IT NOT RECEIVED P
IN ..IOO'087 NATNL SEC CLG CORp· LTD 28.07.1997 STMT NOT RECEIVED P
IN.JOO'095 INFRA LEAS ~ FIN SER LTD 28.07.1997 STMT NOT RECEIVED P
IN.300'12b HDFC BANK LTD 28.07.1997 STMT NOT RECEIVED P
IN.300'191 IND. DEV. BANf~ OF INDIA 28.07.1997 STMT NOT RECEIVED P
IN.300'222 DALMIA SECURITIES LTD. 28,07.1997 STMT NOT RECEIVED P
IN.300'247 CANARA BANK 23.07.1997 STMT NOT RECEIVED P
IN.300'271 ACTION FIN SERV III LTD. 28.07.1997 STMl NOT RECEIVED P
IN.JOO'2BO JANATA SAHAKARI BANK LTD 28.07.1997 5TMT NOT RECEIVED P
IN.300'302 NUNOTH FINANCIAL SER LTD 28.07.1997 STMl NOT RECEIVED P
IN.300'327 EAST INDIA SEC PVT LTD 28.07.1997 STMl NOT RECEIVED D
IN.300'335 ANZ GRINDLAYS BANK LTD. 28.07.1997 STMT NOT RECEIVED D
IN.300'343 SHAH INVESTORS HOME LTD 28.07.1997 STMT NOT RECEIVED D
IN.JOO'12b HDFC BANK LTD 25.07.1997 STMT NOT RECEIVED P
IN.JOO'191 IND. DEV. BANK OF INDIA 25.07.1997 STMT NOT RECEIVED P
IN.300'222 DAlMIA SECURITIES LTD. 25.07.1997 STMT NOT RECEIVED P
IN.300'12c HDFC BANK LTD 24.07.1997 STMT NOT RECEIVED P
IN~300~22E: DALMIA SECURITIES LTD. 24.07.1997 PARTIAL STMT WITHOUT ERRORS P
IN.300'12c HDFC BANK LTD 23.07.1997 STMl NOT RECEIVED P

NSDL- NATIONAL SECURITIES DEPOSITORY LIMITED

NSDS PRODUCTION
REPORT-ID : RPCROIIL
EXTERNAL RECONCILIATION MISMATCHES REPORT

BUSINESS DATE

\f'\

: 28.07.1997

DEFAULTERS LIST

PAGE
DATE
TIME

a
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Procedure Number: PID 003
Title: Panel Showing Details of Mismatches

EXHIBIT II

NOT AVAILABLE AT TIllS TIME
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Procedure Number: PID 003
Title: Memo to Systems Department for Database Update

. EXHIBIT In .

NATIONAL SECURITIES DEPOSITORY LIMITED

Inter Office ~orrespoDdence

Date : 27-03-1997

To : E D (R D)

From : Jayesh Sule

The beneficiary position upload statements as well as the reconciliation
statements have not been received from Canara Bank for the date 26-03-1997.
Canara Bank was activated. on 26-03-1997. The DPM is structured in such a way
that it receives the BOD only as of the next business day i.e., 27-03-1997.

The DM ,however, checks the number of active DPs as against the number of
reconciliation statements for the current business day. It is mandatory to receive
all the reconciliation and beneficiary position statements before the download to
the share registrar is due.

In light of the above, database update changes related to the number of active
DPs for the date 26-03-1997 is considered necessary.

Regards,
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Procedure Number: PID 003
Title: Screen to Monitor Connectivity ofParticipants

EXHIBIT .JE..-

~021E

:fQUIRE
IC02 NE'1'WdRK SUPPORT FUNCTIONS

LIST OF ACTIVE CONNECTIONS
29.07.1997 11:02
P 36AO NSDS001

----------------------------------------------------------------------------
)TAL ACTIVE CONNECTIONS: 0035 MORE : +

~LECT TO SEE MORE DETAILS OF THE CONNECTION

~L BP ID AND STATUS! LUD NETWORK NETWORK LOG-ON CC"-mECTION
SHORT NAME ID NAME ADDRESS TIME STATE
IN.200'019 A 0003 VSAT 195.1.18.2 09:37 CONNECTED
MCS
IN.300'011 A 0004 VSAT 195.1.10.2 09:10 CONNECTED
STOCK BLDG CORP OF I LTD
IN.300'038 A 0006 VSAT 195.1.20.2 08:34 CONNECTED
RELIANCE SHR & STK BRK L
IN.300'046 A 0007 VSAT 195.1.22.2 09:44 CONNECTED
lIT CORP SERVICES LTD
IN.300'054 A 0008 VSAT 195.1.25.2 08:19 CONNECTED
CITIBANK N. A.
IN.001'002 A 0010 LEASED 195.1. 24.3 09:21 CONNECTED
NSCCL-CC

)MMAND ===> _

l:HELP F2:FSHOW F3:EXIT F7=BKWD F8=FWD F12=CANCBL

rC031E
[NQUlRE

IC03 NETWORK SUPPORT FUNCTIONS
LIST OF INACTIVE CONNECTIONS

29.07.1997 11:02
P 36AO NSDS001

rOTAL INACTIVE CONNECTIONS . : 0017

3ELECT TO SEE LIS~ OF ADDRESSES FOR LUD

MORE : +

3EL BP ID .AND STATUS! LUD NETWORK NETWORK LAST LOG-ON
SHORT NAME ID NAME ADDRESS DATE AND TIME
IN.l00'010 A 0001 VSAT 195.1.12.2 28.07.1997 15:39
HOFe
IN.l00'028 A 0002 VSAT 1.1.1.1 17.05.1997 17:31
RIL
IN.300'020 A 0005 VSAT 195.1.17.2 29.07.1997 00:16
GLOBAL TRUST BANK LTD.
IN.300'062 A 0009 VSAT 195.1.23.2 28.07.1997 17:27
INDSEC SEC. & FIN. LTD.
IN.300'095 A 0013 LEASED 195.1.15.2 29.07.1997 00:19
INFRA LEAS & FIN SER LTD
IN.200'027 A 0014 VSAT 195.1.29.2 28.07.1997 19:35
I-SERV

~OMMAND ===> _
~l=HELP F2=FSHOW F3=EXIT F7=BKWD F8=FWD F12=CANCEL



Financial Institutions Reform and Expan,<;ion (FIRE) Project
Operating Procedures Manual

National Securities Depository Umillfd
Participant Interface Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

PID004
Executive Director and Head of Department

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

Officer

HOD

Officer

Issuing circulars

To issue circulars to Depository Participants periodically for their
information and action. For example, circulars are sent informing
Participants of features available in a new version of software or ifa
new security is added to Depository and periodically, administrative
bulletins are sent to Participants. (Exhibit I)

1. Receives notice ofneed for circular from various areas
a. HOD
b. Issuer Interface Dept.
c. Systems Dept.

2. Prepares a draft ofthe circular and gets the contents approved by
the HOD verbally.

2. Refers to the circular file sent to Depository Participants for the last
number assigned.

3. Assigns a circular reference number. (PI No.)

NOTE: The soft copy of circular numbers (on an Excel worksheet)
(Exhibit II) and the soft copy ofthe circular is maintained in the
circular directory on the LAN.

4. Prepares the final version of the circular with tbe appropriate
circular reference number.

5. Sends it to the HOD for approval and signature.

6. Signs the circular.

NOTE: May get approval from the ED or MD ifappropriate.

7. Sends it to the dispatch room of the Administration Department
where it is sent to all Depository Participants by courier.

Price Waterhouse LLPIAug 97 Page C)



Financial Institutions Reform and Expansion (F1RE) Project
Operating Procedures Manual

8. Maintains the file of circulars.

National 5,'ecurities De/JOsitory Limited
Participant Interlace Departmel1t

9. Prepares a bound copy of all circulars issued by the Department
every quarter and distributes it to Participants who have been newly
admitted in the quarter.

Price Waterhouse LLP/Aug 97 Page to



EXHIBIT I (a.)

Procedure Number: PID 004
Title: Sample Circular

NATIONAL SECURITIES DEPOSITORY LIMITED

Participant Interface

Circular

Circular No. NSDUPI/028
Date : April 11, 1997

.AlI Participant:; are hereby informed that the tirrdngs for Verify & Release of instructions
penaining to the operations of the Depository Participant Module for the following days
have been revised as follows:

For and on behalfof
National Securities Depository Limited

~~
Jayesh Sule
Asst. Vice President

7.30 a.m. to 9.00 a.m. and 3.30 p.m. to 7.30 p.m.

7.30 a.m. to 9.00 a.m. and 6.00 p.m. to 7.30 p.m.

7.30 a.m. to 9.00 a.m. and ~.30 p.m. to 7.30 p.m.

7.30 a.m. to 9.00 a.m. and 6.00 p.m. to 7.30 p.m.

April J6, 1997
(Wednesday)

April 17, 1997
(Thursday)

April 23, 1997
(Wednesday)

April 24, 1997
(Thursday)

I

I
I
I
I
I
I
I
I
I
I
I



EXHIBIT I (b)

I

I
I
I
I
I
I
I

Procedure Number: PID 004
Title: Sample Circular

NATIONAL SECURITIES DEPOSITORY LIMITED

Participant Interfa('~

Circular

Circular No. NSDLJPlI025
Date: April 4. 1997

All Participants are hereby infonned that the equity shares of Jindal Photo Films Ltd.

(ISIN INE144401010) have been admitted for dematerialisation on the Depository with

effect from April 5, 1997 •

The Registrar/ Transfer Agents of the company are Mis MeS Limited (BP Id IN200019).

The dematerialisation requests aJongwith the physical certificates will be accepted at the . I
following address :

Mr. Sushil Singal
Partner
Shree BaJajee Computer Services
28 ·814, Jia Sarai,
Near IlT Gate,
Outer Ring Road, Hauz Khas,
New Delhi - 100016

Participants are advised to ensure that non pari passu or partly paid shares are not

accepted for dematerialisation under the above ISIN.

For and on behalfof

~~ep.Sitory~ited

Jayesh Sule
Asst. Vice President .,



Procedure Number: PID 004
Title: Excel Worksheet

EXHIBIT II

INDEX

No. Dated Particulars

NSDUPI/OO1 24-Dec-96 Modification of formats prescribed under Chapter 12 & 13 of Business Rules a
Annexure L M N. Sand T

NSDUPIIOO2 24-Dec-96 Procedure for settlement of securities traded in BE segmer.~

NSDLlPI/OO3 24-Dec-96 General Operating Instructions

NSDUPI/004 18-Jan-97 Timings for Capture, Verify and Release of instructions

NSDUPIIOO5 05-Feb-97 Procedure for closure and shifting of Clearing Member Accounts

NSDUPI/006 24-Feb-97 Revision of timings for Verify & Release of instructions on February 28, 1997

NSDLlPI/OO7 24-Feb-97 Amendment of Rule 4.2 of Business Rules - Saturday Working

NSDUPI/008 24-Feb-97 Modification of formats prescribed under Chapter 12 & 13 of Business Rules a
Annexure Q and T

NSDUPII009 26-Feb-97 Non availability of certain L & T shares for dematerialisation.

NSDUPI/010 27-Feb-97 Modification of Circular No. NSDUPII009 due to change in DNRs.

NSDLlPI/011 08-Mar-97 Release of Version 1.21 of the DPM system

NSDUPI/012 08-Mar-97 Amendment of Bye Law 2.1.5. 6.4.2 and 9.1.5 of Bye Laws - FII Agreement, etc.

NSDUPII013 10-Mar-97 Admission of equity shares of Jindal Strips Ltd. for dematerialisation.

NSDUPI/014 12-Mar-97 Revision of timings for Verify & Release of instructions on 12th, 13th. 14th, 15th,
17th and 18th March, 1997

NSDUPII015 20-Mar-97 Revision of timings for Verify & Release of instructions on 26th, 27th, 28th and :
29th March, 1997.

NSDUPI/016 21-Mar-97 Amendment of Rule Nos. 10.2.3 and 10.2.4 of Business Rules - Fees and Deposits

NSDUPI/017 21-Mar-97 Basis of charging various types of fees viz., custody fee, settlement fee and I
I

rematerialisation fees.

INSDUPI/018 21-Mar-97 Facility of Back Office Batch Interface

I
NSDUPJlO19 27-Mar-97 Waiver of custody fees in case of HUDCO bonds. I

NSDUPI/020 27-Mar-97 Completion of EOD process by Participants

NSDUPII021 27-Mar-97 Declaration of holiday for the Depository on Mar 29, 1997 due to Version 1.3 i
release

NSDUPI/022 27-Mar-97 Release of Version 1.3 of the DPM system

NSDUPI/023 27-Mar-97 Admission of equity shares of Synthetics and Chemicals Ltd. for dematerialisation.

NSDUPI/024 31-Mar-97 Revision of timings for Verify & Release of instructions on 2nd, 3rd, 9th and 10th
Anril 1997

~o



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

National .....·ecurities Depository Limited
Participant Interlace Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

PID005
Executive Director and Head of Department

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

Processing application to become a Participant ofNSDL

To scrutinise the new participant applications to join NSDL. lfthe
Management approves, SEBl approval for registration is sought and
an Agreement is signed.

NOTE: Categories ofmarket participants eligible to become
Depository Participants are Public financial institutions, Scheduled
banks, RBI approved foreign banks operating in India, State financial
corporations, Certified custodians of securities, Clearing
corporations/houses of Stock Exchanges, Registered stock brokers
and Non Banking Financial Corporations (NBFCs).

1. Receives from applicant a phone call or letter expressing an interest
to join the Depository.

2. Sends the applicant the Introductory Kit, including
a. Stockbroker's Guide to Depositories (Exhibit I)
b. Introduction to Depositories (Exhibit II)
c. Stock Broker's Guide to Trading, Clearing and Settlement of

Electronic Securities (Exhibit III)
d. An Investor's Guide to Depositories (Exhibit IV)
e. Procedure for becoming a Depository Participant (Exhibit V)
f Hardware, Software and Telecom Setup (Exhibit VI)

3. Receives from 'lpplicant Form E (Exhibit VII) which has been
completed along with the documents as per the Bye-laws, details of
which are in the Introductory Kit, including but not limited to
a. Annual Report for the past three years
b. Net worth certificate of Chartered Accountant
c. Computation sheet of Net worth
d. SEBIIRBI Registration Certification of Group Companies
e. Memorandum and Articles of Association

4. Gathers information regarding the track record of the applicant
(particularly ifhe is a broker) from other Stock Exchanges.

Price Waterhouse LLPAug 97 Page 'I



Financial Institutions Reform and Expansion (FIRE) Pr(!/ect
Operating Pro,'edures Manual

National Se('urltie.\' Di!pository Limited
Participant Inti!rface Departmi!111

HOD

Officer

HOD

Officer

5. Prepares an Agenda (Exhibit VIII).

6. Sends the Agenda to the Committee to Admit Participants (CAP)
Members before the CAP meeting.

7. Forwards application for approval based on the application type.
a. Ifthe Participant is a bank/custodian/financial institution, the
application can be approved by the MD.
b. For all other applicant types, it is presented to the Committee to
Admit Participants (CAP).

NOTE: At the CAP meeting a decision is taken as to whether or not
the applicant should join the Depository. Also at the CAP meeting,
the MD informs the members which banks/custodians/financial
institutions have been approved by him as Participants since the last
meeting.

8. Advises applicant ofthe decision.

9. Sends forms which require to be filled in by the Participant for the
Hardware and VSAT connection ifthe application is approved.

to Files the application and informs the applicant ofthe reasons if the
application is turned down.

11. Assists the Participant in placing the hardware order and initiating
the VSAT connection process.(Refer to related procedure pro 006)

12. Receives notification from Participant tlIat hardware and VSAT
connection have been acquired.

13. Informs HOD.

14. Sends the application to SEBI in Form E wh.ich is completed by
the Participant and with a Letter of recommendation from NSDL,
certifying that the Participant has acquired the hardware and VSAT
connection.

NOTE: SEBI processes the application an issues a registration
certificate to the Participant. (Exhibit IX)

15. Receives notification of SEBI approval. (Exhibit X)

16. Informs the Participant when SEBI approval is obtained and
informs the participant to make the necessary payments to NSDL.

Price Waterhou.w! LLP~4ug 97 Page /2



Financial Institutions Reform and Expansion (FIRE) Project
Oper:lting Procedures Manual

\ I

Na,tional Securities Depository Limi/I!)
Participant Interjilce Departmellt.

... _t'

HOD

17. Prepares the Agreement.(Exllibit XI) and sends it to the
Participant for signature.

18. Receives signed Agreement from the Pal1icipant and sends it to
the HOD for signature.

19. Signs the Agreement and sends the Participant a copy.

Price rVaterhouse LLP~'lug 97 Page /3



Procedure Number: PID 005
Title: A Stock Broker's Guide to Depositories

EXHIBIT I



Procedure Number: PID 005
Title: Introduction to Depositories

EXHIBIT II
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EXHIBIT III

Procedure Number: PID 005
Title: Stock Broker's Guide to Trading, Clearing, & Settlement of

Electronic Securities

1

j

!
I

Stock Brokers Guide

to

Trading, Clearing & Settlement

of

Electronic Securities

National Securities Depository Limited

-'-"." .. ' _ ... _.._~.~----



Procedure Number: PID 005
Title: An Investor's Guide to Depositories

EXHIBIT IV

....

NATIONAL SECURITIES DEPOSITORY LIMITED



Procedure Number: Pill 005
Title: Procedure for Becoming a Depository Participant

EXHIBIT V (a)

Procedure for becoming a Depository ParticiPant

The Participants should thoroughly study the following before sending the application
as a Depository Participant.

.1. Security Deposit and Initial Fees Payable.
2. Submit the Form E duly filled, in duplicate, to NSDL.
3. Details required for filling up/submission ofForm E.
4. Admission Criteria as per the Bye Laws ofNSDL

1. Security Deposit and Initial Fees Payable

The following security deposits & fees should be payable by Demand Draft or a
Bankers Cheque

Particulars Payable in the Amount Time ofPayment
name of (Rs.)

Application Fees SEBI 5,000 After intimation from NSDL
Registration Fees SEBI 1,00,000 After SEBI approval
Entry Fee NSDL 25,000 After SEBI approval
Security Deposit NSDL 10,00,000 After SEBI approval

2. Submit the form E duly ,..lIed. in duplicate to NSDL.

Copy of Form E is given as Annexure A. The instructions as given in Form E
should be duly complied with like "every page of the form and additional sheet
must be initiaUed by authorised signatory of the applicant", " All copies of
documents should be attested as true by an authorised notary.", etc.



Procedure Number: PIn 005
Title: Procedure for Becoming a Depository Participant

EXHIBIT V (b)

3. Details required fqr filling up/submission of Fonn E

Clause Clause Details required.
No.
2 Category The SEBI regulation 19 (a) has been reproduced in

AnnexUle B. The clause number and the category
may be mentioned.

3(a) Attested Copies Attested Copies of(I) Certificate of incorporation,
(ii) Memorandum and (iii) Articles of Association
should be attached. These copies may be attested by
the Company Secretary.

3(b) Details of Give a detailed synopsis of the existing activities of
activities the organisation.

3(d) SEBIIRBI To give notarised copy of the SEBI, RBI registration
registration. cetificate for the Participant as well as for its affiliates

and subsidiaries.
3(t) Beneficial Expected number of BOs and the kind of BOs which

Owners will be targeted by the Participant should be
mentioned.

4 SEBI Regn No. of IN-SD-NSDL-OI-96 dated June 7, 1996.
NSDL

8 Networth The latest Annual Report should be enclosed and the
Networth Certificate (Minimum Rupees One Crore),
computed as per fonnat given in Annexure C should
be submitted.

9 Services provided Give the kind of services presently provided to the
to BOs BOs and the services proposed to be provided to the

BOs.
IO(i) Organistion Give the organisation structure for the existing

Structure operations and also for the depository operations.
lOCH) Key Personnel Give a detailed reseume of the key personnel

earmarked for the depository operations.
ll(i) Risk Control and Copies of Risk Control and Operations Manual for

Operations Manual the existing operations as well for the depository
operations should be enclosed.

12(i) Hardware, Give details for the existing operations as well as for
Software and the depository operations.
Communications
details

12(ii) Data Storage and Give details for the existing operations as well as for
backup procedures the depository operations.



Procedure Number: PID 005
Title: Procedure for Becoming a Depository Participant

EXHIBIT V (c)

12 (iii) Disaster Give details for the existing operations as wen as for
Recovery the depository operati<>ns.
Systems

13 Insurance Give details for the existing insurance cover. For the
Depository Operations NSDL it will be provided by
NSDL.

15 Undertaking Will be provided bv NSDL.

4. Admission Criteria as per (be Bye Laws orNSDL

Following details should be furnished by Participants to NSDL :

i) Details ofBusiness History.
(including promoters, core business areas, date ofcommencement of such
businesses, etc.)

ii) Annual Reports for last three years

iii) Details of Board of Directors in case of a corporate entity, or a similar
authority in any other case.

iv) Specimen signatures of the authorised officials, who shall be responsible for
acting on behalfof the Participant.

v) To appoint a Compliance Officer (mention designation & qualification) who
shall interact with the Depository on behalfofthe Participant for compliance
with the Bye Laws and Business Rules, resolving. redressal of
investor's1clients' grievances

vi) Office space eannarked in square feet and location of the same for the
depository operations.

~

I

I 1



Procedure Number: PID 005
Title: Hardware, Software- & Telecommunications Setup

EXHIBIT VI

HARDWARE, SOFTWARE &- TELECOMMUNICATIONS SET-UP

A] EQUIPMENT CONFIGUllADON DETAilS:

The Panicipac will have his own LT. sec up installed in his office, which will be connected co the Depository

.,.... situated at ~;ational Securities Depository Limited. Tradeworld, 4th Floor, ltamaIa Mills Compouad,

t.o... Patel. Mumbai ..00 013. USU:lc appropriate teJecommunic:ation lUW. The hardware. software ~

teIecommuniariol1 .pnient should be as specified by NSDL The Participant should etlSW'e continuos

cIecuoaic .....of c:>mmua.icuion (couectivity) with NSDL

The miDiJDum LT. set up required fol' a Participants entry level system would comprise of sin&le CPU Server

with 64MB memory. 2GB hard disk and at least one node. The Panicipant may configure additional CPU,
I

memory. disks and ::odes based on the volume of ....ork envisaced. A - Sizing guideline- to help arrive at an .

Ippropn.. c:oaficur:'.uon iI pYa in pilei 17-19 of thiI aunae for your reference. An· Overview of points to I

he followed for bard-vue imtallatioo at connectivity with NSDL- is pen in pacei 23 at 24 of this anne:z:e. The '

enuy left! LT. tel up will indude the foUowinS :

1. HmIwJn:-
1.1 Sener Coofipration. (To procure only empandled brands & model. Refer Equipment procurement details

Pvea in section B of this anneu. )

I
~\



Procedure Number: PID 005
Title: Form E

EXHIBIT VII (a)

FORME

(see regulations 16)

SECURITIES AND EXCHANGE BOARD OF INDIA
(DEPOSITORIES AND PARTICIPANTS) REGULATIONS~ 1996.

APPLICATION FOR GRANT OF CERTIFICATE OF REGISTRATION AS
PARTICIPANT

SECURITIES AND EXCHANGE BOARD OF INDIA
MITfAL COURT, 'ot WING, 1st FLOOR

NARIMAN POINT, MUMBAI400 021
INDIA

INSTRUCTIONS:

1. This form is meant for use by an applicant for grant of registration as
participant.

11. The form should filled in by the applicant and submitted to the depository in
which it is acting as participant, who shall forward it, along with all supporting
documents to the Board at its head office at Mumbai.

-
m. This application form should be filled in accordance with the regulations.

IV. Application for grant of registration as participant or renewal of such
registration, as the case may be, will be considered provided it is complete in all
respects.

v. All answers must be typed.

VI. Information which needs to be supplied in more detail may be given on separate
sheets which should be attached to the application form.

vii. The application must be signed and all signatures must be original.

Vlll. The application must be accompanied by an application fee as specified the
Second Schedule to these regulations.

ix. Every page of the form and every additional sheet must be initialled by the
authorised signatory ofthe applicant.

x. AU copies of documents should be attested as true by an authorised notary.



Procedure Number: PID 005
Title: Form E

EXHIBIT VII (b)

I. Name, address ofthe registered office, 'address for correspondence, telephone
number(s), fax number(s), telex number(s) of the applicant and the name of the contact
person.

2. Please indicate to which of the categories under sub-regulation (a) of regulation 19, the
applicant belongs.

(a)3. Date and place of incorporation or establishment and date ofcommencement of
business (enclose certificate of inc-orporation, memorandum and articles of
association or statutory provisions, ifany).

(b) .Details of the activities carried on by the applicant, in India or overseas.

(c) Details ofaffiliates and subsidiaries ofthe applicant operating in India, and
activities carried on by them.

(d) Details ofregistration with the Securities and Exchange Board ofIndia, the
Reserve Bank of India or with any regulatory authority overseas of the
applicant, and of its affiliates and subsidiaries operating in India.

(e) Date ofcommencement of business in India and overseas (please enclose
copies ofthe Reserve Bank of India's permission, and ifapplicable copies of
approvals from the Central Government to carry on activities mentioned
above).

(f) Type and number ofbeneficial owners on whose behalfthe applicant proposes
to act as participant (Financial Institutions, Mutual Funds, Foreign Institutional
Investors, Portfolio Managers, Non Banking Finance Companies, Stock
Brokers, Corporates, Individuals, or for own account.)

4. Please give the name and SEBI registration number ofthe depository in which the
applicant is to act as participant.

5. Please indicate the names and SEBI registration numbers of all other depositories in
which the applicant is acting as participant and the applicant's SEBI registration
number as participants in such depositories.

6. Please state whether the applicant, his partner, director or principal officer is involved
in any litigation connected with the securities market which has an adverse bearing on
the business of the applicant; or has at any time been convicted for any moral turpitude
or at any time has been found guilty ofany economic offence.



Procedure Number: PID 005
Title: Form E

EXHIBIT VII (c)

7. Please also state whether there has been any instance ofviolation or non-adherence
to the securities laws, code ofethics/conduct, code ofbusiness rules, for which the
applicant, or its parent or holding company or affiliate may have been subject to
economic, or criminal, liability, or suspended from carrying out its operations, or
the registration revoked temporarily.

8. Please indicate the net worth and paid up capital in Rs. Crore as per the latest
audited financial statements ofthe applicant (enclose copy).

9. Please indicate services that the applicant is already providing to beneficial owners
on whose bebalfthe applicant proposes to act as participant, and services proposed
to be provided to beneficial owners.

10. Ple8se provide the following details regarding staff involved in activities as
participant.

(i) organisation strueture~

(ii) experience and background ofkey personnel.

11. Please provide the following details regarding safekeeping and security systems
and procedures:

(i) risk control and operations manuals (enclose copies);

(ii) give details o(independent internal control mechanisms for
monitoring, evaluation and review ofaccounting, and reporting
systems and procedures.

12. Please provide the following details regarding automatic data processing systems
and record keeping:

(i) details ofhardware. software and communications systems, their
capability, function and location~

(ii) details ofdata storage and back up procedures and sites, their
capability, function and location~

(iii) details ofdisaster recovery systems and procedures.

13. DetaitlJ.of insurance cover to be taken up.

14. Pleaseind~e applicant's shareholding for each depository in which it has such
sharehotdi~er any shareholding is proposed to be acquired in the
depository tJnwgla Ntich this application is being made.



EXHIBIT VII (d)
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1S. Please enclose a copy ofan undertaking from the depository in which the applicant
is to act as participant that

(a) the applicant is eligible to act as participant in the depository through
which this application is being submitted to SEB!, and meets with the
eligibility criteria for participants specified in these regulations and in the
depository's bye-Iaws~

(b) the applicant has adequate automatic data processing systems, adequate
and competent staff, risk management systems, procedures and manuals,
disaster recovery procedures, secure data storage and offsite back up
facilities, adequate communications links and insurance~ to enable the
applicant to fulfil its obligations as participant to the satisfaction ofthe
depository; and

(c) the agreement to be entered into between the participant and beneficial
owners has been submitted to the depository is in accordance with the
depository's bye-laws.

16. Declaration statement (to be given as below).

We hereby agree and declare that the information supplied in the application,
including the attachment sheets, is complete and true.

AND we further agree that, we will notify Securities and Exchange Board ofIndia
immediately any change in the information provided in the application.

