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Dear Mr Parthasarathy

Sub FIRF Project’s assistance to RAIN - Development of Benchmark Service
Standards and Standard Operating Procedures

At the mstance of the Registrars Association of India (RAIN) the Financial
Institutions Retorm and Expansion (I'IRE) Project funded by the US Agency tor
International Development and administered by Price Watcrhouse LLP (PW) has

agreed to provide technical assistance to RAIN - The core objective of this assistance
15 1o

e  Strengthen RAIN s a profoessional organisation to achieve its ultimate
goal of being 1ccognised as a SRO

e Standardise the opcrating procedures for the industin 1improve the quality
of 1ts services and set benchmarks tor vanous scrvices provided by
registrar and transter agents (RTAs) and

e Improve business practices and create a climate of comphance

As a first step PW/FIRE Project 1n conjunction with participating RTAs prepared the
ittached report and the manual of standard operating procedures

1 PURPOSE OF THE REPORT

The report along with 1ts attachments 1s designed to assist RAIN i standardising the
operating procedures across the R&T industry and to establish benchmark service
standards for various investor services the adherence to which must be a pre-
condition to the membership of RAIN The attachment on standard operating
procedures 1s divided mnto three sections Section A deals with the procedures and
service standards for secondarv market activities Section B deals with the
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procedures and service standards for primary market activities and corporate act:ons
and Section C deals with RTA-Depository Interface The procedures as stated in this
report and the service standards as recommended have been discussed threadbare with
the members of the Service Standard Commuttee of RAIN and the other participating
RTAs

11 CONTENTS OF THE REPORT

In addition to the operating procedures and the service standards the report also
details out the PW/FIRE project recommendations to RAIN These recommendations
call for several imtiatives by RAIN to ensure that the procedures as contained herein
are followed by the members of RAIN and the service standards are adhered to
Specifically RAIN should persuade SEBI and Stock Exchanges to

e Imposc stricter entry barriers for potential entrants and also increase the
networth requirements for existing firms a linkage between required
muimum of infrastructure and the quantum of work undertahen must be
established

e Amcnd the model MOU to include provisions relating to 1ssuers
achnowledging operational risks commut to provide scrvice standards as
rccommended 1n this report and to compensate mvestors for any failures

e Incorporate adherence to the operating procedures and service standards as
suggested m this report in relev int regulations and histing agreements and

e Make attestation of the mvestor s signature mandatory by the mtroducing
broker

In addition RAIN should also take mitiatives to

¢ Sceh necessary authority from the 1ssuers to approve transters

e Issue duplicate certificates up to a certain value without requiring
execution of indemnity

e Decentrahise processing wherever teasible to shorten the processing cycles
mechanise signature verification for faster and accurate processing

* change the cuirent market practice of charging tees based on tolios to an
asset based fees and

e orgamse and deliver short but focused training programmes for the
emplovees of the member firms and 1n association with SEBI Stock
Exchanges and NSDL organise focused investor awareness campaigns
bult around brochures explaining the concepts procedures forms etc

N



@

The FIRE Project 1s prepared to provide necessary technical assistance and expertise
to support RAIN 1n 1ts aforesaid initiatives

Il NEXT STEPS
PW/FIRL Project suggests the following immediate steps to RAIN

e Adopt the Manual of Standard Operating Procedures and the Benchmark Service
Standards, distribute the manual to 1ts members and ensure 1ts implementation

e Require 1ts members to carry out an audit of their information systems

e Carryout a business process re-engineering of the RTA industry and suggest
suitable steps to improve the processing cycles to achieve better service levels

e Structure RAIN on the lines suggested i appendin-1 of the enclosed report and
redefine the role of RTAs and reposition the industry to raise the profile of R1As
adopt a code of conduct containing necessary provisions on good business
practices and to create a culture of comphance

v DISTRIBUTION OF THE REPORT

Undur the terms of PW/TIRL Project the report will be distributed to USATD and
STBE We request your permission to distribute the report 1o sclected participants in
the Indian Caprtal market and we will advise vou of the same  We will not distribute
the report 1n its entirety to the Press directly, however we will note comments on 1ts
content from time to time 1t the Press inquires

W want to express our sincere appreciation for the warm welcome and cooperation
which RAIN the members of 1ts Service Standard Commuttee and other participating
RTAs provided to our statt

Upon 1eading this report and its tecommendations please feel free to contact me with
any questions 1 can be reached at tel 496-3599 tax 496-3555 Thank vou

Sincerely vours

W Mo ~Fuukl-

W DENNIS GRUBB
PRINCIPAL CONSULTANT CAPITAL MARKETS
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L EXECUTIVE SUMMARY

This report reviews the assistance given by the Financial Institutions Reform and
Expansion {FIRLC) Project funded by USAID and adminstered by Price Watethouse
LLP {PW) to the Registrar Association of india (RAIN) n 1ts endeavor to sct
uniform servicing and operating standards and evolve into a more protessional
orgamisation equipped with the necessary tools to improve business practices and

create a chimate of compliance
A Scope and Constraints

1 The Secunities and Exchange Board of India (SEBI) under the provisions of the
SEBI Act 1992 has the requisite authority to develop regulations to establish a
defintive self regulatory scheme In one of several meetings with RAIN SFBI
indicated that RAIN could evolve into a Seli Regulatory Organisation {SRO)
However SEBI is yet to pronounce 1ts policies on SROs and delegation of poweis
to such SROs In order to be recognised as a SRO RAIN should have the ability

to regulate 1its member firms

Punding necessary policy announcements by SEBI on self regulation the
PW/TIRE Project drafted a comprehensne plan (see appendix-1) with the mitial
objective of enabling RAIN to evolve into a recognised trade association and
subsequently achieve the SRO status The Plan calls tor the following

89

3 1 Detarmiunation of the structure of RAIN and estabhishment of departments
or committees for professional standards government redations membu
services rescatch analy sis and mformation scrvices

3 2 Appomntment of standing commuttees Membership ind Admimistratin
Commttee Rules and | arson Commuttee Scrvices Standards Commutice

Inspection and Compliance Committee Intormation and Services
Commuttee and

3 3 Lstabhshment ot benchmark standards and provision ot codes manuals

and gwidelines detailed procedure manuals code of conduct comphiance
manual clanfications and mterprctations and cxplanations of various acts
rules and regulations and other pronouncements atfecting or having a
beating on the registrar and transter (R& [ industry

4 RAIN has adopted the comprehensive plan as attached at appendix-A and the
I'IRE Project has agreed to provide technical assistance to RAIN 1 1ts endeavor to

be a catalyst tor change The core objective of this assistance will be to

4 1 Strengthen RAIN as a professional and a well kmit orgamsation to achieve
1ts ultimate goal of being recogmsed as a SRO,

r Horshows 11D Pacc 1
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S

«} 2 Standardise the operating procedures for the industiv improve the quality
ot 1ts services and set bench marks for various services provided by RTAs
and

4 3 Improve business practices and create a climate of comphance

The increase m supply of share certificates over the last decade without
accompanying growth 1n infrastructure and technology led to problems such as
circulation of stolen torged and counterfeit certificates and delays in ownership
transter and other investor services These problems significantly influenced the
investor confidence and their willingness to buy and sell on the secondary market
The registrar and transfer agents (RTAs) being the primary interface with
investors have been taking a lot of blame for the deterioration in investor services

I'he common accounting year and blank transfers permitted under the regulations
have made R&T business seasonal While peak and lean periods can be predicted
volumes are difficult to estimate Planning for peak periods puts severe pressure
on the financial resources during lean season Further RTAs face financial
constramnts that limit upgradation of technology and appomntment and 1etention of
shilled and trained personnel

B Standard Operating Procedures and Benchmark Service
Standards

Damatertalisation 1s the only viable long term solution {or the problums that
currently thre iten the industry However a voluntary aceeptance of the utility
may take constderable time and effort  In the mtenm  the mndustty needs to
address critical issues momvestor service s and adopt uniform opuating procedures
and scrvice standards  This will raise the profile of the industiy and improve
quality of the vanous sciviees rendered by RTAs

As a first step RAIN deaided to recommend to 1ts members benchmark service
standards and umform operating procedures which when adopted will also help
RAIN 1n regulating the membership  Accordingly the P IRE Project and RAIN
prepared the attached manual (see appendin-11) of benchmark standards and
operating procedures The benchmarks as arrived at by the FHRE Project wam 1n
conjunction with participating RTAs assume certain batch siz¢s and mmimum
internal controls for various tashs The actual batch sizes will vary for each RTA
In all such situations emplovment of additional resources 1s expected of an RTA to
achieve the tecommended service standards This could increase the cost ot therr
processing and would accordingly need to be addressed in their memorandum of
undeistanding (MOU) with clients

The following are the recommended benchmark service standards tor important
RTAs secondary market activities

Price Warcrhouse LLP Pace 2
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S No Activity Recommended Service Standard
Normal Vol Peak Volume
| Transfer of Shares
1 1 | Achnowledgment tor TDs recerved same day | same dav
across counter
1 2 | Return of certificates atter tiansfer 16 divs | 30 days
1 3 | Intunation of Objection 8 davs | 12 days
2 Transmission of Shares
21 | Acknowledgment for requests same dav | same day
recetved across counter
2 2 | Return of certificates 16 days | 30 days

3 Issue of Duplicate Certificates 40 days | - ~ —=-=-m-mm-

4 Change of Address 4 days | 7 days All
pending cases to
be cleared before
the corporate
actions become
due

3 Change of Name 3 days | 7 days All
pending cases to
be cleared before
the corporate
actions become
due

6 Deletion of Name 6 days

7 Bank Mandate 3dws | 7dys All
pending cses to
be cleared before
the corporate
wtions become
duc

8 Registrition of POA ddns

9 Sphitting /€ onsohd stion 16 dns | »dys

10 The following are the rccommended benchmark service stindards for RTA
primary marhet and corporate action activities

S No Activity Recommended Service Standard
] Issue ot Certificates
I 1 | Public Issuc
111 | Completion of allotment within 25 dvs from the closure ot
subscription list
1 12 | Completion of dispatch of refund 30 davs from the closure ot
orders 1f any within subscription list
113 | Completion of dispatch of 40 davs from the closure of
Certificates within subscription list
1 2 | Rights Issue
1 21 | Issue of refund orders if anv and 30 days from the closure of
completion of dispatch of subscription list
Certificates
1 3 | Completion of dispatch of 1~ days from the date ot allotment
certificates in Bonus Issues
2 Corporate Actions
2 1 1 | Dispatch of Warrants Within 7 days trom the date of the
warrint In no case it should be later

Price HWatcrhouse LLP
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than 41st dav from the date of AGM
212 | Issue of Duplicate Warrant Within 7davs aiter the expirv of 14
weehs from the date of original
warrant
2 13 | Revahdation of Warrant 3 davs from the date of receipt of
request along with original warrant

13

I or the RTA-Depository mterface the manual attached at appendix-II covers the
processes 1n detail  However no benchmark service standaids have been
rccommended for these activities as the National Securities Depository Limited
(NSDL) in consultation with RTAs has established certain scrvice standards

1) Recommendations

RAIN must ensure that these standard operating procedures and service standards
are adhered to by 1ts members Those who cannot meet these mimmum
requirement cannot be members of RAIN

T'he standard procedures rccommended 1n this manual will call for additional
inttiatives as outlined below by RAIN to be fully successiul RAIN should
persuade SEBI and Stock Exchanges to

e Impose stricter entry barriers for potential entrants and also mcrease the
networth requirements for existing firms a linkage between required
mimum of infrastructure and the quantum of work undertahen must be
cstabhished

e Amund the model MOU to include provisions relating to issucrs
achnowledging operational 1ishs comnut to provide scrviee standards as
rccommended 1n this report and to compensate i estors for any failures

e Incorporate adherence to the operating procedures and scrvice standards as
suggested 1 this report 1n relevant rcgulations and histing agreements and

¢ Make attestation of the investor s signature mandatory by the introducing
broker

14 RAIN should also take initiatives to

e Seek necessary authority from the i1ssuers to approve transfers

e Issue duplicate certificates up to a certain value without requiring
execution of indemmnity

¢ Decentralise processing wherever feasible to shorten the processing cvcles

Price Watcrhouse ILP Pac 4 f%
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e mecchamse signatuie verification for faster and accuiate processing and

» change the curtent market practice of charging fees based on tolios to an
asset based fees and

o oiganise and deliver short but focused training programmes for the
employees of the member firms and 1n association with SEBI Stock
Exchanges and NSDL organise focused investor awareness campaigns
built around brochures explaining the concepts procedures forms etc

Price Watcrhouse LLP Puge S
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BACKGROUND

The expansion of capital markets over the last decade caused by several
companies accessing capital markets with initial Public Giferings Rights and
Bonus issues, resulted in a manifold increase 1n the supply of shate certificates
The growth in supply of paper was not comphmented by a growth of market
infrastiucture to handle such huge volumes of paper As a result investor services
have deteniorated The RTAs who play a crucial role m v estor registration and
imvestor services have been subject to wide spread criticism for share transier
delays and deterioration in other investor services The Chandrasekharan
Commuttee constituted by SEBI recommended several changes to the existing
practices of the share transfer process

In oi1der to address some of the problems associated with the R&T business and to
become a mouthpiece for the industry the Registrars Association of India (RAIN)
was cstablished by RTAs SEBI at one of 1ts several meetings with RAIN,
indicated that RAIN could evolve into a SRO As a first step, RAIN decided to
rccommend to 1ts members benchmark service standards and accompanying
operating procedures to improve the quality of service  These standards and
procedures would also form a part of the eligibility critenia for the membership of
RAIN

RAIN approached the Price Waterhouse FIRL Project for necessary techmical
assistance to

e Strengthen RAIN as a protessional and a well knit Association to achieve
its ultimate objective of bang granted the status of a SRO

e Standardisc the operating procedures for the industiv mmprove the quahity
of 1ts services and set benchmaiks for various services provided by RTAs
and

¢ Improve business practices and create a climate of comphiance

I'he onlv long term solution for the share transfer delays and remozal of bad paper
from the system 1s dematenalisation of scrips with book entiy settlement taking
place in a Depository However per prevailing legislation rules and regulations
dematenialisation 1s not mandatory  Voluntarv acceptance of the demat tiading by
tetail investors could take a few years ' In the interim 1t 1s necessary to
standardise procedures and set benchmaik standards for paper based 1ssue and post
1ssue operations of the RTAs

" tfective January 15 1998 institutions may only trade demat shares n the eight most liquid scrips per
SEBI mandate This hst mav be expanded 1n course of ime so institutions will be forced into demat
trading

Price Batcrhouse LLP Pugc 6
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111 SCOPE

The scope of the assignment was to develop benchmark service standards and
accompany g operating procedures {o1 each of the following activities

1 Pumary Offerings by Issuers and Corporate Actions

+ [mtial pubhc offerings

¢ Rights 1ssue

+ DBonus issue

e Conversion of instruments
e Redemption of debentures

2 Post Issue Transfer Agent Activities
e Transfer
e Transmission
e Transposition
e Change of address
e Amalgamation
¢ Change of name
e Consolidation
e Change of signature
e Deletion

o Issuc of duplicate certificate
¢ Mandatc

s Powcr of attorey

Sphtung of certificate

o  Dividend / Interest processing

¢ Warrants / Intercest reconciliation

e Stationary contiol

e Undelivered Mail
3 Depository Intertace

e Dematerialisation of securitics

¢ Rematenalisation of securities

e Issue of bonus/rights shares in the depository enviionment

e Dividend / Interest processing in the depository environment
Pricc Watcrhouse LLP Page 7
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v METHODOLOGY

As the objective of the assignment was benchmarking the proceduies from those
available within the Industry (without undertaking a process 1eengineering) and
establishing relevant and achiev able standards the followmng approach was adopted

A Templating the Activities

Templates detailing various tasks and sub-tasks for each of the RTAs activities were
prepared and subsequently tested tor their completeness at some of the R&T
processing units These weie then used to gather data and understand the process flow
at each of the R&T agent visited by the FIRE Project team Broadly the layout of the
templates was

M/T Lean/Normal Period During Book closure
S No Process Volume | #of Time Volume | #of Time
people | Taken People | Taken

B Process Study at RTA Units

1 The membership of RAIN as on date 1s 68 Of these PW/F'IRE in conjunction
with RAIN had chosen 10 members to conduct an 1n depth and a detailed
analysts of various activitics their process flows volumes handled time taken
to complete each task the depaitmentahisation of activities, records mamtained
ct¢  The choice of RTAs was based upon the following criteria and the 10

chosen approximately represented 70 percent of the total industry volumes by
folio

e Sizc of the RAT agent vis-a-vis the industiy size and 1ts pecrs
e Geographicil location of the R& T and the areas served ind

e  Serviees rendered

I he selected sample 1lso included two ot mn-house transfer agents

2 Data was collected by
e Conducting intcivicws with the sentor management to understand the
orgamsation structure  grouping of activities under departments and the
number of people assigned to each activity carried out by the departments
e Conducting interviews with the petsonnel handling each activity and
mapping the process flow being followed against the templates
e Listing tashs being done using system or other technology (such as
franking shredding etc
e Reviewing registers (wherever possible) to obtain data pertaming to the
volumes recerved during normal and book closure period
Price Watcrhouse LLP Pacc 8 p;
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e Conducting time and motion study (wherever possible) to artive at
standard time taken to carry out a task Where time-motion studies were
alieady done by RTAs the data was obtamed from them and

Reviewing forms and other relevant documents (registers 1eports etc )

(S

The information gathered during the study was coliated and activities
mapped using flow-charts The process flow for each activitv and the best
flow considering good internal controls were arrived at  Using the data
collected on standard time the time estimate for each activity was arrived at
for specific batch size For transfers and change of name requests time
estimates were aitived at the task level However, for other activities
detailed time estimates could not be arrived at and the benchmarks have been
arrived at on the basis of assumed levels of activity