We further agree that we shall comply with, and be bound by the Securities and
Exchange Board of India Act, 1992, and Securities and Exchange Board of India
(Depositories and Participants) Regulations, 1996, and such other
guidelines/instructions which may be announced by the Securities and Exchange
Board of India from time to time.

We further agree that as a condition of registration, we shall abide by such
operational instructions/directives as may be issued by the Securities and Exchange
Board of India from time to time.

For and on behalf of. .
(Name of the applicant)

Authorised signatory.................. . .
(Name) (Signature)

Date:
Place:
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EXHIBIT VIII

NOT AVAILABLE AT THIS TIME
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EXHIBIT IX

NOT AVAILABLE AT THIS TIME
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EXHIBIT X

NOT AVAILABLE AT THIS TIME
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EXHIBIT XI (a)

AGREEMENT BETWEEN 1HE DEPOSITORY PARTICIPANT
AND THE NATIONAL SECURITIES DEPOSITORY LIMITED

This Agreement made and entered into this day of between
situated at

(hereinafter called "Participant") and The National Securities Depository Limited
hving its Registered Office at the Mahindra Towers, 5th Floor, A Wing, Wo.li,
Mumbai 400 018 (hereinafter called "NSDL")

Witnesseth

WHEREAS The Participant has furnished, to NSDL an application for being
admitted as a Depository Participant.

NOW THEREFORE· in consideration of the NSDL having agreed to admit the
Depository Participant, into its Depository system, both the parties to this
Agreement _hereby covenant and agree as follows:

t) The Participant shall abide by the provisions of the Depositories Act 1996,
Securities and Exchange Board of India (Depositories and Participants)
Regulations, 1996, Bye Laws & Business Rules and procedures of NSDL
wherever applicable and comply with any orders, directions or notices
which may be issued or prescribed by the Executive Committee of NSDL
from time to time in respect of its services and facilities of the Depository .
system whether of a temporary or permanent nature.

2) The Participant shall continue to be bound by the Bye Laws and Business
Rules of NSDL, notwith.standing that it may have ceased to be a
Participant, as to all matters and transactions occurring while it wa.s a
Participa!1t.

3) The Bye Laws and Business Rules of NSDL shall be a part of the terms and
conditions of every agreement, contract or transaction which the
Participant may make or have with NSDL.

4) The Participant shall be bound by any amendment to the Bye Laws or
Business Rules of NSDL with respect to any transaction occurring
subsequent to the time of such amendment. Such amendment shall take
effect as if it were originally a part of the Bye Laws and Business Rules of
NSDL, provided however, that no such amendment shall affect the
Participam's rights to cease to be a Participant.

5) The agreement ;' ~d all contracts and transactions effected by the Participant
with any other party, or to which the Participant is a party under the Bye
Laws and the Business Rules of NSDL or through the facilities of NSDL
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EXHIBIT XI (b)
shalt be governed by and be construed in accordance with the provisions of
the relevant laws as welt as the rules and regulations of the regulatory
bodies having jurisdiction over the Participant applicable from time to time.

6) The Participant shall pay such fees and charges that may be payable to
NSDL in accordance with the schedule specified under the Business Rules
and any deposits or other amounts payable in accordance with the Bye Laws
and Business Rules.

a) In case of any default on the part of the Participant to pay any of the
amounts specified above within a period of 30 days from the date of
demand, without prejudice to the rights of the Depository to take
disciplinary action under Chapter 11 of the Bye Laws, the Participant
w.ilI be liable to pay interest at such rate at the fate of not more than 24 %
or such other r;lte as may be specified by the Executive Comminee from
time to time on the amount from the due date of payment of such
amount.

b) However, the Executive Committee may permit the payment of such
amount even without interest after such due date, provided it is satisfied
that there exist sufficient grounds for such delayed payment.

7) The Participant shall not commingle his own holdings held in NSDL with
those held on behalf of the Clients. The Participant shall effect any
transfer of holdings only if the same is supported by a valid instruction and
an adequate audit trail of the same is maintained unless otherwise provided
in the Bye Laws .The Participant shall be responsible for every action taken
on the basis of any order, inst'ruction, direction or mandate given by the
account holder.

8) The Participant shall comply 'with the time schedule specified from time to
time by NSDL for data transfer.

9) The Participant shall comply with such procedures, in case of deposit and
withdrawal of securities to and from any of its accounts maintained with
NSDL as laid down under the Bye Laws and Business Rules.

10) The Participant shall comply with the requests received from the clients,
for dematerialisation and rematerialisation I within such time and in such
manner as may be specified in the Business Rules, and shall be required to
keep records of the same as laid down by the Securities and Exchange Board
of India (Depositories and Participants) Regulations, 1996. .

The Jarticipant Stall keep computerised records in such·manner as may be
prescribed in the Securities and Exchange Board of India (Depositories and
Participants) Regulations,1996, Bye Laws and Business Rules in respect of
its use of any of the services and facilities of NSDL and allow any person
duly authorised by NSDL to enter its premises, within the regular business '
hours on any business day where such records are kept and inspect and td.';.c
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EXHIBIT XI (c)

copies of such records. The Participant shall provide on demand any
information to NSDL relating to the contracts and transactions that the
Participant may have under the depository system.

12) The Participant shall reconcile its own records with those of NSDL on a
daily basis and in such manner as may be specified in the Business Rules.

13) The Participant shall install at its computer center, c1iem server, hardware
configuration with system database, communication and application
software as prescribed by NSDL.

a) Unless otherwise supplied directly by NSDL, all hardware and sohware
in accordance with prescribed configuration shall be procured by the
Participant from NSDL empanelJed brands only.

b) The above hardware and software set-up shall be dedicated for NSDL
specific application module and even if there is spare processing/data
storage qtpacity, the same shall not be used for any other application
including the Participant's backoffice system.

c) The above hardware may be connected by the Participant to their
internal LAN for data transfer purpose.

d) The above hardware shall not be connected by the Participant to their
interoffice WAN without the prior written permiSSion of NSDL. NSDL
reserves the right to deny such permission if in its opinion granting such
permission involves violation of conditions relating to the operations of
NSDL's WAN as stipulated by Department of Telecommunications or
any other reasons as may be deemed fit by NSDL.

e) The Participant shall carry out modification, upgradation, replacement
and deletion for the above mentioned configuration from time to time as
may be prescribed by NSDL.

14) The Participant shall maintain such insurance mechanism and coverage, as
NSDL may require of its participants from time to time.

15) The Participant shall contribut~ to the Investor Protection Fund, the
Participant Fund and any other fund established to protect the interests of
the Clients in the manner laid out in the Bye Laws and Business Rules.

16) The Participant shall comply with such accounting, audit, financial
requirements including requirements for submission of periodic returns on
its activities in relation to NSDL, in such form and manner and within such
time period as may be specified in the Bye Laws and Business Rules.

-17) The Participant shall have such system and audit control measures including
setting up of separate internal controls, audit department for regularly
reviewing its internal operations, as laid down under the Bye Laws and
Business Rules.
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EXHIBIT XI (d)

18) Th~ Participant shall pay NSDL such amount as may be specified by the
Executive Committee in this regard to compensate for any loss incurred by
the Client due to any act of omission, commission, negligence, misfeasance,
fr1ud, willful misconduct, errors or default on its part as a Participant or any

. of its employees in relation to the operations of the Depository.

19) The Participant shall indemnify NSDL, in respect of securities credited in
its own account towards: .

a) losses, liabilities and expenses arising from claims of third parties and
from taxes and other governmental charges; and,

b) any other related expenses in respect of such securities as determined by
the Executive Committee.

20) The Participant shall provide such information relating to account holders
as may be required by NSDL from time to time.

1·

21) NSDL is authorised to provide at any time to the Issuer, the details of any
credit to the Participant's own accounts as well as the account of Client in
NSDL, including its name, and the number of securities and is also
authorised to provide similar information to any appropriate governmental
authority in this regard.

22) The Participant shall notify NSDL within seven days, of any change in the
details set out in the application form submitted to NSDL at the time of
admission or furnished to NSDL from time to time.

23) The Participant shall notify NSDL forthwith :-
a) in case the Participant is an individual, 10 the event of its

incapacity to act as such Participant;
b) in case the Participant is a partnership firm, in the event of its

dissolution;
c) in case the Participant is a body corporate when it is being wound

up;
d) upon its becoming aware of the presentation of any petition for its

bankruptcy, liquidation or attachment of its property;
e) upon its becoming aware of any bankruptcy order against it or in

the event of any distress, execution or other process being levied
or served upon or against its property;

f) in the case of any change in its financial conditions which may
lead to its bankruptcy or if it suffers a composition with its
creditors;

g) on the convening of any meeting to consider a resolution for the
.appointment or purported appointment of a receiver or
administrator in respect of any of its property, or any other
change in circumstances material to its participation in the
depository system.
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24) The Participant shall resolve any investor grievance which has been
received against the Participant or NSDL and submit a report of the
grievances resolved to NSDL and Securities and Exchange Board of India in

. accordance with the period stipulated in the Securities and Exchange Board
of India (Depositories & Participants) Regulations, 1996.

25) The Participant and NSDL shall abide by the arbitration and conciliation
procedure prescribed under the Bye Laws of NSDL and that such procedure
shall be applicable to any disputes between the Participant and NSDL. .

26) The Participa~t and NSDL further agree that all claims, differences and
disputes, arising out of or in relation to dealings on the Depository
including any agreements, contracts and transactions made subject to the
Bye Laws or Business Rules of the Depository or with reference to anything
incidental thereto or in pursuance thereof or relating to their validity,
construction, interpretation, fulfillment or the rights, obligations and
liabilities o( the parties thereto and including any question of whether such
dealings, transactions, agreements and contracts have been entered into or
not, shall be subject to the exclusive jurisdiction of the courts at Mumbai
only.

IN WITNESS WHEREOF the Participant and. the National Securities
Depository Limited have caused their presence to be executed as of the day and year
first above written.

Witnessed By _

(Signed For & on Behalf of the Participant)

Witnessed By _

By _-:-- --,-,....--,. --;_
(Signed For & On Behalf of National Securities Depository Limited)

Date: ----
place:

~~--



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

National Securille.\' IJel'm'itory Limited
Participant Intertilee Departmel1t

Identification Code:
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Implementation Date:
Revision Date:

PID006
Executive Director and Head of Department

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

Assist in procurement and installation ofhardware for Participant

To assist in setting up and monitoring the purchase of the hardware
equipment at the Participant's office. To assist in procuring a VSAT
connection to enable the Participant to cOlmect to the NSDL System.

1. Coordinates with Systems Dept to monitor the Participant's
purchase ofhardware to ensure that it conforms to NSDL's
requirements.

NOTE: The hardware details and recommended vendors is provided
to the Participant as part ofthe Introductory Kit.

2. Follows up with Participant to receive Form A (Exhibit I) which
contains basic information on the Company,

3. Follows up with Participant to receive Form A I (Exhibit II) just
before they place the hardware order.

4. Verifies with the Networking Dept. that the equipment listed in
Form Al conforms to NSDL requirements.

5. Helps the Participant procure a VSAT connection through NSEIL.

6. Receives payment for the VSAT connection, the VSAT
Undertaking (Exhibit III) and No Objection Certificate (NOC) (Exhibit
IV) and fOlwards these to the Membership Department ofNSEIL.

NOTE: NSEIL informs their service provider HCLConmet to condul,;t
a site survey after which they give a clearance to install the VSAT.
NSEIL then delivers and activates the VSAT.

7. Contacts NSEIL to confirm when the VSAT connection is
activated.

Price Waterhouse LLP''Aug 97 Page /oJ
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. EXHIBITI

NATIONAL SECURITIES DEPOSITORY LIMITED

FORMA

Nature ofBusiness Partner· Participant I ~arQ Registrar

Name

Place of Operation (full address)

Contact Persons - Systems
(Name & Designation)

Tel. No.

Fax. No.

Contact Persons - Operations
(Name & Designation)

Tel. No.

Fax. No.

Dated

Name & Designation

Signature
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Exhibit II

Hardware Procurement Inrormation
(For"'AI)

Business PlIIrtners N.lme :
N.ture OfOperations
NSE Membt!r
Post.1 Address

DP/SR/CC
(YIN)

Hardware Procurement Information.

No Equipmellt Brand Model Operatine Vendor P.O. Expected
System Name Date Delivery

Date
J. Server Win'NT4.0
2. Client Win' 9S
3. Printer NA
4. Router '.' ,*.'

With Cable
5. Modem NA

It .. m.nd.tory to .equire h.rdware equipmen~of the Empanelled brand &: spec:ific models with the detailed
eonnguration spec:ified by NSDL.

'.':- While ordering CISCO router (Model 2501) please note that a 'Transceiver (AUI to UTP or AUI to BNe)'
should be ordered for connecting Router in LAN, depending upon LAN set-up with UTP or Thin Ethernet type.
Also it may be noted that a V.24 cable for CISCO & MOTOROLA routers for 'VSAT' users and V.35 custom madc
cable for 'Leased Line' users should be ordcred.

' •• ':- Operating System for CISCO Router is lOS Ver 11.1.4 with IP featurc only. For Motorola Router the
Operating System comes preloaded.

Name (Procurement I System Inebarge)

Design.tion

Siga.ture &; D.te

Please affix your oroce seal here

Page I ofl ~h
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EXHIBIT III

VSAT UNDERTAKING

I. Enc!oscd VSAT undertaking should be stamped as an agreement and notarized. Please use Non
Judicial saamp paper of Rs. 100/- or the value prevailiog in your state (whichever is higher). Please
type the following on the stamp paper as the first page and sign

Undertaking aun Indemnity

This NOD Judicial Stamp paper of Rs. __ forms part and parcel of this undertaking QUO iDdemnity
submitted to the National Stock Exchange ofIodia Limited by

Mr.IMrsJMs ,OD --"dayof--l997

·Si~

• To be signed by the person(s) signing the VSAT undertaking enclosed hen:witb

2. Please type the following OD the last page ofthe agreemenl (below the Common Seal)

1becommon seal of _

was hereunto affixed pursuant to a rcsolulion passed at a mcctiog of the Board ofDirecIors of tile
company held on the __ day of • 1997.
in the pn:5enccof·· _

Signature

(Name and Designation)



2

CHAPTER VII OTHER PROVISIONS 33

ARTICLE 25 OTHER PROVISIONS 33

DECREE OF THE PARLIAMENT OF THE REPUBLIC OF INDIA ON ENACTMENT OF

SECURITIES LAW 33
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EXHIBIT IV

ANNEXURE·A

NO OBJECTION CERTIFICATE FOR INSTALLATION OF DISH ANTENNA

(to be obtained from owner/society authorities of the building)

National Stock Exchange of India Limited

Mahindra Towers, RBC, lst Floor, "A" Wing

Wodi, Mumbai 400 018

Name of the Company:

Registered Office Address:

Office Address:

(site earmarked for

VSAT Installation)

Contact Person:

Phone No.:

Fax No.:

We hereby declare thaf; the above mentioned building/premises where the VSAT and

Dish Ante~na for the use of (Name of

the Company) will be installed, belong to us and we have no objection to your

installing the said equipment.

Authorised Signatory :

Dated: Seal of the Organisation:

Note: Kindly forward this document to NSDL for onward transmission to NSEIL

National Securities Depository Limited 21
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Executive Director and Head of Department
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TITLE:

PURPOSE:

PROCEDURE:

Officer

Establishing connectivity with the Participant

To co-ordinate between the various departments ofNSDL and with
the Participant to complete the documentation required and obtain the
necessary authorisations to install the application software and
establish system connectivity between the two entities.

NOTE: The original ofForm A is received and kept with the
Participant Interface Department, Form B with the Networking
Department and Form CI and C2 with the Systems Department.
Copies ofthe entire set of forms is maintained with all these three
Departments. (Except that Form C I and C2 are not maintained by the
Participant Interface Dept.)

l. Forwards Form B - Hardware procured and installed (Exhibit I) to
the HOD - Networking Department whose HOD certifies that the
equipment installed conforms to NSDL requirements.

NOTE: The Hardware Dept. assigns an IP address and enters it on
Form B and establishes connectivity between the Participant's and
NSDL' s Systems.

2. Distributes certified Form B to
a. Vice-President - OperationslParticipant hlterface and
b: Vice-President - Systems.

3. Liaises with Participant to send designated staff to NSDL to attend
the Training Course.

4. Receives Form C1 (Declaration for system software configuration,
availability of skilled staff and accessories) completed by the
Participant. (Exhibit II)

5. Forwards Form Cl to the Systems Depal1ment which is then signed
offby the HOD - Systems confirming that the Participant has the
required qualified staff

Price Waterhouse LLP/Aug 97 Page /5
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Participant Int~rJace Department

6, Receives the completed Form C2 - Software installation status
report (Exhibit III) from the Participant which is a checklist which was
filled in while installing the software.

7. Sends completed and signed Form C2 to the Systems Dept.

NOTE: The Systems Dept. checks that the software has been loaded
successfully, by logging in remotely.

8. Maintains file of related documentation for future reference.

Price Waterhouse LLP!.4ug 97 Page 16
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EXHIBIT I (a)

Declanuou for the hardware procured &: iustalled for NSDL project

FORM-B

(YIN)

Marku It 'No' than Specify
'Yes' or the details

'No'
Brand Empanelled Brand Make -
Processor Pentium I Pentium Pro Model-
Soeed 166 MHz I 200 MHz
Memory 64MBECC
Cacbe 512 KB I 256 KB
StoraJl;e Device 2 X 2 GB SCSI-II
Fault Tolerance RAID -II RAID-5

I

Controller PCI F&W SCSI-II RAID
Controller Supporting
RAID-I To RAJD-5

Backuo Device 4mm,418 GB OAT Drive.
Backuo Device Tested BackuD I Restore
Make HP I Exabvte I Sony
Ethernet Card PC! Combo cant
CD ROM Quad Speed ( 4X )
Mouse PS 2 (On PS 2 Port)
K 101 Kevs Standard.
Monitor SVGA Colour Monitor
VGACard PCI, With I MB VRAM

ODerating SYStem Windows' NT Ver 4.0
Conti~NTInPDC.

on Is the Software
Anti VlIUS Server Based Anti VlIUS Make -

Brand Empanelled Brand Make -
Processor Pentium Model-
Sneed 100 MHz I 133MHz
Memorv 32 MBEDO
Cache 256KB
Storage l>e};ice 630 MB or 1 GB IDE
Controller Pel-·IDE
Ethernet Card 16 Bit I PCI COMBO.
Mouse PS 2 (On PS 2 Port)
K .... 101 Kevs Standard
Monitor SVGA Colour Monitor
VGACard PCI , With I MB VRAM

Company Name
DP/SR/CC
NSEMember

Components

Sener Installation

Client For Server

Sener Softwaft

Oient Softwllft Operating System Windows' 95 for client
Registration Is the Software Preloaded

_ _ '-Af!ti _V_irus.......__.....C..,li"""·en_t.Bas__sed.-;...An-=b..."Vi...lIUS,--"--~e_': .. "-" •



Procedure Number: PID 007
Title: Form B

EXHIBIT I (b)

DecI.ntioD for the hardware procured & iustnUed for NSDL project

FORM-B

Components Marku If 'No' tban Specify
'Yes' or tile detaiII

'No'
Printer Laser Jet HP-5P 15 Si.

HP - 600 1660C 1690C
-

Desk Jet

Network EouiD. Router Empanelled Erand
Router Make Cisco I Motorola
Router Model 1005125011 VG 300

For VSAT U.n. Cable ( To IOU) V.24 Cable For Cisco I
V.24 Cable For Motorola

For LaBed Une U.n. Cable ( To DTU) V. 35 Custom Made
lOS (For CISCO IP Feature Set Only
Router OnM Version II. L4
VSAT Antenna Installation
Cablin~ Antenna to IOU
Backuo for Above DiaI-UD Modem Make -

Tel. No.-

UPS Make APe
Capacity 2KVA
Connected to Server

Clients
Router
Printer
IOU

Envil'OlllDent VSAT VSAT 10 Number -

Router Confi2UIed &: Tested
Local X25 Address
Serial Port IP Address

( To Be rdJed By Ethernet Port IP Add!.
NSDL"

_.
£L .L.

Server NT server IP Address

Central Site Host IF Address
Central Site IF Address
Next HOD IP Address

SysteDlS Incbarge Name: Signature: Date:

Head of DPISRICC Naune: Signature: Date:

FOR NSDL mE ONLY
Certified "forSOliWare Signature :

---- ?instaUation
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EXHIBIT II (a)

ANNEXURE-X

FORMC1

DECLARATION FOR SYSTEM SOFTWARE CONFIGURATION, AVAILABLlTY OF
SKILLED STAFF & ACCESSORIES

I
General Instructions

1. To be filled after Windows NT installation and configuration.
2. After filling it address it to Assistant Manager (Systems).
3. Installation of application software will not be initiated until fille.'CJ e-1 fonn is sent to NSDL.
4. If space is inadequate then write details in separate sheet and attach it with the fonn.

-A- What is the composition of your system and computer operation staff for NSDL operation?
( Please give no. of persons available for appropriate positions)

No. of Microsoft Certified Engineers (MCSE)

System administrator

Computer operation Staff

Staff trained on Windows NT

Staff trained on SQL Server

·1

=====1__I

-8- The recommended minimum skills that the system administrator at BP side should have
for an efficient and smooth functioning of the system are listed below ( Please tick in
front of the expertise available with the system administrator)

WINDOWS NTAND NETWORKlNG CONCEPTS

Q Familiarity with WINDOWS NT,WINDOWS 95 environment
Q Basic concept of domains and IP addressing
Q Creating user accounts
Q Implementing security on files and resoui'ceS
Q Interpreting event log and taking backup of event log
Q Preventive measures against system breakdown
Q Backup and restoring of data

SQLSERVER

Q Basic ROBMS concepts
Q Familiarity with SQl servert~s like SQl enterprise manager. iSqIlw
Q Monitoring Sal activity using perfonnance monitor
a Backup and restore of Sal databases using enterprise manager
a Interpreting SOL server error log

-c- If present staff does not have skills mentioned above, please indicate:

When is the training planned for staff: _

Duration of training : _



EXHIBIT II (b)

Procedure Number: PID 007
Title: Form Cl

Name of the institute: _

-D- How many people have access to NT Console (administration password) ?

-E- System staff details

Shift-1 Shift-2 Shift-3 •
Name No. Name No. Name No.

System
Administrator
Database
Administrator
Operators

From I To From I To From I To
Shift Timinas I I I
• Note: Shift-3 would be required In case ofextendedproduction hours when EOD may be delayed.

-F- Have you received following documents? (If received please tick mark)

o Operation 0 SR User Manual 0 System Administrator handbook

Node

server

.. We have the stock of OATs for the purpose of Backup with the following specifications

L..-.- .=oJ

-G- Please mention your System date and Time Zone: _

-H- Which virus protection sJw you are USing ?

-1- On behalf of my organization, I undertake to provide for the following. as on the date
of admission to NSDL, as a Depository Pamcipant

~ No other application apart from the " NSOl OPM Application" has been installed and running
on the hardware (i.e. server as well as Nodes) procured for the purpose of NSDL DPM
Application.

#1 A fire proof cabinet for storing OATs has been acquired by us: 0 Yes 0 No

~ One set of backup OATs will be rotated to the Remote location on a daily basis

#1 Plan to acqUire the said cabinet by: " (Date)

~ Remote Backup OATs will be stored at (location name)

I
I
I
I
I
I
I
I
I
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EXHIBIT II (c)

-----_ ------------. -------- - ""(Foroffice use"oniy) "".. """-" "". " ""."" .. "" .
Verif"led by

Total No.

Manufacturer Name

Date of Acquisition

Signature

Name

Organization

Signature

Name

1.....- 1 OAT Specification 1.... __

1.....-_'_'__I (currently not in stock)

Date

Date

!:

,
I
I

I

I



Procedure Number: PID· 007
Title: Form C2

EXHIBIT III (a)

_________AN_N_E_xu_RE_-_XI l
FORMC2

SIW INSTALLATION STATUS REPORT

General Instructions:

1. Fonn C2 is a checklist which helps you to go through your installation procedure
2. Fonn C2 is to be filled while carrying out installation procedure
3. In case of discrepancies mark in Fonn C2 where ever required

Client: _

Status (TEST /LIVE]: _

1) DRIVE
Where Win NT install

2 SERVER INSTALLATION: Check followin directories:
\A.PlNINST
\BACKUP
\BACKUP CODE
\BACKUP OLD
\DUS
\DPINSTAL
\INTERFACE
\I0MANAGE
\NSDlCOMM
\SQlSERVER INSTAU

Date: _

3 SQL SERVER 6.5

clicked .
d)Check if the server is started Using service Manager in
SQl server 6.5 group
e)Check if the server is Registered using Enterprise Manager
in SQl Server 6.5 group



EXHIBIT III (b)

Procedure Number: PID 007
Title: Form C2

DATA SOURCE NAME =DPM
SERVER =SERVER NAME
DATA BASE NAME =NSDLDPM

b)Check Use Trusted Connection is enabled (CROSSED)
ISYStem DSN : a} DSN = NSDL

Server = Local
Database = NSDLDPM

b}Check Use Trusted Connl:;.:tion is enabled (CROSSED 1
c) Check Convert OEM to ANSI char. Is disabled
I(not marked)

5) DATABASE
INSTALLATION

Go to SOL Enterprise Manager in SOL Server 6.5 and click
on '+' sign near server name

click on '+' sian near Databases
a}Check 'NSDLDPM' Database oresent
click on '+' sian near NSDLDPM
click on '+' sian near obiects
blCheck Tables in NSDLDPM Data Base
clCheck Stored Procedures in NSOLOPM Data Base

6)COMMUNICATION
alCheck \iomanaae\inoUt\rexec'dDCfa
b)Check \iomanaoe\outDUt\texec'dDCfa
c Check \interface\ctDtrans.exe
dlCheck \interface\dDreC.exe

CUENT INSTALLATION:-
1)SETUP (OOBC)

Click on the ODBC icon in Control Panel
alCheck the followina information at the aDDfOooate olaces
(Click on the OPTIONS button to get the database name
box)

DATA SOURCE NAME =DPM
SERVER =SERVER NAME
DATA BASE NAME =NSDLDPM

b)Check Use Trusted connection is disabled.

2)APPLICATION SOFTWARE
a Check \ctvstal directory &·.rot files in the same direetolV.
b Check DPM.INI file in \windows
copen \windows\DPM.lNI in noteoad

check followina
Contents of JDPMl
DSN =DPM
DB ~ME=NSDLDPM

d)Check shortcut for \program files\nsdl_dpm\nsdLversion11
on desktoD

3) NO. OF NODES
INSTALLED
4) AFTER SUCCESSFUL Ensure that you should have windows-NT35 directory backup
INSTALLATION... with REGISTRY.

2. Create C:\REPORTS directolV on each client.
Take a soft copy or hard copy of c:\dpinstal\chklist.out



EXHIBIT III (c)

Procedure Number: PID 007
Title: Form C2

4. Delete the DPINSTAL & DUS from the server
5.SA PASSWORD was set to NULL. You have to change
the password. Changed ? (YIn)

User Details

1. No. of Users on Windows NT & SQl Server with 'Rights'
(Shift wise authorisation levels & names)

2. Are separate passwoRis assigned to different users Cf/N)

3. No. of Users on Application with authorisation level

ADMINISTRATOR
MANAGER
OFFICER
EXECUTIVE
OPERATOR

P..pantd by

Signature

(To be filled up by NSDL)

Date

Checked by : _

Signature



Financial Institutions Reform and Expansion (FIRE) Pr~iect

Operating Procedures Manual
National Securities Depository Limikd

Participant Interjace Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

PID008
Executive Director and Head ofDepaJ1ment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer I

Participant Master Creation and Move to Production

To enter the master file information into the system, monitor testing
and move the Participant to the Production System.

I. Retrieves Form A submitted earlier by the Participant from the file.
(Exhibit I)

2. Enters the Participant Master information into NSDL's
Development System on the basis of Form A and other details supplied
by the Participant using screen BAOL (Exhibit II)

3. Assigns the BP-ID (Business Partner 10) and LUD 10 (Logical
Unit Devices ID) for pilot testing.

4. Notifies Participant that account is set up in the Development
System by phone.

NOTE: The Systems Dept. sends the DATs to the Participant with
NSDL's Depository Participant Module (DPM) and with an
instruction manual on how to load the software. This is installed by
the Participant. The Help Desk provides the necessary help while
installing.