Price Watcrhowse LIP Pavc 9



dssistance 1o Reguistrars Assaciation of India
Manual on Baonchmar k Scrvicc Standards and Procedures Januay 8, 1998

\% OBSERVATIONS ON EXISTING R&T OPERATIONS
A Orgamisation and Chient Relationship

[ The organisation structures of R 1 As and emplovment of professionals appear to
be largely influenced by 1egulations 1evenue stiuctutes of RTAs and se1vice
delivery as defined by the clients At one extreme there are orgamsations which
cmplov suitable professionals for key management areas and displav a sense of
professionalism 1n the dav to day operations at the other extreme there are
organisations that demonstrate hittle professionalism

£S]

Lower pav scales mundane and monotonous roles and general negative
perceptions contributed to many of the RTAs finding 1t hard to attract and retain
qualified and skilled professionals for various operations The R& T industry for
various reasons, 1s perceived as a sunset’ industry and leading to a little pressuie
to redefine the profile of RTAs 1n order to ensure better service deliveries and
greater investor protection for the benefit of all the capital market constituents

)

The organisation structures observed at various RTAs had departments
spectalising in respective tashs - Volumes of activity and common processcs
genatally dictated the extent of departmentalisation  Many RTAs had employed
pumanent statt at all semior levels and tor all skilled activities  For other
activitics the R1As depend upon contract staff  In some organisations the
motivation levels were observed to be very low and the employee turnover high

4 SI Bl rcgulations provide for a networth of Rs Six Lakhs for catcgory T Registiars
and Rs Three T akhs for category 11 Registrars There 15 no commensurate
infrastructure requirenwent for quantum and quality of work handled by 1 RTA
Furthar ST BEicgulations do not prohibit RTAs from simultancously engigimg in
other busmess activities  As thae are no entry barriers  there 15 a mushrooming,
growth of RTA firms with small emphasis on infrastructure and quality of scrvice
This free forall environment contributed to detertorating investor scivice
standards and put the entue industry 1n a poor light Internally n a few
organisations it was observed that the 1esources dedicated to non-R&T business
oveeeded the 1esources provided to R&T business resulting in de-motivation of
R&T staft further in such organisations

5 The Companies Act imposes on the Issuer Company the obligation tor tianster of
its sceutities and to provide other investor services Issuers by an agreement
dclegate most of thesc responsibilities to their RTAs RTAs shaic a Principal-
Agent relationship with therr clients They are also governed by the rule and
1egulations laid down by SEBI  Although n principle the companies are
responsible for all the actions of their agents 1n the area of share transter business
in practice the RTAs and not the 1ssuers are invariably blamed foi deteriorating
investor service and share transfer delays and face penal actions arising out of any
htigation To protect their respective orgamisations against litigation many RTAs
tahe additional safe guards and are “extra cautious’ 1n rendering mnvestor services
which tend to increase costs and delay services

Price Batcrhowse [LP Puge 10
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Section 113 of the Companies Act 1956 requires that transters need to be eftected
with 1n a period of 60 davs 2(mcludmg the delivery) and the power to transfer 1ests
with the Board of Directors of the Companv  Although 1t 1s within the law tor the
Boaid to delegate the approval process the Boards generally are not inchined to
delegate the power of transter to theu RTAs In many cases RTAs do not even
have the power to authenticate endoisements However, in-house transfer agents
and the affilate transter agents do carry this power If the power of transfer 1s
delegated to the RTA the time 1equired to complete a transter could reduce bv
about 15 days In countries like UK transfer of securities 1s approved by the
Registrar and not the Company In order to manage nisks arising out of such a
blanket power companies can stipulate necessary safeguards to be implemented
bv their Transfer Agents

B Infrastructure and Operating Standards

Onc of the most problematic aspects ot the share transfer process 1s the
verfication of signature  The intent behind signature verification 1s the
chimimation of fraud and forgeries and a reasonable assurance of a ownership ot
the property  Sec 108 of the Companies Act stipulates that the instrument of
transfcr needs to be properly executed by the parties to the transfer  Signatuie
verification therefore seems to be a necessary evil in the entne share transtor
process chmimation of which would require amendments to the Companies Act
Howcever signature verification in some orgamisations 1s performed manually by
low skilled staff lcading to imperfections Some RTAs visited by the FIRE
Project tcam have mechanised the process which enabled them to complete the
t1nster process faster and more accurate particularly when the volumes were high

One strihimg problem obsunved at the RTAs was concentration of trnsfer activity
i certain months of the vear The Income Tax Act stipulates a common
accounting year for all companies (April-March) and this tends to concentrate
book closure activity atound same time for all companies As the mvestors rush
during those periods to effect transters volumes peak usually between July and
September Most of the RT As employ resources to match peak time volumes
However this leads to overcapacity duning the rest of the vear However 1f RTAs
plan for low to average volumes 1t 1s very difficult to obtain shilled/tramed
personnel for the peak months

As per the provisions of Section 108 Companies Act transier deeds need to be
dily stamped  The responsibility to check that requisite stamp duty 1s paid 1s
delegated by the company to 1ts RTA This adds to the pressure and during peak
loads considerably delavs processing Elimination of this requirement which
requires amendments to the Companies Act and the Indian Stamp Act will allow
for taster processing and improve the service standards

SEBI s guidelines for RTAs require transteis to be completed within 30 dvs

Price Waterhowse LIP Pace 11
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10 Manv of the RTAs visited by the FIRE teams centralised their processing

1

p_—

14

operations where the client 1s located or where the client s data base 1s located
Centralisation not accompanied by suitable online data transfer mechanisms
often results 1n longer service cycles leading to higher opportunity costs” for
investors

RTAs presently do not have uniform operating procedures although the type ot
processing 1s common across the industry  Only the procedures relating to
dematerialisation and rematerialisation are clearlv documented and umiform across
the industry due to NSDL s nsistence than RTA mitiatives No two organisations
seemed to have employed similar processing techniques for transter and other
activitics It should be noted though that those RTA organisations which were
ISO certified had their procedures documented for all the activities

Presently, SEBI and the Companies Act provide for minimum service standards
Other wise there are no uniform standards for servicing clients across the industry
It was observed that investors of those clients whose per folio rates are higher and
pay regularly receive a better service

RTAs by far recerve the lowest remuneration amongst all the service providers to
an Issuer  Their remuneration depends upon the folios handled rather than thar
cottesponding value  Issuers seem to gencerally 1gnore the value addition by
superior technology n fixing the remuneration and this inhibits RTAs mitiatives
in employmng advanced technology 1n servicing investors It was obseirved that
RTAs dependence on technology and advanced communication systems 1s
minimal and usage of LAN and WAN based systems was limited in some
organtsations  However there 1s significant scope for employing better
tcchnology and faster processing systems to improve services tendered to
imvestors This however 1s contingent upon R1As ability to negotiate better fees
for their services and 1ssucrs willingness to encourage RTAS to invest in
technology

C Internal Controls and Security

Operational risks can arnise from procedural lapses technology tailure human
citor disaster dehiberate attacks and other structural 1ssues Adequate accounting
admimistrative access and approval controls and cash handling and cheque signing
procedures 1n a documented form are absolutely essential to address 1ssues
1elating to operational risk There 1s a reasonable level of controls 1n all the larger
RTA organisations but there 1s a scope tor improvement n smaller firms

Most of RTAs have incorporated user Ids/ password track into their syvstems to
restrict access to unauthorised personnel The systems are generally designed on
an ascending user scale The higher up the scale the more the tunctions one can

Opportunty cost to the mvestor results from the investor s money being tied up during the time the
shares are lodged with the RTA  The investor cannot choose to deploy this capital into other more
profitable investments during this time

Price Watcrhouse LLP Puage 12
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access However in many RTA firms there 1s a concentration of authority in the
hands of a few individuals who have an unhimited access to the information

In some of the RTAs 1t was observed that the physical layout restricted moy ement
and does not allow for quick evacuation 1n the event of fire etc  The securities
along with their accompaniments either i process or those ready for delivery  aie
not stored i fire-proof cupboards or vaults This results in risk to personnel
issuers and investors

It was observed that systems were bached up daily and back-ups were stored n the
same site It 1s absolutely essential for RTAs to ensure otf-site storage ot data and
processing software and have a disaster management plan documented and tested
to ensure continuity of business at all imes

D Constramts And Limitations

The R&T industry has become competitive  The negotiating ability of RTAs 1s
linuted as they are generally dominated by their chents This restricts therr ability
to employ sophisticated technology and automated devices to speed up their
processes  The RTAs also complain that their dues are not paid on time which
adds to their financial burden and increases therr cost of operations These
limitations ultimately are reflected m process delays and poor quality of output

Onc of the external factors for which a RTA nvariably takes the blame 15 the
incificiency and capacity constramts in the country s postal system - As many post
otfices do not have adequate infrastructure to accept large volumes of documents
per day the dispatches by a RTA are gencrally staggered and this delays the
service time Postal thedts and loss n transit compound the RTAs and mvestors
woes Thereporting of a loss o1 a non-delinvery by the postal department
generally takes a long time  This tacilitates circulation of stolen certificates mn the
system tor a longer time putting additional pressure on the RTA s systems and
conscquently delaying tiansters

There 1s no regulatory requirement to print the share certificates on a security
paper nor a requirement to affix legally recognised holograms/bar-coding etc  on
share certificates This increased the scope for circulation of forged/countertert
certificates 1in the system To ward of thefts and forgeries RTAs have installed
elaborate systems and shilled personnel However detection of a forged
certificate continues to be dependent upon the skill of the concerned officer
Foiged death certificates forged bank attestations etc further compound RTAs
problems

Issuer non delegation of powers to RTAs and their infrequent Board Meetings to
approve the transfers often result in share transfer delays even though the RTAs
have completed the vernification and printing processes

Lack of umiform operating procedures and benchmark serice standards across the
industry also limit the RTAs abilitv to render faster and better investor service
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V1 RECOMMENDATIONS

The FIRE Project mamntains that the only viable long term viable solution to the
cutrent problems faced bv the imvestors n registration and transfer of their securnities
1s dematerialisation of scrips and trading on the Depository because ownership
transfer 1s automatic 1n the depository and shares are known to be good However
acceptance of depositorv settlement may take a few years particularly when 1ts access
to all investors 1s limited Meanwhile to ensure a healthy growth of the primary and
secondary markets and a whole hearted participation by investors the Regulators and
all other market constituents will have to evolve ways and means to improve the
allotment transfer and other service delivery processes As a start the report of

R Chandrasekaran Commuttee constituted by SEBI sets out various recommendations
some of which aim to bring about a paradigm shift However given that
implementauon of the committee’s recommendations would need amendments to the
existing provisions ot the Companies Act, it 1s necessary to also address the 1ssue of
benchmark service standards that can be implemented by the R&T industry
immediately It 1s in this spirit, this report recommends uniform procedures and
benchmark service standards that RAIN, 1n conjunction with SEBI, can stipulate for
the industry This report 1s divided into three sections Section A deals with sccondary
market activities Section B deals with primary market activities and corporate actions
and Section C deals with RTA-Depository interface

The standardised procedures and the service standards recommended 1n this repoit
will call for additional imtiatives by RAIN to be fully successful Specifically I'IRE
Project recommends that RAIN take the following steps outlines below immediately
Recommendations which murtor the recommendations made by ( handrascharan
Commuttee are ones that can be achieved in the short-term without any amendments
o the existing regulations and acts

A SEBI and Stock Exchanges

1 RAIN should persuade SEBI to impose stricter entry barriers for potential
entiants and ncrease the networth requirements for the existing firms Additional
capital intusion should result in augmenting technological and system capabilitics
to enable faster processing and improved delivery schedules

t2

RAIN cither thiough moral persuasion or regulatory mtervention should provide
a linhage between required minimun infrastiucture employed by a RTA and the
quantum of work undertaken

SEBI has recommended a common MOU for RTAs and the Issuers However i1t
1s a common complaint that under the pretext of non-apphcability of the respective
regulations the Issuers force their own changes to the one recommended by SEBI
Further this common MOU should be amended to contain adequate provisions to
make the Issuers achnowledge the operational risks, commit to provide service
standards as recommended by this report accept responsibility equally with their
RTAs for any failures and compensate 1 estors not only for any loss arising out
of any failures but also for the opportunity costs of investors arising out of delavs

(V8
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D

6

and failure to provide services as committed in the MOU and the Offer
Documents RAIN should persuade SEBI to enforce this MOU and that any
changes to 1t should be made onlvy with approval of SEBI

RAIN to persuade SEBI and the Stock Exchanges to recognise the operating
procedures and benchmark standards as minimum acceptable from a RTA and
accordingly incorporate a 1equirement {or their adherence m relevant regulations
and listing agreements

A market lot may be an acceptable unit of measurement for trading and
settlements 1n India However this increases the volume of documents to be
processed by a RTA Particularly when corporaic actions such as rights and bonus
are processed, this requirement leads several other problems such as odd lots
splits, consolidation etc Many developed markets do not have any concept ot
marhetable lots RAIN should persuade SEBI and the Stock Exchanges to remove
the requirement of market lots

Signature verification under the existing regulatory and market practices
cnvironment 1s critical to establishing ownership of assets  Elimination of
signature verification 1s possible only when alternative practices are recognised
and the laws amended Available figures indicate that almost 85% of objections
rclate to signatute diffcrences  Differences 1n signatures can arise on account of
forgeries, fraud or when mvestors sign differently each time without maintaining a
tecord of therr earlier signatures etc  The closest market constituent to the
investor in a sceondary market trade 1s the broker/sub-broker through whom the
deal was executed  Brokers under the “know your client  rules of SEBI should be
able to vouch for some of the actions of thair chents  SEBI and Stock Pxchanges
should make attestation by the broker of the investor s signature mandatory on a
transfer deed when 1t s mtrioduced tor the first time 1n the market RTAS could
then be relieved of this onerous responsibility ot signature yenfication which
would maiginally improve service schedules but more importantly bring down
substantiallv the percentage ot objection cases registered by RTAs

B Issuers And RTAs

RTAs should seek necessarv authonity to approve transters and sign as authorised
signatories on the endorsements Delegation of authority to transter by companies
to their RTAs can considerably shorten the processing cycle particularly during
period of peak volumes Such delegation could save upto about 15 days in
processing time during busy periods Necessary control measures can be built into
delegation to address the 1ssuers concern on montoring of holdings 1ssuing of
duplicate certificates etc If the companies are not prepared to delegate this power
the RTAs could seek one of the following to adhere to the benchmark standards
recommended

e Approval of transfers based upon a preliminary list containing all
particulars both of sellers and buvers or

Price Baterhowse LLP Pagc 15

“*&;Q



Assistance to Regustrars Association of India
Manual on Benchmar k Scinice Standards and Procedures January 8, 1998

e Issuer commitment i writing to approve and communicate transters
withm three days of then receipt fiom RTA The benchmark standaids
suggested in this report assumes approval by compantes in three davs

Persuade the companies to 1ssue duplicate certificates up to a certamn value

without requiring the investors executing an indemmity  Several small investors
will benefit out of this practice Like in the case of general transfers Companics
should delegate necessary authority to their RTAs to 1ssue duplicate certificates

C Internal to RTAs

When adopting these standard operating procedures and commutting to adhere to
the benchmark service standards as contained herem, RTAs should recognise the
need for and accept all those process/task specific recommendations as detailed 1n
the attached manual In addition, they should

91 Mechanise the signature verification process This requires a
mandatory imaging of all signatures Only skilled persons should be
employed n this process and there should be only one level of
stgnature verification Although this process may increase the cost of
operation it will remove imperfections, reduce the incidence of
objections anising out of signature verification and enables faster and
more accurate processing

92  Decentralise processing to the regional/branch level tor the RAIN
1ccommended benchmark population to shorten the processing cycles
Nccessary procedures and controls can be implemented to addicss the
11sks arising out of such decentralisation

10 One of the common complamts of the members of the industiy 1s the iemuncration

I

they 1ccarve not being in commensurate with the level of service they provide o1
aypected to provide  In order to effectively address this 1ssuc - RAIN should take
mitiatrves to

e change the current market practice of folio based fees to asset based fees
and/or

e fixa mmmum fees for each activity and no member should be allowcd
to quote below the RAIN piescribed fee Such a numimum fees should take
into account all RTAs costs including the cost of insurance

Such a mimimum fees should enable the RTAs to employ adequate technical
resources to improve the speed and quality of services

Currently there 1s no central data banh of lost/stolen certificates The first market
constituent to be informed when a certificate 1s lost or stolen 1s the R&T Agent
And more often 1t 1s the R& T who takes the blame for not having redressed the
complaint in ime RTAs do not have a central data bank to verify the lost and
found certificates  RAIN should designate an independent third party agency with
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adequate resources to create a data bank which can then serve various marhet
constituents and the Regulators

D Investor Education

12 Development of human resources 1s a critical function of an organisation that aims
to delhiver qualitative products and setvices Training and continuous education
1re an integral part of this function Enforcing regulations and procedures n a
svstematic and consistent manner 1s a pre-requisite for delivery of qualitative
service In this context RAIN could add value to 1ts membership by orgamsing
and dehivering short but tocused training programmes  An 1itlustrative hist of
topics that could be covered 1n these traiming programmes aie

e Salient features on various acts regulations that apply to R&T business

e Standard nternal control procedures

e Public Issue procedures,

e Post issue activities - transfer procedures objection handling duplicate
certificates, etc,

e Reconcihiation principles and procedures, and

¢ Special activities such as stop transfer registiation of POA etc

RAIN can invite speakers from within the industry therr chients Institute of
Companics Secretaries ete to deliver the message

13 Many of the investor complaints can be sourced to their not being aware of the
correct procedures legal requirements and external factors that influence the
sarvices provided by RTAs  Raising investor awarencss helps in better
compliance  RAIN 1 assoctation with SEBI Stock Luchanges and NSDL
organise focused mnvestor awareness campaigns built around brochures explaming
the conceepts procedures and forms
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Assistance to Registrais Association of India
A Comprehensive Plan for RAIN - Discussion draft