5. Monitors pilot testing by Participant.

NOTE: The Participant enters dummy transactions into the system as
instructed by the co-ordinator. The pilot testing comprises of
completing 3-4 cycles on the test bed. After successful completion of
the test run, the Systems Dept. signs Form D (Part I) - Test Run
Report, authorising the Participant to be moved into the production
environment.(Exhibit ill)

6. Checks that the Agreement has been signed and SEBI RegistratIOn
has been obtained.

7. Receives payment from Participant to NSDL for the following:

Price Waterhouse LLP/Aug 97 Page /7



Financial Institutions RejiJrm ane! Expansion (fi1RE) Project
Operating Procedures Manual

a. Entry fee
b. Security Deposit
c. Fees for application software
d. Insurance Premium

National Securities f)el'0,\'i/ory Limited
Partldpant InterJace Departmen/

Officer 2

Officer I

8. Receives payment from Participant to SEBI for the fol1owing:
a. SEBI Registration fee
b. Annual fee

9. Forwards both the payments to the Accounts Dept.

10. Reassigns BP-ID and LUD ill for the Producti(~n System and
enters this into a register maintained on an Excel sheet.

11. Enters these IDs on Form D (Part II) Production Installation
Authorisation Form. (Exhibit IV)

12. Verifies the information entered,

13. Notifies Participant that account is set up in the Production
System by phone.

14. Activates Participant on the production system by changing the
flag on the BBO 1 screen. (Exhibit V)

15, Forwards Form D (Part II), which is an internal form to the HOD
- Operations for authorisation.

16. Receives the signed form from HOD-Operations.

17. Forwards the authorised form to the Systems Department
authorising them to transfer the Participant to the live environment.

NOTE: The Systems Dept. fOlwards the "Test to Live ~ocedure" to
the Participant. The Participant follows this procedure and co
ordinates with the Help Desk ifhe encounters any difficulty with the
procedure.

18. Receives notification from the Participant that the procedure has
been completed.

19. Informs Marketing Department that the Participant is now in the
live environment.

Price Waterhouse LLP~4ug 97 Page IN



Financial institution... Reform and Expansion (FiRE) Project
Operating Procedures Alanual

National Se"l1rlli<!s IJe{'osilory Umlll'd
l'articlflaJl( f.'ller/ilc<! IJepartme/1t

NOTE: The Marketing Department then issues a press release on the
following Monday.

Price Waterhouse LLP/Aug 97 Page If)



Procedure Number: PID 008
Title: Form A

EXHIBIT I

NATIONAL SECURITIES DEPOSITORY LIMITED

FORMA

Nature of Business Partner· Participant I ~rg Registrar

Name

Place of Operation (full address)

Contact Persons . Systems
(Name &. Designation)

Tel. No.

Fax. No.

.
Contact Persons - Operations
(Name &. Designation)

Tel. No.

Fax. No.

Dated

Name &. Designation

Signature



j

Proced~~e Number: PID 008
Title: Participant lvlaster File Screen

EXHIBIT II (a)

BAOl~E BAOl
INQUIRE

BUSINESS PARTNER •

SHORT NAME •••
ADOITIONAL NAME.

BUSINESS PARTNER ADMINISTRATION
PRIMARY DETAILS - 1

IN.300 r 003 +

TEST DPl

29.07.1997 11:37
X oSAO X001

A

PLACE. . . . . .
CATEGORY .... J + STOCK BROKERS

COMPANY .
COMPANY LONG NAME.

l
NETWORTH ..•

IHOLDING LIMIT.
ALERT%" . . .•

I

+

30Q'OOO'OOO'OQQ.QQ
00025
80.00000Q

COMMAND
IF1=HELP

I
I
I
I
I
I

===>
F2-=F-S::'"H-::":O=-W--F-3=-=-EX==-I-T---F-l-3-=-AD-n--F-14-=-MQ-O--F-1-7-:;::-O-'-RL-=---F=-1-a-=FR==-=Z:---:::F"":-l9=-=--=A:-::eIj



Procedure Number: PID 008
Title: Participant Master File Screen

EXHIBIT II (b)

BA02~E BA02
INQUIRE

BUSINESS PARTNER.
ADDRESS NUMBER.

DEFAULT ADDRESS .
ADDRESS ..

BUSINESS PARTNER ADMINISTRATION
ADDRESS DETAILS - 1

IN.300'003 + TEST DPI
--O.l +

Y (Y-YES, N-NO)
FFFF

29.07.1997 11:37
X 05AO X001

.A.
A

PLACE . . .
POSTAL CODE
POST OFFICE BOX NUMBER.

FULL POSTAL ADDRESS . .

GFGFGf
777777

FFFF
GFGFGF 777777

COMMAND ===> _
Fl=HELP F2=FSHOW F3=EXIT F12=CANCEL F13=ADD F14=MOD FI7=DKL



Procedure Number: PIO 008
Title: Participant Master File Screen

EXHIBIT II (c)

BA022E BA02
INQUIRE

BUSINESS PARTNER ADMINISTRATION
ADDRESS DETAILS - 2

29.07.1997 11:37
X 05AO X001

BUSINESS PARTNER.
ADDRESS NUMBER. .

CONTACT PERSON..
TELEPHONE NUMBER.
TELEX NUMBER. . .
TELEFAX NUMBER. .

IN.300'003
01

TEST DP1 A
A

LUD 1D. . . . . . 0005 + (LUD ID OF OM : CMLU
~U'1"OMATIC DOWNLOAD IND. . J (Y - YES, N- NO)

• . • . . . • • • • • • . . • . . •OUTPUT MEDIA .
NORMAL + BACKUP + CURRENTLY ACTIVE +

DATA FORMAT OUTPUTS .
PRINT FORMAT orrrpUTs.

74 VSAT
• --l.Q PAPER

41 CARTRIDG~

J.! TAPE-1600
-U CARTRIOOE
-Ul PAPER

:!QMMAND ===>--------------------~----------n=HELP F2-=FSBOW F3=EXIT F5=REFRESB F12=CANCEL

I

l
I
I



Procedure Number: PID 008
Title: Participant Master File Screen

EXHIBIT II (d)

BA031E BA03
INQUIRE

~USINESS PARTNER.
:."UD 10..•

BUSINESS PARTNER ADMINISTRATION
LUD DETAILS

IN.300'003 + TEST DPl
0005 +

29.07.1997 11:39
X oSAO XOOl

A

)WNER FLAG. . . .
:..oUD TYPE .
[ETWORK MEDIA CODE.
IJ"ETWORK NAME. . . .

ADDRESS ..
~ECEIVE CREDIT .
?REVIOUS BOD EOD RQD FLG.
~NCRYPTION IND (NET). .
~NCRYPTION IND (MAG). .

~ESSAGE VERSION DETAILS

CURRENT VERSION .
NEW VERSION . . . .
EFFECTIVE DATE .•

-2 (l-NSDL, 2-BP)
-2 (1-NON NETWORK,
~ + VSAT

VSAT
1.95.1..1.30
0005

-N (yiN)
...:t. (YIN)
J (yiN)

J + VERSION 1.
+

2-VSAT, 3-0THER NETWORK LUDS)

BOD-END-MSG . Y
EOD-START-MSG Y
EOD-END-MSG . Y

:OMMAND ===> _
~1=HELP F2=FSHOW F3=EXIT F12=CANCEL F1.3=ADD F14=MOD F17=DEL



Procedure Number: PIn 008
Title: Participant Master File Screen

EXHIBIT II (e)

BBOl1.E BBOl
INQUIRE

BUSINESS PARTNER ADMINISTRATION
ROLE DETAILS

29.07.1997 11:3~

X 05AO XOO1.

DEFAULT...

+
+

BUSINESS PARTNER. . . . . IN.300'P03 + TEST DPl
ROLE. . . . . . ..... ~ + DEPOSITORY PARTICIPANT

NO. OF DAYS SHARE REGISTRAR TO CONFIRM
DEMAT ORDER .
REMAT ORDER __

CLEARING MEMBER
ASSOCIATE DP . . . .
CLEARING CORP ID
CLEARING MEMBER ID

ADDRESS NUMBER. . . . +

EFFECTIVE DEL DATE

COMMAND ===> _

Fl=HELP F2=FSHOW F3=BXIT F12=CANCEL F13=ADD F14=MOD F17=DEL



EXHIBIT III

Procedure Number: PID 008
Title: Form D (Part I)

I\
t\
.~

:; t-1A &:J

Zl\IV6S 7ot:zs

I

FORM o PART 1
----- ~~

TEST RUN REPORT---
BP :Shah Investors-

iNos 'REMARKS
Test Criteria ,

User Profile

No of Users Created j3 i 6 user groups
i :created

I

Client Master
No of Client Accounts 13
No of House Accounts 11

.

No of CM Acounts 12
I ,

Demat Request
No of Demat Request Sent 25

Demat Orders Confirmed at NSDL
TestSHR
No accepted 14 ,

No Rejected 5
No Partially Confirmed 15

I
Remat Request I ,
No of Remat Request Sent 17 - I

,,
Remat Orders Confirmed at NSDL

I
,

TestSHR I
No. accepted 12 :
No Reiected i1 ;

No Partially Confirmed

1

1
J

Inter transfers 16 -
No of Client -Client transfer 11
No of Client -House/House-Client 2 I

transfers I

No of Client- CM transfers 2 i

No of eM-Client transfers 0 I
No of House-House transfers 1 !

I :

I
Intra transfers 10 I

No of Client to -Client transfer 10 i, No of Client -House transfers ,5 :
No of Client- CM transfers

1
4 i(both from normal

',and house)
No of CM-Client transfers 1 i

I
No of House-House transfers 0 ,

I

Delivery Out Order received from DP 5

I
Delivery Out Statement sent to CC 12

I
Receipt In statement Received from !2
TestCC I

I

• Receipt In Order sent to DP ,3

•• I ,

I
J.I

I
I

I
I
I

I
I
I



Procedure Number: PID 008
Title: Form D (Part II)

EXHIBIT IV .--..

NATIONAL SECURITIES DEPOSITORY LIMITED

Date
FORM D (Part II)

Production Installation Authorisation
1 Nature of Business Partner Participant

2 Name

3 SEBI Registration Yes/No

4 Fees, Charges, Deposit, etc. recd Yes/No

5 Form B is received from IT(NIW) Yes/No

6 Form D (Part I) is received from IT(SYS) Yes/No

7 Name of the Contact Person

8 Nature of Connectivity VsaULeaseline

9 TCP IP address of NT Server

Name of the screens through which database BA01, BA02, BA03 & B801.
additions will be made in accordance with
relevant supporting supporting papers.
Captured_by
leName and User Idl
Signature and date

1 BPld

2 LUDld

Activated_by
'(Name and User Id\
Signature and date

Remarks (if any)

Manager

HOD

(for use by Systems Department only)

Whether the BP-Id has been entered in the Yes/No
dial-uD server



Procedure Number: PID 008
Title: BBG1 Screen to Activate Participant

EXHIBIT V



Financial Institutions Reform and Expansion (FIRE) Pr(8ect
Operating Procedures Nfanunl

National Securities f)epo,\'i/ory Limited
Participant lnterjilCe Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

PID009
Executive Director and Head of Department

July 97

TITLE: Processing Corporate Actions - Cash and Non-Cash Distributions

PURPOSE: To facilitate the processing ofcash and non-cash distributions based
on Depository holdings.

BACKGROUND: Corporatf ; actions are benefits given by a company to its share-holders.
The benefits arising to the investors out ofthe corporate actions may
be either cash (dividend, interest etc.) or non-cash (rights, bonus,
conversions etc.). NSDL facilitates implementing corporate actions
for electronic securities. The issuer announces a record date or book
closure period for the corporate actions.

In case of cash corporate benefits, NSDL will give the beneficiary
ownership details to the Issuer/R&T Agent to enable the Issuer/R&T
Agent to calculate the benefits arising out ofthe beneficial owner's
holdings. The Registrar updates all the accounts as ofthe record date/
book closure date and then calculates the entitlements due to each
accoWlt. The IssuerlR&T Agent will carry out the necessary
processing and the distribution of these benefits will be outside the
system.

In case ofnon-cash corporate benefits, NSDL win give the beneficiary
ownership details to the IssuerlR&T Agent after reconciliation. The
IssuerfR&T Agent will carry out the necessary processing and upload
the beneficiary ownership to NSDL. NSDL will then credit the
beneficiary owner's accoWlts by downloading the data to the
Participant.

PROCEDURE:

HOD

Officer

1. Receives notification ofbook closure for corporate action f]-om

a. Issuer Interface Department (Exhibit I)
b. Exchange/Clearing Corporation (Exhibit II)

2. Forwards these to the Officer

3. Receives book closure periods from HOD.

Price Waterhouse LLP/Aug 97 Page ]0



National Securities Depository Limited
Participant Interface Department

i
I

Financial Institutions Reform and E....pansion (FIRE) Project
Operating Procedures Manual

----------------------
4. Compares information from la and lb.

5. Resolves any di.screpancies found in Step 4.

6. Validates that:

a. Related IssuerlR&T Agent is registered with NSDL.
b. Related ISIN is eligible at NSDL.

7. Prepares circular giving details ofpending Corporate Action.
(Exhibit ill)

HOD

Officer

Officer

8. Signs. circular ofpending Corporate Action.

9. Directs issuance ofcirculars to all P~Iticipants.

10. Works with Participants to clear transit positions in clearing
member accounts prior to book closure date. Refer to related
procedure.

11. Liaises with Participants to ensure that beneficiary position file
transmission and reconciliation ofthe same are completed on record
date. Refer to related procedures.

NOTE: The HOD of the Issuer Interface Dept. - Operations performs
the control release for non-cash distributions one day prior to the
execution date.

The NSDL system when triggered through the control release function
will automatically credit the appropriate Depository account. The
related depository participant advises the client ofthe credit.

Cash distributions are paid directly by the IssuerlR&T Agent to the
beneficial owner of the securities.

12. Maintains file ofrelated documentation for future reference.

Price Waterhouse LLP/Aug 97 Page 21



Procedure Number: PID 009
Title: Notification of Book Closure from Issuer Interface
Department

EXHIBIT I

NATIONAL SECURITIES DEPOSITORY LTD.

INTER OFFICE MEMEO

Date : July 29, 1997

To : Mr. Jayesh Sule (AVP)

From : T Koshy (VP)

Book Closure Dates for the following Companies have been announced :

Sr. Name of the Company Book Closure Dates .Purpose
No of Book

Closure
1 Hoechst Marion Roussel August 5, 1997 to August 26, 1997 AGM

Limited ( Both days inclusive)
2 Hindustan Petroleum August 6, 1997 to August 20, 1997 AGM

Corporation Limited ( Both days inclusive)
3 Jindal Vijaynagar Steel August 18, 1997 to August 25, 1997 AGM

Limited ( Both days inclusive)
4 Hindustan Inks & Resins September 16, 1997 to September 27, 1997 Dividend

Limited ( Both days inclusive)

This is for your infonnation and necessary action.



EXHIBIT II

Procedure Number: PID 009
Tide: Notification of Book Closure from Exchange or Clearing

Corporation
.~

2J+17'l'T~

NATIONAL SECURITIES CLEARING CORPORATION LTO.

fRADE WORLD. SENAPATI SAPAT MARG. LOWER PAREL, MUMBAI - "'00 013.

NSCCLISEC/946

July 24, 1997

National Securities Depository Ltd.
Trade World
LowerParel
Mwnbai 400 012

Dear Sirs,

Please find enclosed the corporate action information in respect of securities trading on

the book entry segment. <

Thanking you.

29-Jul-97 05-Aug·97 16-Jul-97 16-Jul-97 25-JuJ-97 1997040

05-Aug-97 26-Aug-97 21-Jul-97 21-Jul-97 01.Aug-97 1997045

18-Aug-97 25-Aug-97 04-Aug-97 04-Aug-97 13-Aug-97 1997053

/
dSv

DIVIDEND - 85% (<J-I . > t,·. t

INDAL VIJSTL -
:E AGM

IOECHST - BE DIVIDEND - 40%

IE

(~t
""'.""

Continuaffon Sheet

~ '''-........ ~ ....

~AME OF THE CORPORATE
;OMPANY ACTION

RECORD DATE BOOK CLOSURE Ex-date
SETILEMENT

NODEUVERY IN WHICH TO E
SE TLEC

Start I End Start-dt I End-dt

\lDIAN HOTEL -



Procedure Number: PID 0'09
Title: Circular to Participants Announcing the Book Closure Date

EXHIBIT III

NATIONAL SECURITIES DEPOSITORY LIMITED

Circulu

Circu lar No . NSDL/ PI/076
Date: June 17, 1997

All PartiCIpants are hereby informed that BSES Limited has informed the Depository aomlt
the book closure for the payment of dividend.

The details of the corporate ddion ,ue as follows:

Name of the issuer
T.x,pe of security
tSIN
Purpose
Book Closure Period
No-delivery period

: BSES Limited
: Equity
: INE037401010
: Pdyment of dividend
: August 01, 1997 to August 29, 1997 (both days inclusive)
: Settlement No. 1997029 - July 16, 1997 to July 22, 1997

( as per NSCCL for BE segment)

All Participants dre advised to ensure that:

1. All changes such as tax status, bank details, change of address, etc. in the beneficial
owners accounts are updated well in advance of the book closure.

2. All balances in the CM accounts of BSES Equity are moved out well in advance of the
book closure and no balances should remain in the eM accounts for this security on July
31, 1997.

3. No trdnsfers to the eM accounts for settlement nos. 1997029, 1997030 and 1997031
should be done till the EOO of July 31, 1997.

4. In view of no-delivery for settlement no. 1997029, kindly note to specify the settlement
number as 1997030 in the DPM system while transferring balances from beneficial
owners accounts to CI\,.1 accounts.

All Participants are instructed to ensure that they remain connected till the EOD of July 31.
1997 is complete.

For dnd on behdlf of
Nation.t se'curities Depository Limited

~ .
J.yesh Sule
Asst Vice President



Financial Institutions Reform and Expansion (FIRE) Prqject
Operating Procedure," Manual

National Securities Depository Limited
Participant Inter/ace Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

PIDOI0
Executive Director and Head of Department

July 97

TITLE: Processing Help Desk Calls

PURPOSE: To resolve problems experienced by all business partners relating to the
Systems aspect or Operational aspect.

NOTE: A centralised Help Desk runs in two shifts from 8.30 a.m. to 9.30
p.m. Officers from each department are assigned to the Help Desk in
rotation.

PROCEDURE:

HOD 1. Prepares a timetable once a month for the help desk duty and sends
this to HODs and Help Desk In-Charge.

Help Desk Officer 2. Receives telephone call from business partner, giving details ofthe
problem and notes these in the Help Desk register.

3. Tries to resolve the problem on-line.

4. Refers the problem to the respective department ifit cannot be
resolved by him.

NOTE: Ifnecessary, the Systems Dept. can remotely log into the
Participant's system (after obtaining the necessary approvals) and try
to resolve the problem

5. Maintains a register showing the date, token number, time,
Participant/SHR (software), name of company and name ofperson
calling, description, problem/inquiry, status and solution, NSDL
Officer attending the call. (Exhibit I)

Manager 6. Uses the help desk log to create management reports which are
discussed at the weekly meeting with the MD.
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D~ily Systems and Operations report from Help Desk Data:' _

I-"'j~
..... "'"i
CO
(l) (j
., (l)

::e§-
o "'"i
"5"0
tJZ
o s::
Vl S
~c:r'

iO~o .,
o,s.~

Vl -<tV
"'"i 0.......

o

-

tr1

~->-3

Resolved

Resolved

Resolved

Resolved

---+. .--+--------- ----1
Resolved

EXPLAINED

EXPLAINED

AFTER LINK WAS UP THEY GOT IResolved
MESSAGE ACCEPTED BY NSDL

Action Taken IStatus IRemarks

LINK IS N-ofUP

-l------------~XPLAiNED---------~TResoived

Description ICause

NOT GETTING EOD

THEYSENDDMAT REQUESi ILINK IS NOT UP
BUT THEY DID NOT GET
MESSAGE ACCEPTED BY NSDL

PROBLEM

PROBLEM

TOLOTHEMro siop COMMS
FOR NSDL AND TAKE BACKUPW,,'"",,,,NG ""C,", 1-- u_ --- TOLD THEM TORESTART THE

SERVER GET HANG SERVER
NOTGETTlNG-BOD- -~ UNKTs NOT UP TOLD THEM TO WAIT FOR SOME Res~ ---------- .- ---

TIME
PROBLEM---- TiME MISMATCH ERROR--- - - - - -- ---- ToLDTHECORRECTTTME----- Resolved
PROBLEM ~iWANfTO KNOW WHYINTRA- NOT STARTED-RECEIVE - TOLD THEM TO START Resolv~---------

TRANSFER DID NOT GET PROCESS RECIVE.EXE
PROCESSED

PRO.B.CEM.~.-.. jRE.C.I.-.i,UAIL.ED.-WITH.-ERRO.R
50106

PROBLEM . OAT SEND TO THEM IS NOT
WORKING

PROBLEM

PROBLEM

OPS

OPS

DP

IBP ISyslOps ICategory
[Type
.Dr 1NAN IPROBLEM
I

TOKEN NO

1982

TSRL
SHAHiNVEST6~r;:::--=·~_·_·_··_I::/I:~:

T

BP Name

ICMS

2

3

7 1i~~~~a.NG-I~;:~=~~=-J:~ I::
'HOFC----- I j9B1~--___iSi-iR NAN

~=~i~1~vE-~-=-==-lr!~F--- -f~~fL ~~~---

8

11

No

~-- rSTANCHART~-11970

~~/~~OMESSAGESFOR-I:~~~d~;p~T~;~~OO~9Row-tResolved~~
- - ~- --- - INFORMED THEM TO SEND NsoL-IResolved

DAT AND THERE DAT AND THEN
__._. ~~GIVEt:! NEW DAT TO THE:M

TRANSMIT FAILED WITH UPDATE RBI TABLE

RECEPTION FOR ACe
N0199720

i5-~--tMcs--... .-~i1978-- -.--- tSHR

1
-- OPS --JiN.QUIR-V1WANT TO .KNOW_ . .. _ TOLD HIM EXACT NO Reso~ ------ - --

T REGISTRATION CODE FOR
SIGN MISMATCH

;:-~1~~:SJND----t;;~~= r~-~::- I::~::~~~ ~;~~1i~~i~~~~Y
, TRASACTION SO THEY

INQUIRIES IF A PERSON FROM
NSDL COULD GO TO THERE
PLACE

INQUIRY --!INQUii=iiES ABCii:ii-----
CORPORATE ACTION
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Financial Institutions Reform and Expansion (FIRE) Project
Operating Procedures Manual

National Securities Depository Limited
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Identification Code:
Approvals:

Implementation Date:
Revision Date:

IID()OI
Managing Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

HOD

HOD/Manager

Officer

Inviting an Issuer to join the Depository

To select and invite an Issuer to join the National Securities
Depository Limited.

NOYS: The status ofthis process is constantly updated on a
spreadsheet on the PC. This is maintained on the LAN and can be
accessed by the Department.

1. Composes a priority list ofIssuers.

NOTE: Currently this is based on the securities included in the
NIFTY-50, BSE A Group companies and companies with a market
capitalisation ofover 100 crores. The criteria are reviewed and
updated by Management.

2. Selects Issuers whom NSDL will solicit, depending on selection
priorities determined through the Corporate Planning process.

3. Assigns Issuers to the various Officers based on registrars &
regions.

4. Researches details of the Issuer and obtains the name ofthe contact
person, telephone number and address.

5. Prepares an analysis ofthe company using corporate details on an
appropriate PC package.

6. Searches the database and researches the company's line of
business, Board ofDirectors, share holding pattern and equity ofthe
company.

7. Sends the contact person (usually the company secretary) the
Introductory Kit, including the following booklets.
a. Issuer/Registrar Handbook (Exhibit I)
b. Supplement to Issuer/Registrar Handbook (Technical
Specifications) (Exhibit II)
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Financial Institutions Reform and Expansion (FIRE) Project
Operating Procedures Manual

I

c. Other relevant documents.

National Securities Depository Limited
Issuer interface Department- Marketing

8. Follows up with a telephone call to the Issuer a week later. Refer
to related procedure 00003.

9. Arranges and conducts a detailed presentation at the Company at
the Issuer's request.

NOTE: The presenter is selected depending on the audience. Usually
the Company Secretary and Head of the Information Technology
attend the presentation. Ifa senior person from the Issuer's end
attends the presentation then a Manager or Vice-F"'~sidentconducts
the presentation.

10. Determines type ofpresentation and accordingly carries the
following equipment:
a. Slides
b. Overhead projector
c. Laptop computer

11. Carries the most recent updated version ofthe presentation to the
venue.

12. Develops the action plan with the Issuer following the
presentation.

Price rVaterhouse LLPIAug 97 Page 2
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Procedure: lID 001
Title: Issuer Registrar Handbook

EXHIBIT I (a)

National Securities Depository Limited

Issuer/Registrar Handbook
(A guide to join the Depository)

-

May 1997

~----~_._.~- ..~._----------- . ··-....;,'1I(
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Procedure: IID 001
Title: Issuer Registrar Handbook

EXHIBIT I (b)

TABLE OF CONTENTS

INTRODUCTION TO NSDL 1

BENEFITS OF JOINING THE DEPOSITORY 10 .

PROCEDURE FOR JOINING THE DEPOSITORy 11

INDICATIVE CAPITAL COST 13

CONTACT PERSONS AT NSDL 14

IMPORTANT TERMS USED IN DEPOSITORY SYSTEM 15



Procedure: lID 001
Title: Suppiement to Issuer Rester Handbook

EXHIBIT II (a)

N~tional Securities Depository Limited

Supplement to Issuer/Registrar
. Flandbook

(Technical Specifications)

May 1997
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Procedure: IID 001
Title: Supplement to Issuer Rester Handbook

EXHIBIT II (b)

TABLE OF CONTENTS

ACTIVITY SCHEDULE FOR SETTING-UP ELECTRONIC CONNECTIVITy 1

HARDWARE 3

TELECOMMUNICATIONS 15

SOFTWARE 19

ANNEXURE - A 21

ANNEXURE - B 22

FORMS

FORM-A

HARDWARE PROCUREMENT INFORMATION FORM

FORM - B

FORM -c 1
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National Securities Depository Limited
Issuer Interface Dpvartment- Marketing

--------------------------
Identification Code:
Approvals:

Implementation Date:
Revision Date:

IID002
Managing Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

MDIEDIHOD

Officer

Processing Issuer application for Electronic Depository Facilities

To scrutinise the Issuer or R&T Agent's application to NSDL to join
the Depository. If the Management decides that the Issuer should join
the Depository, SEBI approval is sought ifnot already obtained.

1. Receives request from IssuerlR&T Agent by phone or letter
expressing an interest to join the Depository.

2. Determines ifthe Issuer is in the SEBI approved list ofsecurities or
not.

3. Initiates the procedure of signing the agreement ifthe Issuer falls
within the priority list. (Refer to related procedure IID003)

4. Requests the Company to send the financial details regarding the
market capitalisation, equity and 3 year financial results ifthe Issuer
does not fall within the SEBI approved list.

5. Seeks approval as necessary from
a. NSDL Board
b. SEBI

6. Prepares an evaluation note and distributes it to:
a. MD
b. ED
c. HOD

7. Decides whether or not the Issuer should join the Depository.

8. Advises Officer ofdecision.

9. Receives decision on security from Management.
a. Application approval
b. Application turned down

Price Waterhouse LLP/Aug 97 Page 3
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National Securities Depository Limited
Issuer interface Department- Marketing

HOD

Officer

10. Files the application in a pending file if the application is turned
down and informs the company.

11. Maintains a file ofall applications for future reference.

12. Sends an interim letter to Issuer, if the application is approved,
infonning them ofthe NSDL Board decision.

13. Obtains Committee/Board approval.

14. Sends a letter to SEBI asking them for permission to change
Annt;xure C ofthe Bye Laws to admit the Issuer's equity shares as an
eligible security in the Depository System (Exlnoit I)

15. Receives notification from SEBl that the application has been
approved by letter. (Exhibit II)

16. Informs Officer that approval has been obtained from SEBI.

17. Receives notification of approval by SEBI from HOD.

18. Checks whether the ISIN Number is allotted by SEBI for the
security.

19. Processes application for the ISIN Number is made to SEBI.
Once it is allotted, NSDL is informed by letter. (Exhibit ill)

20. Informs the Issuer by letter that SEBI approval has been obtained
and the Equity is now an eligible security under the Depositories Act
1996. (Exhibit IV)

21. Maintains file of related documents for future, reference.
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EXHIBIT I

Procedure: lID 002
Title: Letter from NSDL to SEBI to admit Issuer's Equity in the
Depository

Ref No. : VRNIMSP/SEBII1316

The Chainnan
Securities and Exchange Board ofIndia
1!t Floor, Mittal Court, "8" Wing,
Nariman Point,
Mumbai - 400 021.