USAID/FIRE Project Contract No July 1997
COMPREHENSIVE POLICY TO EVOLVE THE REGIS'IFRS ASSOCIA
OF INDIA (RAIN) INTO A SELF REGULATORY ORGANISATH SRO) --
FIRE PROJECT ASSISTANCE

1 GENESIS

Over the years as a result of mushrooming growth of companies that approached capital
market to raise caprtal and the consequent large number of public and nghts 1ssues, the
supply of share certificates has increased manifold In the absence of fault proof systems,
procedures and mechanisms, in came the associated problems such as forged certificates
stolen certificates etc , The growth in supply of paper and the associated problems has
not however been complimented by growth 1n qualitative resources at the Registrars and
Share Transfer Agents officers and Other agencies, resulting in deterioration of investor
services such as share transfer delays etc ,

In order to address some of the problems associated with the Registration and Share
Transfer business and become a mouthpiece for the industry, the R & T agents have
formed 1nto an association called REGISTRARS ASSOCIATION OF INDIA (RAIN)
The Securities and Exchange Board of India (SEBI) i one of its several meetings with
RAIN suggested to 1t that RAIN could evolve itselt into a SRO for the Registration and
Transfer Agency Business (R & T) business in India Meanwhile, the Chandrasekharan
Commuttee was constituted by SEBI to study and recommend long term measures n this
regard

2 RAIN’S REQUEST TO PRICE WATERHOUSE

Followng its preliminary discussions with Mr Dennis Grubb and other FIRE Project
officials, RAIN has approached FIRE for technical assistance for

e getting RAIN registered as a SRO
e preparing the procedure manual connected with and streamhining the activities
of the R & T agents for the purposes of a healthy growth of capital markets

3 SEBI AND SROs

At this point of time 1t 1s not clear as to the policy and the direction SEBI would like to
take 1n registering SROs It 1s also not clear as to what 1s expected of a SRO who and
what will 1t regulate, the relationship between a SRO and SEBI  Pending clanfication on
all these 1ssues, RAIN to position 1itself as a SRO for R & T industry 1n India, 1t needs to
take several steps?0 enhance 1ts profile such as restructuring 1ts administration to
vrescribing standards to monitorine comphance
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4 RAIN as a SRO

To position 1tself as a SRO, RAIN should have the ability to do the following

s promote a high degree of consultative process with SEBI in rule making and
establishment of standards to ensure adequate investor protection,

e establish minimum entry standards both financial and non-financial for its
membership,

e promote high standards amongst member firms, monitor business practices,
service standards and other areas of conduct,

e conduct periodic inspection of member firms to determine compliance with
the legislation, regulations, bye-laws of RAIN and other pronouncements,

* undertake statistical rcsearch and analysis and provrde information services to
members, press, regulators, 1ssuers and general investing public,

e conduct periodic traimng/famihrisation programmes to the directors, officers
and other employees of its member-firms

5 SUGGESTED PLAN FOR RAIN

In order to position itself s a SRO, RAIN may like to implement the following
51 Draft its business mission and principles

“ RAIN 1s dedicated to

their shareholders

e promoting the interests of its members, their chients and the shareholders of
the clients

e serving the public interest by maintaining highest professional and ethical
standards”

52 Determine the Structure
521 Staffing

A professional association charged with discharging a certain responsibility can
function through professional paid staff and also 1t member support through
standing committees RAIN should consider to what extent 1t can depend upon
the voluntary support of its members 1n the day to day management of the
association and to what extent 1t can maintain professional paid staff The size of
staff would depend upon the proposed business plan of RAIN and the resources 1t
can gather from members for its activities  While s1zing the orgamsation and
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deciding on professional paid staff, it must be borne in mind that RAIN s

objectives and administration may suffer 1f 1t relies completely on 1ts member
support

The structure should provide for creation of the following departments over a
period of time

Professional Standards Department
Government Relations Department
Member Services Department
Research and Analysis Department
Information Services Department

5 2.2 Appointment of Standing Comnuttees

In order that RAIN eftectively addresses vartous 1ssues and be able to form
opinions and set standards and provide member services as enunciated 1n para

1t has to form standing commuttees responsible for different tasks/functions These
Commuttees could consist of employees of the member firms and representatives
from the associated agencies Suggested structure of these commuttees are

¢ Membership and Admimstration Commuttee

This Commuttee shall be responsible for setting minimum requirements for
membership of RAIN such as the size, the technical and operational capability to
meet with standards set by RAIN networth etc , and also be responsible for the
administration of RAIN  This Commuttee shall draft and enforce

* detailed norms and guidelines for admussions suspensions and expulsions of
members,

* bye-laws, rules and regulations of the Association
detailed guidelines for general administration of RAIN,

*  Code of Conduct for 1its Members,

This Commuttee shall also prepare and circulate a RAIN Membership Directory

for the general benefit of the industry the issuers, the custodians and the
Investors
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¢ Rules and Liaison Committee

The primary responsibihity of this commuttee 1s to influence the regulators and
promote a high degree of onsultative process with SEBI RBI and Other agenctes
in rule making and enforcement This Commuttee shall be the mouthpiece of
RAIN and shall

* review and amend whenever required the standard R & T agreement with the
clients based upon the SEBI recommended agreement and the market
determined practices,

*  present the members’ views on regulatory and legislative matters that affect
the industry and 1nvestor protection,

* 1n addition to responding to and commenting upon the regulators init.atives of
SEBI, RBI and Other agencies, 1t should determine
legislative/regulatory/procedural anomalies, anticipate changes, and initiate
references, present industry’s view to the respective authorities for necessary
action n this regard,

* advising the Association staff in compiling, reviewing and maintaining a file
on all laws, rules and regulations that affect the industry, and

* peniodically review and provide clarifications, interpretations, explanations on
rules, regulations and various other SEBI pronounced matters that affect or
have an impact on members’ business

¢ Services Standard Commuttee

This commuttee shall be responsible to review and provide on a continuous basis
service standards, processing standards and recommend standard operating
procedures to achieve the standards These standards shall become the industry
benchmark and shall qualify or disqualify a R & T agent from the membership of
the Association The Commuttee shall

*  determine appropriate benchmark standards for all functional activities of R &
T business, be 1t, processing a new 1ssue or servicing existing records,
standards for completing sub-tasks under an activity etc

*  provide quality control checks and programmes to 1ts members to help them
pentodically monitor their performances,

* determine and recommend standard operating procedures to achieve the set
standards,

* help members to conduct a process-reengineering studies within their own
entities and re-orient their processes based upon the RAIN recommended
standards,

* recommend from time to time standard guidelines/provide solutions on
Issuers, R&T, Depository and Custodian interface to 1ts members
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*  Rules and Regulations for the governing of the Association Membership

- Standards and procedure for admission/disaualification of members

Standardized and Common Agieements etc ,

6 FIRE PROJECT ASSISTANCE

The FIRE Project funded by USAID and admimstered by Price Waterhouse (PW4 will be
prepared to assist RAIN, 1t 1ts endeavor to be a catalyst for change, raise industry
standards bring about umformity and transparency in the industry s dealings with
chents, regulators and investors The core objective of this assistance will be to

¢ strengthen RAIN as a professicnal and a well knit Association to achieve 1ts ultimate
objective of being recogmised as a SRO for R & T business in the country
standaidize the operating procedures for the industry, improve the quahity of 1its
services and set bench marks for various services provided by R & T agents,
improve business practices, and create a climate of compliance,

Specifically the Project will

I Assist RAIN and 1ts Service Standard Commuttee to develop benchmark
process and service standards in all areas of R & T operations For this
purpose the Project would prepare an activity template and test a sample of 9
to 10 Regustrars with the template Study the operating procedures employed
by the Registrars for the template activities to suggest improvements 1f anv

I Draft a RAIN recommended standard operating procedures to achieve the set
benchmarks,

HI Suggest how the benchmark standards can be raised This may call for
mitiatives by RAIN

¢ 1n recommending amendments to Legislation and Regulations

e 1nrecommending changes to Market Practices,

¢ enhancing Infrastructure and technology capability at Registrar offices,
e 1n conducting special Investor awareness campaigns

IV Assist RAIN and its Membership Commuttee to raview its existing bye-laws,

rules and regulations, draft detailed norms for admission, suspension and
expulsion of members

V  Assist the Membership Commuttee to draft a Code of Conduct/” Code of good
practice”

VI Assist the Inspection and Compliance Commuttee to draft a Compliance

Manual and nspection guidelines and procedures tor monitoring comphance
and mnspection of 1ts members
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¢ Inspection and Comphance Commuttee
This Commuttee shal! be responsible for

* drafting and recommending a compliance manual to comply with various
rules, regulations and pronouncements of SEBI and Other agencies and of the
Association,

* draft and enforce inspection guidelines/procedures to enable the Association
to conduct penodic inspection of its members,

* based upon the periodic inspections, recommend the course of action to
Membership or Service Standards or Rules & Liaison Commuttee

¢ Information Services Committee

This Commuttee shall

* guide the staff of the Association 1n buillding up a database and undertake

l research and analysis using that data for the benefit of the industry, regulators
and the nvestors,

* mantaimn media contact on matters affecting the industry,

l * conduct periodically traiming and fambliarisation programmes to the directors,
officers and employees of the member firms and to do that develop training
matenals, hiterature etc |,

I * plan and conduct specialised awareness/education campaigns that the

Association may like to carry for the benefit of its members and the general
investors

53 Codes, Manuals, Guidelines etc

RAIN, as a professional association , 1n order to standardize the procedures followed by
various member firms, improve the business practices and bring about umformity and
transparency 1n the conduct of business, should provide the following and monitor their
implementation by the member firms

* Detalled guidehnes, processing standards, and generally acceptable standard
operating procedures for all areas of R & T business,

*  Code of Conduct, Comphance Manual, Guidelines to bring about unmiformty
1n accounting and client servicing standards,

* Clanfications, Interpretations and Explanations on vartous Acts, Rules and

Regulations and other pronouncements affecting or having a bearing on the
industry®

Price Waterhouse LLP Page 5



APPENDIX - 11
MANUAL OF
STANDARD OPERATING PROCEDURES
AND
BENCHMARK SERVICE STANDARDS



Registrars Association of India
Manual on benchmark procedures for Registrars and Transfer Agents

INSTRUCTIONS TO READ THE MANUAL

This procedures manual 1s grouped nto three major sections

1 Secondary Market / Post Issue Activities
2 Primary Market / Corporate Action
3 Depository interface

Each of the major section 1s broken into subsections and relates to an activity Each
subsection has a write-up followed by a detailed flow chart The flow chart reflects
the flow of the steps for that activity

In the flow chart, wherever further explanations are required, the steps have reference

numbers 1 e ( XXX01/) mentioned and at the end of the flow chart under the heading
references

The flow chart has different style boxes used to describe the nature of the steps as
explained bellow

Describes Receive / acknowledge TDs from the
MANUAL
Foreg imward department
tasks
Describes )
SYSTEM BASED Do data entry (TRF01)
tasks Foreg
TRFO1 1s a reference number
“““““““““““““““““““““““ R
[TTTTTII T 7 | 1
: Descnibes ! : Frank 1 I
| TECHNOLOGY | rank envelopes !
¢ 1 I _________________________ 2
; BASED i Franking machine 1s required
: tasks ;

Describes
MANUAL / I Do quality check (TRF10)
Foreg I

Both manual and system based activity

SYSTEM BASED |}
tasks '

Describes

CONTROL

BASED Foreg Fill transmssion forms

tasks
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Registrars Association of India
Manual or benchmark procedures for Registrars and Transfer Agents

Inward

INWARD

Activity Description

Inwarding documents 1s the process of recerving, sorting, numbering and maintaining
records of the received documents from various sources (post, counter and bulk)

Currently the average time taken to complete this activity ranges between 2 to 3 days

Process Overview

¢ Recerve and open the lodgements

Segregate lodgements 1nto TDs / correspondence / mail returned
Affix lodgement date

Cancel stamps

Segregate TDs / correspondence company-wise / activity-wise

¢ Assign inward numbers

e Make lots and prepare lot sheets

¢ Do inward entry

Print inward register

Send the inward register and TDs / correspondence to the respective departments
Recerve acknowledgement

File the inward register

® & @

For detailed procedures refer flow chart

Inwarding has been divided into sub-sections depending on the source of the documents
These are

e Inward through post
e Inward at the counter
¢ Inward from custodians in bulk

The steps for handling returned undelivered mail have been covered in section A16 It
was observed that few RTAs received documents from Investor Relation Centres (IRCs)
also This has not been handled scparately as they could be treated as bulk cases and the
same procedure may be followed

Benchmark Service Standards
For normal volumes, a service standard of 1 day to complete the inwarding process and

for peak volumes a service standard of 2 days are recommended Peak volumes for the
purpose of this manual would mean 3 times the average normal volumes
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Steps that can be eliminated

e No steps 1n this activity can be eliminated

Recommendations

¢ While accepting the correspondence across the counter, check 1f the mvestor has
enclosed the related documents with the request

Input documents
Transfer deeds
Certificates
Correspondence
Output documents
Lot sheet

Inward register
Packet register

Registers to be mamtained

Inward register
Packet register
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Registrars Association of India

Inward - Post

Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for Inward - Post

section

Recerve lodgements i the Inward

Open the envelopes

Segregate the lodgements mto TDs /
correspondence / undelivered mail

A4

TDs Undelivered Correspondence
mail
Affix the lodgement date stamp on Refer to Affix the lodgement date
the share transfer stamp, canceling section A16 stamp on the face of the letter
the stamp in the process

l

4

company-wise

Segregate TDs / correspondence

|

TDs

Correspondence

Assign Inward number to TDs

Segregate correspondence
activity-wise

|

r

Make lots of n;ax 100 TDs

Assign Inward number to
correspondence

l

]

Prepare lot sheets (INW01)

Prepare lot sheets (INW01)

!

!

!

Do inward entry m the system

(INW02)
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Manual on benchmark procedures for Registrars and Transfer Agents

Inward - Post

Print inward register
(INWO03)

l

Send mward register along with the
TDs and correspondence to the
respective departments

Receive acknowledgement on the
inward register from the respective
departments

File the mward register

Price Waterhouse
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Registrars Association of India Inward - Counter
Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for Inward - Counter

Receive TDs Receive correspondence
Check 1If the TD has been filled Check if the related documents
completely (INW04) for the request are enclosed

v
Check if stamp duty affixed 1s equal tof ., Ask the investor to buy
the consideration amount mentioned stamps across the counter
and affix the stamps

l If correct

Cancel the stamps by affixing the lodgement date

- 1 Clear Objection
" Enter the lodgement details (INW05)
' into the system
1 - Return the
Generate and 1ssue acknowledgement * correspondence
receipt to the mnvestor explaming the
) 1 reason of return
Write the system generated receipt
number on the TD / correspondence
Keep TDs / correspondence nto the
company specific tray
. TDs Correspondence
Assign inward number to TDs Segregate corresi)ondence activity-

WIs¢

Assign immward number to
correspondence

, !
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Manual on benchmark procedures for Registrars and Transfer Agents

Inward - Counter

)

Malke lots of max 100 TDs/
correspondence

v

Prepare lot sheets (INW01)

l

Associate inward number with receipt

number 1n the system (INW07)

Print inward register (INW03)

' |

Send inward register along with the
TDs and correspondence to the
respective departments

Receive acknowledgement on the
inward register from respective
departments

File the inward register
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Inward - Bulk

Flow chart for Inward - Bulk (only TDs) (Courier and Post)

Receive the lodgement

!