Kind Attn : Mr. Pratip Kar

Dear Sir,

June 19, 1997

We have received several requests from companies willing to admit their
securities to the depository system. We are forwarding a list of such securities
with a request to. approve them to be added to the list of eligible securities
given in the Annexure 'c' of Bye-Laws.

We request SEBI's approval to the amendment to Annexure 'c' of Bye-Laws
ofNSDL by addition of these securities to the existing list.

Yours faithfully,

(c. B. Bhave)



Procedure: lID 002
Title: Application to SEBI for ISIN number

EXHIBIT Ii

NOT AVAILABLE AT TIDS TIME



Procedure: lID 002
Title: SEBI Letter Giving ISIN number

EXHIBIT III

NOT AVAILABLE AT THIS TIME



Procedure: IID 002
Title: Letter to Issuer Informing them of SEBI APproval

EXHIBIT IV

Ref No: VRNJSBNJIsibarsJ1421

Company Secretary,
Isibars Ltd.
lSI House,
Railway gate No.4,
Antop Hill
Mumbai - 400 037

July 8,1997

~~ I
I

We are glad to inform you that we have received SEBI letter approving your I '

company shares as eligible security for the depository system.

Given the benefits that your shareholders will gain, we sincerely extend an
invitation to join the depository at the earliest

Yours Sincerely,

V.R.Narasimhan
Vice President (Operations)
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National Securities Depository Limited
Issuer Interface Department- Marketing

Identification Code:
Approvals:

Implementation Date:
Revision Date:

IID003
Managing Director and Head of Department

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

Manager

HODlManag~r

Officer

Finalising Agreement with Issuer/R&T Agent

To process the Issuer/R&T Agent's application and to sign an
agreement with them

1. Faxes a draft of the Letter of Intent to the Issuer, ifhe expresses an
intent to join the Depository. (Exhibit I)

2. Receives signed Letter of Intent from the Issuer.

NOTE: The Issuer presents the proposal to the Board for approval.
Once the Board passes the resolution, NSDL is informed.

3. Receives notification from Issuer ofthe persons who will sign the
agreement.

NOTE: Ifa R&T Agent is involved, a tripartite agreement is required
and ifnot, a bipartite agreement is required.

4. Drafts the appropriate Bipartite (Exhibit II) or Tripartite Standard
Agreement (Exhibit ill) which is to be executed on a Rs. 20 stamp
paper.

5. Checks the draft ofthe agreement and sends it to the Issuer and, if
applicable, to the R&T Agent.

6. Signs the document on a pre-determined day.

NOTE: This could be done in person or the documents could be
couriered. The company should first sign the agreement, followed by
the R&T Agent (if applicable) and then NSDL. An original is
distributed to each of these business partners.

7. Sends the following documents to the Issuer
a. Bye Laws
b. Business Rules
c. List ofexisting Registrars and Participants

Price Waterhouse LLPIAug 97 Page 5
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l i
National Securities Depository Limit~d

Issuer Interface Department- Marketing

----------------------
d. Package offorms required by NSDL, including Form A, B and C .
e. Master creation form
f. Standard letter to shareholders

8. Maintains agreements on file.
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Procedure: lID 003
Title: Draft ofLetter of Intent

EXHIBIT I

Date:-------

The Managing Dir.ector
National Securities Depository Limited
4th Floor, Trade World
Kamala Mills Compound
Senapati Bapat Marg
LowerParel
Mumbai - 400 013

Sub: Participation as an Issuer in the National Securities Depository Limited

Dear Sir,

We are pleased to inform you that our company has decided to offer (Name a/Issuer)

Equity as an eligible security under the Depositories Act, 1996. We request you to

take necessary steps to induct our security into your depository system.

Yours faithfully,

Draft!!pplication form



Procedure: lID 003
Title: Bipartite Agreement

EXHIBIT II (a)

BIPARTITE AGREEMENT BElWEEN THE ISSUER AND THE NATIONAL.
SECURITIES DEPOSITORY LIMITED

This Bipartite Agreement made and entered into on the _ day of , 1997 atMumbai between • a Company incorporatedand registered under the provisions of the Indiah Companies Act. 1956 and havingits Registered Office at ' (hereinafter called the -'ssue(' which elCpression shall unless it be repugnant to the contextor meaning thereof mean and include its successors in tiUe). and National securitiesDepository Umited a Company incorporated and registered under the provisionS' ofthe Companies Act, 1956 and having its Registered Office at Mahindra Towers. 5thFloor, A Wing, Worli, Mumbai 400 018 (herein after called the -NSOe whichexpression shall unless it be repugnant to the context or meani~ thereof mean andinclude its successors in title)

1

. J



Procedure: IID 003
Title: Bipartite Agreement

EXHIBIT II (b)
Wltne.seth •• follows

WHEREAS The Issuer has furnished, to the NSDl an application dated _ 1997
for its Equity Shares bearing ISIN No. INE being admitted as an
'eligible security' in the depository system

NOW THEREFORE in consideration of the NSDl having agreed to admit the
securities of tlle Issuer as being eligible for being admitted on the depository
system, the parties to this Bipartite Agreement hereby covenant and agree as
follows: .

1. The Issuer agree and undertake to comply with the provisions of the Bye laws
and the Business Rules of NSOl, wherever applicable.

2. The Issuer and NSDl hereby agree that the Bye laws and Business Rules of
NSDl shall be part of the terms and conditions of every agreement, contract or
transaction between the parties to the agreement.

3. The Issuer shall be bound by any amendment to the Bye laws and Business
Rules of NSDl with respect to any transaction occurring subsequent to the time
of such amendment. Such amendment shall take effect as if it were originally a
part of the Bye laws and Business Rules of NSDl.

4. The agreement and all contracts and transactions effected by the Issuers under
the Bye laws and Business Rules of NSDl or through the facilities of NSDl
shall be governed by and be construed in accordance with the provisions of the
relevant laws as well as the rules and regulations of the Regulatory Bodies
having jurisdiction in respect of the same from time to time.

5. The Issuer shall furnish a list of authorized officials who shall represent and
interact on behalf of the Issuer with NSDl within fifteen days of the execution
of this agreement and any changes including additions/deletions, thereof shall
be communicated to NSDl within fjfteen days of such change.

6. The Issuer shall send to NSDl copies of the letters approving listing and
commencement of trading issued by the relevant stock exchanges in respect
of securities held in dematerialised form with NSDl.

7. NSDL shall allocate unique identity code to the Issuer.

8. The Issuer shall establish continuous electronic means of communication with
NSDL, and NSDL shall provide necessary manuals & procedural guidelines to
the Issuer, as is necessary for effective, and prompt conduct of the business of
the Depository. The Issuer shall maintain such systems, procedures, means of

. communication, adequate infrastructure, hardware, software security devices,
and baCk-up facilities as may be prescribed by NSDl.

9. The Issuer shall strictly follow the backup procedure recommended by NSDl.
A copy of the latest back-up of d.atabase and subsequently incremental backup
shall be maintained at a designated remote site.

2



Procedure: lIb 003
Title: Bipartite Agreement

EXHIBIT II (c)

10. The Issuer shall comply with all the systems and procedures recommended by'
NSDL and shall allow access to their systems by NSDL designated EOP Audit
Team for periodic assessment of compliance with systems and procedures.

11. The Issuer agree that NSDL shall not be liable to the Issuer for any loss arising
out of any failure of the Issuer to keep full and upto date security copies
(backup) of computer programme and data it uses in accordance with the best
computing practice.

12. The Issuer shall infonn NSDL on the next day on which the infonnation is being
sent to the stock exchanges in which the eligible securities are listed, about the
dates from which new shares arising out of conversions, further issues, final
call payments, etc. become pari-passu with its existing shares.

13. The Issuer shall furnish information to NSDL of any further issues such as
rights, bonus, public. with details viz.; opening and closing dates, issue size,
issue price, record date, book closure, proportion, along with a copy of the offer
document.

14. The Issuer shall give infonnation to NSDL about book closures, record dates,
dates for the payment of interest or dividend, dates for annual general
meetings and other meetings, dates for redemption of debentures, dates for
conversion of debentures and warrants, call money dates, amalgamation,
merger, reduction of capital, reconstruction scheme of arrangement, sub
division, consolidation, and conversion of debentureslloans and such other
information relating to any corporate action, on the next day it is being
communicated to the relevant stock exchanges, where the eligible security is
listed.

15. The Issuer undertakes that the dematerialisation and rematerialisation
requests are processed within fifteen and thirty days respectively. However, it is
agreed that in case of bulk dematerialisation requests, this period may be
extended to thirty days.

16. The Issuer undertakes that no dematerialisation requests shall be accepted
when there are any prohibitory order, stop transfer, attachment order, or
disputed title, on the day of such request. It is agreed that where a court order
has been received by the Issuer or where there are court orders against any
transfer request if such a request is entertained, the Issuer shall be entirely
responsible. The Issuer agrees to be fully responsible for destruction,
mutilation and cancellation of certificates received and accepted by it for
dematerialisation.

17. It is agreed that the Issuer will continue to be responsible for corporate actions.
The NSDL undertakes to provide the list of beneficial owners with suitable
details to the Issuer as of the record date. This list shall be provided by the
Depository. fifteen days after such request has been received by the
Depository.ln the event of any loss caused to the Issuer, in respect of any
incorrect information relating to the Client, furnished by NSDL or its Participant,
NSDL shall undertake to indemnify such losses.
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Procedure: lID 003
Title: Bipartite Agreement

EXHIBIT II (d)
18. The Issuer shall indemnify NSOL in respect of any loss or liability incurred, or

any claim arising in respect of any incorrect information furnished by the Issuer
in respect of the operations of the Depository.

19. Any claims, disputes or liabilities arising in respect of any securities which have
been rematenalised under intimation from the Issuer to NSDL after the dispatch
of such securities' certificates in the manner laid down under the Bye Laws
shall be settled between the Issuer and the owner of such securities.

20. In the case of securities that have been dematerialised and electronically
credited to the accounts of the Clients in NSOL under intimation from the
Issuer in the manner laid down under the Bye Laws, any claims, disputes or
liabilities or cause of action from a third party arising in respect of such
securities pertaining to any fake or forged securities shall be settled between
the Issuer and such third party.

21. NSDL may authorise persons who, shall have the right to enter during the
regular business hours, on any business day, the premises of such Issuer
where the records relating to the depository operations are being maintained
and inspect, and take copies thereof.

22. NSDL shall provide reports updating details of Beneficial Owners on a
fortnightly basis to the Issuer.

23. NSOL shall provide the details of the list of Beneficial Owners as well as the
pending requests for Dematerialisation and Rematerialisation that may be
required by the Issuer from time to time on the payment of such charges as
may be provided in the Business Rules. Such information shall be provided
within fifteen days from the date of making such request and where the list of
Beneficial Owners is required as on a particular date, the same shall be
provided within a period of fifteen days after such date or fifteen days from the
date of receipt of such request by the Depository whichever is later.

24. NSDL shall in its discretion provide any other details that may be required by
the Issuer from time to time on the payment of such charges as it may deem fit.

25. The Issuer shall inform NSDL of any proposed changes in the address of the
Registered Offices, Corporate Office, or of the location where the equipment
for communication with NSDL is situated not less than thirty days before the
date of such change.

26. NSDL shall inform the Issuer of any proposed changes in the address of its
Registered Office or Corporate Office not less than thirty days before the date
of such change.

27. The Issuer shall not assign to any other person/entity its functions &
.obligations, relating to transactions with the Depository, without the approval of
NSDL.

28. All parties to this Agreement shall resolve the grievances of the Beneficial
Owners within a period of twenty-one days, from the date of receipt of the
complaint, concerning NSDL and/or its agents.

Li\ .
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Procedure: IID 003
Title: Bipartite Agreement

EXHIBIT II (e)

I
I
I
I
I
I

29. All parties to this Agreement shall abide by 1M erbitlllllon Ind concitIdIon
procedure prescrtbed under the ey.lftI of NSDL -.d I'IIlt IUCh procedure
shall be applicable to any dispute. between the NSDL Mel blauer.

30. This Agreement is executed in duplicate and each party shall have one.

31. All parties to this Agreement further agree that all daims, differences and
disputes, arising out of or in relation to dealings on the 0ep0sit0Iy including any
agreements, contracts and transactions made subject to the Bye-lJIws or
Business Rules of the Depository o~ with reference to anything Incidental
thereto or in pursuance thereof or relating to their validity, construction,
interpretation, fulfillment or the rights, obligations and llabillties Of 1he parties
thereto and including any question of whether such dealings, transactions,
agreements and contracts have been entered into or not, shall be subject to the
exdusive jurisdiction of the Courts at Mumbai only.

IN WITNESS WHEREOF THE PARnES HERETO HAVE HERE ON TO SET AND
SUBSCRIBED THEIR RESPECTIVE HANDS TO THIS AGREEMENT IN
DUPLICATE ON THE DAY, MONTH, YEAR AND PLACE FIRST MENTIONED.

SIGNED AND DELIVERED
by the within named "Name of the Company"
by the hands of its dUly Authorised Representative
Mr. _

in the presence of _

SIGNED AND DELIVERED
by the within named "National Securities Depository Limited"
by the hands of its duly Authorised Representative
Mr. V. R. Narasimhan: _
Vice President
Vide Board Resolution dated 1Slfl October, 1996.
in the presence of _



Procedure: lID 003
Title: Tripartite Agreement

EXHIBIT III (a)

TRIPARTITE AGREEMENT BETWEEN THE ISSUER. REGISTRAR AND THE
NATIONAL SECURmES DEPOSITORY LIMITED

This Tripartite Agreement made and entered into on this day of • 1997
at between (Name Qf the CQmPWl
a Company incorporat"'d and registered under the provisions of the Companies Act, 1956
and having its Registered Office at
(hereinafter called the "Issuer" which expression shall unless it be repugnant tQ the context
or meaning thereof mean and include its successors in title).

(Name of the R &. T Agent),. its Registrar and Transfer
Agent and having its Registered Office at _
(hereinafter called the <1t & T Agent" which expression shall unless it be repugnant to the
context or meaning thereof mean and include its successors in title) and the National
Securities Depository Limited having its Registered Office at Mahindra Towers, 5th Floor,
A Wing, Worli, Mumbai 400 018 (herein after called the <'NSDL")

Witnesseth as Follows

WHEREAS The Issuer and Qr its Registrar and Transfer Agent has furnished, to the
NSDL an application dated for its Equity sbares bearing ISIN _
being admitted as an <eligible security' in the depository system and whereas the secQnd
undersigned is working as the R & T Agent of the Issuer

NOW THEREFORE in consideration of the NSDL having agreed to admit the securities
of the Issuer as being eligible for being admitted on the depository system, the parties to
this Tripartite Agreement hereby covenant and agree as fQllows:

1. The Issuer and/or the R & T Agent agree and undertake to comply with the
provisions of the Bye Laws and the Business Rules ofNSDL, wherever applicable.

2. The Issuer, its R & T Agent and NSDL hereby agree that the Bye Laws and Business
Rules ofNSDL shall be part of the tenns and conditions ofevery agreement, contract
or transaction between the parties to the agreement.

3. The Issuer and lor its R & T Agent shall be bound by any amendment to the Bye
Laws and Business Rules of NSDL with respect to any transaction occurring
subsequent to the time of such amendment. Such amendment shall take effect- as if it
were originally a part of the Bye Laws and Business Rules ofNSDL.

4. The agreement and all contracts and transactions effected by the Issuer and/or its
R & T Agent under the Bye Laws and Business Rules of NSDL Qf through the
facilities of NSDL shall be governed by and be construed in accordance with the
provisions of the relevant laws as well as the rules and regulations of the Regulatory
Bodies having jurisdiction in respect of the same from time to time.



Procedure: lID 003
Title: Tripartite Agreement

EXHIBIT III (b)

,. The Issuer and/or Ret T Agent shall furnish a list of authorized officials who shall
represent and interact on behalf of the Issuer and/or R & T Agent with NSDL within
fifteen days of the execution of this agreement and any changes including
additions/deletions, thereof shall be communicated to NSDL within fifteen days of
such change.

6. The Issuer shall send to NSDL copies of the letters approving listing and
commencement of trading issued by the relevant stock exchanges in respect of
securities held in dematerialised fonn with NSDL.

7. NSDL shall allocate unique identity codes to both the Issuer and/or its R & T Agent.

8. The Issuer and its R & T Agent shall establish continuous electronic means of
communication with NSDL and NSDL shall provide necessary manuals & procedural
guidelines to the Issuer and/or its R & T Agent, as is necessary for effective. and
prompt conduct of the business of the Depository. The Issuer and/or its R & T Agent
shall maintain such systems, procedures, means of. communication, adequate
infrastructure, hardware, software security devices and back-up facilities as may be
prescribed by NSDL.

9. The Issuer and/or its R & T Agent shall strictly follow the backup procedure
recommended by NSDL. A copy of the latest back-up or'database and subsequently
incremental backup shall be maintained at a designated remote site.

10. The Issuer and/or its R & T Agent shall comply with all the systems and procedures
recommended by NSDL and shall allow access to their systems by NSDL designated
EDP Audit Team for periodic assessment of compliance with systems and
procedures.

1'1. The Issuer and/or its R & T Agent agree that NSDL shall not be liable to the Issuer
and/or its R & T Agent for any loss arising out of any failure of the Issuer and/or its
R & T Agent to keep full and upto date security copies (backup) of computer
programme and data it uses in accordance with the best computing practice.

12. The Issuer shaJl inform NSDL on the next day on which the infonnation is being sent
to the stock exchanges in which the eligible securities are listed, about the dates from
which new shares arising out of conversions, further issues, final call payments, etc.
become pari-passu with its existing shares.

13. The Issuer shall furnish infonnation to NSDL of any further issues such as rights,
bonus, public offerings with details viz.; opening and closing dates, issue size, issue
price, record date, book closure, proportion, along with a copy of the offer
document.

2
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Procedure: lID 003
Title: Tripartite Agreement

EXHIBIT III (c)

14. The (ssuer shall give information to NSDL about book closures, record dates, dates
for the payment of interest or dividend, dates for annual general meetings and other
meetings, dates for redemption ofdebentures, dates for conversion ofdebentures and
warrants, call money dates, amalgamation, merger, reduction of capital,
reconstruction scheme ofarrangement, sub-division, consolidation, and conversion of
debenturesltoans and such other information relating to any corporate action, on the
next day it is being communicated to the relevant stock exchanges, where the eligible
security is listed.

1S. The Issuer and its R & T Agent undertakes that the dematerialisation and
rematerialisation requests are processed within fifteen and thirty days respectively.
However, it is agreed that in case of bulk dematerialisation requests, this period may
be extended to thirty days.

16. The Issuer and its R & T Agent undertakes that no dematerialisation requests shall
be accepted when there are any prohibitory order, stop transfer, attachment order. or
disputed title, on the day of such request. It is agreed that where a court order 'has
been received by the Issuer and/ or its R & T Agent or where there are court orders
against any transfer request, if such a request is entertained, the Issuer and/or its
R & T Agent shall be entirely responsible. The Issuer and/or its R & T Agent agrees
to be fully responsible for destruction, mutilation and cancellation of certificates
received and accepted by it for dematerialisation.

17. It is agreed that the Issuer and its R & T Agent will continue to be responsible for
corporate actions. The NSDL undertakes to provide the list of beneficial owners
with suitable details to the Issuer or R & T Agent as of the record date. This list shall
be provided by the NSDL fifteen days after such request has been received by the
NSDL. In the event of any loss caused to the Issuer and/or its R & T Agent. in
respect of any incorrect information relating to the Client, furnished by NSDL or it~

Participant, NSDL shall indemnifY such losses.

18. The Issuer and/or its R & T Agent shall indemnifY NSDL in respect of any loss or
liability incurred. or any claim arising in respect ofany incorrect information furnished
by the Issuer and/or its R & T Agent in respect of the operations of the Depository.

19. Any claims. disputes or liabilities arising in respect of any securities which have been
rematerialised under intimation from the Issuer and/or its R & T Agent to NSDL after
the despatch of such securities' certificates in the manner laid down under the Bye
Laws shall be settled between the Issuer and/or its R & T Agent and the owner of
such securities.

20. In the case of securities that have been dematerialised and electronically credited to
the accounts of the Clients in NSDL under intimation from the Issuer and/or its
R & T Agent in the manner laid down under the Bye Laws. any claims. disputes or
liabilities or cause of action from a third party arising in respect of such securities

3
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Procedure: lID 003
Title: Tripartite Agreement

EXHIBIT III (d)

pertaining to any fake or forged securities shall be settled between the Issuer and lor
its R& T Agent and such third party.

\

21. NSDL may authorise persons who, shall have the right to enter during the regular
business hours, on any working day, the premises of such Issuer and/or its R & T
Agent where the records. relating to the depository operations are being maintained
and inspect, and take copies thereof

,.,
22. NSDL shaitprovide reports updating details of 6eneficial Owners on a fortnightly

basis to the Issuer and lor its R & T Agent.

23. NSDL shall provide the details ofthe list ofBeneficial Owners as weD as the pending
requests for Dematerialisation and Rematerialisation that may be required by the
Issuer and I or its R & T Agent from time to time on the payment of such charges as
may be provided in the Business Rules. Such infonnatiQn shall be provided within
fifteen days from the date of making such request and where the list of Beneficial
Owners is required as on a particUlar date, the same shall be provided within a period
of fifteen days after such date or fifteen days fron:t.th~·date ofreceipt of such request
by the NSDL whichever is later. ..

..............
•r.

24. NSDL shall in its discretion provide any other details' that may be required by the
Issuer and/or its R & T Agent from time to time on the payment of such charges as it
may deem fit. .;·.\~i}'···

.\

25. The Issuer and/or R & T Agent shall infonn NSDL of any proposed changes in the
address of the Registered Offices, Corporate Office, or of the location where the
equipment for communication with NSDL is situated not less than thirty days before
the date of such change.

26. NSDL ~hall infonn the Issuer and/or its R & T Agent ofany proposed changes in the
address of its Registered Office or Corporate Office not less than thirty days before
the date of such change.

27. The Issuer shall not change, discontinue or substitute its R & T Agent unless the
alternative arrangement has been agreed to by NSDL.

28. The Issuer and/or its R & T Agent shall not assign to any other person/entity its
functions & obligations, relating to transactions with the Depository, without the
approval ofNSDL.

29. All parties to this Agreement shall resolve the grievances of the Beneficial Owners
within a period of twenty-one days, from the date of receipt of the complaint,
c~ncerning NSDL, the Issuer and/or its R & T agents.

4
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Procedure: lID 003
Title: Tripartite Agreement

EXHIBIT III (e)

30. All parties to this Agreement sbaU abide by the arbitradon IDd conciliation procecb'i
prescribed under the Bye-laws ofNSDL IIlCI that IUCh procedure IbID be appIicIbIe
to any disputes between the NSDL and the Iuuer udJor RAT Apat.

3 I. All parties to this Agreement further asree that all claims. differences and disputes,
arising out of or in relation to dealings on the Depository including any agreements,
contracts and transactions made subject to the Bye Laws or Business Rules of the
NSDL or with reference to anything incidental thereto or in pursuance thereof or
relating to their validity, construction, interpretation, tW1UIment or the rights,
obligations and liabilities of the parties thereto and including any question ofwhether
such dealings, transactions, agreements and contracts have been entered into or not.
shall be subject to the exclusive jurisdiction ofthe Courts at Mumbai only.

IN WITNESS WHEREOF THE PARTIES HERETO RAVE HERE ON TO SET
AND SUBSCRIBED THEIR USPECI1VE BANDS TO THIS AGREEMENT IN
TRIPLICATE ON THE DAY, MONTH, YEAR AND PLACE FIRST
MENTIONED.

SIGNED, AND DELIVERED
By the within named "Name orthe Company"
through its authorised representative
Mr. ' _

in the presence of _

SIGNED, AND DELNERED
By the within named "Name ortbe R & T Agent"
through its authorised representative
Mr. _

in the presence of _

SIGNED, AND DELIVERED
By the within named "National Securities Depository Limited".
through its authorised representative
Mr. V. R. Narasimhan: _
Vice President
Vide Board Resolution dated 18th October, 1996
in the presence of---------
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National Securities Depository Limited
Issuer Interface Department- Marketing

Identification: Code:
Approvals:

Implementation Date:
Revision Date:

IID004
Managing Director and Head of Department

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

Monitors procurement and installation ofhardware for IssuerlR&T
Agent

To monitor the purchase ofthe hardware equipment at the IssuerlR&T
Agent's office. To assist in procuring a VSAT connection to enable
the IssuerlR&'; Agent to connect to the NSDL System.

NOTE: After the agreement is signed, ifthe R&T Agent is already
connected electronically to the system, the process ofcreating the
master file is initiated immediately.

Ifthe R&T Agent is not connected or ifthe Issuer has an in-house
share processing facility, the process of obtaining the hardware
equipment and VSAT connection will be initiated. After connectivity
is established, the master file will be created.

Throughout the application process, a worksheet is maintained
showing the status ofthe IssuerlR&T Agent's application. (Exhibit I)

1. Monitors the IssuerlR&T Agent's purchase ofhardware to ensure
that it conforms to NSDL's requirements.

NOTE: The hardware details and recommended vendors is provided
to the Issuer as part ofthe introductory kit.

2. Follows up with the IssuerlR&T Agent to receive Form A which
contains basic information on the company.

3. Obtains the Hardware Procurement Information Form (Exhibit II)
du1y filled in by the IssuerlR&T Agent after finalising brands and
models but before placing purchase order.

4. Liaises with the Hardware department to verify that the hardware
conforms to NSDL's specifications.

5. Obtains a copy of the hardware purchase order from the
IssuerlR&T Agent after the order is placed.

Price Waterhouse LLPIAug 97 Page 7
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National Securities Depository Limited
Issuer Interface Department- Marketing

6. Helps expedite the procurement ofVSAT connection for the
Issuer/R&T Agent by liaising 'With NSEIL and the Networking Dept.

NOTE: This is only necessary in case there is an inordinate delay in
obtaining the VSAT connection or ifthe Issuer/R&T Agent
encounters problems.

7. Receives payment for the VSAT connection, the VSAT
Undertaking (Exhibit ill), the No Objection Certificate (NOC)
(Exhibit IV) and fOlwards these to the Membership Department of
NSEIL.

NOTE: NSEIL informs their service provider HCLComnet to conduct
a site survey after which they give a clearance to install the VSAT.
NSEIL then delivers and activates the VSAT.

8. Receives notification from the following that the VSAT connection
is activated:
a. IssuerlR&T Agent
b. NSDL Networking Dept.

9. Receives Form A which has been completed by Issuer/R&T Agent,
which gives basic information on the Company. (Exhibit V)

Price Waterhouse LLP/Aug 97 Page 8
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Procedure: IID 004
Title: Hardware Procurement Information Form

EXHIBIT II

HARDWARE PROCUREMENT INFORMATION FORM

Business-Partners Narne
Nature of Operations
NSEMember
Postal Address

OP / SR ICC

(YIN)

No. Equipment Brand Model Operating Vendor P.O. Expected

System Name Date Delivery

Date

1. Seryer Win' NT 4.0

2. Client Win' 95

3. Printer NA

4. Router '$' '.llo'
With Cable

5. Modem NA

It is mandatory to acquire hardware equipment of the empanelled brand & specific

models with the detailed configuration specified by NSDL.

,,., While ordering CISCO router (Model 2501), please note that a 'Transceiver (AUI

to UTP or AUI to BNC)' should be ordered for connecting router in LAN,

depending upon LAN set-up with UTP or Thin Ethernet type. Also it may be
noted that a V.24 cable for CISCO & MOTOROLA routers for 'VSAT' users

and V.35 custom made cable for 'Leased Line' users should be ordered.