Assign packet number and maintain
packet register (INW06)

v

Issue acknowledgement (subject to
verification) to custodian

4

Open the packets

b 4

Count the number of certificates /
mstruments received and verify agamnst
the covering letter

If discrepancy

1’ If correct

Enter actual number of certificates /
instruments 1n packet register

+——— Instrument , also

y

Assign inward number to TDs

Make lots of max. 100 TDs

l

Prepare lot sheets (INW01)

h 4

(<)

R L

i Communicate with

! custodian

lughhighting excess /
short receipt of

E send a memo to the
i processing

i department to mark
! a caution against

i those certificate

5 numbers

Price Waterhouse

Section Al
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Inward - Bulk

Do inward entry 1n the system (INW02)

I _

Print inward register (INW03)

|

Send inward register along with the
TDs to the respective departments

J,

Receive acknowledgement on the
inward register from the respective
departments

File the inward register

Price Waterhouse Section Al
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Inward

4 - YELTSE N R

_: References for Inward
INWOI Lot sheet

Lot number

Inward number range

Lodgement date

Number of TDs / letters

Company name

INW(2 Inward entry for TDs & Correspondence
Header Entry

Lot Number

Lodgement date

Company name

Activity

Detailed Entry

Inward number

Seller folio / investor folio number
Number of shares

Number of certificates

Number of TDs

INW03 Inward register

Refer annexure 1

INW(O4 Complete information on TD (no vahdations required at this stage)

Ensure TD 1s filled completely with respect to the following
Presentation date

Stock exchange name

Execution date

Company name

Seller folio number

Certificate number

Distinctive number (from and to)

Number of shares

Consideration amount

Value of the stamps affixed

Witness signature

Seller’s signature(s)

Name, address, occupation, father’s name and buyer’s signature
Status of buyer (RI, NRI, Company etc )

Also ensure that mutilated TDs are not accepted

Price Waterhouse Section Al

Page 9



Registrars Association of India Inward
Manual on benchmark procedures for Registrars and Transfer Agents

INW05 1Lodgement details
Lodgement date

Company name

Buyer’s name / Holder’s name (in case of correspondence)
Number of shares

Number of certificates

Amount of stamps affixed (in case of TDs)

Activity

Number of TDs

INWO6 Packet register

Refer annexure 2

(Scrips are normally received company-wise from custodians Hence a separate step for
segregating TDs company-wise 1s not considered)

INWO07 Inward number and receipt number association
Lot number

Inward number

Receipt number

Price Waterhouse Section Al Page 10
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: i ' Annexures:ito-Inward Processing :
Annexure I - Inward Register
Lot number Lodgement date Company name Inward range Number of TDs /
letters
Price Waterhouse Section Al Page 11
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Annexure II - Packet Register
Courier number | Packet number | Custodians Lodgement date | Buyer’s name Company name | Number of
name shares /
certificates
i Price Waterhouse Section Al Page 12
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¥ Ay FTRAS e

| . 4 TRANSFER.
Activity Description

Transfer 1s the process by which the ownership of the secunties 1s transferred from the
seller to the buyer The transfer request 1s lodged with the R&T or company by the buyer
along with the Transfer Deed (TD) and the certificates(s) (shares / debenture / mutual
fund units)

Currently the average time taken to complete this activity ranges between 20 to 40 days

Process Overview

Receive TDs from the inward department

Do data entry

Generate edit checklist and error list

Scrutinise TDs

Venfy and wnite corrections / error codes on the edit checklist
Venfy signatures

Make changes mto the system

Segregate TDs nto clear, objection and NOL cases
Do buyer search

Generate, print and paste the transfer number stickers
Do quality check

Pnint the transfer register and the MIS reports

Send transfer register for board approval

On receipt of approval update the database

Print Bulk postage registration journal , endorsement stickers and coverning letters
Paste the endorsement stickers

Separate TDs from the certificates

Collate the certificates and covering letters

Initial the endorsement

Envelope the certificates and covering letters

Seal, frank and despatch the envelopes

Print and despatch card to buyer as advance intimation

e 6 &6 & & & & & & © 5 & & & 5 S O & ¢ O O O

For detailed procedure refer flow chart
Benchmark Service Standards

For normal volumes, a service standard of 15 days (excluding Inward) to complete the
transfer processing and for peak volumes a service standard of 30 days are recommended
Peak volumes for the purpose of this manual would mean 3 times the average normal
volumes

Price Waterhouse Section A2 Page 1
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Steps that can be ehiminated

Approval on lot basis from Board of Directors (BOD) can be ehiminated provided a
general authority 1s given to the RTA by the company This car save upto 10 days in
the processing time

No other step can be eliminated However, sequencing can change as long as the
benchmark service standard 1s achieved

Recommendations

Activities such as data entry, signature venfication, buyer search should be done lot
number-wise and not folio number-wise

Sending acknowledgments for TDs received by post 1s not recommended as there 1s no
perceivable value addition to the investor, particularly when return of certificates duly
transferred 1s recommended to be completed mn 16 days

e Scanning of signature should be compulsory 1n order to have this step system driven
e There should be only one level of signature verification performed by qualified and

experienced staff members
e Endorsement stickers should be made compulsory

¢ A Card should be sent to the buyer informing despatch of certificates This may
increase the cost of operations and should be approprately addressed by RTA m 1ts

MOU with the client

e The authonty to approve the transfer should be given to the R& T or the BOD should
approve the transfer register within 3 days from the receipt of the transfer register This

would considerably reduce the total time taken to execute a transfer

¢ Necessary internal controls and exception reporting should be built into delegation to

address companies concemns
Input documents

Transfer Deed
Certificates
Inward register

Output documents

Edit hist

Error list

Notice of Lodgement Register
Objection letter

Objection register

Transfer sticker

Transfer register

Share holding pattern statement as MIS report
Endorsement sticker

Covering letter

Bulk postage registration journal
Post card confirming transfer

Price Waterhouse Section A2

Page 2
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Transfex

Registers to be maintained

Transfer register
Bound TDs
Acknowledged Bulk postage registration journal

Price Waterhouse Section A2

Page 3
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) .. Flow chart for Transfer Processing

Receive / acknowledge TDs from the
mward department

b4

Do data entry (TRF0I) '

2 4 -
Generate edit check hist (TRF02) and
error list (TRF03)

Scrutimise TDs (TRF04) and verify edit
checkhist agamnst TDs / certificates and
error list

l

Write the corrections (if any) and
obiection codes on the edit checkhist

! _

' Venfy signatures (TRF05) '

Write the objection code on the edit

checklist for the signature mismatch
cases

I |

Make changes 1n the system as per edit ,
checkhist and generate registers for
,Clear, objection and notice of lodgement

(NOL) (TRF06) cases '

Segregate TDs 1nto clear, objection and
NOL cases

™

Price Waterhouse Section A2 Page 4 gaa
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()
Clear Objection NOL l
Do Buyer search (TRF07), . Compare buyer details and Print NOL

Generate new fohos wherever
necessary, Assign existing folios
' wherever possible

Generate the transfer number

| .

Print transfer number sticker
(TRF09)

Paste transfer number sticker on
the TD

Do quality check (TRF10)

* Print the transfer register and the »
required MIS reports

1

Send Transfer register and MIS
reports to the Board of Directors
(BOD) for approval

~

" On receipt of approval Update
database

group transactions for same letters and NOL
buyers (TRF08) B register

" Prnt objection letter and

objection register

Envelope the objection
letters

Seal envelopes

S — ﬁ

' Frank envelopes

Despatch envelopes to the
department of post (TRF11)

l

-Do outward entry (TRF12)
1 the system

Price Waterhouse

Section A2 Page S
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"Print Bulk postage registration journal (BPRJ) (TRF13), Prmnt
endorsement stickers, Print covermg letters folio number-
wise(TRF14)

l

Paste endorsement stickers

|

Separate TDs from
certificates
TDs Certificates
Bind the TDs, Label Collate certificates and
the TD books, covermg letters

Maintain a hbrary for
easy accessibility and $

retrieval of TDs Initial the endorsement and
ensure the covering letter
has been attached
appropriately

l

Envelope the certificates and
covermg letters

l

Seal envelopes

Price Waterhouse Section A2 Page 6
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Manual on benchmark procedures for Registrars and Transfer Agents

)

-

Despatch envelopes to the

a second copy of BPRJ

department of post along with

Receive the BPRJ with the
date of acceptance stamped
by the postal authorities

!

‘Do outward entry (TRFI2)
in the system

l |

éapture the signatures of the
new folios in the system

l After 3 days from the despatch of certificates

Print and despatch card to
the buyer informing
despatch of certificates

Price Waterhouse Section A2
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3
Envelope the NOL letters

|

Seal envelopes

Despatch envelopes to the
department of post

l

1 No reply from mvestor Reply from mvestor
Confirming Sale Refuting Sale l

Process these Post objection code 1n the
cases as ‘clear § system
cases’ I

Process these
cases as ‘clear
cases’ after 15

days of despatch §
of letter

Print objection letter to the
buyer

N

Envelope the objection
letters

.

Seal envelopes

Despatch envelopes to the
department of post

) Il
Do outward entry (TRF12)
1 the system

Price Waterhouse Section A2 Page 8
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' References for Transfer Processing

TRFQI Data entry

For a given lot number and inward number, enter the following
Certificate number

Distinctive number

Buyer Details

Consideration amount

Amount of stamps affixed (retrieve 1n case of counter cases )

TRF(02 Edit checkhst
The edit checklist 1s a print-out of the entire data entry (100%)
Refer annexure 1

TRF(G3 Error hist

The error list 1s a print-out of only the logtcal errors (not 100% of data entry)
detected by the system (through programs) This list also reflects 1f there 1s any stop
transfer, lock-in, high FII holding pattern agamnst any certificate for that nward

Refer annexure 2

TRF04 Scrutiny

Ensure the TD 1s filled completely with respect to the following
The TD 15 1n the prescribed Form 7-B

Presentation date

Stock exchange name

Execution date

Company name

Seller folto number

Certificate number

Dastinctive number (from and to)

Number of shares

Consideration amount

Witness signature

Seller’s signature(s)

Name, address, occupation, father’s name and buyer’s signature
Status of buyer (RI, NRI, Company)

Stamp value

Also ensure the following

1 Existence of accompanying documents such as Memorandum and Article of
Association , Power of attorney, Letter of undertaking, Bank mandate, RBI and / or
SEBI approvals etc wherever required

2 In case the TD has been endorsed by bank / corporation 1n terms of section 108(1C)(B)
of the Companies Act, ensure the TD has been lodged within two months of such
endorsement

3 If the shares under transfer carry a Lock-in period, ensure that the penod of ban i1 ¢
Lock 1n period on transfer of shares has expired

4

Price Waterhouse Section A2 Page 9 é\7
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TRFO5 Signature verification

On entry of lot number, the system retrieves the following mward number-wise
Folio number

Folio names

Signature

TRF06 Notice of lodgement (NOL)

This refers to obtaining confirmation from seHer for having sold the shares

TRF07 Buyer search (automated)

The system compares the Buyers name, Address, Jomnt holder names and their sequence
for each inward number 1n each lot (excluding the inward numbers corresponding to
objection and NOL cases) against the holding master and displays the folio number, the
above details and the signatures 1f a match 1s found

TRF08 - Club objections
Compare the buyer details and link the objection cases for same buyer

This will be useful in generating a single letter to the buyer highlighting objections raised
across inward numbers in different lots

TRF(09 Transfer number sticker

Inward number | Buyer Folio
number
Transfer number | Transfer date

TRF10 . Quahty check

Take a sample at random (approx 3-4% of total TDs ) and reexamine completely to
ensure they were processed accurately and completely
This will be useful in establishing and monitoring performance standards

TRF11 Despatch of objection
If TDs and Certificates are sent under objection, then despatch documents through

registered post

TRF12 OQutward entry
Agamst each inward number post the despatch date as stamped on the BPRJ to reflect that
the documents have been despatched as of that date

TRF13 Bulk postage registration journal (BPRJ)

Print BPRJ pin-code number-wise Group certificates under common folios while
assigning the registration number

Refer annexure 3

Price Waterhouse Section A2 Page 10 é&p
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Transfer

TRF14 Covering letter

For each folio mention the following
Inward number

Total certificates lodged

Certificate numbers under objection
Certificate numbers under process
Certificate numbers transferred

Price Waterhouse Section A2
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IR T r N N L Tl el
L TR Annexures for Transfer processing.” "' -
Annexure 1 - Edit checkhst
Lot number | Lodgement | Activity Inward Seller folio | Certificate | Distinctive | Buyer’s Considera- | Amount
date number number number name tion amount | of stamps
address affixed
occupation
father’s
name
Price Waterhouse Section A2 Page 12
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Annexure 2 - Error checkhst

Lot number Inward number Error narration (description of error)

Price Waterhouse Section A2 Page 13
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Annexure 3 - Bulk Postage Registration journal

Pin-code Registration number | Folio number Address Certificate details Franking amount
(computed
mathematically
using system )

e Price Waterhouse Section A2 Page 14
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TRANSMISSION

Activity Description

Transnmussion 1s the process of deleting the name of the deceased holder from the records
of company and transferring the share certificate(s) in the name of the legal heir
Transmission requires the legal heir of the holder to send a request with a duly executed
death certificate, Indemmity bond, Affidavit, Succession certificate or Probate of will or
Letter of admimistration and share certificate(s)

Currently the average time taken to complete this activity ranges between 15 to 30 days

Process Overview

Receive correspondence from the inward department

Fill transmssion from

Do primary scrutiny

Do data entry

Generate edit checklist and error list

Segregate into complete and incomplete cases

Venfy and write corrections / error codes on the edit checklist
Venfy signatures

Make changes into the system

Segregate into clear and objection cases

Do folio search

Generate the transmission number

Print the transmission register

Send transmission register for board approval

On receipt of approval update the database

Print Bulk postage registration journal , endorsement stickers and covering letters
Paste the endorsement stickers

Separate transmission forms / correspondence from the certificates
Collate the certificates and covering letters

In1tial the endorsement

Envelope the certificates and covering letters

Seal, frank and despatch the envelopes

Print and despatch card to mvestor as advance intimation

For detailed procedure refer flow chart
Benchmark Service Standards

It was observed that the volume of transmission cases being very low, these cases are
generally processed along with Transfer cases and hence take longer time A benchmark
standard of 16 days 1s now recommended and RTAs must ensure that the certificates after
completion of processing are returned to the mvestors within 16 days

Price Waterhouse Section A3 Page 1
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Steps that can be ehminated

e Approval on lot basis from Board of Directors (BOD) can be eliminated provided a
general authority 1s given to the R&T by the company

Recommendations

e Fill a standardised transmission form to make the process easier

¢ In case of incomplete documents received from the mvestor retain the certificates,
while intimating to the investor about the required documents to process the case
However, R&T agent and the company should acknowledge the nsk involved and
should take proper control measures to contain any losses

¢ A Card should be sent to the investor informing despatch of certificates

* Necessary internal controls and exception reporting should be built into delegation to
address companies concerns

Input documents

Correspondence
Certificates
Death certificate
Indemnity bond
Affidavit

Succession certificate or Probate of will or Letter of administration
Output documents

Transmission form

Edit list

Error List

Objection letter

Objection register
Transmission register
Endorsement sticker
Covering letter

Postage registration journal
Post card

Registers to be mamtamed

Transmission register
Acknowledged Postage registration journal
Bound correspondence / Transmission forms

Price Waterhouse Section A3 Page 2
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Flow chart for Transmission Processing

Receive / acknowledge correspondence from
the inward department

!

Fill transmussion form (7RM@1) and attach
correspondence and certificates to the form

Do primary scrutiny (TRM02) and mark
objection on the transmission form (if any)

l

Do data entry (TRM03)
Generate edit checklist and error hist )

| -

q

4 Complete documents Incomplete documents
Verify edit checklist against transmission form
and correspondence Write corrections and Intimate (TRM04)
objection codes m the edit checkhst ivestor about the

l required documents §

Venfy the signatures

|

Write the objection code on the edit checklist for
the signature mismatch cases

l

Make changes in the system as per the edit
checkhst

l Clear cases Objection cases l

Do Folio search , Generate new folios
wherever necessary, Assign existing
' folios wherever possible

)
(B

Print objection letter and
objection register

Price Waterhouse Section A3 Page 3
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=)

Generate the transmission number and
_register death in the system (TRM05)

Envelope the objection letters

Write transmission number on the Seal envelopes
transmission form

l l

______________________ -
1
Print transmussion register ! Frank envelopes !
b e I ___________ I
Send transmission register to the Board Despatch envelopes to the
Of Directors (BOD) for approval department of post

| - l _

On receipt of approval Update database Do outward entry in the system

| _ _

l-’rlnt Postage registration journal (PRJ), Print endorsement
stickers , Print covering letters folio number-wise

l

Paste endorsement stickers

Separate transmission forms
{ correspondence and

certificates
Transmussion forms / Certificates l
Correspondence
Bind the transmmssion forms / Collate certificates and covering
correspondence, Label the letters

books, Maintain a hbrary for
easy accessibihty and retrieval

of transmission forms /
correspondence

Price Waterhouse Section A3 Page 4
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)

Instial the endorsement and
ensure the correct covering
letter has been attached
appropnately

Envelope the certificates and
covering letters

Seal envelopes

Despatch envelopes to the
department of post along
with a second copy of PRJ

1
1

Receive the PRJ with the Capture the signatures of

date of acceptance stamped the new folios in the system
by the postal authorities

N

Do outward entry 1n the
system

After 3 days from the despatch of certificates

Print and despatch card to }

the buyer confirming
| transmussion and despatch |
of certificates

Price Waterhouse Section A3 Page 5
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References for Transmission Processing

TRM(@! Transmission form
Inward number

Lodgement date

Company name

Folio number

Name of the deceased holder
Name of the legal heir
Certificate numbers
Distinctive numbers

Number of shares

Number of certificates

Death certificate exists (Y/N)
Indemmity bond exists (Y/N)
Affidavit exists (Y/N)
Succession certificate or Probate of will or Letter of admimstration exists (Y/N)

TRM02 Primary scrutiny

Ensure the presence and validity of

Death certificate

Indemmity bond

Affidavit

Succession certificate or Probate of will or Letter of administration

TRM(3 Data entry

Inward number

Name of the deceased holder

Name of the legal heir

Name of the surviving joint holder

Address of the new first holder

Certificate number

Distinctive number

Death certificate exists (Y/N)

Death certificate valid (Y/N)

Indemnity bond exists (Y/N)

Indemnity bond v ahd (Y/N)

Affidavit exists (Y/N)

Affidavit valid (Y/N)

Succession certificate or Probate of will or Letter of admimistration exists (Y/N)
Succession certificate or Probate of will or Letter of admmistration vahd (Y/N)

Price Waterhouse Section A3
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TRM04 Intimate the investor

This includes preparing letter, enveloping, sealing, franking, dispatching and doing
outward entry in the system

TRM0S5 Register death in the system

Reguster the death certificate 1n the system, generate a registration number and ntimate
the number to the legal heirs for future references Thus enables retrieval (and validation)

of death certificate details for same investor holding investment in different companies
handled by the R&T

Price Waterhouse Section A3 Page 7
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TRANSPOSITION

Activity Description

Transposition 1s the process of changing the order of the name of the joint holders i the
records of company Transposition of name requires the holders to send a request duly
signed by all the joint holders along with the share certificate(s)

Currently the average time taken to complete this activity ranges between 15 to 30 days

Process Overview

* Recerve correspondence from the inward department

e Fill transposition from

Do data entry

Generate edit checklist and error list

Venfy and wnite corrections / error codes on the edit checklist
Venfy signatures of all holders

Make changes mto the system

Segregate into clear and objection cases

Do folio search

Generate and regster the transposition number

Print the transposition register

Send transposition register for board approval

On receipt of approval update the database

e Prnint Bulk postage registration journal , endorsement stickers and covering letters
¢ Paste the endorsement stickers

¢ Separate transposition forms / correspondence from the certificates
e Collate the certificates and covering letters

e Initial the endorsement

¢ Envelope the certificates and covering letters

e Seal, frank and despatch the envelopes

¢ Print and despatch card to investor as advance mtimation

For detailed procedure refer flow chart

Benchmark Service Standards
It was observed that volumes being low, this activity 1s generally not processed as a
separate stream A benchmark standard of 3 days 1s recommended However, RTAs must

ensure that all requests received prior to the due date of a corporate action are processed
by that due date

Steps that can be ehiminated

¢ Board of directors (BOD) approval can be elimiated

I
Price Waterhouse Section A4 Page 1
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Recommendations

e Fill a standardised transposition form to make the process easter
¢ A Card should be sent to the mvestor informing despatch of certificates

Input documents

Correspondence
Certificates
Output documents

Transposition form

Edit list

Error list

Objection letter

Objection register
Transposition register
Endorsement sticker
Covenng letter

Postage registration journal
Post card

Registers to be maimntamed
Transposition register

Acknowledged Postage registration journal
Bound correspondence / Transposition forms

Price Waterhouse Section A4 Page 2
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x

Flow chart for Transposition processing

Receive / acknowledge correspondence from
the inward department

l

Fill transposition form (ZRP01) and attach
correspondence and certificates to the form

l

Do data entry (TRP02)

I _

Generate edit checkhst and error list

Verify edit checkhist agamnst transposition form

and correspondence Write corrections and
objection codes 1n the edit checklist

l

Venify the signatures

1

Write the objection code on the edit checklist
for the signature mismatch cases

| l |

Make changes in the system as per the edit

] checkhst
1
— l Clear cases ) Objection l
Do Folio search , Generate new " Prmt objection letter and
folios wherever necessary, Assign objection register

existing folios wherever possible
2

Price Waterhouse Section A4
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)

Generate the transposition number

Write transposition number on the Seal envelopes
transposition form

I !

A

Envelope the objection letters

. 3 TS TTEmTTTTT T i
Print transposition register E Frank envelopes !
e I ___________ i
Send transposition register to the Board Despatch envelopes to the
Of Directors (BOD) for approval department of post

On receipt of approval Update database " Do outward entry in the system
" Print Postage registration journal (PRJ), Print endorsement )
stickers , Print covering letters folio number-wise

Paste endorsement stickers

|

Separate transposition forms
/ correspondence and
certificates

|

Transposition forms Certificates l
{/ Correspondence

Collate certificates and covering
Bind the transposition forms / letters

correspondence, Label the
books, Mamntain a library for
easy accessibility and retrieval l C I
of transposition forms /
correspondence

Price Waterlouse Section A4 Page 4
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Transposition

Initial the endorsement and
ensure the correct covering
letter has been attached

appropriately

l

Envelope the certificates and
covering letters

|

Seal envelopes

Despatch envelopes to the
department of post along
with a second copy of PRJ

l

date of acceptance stamped
by the postal authorities -

| l

Do outward entry in the

system

of certificates

Print and despatch card to
the buyer confirming
transposition and despatch

After 3 days from the despatch of certificates

l

Receive the PRJ with the * Capture the signatures of
the new folios 1n the system

Price Waterhouse

Section A4
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Transposition

References for, Traxnsposition processing

TRPQI Transposition form
Inward number

Lodgement date

Company name

Folio number

Names of the holders in the new order
Certificate numbers

Distinctive numbers

Number of shares

Number of certificates

TRP(2 Data entry

Inward number

Names of the holders in the new order
Certificate number

Distinctive number

Price Waterhouse

Section A4
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CHANGE OF ADDRESS

Activity Description

When a share holder changes his/her address and intimates the change to the company
through a duly signed letter along with the share certificate(s) (not mandatory unless
address of the shares holder 1s also printed in the certificate), then the address of the
holder 1s changed accordmngly 1n the records of the company

Currently the average time taken to complete this activity ranges between 3 to 7 days

Process Overview

Receive correspondence from the inward department

Venfy signatures

Segregate 1nto clear and objection cases

Do data entry

Generate the change of address number

Generate edit checkhist and error hist

Verify and write corrections / error codes on the edit checklist
Make changes into the system

Print the change of address register

Update the database

Print and despatch card to the buyer confirming change of address

® 8 & & & ¢ o @

[ N ]

For detailed procedure refer flow chart

Benchmark Service Standards

For normal volumes a benchmark standard of of 4 days and for peak volumes 7 days are
recommended In addition, RTA must ensure that all requests received prior to a

corporate action must be processed before such corporate action 1s due

Steps that can be elminated

e No steps 1n this activity can be eliminated

Recommendations

e Activities such as data entry and signature venfication should be done lot number-
wise and not folio number-wise

¢ Check for undelivered mails aganst the folio and if any despatch them to the new
address

Input documents

Correspondence with or without certificates
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Output documents

Edit list

Objection letter

Objection register

Change of address register
Post card

Registers to be maintained

Change of address register
Bound correspondence
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Flow chart for Change of Address

Recetve s acknowledge correspondence
from the inward department

. ! .

Verify the signatures of the holders

Signature mlsmatchl

l Signature tallies

Do data entry (COADO1) Post objection code in the system

Generate the change of address l

. number i ‘Prmt objection letter and objection
"1 . regllter

Write change of address number
on the correspondence Envelope the objection letters

1 1

Generate edit checkhist

1 Seal envelopes

Verify edit checkhst against l
correspondence and mark changes L T T T T Grank or
in the edit checkhst I

[ _l ___________ [
Make changes in the system as per Despatch envelopes to the
the edit checklist department of post
Print the change of address register Do OQutward Entry
) Update database

l
(2]
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Change of Address

-

Check if there are any undelivered
mails against the folio and if any
despatch them to the new address

1

Do outward entry n the system

l

Bind correspondence

-
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. References for Change of Address

C0OADYI Data entry
On entry of lot number, enter address details inward number-wise
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Registrars Association of India Amalgamation
Manual on benchmark procedures for Registrais and Transfer Agents

AMALGAMATION OF FOLIOS

Activity Description

Amalgamation of fohos 1s the process of consolidating two or more folios of the same
holder into one single folio Amalgamation of folios requires the holder to send a request
with share certificate(s) of all folios

Currently the average time taken to complete this activity ranges between 15 to 30 days
Process Overview

e Recerve correspondence from the inward department

e Scrutmise the enclosures

Segregate into clear and objection cases

Fill amalgamation from

Do data entry

Generate the amalgamation number

Print the amalgamation register

Send folio amalgamation register for board approval

On receipt of approval update the database

¢ Print Bulk postage registration journal , endorsement stickers and covering letters
¢ Paste the endorsement stickers

e Separate amalgamation forms / correspondence from the certificates
¢ Collate the certificates and coverning letters

¢ Imtial the endorsement

¢ Envelope the certificates and coverning letters

e Seal, frank and despatch the envelopes

+ Print and despatch card to investor as advance intimation

For detailed procedure refer flow chart

Benchmark Service Standards

[t was observed that volumes being low, this activity 1s generally not processed as a
separate stream A benchmark standard of 3 days 1s recommended However, RTAs must

ensure that all requests received prior to the due date of a corporate action are processed
by that due date

Steps that can be elimnated
e Board of directors (BOD) approval can be eliminated
Recommendations

¢ Fill a standardised amalgamation form to make the process easier
¢ A Card should be sent to the investor informing despatch of certificates
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Amalgamation

Input documents

Correspondence
Certificates

Output documents

Amalgamation form

Edit hst

Error list

Objection letter

Objection register
Amalgamation register
Endorsement sticker
Covering letter

Postage registration journal
Post card

Registers to be mamntamed
Amalgamation register

Acknowledged Postage registration journal
Bound correspondence / Amalgamation forms

Price Waterhouse Section A6
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" Flow chart for Amalgamation of Folios

Receive / acknowledge correspondence
from the inward department

l \

Venify / scrutinise the enclosures

(AMLOI)
l Clear cases Objection cases l
Fill amalgamation form (AML02) Prepare objection letter and write
and attach correspondence and m objection register
certificates to the form

Envelope the objection letters

Do data entry (4ML03) , Use one of the
existing folios to amalgamate the folios

Seal envelopes

v

Generate the amalgamation number

Write amalgamation number on the

amalgamation form | = ‘tT-"—-——----- i— ——————————
1 Despatch envelopes to the
Print amalgamation register department of post

| l _

* Do outward entry n the system

Send amalgamation register to the
Board of Directors (BOD) for approval - -

!

On receipt of approval Update databasé'

Print Postage registration journal, Print endorsement sticker, Print covering
letters folio number-wise

|
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Paste endorsement
stickers

]

Separate amalgamation
forms / correspondence and
certificates

1
,, l

Bind the amalgamation forms / Collate certificates and
correspondence, Label the books; covering letters
Maintam a library for easy accessibihity
and retrieval of amalgamation forms /

correspondence Imtial the endorsement and
ensure the correct covering
letter has been attached
appropnately

Envelope the certificates and
covering letters

Seal envelopes

N |

1 Frank envelopes using the
L PRJ :

1
!
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Amalgamation

)

Despatch envelopes to the
department of post along
with a second copy of PRJ

Receive the PRJ with the
date of acceptance stamped
by the postal authorities

!

" Do outward entry in the
. system

-~

After 3 days from the despatch of certificates

Print and despatch card to
the buyer confirming

amalgamation and despatch
of certificates

Price Waterhouse Section A6
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References for Amalgamation of Folios

AML01 Scrutinise the enclosures

Use an ‘Enquiry’ module to ensure that

1 all certificates within the folios required to be amalgamated are received

2 there 1s no stop transfer against any of the certificates

3 the names of the holders, the order of the names, address of the holders and the
signatures of all the holders are the same in all the folios

AML(02 Amalgamation form
Inward number

Lodgement date

Company name

Folio numbers for amalgamation

Certificate numbers pertaining to each foho
Distinctive numbers

Amalgamated folio number (ths 1s filled later)

AMLO3 « Data entry

Inward number
Folio numbers for amalgamation
Certificate numbers pertaining to each folio

b
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-7, CHANGE,OF NAME
Activity Description

When a share holder changes his/her name and mtimates the change to the company
through a duly signed letter along with school leaving certificate or marriage certificate or
gazette or certificate of incorporation/memorandum and articles of association (in case of
company) and share certificate(s), then the name of the holder 1s changed accordingly 1n
the records of the company

Change of name may be due to one of the following reasons
e Marnage

¢ Minor becoming major

¢ Gazette notification

e Amalgamations / Mergers / Acquisition of companies

e Other statutory changes for legal activities

Currently the average time taken to complete this activity ranges between 2 to 3 days

Process Overview

Recerve correspondence from the inward department

Do scrutiny of enclosures

Segregate ito complete and incomplete cases

Venfy signatures

Segregate into clear and objection cases

Fill change of name from

Do data entry

Generate edit checklist and error hist

Vernify and write corrections / error codes on the edit checklist
Make changes into the system

Generate the change of name number

Print the change of name register

Send change of name register for board approval

On receipt of approval update the database

Print Bulk postage registration journal , endorsement stickers and covering letters
Paste the endorsement stickers

Separate change of name forms / correspondence from the certificates
Collate the certificates and covering letters

Initial the endorsement

Envelope the certificates and covering letters

Seal, frank and despatch the envelopes

Print and despatch card to investor as advance intimation

For detailed procedure refer flow chart
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Benchmark Service Standards

It was observed that volumes being low, this activity 1s generally not processed as a
separate stream A benchmark standard of 3 aays 1s recommended However, RTAs must
ensure that all requests received prior to the due date of a corporate action are processed
by that due date

Steps that can be ehiminated

¢ Board of directors (BOD) approval can be eliminated
Recommendations

¢ A Card should be sent to the investor informing despatch of certificates
Input documents

Correspondence (In case of minor to major, signature of the holder (1 ¢ minor) certified
by the guardian per records or bank manager)

School leaving certificate or marriage certificate or gazette or certificate of
incorporation/memorandum and articles of association (in case of company)
Certificates

Statutory approvals if any

Output documents

Change of name form

Edit hist

Objection letter

Objection register

Change of name register
Endorsement sticker
Covenng letter

Postage registration journal
Post card

Registers to be mamtamed

Change of name register
Acknowledged Postage registration journal
Bound correspondence / Change of name forms
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o

' Flow chart for:.Change of Name -

Receive / acknowledge correspondence
from the inward department

|

Do primary scrutiny (CONM01) of
enclosures to the correspondence

1

Incomplete details

i Intimate mnvestor about the
required documents

Signature mismatch

Complete details

’ Verify the signatures of all *
. holders

-

Signature tallies

Prepare objection letter and
write 1n objection register

Fill change of name form
(CONMO2) and attach
rorrespondence and certificates to

v Envelope the objection letters
Do data entry (CONM03)

i + Seal envelopes
Generate edit checkhist J

‘[ ‘ f " Frank envelopes —i

Venify edit checkhst against
change of name form /

correspondence Write
corrections and objection codes
n the edit checklist

| l )

Make changes 1n the system as
per the edit checklist

Despatch envelopes to the
department of post

l

- -

Do outward entry 1n the
! system

Price Waterhouse

Section A7
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Registrars Association of India Change of Name
Manual on benchmark procedures for Registrars and Transfer Agents

Generate new folios
‘Generate the change of name number
Write change of name number on the
change of name form

l

Print change of name register

[

Send change of name register to the
Board Of Directors (BOD) for approval

. ! .

On receipt of approval , Update
database
Print Postage registration journal (PRJ), Print endorsement
stickers, Print covering letters folio number-wise

|

Paste endorsement
stickers

Separate change of name forms /
correspondence and certificates

Change of name forms Certificates
/ Correspondence
Bind the change of name forms / Collate certificates and
correspondence, Label the books, covering letters
Maintamn a hbrary for easy
accessibility and retrieval of change
of name forms / correspondence B
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)

Initial the endorsement and
ensure the correct covering
letter has been attached
approprately

Envelope the certificates and
covering lctters

Seal envelopes

| Frank envelopes using the-i
{ PRJ ;

Despatch envelopes to the
department of post along
with a second copy of PRJ

l | l

Receive the PRJ with the Capture the signatures of
date of acceptance stamped the new folios 1n the system
by the postal authorities -

l

Do outward entry in the
system

l After 3 days from the despatch of certificates

Print and despatch card to
the buyer confirming

change of name and
despatch of certificates
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References for Change of Name

CONM@I Prumary scrutiny

Ensure the presence and validity of any one of the following

1

W AWK

6

Signature of the holder 1s certified by guardian as per the records or by a bank
manager

School leaving certificates 1n case of minor

Marmnage certificate 1n case of change of name due to marriage

Gazette

Certificate of incorporation/memorandum and articles of association in case of
company

Trust deed / Partnership agreements

CONMO02 Change of name form

Inward number

Lodgement date

Company name

Folio number

New name

One of the following documents exists (Y/N)

1
2
3
4

5

School leaving certificates 1n case of minor

Marnage certificate in case of change of name due to marrage

Gazette

Certificate of incorporation/memorandum and articles of association in case of
company

Trust deed / Partnership agreements

CONMO3 Data entry

Inward number
New name of the investor

Price Waterhouse Section A7 Page 6



VOZwmO Q<= .0OZ =3

A8

CONSOLIDATION



Registrars Association of India Consolidation of certificates

Manual on beachmark procedures for Registrars and Transfer Agents

CONSOLIDATION OF CERTIFICATES

Activity Description

Consolidation of certificates 1s the process of combining number of certificates into one
certificate Consolidation of certificates requires the holders to send a request along with
all share certificate(s) of that folio

Currently the average time taken to complete this activity ranges between 15 to 30 days

Process Overview

Recerve correspondence from the nward department

Do pnmary scrutiny of enclosures

Segregate into clear and objection cases

Fill consolidation from

Do data entry

Generate the consolidation number

Print the consohdation register

Send consolidation register for board approval

On receipt of approval update the database

Print Bulk postage registration journal , new certificates and covering letters
Affix stamps on the new certificates

Affix company seal and imtial the certificates

Collate the certificates and covering letters

Envelope the certificates and covening letters

Seal, frank and despatch the envelopes

e Prnint and despatch card to investor as advance intimation
¢ Intimate stock exchange (s) of the new certificate numbers

For detailed procedure refer flow chart
Benchmark Service Standards

As a standalone activity this can be processed 1n 8 days However, 1t was observed that
volumes being not very high, this activity gets processed along with a few other activities
We therefore suggest that the activity should be completed 1n 16 days for all normal
volumes and within 30 days for peak volumes

Steps that can be ehminated
¢ Board of directors (BOD) approval can be eliminated

Recommendations

o Fill a standardised consolidation form to make the process easier
o A Card should be sent to the investor informing despatch of certificates

Price Waterhouse Section A8 Page 1
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Input documents

Correspondence
Certificates

Output documents

Consolidation form
Obyection letter

Objection register
Consolidation register
Certificates

Covering letter

Postage registration journal
Post card

Registers to be maintamed
Consolidation register

Acknowledged Postage registration journal
Bound correspondence / Consolidation forms

Price Waterhouse Section A8
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Registrars Association of India Consolidation of certificates
Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for Consolidation of Certificates

Receive / acknowledge correspondence
from the mwalrd department

_ }

* Do primary scrutiny of enclosures to
the correspondence (CONSLO0I)

! Clear cases O_bJ ection l
ill consolidation form (CONSL(2) Prepare objection letter and
and attach correspondence and write in objection register
certificates to the form

¥ . Envelope the objection
‘Do data entry (CONSLO03) , letters
Consolidate the certificates l

Generate the consolidation number Seal envelopes

L |

Write consohdation number on the {_ Frank envelopes
consolidation form !

} - |

Print consolidation register Despatch envelopes to the

dep 11 tment of post

Send consohdation register to the T
Board Of Directors (BOD) for i l )
approval * Do outward entry in the
l ' system _

On receipt of approval update
database

l

Print Postage registration journal
(PRJ), Print new certificate(s), (use a '
prefix ‘C’ to 1dentify the certificate as

a consohidated certificate) Print
covering letters foho number-wise
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Consolidation of certificates

Manual on benchmark procedures for Registrars and Transfer Agents

4
Affix adequate stamps on the new
certificates

!