,,.,., Operating System for CISCO Router is lOS Ver 11.1.4 with IP feature only. For
Motorola router, the Operating System comes preloaded.

Name (Procurement/System Incharge)

Designation

Signature & Date

~Pleaseaffix your office seal here

N ationa! Securities Depository Limited



Procedure: lID 004
Title: VSAT Undertaking

EXHIBIT III

VSAT UNDERTAKING

1. Enclosed VSAT undertaking should be stamped as an agreement and notarized. Please use Non
Judicial stamp paper of Rs. 100/- or the value prevailing in your state (whichever is higher). Please
type the following on the stamp paper as the first page and sign

Undertaking cum Indemnity

This Non Judicial Stamp paper of Rs. __ forms part and parcel of this undertaking cum indemnity
submitted to the National Stock Exchange of India Limited by

Mr.IMrs.IMs on d.3-yof 1997

• Signature

• To be signed by the person(s) signing the VSAT undertaking enclosed herewith

2. Please type the following on the last page ofthe agreement (below the Common Seal)

The common seal of _

was hereunto affixed pursuant to a resolution passed at a meeting of the Board of Directors of the
company held on the __ day of , 1997.
in the presence of •• _

Signature

(Name and Designation)

\



Procedure: lID 004 .
Title: No Objection Certificate for Installation ofDish Antenna

EXHIBIT IV

NO OBJECTION CERTIFICATE FOR INSTALLATION OF DISH ANTENNA

(to be obtained from owner/society authorities of the building)

To,
National Stock Exchange of India Limited
Mahindra Towers, RBC,1 st Floor, uA" Wing,
Worli, Mumbai 400 018

Name of the Company:

Registered Office Address:

Office Address:
(site earmarked for
VSAT Installation)

Contact Person:

Phone No:

Fax No.:

We hereby declare·that the above mentioned building/premises where the VSAT
and Dish Antenna for the use of _
(Name of the Company) will be installed, belong to us and we have no objection
to your installing the said equipment.

Authorised Signatory :

Seal of the Organisation:

Dated:

(Note: Kindly forward this documemt to NSDL for onward transmission to NSEIL)



Procedure: lID 004
Title: Form A (General Information)

EXHIBIT V

FORMA

Name of Business Partner
(Issuer/Registrar)

Place of operation
(give complete address)

Contact persons - Systems
(with name & designation)

Tel. No.

Fax. No.

Contact persons - Operations
(with name & designation)

Tel. No.

Fax. No.

Date:

Name & Designation:

Signature:
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National Securities Depository Limited
Issuer Interface Department- Marketing

Identification Code:
Approvals:

Implementation Date:
Revision Date:

IID005
Managing Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

Establishing connectivity with the IssuerlR&T Agent

To co-ordinate between the various departments ofNSDL and with
the IssuerlR&T Agent to complete the documentation required and
obtain the necessary authorisations to install the application software
and establish system connectivity between the two entities.

1. Sends a letter to the IssuerlR&T Agent requesting payment for
software. (Exhibit I)

2. Informs NSDL's Network Department once the VSAT equipment
is installed and the hardware equipment is in place. Refer to related
procedure IID004.

NOTE: The Network Department assigns an IP address and helps to
establish connectivity with NSDL's system.

3. Receives Form B from the IssuerlR&T Agent and forwards it to
the Hardware Department which certifies that the equipment conforms
to NSDL specifications. (Exhibit II)

4. Distributes certified Form B to
a. Vice-President - Operations and
b. Vice-President - Systems

5. Receives Form C1 - Declaration for system software configuration.
availability of skilled staffand accessories from Issuer. (Exhibit ill)

6. Forwards Form C1 to the Systems Department which is then signed
offby HOD - Systems authorising the installation of application
software.

7. Ensures that payment has been received for the application
software before proceeding.

Price Waterhouse LLP/Aug 97 Page 9



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

National Securities Depository Limited
Issuer Interface Department- Marketing

NOTE: The Systems Dept. sends the OATs to the Issuer with
NSDL's Share Registrar Application s.oftware (SHR) and with an
instruction manual on how to load the software. This is installed by an
engineer from the IssuerlR&T Agent's office. The Help Desk
provides necessary help while the software is being loaded Once the
software has been loaded successfully, it is checked by the Systems
Department by a remote login.

8. Receives from IssuerlR&T Agent Form C-2 - Software Installation
Status Report duly filled after successful installation in preparation for
the test run. (Exhibit IV)

9. Forwards Form C-2 to the Systems Department.

NOTE: The Systems Dept. checks that the software has been loaded
successfully by logging in remotely.

Price Waterhouse LLP/Aug 97 Page 10



Procedure Number: IID005
Title: Letter to Issuer regarding software charges

EXHIBIT I.

Ref:

Dear Mr.-------,

Sub: Payment towards SQl Server/DPM Appln./SMS Software Installation.

The following charges are payable to NSDl towards Software installation to be
made at your organisation.

1. Sal Server software
2. DPM Application software
3. SMS Client software

Kindly arrange to do the needful at the earliest.

Thanking you,

Yours faithfully,

TOTAL:

Rs. 25,500/
"Rs.2,50,OOO/
Rs. 4,200/-

Rs.2,79,700/-



Procedure: IID 005
Title: Form B

EXHIBIT TI(a)

Declaration for the hardware procured & installed for NSDL project

FORM-B

Company Name
DP/SR/CC
NSEMember (YIN)

Components Mark as If 'No' than Specify
'Yes' or the details

'No'
Server Installation Brand Empanelled Brand Make -

Processor Pentium I Pentium Pro Model-
Speed 166 MHz I 200 MHz
MemoIY 64 MB ECC
Cache 512 KB I 256 KB
Stora~e Device 2 X 2 GB SCSI-II
Fault Tolerance RAID -I I RAID -5
Controller PCI F&W SCSI-II RAID

Controller Supporting
RAID-I To RAID-5

Backup Device 4mm,4/8 GB DAT Drive.
Backull Device Tested Backup I Restore
Make HP I Exabyte I Sony
Ethernet Card PCI Combo Card
CD ROM Quad Speed ( 4X )
Mouse PS 2 (On PS 2 Port)
Keyboard 101 Keys Standard.
Monitor SVGA Colour Monitor
VGACard PCI , With I MB VRAM

Server Software Oueratin~System Windows' NT Ver 4.0
Configured NT In PDC.

Re~stration Is the Software Re~stered

Anti Vuus Server Based Anti Vuus Make -

Client For Server Brand Emuanelled Brand Make -
Processor Pentium Model-
Speed 100 MHz 1133MHz
Memory 32 MBEDO
Cache 256KB
Storage Device 630 MB or 1 GB IDE
Controller PCI-IDE
Ethernet Card 16 Bit I PCI COMBO.
Mouse PS 2 (On PS 2 Port)
Kevboard 101 Kevs Standard.
Monitor SVGA Colour Monitor
VGACard PCI , With 1 MB VRAM

Client Software ()peratin~System Windows' 95 for client
Registration Is the Software Preloaded
Anti Virus Client Based Anti Virus Make -

.



Procedure: lID 005
Title: Form B

EXHIBIT II(b)

Declaration for the hardware procured & installed for NSDL project

FORM-B

Components Mark as If 'No' tban Specify
'Yes' or the details

'No'
Printer Laser Jet HP- SP 15 Si.

Desk Jet HP - 600 I 660C I 690C

Network EGiiin. Router Empanelled Brand
Router Make Cisco I Motorola
Router Model 1005/25011 VG 300

For VSAT Users. Cable (To IOU) V.24 Cable For Cisco I
V.24 Cable For Motorola

For Leased Line Users. Cable ( To DTU) V. 35 Custom Made
lOS (For CISCO IF Feature Set Only
Router Onlv) Version 11.1.4
VSAT Antenna Installation
Cabling Antenna to IOU
Backup for Above Dial-Up Modem Make -

Tel. No.-

UPS Make APC
Capacity 2KVA
Connected to Server

Clients
Router
Printer
IOU

Environment VSAT VSAT 10 Number -

Router Confi.e.ured & Tested
Local X.25 Address
Serial Port IF Address

(ToBe Filled Bv Ethernet Port IF Addr.
NSDLO fficeOnM

Server NT server IF Address

Central Site Host IF Address
Central Site IF Address
Next Hop IF Address

Systems Incbarge Name: --'Signature: Date:

Head of DP/SRICC Name: ,Signature: Date:

FORNSDL U...E(}NLY
Certified"lor"SOltWare
installation

SIgnature



Procedure: IID 005
Title: Form CI

EXHIBIT IIl(a)

ANNEXURE-X

FORM C1

DECLARATION FOR SYSTEM SOFTWARE CONFIGURATION, AVAILABLlTYO~
SKILLED STAFF & ACCESSORIES

General Instructions

1. To be filled after Windows NT installation and configuration.
2. After filling it address it to Assistant Manager (Systems).
3. Installation of application software will not be initiated until filled C·1 fonn is sent to NSDL.
4. If space is inadequate then write details in separate sheet and attach it with the form.

-A- What is the composition of your system and computer operation staff for NSDL operation?
( Please give no. of persons available for appropriate positions)

System administrator

Computer operation Staff

Staff trained on Windows NT

Staff trained on SQL Server

No. of Microsoft Certified Engineers (MCSE)

-8- The recommended minimum skills that the system administrator at BP side should have
for an efficient and smooth functioning of the system are listed below ( Please tick in
front of the expertise available with the system administrator)

WINDOWS NT AND NETWORKING CONCEPTS

Cl Familiarity with WINDOWS NT,WINDOWS 95 environment
a Basic concept of domains and IP addressing
Cl Creating user accounts
a Implementing security on files and resources
Cl Interpreting event log and taking backup of event log
o Preventive measures against system breakdown
o Backup and restoring of data

SQLSERVER

o Basic RDBMS concepts
o Familiarity with Sal server tools like Sal enterprise manager, isqllw
o Monitoring SQl activity using perfonnance monitor
o Backup and restore of Sal databases using enterprise manager
Cl Interpreting Sal server error log

-c- If present staff does not have skills mentioned above, please indicate:

When is the training planned for staff: _

Duration of training : _



Procedure: IID 005
Title: Form Cl

EXHIBIT lI1(b)

t

I
l

Name of the institute: _

-D- How many people have access to NT Console (administration password) ?

-E- System staff details

Shift-1 Shift-2 Shift-3 *
c~

I---
Name No. Name No. Name No.

System
Administrator
Database
Administrator
Operators

From I To From I To From I To
Shift Timinos I I J
*Note: Shift-3 would be required in case ofextended production hours when EOD may be delayed.

-F- Have you receiVed follOWing documents? (If received please tick mark)

o Operation 0 SR User Manual 0 System Administrator handbook

-G- Please mention your System date and Time Zone: _

-H- Which virus protection sIw you are using?

Server

Node

-1- On behalf of my organization, I undertake to provide for the following, as on the date
of admission to NSDL, as a Depository Participant

#7 No other application apart from the d NSDL DPM Application" has been installed and running
on the hardware (i.e. Server as well as Nodes) procured for the purpose of NSDL DPM
Application.

#7 A fire proof cabinet for storing OATs has been acquired by us: 0 Yes 0 No

#7 Plan to acquire the said cabinet by: I I (Date)

#7 Remote Backup OATs will be stored at (location name)

#7 One set of backup OATs will be rotated to the Remote location on a daily basis

tP We have the stock of OATs for the purpose of Backup with the following specifications



Procedure: liD 005
Title: Form Cl

Total No.

Manufacturer Name

EXHIBIT III(c)

DAT Specification , _

Date of Acquisition

Signature

Name

Organization

__1_1 1 (currently not in stock)

Date

-.------.- -----.--.- --_. -.. -.--(FOr -office iise-oniyj -- -- -.--.. -- -.---.. - ---.
Verified by

Signature

Name

Date



Procedure: IID 005
Title: Form C2

EXHIBIT IV (a)

ANNEXURE-XI

FORMC2

SIW INSTALLATION STATUS REPORT

General Instructions:

1. Form C2 is a checklist which helps you to go through your installation procedure
2. Form C2 is to be filled while carrying out installation procedure
3. In case of discrepancies mark in Form C2 where ever required

Client: _

Status [TEST /LIVE]: _

1) DRIVE C:\ (NTFS)
where Win NT installed

2 SERVER INSTALLATION: Check followin directories:
\APlNINST
\BACKUP
\BACKUP CODE
\BACKUP OLD
\DllS
\DPINSTAl
\INTERFACE
\IOMANAGE
\NSDlCOMM
\SQlSERVER INSTAll

Date: _

3 SQl SERVER 6.5

clicked
d)Check if the server is started Using service Manager in
SOL Server 6.5 group
e)Check if the server is Registered using Enterprise Manager
in SQl Server 6.5 group



Procedure: IID 005
Title: Form C2

EXHIBIT IV (b)

DATA SOURCE NAME = DPM
SERVER = SERVER NAME
DATA BASE NAME = NSDlDPM

b)Check Use Trusted Connection is enabled (CROSSED)
system DSN: a) DSN - NSDl

Server - local
Database - NSDlDPM

b)Check Use Trusted Connection is enabled (CROSSED)
c) Check Convert OEM to ANSI char. Is disabled
I(not marked)

5) DATABASE
INSTALLATION

Go to Sal Enterprise Manager in Sal Server 6.5 and click
on '+' sign near server name

click on '+' sign near Databases
a)Check 'NSDLDPM' Database present
click on '+' sian near NSDLDPM
click on '+' sign near objects
b)Check Tables in NSDLDPM Data Base
c)Check Stored Procedures in NSDLDPM Data Base

6)COMMUNICATION
a Check \iomanage\input\rexec\dpcfg
b Check \iomanage\outout\texec\dpefQ
c Check \interface\dptrans.exe
d Check \interface\dprec.exe

CUENT INSTALLATION:-
nSETUP (ODBC)

Click on the ODBC icon in Control Panel
a)Check the following infonnation at the appropriate places
(Click on the OPTIONS button to get the database name
box)

DATA SOURCE NAME = DPM
SERVER = SERVER NAME
DATA BASE NAME = NSDLDPM

b)Check Use Trusted connection is disabled.

2)APPLICATION SOFTWARE
a Check \crystal directory & *.rpt files in the same directory.
b Check DPM.lNI file in \windows
copen \windows\DPM.lNI in notepad

check followina
Contents of [OPM]
OSN =DPM
DB NAME = NSDLOPM

d)Check shortcut for \program files\nsdLdpm\nsdLversion11
on desktop

3) NO. OF NODES
INSTAllED
4) AFTER SUCCESSFUL Ensure that you should have windows-NT35 directory backup
INSTALLATION... with REGISTRY.

2. Create C:\REPORTS directory on each client.
Take a soft copy or hard copy of c:\dpinstal\chklist.out



Procedure: lID 005
Title: Form C2

EXlllBIT IV (c)

4. Delete the DPINSTAL & DLLS from the server
5.SA PASSWORD was set to NULL. You have to c!"jange
the password. Changed ? (yIn)

User Details

1. No. of Users on Windows NT & Sal Server with 'Rights'
(Shift wise authorisation levels & names)

2. Are separate passwords assigned to different users (YIN)

3. No. of Users on Application with authorisation level

ADMINISTRATOR
MANAGER
OFFICER
EXECUTIVE
OPERATOR

Prepared by

Signature

( To be filled up by NSDL )

Date

Checked by : _

Signature
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National Securities Depository Limited
Issuer Interface Department- Marketing

Identification Code:
Approvals:

Implementation Date:
Revision Date:

IID006
Managing Director and Head of Department

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer 1

Officer 2

Officer 3

HODlManag~r

Officer 1

Master file creation and move to production

To enter the master file information into the system based on
information supplied by the IssuerlR&T Agent. To move the scrip to
the production environment after completing three successful test runs

NOTE: After signing the agreement, ifthe R&T Agent is already
connected electronically to NSDL, the master file is created
immediately. Ifthe IssuerlR&T Agent is not connected to NSDL, the
equipment and VSAT connection must be obtained first, followed by
the master file creation.

1. Enters the information in the master file creation form which has
been filled up by the Issuer into the system. (Exhibit I)

2. Verifies the master file information entered.

3. Assigns the BP-ID (Business Partner ID) and LUD 10 (Logical
Unit Devices 10) and enters this into a register. Enters these IDs on
Form D (Part II) Production Installation Authorisation Form. (Exhibit
II)

4. Sends Form D (Part II) to the HOD - Systems.

5. Notifies IssuerlR&T Agent that the account is set up in the System.

6. Approves by signing the master file creation form.

7. Forwards the master creation form to the Systems Department to
initiate the test run.

NOTE: The short name convention is similar to that adopted by NSE.

8. Sends the "General Operating Instructions for all Business
Partners" to the IssuerlR&T Agent and asks them to initiate the test
run. (Exhibit ill)
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Operating Procedures Mrmual

-----------------------!
NOTE: The test run comprises ofcompleting at least 3 cycles on the
test bed. Three BODs and three EODs are run and dummy data is sent
and received from the IssuerlR&T Agent. The backup DATs received
from the IssuerlR&T Agent are checked by the Systems Dept. After
successful completion ofthe test run, the Systems Dept. signs Form D
(Part I) - Test Run Report authorising the securities to be moved into
the production environment. (Exhibit IV)

9. Forwards Form D (Part II) - Production Installation Authorisation
Form which is an internal form to HOD - Operations for authorisation.

10. R<;.ceives signed Form D (Part II) from HOD - Operations.

11. Forwards the authorised form to the Systems Department to
transfer the security to the live envirorrment.

Officer 12. Sends a memo to the Depository Participant Interface Department
and Marketing Department informing them that the security is now in
the live environment and giving details ofthe security (Exhibit V).

NOTE: The Marketing Department then issues a press release on the
following Monday.
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Procedure: lID 006
Title: Master File Creation Form

EXHIBIT I (a)

INFORMATION REQUIRED FOR MASTER FILE CREATION

Full name of the Company

dOffi . 1 din T 1 h &Ff th R .Address 0 e egIStere cemcu 19 e epJ one ax nos.

dAddr f fuess or ture correspon ence
Compliance Officer
Desi~tion

Department
Investor Relations officer
DesiJtDation
Department
Address:

Telephone nos.
Fax nos.

National Securities Depository Limited



Procedure: lID 006
Title: Master File Creation Form

EXHIBIT I (b)

'ype 0 entity
Code List Legal Form Tick (-I) the relevant

code
01 Joint Stock Company
02 Statutory Company
03 Mutual Fund
04 Government

T f

Details of the Equity Share Capital
Share No. of Shares Value (Rs.)
Capital
Authorised
Issued
Paid up

Security details
Face Value per Paid-up Value per Marketable Lot size
security security

oc x Lge e

Name of Stock Exchange Stock Exchange Security
code

St k E chan d tails

Address of the Registry Operations where the physical securities for
D .alis . b d Ii d b th d . P (DP ) •ematen ation are to e e vere 'y e eposltory articrpants S

Name
Desienation
Department
Address:

National Securities Depository Limited 2

\~
\ V7 ~, ,,



Procedure: lID 006
Title: Master File Creation Form

EXHIBIT I (c)

fth I tho k IShar h ldine 0 lR pattern as 0 e as o c osure
Held Bv 0/0 aKe of Holdinw;
Institutions

UTI
LIe
GIC
IDBI
IFCI
rocr
Other FIs
Mutual Funds

Corporate Bodies -
Promoters
Individuals/Public

Details of locked-in shares

I~D_is_tincti__._v_e_n_um_bera__(fro_m_-_to_) 1Date of lock-m release ]

Kindly enclose the following:
1. Copy of the Board Resolution passed (if any) for dematerialising the

security
2. Latest Distribution of holdings filed with Stock Exchange
3. Latest Shareholding pattern filed with Stock Exchange
4. *Others addresses where the physical documents for dematerialisation

will be accepted by the Company/ Registrar

Date:

Rubber Stamp:

National Securities Depository Limited 3 I~



Procedure: lID 006
Title: Form D (Part II)

EXHIBIT II (a)

FORM D (Part II)

NATIONAL SECURITIES DEPOSITORY LIMITED

PRODUCTION INSTALLATION AUTHORISATION

Dated: _

NATURE OF BUSINESS PARTNER: IssuerlRegistrar

Name of the Issuer
Company Short Name
Company Lon~ Name
Nature ofBusiness and Code
Caoitalisation /Paid Up Capital (Rs.)

Le~Form

Registered address of the Company

Phone Numbers
Fax Numbers
ISIN Allotted
Security Type & Code
Security Details
i) Marketable Lot
il) Par Value per share
iii) Paid Uo Value per share
Contact Person (s) of the company
Listing Details of Security
a) Primary Stock Exchange
b) Closing orice as ner NSE
Particulan of In-house Share Department IR & T A2ent
a) Name of the R & T Agent
b) Short name··* .
c) Contact Person***

Designation**·
d) Address ***

Telephone Number(s)***
Fax Number(s)***

Not avvlicable for existin~ R & TA~ent
BP- ill number
LUDId
Nature ofConnectivity
TCPIlP address of NT Server
Authorisation

• Operations Department (Signature of authorised
signatory)

• Systems Department (Signature of authorised
signatory)



Procedure: lID 006
Title: Form D (Part II)

EXIllBIT II~ (b)

Entry of master data in Droduetion environment:
Date on which entered
Master data entered by

Master entries verified and activated by



I
I
I
I
I
I
r

Procedure Number: IID006
Title: General Operating Instructions for all Business Partners

EXHIBIT ill (a)

General Operating t"nstructions for all Business
Partners

BACKUP

• BPs should ensure that adequate number of OATs (atleast 10 per week) are available
for taking Backups.

• The systems person must take backup daily, 30 minutes after confirming the 'Business
Ended' message in system operation profile.

• BPs should maintain a Remote Backup.
• BPs should send in Backup OATs when ask.ed by NSOL. This will help NSDL to confirm

the correctness of Backup procedure carried out by the Participants and also check
integrity of the data backed up. .

• Backup shOuld be taken every day, even if there are no business transactions.
• In case of BPs working on Saturdays & Sundays, backup should be taken on sep~fate

OATs reserved for Saturdays & Sundays. ....

4
!l~";, ""/.

• Do not recycle the tapes in the same week. .'. '.;p
• Do not select the Replace option while taking houl1y Transaction Log backup (except>;:.,

when the tape is used for the first time or when it is recycled) ~c: ..

WINDOWS NT
• Ensure that you should have Windows NT Setup Boot Diskettes.
• Prepare the Emergency Repair disk after Windows NT instal\atio~ ..
• Ensure that you should have \Windows NT35 Directory Backup with Registry.

ROUTER
• Keep the Router on until 30 minutes past receipt of 'Business Ended Message' . The

router can be switched off then, just before taking backup. .
• Do not change any of the Router configuration unless specifically instructed by the

NSDL Networking Group. ". ."

MODEM/IOU
• Keep the IOU/MODEM on until 30 minutes past receipt of 'Business Ended Message' .

The router can be switched off then, just before taking backup.

UPS PROTECTION '\
'.... ,

• Should have UPS to protect Server + Router + Modem + IOU. The UPS should have
atleast 30 Minutes backup. '

• In case of power failure, ensure that system is gracefully shutdown (through \H

File/Shutdown" option of Windows NT menu) before UPS trips. Before starting,
operations please ensure that the UPS battery is fully charged. '.



I
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, Procedure Number: IID006

Title: General Operating Instructions for all Business Partners
EXHIBIT ill (b)

TRAINING/STAFFING
• Train adequate staff for operating the DPM software and administering the system for

minimum 2 shift operations,
• BPs should ensure that the system administrator is trained by NSDl on use of

Application Software as well as other application related system administration
procedures, like taking backup, starting and shutting communication and interface
process etc.

• BPs shall ensure that trained WIN NT and MS SOL staff is available for administra~ir.,

the DPM system. This is applicable for DBA functions also.
• The system administrator should posses skills on Windows NT and SOL SelVer

Required skills on Windows NT and SQL Server are listed below

o Familiarity with Windows NT and Windows 95 environment
o Basic concept of domains and IP addressing
o Creating user accounts
o Implementing security on files and resources
o Interpreting event log and taking backup of event log
o Preventive measures against system breakdown
o Backup and restoring data
o Basic RDBMS concepts
o Familiarity with SOL server tools like SOL enterprise manager, isql/w
o Monitoring SQL activity using performance monitor
o Backup and Restore of SSOL databases using enterprise manager
o Interpreting SQL server error log

Kmdly note that the BPs can avail the training facilities provided by Authorized TramlAl~' <•. er.:~:-: ,:r.",;\
Microsoft.

• It is mandatory for the BPs to arrange for systems administrator to remain:-a.vant:'~.,,,

o during the crucial time of Business Operation on production environme;,
o during power on and power off of system
o OR call (round the clock) while not present at the BP site

POWERONJOFF
• White powering down the server ensure that on all client terminals have quit out ,j! ~::~' ,

DPM application .Then on the server select "File/Shutdown' and select Optic'1
.Shutdown'. Only when the message is displayed "It is now safe to turn of the ,c, ~L·. i;lr",
server should be powered Off.

• Do not allow the operations staff to start operating the DPM software unless t1:: systems
Administrator ensures that all the communication processes are started.

HELPDESK CALLS
• All Help Desk calls should be directed on Number- 4945177 ,in case this number is busy

you should call up on 4972950-59 Ext. 407/408

Old
\'! ...



Procedure Number: IID006
Title: General Operating Instructions for all Business Partners

EXHIBIT III (c)

OPERATIONAL SCHEDULE:
• The BPs should ensure that the communication process be shut off at 9.30 a.m. every

day from Monday to Friday. If there are any changes, they will be communicated
separately.

• Participants and Registrars should start the communication process only after 3.30 p.m.
daily. (6:00 p.m. on settlement day, which is generally Wednesday)

• Thus communication process should be compulsorily shut off between 9.30 a.m. to 3.30
p.m. ( 9:30 a.m. to 6:00 p.m. on settlement day, which is generally Wednesday)

• From 9:30 am to 3.30 p.m. (6:00 p.m. on settlement day, which is generally Wednesday)
BPs can function in Capture Mode.

• BPs will not be able to ·Verify and Release" after the scheduled time of EOO ie. 6.300
PM (8:00 PM on settlement day, which is generally Wednesday) onwards. From this time
onwards the BPs will be working in Capture mode. The BPs will start working in 'Verify
and Release" mode after getting the next BOD message.

• The BP can again start the communication process after the backup is over. However
·Verify and Release" will not be possible if the BOD for the next day is not sent by NSOL.

• If the Communication process is on at the BP's server and 800 is received, the OPs can
·Verify and Release", but only upto 9.30 a.m. next day (proVided next day is not Saturday
or Sunday).

• Even if there are no business transactions, the 8P's selVer should be kept on every day.
starting from 3.30 p.m. (6.00 p.m. on settlement day, which is generally Wednesday),
until 30 minutes past receipt of 'Business Ended' message.

• EOD time can be extended in case of bulk master data entry being carried out at NSDL.
In this case the BPs will be required to arrange for adequate staff to take the Backup and
shut the system.

Summary
• Transaction "Verify and Release" operations between 3.30 p.m. to 6.30 p.m. on Monday,

Tuesday, Thursday. Friday and 6.00 p.m. to 8.00 p.m. on Wednesday
• Registrars and Participants connected to Depository through Leased lines will be allowed

Transaction "Verify and Release" operations between 9.30 a.m. to 6.30 p.m. on Monday.
Tuesday, Thursday. Friday and 9.30 to 8.00 p.m. on Wednesday

(~ EODIBOD

• Depository will certainly broadcast BOD message to all participants and Registrars before 9.30 a.m.
of the working day. Depository will endeavor to broadcast the same preferably by midnight of the
previous working day.

• It should be noted that BOD message broadcast at Friday midnight/Saturday early morning will be
for BOD of Monday or the first working day of coming week.

• Thus all the transaction "Verified and Released" on Saturday and Sunday will be booked for
Monday.
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Procedure Number: IID006
Title: General Operating Instructions for all Business Partners

EXHIBIT ill (d)

SECURITY
• It is mandatory for the system administrator. at SP. to assign specific roles to the OpeEiors.
• Each operator should have different Login Name and Password on Windows NT, SQL Server and

Application.
• All users should not be given System Administrator privilege.

SERVER BOOTING
• On booting the selVer a message is flashed on the screen ·00 you want to boot from

the Last Known Good Menu, Press Spacebar to do so·, 00 not select this option.