Affix the company seal and mnitials

!

Collate certificates and covering
letters

T

Envelope the certificates and
covering letters

Seal envelopes

Despatch envelopes to the
department of post along with a
second copy of PRJ

|

Intimate the stock exchange of the
new certificate numbers

l

Receiwve the PRJ with the date of
acceptance stamped by the postal
authorities

l

" Do outward entry m the system i

Print and despatch card to the
buyer confirming consohdation
and despatch of certificates

l

Separate certificates
from consohidation

forms and
correspondence
Consohidatign forms / Certificates
correspondence
Bind the Deface / Cancel
consolidation the certificates
forms / Send them to
correspondence, the company /
Label the books, retain with
Maintamn a hibrary RTA
for easy

accessibility and
retrieval of
consohidation
forms /
correspondence.

After 3 days from the despatch of certificates

Price Waterhouse

Section A8 Page 4



Registrars Association of India Consolidation of certificates
Manual on benchmark procedures for Registrars and Transfer Agents

. References for Consolidation of Certificates

CONSL(01 Primary Scrutiny
Use an ‘Enquiry’ module to ensure that

1 all certificates belong to a common folio
2 there 1s no stop transfer against any of the certificates
3 all the certificates received are adding up to the mmimum marketable-lot

CONSL0O2 Consohdation form

Inward number

Lodgement date

Company name

Folio number

Certificate numbers to be consolidated
Distinctive numbers

New certificate number (this 1s filled later)

CONSLO3 Data entry

Inward number
Folio number
Certificate numbers to be consolidated

Price Waterhouse Section A8 Page 5
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Registrars Association of India Change of Signature
Manual on benchmark procedures for Registrars and Transfer Agents
CHANGE OF SIGNATURE

Activity Description

Whenever the signature of a shareholaer changes due to any reason and such change 1s
intimated to the company through a letter along with the bank attested signature and share
certificate(s), then such changes are mcorporated in the records of the company

Currently the average time taken to complete this activity ranges between 2 to 3 days

Process Overview

Recerve correspondence from the inward department

Do scrutiny of enclosures

Segregate into clear and objection cases

Venfy signatures

Scan new signatures

¢ Prnt and despatch card to the investor confirming change of signature

For detailed procedure refer flow chart
Benchmark Service Standards

It was observed that volumes bemng low, this activity 1s generally not processed as a
separate stream A benchmark standard of 3 days 1s recommended

Recommendations

e Scanning of signature should be compulsory n order to make this step system driven
Input documents

Correspondence

AffidavitMedical Certificate from a Civil Surgeon/Marnage Certificate/Minor to Major
changes with a copy of birth certificate/fresh POA

Signature and attestation from the banker

Resolution copy in case of corporate entity

Output documents
Objection letter
Objection register
Post card

Registers to be maintained

Bound correspondence

Price Waterhouse Section A9 Page 1



Registrars Association of India Change of Signature
Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for Change of Signature

Recerve / acknowledge correspondence
from the inward department

Do primary scrutiny (COSIG01) of
enclosures to the correspondence

l

1Complete details Incomplete details
Verify the signatures of all the Intimate investor about the
other holders required documents
Signature tallies Signature mlerEatch
. Scan new signatures ‘ Prepare objection letter and
I write in objection register

Bind the change of signature
correspondence, Label the Envelope the objection letters
book, Maintamn a hbrary for
easy accessibility and
retrieval of change of
signature correspondence

Seal envelopes

Print and despatch card to

the buyer confirming change}] @ =  -—--------——f--m—mmu-—-- !
of signature I
Despatch envelopes to the
- department of post
Do outward entry m the

system l
i i Do outward entry in the system

Price Waterhouse Section A9 Page 2
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References for Change of Signature

COSIGOI Primary scrutiny
Ensure the presence and validity of

I Affidavit
2 Signature and attestation from the banker
3 Resolution copy for change of signature of a corporate entity

Price Waterhouse Section A9 Page 3
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Registrars Association of India Deletion
Manual on benchmark procedures for Registrars and Transfer Agents

3

" - DELETION OF NAME

Activity Description

Deletion 1s the process of deleting the name of the deceased holder from the records of
company and transferring the share certificate(s) in the name of the surviving jomnt
holders Deletion of name of any of the deceased holder requires the surviving holders to
send a request with a duly executed death certificate and share certificate(s)

Currently the average time taken to complete this activity ranges between 15 to 30 days
Process Overview

e Receive correspondence from the inward department

Fill deletion from

Do primary scrutiny

Do data entry

Generate edit checklist and error hist

Segregate into complete and incomplete cases

Venfy and wnite corrections / error codes on the edit checkhst
Venfy signatures

Make changes nto the system

Segregate 1nto clear and objection cases

Do folio search

Generate and register the deletion number

Print the deletion register

Send deletion register for board approval

On receipt of approval update the database

Print Bulk postage registration journal , endorsement stickers and covering letters
Paste the endorsement stickers

Separate deletion forms / correspondence from the certificates
Collate the certificates and covering letters

Initial the endorsement

Envelope the certificates and covering letters

Seal, frank and despatch the envelopes

e Print and despatch card to investor as advance 1ntimation

® & & & © & o o & o 0 o o

For detailed procedure refer flow chart
Benchmark Service Standards

It was observed that volumes beimng low, the activity 1s not processed as a separate stream
A benchmark service standard of 6 days 1s recommended

Steps that can be ehminated

¢ Board of directors (BOD) approval can be eliminated

Price Waterhouse Section A10 Page 1 B/\
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Recommendations

e Fill a standardised deletion form to make the process easier

¢ In case of incomplete documents recerved from the investor retain the certificates
while intimating to the investor about the required documents to process the case
However, RTA and the company should acknowledge the risk involved and should
take proper control measures to contain any losses

e A Card should be sent to the investor informing despatch of certificates

Input documents

Correspondence
Certificates
Death certificate

Output documents

Deletion form

Edit hst

Error list

Objection letter

Objection register
Deletion register
Endorsement sticker
Coverning letter

Postage registration journal
Post card

Registers to be maintained
Deletion register

Acknowledged Postage registration journal
Bound correspondence / Deletion forms

Price Waterlouse Section A10 Page 2
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Registrars Association of India Deletion
Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for Deletion

Receive / acknowledge correspondence from
the inward department

Fill deletion form (DEL0I) and attach
correspondence and certificates to the form

Do primary scrutiny (DEL(2) and mark
objection on the deletion form (if any)

l

Do data entry (DELO3)

1 _

Generate edit checkhist and error hist

- | -

Complete documents Incomplete documentsl _

Verify edit checklist aganst deletion form / Intimate
correspondence Write corrections and objection mvestor about
codes 1n the edit checkhst the required

l documents

Verify the signatures of the surviving holders

|

Write the objection code on the edit checklist for
the signature mismatch cases

! _

Make changes n the system as per the edit
checkhist

l Clear cases Obyection cases l

Do Foho search , Generate new Print objection letter and objection
folios wherever necessary, Assign \ register

existing folios wherever possible -

Price Waterhouse Section A10 Page 3
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(=]

Generate the deletion number and Envelope the objection letters
_register death in the system (DEL04)

Write deletion number on the deletion Seal envelopes
form L
l | ————————————————————— _‘
e o Frank envelopes I
{

Print deletion register

| L

Despatch envelopes to the
department of post

Send deletion register to the Board Of
Directors (BOD) for approval

1 ! _

' . ' Do outward ent the system
On receipt of approval Update database o outward entry n the sy

1 . _

-

Print Postage registration journal (PRJ), Print endorsement stickers, '
Print covering letters folio number-wise

|

Paste endorsement
stickers

l

Separate deletion forms /
correspondence and
certificates

!

Deletion forms /

Certificates
Correspondence
e certificates and coverin
Bind the deletion forms / Collat letters £

correspondence, Label the books,

Mamtamn a hbrary for easy

accessibility and retrieval of
deletion forms / correspondence C

Price Waterhouse Section A10 Page 4
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o ,

Initial the endorsement and
ensure the correct covering
letter has been attached
appropnately

l

Envelope the certificates and
covering letters

Seal envelopes

Despatch envelopes to the
department of post along
with a second copy of PRJ

o

Receive the PRJ with the Capture the signatures of
date of acceptance stamped the new folios 1n the system

-

by the postal authorities )

R

Do outward entry mn the
system

-

After 3 days from the despatch of certificates

Print and despatch card to
the buyer confirming
deletion and despatch of
certificates

Price Waterhouse Section A10 Page 5
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Deletion

: _"References for Deletion

DELOI Deletion form
Inward number

Lodgement date

Company name

Folio number

Name of the deceased holder
Name of the surviving joint holder
Certificate number
Distinctive number

Number of shares

Number of certificates

Death certificate exists (Y/N)

DELQ2 Primary scrutiny
Ensure the presence and vahidity of death certificate

DEL(O3 Data entry

Inward number

Name of the deceased holder

Name of the surviving joint holder
Address of the new first surviving holder
Certificate number

Distinctive number

Death certificate exists (Y/N)

Death certificate valid (Y/N)

DEL 04 Register death in the system

Register the death certificate in the system, generate a registration number and itimate
the number to the joint surviving holders for future references This enables retrieval (and
validation) of death certificate details for same investor holding investment 1n different

compantes handled by the R&T

Price Waterhouse Section A10
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Regstrars Assoctation of India
Manual on benchmark procedures for Registrars and Transfer Agents

Issue of Duphicate Certificate

ISSUE OF DUPLICATE CERTIFICATE

Activity Description

When the share holder reports loss along with the indemmity bond and affidavit asking for
the 1ssue of duplicate certificates a duplicate certificate(s) 1s 1ssued to the owner 1n lieu of
lost or mutilated certificate(s)

The night to obtain duplicate certificate for onginal which has been lost or become
mutilated 1s conferred by Sec 84(4) and same 1s 1ssued 1n accordance with rule 4(3) of the
Companies ( Issue of share certificate ) rules, 1960

Currently the average time taken to complete this activity ranges between 2 to 4 months

Process Overview and Service Standard

¢ Receive correspondence from the mward . In case of In case of
department Loss Mutilation
¢ Put caution mark against the certification number
¢ Do scrutiny of enclosures
¢ Fill 1ssue of duplicate certificate from 7 days 5 days
¢ Venfy signatures
e Intimate the company
¢ Release advertisement 1n the newspaper -
e Waut for the stipulated time 3 18 days -
e Do data entry 1
¢ Generate new certificate number
* Generate the 1ssue of duplicate certificate number 3 days 3 days
¢ Print the 1ssue of duplicate certificate register —
o Send 1ssue of duphcate certificate register for board | 5 days 5 days
approval —
 On receipt of approval update the database N
¢ Print Bulk postage registration journal , new
certificates and covering letters
e Affix stamps on the new certificates 7 days 7 days
e Put the company seal and mnitial
* Collate the certificates and covering letters
¢ Envelope the certificates and covering letters
e Seal, frank and despatch the envelopes -
¢ Pnnt and despatch card to investor as advance After 3 days After 3 days
mtimation from the from the
despatch of  despatch of
certificates  certificates
40 days 20 days
(excluding  (excluding
Inward) Inward)
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Registrars Association of India Issue of Duplicate Certificate
Manual on benchmark procedures for Registrars and Transfer Agents

For detailed procedure refer flow chart

Steps that can be ehminated

e Advertisement and cooling periods may be replaced by 2 sureties of suitable value

Recommendations

e Weekly release of advertisement
o Stipulated warit period should not exceed 15 days
e A Card should be sent to the investor informing despatch of certificates

Input documents

Correspondence
Attested copy of FIR / court order / police complaint
Indemnity bond
Affidavit
Advertisement money or photocopy of advertisement published in the newspaper, if any
Request from 1rrevocable POA holder, 1f any
In case of intermediate holder
Proof of purchase (Broker’s contract)
Copy of FIR
NOL from seller

Output documents

Duplicate form

Objection letter

Objection register
Duplicate 1ssue register
Duplicate certificates
Covening letter

Postage registration journal
Post card

Registers to be mamntained

Duplicate 1ssue register
Acknowledged Postage registration journal
Bound correspondence / Duplicate 1ssue forms
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Registrars Association of India Issue of Duphicate Cer tificate
Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for Issue of Duplicate Certificate - In case of Loss

Recerve / acknowledge correspondence
from the inward department

!

Put a caution mark against the
certificate numbers

|

Do primary scrutiny (DUP0I) of
enclosures to the correspondence

|

Complete documents Incomplete documcntsJ
Fill Issue of dunhicate form Intimate 1nvestor about the
(DUPO2) and attach required documents / procedure
correspondence to the form

l

' Venfy the signatures of all
holders

Clear cases Objection cases l

Notify the stock exchanges

Prepare objection letter and write
in objection register

Ensure printing of
advertisement 1n the newspaper Envelope the objection letters

l

Wait for the stipulated time

Seal envelopes

1 : l

‘ Do data entry (DUP03) T _F;;n—kﬁe_n;;l(—)l;e_s_ T _:
[ e 1 ___________ P
Generate new certificate Despatch envelopes to the

number (specifying in hieu of the department of post
original certificate numbers l
. xyz) . Do outward entry 1n the system
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Registrars Association of Ind:a Issue of Duphcate Certificate
Manual on benchmark procedures for Registrars and Transfer Agents

Generate 1ssue of duphcate number
Write 1ssue of duplicate number on the
correspondence

1 _

Print 1ssue of duplicate certificates
register

l

|

Send 1ssue of duplicate certificates Inform stock exchanges about
register to the Board Of Directors the details of new certificate
(BOD) for approval 1ssued

!

On receipt of approval Update
database

| |

Print Postage registration journal (PRJ), Print new

certificate(s), Print covering letters folio number- Bind duphcate
' forms/
wise
l correspondence,
Label the books,
Put the company seal and Mamntamn a
mitial library for easy

accessibility and
retrieval of 1ssue
of duplicate
forms /
correspondence

Affix adequate stamps on the
new certificates

Collate certificates and
covermg letters

v

Envelope the certificates and
covering letters
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Registrars Association of India

Manual on benchmark procedures for Registrars and Transfer Agents

Issue of Duplicate Certificate

)

Seal envelopes

Despatch envelopes to the
department of post along with a
second copy of PRJ

!

Receive the PRJ with the date of
acceptance stamped by the postal
authorities

v

[}

L o

Do outward entry in the system

After 3 days from the despatch of certificates

Print and despatch card to the
buyer confirming issue of
duplicate and despatch of

certificates

Price Waterhouse
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Registrars Asscciation of India Issue of Duphcate Certificate
Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for Issue of Duplicate Certificate - In case of
* = - Mutilation

Receive / acknowledge correspondence
from the mmward department

l

Do primary scrutiny (DUP04) of the
mutilated certificate

l

Fill Issue of duphcate form (DUP(2)
and attach correspondence and
certificates to the form

l

Venify the signatures of all holders
' Clear cases Objection cases 1
Notify the stock exchanges

Prepare objection letter and write
1 1n obection register

' Do data entry (DUP03)
: Envelope the objection letters

Generate new certificate

number (specifying in hieu of the
original certificate numbers l

Xyz) LT T Frank envelones
1

Seal envelopes

Despatch eﬁvelopes to the
department of post

De outward entry n the system—
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Manual on benchmark precedures for Registrars and Transfer Agents

Generate 1ssue of duphcate number
Write 1ssue of duphcate number on the
correspondence

Print 1ssue of duplicate certificates

’

} register
Send 1ssue of duplicate certificates Inform stock exchanges about
register to the Board Of Directors the details of new certificate
(BOD) for approval 1ssued

)

“On receipt of approval update’
database

|

l ] | l

Print Postage registration journal Bind duplicate Deface and file
(PRJ), Print new certificate(s), Print
covering letters folio number-wise forms / the mutilated
gle | correspondence, certificates
Label the books,
Put the company seal and Maintain a
1itial library for easy

accessibility and
retrieval of 1ssue
of duplicate

Affix adequate stamps on the

new certificates forms /

l correspondence

Collate certificates and
covering letters

v

Envelope the certificates and
covering letters

J
)
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Registrars Association of India Issue of Duplicate Cei tificate
Manuai on benchmark procedures for Registrars and Transfer Agents

)

Seal envelopes

Despatch envelopes to the
department of post along with a
second copy of PRJ

l

Receive the PRJ with the date of
acceptance stamped by the postal
authorities

o |

Do outward entry in the system

.

After 3 days from the despatch of certificates

Print and despatch card to the
buyer confirming 1ssue of

duphcate and despatch of
certificates

Price Waterhouse Section Al1 Page 8 %’Eﬁ”



Registrars Association of India

Issue of Duplicate Certificate
Manual on benchmark p1ocedures for Registrars and Transfer Agents

References for Issue of Duplicate Certificate

DUPGI Primary scrutiny of enclosures
Ensure the presence and validity of

1 Attested copy of FIR / court order / police complamnt

2 Indemmnity bond
3 Affidavit
4

Advertisement money or photocopy of advertisement published 1n the newspaper, 1f

any

DUPQ2 Issue of duplicate form

Inward number

Lodgement date

Company name

Folio number

Certificate numbers to be duplicated
Distinctive numbers

New certificate number (this 1s filled later)

DUPQO3 Data entry
Inward number

Certificate numbers to be duplicated

DUP0O4 Primary scrutiny of certificate
Ensure that the certificate sent 1s not fake or forged

Price Waterhouse Section All
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Registrars Association of India Bank Mandate

Manual on benchmark procedures for Registrars and Transfer Agents

- BANK MANDATE :

Activity Description

Mandate 1s a document whereby the share holder authorises the R&T to pay all his
monetary entitlements on his behalf to his banker
Mandate can be of three types

The mvestors bank name and account number 1s mentioned on the instrument but the
instrument will be dispatched to the investors address

The investors bank name and account number 1s mentioned on the instrument and the
instrument will be dispatched to the investors bank directly

The investors bank account gets credited through an Electronic Clearing Facility (ECS)

Currently the average time taken to complete this activity ranges between 5 to 7 days

Process Overview

Recerve correspondence from the inward department

Segregate by the type of mandate

Venfy signature

Do data entry

Generate edit checklist

Venfy and wrnite corrections on the edit checklist

Make changes into the system

Print mandate register

Print and despatch card to investor confirming registration of mandate

For detailed procedure of registering mandate refer flow chart

Benchmark Service Standards

A benchmark standard of 3 days for normal volumes and 7 days for peak volumes 1s
recommended

Steps that can be elimnated

No step can be elimnated

Input documents

Correspondence

Output documents

Edit checklist
Post card
Mandate Register

Registers to be maintained
Mandate Register

Price Waterlouse Section A12 Page 1



Regrstrars Association of India Bank Mandate

Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for Bank Mandate

Receive / acknowledge correspondence
from the inward department

Segregate cases into mandate I and
mandate I (MANOI)

l

Verify the signatures

|

l Signature talhes Signature mismatch
‘ Do data entry (MANO02) ) Prepare objection letter and write
: 1 m objection register
Generate edit checkhst - !
l Envelope the objection letters

Venrify edit checklist against

correspondence

Seal envelopes

!

Make changes in the system as per the ——-————memn ‘l —————————— a

edit checklist : Frank envelopes
]

| | ’ Tttt [

Print Mandate register Despatch envelopes to the
l department of post

Print and despatch card to investor § l
| confirming registration of mandate n

"Do outward entry in the system
the system

Do outward entry in the system

Price Waterhouse Section A12 Page 2



Registrars Association of India Bank Mandate
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v References for Bank Mandate.

MANOI Mandate I and Mandate I1

In Mandate I, the investors bank name and account number 1s mentioned on the warrants
but the instrument will be dispatched to the investors address

In Mandate I, the imnvestors bank name and account number 1s mentioned on the
warrants and the mstrument will be dispatched to the investors bank directly

In Mandate III, a floppy diskette containing necessary data on the formats prescribed 1s
sent to the controlling bank and through 1t, to the Reserve Bank of India

MANO2 Data entry
In Maudate I --

Inward number

Investors bank name

Bank account number

In Mandate II -- -
Inward number

Investors bank name

Bank account number

Bank address

Price Waterhouse Section A12 Page 3
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Registrars Association of India Power of attorney

Manual on benchmark procedures for Registrars and Transfer Agents

POWER OF ATTORNEY (POA) (registration)

Activity Description

Power of attorney (POA) 1s a document through which the share holder empowers a
person/ (s) to execute the transaction on his behalf This document can be executed on a
stamp paper of Rs 5/- POA document 1s registered by the R&T and thereafter
empowering the authorised person to execute the transactions on behalf of the owner

POA can be
General
Specific, and
Revocable or
Irrevocable

Currently the average time taken to complete this activity ranges between 3 to 6 days
Process Overview

* Recelve correspondence from the inward department

Do primary scrutiny of enclosures

Venfy signature

Segregate clear and objection cases

Segregate general and specific POA

Register the POA

Capture the signature

Print and despatch card to communicating the registration number to the mvestor

For detailed procedure of registering mandate refer flow chart

Benchmark Service Standards

Completion of registration POA by RTA should be completed within 4 days
Steps that can be ehiminated

e No steps 1n this activity can be eliminated

Recommendations

e POA registration should be done on the system to make the process easier
Input documents

Correspondence
POA document

Price Waterhouse Section A13 Page 1
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Output documents
Objection letter
Objection register
POA register

Registers to be mamtained

POA register

Price Waterhouse Section A13 Page 2



Registrars Association of India Power of attorney
Manual on benchmark procedures for Registrais and Transfer Agents
Flow chart for POA.

Receive / acknowledge correspondence
from the inward depar tment

|

Do primary scrutiny (POAQI) of the
enclosures

l

Verify the signatures of all holders
1 .

-

]
Signature tallies Signature mismatch
Segregate POA nto general or Prepare objection letter and
specific write 1n objection register

!

Register the POA (POAG2)

l

Print POA Register Seal envelopes

| R S

Capture the signature of the POA. ! I
along with the registration
number (POA03) l

Envelope the objection letters

Despatch envelopes to the
department of post

Print and despatch card

communicating the registration l
number to the investor

' Do outward entry 1n the systen.l

" Do outward entry in the system

Price Waterhouse Section A13 Page 3



Registrars Association of India Power of attorney
Manual on benchmark procedures for Registrars and Transfer Agents
References for POA .

POA0I Primary scrutiny
Ensure the POA documents are duly attested by a notary and that the POA contains
specific power to deal 1n shares/securities

POA(O2 Registration number
This registration number should distinguish between general and specific POA

P0OAO3 Capture POA signature
In case of specific POA, while scanning the signature, scan the POA details also

Price Waterhouse Section A13 Page 4 \’Q{



Al4

SPLITTING OF CERTIFICATE



Registrars Association of India Sphituing of certificates
Manual on benchmark procedures for Registrars and Transfer Agents

SPLITTING OF CERTIFICATES

Activity Description

A split certificate means a separate certificate claimed by a shareholder for a portion of
his holding A shareholder has a right to multiply his certificates in respect of the total
number of shares held by him

Currently the average time taken to complete this activity ranges between 15 to 30 days

Process Overview

¢ Recerve correspondence from the mward department

¢ Do scrutiny of enclosures

Segregate mnto clear and objection cases

Fill split from

Do data entry

Generate the split number

Print the split register

Send spht register for board approval

On receipt of approval update the database

Print Bulk postage registration journal , new certificates and covering letters
Affix stamps on the new certificates

Put the company seal and imitial

Collate the certificates and covenng letters

Envelope the certificates and covenng letters

Seal, frank and despatch the envelopes

e Pnnt and despatch card to investor as advance intimation

For detailed procedure refer flow chart

Benchmark Service Standards

As a standalone activity this can be processed 1n 8 days However, 1t was observed that
volumes being not very high, this activity gets processed along with a few other activities
We therefore suggest that the activity should be completed in 16 days for all normal
volumes and within 30 days for peak volumes

Steps that can be eliminated

¢ Board of directors (BOD) approval can be eliminated

Recommendations

¢ Fill a standardised split form to make the process easier
¢ A Card should be sent to the investor informing despatch of certificates

Price Waterhouse Section Al4 Page 1



Registrars Association of India

Sphitting of certificates

Manual on benchmark procedures for Registrars and Transfer Agents

Input documents

Correspondence
Certificates

Output documents

Split form

Objection letter

Objection register

Split register

Certificates

Covernng letter

Postage registration journal
Post card

Registers to be maintained
Split register

Acknowledged Postage registration journal
Bound correspondence / Spht forms

Price Waterhouse

Section Al4

Page 2
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Registrars Asscciation of india Splitting of certificates
Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for Splitting of Certificates

Receive / acknowledge correspondence
from the mwa'rd department

_ ! ‘

Do primary scrutiny of enclosures to
the correspondence (SPLGI)

l Clear cases Obyection

Fill split form (SPL02) and attach Prepare objection letter and write
correspondence and certificates to the in objection register
form

* - Envelope the objection letters

Do data entry (SPL03) , Spht the
certificates ‘
- Seal envelopes

Generate the split number ' .1

[ Write split number on the split form

Print spht register Despatch envelopes to the
L department of post
Send spht register to the Board of l
Directors (BOD) for approval -Do outward entry in the system—

1 i _

On receipt of approval Update database

Print Postage registration journal (PRJ), . Separate certificates
Print new certificate(s) (use a prefix ‘S’ to from splhit forms and
identify the certificate as a spht certificate), correspondence
Print covering letters folio number-wise

!

Price Waterhouse Section A14 Page 3
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Registrars Association of India Sphtting of certificates
Manual on benchmark procedures for Registrars and Transfer Agents

() (8

Affix adequate stamps on Split form / Certffcates
the new certificates corregpondenc
mits sl
i
Bind the spht : Defaceﬁz :
Put the company seal and forms / | retam the
1certificates!
mtials correspondence, i \
' Label the books, fommem o
l Mamtain a
Collate certificates and llbrar.)t')flor eaS):i
covering letters accessibility an
retrieval of spht
forms /
correspondence
Envelope the certificates and P
covering letters
Seal envelopes
‘Franl:envelo;)es u_smrg;l;e— I;-liJ:
| {
Despatch envelopes to the
department of post along with
a second copy of PRJ
Receive the PRJ with the date
of acceptance stamped by the
postal authorities
) Do outward entry in the
. system
l After 3 days from the despatch of certificates
Print and despatch card to the
buyer confirming spilt and
despatch of certificates
Price Waterhouse Section Al4 Page 4



Registrars Associatzon of India Splitting of certificates
Manual on benchmark procedures for Registrars and Transfer Agents

References for Splitting of Certificates

SPLOI Primary Scrutiny

Use an ‘Enquiry’ module to ensure that

I all certificates received can be split into marketable lots
2 there 1s no stop transfer against any of the certificates

SPLO2 Spht form

Inward number

Lodgement date

Company name

Folio number

Certificate numbers to be split

Distinctive numbers

New certificate number (this 1s filled later)

SPL0O3 Data entry
Inward number

Folio number
Certificate numbers to be split

Price Waterhouse Section Al4 Page S
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Registrars Association of India Statienary Control
Manual on benchmark procedures for Registrars and Transfer Agents
STATIONARY CONTROL
Activity Description

Stationary maintenance 1s a very critical activity and should be carried out with adequate
internal controls To have optimum level of internal controls, the segregation of duty for
this activity should be clearly 1dentified and defined taking care that the utilisation
registers are maintained by an independent department other than the EDP department
Controls should also be taken for safe storage and retrieval of the stationary

Recommendations

e Stationary should be under lock and key of authorised personnel

e Appropnate controls for 1ssue and consumption should be put n place including
segregation of duties for receipt of stationery and 1ssue for consumption

¢ Consumption must be properly scheduled

Input documents

Stationary
Dehivery challan

Output documents
Stock Register
Registers to be mamtamed

Stock Register

Price Waterhouse Section A1S5 Page 1



Registrars Association of India Stationary Control
Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for Stationary Control

Recerve the stationary from the press or
1ssuer agamst the delivery challan

!

Acknowledge the dehivery challan and
file a copy of the delivery challan

|

Venfy quantum of certificates against
delivery challan (to and from)

¥

Update the stock quantity and details m
the receipt side of the stock register

Affix “specimen stamp” on a sample of
certificates

1

) Update the details of these specimen o
certificates 1n the stock register '

Send these specimen certificates to the
various department heads

l

-

lNo discrepancy Discrepancy J
Keep the remaining stationary " Clanify the matter with |
under lock and key of authonised | the respective clent |
personnel p [
|
|
I

{
i company by fax or over
i the telephone

- ———— o —— o = — —— -

Issue certificates / warrants to user
on authorised request

)

Price Waterhouse Section A15 Page 2



Registrars Association of India Stationary Control

Manual on benchmark procedures for Registrars and Transfer Agents

Physical verification of stock either
weekly or fortmightly

l _

Mamntam / update the stock register

Inform the higher management

immediately 1n case of loss or
discrepancy

: Scrutimise and shred the wasted
1 certificates 1 the presence of an
: authonsed person

‘ i;repare and send status / requisition of «
stationary to the client company

Price Waterhouse Section AlS
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Registrars Association of India Undelivered Mail
Manual on benchmark procedures for Registrars and Traunsfer Agents
) ) UNDELIVERED MAIL
Activity Description

When mail 1s returned undehivered a record of this 1s made 1n the system

Process Overview

e Recerve the undelivered mail

e Mark returned undelivered status 1n the system
e Pnnt returned undehivered register

¢ Store the returned undelivered mail

For detailed procedure refer flow chart

Steps that can be elumnated

¢ No steps 1n this activity can be eliminated

Recommendations

e Mark the returned undelivered status in the system folio-number-wise for easier system
based query

e RTAs should have a system of regular review and verification of all undelivered mail
and take approprate actions

In addition to the above we recommend that RTAs 1n consultation with their clients
should establish norms for storage of undelivered mail on the following lines

e Dividend/Refund warrants and orders until the expiry of 6 months from the date of
first 1ssue and completion of reconcihiation

e Certificates upto 6 months from the date of return Fresh certificates may be 1ssued
in lieu of old certificates

Input documents
Undelivered mail

Output documents

Returned Undelivered register
Registers to be mamntained

Returned Undelivered register

Price Waterhouse Section A16 Page 1
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Registrars Association of India Undehvered Mail

Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for Maintenance of Undelivered Mail

Receive the undelivered mail

| l |

Mark “returned undelivered” status in
the system folio-number-wise
’ Print “returned undehvered”
' register '

"Primnt and despatch letter to the
! mvestor |

Store the “returned undelivered
mail” in a specified cabinet

Price Waterhouse Section Al16
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Registrars Association of India Undehlivered Mail
Manual on benchmark procedures for Registrars and Transfer Agents

Redespatch of-undelivered mail
Activity Description
A ‘returned undelivered mail’ 1s redespatched, and a record of this is made in the system
Process Overview

¢ Recerve the request for redespatch of undelivered mail
Redespatch the mail to investor

Remove “returned undehvered” status 1n the system

¢ Pnnt returned undehivered register

e Physically venfy balance with the “returned undelivered” register

For detailed procedure refer flow chart

Steps that can be elimmated

¢ No steps in this activity can be ehminated

Recommendations

¢ Remove the returned undelivered status in the system folio-number-wise
Input documents

Request

Output documents

Returned Undelivered register

Register to be mamtained

Returned Undelivered register

Price Waterhouse Section A16 Page 3



Registrars Association of Indra
Manual on benchmark procedures for Registrars and Transfer Agents

Undelivered Mail

Flow chart for Redespatch of Undelivered Mail

Receive the request for redespatch of
undehvered mail

|

i’erlfy if the address and signature tallir

1 Matches
Redespatch the mail to investor Mismatches
Remove “returned undehvered” Despatch letter to
. status in the system foho- investor about
- f, : mismatch
* Print “returned undehvered”
- register }
Physically verify balance with
the “returned undehvered”
register
Price Waterhouse Section A16 Page 4
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Registrars Association of India Initial Public Offering
Manual on benchmark procedures for Registrars and Transfer Agents

INITIAL PUBLIC OFFERING

Activity Description

Initial pubic offering (IPO) 1s the issuance of shares to the public for the first time, by a
new Company or an existing Pvt Company on 1ts conversion to Public Ltd Company
The process results 1n creating for the first tume, the company’s shareholders registers and
other relevant records on investors who applied to the 1ssue These records are
subsequently used for providing investor service and facilitating transfer of ownership of
shares

The Compamnies Act’ 56 and the SEBI guidehnes regulate the IPOs
Process Overview

Pre-1ssue

Execute MOU with the company

Finalise bank branches and investor service centres list
Check application forms for required content

Issue instructions to bankers

During 1ssue

¢ Collect daily figures from collecting branches of bankers and report to 1ssuer
¢ Intimate date of closure of 1ssue to collecting banks and stock exchanges
¢ Finalise post-1ssue stationary

Post-1ssue

Receive applications along with bank schedules and branch final certificate

Inward, scrutinise and do data entry

Carry out edit validation and update the system

Receive final bank certificates

e Tally the summary of respective bank schedules with the controlling bank schedule

e Generate rejection list, distibution summary and reversal list

¢ Obtain starting certificate number, distinctive number range and folio numbers from
the 1ssuer

e Intimate the basis of allotment to the stock exchanges, SEBI and BOD and obtain their
approval

¢ Allot as per the basis of allotment

e Carry out a sample audit

e Generate new folios, assign the certificate numbers and distinctive numbers and print
the allotment register

¢ Intimate the depository and DP in case of dematenialisation request

¢ Print Bulk postage registration journal (BPRJ), certificates, allotment advice cum
allotment money due notice (1f any), MIS reports and covering letters

¢ Ensure that the company seal 1s affixed and the certificates are signed

e Collate and despatch the envelopes

Price Waterhouse Section B1 Page 1
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Registrars Association of India

Initial Public Offering

Manual on benchmark procedures for Registrars and Transfer Agents

Scan application / signatures 1n the system

Do stationary reconciliatton

Arrange audit prior to listing

Inform Stock Exchanges for listing of instrument

For detailed procedure refer flow chart

Benchmark Service Standards

Print and despatch card to investor as advance intimation

Allotment process to be completed within 25 days from closure of 1ssue
Issue of refund orders to be completed within 30 days from the closure of 1ssue
Despatch of certificates to be completed within 40 days from the closure of 1ssue

Steps that can be ehminated

¢ No steps n this activity can be eliminated

Recommendations

e Scanning of signature should be compulsory as against maintaining signatures on

cards

¢ A card should be sent to the investor informing despatch of certificates This may
mcrease the cost of operation which may be added 1n the MOU with the 1ssuer

e RAIN should persuade SEBI and banks to send the final bank certificates by the end of
the 7" day from the date of the closure of the 1ssue If this 1s achieved, the prevailing

cycle can be brought down by another 7 days
Input documents

Instructions from the 1ssuer
Application forms

Bank schedules

Final bank certificates
Issue stationary

Output documents

Inward register

Edit checklist

Reconcihiation statement

Summary of bank schedules

Bank branch-wise controls of collections
Rejection list

Reversal list

Distribution summary

Allotment register and Register of Members
Certificates

Bulk postage registration journal

Refund orders and refund order register

Price Waterhouse Section B1
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Registrars Association of India

Initial Public Offering
Manual on benchmark procedures for Registrars and Transfer Agents

Allotment advice cum allotment money due notices (AMDNs) and AMDN register

Covenng letter

Post card

Brokerage warrants and brokerage registers
Stock Invest (SI) - allotees and non-allotees list
SI - endorsement and depositing reports
Listing reports

SEBI reports - 7 day and 78 day reports

Registers to be maintaimmed

Rejection hist

Distribution summary

Allotment register and Register of Members
Acknowledged Bulk postage registration journal
Bound application forms