Using this option is very Dangerous as it is quite possible that the registry entries maintained by
Windows NT may be lost, This may also lead to reinstallation of Windows NT, as a result of
which all the data on the server cannot be recovered.

GENERAL
• Do not experiment with the installed system configuration.
• Check System Operation Profile everyday at 3.30 and check that the Current Business Date is

updated. In case ofdiscrepancy contact Help Desk.
• Report any error to help-desk immediately.
• Check whether all processes are rwming in Administrative tools/Performance Monitor.
• The system on which the DPM software is loaded should not be put to any other use ie no other

application software should be installed
• Do not delete or load any file on the system unless specifically directed by NSDL IT staff.
• Do not change Date!fime or any other configuration ,unless specifically directed 17j NSDL IT

staff
• Do not connect DPM system's clients machines to any other WAN
• Do not change the System Administrator password without a formal communication to NSDL.
• Do noC access SQL database externally unless specifically directed by NSDL Systems staff.

.... {i1kJ



Procedure: lID 006
Title: Form D (Part I)

EXHIBIT IV

NOT AVAILABLE AT THIS TIME

til
{' I



Procedure: IID 006
Title: Interoffice Memo

EXHIBIT V

Interoffice Memo
Date:

To:

cc:
From:

H.O.D (DP Interface Dept)

H.O. D (Marketing Dept.)

H.O.D (Operations Dept.)

This is to inform you that ISIN of Limited has
been activated and its shares will be available for dematerialisation with effect
from ,1997.

ISIN -INE'-------
Security Type - Fully paid-up equity shares

BPid

Registrars

Address where physical securities are to be sent -

Name ofthe Contact Person. _
Designation., _
Name of the Registrar _
Address where the Physical Securities have to be sent

Tel:----------Fax:----------
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National Securities Depository Limited
Issuer Interface Department· Marketing

---------------------------------
Identification Code:
Approvals:

Implementation Date:
Revision Date:

IID007
Managing Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

HOD

MD

HOD

Officer

HOD

Officer

Processing the one time custody charge payment

To process the one time custody charge payment scheme offered to
Issuers! R&T Agents for the benefit oftheir shareholders.

1. Receives an enquiry from an Issuer regarding the one time custody
charge payment scheme.

2. Calculates the average market capitalisation ofthe shares over the
previous 6 months using the daily closing prices over the previous 26
week period.

NOTE: The custody charge for this market capitalisation is calculated
at the rate of5 basis points.

3. Sends the worksheet to the HOD.

4. Signs the worksheet used to calculate the market capitalisation.

5. Sends the worksheet to the MD for approval.

6. Approves the charges in the worksheet and returns it to the HOD.

7. Sends the approved worksheet to the Officer.

8. Prepares a letter to the Issuer using the charges calculated in the
worksheet. (Exhibit I)

9. Sends the letter to the HOD for approval.

10. Signs the letter and retwns it to the Officer.

11. Faxes or couriers the letter to the Issuer along with a draft ofthe
Letter ofProposal. (Exhibit II)

12. Receives the Letter of Proposal signed by the Issuer.
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Operating Procedures Manual---,.-----------------------

13. Receives a cheque for the custody charge.

14. Forwards the cheque to the Accounts Dept.

15. Informs the Systems Dept. and the Participant Interface Dept. to
change the billing process in DM.

16. Informs the Marketing Dept.

Price Waterhouse LLP/Aug 97 Page 14



Procedure Number: 00007
Title: Letter to Issuer stating Custody Charges

EXlllBIT I

Dear Sir,

This is in reference to our telephone talk regarding the one time custody charge payment
scheme for the benefit of your shareholders.

The market capitalization of 12,034,000 shares on the average closing price on the
NSE for the period 3/2/97 to 1/8/97 works out to Rs 406.70 crore for the purpose of
calculating the custody charge. The custody charge for this market capitalisation works
out to Rs 20,33,515 @5 basis points.

The benefit of this scheme will be automatically available to the bonus issues that may be
issued in future. However, the company will have to pay additional charge of 5 basis
points to offer similar facility for the shares that may arise in future out of Rights
issues, public issues, preferential allotments, conversion of any instrument into shares,
mergers, etc. on the value of the new shares at issue / conversion price.

If the payment is made to NSDL on or before August 31, 1997, we will extend this
facility with effect from September 1, 1997.

We will inform all our depository participants about this arrangement by way ofa circular
on receipt of the payment. You will appreciate that under this scheme, NSDL will
waive the charges payable by the depository participant to NSDL; depository participant
may still charge custody charge to the shareholders.

Please find enclosed a draft letter of proposal that you may send us back if you decide to
use this facility.

Thanking you.

Yours faithfully,

V. R. Narasimhan
Vice President - Operations



Procedure Number: TIDOD7
Title: Draft of Letter of Proposal

EXlllBIT II

Ref:

Managing Director
National Securities Depository Limited
5th Floor, Trade World,
Kamala Mills Compound,
Lower Parel,
Mumbai - 400 013.

Dear Sir,

Date:

NSDL is charging annual custody charge @ 3.5 basis points on the Depository
Participants which is being finally recovered from our shareholders. We would like to
offer our shareholders the facility of holding dematerialised shares at a relatively lesser
custody charge, by absorbing a part of custody charge payable by shareholders. We
therefore make the following proposal :

=? All the shares (number of shares) shares outstanding at present will be
admitted for the benefit under this proposal.

=? We will pay a one time charge ofRs. computed at 5 basis points on the
average market capitalisation based on average of closing price of our shares on
National Stock Exchange of India Limited (NSEIL) for the period to
___. Against this one time payment, NSDL may waive for ever the custody
charge to the Depository Participants for our shares.

=? This facility shall be automatically available for all shares arising out of bonus issues,
ifany, in future.

=> We will avail a similar facility on all the shares that may arise out of rights issue I
public issue I conversion of warrants into equity, private placements I preferential
offers, mergers, etc. by making additional one time payment of 5 basis points on the
basis of issue / conversion price.

We request you to kindly confirm the above offer.

Thanking you,

Yours faithfully,

for and on behalf of
(company name)
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National Securities Depository Limited
Issuer Interface Department- Marketing

Identification Code:
Approvals:

Implementation Date:
Revision Date:

IID008
Managing Director and Head ofDepartment

lilly 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

Manager

Officer

Monitoring Corporate Actions for mergers and acquisitions

To contact Issuers who are already connected to the NSDL system.
when it is likely that they are going to be involved in a merger or
acquisition.

NOTE: At least one ofthe companies should be connected to the
NSDL System.

1. Monitors market sources such as
a. Primealert,
b. newspapers and
c. corporate advertisements.

2. Identifies whether the Issuer/R&T Agent is connected to NSDL.

3. Contacts Issuers to solicit use ofDepository.

4. Conducts a presentation on NSDL, focusing on the advantages the
Depository System for mergers and acquisitions.

5. Receives notification from Issuer ofdecision to use the Depository.

6. Notifies Officer of decision.

7. Helps Issuer/R&T Agent and in structuring information to the
investors.

8. Helps prepare the Agreement with the Issuer.

9. Helps Registrar procure the hardware and establish connectivity to
the depository ifhe is not connected to NSDL. Refer to related
procedure IID004.

10. Co-ordinates processing actions as necessary with Depository
Participants.
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National Securities Depository Limited
Issuer Interface Department- Marketing

-------------------------------_._-
Manager

Officer

11. Meets with representatives from the Issuer and Registrar to
finalise procedures.

12. Maintains all infonnation pertaining to mergers and acquisitions in
a file for future reference.

Price Waterhouse LLPI.4ug 97 Page 16



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

National Securities Depository Limited
Issuer Interface Department- Marketing

Identification Code:
Approvals:

lmplementation Date:
Revision Date:

IID009
Managing Director and Head ofDepartment

July 97

TITLE: Preparing Market Capitalisation Report

PURPOSE: To prepare the market capitalisation report every Friday evening and
on an ad hoc basis. The report is prepared on the basis ofthe closing
prices ofNSE on that day.

BACKGROUND: The report comprises ofthree parts:
The Market Capitalisation of
I Companies who have joined NSDL to date
II Companies available for demat and
III Companies who have signed an agreement but are yet to connect.
The above three are based on actual data from the master creation
form

Ifactual data is not available from the NSDL system, corporate details
are obtained from PROWESS, a PC package on Corporate
Information distributed by CMI (Centre for Monitoriilg the Indian
Economy).

The market capitalisation report spreadsheet resides on the LAN. The
read-only access is granted to all departments, but write access is
granted only to a few individuals.

The spreadsheet has four columns: Name ofcompany, total paid up
equity capita~ closing prices for the day on NSE and Market
capitalisation.

PROCEDURE:

Officer

Asst. Manager

I. Enters the closing prices of stocks as ofthat day in the spreadsheet.

NOTE: The prices are available at 4.30 p.m from the download from
the NSE system. The system calculates the market capitalisation.

2. Prints the Market Capitalisation Report. (Exhibit I)

3. Checks the report against the previous week's figures.

4. Forwards the report to the ED and MD.
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Procedure Number: 00009
Title: Sample Market Capitalisation Report

EXIDBIT I (a)

(As per the closing price quoted on NSE - dated 9th July, 1997)

- Source of Information IS CMIE database

$r.No Company Name No. of Shares Price Market Capitalisation
(Rs.) (Rs. Cr.)

1 Advani Oerlikon Ltd 15828300 42.95 68
2 Anaaram Finance Umited 24855924 32.10 80
3 Arvind Mills Ltd. 99858435 147.40 1472
4 Arvind Polvcot Ltd. 24100000 11.25 27
5 Asian Paints India Ltd. 40116,220 370.10 1~
6 Associated Cement Comoanies Ltd 13669,931 1547.95 :c: 116
7 Bank of Baroda - Fully paid UP 203,537400 130.80 2662

Bank of Baroda - Partly paid up 5324,000 108.00 57
8 Bharat Petroleum Corooration Ltd. 150000000 450.00 6750
9 Blow Plast Ltd 16000,000 56.35 90
10 Bombay Burmah Tradina Coron. Ltd 13954380 86.00 120
11 Bombav Dveina & Mfta. Co. Ltd. 40395530 114.90 464
12 BSES Limited 137614,431 252.40 3473

_13 Century Textiles & Industries Ltd 4652284 2230.95 1038
14 Ciola Ltd 19,990,783 788.10 1575
15 Cochin Refineries Ltd* 68,934,890 149.50 1031
16 CRISIL 6,200,000 396.10 246
17 Dabur India Ltd. 28,508,950 271.15 773
18 Dena Bank 60,000,000 25.10 151
19 DGP Windsor India Ltd 13,035900 30.25 39
20 DhamDur Sugar Mills Ltd. 11,569,969 79.50 92
21 Eicher Ltd* 20236,874 71.90 146
22 Eicher Motors Ltd* 19,999,200 19.85 40
23 Escorts India Limited 65163651 91.30 595
24 Essar Oil Ltd 238,676,755 14.20 339
25 Essar Steel 334,212,890 21.40 715
26 Global Tele-Svstems Umited 19,613,690 96.60 189
27 Grasim Industries Ltd 72,313970 397.35 2873
28 Great Eastern Shiooina Co. Ltd. 287541001 51.00 1466
29 Guiarat State Fertilizers & Chern. Ltd 66 517,112 108.25 720
30 HDFC Bank 200,000,000 70.00 1400
31 HDFC Ltd 11,911,400 4413.05 5257
32 Himatsinaka Seide Ltd· 9,552,475 147.00 140
33 Hindalco1ndustries Ltd. 74,465970 1078.15 8,029
34 Hindustan Inks & Resins Ltd 5931000 84.50 50
35 Hindustan Lever Ltd 145838573 1385.80 20210
36 Hindustan Oraanic Chemicals Ltd 67253000 30.15 203
37 Hoechst Marrion Roussel 23030622 452.60 1042
38 ICICI Ltd 397,068293 87.35 3468
39 IFCI 353,615808 36.90 1305
40 India Securities Ltd. 26594 385 10.05 27
41 Indian Petrochemical Corooration Ltd 248950,900 148.20 3689
42 Indian Ravon and Industries Ltd. 44,973610 385.95 1736
43 Indo Gulf Fertilisers & Chern.Coron. Ltd. 187,172,949 34.90 653
44 Industrial Development Bank of India 673,093,300 103.15 6943
45 lnfosvs Technoloqies Ltd. 7,258,600 2240.20 1,626
46 (spat Industries Limited· 159857552 13.20 211
47 ITC Bhadrachalam Paperboards Ltd 68711593 58.20 400
48 Jindal Iron & Steel Limited 42,912998 61.65 265
49 Jindal Photo Films Limited 17 004 064 55.20 94
50 Jindal Strios Ltd. 31 527,164 65.90 208

MARKETCAPITAUSATION 169,554.



Procedure Number: IID009
Title: Sample Market Capitalisation Report

EXHIBIT I (b)

Market Capitalisation of Companies available for dematerialisation

(As per the closing price quoted on NSE - dated 9th July 1997)

Sr. No Company Name No. of Shares Price Market Capitalisation
(Rs.) (Rs. Cr.)

1 Siemens Ltd 28397,000 314.20 892
2 Reliance Industries Ltd 460.361,894 367.00 16895
3 HDFC Ltd 11 911 400 4413.05 5257
4 ICICI Ltd 397,068,293 87.35 3468
5 Prism Cement Ltd 256968000 7.25 186
6 Indian Petrochemical Corporation Ltd 248950900 148.20 3689
7 CRISIL 6200000 396.10 246
8 Industrial Development Bank of India 673,093,300 103.15 6943
9 Infosys Technologies Ltd 7258600 2240.20 1626
10 Essar Oil Ltd 238676755 14.20 339
11 Reliance Capital Ltd. 128,625152 69.30 891
12 Reliance Petroleum Ltd. 899,507200 17.45 1,570
13 Associated Cement Comoanies Ltd. 13,669,931 1547.95 2,116
14 Ranbaxy Laboratories Ltd. 49,414,717 650.85 3,216
15 Dabur India Ltd. 28,508,950 271.15 773
16 Great Eastern Shipping Comoanv Ltd 287541,001 51.00 1466
17 Larsen & Toubro Ltd. 248481,250 260.75 6,479
18 Jindal Vijaynaqar Steel Ltd. 689,331,335 5.65 389
19 Jindal Iron & Steel Ltd. 42,912,998 6165 265
20 Asian Paints India Ltd. 40,116.220 370.10 1485
21 Indo Gulf Fertilisers & Chem.Corpn. Ltd. 187,172,949 34.90 653
22 Jindal Strips Ltd. 31,527,164 65.90 208
23 Synthetics & Chemicals Ltd. 26,433,159 11.50 30
24 Jindal Photo Films Limited 17,004,064 .55.20 94
25 GUiarat State Fertilizers & Chem. Ltd 66,517,112 108.25 720
26 Hindustan Lever Ltd 145,838573 1385.80 20210
27 Bank of Baroda - Fully paid up 203537,400 130.80 2662

Bank of Baroda - Partlv paid UP 5324,000 108.00 57
28 Rashtriva Chem. & Fert. Ltd. 551,688,100 8.00 441
29 Bombay Dyeing & Mftg. Co. Ltd. 40,395,530 114.90 464
30 Arvind Mills Ltd. 99,858,435 147.40 1,472
31 Arvind Polvcot Ltd. 24100 000 11.25 27
32 Anaaram Finance Limited 24,855,924 32.10 80
33 BSES Ltd. 137,614,431 252.40 3473
34 Bharat Petroleum Corporation Ltd. 150,000,000 450.00 6750
35 United Phosphorus Ltd. 24,574,270 208.15 512
36 Hindalco Industries Ltd. 74,465,970 1078.15 8029
37 Industrial Finance Corporation of India 353,615,808 36.90 1305
38 Escorts India Limited 65163651 91.30 595
39 Dhamour Suear Mills Ltd. 11,569969 79.50 . 92
40 HDFC Bank Ltd 200000000 70.00 1400
41 Global Tele-Svstems Limited 19613,690 96.60 189
42 Sun Pharmaceuticals Industries Ltd 14,801200 258.20 382
43 Advani Oerlikon Ltd 15,828,300 42.95 68
44 Reliance Industrial Infrastructure Ltd 15,100000 38.95 59
45 Grasim Industries Ltd 72,313,970 397.35 2,873
46 Hindustan Oraanlc Chemicals Ltd 67253000 30.15 203
47 Himatsinaka Seide Ltd 9,552,475 147.00 140
48 Bombav Burmah Tradinq Coron Ltd 13,954,380 86.00 120
49 Blow Plast Ltd 16000000 56.35 90
50 DGP Windsor India Ltd 13035,900 30.25 39

MARKET CAPITALISATION 137,553

~1\.,
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Procedure Number: IIDOO~

Title: Sample Market Capitalisation Report
EXHIBIT I (c)

Market Capitalisation ofcompanies who have signed agreement but yet to connect

(As per the closing price quoted on NSE - dated 9th July,1997)
Sr. No Company Name No. of Shares Price Market Capitalisation

(Rs.) (Rs. Cr.)
1 The Tata Iron & Steel Co. Ltd 368152,085 221.20 8144
2 Essar Steel Ltd. 334 212 890 21.40 715
3 India Securities Ltd. 26594,385 10.05 27
4 Indian Rayon and Industries Ltd. 44 973610 385.95 1736
5 Dena Bank 60000000 25.10 151
6 Steel Authority of India Limited 4130400545 25.05 .' 10347
7 ITC Bhadrachalam PaDerboards Ltd 68711 593 58.20 400
8 Oriental Bank of Commerce 192539700 70.40 1355

I 9 Ispat Industries Limited 159857552 13.20 211
10 Kesoram Industries Ltd. 33531 870 44.40 149
11 MoreDen Laboratories Limited" 7798,850 189.60 148
12 Cochin Refineries ltd" 68934,890 149.50 1031
13 Wiezmann Limited* 12861086 14.50 19
14 Oswal Aaro Mills Limited 96 734 776 16.35 158
15 Oswal Chemicals & Fertilizers Ltd 227409,159 16.45 374
16 National Aluminium Company Ltd* 1280619200 42.25 5411
17 SPIC Ltd 88047,700 28.25 249
18 OTIS Elevator Company Ltd* 5372640 363.35 195
19 Morariee Gokuldas Spg. & Wvg. Co. Ltd* 19620000 31.00 61
20 Piramal Healthcare Ltd* 10006 672 171.85 172
21 Nicholas Piramal Ltd* 17390554 275.25 479
22 Prai Industries Ud* 3,100,000 46.00 14
23 Eicher Ltd* 20236,874 . 71.90 146
24 EichE:r Motors Ltd* 19999,200 19.85 40
25 TImex Watches Ltd* 40,000,000 31.05 124
26 Usha (India) Ltd* 160,895,385 9.25 149

MARKETCAPITAUSATION 32,002



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

National ,)'ecurities Depository Limited
issuer Interface Department- Marketing

Identification Code:
Approvals:

Implementation Date:
Revision Date:

Imow
Managing Director and Head of Department

luIy 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

HODlManager

HODlManager/
Officer

Training ofIssuersIR&T Agents

To arrange and conduct training ofIssuersIR&T Agents in conjunction
with the Training Department.

NOTE: This is usually a three day training St. ,sion at NSDL's office.
The first day which comprises the conceptual and operation training is
conducted by this Department. The second day is the Systems training
which covers hardware, software and networking and the third day is
dedicated to hands on training.

1. Sends the list and notices of training to the Training Department.
(Exhibit I)

2. Finalises the group ofparticipants.

3. Confirms the presenters and their scheduIe.

4. Informs training department ofthe participants and presenters.
(Exhibit II)

5. Reviews training materials.

6. Conducts the first day ofthe three day training course which is the
Conceptual and Operations Training.

7. Receives feedback from the Marketing Dept. regarding the training
session.

Price Waterhouse LLP/Aug 97 Page 18



Procedure: IID 010
Title: List and Notices ofTrairing

EXHIBIT I

29 July, 1997

FAX TO Name &: Designation
Company I'rAIle
Fax no.:

FAX FROM Mr. TKoshy
Vice President

NSDL will conduct a 3 day training programme for Share Registrars. The details of the training
programme are given below:

T: •• Sch dulrauunlt e e:
Aupsl1997Traininlt
12h - Tuesdav, lo:ooam to 5:30 p.rn.
13ft' -Wednesdav,lO:OOam to 5:30 p.rn.

14th - Thursdav, 10.:00 am to 1:30pm

Sd\eduJe TopiCS covered
Day one Operations related - Oassroom module on depository,

dematerialisationlrematerialisation, reconciliation, corporate actions,
record maintenance, settlement, etc.

Day two Systems related - Classroom module on connectivity, backup measures,
fault logging, system security, back-office operations, etc.

Day three Hands on Traininl!.:

Venue Conference Room
Trade World, 5th Floor, Kamala Mills Compound,

Senapati Bapat Marg, Lower Parel,
Mumbai - 400 013.

NSDL will initially train four representatives free of cost. The company may send additional
representatives for later training programs at a cost of Rs. 3,000/- per head. Study material and lunch
will be provided by NSDC. The partidpants will have to make their own arrangements for travel and
accommodation.

Kindly nominate your representatives who will attend the program. Also mention clearly the month of
training preferred i.e. July or August. It is suggested that your representatives are personnel (from
both operations & systems dept.) who will directly be associated with depository related operations.
Kindly send in the confirmations for the training by 5th of August.

The detailed program schedule shall be provided to the attendees on reporting. The attendees will
report to Mr. Birnal Girl at 10:00 am. In case you have any further clarifications, you may contact Mr.
BimaI Giri at 022 - 4944714 or 022 - 4972%4 (Ext.4610) or email at ..nsdl@bom2.vsnl.net.in...

Thanking you,
Yours Sincerely,

TKoshy
Vice President



Date Session Activity/Topic Faculty For whom

24-Jul-97 10:00 a.m. Welcome and Familiarisation Ooerations

Tea break

I Intra. to depositories -- Functions in a depository system Mr. Amit Sinha

II Functions at Share Registrar -- Demat & Remat Mr. Sudhir Nair

III IPOs & Corporate actions backoffice operations Mr. Neil

Lunch break
IV Overview of Settlement Procedures Mr. Sudhir Nair

V Records, Reconciliation & Compliance Mr Kapil Kapoor

Tea break

VI Question & Answer Session Mr. V. R. Narasimhan

25-Jul-97 10:00 a.m. Welcome and Familiarisation Mr. Avinash Waah Systems

Tea break

I Connectivity Mr. Anil

" Installation Procedure Mr. Paraa

III Back up/Recovery Mr. Devendra

Lunch break

IV Operations Profile Mr. Sandeeo

v Securitv Administration Ms. Madhavi

VI Datablaster operations Ms. Rita

Tea break

VII Fault Logging and aeneral procedures Mr. Surendra

VIII Question & Answer Session Mr. A. Waah S. Shirahatti

12-Jul-97 10:00 a.m. Hands-on training OoerlSys
. ---_._--_.- -~~-

~
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Financial Institutions Reform and Expansion (FIRE) Prnject
Operating Procedures Manual

National Securities Depository Limited
Issuer Interface Department - Operations

Identification Code:
Approvals:

Implementation Date:
Revision Date:

OPSOOI
Executive Director and Head of Department

July 97

TITLE:

PURPOSE:

Monitoring ofDematerialisation ofexisting physical stock

To convert an investor's physical certificates into electronic balances
and receive credits into his account maintained with the participant in
the NSDL System

NOTE: The IssuerlR&T Agent is required to accept or reject a
dematerialisation request within 15 working days from the date of
receipt ofphysical certificates/the request.

BACKGROUND: An investor intending to dematerialise securities needs to have an
account with a Participant. The client has to fill in a Dematerialisation
Request Form (DRF), deface and surrender the certificates registered
in his name to the Participant along with the DRF. After intimating
NSDL electronically, the Participant punches two holes in the
certificates and sends the certificates and DRF to the concerned
IssuerlR&T Agent. NSDL in turn informs the IssuerlR&T Agent
electronically about the request for dematerialisation. Ifthe
IssuerlR&T Agent finds the electronic request and the certificates in
order, it registers NSDL as the holder ofthe securities and confirms to
NSDL electronically. On receiving such confirmation, NSDL credits
the relevant client account with the Participant.

PROCEDURE:

Officer 1. Checks the Orders Pending for Confirmation Report with a Share
Registrar generated by the Depository Module daily.

NOTE: This report shows the status of orders pending with the
number ofelapsed days for a particular transaction for each Registrar
and for each security. (Exhibit I)

2. Identifies transactions over 10 days old.

3. Expedites order confirmation by following up with the Issuer/R&T
Agent to ensure that there is no undue delay.

4. Documents findings from steps 1,2 and 3 on a spreadsheet in the
Remarks column. (Exhibit II)

Price Waterhouse LLPIAug 97 Page I



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

National Securities Depository Limited
Issuer Interface Department - Operations

5. Prints the spreadsheet daily and submits it to:
a. the HOD daily
b. the ED/MD weekly.

6. Writes a letter to the Issuer/R&T Agent ifthe order is pending for
over 15 days, asking for a written reason. (Exhibit ill)

7. Reads the Report on Orders Changed for the day and foHows up
rejected demat requests with the Issuer/R&T Agent. (Exhibit V)

8. Any peculiar problem encountered ill this process is entered with
full particulars in the register which is maintained for future reference.

9. Maintains file of reports and related documentation for future
reference.

Price Waterhouse LLPIAug 97 Page 2



\,-:,..;:s~.--

.~--~ ........

NSDL- NATIONAL SECURITIES DEPOSIT~Y LUUTED " •
•

ORDERS PENDING FOR CONFIRMATION WITH SHARE REGISTRAR AS OF 25.07.1997
SHARE REGISTRAR I IN.200·019 MCa
SECURITY I IN.E09'970'101·S GRASIM EGUITV SHARES

NSDS
REPORT-ID

Q).............
~

PROOUCTICi,4
RPROOIO

•
•
•

•

•

•

•

•

•

•
•

•

..

,.PAGE 3
DATE 2~.07.1997

TIME 19:37

115
.: 30

LOCKED IN REASON

DMAT CONFIRMATION DAVS
RMAT CONFIRMATION DA¥S

ELAPSED LOCKED IN
BKED DATE DAYS DATECONFIRMED QUANTITY

ORDR
TYPE TOTAL QUANTITY

ORDER
NUMBER

O~DER

I!3SUER

1::oc..
~
1::-
.8 E-... -~t:O

~~
......-4 =h10°o·u
rJ) ....

~c.S
OOD
•• I::.... .....
~'"O
S 5
;:3~

z ~
Q) Q)
~"'O

.. :s o~
"'0
Q)
<)

8
~

._~---------_.~ •



Procedure Number: OPS 001
Title: Spreadsheet Showing Status of Orders Pending for
Demat/Remat

EXHIBIT II

Statement of demat Pending for 10 or more days
AS ON 1997

SHR ISIN DP ORD- QUANTITY BKED DATE DAYS REMARKS
NO ELAPSED



\

Procedure Number: OPS 001 _ .
Title: Letter to R & T Agent Asking for Reasons for Delay In

Confirmation . "".
ExmBrrIII

Ref No: NSDL /SG/II1 /97

Name of Company
Address
Pin Code

Kind Attn. Mr./Ms _

Dear SirlMadam,

Sub : Demat Request Pending for Confirmation

____1997

From our records we gather that the following Demat Request(s) is/are pending for
confirmation for more than 15 days.

SECURITY DP ORDER NO QUANTITY ELAPSED DAYS

You are requested to inform NSDL about the reason for the delay.

Thanking you,

Yours faithfully,

S. Gopalan
Asst. Vice President
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Financial Institutions Reform and Expansion (FIRE) Project
Operating Procedures Manual

National Securities Depository Limited
Issuer Interface Department - Operations

Identification Code:
Approvals:

Implementation Date:
Revision Date:

OPS002
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

Monitoring Rematerialisation

To convert an investor's electronic holdings into physical certificates
and issue fresh certificates to the shareholder.

NOTE: Section 14(3) \. fthe Depositories Act requires that shares be
rematerialised within 30 working days (time from when the R&T
Agent receives the request to dispatching the share certificates).

BACKGROUND: The client has to submit the Rematerialisation Request Form (RRF) to
the Participant with whom he has an account. The Participant enters
the request in its system which debits the client's holdings to that
extent automatically. The Participant releases the request to NSDL
and sends the request form to the Issuer/R&T Agent. The IssuerlR&T
Agent then prints the certificates, dispatches the same to the client and
simultaneously electronically confirms the acceptance of the request to
NSDL.