Refund order register

AMDN register

Reversal list

Bound bank schedules

Brokerage statement

Bank branch-wise controls of collections

Price Waterhouse Section B1
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Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for Imitial Public Offering - Pre-issue

Execute MOU, prepare a detailed activity
chart outliming all activities, indicating the
schedule for execution and responsibility

l

Assist 1ssuer / lead manager(s) to identify
the collecting banks and their branches

l

Approve the layout of the apphcation form,
pertaining to relevant information which
will be required for processing

+

Prepare bank instructions and sent to all
collecting branches of bankers to the 1ssue

Price Waterhouse

Section Bl
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Manual on beachmark procedures for Registrars and Transfer Agents

Imtiai Public Offering

Flow chart for Initial Public Offering - During issue

Collect daiiy figuies as reported by
collecting branches of bankers to the 1ssue

and report to 1ssuer

l

Intimate date of closure of issue to collecting
banks and stock exchanges

l

Finalise post-issue stationary

Price Waterhouse

Section Bl
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Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for Initial Public Offering - Post-issue

Recerve application forms along with bank
schedules (JP0O01) and branch final
certificate from each branch of banks

l

Assign registrar’s serial number to the application forms
and prepare batches for each page of the bank schedule,
prepare batches of SIs corresponding to application batches

Enter details in an inward register
(IP002)

Scrutimise the application forms
(IP002A4)

| 1

Do data entry (IP0O03)

l
l _ |

Generate edit checkhst Generate reconcihation statemex{t
' (IPO04) ' (IPFOSJ

Venify edit checklist against
applications / reconcthation statement

l _

‘ Make changes 1n the system as per the
edit checkhist

Print a summary of respective bank
schedules (IP006) and bank branch-
wise controls of collection

v

Receive final bank certificates

™

Price Waterhouse Section B1 Page 6
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Manual on benchmark procedures for Registrars and Transfer Agents

(*)

Tally the summary of respective bank
schedules with the controlling bank
schedule

Generate rejection hist (IPOG7)

]
l Clear cases Rejected cases

[

(Full refund )
Generate distribution summary (IP008) ) D

-

Prepare the reversal list (if necessary)
Intimate the basis of allotment to

the stock exchanges, SEBI and BOD and obtain
their approval (IP009)

Allot as per the basis of allotment

1

Carry out a sample audit

Partial / Full Allotees

Partial / Full refund
B

Generate new fohos, assign the certificate numbers and ,
distinctive numbers and print the allotment register /
register of members, SI endorsement report

1 Sl cases Others

Endorse SIs based on
endorsement report

i

v

Print depositing report

|

Deposit endorsed Sls and depositing
report with the designated bank branch

L |

Price Waterhouse Section B1 Page 7 ¢
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Registrars Association of India Initial Public Offering
Manual on benchmark procedures for Registrars and Transfer Agents

Dematlform Physxcallfonn Brokemage
- - Print § Print SI/SEBI
lnttl;:;ate ' Print Bulk postage brokerage R reports/ registers,
registration journal (BPRJ) warrants. Bind the
depository  ypgyg), certificate, allotment brokerage | applications, Label §
and the DP advice cum allotment money summary ; | the books, I\’famtam |
+ due notice (if any), AMDN detailed a library for easy
. register statements § accessibility and
l ) retrieval of

apphication forms

Put the company seal and imitial
the certificates

l

Collate certificates / allotment
advice cum allotment money due
notice (if any)

Envelope the certificates / allotment
advice cum allotment money due
notice (1f anv)

l

Seal envelopes —l

________ Lo

| Frank envelopes using the |

Despatch envelopes to the
department of post along with
a second copy of BPRJ

Recerve the BPRJ with the date of Capture the signatures 1
acceptance stamped by the postal P g

vy st
authorities the sy stem

|
()

Price Waterhouse Section Bl Page 8 71
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3
|

Do outward entry (IPOI11) n the systen;
Do stationary Arrange audit for hsting
reconcithation purposes

l l
|

Inform Stock Exchanges for histing of
instrument

After 3 days from the despatch of certificates

Print and despatch card to the mmvestor
informing despatch of certificates

Price Waterhouse Section Bl Page 9



Registrars Association of India Imtial Pubhic Offering
Manual on benchmark procedures for Registrars and Transfer Agents

Print aliotment advice cum refund
orders, covering letter, BPRJ and
refund order register

Envelope the refund orders

y

Seal envelopes,

Despatch envelopes to the department
of post along with a second copy of
BPRJ

Receive the BPRJ with the date of
acceptance stamped by the postal
authorities

l _

Do outward entry (IP0O11)
_ m theI system
Do refund order reconcihation (refer
section on Instrument reconciliation)

Price Waterhouse Section Bl Page 10
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Manual on benchmark procedures for Registrars and Transfer Agents

Initial Public Offering

Envelope the brokerage warrants,
brokerage statements

v

Seal envelopes,

Despatch envelopes to the
department of post along with
a second copy of BPRJ

A 4

Recerve the BPRJ with the date of
acceptance stamped by the postal
authorities

Price Waterhouse

Section B1
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Registrars Association of India Imitial Public Offermng

Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for AMDN reconciliation

Receive AMDN stubs along with bank
schedules and branch final certificate from
each branch of banks

Assign registrar’s serial number to the

AMDN stubs and prepare batches for each
page of the bank schedule

|

Enter details in an inward register

| l

Do data entry

l
| _ l

- -

Generate edit checklist Generate reconcthation statement

Venify edit checkhist against AMDN
stubs / reconcihation statement

l _

Make changes 1n the system as per the
edit checklist

-~

-’ -

Print a summary of respective bank
schedules

I .

Receive final bank certificate

)

Price Waterhouse Section Bl Page 12
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)

Tally the summary of respective bank
schedules with the controlling bank
schedule

+" Create a clean file of allotment money paid
cases, Match this file with allotment money due

-

master file

|

Generate paid / unpaid registers

l Unpaid cases l Paid cases

Print remmnders Print bulk postage .
' i registration journal
1 (BPRJ), print
allotment money
Envelope the + endorsement stickers
remmders .

|

Envelope the allotment
money endorsement
stickers

Seal envelopes,

Despatch envelopes to the
department of post along with
a second copy of BPRJ

Receive the BPRJ with the date of
acceptance stamped by the postal
authonities

l

Do outward entry in the system

I Print others reports /]

registers and Bind
the AMDN stubs,
Label the books,

Maintain a hbrary
for easy accessibility
and retrieval of |}
AMDN stubs

Price Waterlhiouse Section Bl

Page 13
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Registrars Association of India Initial Pubhic Offering
Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for Call money processing

Process all requests viz transfer,
change of name/ address/status ete

received prior to the record date

Send bank mstructions for collection of call
money to bankers

!

Print call money notices, call money reglste-r
. and BPRJ hst

l

Despatch call money notices to investors

On receipt of paid call notice stubs, carry
out the reconcihation (refer section on
AMDN reconcihation)

-

Price Waterhouse Section Bl Page 14



Registrars Assoctation of India Imtiai Public Offering
Manual on benchmark procedures for Registrars and Transfer Agents

References for Initial Public Offering

IPO0I Receive application forms

Receive application forms from the banks segregated 1n the following manner --
1 Payment made by cash / cheque / demand draft

2 Payment made through stock mvest

IPO02 Inward register

Refer annexure 1

IPO02A_Scrutinise the application forms
Scrutinise the application with respect to the following

Multiple application

Application by minors

Absence of PAN / GIR number

Age column blank

Application with short payments

Cash application for Rs 20,000/- and above

Application with joint holder details without jomnt holders
Application with stale SI instruments

Application with incomplete SI instruments

Application with SI 1n the name other than the applicants name
Application with SI 1ssued 1n different names from the same account number
More than one apphication with one SI instrument

Application with blank status code

IPO03 Data entry
From Bank Schedule -

Header Entry
Bank serial number

Detailed Entry (page-wise)
Page number

Number of shares

Total amount

From Application Forms -
Header Entry

Bank senal number

Detailed Entry

Application senal number
Registrar’s serial number
Applicants details

Number of shares applied for
Amount paid on application
Joint holder details

Broker code number
Rejection code (1f any)

Price Waterhouse Section B1 Page 15
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Registrars Association of India Imtial Pubhic Offering
Manual on benchmark procedures for Registrars and Transfer Agents

For Stockinvest

Stockinvest number

Stockinvest 1ssue date

Steckinvest amount

Bank name and branch on which the SI 1s made
Demat request

DP account number

DP number

IP004 Edit checkhst
Refer annexure 2

IPO05 Bank reconciliation statement

Refer annexure 3

IPO06 Summary of bank schedule

Refer annexure 4

IPO07 Rejection hst
The rejection hist contains a list of mward numbers or application serial numbers

that are rejected System checks application with incomplete information / wrong
details such as --

Application by minor

Application by firm / trust

Multiple application

Duplicate apphication

Age not mentioned

Mandate not mentioned

PAN not mentioned for application amount > Rs 50000/-

Signature missing

IPO08 Distnibution summary

Refer annexure 5

IPO0Y9 Basis of allotment
Finalise the basis of allotment 1 consultation with the representatives from R&T,
company, stock exchanges and SEBI 1f the 1ssue 1s over subscribed

IPO10 _Bulk postage registration journal BPRJ
Print BPRJ pin-code number-wise Group certificates under common folios while
assigning the registration number

Refer annexure 6

IPQI11 Outward entry
Against each inward number post the despatch date as stamped on the BPRJ to reflect that

the documents have been despatched as of that date

Price Waterhouse Section Bl Page 16 R 'i
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Annexure for Initial Public Offering :

Annexure 1 - Inward Register

Bank branch | Bank senal Page number | RSN number | Number of Number of shares / | Amount
code number range range application forms debentures applied
for

i Price Waterhouse Section Bl Page 17



Registrars Association of India Initial Public Offering
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Annexure 2 - Edit checklist

From Bank Schedule

Bank branch code Page number Number of shares Total amount

From Apphcation Forms -

Bank Application | Inward | Applicants | Number | Amount Joint Broker code Stock mvest  (Si) details
branch | serial number | details of shares | paid on holder | number (For cash
code number applied | application { details | /cheque/
for demand draft)
SI ST issue | SI Issuing
number | date amount | bank
serial
number

=l
& ..
e

Price Waterhouse Section Bl Page 18
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Initial Public Offering

Annexure 3 - Bank Reconcihation statement

Bank From Bank Schedule From Application Forms Differences
branch
code
Page Number of | Number | Total Batch | Number of | Number of | Total Number of | Amount
number | applications | of shares | amount | number | apphications | shares application | shares
applied for | amount
Cash/ | Cheque/ DD
SI
Total
Cash/ | Cheque/ DD
SI
Total
Control
total (at
branch
level)
Final Total
Price Waterhouse Section Bl Page 19
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Initial Pubhic Offering

Annexure 4 - Summary of Bank statement

Bank branch code

Total number of applications
received

Total number of shares applied for

Total application amount

Price Waterhouse

Section B1
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Manual on benchmark procedures for Registrars and Transfer Agents

Initial Public Offering

Annexure 5 - Distribution Summary

Quantum of shares applied (1)

Number of applications (2)

Total number of shares applied

(D*2)

Price Waterhouse

Section Bl
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Registrars Association of India
Manual on benchmark procedures for Registrars and Transfer Agents

Imtial Public Offering

Annexure 6 - Bulk Postage Registration Journal

Pin code Registration number | Folio number Name and Address Certificate details Franking amount
(computed
mathematically using
system )

Price Waterhouse Section B1 Page 22
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Registrars Association of India Rughts Issue
Manual on benchmark procedures for Registrars and Transfer Agents

RIGHTS ISSUE

Activity Description

Issue of fresh capital by company to 1ts existing shareholders / or new investors in a pre-
determined proportion

The Companies Act and the SEBI guidelines regulate the 1ssue
Process Overview

Several steps amongst the steps listed out 1n section ‘B1° are common to public 1ssue and
rights 1ssue processing The important steps are

e Process all requests viz transfer, change of name / address / status etc received prior
to the record date

Issue letter of offer within 6 weeks from the record date

Print and despatch night forms / split forms

Recerve nghts forms / sphit forms with bank schedules and branch final certificates
Inward, scrutmise and do data entry

Carry out edit validation and update the system

Venfy signature of holders who have renounced

Recerve final bank certificate

Tally the summary of respective bank schedules with the controlling bank schedule
Generate summary for additional shares

¢ Intimate the basis of allotment to the stock exchanges, SEBI and BOD and obtain
their approval

¢ (Complete allotment and print allotment register

e Pnnt Bulk postage registration journal (BPRJ), certificates, allotment advice cum
allotment money due notice (if any), MIS reports and covering letters

e Put the company seal and imtial the certificates

e (Collate and despatch the envelopes

e Scan application / signatures of renouncees in the system

e Do stationary reconciliation

e Carry out audit for histing purposes

o Inform Stock Exchanges for listing of instrument

e Print and despatch card to investor as advance mtimation

For detailed orocedure refer flow chart
Benchmark Service Standards

Issue of certificates along with partial / full refund orders to be completed within 30 days
from the closure of 1ssue

Steps that can be eliminated

e No steps 1n this activity can be ehhminated

Price Waterlhiouse Section B2 Page 1 \
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Registrars Association of India Rights Issue
Manual on benchmark procedures for Registrars and Transfer Agents

Recommendations

¢ Scanning of signature should be compulsory as against maintaining signatures on
cards

¢ A Card should be sent to the investor informing despatch of certificates

e RAIN should persuade SEBI and banks to send the final bank certificates by the end of
the 7™ day from the date of the closure of the rights 1ssue

Input documents

Letter of offer

Rights / Spht / duplicate form
Bank schedules

Final bank statement

Output documents

Inward register

Edit checkhist

Reconcihation statement

Summary of bank schedules

Bank branch-wise controls of collecticns
Rejection list

Distribution summary

Allotment register and Register of Members
Certificates

Bulk postage registration journal

Refund orders and refund order register
Allotment advice cum allotment money due notices (AMDNs) and AMDN register
Covering letter for full refund

Post card

SI - allotees and non-allotees list

SI - endorsement and depositing reports
Listing reports

SEBI reports - 7 day and 78 day reports

Registers to be maintained

Rejection list

Distribution summary

Allotment register and Register of Members
Acknowledged Bulk postage registration journal
Bound rights application forms

AMDN register

Bound bank schedules

Bank branch-wise controls of collections

Price Waterhouse Section B2 Page 2
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Flow chart for Rights Issue

Process all requests viz transfer,
change of name/ address/status etc
received prior to the record date

| Print & Despatch the rights forms and letter
of offer to the holder as per the register of
members through registered post

If request for spht / duplhicate forms is
received, print names of additional holders
1n the sphit forms and send to the investor

Receive rights forms / split forms along
with bank schedules (RIG01) and
branch final certificate from each

branch of banks

|

Assign RSN and prepare batches for
each page of bank schedule

|

Enter details in inward register (RIG02}

Scrutimise the rights forms

l

Do data entry (RIG03) !

Verify signatures of holders who have .
renounced and post an objection 1n the
system for signature mismatch cases

Price Waterhouse Section B2 Page 3
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Riughts Issue

E}enerate edit checklist (RIG04), Generat;:
reconciliation statement (RIG05)

Venfy edit checklhist agamst
applications / reconciliation statement

1 |

"Make changes 1n the system as per the
edit checkhist

I

* Print a summary of respective bank
schedules (RIG06) and bank branch-
wise controls of collections

-, -

Receive final bank certificate

A

Tally the summary of respective bank
schedules with the controlling bank
schedule

l

Generate rejection hist (RIG07)

1

1 Clear cases Rejected cases

- (Full refund) R
Generate distribution summary for
_ additional shares apphed (RIG0S8) _

Price Waterhouse Section B2
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Rughts Issue

Manual on benchmark procedures for Registrars and Transfer Agents

Intimate the basis of allotment to the
stock exchanges, SEBI and BOD
and obtain their approval

!

Carry-out the Rights allotments
Carry out a sample audit

- l

Generate new folio numbers for
renouncees and assign certificate
numbers and distinctive numbers

. against folios

l

Print allotment register

I

Partial / Full Allotees

Print Bulk postage registration
Jjournal (BPRJ), Print certificates,
allotment advice cum allotment
money notice (of any),

|

Put the company seal and
mtial the certificates

Collate certificates / allotment
advice cum allotment money
due notice (if any)

)

Partlallrefund

Print SEBI / SI
reports / registers
and Bind the
rights forms,
Label the books,
Maintamn a
hibrary for easy
accessibility and
retrieval of nghts |
forms

Price Waterhouse Section B2
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3

Envelope the certificates / allotment
advice cum allotment money due
notice (if any)

v

Seal envelopes,

Despatch envelopes to the
department ef post along

with a second copy of BPRJ
Receive the BPRJ with the date of p 1 -
Capture the
acceptance stamped by the postal
signatures of the
authorities
renouncees in the
l system

Do outward entry in the system

|

Do stationary reconcihiation

Carry out audit for isting purposes

l

Inform Stock Exchanges for hsting of
mstrument .
lAftcr 3 days from the despatch of certificates

| Print and despatch card to the mvestor
mforming despatch of certificates

Price Waterhouse Section B2 Page 6
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Manual on benchmark procedures for Registrars and Transfer Agents

Rughts Issue

Print refund orders, covering letters,
BPRJ and refund order register

Collate refund orders and covering
letters

Envelope the refund orders and
covering letters

Seal envelopes,

Despatch envelopes to the department
of post along with a second copy of
BPRJ

Receive the BPRJ with the date of
acceptance stamped by the postal

authorities

l _

Do outward entry in the system

1

Do refund order reconcihation

Price Waterhouse

Section B2
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Rights Issue

References for Rights Issue

RIGOI Receive rights forms
Recerve nights forms from the banks segregated 1n the following manner --

1 Payment made by cash / cheque / demand draft
2 Payment made through stock invest

RIGO2 Inward register

Refer annexure 1