PROCEDURE:

Officer 1. Checks the Orders Pending for Confirmation Report with the Share
Registrar generated by the Depository Module daily. (Exhibit I)

NOTE: This report shows the status of orders pending with the
number of elapsed days for a particular transaction for each Registrar
and for each security.

2. Identifies transactions over 25 days old depending on the number of
shares involved as processing must be completed within 30 days.

3. Expedites remat order confirmation by following up with the
Issuer/R&T Agent to ensure that there is no undue delay.

4. Documents findings from steps 1,2 and 3 on a spreadsheet in the
Remarks column. (Exhibit D)

5. Prints the spreadsheet daily and submits it to:
a. the HOD daily
b. the EDIMD weekly.

Price Waterhouse LLP~4ug 97 Page 3
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Issuer Interface Department - Operations

6. Reads the Report on Orders Changed for th~ Day and follows up
rejected remat requests with the IssuerlR&T Agent. (Exhibit ill)

7. Maintains file ofreports and related documentation for future
reference.

Price Waterhouse LLP/Aug 97 Page 4



ORDERS PENDING FOR CONFIRMATION WITH SHARE REGISTRAR AS OF 25.07.1997
SHARE REGISTRAR : IN.200'Ol' MCS
SECURITY : IN.EO"Q70'lOI'S GRASIM EGUITY SHARES

NSDL- NATIONAL SECURITIES DEPOSITORY LLMITED

PRODUCTION
RPROOI0

DMAT CONFIRMATION DAYS
RMAT CONFIRMATION DAYS

~~_. '"'1

::t.O
(b n.. (b

Og-
'"'1 '"'1
p,.(b

~ Z
~S::s a'"
p..0_. '"'1

::s ..
(JQ 0
O'~
'"'1 C/'l

n C
mOO
~t:lN
~

-8
td~-......~ o'_::s
~
0
"0.
0
:4

•
•

•

•
•

•

•
•

•
•

•

. .

I)

. I

3
25.07.1997

19:37

PAGE
DATE
TIME

15
30

LOCKED Ih REASON
ELAPSED LOCKED IN
DAYS DATEBKED DATECONFIRMED QUANTITY

ORDR
TYPE TOTAL GUANTITY

CI

ORllER
NUMBER

ORDER
ISSUER

NSOS
REPORT-ID

•
•
•
•
•
.1

-,~



Procedure Number: OPS 002
Title: Spreadsheet Showing Status ofOrders Pending for

- DematlRemat
EXHIBIT II

Statement of Remat Pending for 2S or more days
AS ON 1997

SHR ISIN DP ORO· QUANTITY BKED DATE DAYS REMARKS
NO ELAPSED
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Financial Institutions Reform and Expansion (FIRE) Project
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National Securities Depository Limited
Issuer Interface Department - Operations

Identification Code:
Approvals:

Implementation Date:
Revision Date:

OPS003
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

Beneficial Owners Reporting to IssuersIR&T Agents

To provide details ofbeneficial owners, currently on a fortnightly basis
to the Issuer/R&T Agent.

To also prodde the list ofbeneficial owners with complete details to
the Issuer/R&T Agent as of record date. Adhoc downloads can be
solicited by the Issuer/R&T Agent from his end. Ifnotification is after
record date, NSDL must trigger historical report. Refer to related
procedure OPS009.

NOTE: For an adhoc beneficial ownership position request NSDL
requires the Issuer/R&T Agent to solicit the same
a. for book closure, one day prior to the book closure date and
b. for record date, the same day as the record date.

BACKGROUND: NSDL reconciles positions with all Participants daily. In order for
reconciliation to be complete, all Participants must be connected at the
EOD processing on the Book Closure/Record Date. Ifthey are not
connected on the Book Closure/Record Date, the reconciliation is
completed immediately after connectivity is established. Once the
reconciliation is complete, beneficial owner information is sent to
Issuer/R&T Agents. In case of reconciliation failure, manual updating
is required. This same is done after ascertaining the reason for the
reconciliation failure. Necessary authorisation from HODs is obtained.

PROCEDURE:

Officer 1. Triggers a beneficial owners download (currently once every
fortnight on alternate Wednesdays) at the EOD by setting the
"benpos" for each ISIN manually giving a record date using screen
CBNI in the Depository Module. (Exhibit I)

NOTE: The beneficial owners download shows the ISIN, Client ID,
Beneficial Owner Name, Beneficial Owner Holdings, Beneficial Owner
Address, Lock in details, Amount paid up on security and Effective
date ofholdings. (Exhibit II offile format)

Price Waterhouse LLP/Aug 97 Page 5
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Financial Institutions Reform and Expansion (FIRE) Project
Operating Procedures Manual

National ,)'ecurities Depository Limited
Issuer Interface Department - Operations

2. Checks the Internal and External Reconciliation Mismatches Report .
daily. (Exhibit III)

3. Liaises with the DP Interface Dept. ifany mismatches occur on the
report to ensure that the differences are resolved and the reconciliation·
is a complete success.

NOTE: The differences are mainly due to non-connectivity, and are
generally resolved the next day.

4. Checks the Reconciliation Details screen CRNI to check the status
ofthe reconciliation and benpos. (Exhibit IV)

5. Liaises with DP Interface Dept. to ensure that all positions in the
pool or transit accounts are nullified and transferred to the respective
client accounts prior to the download solicited by the IssuerlR&T
Agent.

NOTE: This is done by phoning the respective Participant.

6. Checks Custody Position Statement per Security. (Exhibit V)

7. Liaises with DP and DP Interface Department to post the quantity
in the pool accounts to the respective client accounts.

8. Documents the findings.

9. Reports to Management

10. Maintains file of reports and related documentation for future
reference.
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Procedure Number: OPS 003
Title: Screen to set "Benpos" for each ISIN

EXHIBIT I

CBN11E
INQUIRE

CBN1 BENEFICAIRY POSITION DETAILS
MAINTAIN PERIODIC INSTRUCTIONS

29.07.1997 11:56
P 05C1 X002.

----------------------~------------------------------------------------------
REFERENCE NO

ISIN ....

----+

+

PERIODICITY.

SCHEDULE ..

INSTr<.UCTION START DATE .

EVENT DESCRIPTION

'- +

+

COMMAND ===>-;:;;:;;:;;:;;:::-_-=--====---=:-:-::---::::--= _
Fl=BELP F2-FSHOW F3=EXIT F12=CANCEL F13=ADD F14=MOD FI7=DBL

29.07.1997 11:58
P OSCI X002

BENEFICIARY PoSITION DETAILS
MAINTAIN ADHOC INSTRUCTION

-----------------------------------------------------------------------------
REQUEST NO +

ISIN . +

RECORD DATE.

DEADLINE DATE.

REPORT INDICATOR (F ~-? FULL, I --> INCREMENTAL)

REQUEST STATUS.

~VENT DESCRIPTION.

COMMAND ===> ------::=-=-=--=-===---==--:-==-~:::;::;;-;::;:;;----

Fl=HELP F2=FSHOW F3=BXIT F12=CANCEL FI3=ADD F14=MOD F17=DEL



BESTAVAILABLE COpy

.Procedure Nwnber: OPS 003
Title: Beneficial Owner's Report (File Format)

EXHIBIT Il(a)

File Format lor SHRE002.dat

Error log file for SHRE002.dat will be SHRE002.err

Data Format: ASCII

Export From: DP·SHR System

Export To:Share Registrar Back-oHice

Date is in YYYYMMDD format and time is in HHM,MSS format, unless otherwise mentioned

Dale and t"ne held will be spaces, illlot applicable

Status M - Mandatory, 0 - Optional

1.

Sr:--lo Fieij Desc Field Type Size Status Domain
.- .. ~. ..

Remarks

Header Record

1 Record TY;JE Char 2 M 01 01 indicates header record

31SIN Char 12 M ~
4 Record Date Date B M ..2.1-
5 Statement Preparation Date Dale B M system date 3a

6 Statement Preoaration Time Time 6 M system time "b

7 Total NSDL Position Decimal 15 M 12+3 (Without Decimal Point) ~-

8 Totaltransil positions Decimal 15 M 12+3 (Without Decimal Point) '"9 Total Suspense Positions Decimal 15 M 12+3 (Without Decimal Point) -s.L
10 Total Free PosItion Decimal 15 M 12+3 (Without Decimal Point) 'I'
11 Total Lock,n Position Decimal 15 M 12+3 (Without Decimal Point) 11

12 Total 81ockeo ti'rozen} Positions Decimal 15 M 12+3 (Without Decimal Point) 1.:2.

13 70:31 f'Jum:Je; of Detail Records Interger 7 M 1.3
1<: Filler Char 19 0 17

total 152

1.

-::1

c,J

k7..

~·I
(;.1.-

1l...

,-.2
"1,~

I

1.1'k '
3+ I

3

.L'~

13
ol4!J
b-

~1.

Detl1iJ Record

1i ,e;;cro Trpe Char 2 M 02 02 indicates detail record

2 ~!;1e N~:n~er lnterger 7 M Start with 1

3 Di' Id Char 8 M

.::; BenefiCiary Account Number Interger 8 M

S genefJclarv TVI)e Interger 2 M Values described below .z
6 5eneficlarv sub type Integer 2 0 Values described below .:I.
7. Beneficiary Account Cat~ory Integer 2 0 3
8 Benefic,ary Occupation Integer 2 0 :;,
9 Firsl Holder's Name Char 135 M

10 First Holder's Father/Husband name Char 45 0 ~

11 BeneHc,ary Address Part 1 Char 36 0
12 geneHclary Address Part 2 Char 36 0 .z
13 Beneficlarv Address Part 3 Char 36 0 :\

14 Beneflclarv AdCJress Part 4 Char 36 0 :;

15 Beneficiary Address Pincode Char 7 0 3

16 8eneficlary Phone Number Char 24 0 ::I

17 Beneficiary Fax Number Char 24 0 Ilt
18 Second Holder's Name Char 4S 0 ",

19 Second Hofder's Father/Husband name Char 45 0 :5

20 Third Holder's Name Char 45 0 !>

21 Third Holder's Fatl1er/Husband name Char 45 0 ,
22 AulflOrtsed Sl9nalvfles Char 70 0 f.

23 F,rst holder's Income Tox PAN Char 30 0 "2.; Second hOlder's Income Tax PAN Char 30 0 '1

25 Tillie I'olrler·s Income Tax PAN Char 30 0 '1

26 NOmlfl€'c·Guard"m IndIcator Cilar 1 M G-Guardian,N-Nomin99
.'-

27 NClllllnCt- Gu;trdlCin Name Cilar 45 0
78 t~ll~'\I'h"t" (."J"Hf'lI • nr1ress Part , rl'.'r ".l6 n ~
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Procedure Number: OPS 003
Title: Beneficial Owner's Report (File Fonnat)

EXHIBIT II(b)
29 NomineefGuardian Address Part 2 Char 36 0 S:l

30 Nominee/Guardian Address Part 3 Char 36 0 'l0

31 NomineefGuardian Address Part 4 Char 36 0 "It,
32 NomineefGuardian Address Pincode Char 7 0 q.t,

33 Date of Birth in case of minor Date 8 0 "t
34 BeneficIary Bank Account Number Char 15 0 "":1
35 Bank Name and Branch Char 135 0 llo
36 Ban~ Address Part 1 Char 36 0 11
37 Bank Address Part 2 Char 36 0 11
38 Bank Address Part 3 Char 36 0
39 Bank Address Pan 4 Char 36 0 1J.
40 Bank Address Pincode CMt 7 0 U
41 RBI Ref Number (In case of NRI) Char 50 0 1.3

42 RBI Approval Dale (In case 01 NRI) Date 8 0 13
43 SEBI Registration Number Char 24 0 1
44 Beneficiary Tax Deduction Status Char 20 0 1.3
45 Beneficiary Status Inleger 2 M 13
46 Beneficiary Position Decimal 15 M 12+3 (Without Decimal Point) 3
47 BlockfLock Flag Char 1 M B-Block. L-Lock. F-Free ~~
48 Lockin Reason Code Integer 2 0 00 in case of free position e!3
49 Lockin Release Date Date 8 0 ~,

50 Filler Char 28 0 itJ,t

I

I
I
I
I

. total 1416

~

1 Numeric values are represented with preceeding zeroes
e.g. 2300.50 will be represented as OOOOOOOO?3005oo in decimal format

(wilhoul decimal point) having format' 2+3

2 In case of nUmeflC values. zeroes are equivalent 10 null values! not available

3 Valid values of Lockin reasons are as follows'

/) None

1 Employee Quota

2 Director/Relative Quota

:3 Preferential Quota

4 Promoters Quota

5 Underwriters Quota

4 Valid values of Occupation are as follows

o None/Not available

1 ServiCE-

2 Student

'3 Housewife

4 landlord

5 Business

6 ProfeSSional

7 Agriculture

99 Olhers

5 Values 01 Client Type & Sub Types are as Type

o
1

2

SubType

o
1

2,
2

Description

NoneINot available

lndivi<lual-Qrdinary

Individual-Director and Relatives

FI-Govt Sponsered A
Fl-SFC
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PRODUCTION
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NO MISMATCHES FOUNO
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NSDL- NATIONAL SECURITIES DEPOSITORY LIMITED

NSDS PRODUCTION
REPORT-ID : RPCROIIL
EXTERNAL RECONCILIATION MISMATCHES REPORT

STATEMENT DATE

OP 10

ISIN

MARKET-TYPE-POSITIONS

".
eM-TYPE ACCOUNT-TYPE NSDL-ACCT-POSITION

NO MISMATCHES FOUND

~

':~

PACE; 1
DATE • 30.07.1997
TIME I 19'~9

DPM-AceT-POSITION
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Procedure Nwnber: OPS 003
Title: Reconciliation Details

EXHIBIT IY

tN11E CRN1
rQulRE

BENEFICIARY ACCOUNT DETAILS
RECONCILIATION DETAILS-I

08.08.1997 14:36
P 05CO X002

:LECT ONE OF THE FOLLOWING
:XTERNAL RECONCILIATION
. UPDATE RECO STATUS
. VIEW RECO FAILURES

•. VIEW DEFAULTERS
'. VIEW ALL CASES

BENPOS UPLOAD :
2. UPDATE RECO STATUS
6. VIEW RECO FAILURES
7. VIEW DEFAULTERS
8. VIEW ALL CASES

MORE : +

:L RECON DATE
07.08.1997
05.08.1997
04.08.1997
02.08.1997
01.08.1997
31.07.1997
30.07.1997
29.07.1997

RECONCILIATION STATUS
INCMPLT RECON FAIL
INCMPLT RECON FAIL
INCMPLT RECON FAIL
INCMPLT RECON FAIL
INCMPLT RECON FAIL
CMPLT RECON SUCCESS
CMPLT RECON SUCCESS
INCMPLT RECON FAIL

BENPOS STATUS
INCMPLT RECON FAIL
INCMPLT RECON FAIL
INCMPLT RECON FAIL
INCMPLT RECON FAIL
INCMPLT RECON FAIL
CMPLT RECON SUCCESS
CMPLT RECON SUCCESS
INCMPLT RECON FAIL

'MJlIIA.ND ===> _
=HELP F2=PFSHOW F3=EXIT F7=BKWD F8=FWD F12=CANCEL



CUSTODY POSITION STATEMENT PER SECURITY

REPORT-ID RPKCOl4 DATE
TIME

25.07.1997
19:37

-
•

TOTAL SUSPENSE VOSTRO POSITION FOR SECURITY

TOTAL CONFIRMED VOSTRO POSITION FOR SECURITY

IN.300'239 GEOJIT SECURITIES LTD.

IN.300·04b lIT CORP SERVICES LTD

•
""'3~_. ""1
=,0·
o (';).. 0
(j Q.. •

t: e;
~ (1)

8.~
'-<': S
~O'"
~ (l)_. "'1
t""t- ••_.
0 0
::s ~
OOCZl
t""t-aO
o 0
!3 VJ
(1)
::s
t""t-

~
""1

00
(l)
('")
c:
""1

q'

tT:1

~
1--1

""'3

<

LOCKED-IN POSITIONS

..
UNLOCKED POSITIONS

19,07.1997

2b.Ob.1997

19.07.1997

07.0b.1997

03.05.1997

0:1.07.1997

LAST BKDT

TOTAL POSITION FOR PARTICIPANT

TOTAL POSITION FOR PARTICIPANT

TOTAL POSITION FOR PARTICIPANT

TOTAL POSITION FOR PARTICIPANT

TOTAL POSITION FOR PARTICIPANT

TOTAL POSITION FOR PARTICIPANT

11 DP CLIENT ACCOUNT

10 DP HOUSE ACCOUNT

11 OP CLIENT ACCOUNT

11 DP CLIENT ACCOUNT

11 DP CLIENT ACCOUNT

ACCOUNT TYPE

~lNOAL PHOTO EGUITY SHARES

5p SHARE REG. CTRL ACCOUNT

IN.E14'440'101'O

I~,300'20b ABHIPRA CAPITAL LIMITED

IN.300'118 ALANKI~ ASSIGNME~TS LTD

IN.300'011 STOCK HLDG CORP OF 1 LT

POSITIONS AS OF 25,07.]997

SECURITY

PARTICIPANT

-------~--------------------------IN.200'019 MCS

TOTAL VOSTRO POSITION FOR SECURITY
I)

TOTAL CONFIRMED NOSTRO POSITION FOR SECURITY

TOTAL SUSPEN5E N05TRO POSITION FOR SECURITY

TOTAL NOSTRO POSITION FOR SECURITY

\"'\t,:;



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

National Securities Depository Limited
Issuer Interface Department - Operations

Identification Code:
Approvals:

Implementation Date:
Revision Date:

OPS004
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

Position reconciliation with Issuer/R&T Agent

To reconcile the daily positions with Issuer/R&T Agent and resolve
differences in beneficial owner control totals.

1. Phones each Issuer/R&T Agent periodically to check ifthe NSDL
Control totals match with the Issuer/R&T Agent's NSDL Account.

2. Ensures that differences in beneficial owner control totals identified
through the phone calls are resolved the next day as these are mainly
technical mismatches due to snags in communication.

3. Follows up with IssuerlR&T Agent ifmismatches are not resolved
the next day and reports to Management.

4. Maintains file ofreports and related documentation for future
reference.

Price Waterhouse LLP/Aug 97 Page 7
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Financial Institutions Reform and Expansion (FIRE) Project
Operating Procedures Manual

National Securities Depository Limited
Issuer Interface Department - Operations

Identification Code:
Approvals:

Implementation Date:
Revision Date:

OPS005
Executive Director and Head of Department

July 97

TITLE: Processing Corporate Actions - Cash Distributions and Non-Cash
Allotments

PURPOSE: To enable payment of cash distributions and non-cash allotments to
beneficial owners of securities held in the Depository.

BACKGROUND: Corporate actions are benefits given by a company to its share-holders.
The benefits arising to the investors out ofthe corporate actions may
be either cash (dividend, interest etc.) or non-cash (rights, bonus,
conversions etc.). NSDL facilitates implementing corporate actions
for electronic securities. The Issuer announces a record date or book
closure period for the corporate actions.

In case of cash corporate benefits, NSDL gives the beneficiary
ownership details to the Issuer/R&T Agent to enable the Issuer/R&T
Agent to calculate the benefits arising out of the beneficial owner's
holdings. The Registrar updates all the accounts as ofthe record date/
book closure date and then calculates the entitlements due to each
account. The Issuer/R&T Agent will carry out the necessary
processing and the distnbution ofthese benefits will be outside the
system

In case ofnon-cash corporate benefits, NSDL will give the beneficiary
ownership details to the Issuer/R&T Agent after reconciliation. The
Issuer/R&T Agent will carry out the necessary processing and upload
the beneficiary ownership to NSDL. Validations are performed by
NSDL and invalid records are rejected. Rejections can be corrected
and uploaded within 7 business dayr, ofthe execution date. NSDL
does a "Veruy/Release" before the execution date. At the BOD ofthe
execution day, credits flow into beneficiary accounts.

PROCEDURE:

Officer 1. Identifies distributions and allotments of securities which have
joined the Depository through:

a. Notification received directly from Issuer/R&T Agent. (Exhibit I)

Price Waterhouse LLP/Aug 97 Page 8



Financial Institutions Reform and Expansion (FIRE) Project·
Operating Procedures A1anual

National Securities Depository Limited
issuer Interface Department - Operations

NOTE: Under NSDL rules, the IssuerlR&T Agent is required to send
this notification one business day after notifYing the Exchange. (i.e. at
least 41 days in advance ofthe book closure/record date)

b. Monitors newspapers for a published announcement (Exhibit II).

2. Contacts IssuerlR&T Agent to confirm related book dates
published in the newspaper.

a. Book Closure Date
b. Record Date

3. Notifies Participant Interface Department of announcement.
(Exhibit III)

NOTE: Participant Interface Department obtains the ''no delivery
period" from the Exchange. A circular containing all pertinent
information is then distnbuted to all Business Partners by Participant
Interface Department. (Exhibit IV)

4. Requests a download ofbeneficiary information on behalf ofthe
Issuer/R&T Agent ifnecessary. Refe,r to related procedure OPS003.

NOTE: IssuersIR&T Agents should be able to perform this step via
their DPM/SHR terminal. However if there is a connectivity or timing
problem, NSDL may trigger the download.

5. Monitors automated reconciliation ofpositions downloaded to
Issuer/R&T Agent. Refer to related procedure OPS004.

6. Maintains file of all pertinent documents by book closure/record
date for future reference.

Price Waterhouse LLP/Aug 97 Page 9
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Procedure Number: OPS 005
Title: Published Announcement of Corporate AClIon

EXHIBIT II

The Economic Times

8£ST AVAILABLE COpy



Procedure Number: OPS 005
Title: Memo to PlD Informing them ofBook Closure/Record Date

EXHIBIT III

Interoffice Memo

Date: 1997

To: Mr. Jayesh Sole

From: .S Gopalan

This is to inform you that the Book Closure Dates for the following Companies have been
announced:

Sr. Name of the Book Oosure Dates Purpose or Book
No. Company Closure

1

2

This is for your information and necessary action.

AVP(SG)



EXillBITIV

Procedure Number: OPS 005 .
Title: Circular of Corporate Action Distributed to BUSIness

Partners

NATIONAL SECURITIES DEPOSITORY LIMITED

Participant Interface

Circular

Circular No. NSDLIPVIZO
Date: July 25, 1997

All Participants are hereby infonned that The Indian Hotels Company Limited has infonned the
Depository about the book closure for the payment of dividend.

The details of the corporate action are as foHows :

Name of the issuer
Type of security
ISIN
Purpose
Book Closure Period

~'l~~~rjCJ9.J

~.=rmlMm~~ili~.·":~"""'.:-.::._ ore s . mp~DIUteQ
: Equity
: INE163401016
: Payment of dividend
: July 29, 1997 to August 05, 1997 (both days inclusive)
: From settlement nos. ~~997039~uIy7.l6~:.l9,~Y!t
~:]"t~ perNSCCL for BE segment)

All Participants are advised to ensure that :

1. All changes such as tax status, bank details, change of address, etc. in the beneficial owners
accounts are updated weH in advance ofthe book closure.

2. All balances in the CM accounts of Indian Hotels Equity are moved out well in advance ofthe
book closure and no balances should remain in the CM accounts for this security on July 28,
1997,

3. No transfers to the eM accounts for settlement nos. from 1997033 to 1997040 should be done
till the EOD of July 28, 1997.

4. In view of no-delivery for settlement nos. from 1997033 to 1997039, kindly note to specifj.· the
settlement number as 1997040 in the DPM system while transferring balances from beneficial
owners accounts to eM accounts.

All Participants are instructed to ensure that they remain connected till the EOD of July 28, 1997
is complete.

For and on behalfof
National Securities Depository Limited

,,~
Jayesh'Sule
Asst Vice President



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

National Securities Depository Limited
Issuer Interface Department - Operations

Identification Code:
Approvals:

Implementation Date:
Revision Date:

OPS006
Executive Director and Head ofDepartment

July 97

TITLE: Processing Corporate Actions - Public Offerings

PURPOSE: To facilitate the distribution ofPublic Offerings (POs)through the
Depository.

BACKGROUND: While filling the PO application form, the individual investor can opt to
receive the securities in electronic form. To exercise this option, the
investor needs to have an account with a depository participant. The
related depository participant ID and Client account number is entered
on the application form.

The IssuerlR&T Agent notifies NSDL ofPO allotment to be credited
to beneficiary accounts by way ofa file upload to NSDL. This upload
includes all necessary information about participant accounts,
individual investor details, execution date, quantity allotted, lock in
details. Validations are performed by NSDL and invalid records are
rejected. Rejections can be corrected and uploaded within 7 business
days ofthe execution date.

The NSDL System then automatically allocates the distribution and
credits the DP entitlement accounts on the execution date.

PROCEDURE:

Officer 1. Receives notification from IssuerlR&T Agent ofPO to be
processed through the Depository based on investor application.

2. Ensures transmission ofbeneficial owner data from the Depository
are completed correctly and on a timely basis to the IssuerlR&T
Agent.

3. Assists IssuerlR&T Agent in resolving any differences determined
through reconciliation ofbeneficial owners in relation to PO
applications.

4. Maintains file ofpertinent documents for futme reference.

Price Waterhouse LLPI.4ug 97 Page 10



Financia/Institutions Reform and Expansion (FIRE) Project
Operating Procedures Manual

National Securities Depository Limited
Issuer Interface Department - Operations

I

Identification Code:
Approvals:

Implementation Date:
Revision Date:

OPS007
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

Receiving Issuer notification ofdematerialisation ofshares

To monitor the IssuerlR&T Agent's sending ofthe Certificate
regarding dematerialisation ofsecurities to the Stock Exchanges and
NSDL.

1. Receives information from the IssuerlR&T Agent of shares
dematerialised during a given month by the 7th calendar day ofthe
next month. (Exhibit I)

2. Follows up with IssuerlR&T Agents who do not send the report in
time.

3. Escalates to Management where determination is made that R&T
Agent is not complying with NSDL rules.

4. Maintains file ofreports and related documentation for future
reference.

Price Waterhouse LLPlAug 97 Page 11



Procedure Number: OPS 007
Title: Report from IssuerlR&T Agent of Shares Dematerialised

EXHIBIT I

To,

Stock Exchange/ NSDL

Dear Sirl Madam,

Sub: Regulation 54(5) of SEDI (Depositories and Participants) Regulations 1996

As stipulated in the above Regulation, we are furnishing below details of securities of
(Name ofCompany) dematerialised .

Period for which Certificate issued From To

Distinctive No.(s) of Certificate No.(s) of No. of Securities
Securities Dematerialised Securities Dematerialised Dematerialised

We certifY that as on (date) (Total No.)
Securities has/have been Dematerialised and is/are standing in the name ofNSDL.

(For Certificate issued to NSDL)
We further certifY that necessary certificates to the concerned Stock Exchanges giving
above information haslhave been sent.

Signature of Official
Issuing Certificate

Place & Date of Issue of Certificate Name & Designation of
Official Issuing Certificate

I
i'J ;1' l
.IAi~



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

National Securities Depository Limited
Issuer Interface Department - Operations

Identification Code:
Approvals:

Implementation Date:
Revision Date:

OPS008
Executive Dire~tor and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

Monitoring Registrar connectivity to Depository

To check whether IssuersIR&T Agents are connected to the NSDL
system at least once a day.

NOTE: When the Issuer/R&T A[~nt logs into the NSDL system, the
reports pending in the queue from the previous EOD and from the
current BOD are downloaded to their system

1. Logs into the Depository Module (DM) once a day and checks
active and inactive IssuersIR&T Agents connections, and their last log
on date and time. (Exhibit I)

2. Phones the IssuersIR&T Agents who have not connected to the
system to check the reason.

3. Follows up with the Help Desk to resolve the problem as soon as
possible.

4. Ensures that the Issuer/R&T Agent connects as soon as the
problem is resolved.

Price Waterhouse LLP/Aug 97 Page 12



Procedure Number: OPS 008
Title: Registrar Connectivity to Depository

EXHIBIT I

021E IC02
QUIRE

NETWORK SUPPORT FUNCTIONS
LIST OF ACTIVE CONNECTIONS

29.07.1997 11:59
P 05Cl X002

---------------------------------------------------------------------------
rAL ACTIVE CONNECTIONS: 0002

LECT TO SEE MORE DETAILS OF THE CONNECTIO~l

LUD NETWORK NETWORK
ID NAME ADDRESS
L002 VSAT 195.1.1.243

L BP ID AND STATUS!
SHORT NAME
IN.300'003 A
TEST DP-l
IN.I00'OOl A
TEST CC

L004 VSAT 195.1.1.4

LOG-ON CONNECTION
TIME STATE
10: 07 CONNECTED

10 : 10 CONNECTED

031E IC03
QUIRE

NETWORK SUPPORT FUNCTIONS
LIST OF INACTIVE CONNECTIONS

29.07.1997 11:59
P 05Cl X002

---------------------------------------------------------------------------
TAL INACTIVE CONNECTIONS . : 0060

LECT TO SEE LIST OF ADDRESSES FOR LUD

MORS : +

L BP ID AND STATUS!
SHORT NAME
IN.300'011 A
TEST DP-2
IN.200'002 A
TEST SR
IN.300'020 A
COIMBATORE STl( BRK.
IN.300'038 A
BLIC FINANCIAL SERV LTD
IN.300'054 A
ABHIPRA CAPITAL
IN.200'019 T
nmo GULF

LUD NETWORK
ID NAME
L003 VSAT

L005 VSAT

L006 VSAT

L007 VSAT

L008 VSAT

L009 VSAT

NETWORK
ADDRESS
195.1.39.2

195 .1.1.148

1.1.1.1

195.1.36.2

1.1.1.1

195.1.41.2

LAST LOG-ON
DATE AND TIME
27.02.1997 16:05

26.07.1997 11:24

12.02.1997 17:54

14.02.1997 15:55

04.03.1997 ~6:02

MMAND ===~ ~

=HELP F2=FSHOW F3=EXIT F7=BKND F8=FWD F12=CANCEL



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

National Securities Depository Limited
Issuer Interface Department - Operations

Identification Code:
Approvals:

Implementation Date:
Revision Date:

OPS009
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

Providing historical beneficial owner information to the Issuer/R&T
Agent

To make a backdated request for a beneficial owners report. This
cannot be triggered by an Issuer/R&T Agent from their end because it
is past the cut-offdate.

1. Receives a request from an IssuerlR&T Agent for a backdated
beneficial owners report.

2. Triggers the beneficial ownership download by entering the
backdated "benpos" date in DM. (Exhibit I)

NOTE: This is done by entering the record date and deadline date.
The deadline date should be 4-5 days after the current date.

NOTE: At the EOD, the report is downloaded to the Issuer/R&T
Agent.

3. Checks that the records request is logged in the System the next
day by checking Screen CBN4. (Exhibit D)

NOTE: The screen shows the request number, status, date and
whether NSDL or the R&T Agent requested the download.

Price Waterhouse LLP/Aug 97 Page /3



Procedure Number: OPS 009
T-itle: Screen to set "Benpos" for each ISIN

EXHIBIT I

BN11B CBN1
MQUID

BBNBFICAIRY POSITION DETAILS
MAINTAIN PERIODIC INSTRUCTIONS

29.07.1997 11:56
P OSCI X002,

~;;;;;;;-;;-----------------------~-----------------------------------------

SIN • • . • . --------+
BRIODICITY. .

:HEDULE ••

!lSTRUCTION START DATE •

ITENT DESCRIPTION

+

+

)MMAND ===:>
L=HBLP F2--;;F;;SH;;O~W=---:F;:;:3::-=-:EX=I=T:---=F=-1-=-2-=CAN==-:=CE===L:----:F--1-:3-=-AD-D--F-1-4-=-MQ-D--F-1-7-=D-g-L---

29.07.1997 11:58
P OSCI X002

BENEFICIARY POSITION DBTAILS
MAINTAIN ADHOC INSTRUCTION

----------------------------------------------------------------------------
~QUEST NO +

;IN . +

~CORD DATE ••

UillLINE DATE. •

~PORT INDICATOR (F --:> FULL, I --> INCREMENTAL)
.:J

~QUEST STATUS .

lENT DESCRIPTION.

)MMAND ===:> -:-:=::----:=-:=-===---
~=HBLP F2=FSHOW F3=BXIT F12=CANCEL FI3=ADD. FI4=MOD F17=DflL



Procedure Number: OPS 009
Title: Audit Trail Showing Backdated Requests for Beneficial
Owner's Report

EXHIBIT II

m41E CBN4
(QUIRE

:CORD DATE RANGE. .
:QUEST NO .. ..
:LEASE STATUS ...

BENEFICIARY POSITION DETAILS
REQUEST DETAILS

. 01.07.1997 TO 08.08.1997
+

.J (3. NOT SENTi 4. SENT )

08.08.1997 14:36
P OSCO X002

MORE: +

REQUEST-NO
ISIN
1996045
IN.El1'870'101'S
1996046
rN.E45'667'812'2
1996047
IN.E11'870'101'5
1996048
IN.E33'781'101'7

RELEASE STAT
REQST. STAT
TO BE SENT TO SR
RECEIVED FROM SR
TO BE SENT TO SR
RECEIVED FROM SR
TO BE SENT TO SR
RECEIVED FROM SR
TO BE SENT TO SR
RECEIVED FROM SR

REQUESTED-BY
BP-DESCRIPTION
IN.200'002
TEST SR
IN.400' 045
TRAINNING SR2
IN.200'002
TEST SR
IN.000'018
NSDL

RECORD DATE

10.07.1997

30.07.1997

30.07.1997

30.07.1997

IMMAND ===> =--==-- _
.=HELP F2=PFSHOW F3=EXIT F7=BKWD F8=FWD F12=CANCEL



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

National Securities Depository Limited
Issuer Interface Department - Operations

i
Identification Code:
Approvals:

Implementation Date:
Revision Date:

OPSOIO
Executive IY.rector and Head of Department

July 97

TITLE:

PURPOSE:

PROCEDURE:

Processing Help Desk Calls

To resolve problems experienced by all business partners relating to
the Systems aspect or Operational aspect.

NOTE: A centralised Help D ':;k runs in two shifts from 8.30 a.m to
9.30 p.m Officers from each department are assigned to the Help
Desk in rotation.

Help Desk Officer 1. Receives telephone call from Business Partner giving details ofthe
problem

2. Notes down the details in the help desk log.

3. Tries to resolve the problem on-line.

4. Refers the problem to the respective department ifit cannot be
resolved by him.

NOTE: Ifnecessary, the Systems Dept. can remotely log into the
IssuerlR&T Agent's system (after obtaining the necessary approvals)
and try to resolve the problem

5. Maintains a register showing the date, token number, time,
DP/SHR (software), name of company and name ofperson calling,
description, problem/inquiry. status and solution, NSDL Officer
attending the call. (Exhibit I)

Manager 6. Uses the help desk log to create management reports which are
discussed at the weekly meeting with the MD.

NOTE: In the near future, the above Help Desk will be used for
Systems Problems only. Another help desk will be set up within the
Department for Operational problems encountered by IssuerlR&T
Agents. IssuersIR&T Agents will be informed ofthe number to call
for Operational problems. This will ensure better service. A register
will be maintained. Based on queries received, a trouble shooting
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National Securities Depository Limited
Issuer Interface Department. Operations

manual will been prepared which will list solutions to the most
commonly reported queries and problems.

Price Waterhouse LLPIAug 97 Page 15
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Financial Institutions Reform and Expansion (FIRE) Project
Operating Procedures 1vfanual

National Securities Depository Limited
Issuer Interface Department - Operations

Identification Code:
Approvals:

Implementation Date:
Revision Date:

OPSOII
Executive Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

Manager

Officer

Grievance Processing

To process grievances from parties other than business partners.

NOTE: So far none have been received, but as trading volumes grow,
the need for grit"ance processing is envisaged.

1. Receives notice ofgrievance.

2. Informs the party that the grievance has been received and the time
period within which a reply will be sent.

3. Checks ifNSDL is responsible for the problem

4. Verifies the facts documented by the party.

5. Forwards information to Manager.

6. Arrives at a decision on how to resolve the grievance.

a. Instructs Officer on actions to be taken.
b. Notifies Legal Department where appropriate.
c. Notifies Senior Management.
d. Letter to the individual.

7. Maintains fib of reports and related documentation for future
reference.
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Issuer Interface Department - Operations----------------------------- ----

Identification Code:
Approvals:

Implementation Date:
Revision Date:

OPS012
Executive Director and Head of Department

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

Issuing Circulars

To issue circulars to Issuers/R&T Agents periodically for their
information and action. For example, circulars are sent informing
IssuersIR&T Agents offeatures available in a new version of software,
or informing them of amendments to the Bye Laws or Business P'tles.

I. Receives instructions to issue circular from HOD or Participant
Interface Department.

2. Drafts circular as per the standard format. (Exhibit I)

3. Obtains approval of the contents ofthe circular from the HODfED.

4. Approaches HOD's secretary for next circular number.

HOD's secretary 5. Refers to the register ofcirculars sent to IssuersIR&T Agents for
the next circular number.

6. Assigns a circular reference number.

7. Logs the details ofthe circular in the register.

Officer

HOD

Officer

8. Obtains a circular number from the HOD's secretary.

9. Types in the circular reference number on the circular and prepares
the final copy ofthe circular.

10. Forwards circular to HOD for signature.

11. Signs the circular and returns it to the Officer.

12. Sends circular to the dispatch room where it is sent to all
IssuersIR&T Agents by courier.

13. Maintains file of circulars for future reference.

Price Waterhouse LLP/Aug 97 Page 17
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Procedure Numoer: OPS 012
Title: Circular Format

EXHIBIT I

"National SQ;curities Depository Ltd
Trade World, 4th Floor, Kamala Mills Compound, Senapati Bapa. Mars. Lower Parel. Mumbai - 400 013

Tel: 497 2964 - 70. Fax: 91-22-4972993

Issuer Interface

Circular

Ref No.: NSDUDI__
Date ,1997

Sub

All Issuers and R&T Agents are hereby informed that:

We therefore ~equest all Issuers and R&T Agents to strictly adhere to the above .

.;r .'

FOT and on behalf of
National Securities Depository Limited

.:) .

S Gopalan
Asst. Vice-President
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Financial Institutions Reform and Expansion (FIRE) Project
Operating Procedures Manual

National Securities Depository Limited
Business Partner Inspection Department

Identification Code:
Approvals:

Implementation Date:
Revision Date:

INSOOI
Managing Director and Head ofDepartment

July 97

TITLE:

PURPOSE:

PROCEDURE:

Officer

HOD/Manager

Officer

HOD

Inspection ofBusiness Partners

To conduct inspections ofIssuersIR&T Agents as well as Depository
Participants. To inspect their books of accounts, records, documents
and infrastructure, systems and procedures and to make
recommendatf.ans.

1. Obtains full knowledge ofbusiness partner by reading
correspondence, checking on payments due, help desk reports and
checking Form B which gives details ofthe systems installed.

2. Reviews papers from previous inspection to determine
recommendations at that time.

3. Provides direction on areas to be inspected.

4. Makes an appointment with the business partner (by letter) and
informs them ofthe designated Officers who will conduct the
inspection.

5. Visits the business partner's office at the agreed time.

6. Goes through all the points in the theme paper for inspections and
documents the findings.
a. For IssuersIR&T Agents (Exhibit I) or
b. For Depcsitory Participants (Exhibit II)

7. Checks whether the recommendations from the previous inspection
have been implemented.

8. Prepares an inspection report within two days after inspection
completed.

9. Prepares the comments and recommendations and forwards these
to the ED and MD.
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-------------------------------~._--

EDIMD

Officer

10. Comments on the inspection report and recommendations and
returns it to the Officer.

11. Drafts a letter on inspection feedback.

12. Obtains signature on the letter from HOD and sends the
recommendations to the business partner.

13. Maintains file of related documents for future reference.
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Procedure Number: INSOOI
Title: Theme Paper for Inspections for Share RegistrarslIssuers

EXHIBIT I (a), /

NATlONA.L SECURlTmS DEPOSITORY LIMITED
(BP INSPECTION DEPARTMENT)

Sub: Report on visit to --------

____________, ( Share Registrar! Issuer) was visited by the

undersigned oftil.:ers on---

The following are the salient ubservzllions :

Submitted.

o ( ):

o ( ):

VP (VRN):

M (AS)



Procedure Number: INSOO1
Title: Theme Paper for Inspections for Share RegistrarslIssuers

EXIDBIT I (b)

Preparatory poillts (or l'isit to

I. Name of the Regislrarllssm.:r :

2. Officers proposed to visit:

3. Date of proposed visit:

4. Date of last visit:

General information

l. Address where records are kept:

Contact person:

3. Compliance onicer :

4. Investor relations officer:

5. Name of the persons trained at NSDL :

(Share 'registrar/ Issuer)

I
I
I
I
I
I
I

Client information

I. Number of clients:

Number of clients lL) whom full sCr\ice is given:

3. Number of clients lo whom only connectivity is provided;

4, Total no. of beneficiary owners attached to the SHRJ Issuer:

Performance related inl\mnation

1. Connectivity record during the last three months: (if there have been frequent
failures. a detailed discussion should be held during the visit and a report given under
the head "connectivity")



Procedure Number: INSOO 1
Title: Theme Paper for Inspections for Share Registrars/Issuers

EXHIBIT I (c)

2. Cienerallluel'il.:s as obsenl.:c1 from help desk register

3. Are there any specific complaints about delay in despatch of share certificates for
demat:

4. Check the tile for pending correspondence:
I

5. Complaints

6. Whether Issuer provides limci1 information to the Depository about book c·losure.
record dates. de.

7. Whether the grievances of the Beneficial Owners are resolved by the Issuer or its
Registrar & Trunsler Agent within a period of twenty-one days, from the date of
receipt of the complaint cO!1ccl"Iling NSDL and/or its agents:

8, Number of dcmat / remat requests received.

Time to No.ofdavs DRFNo. ISIN name DP
confirmation

r

Maximum
time I
Minimum I,

time

I 1\ veragc NA NA NA
I time

Observations! follow up on the last visit



Procedure Number: INS001
Title: Theme Paper for Inspections for Share Registrars/Issuers

EXHIBIT I Cd)

Report Oil visit to

Chief Executive :

Operations III charge:

No. of officers/ stair

at Mumbai :

branchwise :

Total folios handled:

[SINs handled outside Bombay! SI-IR location:

Arrangements for each [SfN

Organisation chart

DEMA TERIALISATION

.(Share Registrar/ Issuer)

• Whether all certilicates received are duly defaced with words "Submitted For
Dematerialisatin.n'" and helve 110ks punched into them. If not so defaced. has the DP
\\"ho has torwarded the certificates bcel1l1odtied and the same reported to NSDL.

• Whether temporary or tined recei pt is giycn by the Issuer or its R & T Agent tor each
DRF. If so. what kind of seal Ill' stamp is used'? How much time is taken to give tinal
receipt?

• On confirmation nt' dematcrialisatinl1 request, what does the Issuer or its R & T
Agent do with the certificates.
Scan and destroy
Destroy

Store at the co.
Store at the registrar



Procedure Number: INSOOI
Title: Theme Paper for Inspections for Share Registrars/Issuers

EXHIBIT I (e)

• Does thl; Issun nr its R & T /\gcllt procc:.;s the dematerialisotioll requests within 15
days fi'om the date oFreceipt or the request. Check point should be the inward register
maintained by the Registr'lr

Time to No. of dLlYs ORF No. no. of shares no. of certificetes OP

continnation
I

Maximum
time

Minimum
time

Average 11\1/\ NA NA
time "i

Time elapsed bet\\"een receiving Demat request all the system Lllld physical receipt of
paper

Time gap No.ofdavs ORF No. no. of certificates DP Mode of sending

Maximum ,

time

Minimum
time

I

i
Average INA NA NA
time i

• What is the method of custody and safe keeping ofDRFs '?

• What is the control over DNRs (distinctive number ranges) '?

1

• Whether the demat requests arc being takell to share transfer committee or being
done directly without ret~'rence to the committeelissuer') .



Procedure Number: INSOOI
Title: Theme Paper for Inspections for Share Registrars/Issuers

EXHIBIT I (t)

• Observations un the scrutiny uf the certifiqtes:
• \vhat additillnal ch~cks/ precautions are being taken'?

• \\hether a regiskr is upened for the control ofelistinctive numbers
dematerial iscel?

• Whether any e1emat request was rejected. [f yes, details of reje..:tion:

ORF no./ no. (Of shares/ opt Clientl Reason lor rejection

• Verification 0 f Demat request anel Release 0 f credit - same person or eli fferenr?

Procedure \vhen onlv electronic cOllll~ctivitv is ~iven (enclose formats used - within same- -' r
city/ outside) :

RECONCILJA no/';

• Whether the Issuer reconciles the records ill respect of balances of eligible securities

• What records are kept in case of mismatch and action taken thereafter '?

• Whether there is a check \-"ith ROM for NSOL balance.

RECORDS i1IfAINT.4IiVED 13 Y TflE REGISTRAR AND TRANSFER AGENT
I

• How are the tlJllowing records maintained:,

ORF received It'om the DP:

Certificate ddai Is of securities recdved t()r dematerialisation:

Objection memo aod certificate details of the rejected securities against the DRN:

RRF suomilkd by the ~Iienl:

Proof of delivery of :-;hare cCl,tificates which have been sent to the client after
rematerial isalion:

6 .
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Procedure Number: INSOOI
Title: Theme Paper for Inspections for Share Registrars/Issuers

EXHIBIT I(g)

HARDWARE

Connectivity:

Period for which system is kept povvered on ?
Whether router is powcredolT at night'? I

Problems encountered in achieving! 00 'Yo connectivit¥ if any

• Whether any other workstation. COIll puter system or hardware has been conne(;ted to
the User Hardvvare System.

• Physical location ot" the hardware and whether access restricted or not?

• Measures taken to prevent break ins. hacking etc.

• Whether disk space is adequate t"or the 110. of toJios (show calculations) :

SOFTWARE

• How many people have System Admin access.
• Whether variable access rights h!ivt'n or no! r?
• What is the version of Applicatll1n soft'vvare '? Has the latest versi(~)J1 been updated?
• What is the Windows NT version?

BACKUPS

Are there any probler:ns in taking hackups:
Whether back-ups are being.l<lken up regularly:
Who ensures back-up is taken:
Who does the backup: ,
What type of numbering scheme is followed:
Where are the old hackup tapes kept:
When do they do the b8Ckup:
Where do they store remote backup:
Availability of UPS and capacity:

7



Procedure Number: INSOO1
Title: Theme Paper for Inspections for Share Registrars/Issuers

EXHIBIT I (h)

SUPERVISORY PERSONNEL

Whether the Issucr is maintaining an inlernal record at' thl: names of all persons who are
designated as SUpLTYisOl'y p\.TS()nll~1 and dales tor 'which such designation is or was
elTectiw.

• Whether NS DL traineel persons C[re there and whether they are working exclusively
on the deposito!'y system or havc been assigned other duties as well?

• What are the \\tll'king bolli'S prescribed for their staff? What is staffing arrangement
now in place -- shift. etc.

• Whether Compliance Officer and Investor Relations Officer have been nominated?

• Who is the System Administrator

• (fthey have Windovvs NT & SQL SERVER trained staff?

SYSTEil-'1 and ACCESS SECLRITV

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

• Have they implemented Access Authorisation scheme available in DPM \IIodule ?

• Is the system loaded witb any other appIicaliol) .)

• Is virus protection being used?

USAGE

Any difficult\' taced in Llsino- the svstem :• • ::>.

Is the system user friendly:
Whether additional training tiJr stall is IllO:ecled:
Where do you desire improvement:
Any bugs disl:oven:d:

Suggestions fn~m the Businl'ss Partnc.·:

Concluding obsen'<ltiolJs:

8 ,



Procedure Number: INSOOI
Title: Theme Paper for Inspections for Depository Participants

EXHIBIT IT (a)

NATIONAL SEClRITIES DEPOSITORY LIMITED
(UP INSPECTION I>F:PARTMENT)

Sub: Report on visit to _

_________ , ( Depository Participant) was visited by the

undersigned officers on _

The following are the sal ient obser\'ations :

Submitted.

o ( ):

o ( ):

M (AS)



Procedure Number: INSOOI
Title: Theme Paper for Inspections for Depository Participants

EXHIBIT II (b)

PREPARATORY NOTE

1. Name of the Business Partner:

2. OLicers proposed to visit:

3. Date of proposed visit:

4. Date of last visit:

General information

1. Address where records an: kept:

2. Contact person:

3. Compliance officer:

4. Investor relations officer:

5. Name of the persons (rained at NSDL :

CI ient information

1. Number of clients:

J Number of clearing meni.ber accounts:

3. Number of ISINs :

4. Major ISINs held in custody:

5. Branches from where sen'ice offered:



Procedure Number: INSOO1
Title: Theme Paper for Inspections for Depository Participants

EXHrBIT II (c)

Performance related information

I. Connectivity record during the last three months: (if there have been frequent
failures. a detailed discussion should be held during the visit and a report given under
the head "connectivi ty'-) ('onnecli vity "liP" time (100 %/ satisfactory/ poor)

2. General queries as observed fro111 help desk register

3. Are there an·y specitic cOlnpJainls about delay in despatch of share certificates for
demat:

4. Net worth as per latest annual report (check that custody value is 25 times) :

5. Are there a major proportion of off market transactions:

6. Whether all pending correspondence is cleared

7. Complaints

8. Take Audit trail repnrt for client ..\/c (clearing members_ NRls. corporates) and house

A/c. use it to check for proper documentation and scrutinise forms of clients and
make detailed scrutiny of house Ale transactions at site

9. Whether the. ParticipE1l1ts have 5ubmitted the following returns to the Depository

• number of complai nlS re.ceiwd Ii'LJln Clients. their nature. status and manner of
redressal once every month:

• number of transfers effected for off-market settlement of trades once every month.

Observations! folio'\( up on the last visit

3



Procedure Number: INSOOI
Title: Theme Paper for Inspections for Depository Participants

EXHIBIT II (h)

Whether router is powel"cd ofT at night?

Problems cncOLrnlcred in achie\'ing 100 "/(} connectivity ifany

• Whether any \lther workstation. computer system or hardware has been connected to
the User Harchvare Systell1.

• Physical location of the hardware and whether access restricted or not?

• Measures taken to prevent break ins. hacking etc.

SOFTWARE

• How many people have System Admin access.
• Whether variable access rights given or not?
• What is the vel":;ioJ1 of Application software"? Has the latest vel'sion been updated?
• What is the \Vi mlows NT version 'J

BACKUPS

• Whether back-ups are being taken up regu[,wly ?

• Who ensures back-up is taken'! Who does the backup?

• Where arc the renHlle b::tck-ups kept}

• Whether sufficic"nt po\.\er hack-up like UPS is available"? Is UPS cover available for
server! rOLlter! IOU 'J

f' ER.(·;(J/VS£L

• Whether the P::trticipant is maintaining an internal record of the names of all persons
\"...ho are designated as supervisory pers\)IJnel and dates for which such designation is
or was effective.

• Whether NSDI. trained pel"suns ~m: ther~ and whether they are working exclusively
on the depository system til" have heL'l1 assigned other duties as \vell?



Procedure Number: INSOOI
Title: Theme Paper for Inspections for Depository Participants

EXHIBIT IT (d)
~~ -------

RelJOrt 011 l'isilltJ

Chief Executive:

Operations In charg~ :

No. of officers working in this activity:

Organisation chart

CDP)

•

I
I
I
I
I
I
I

• What share of the total business is the Depository business and the status given to the
Depository part of the business.

• Note office layoLlt and the place where records are kept (with regard to retrieval and
sate keeping) .

.-[( '( 'OUNT OPEN/;\(;

Whether the application form submitted by the client is verified for
I. address

photograph
3. memorandum and articles of' association
4_ and authorised signatory (in case of a co.)
5. NRI status
6. RBI permission
7. Tax statlls
8. PAN no.

9. Bank details



Procedure Number: INSOOI
Title: Theme Paper for Inspections for Depository Participants

EXHIBIT II (e)

• Whether tOpy oJ' rules and 1\:gul(l[ioIlS are c~sily available to clients,

• What signature vl.:ri lication procedures are in place (scanner, physical record, etc,)

• Random checks t\) ..:nsul"t: that ~dl relevant details given by investors on the form are
identically c:ntl.:red into !he system

• Whether proper rccords fOI' hOllse accounts 0[' DPs are kept

AGREEMENTS

•

I.

Observations on agreement between DP and account holder

Agreements h<..lve been executcd at tJle time of9pening accounts
YI No

Schedule A (list of charges as per clause I) is appended to the agreements
YI Nt)

3, Copy of agreclllclll given to client
Y/"io

DEAIATERl.,.J USA nos

• Whether ackno\\ledgemenl is given by the DP For each DRF.

• Whether all ecrti ficatcs arc being defaced with words "Submitted For
Dematerialisation'"

• Whether holes ~1re being punched into certiticates received for demat

• Whether Defacing/ mutilation is being done in the presence of the client.

• Has the OJ> f(Jl"\\arded the DR F received, ::lIang with the security certitic::ltes, to the
Issuer or its Registrar & Transfer Agent not later than 7 days of accepting the same



Procedure Number: INSOO 1
Title: Theme Paper for Inspections for Depository Participants

EXHIBIT II (1)

from its Client. Log book of receipt and ddivery of ORFs should be the check point.
Also courier rec~ipts.

ORF No. ul'davs ORF No. ISIN name No. of
clt:spatch certi Jicates
lapse time

Maximum
time .
Minimum
time

Average NA NA NA
time

• Are incomplete del11Jterialisation request t()nns being accepted by the DP

• How has the DJ> ensured the safety of the certiticates submitted for dematerialisation
till the certiticates are forwarded to the Issuer or its Registrar and Transfer Agent.
What are the means of forwarding?

• What is the method of custody and safe keeping ofORFs?

• What is the mCllHld ol"despatching securities to the concerned SHR .)

OPERATING AC( '()L?vTS/ ,1C'COl!.VT TRANSFERS

•

•

•

•

•

Whether ackno\\kdgement is gi ven by the DP for each account transfer instruction.

Whenever DP executes any debit or credit in the account of the Client does it do so
after taking authorisation ti'om such Client. Check instruction forms

Verify whether the forms laid d(1\\n under tIle Business Rules are being adhered to by
the Participants at the time of operating lht.: accounts of their clients and giving
etl~ct to the transactions.

Check proportioll of off - mkt to mkt deliv.:ries

Check delivt:r~ \ILlt orders, rec.:ipl in instructions

6
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Procedure Number: INSOOI
Title: Theme Paper for Inspections for Depository Participants

EXHIBIT II (g)
I

• Check house ;\Ie to client A/c. client to Civl. and client to client transfers (two each at
random)

What method is adopted to authenticate signalmes on ~Iient instructions '?

STATEMENT OF ,./""( '(JUNT

• Whether the. Participant is forwarding periodical statement of accounts to the Clients
at least once in Ii freen days

• Whether transaction statement is being fonvarded to the clients once in fifteen days

• Whether the stntemcl1ts are heing authenticated?

• If so, how'?

RECORD.')' BEI,\,(j :ILWvTAJ.\ElJ Dr THE !'.IRTIC/P.-1;VTS

Check whether tollowing are being kept:

I. Delivery/ Receipt Instructions given by its clients.
I Instruction I~)r cancellation of orders by clients.

Whether such instructions are heing maintained for house accoLint transactions as wei!.

Check following records. Check t()/'111S L1sed by DP in comparison with prescribed forms.
Take sample copies and note deviatiolls :

i ) Dematerialisation request /(JI'I11 (DRF)
ii ) Proof of deliveries of DRF and securities to the Issuer or its Registrar and

Transfer Agent:
iii) Objection IllellW Clnd certilk~lk details orthe i-ejected securities against the DRN;

HARDJ;VARE

Connectivity:

Period tor which system is kcpt pov,cred on ?

'1i



•

•

•

•

Procedure Number: INSOOI
Title: Theme Paper for Inspections for Depository Participants

EXI-llBlT II 0)

Adequate Windows i\T & SQL SI:RVER It,'ained staff '?
S};,)'TEAI und .. ICC FSS sn LRITl

How many pe(lpl~ have [lCCl'SS ((, NT Cl1nso!e (administration pass\vorcl) ?

Has Access Authorisation schell1e been implemented?

Is the systel~l !ocllbl with :lI1Y otlie'!" clpplicalion ?

Suggestions from the Business Pm"tner:

Concluding obsenatiol1s:


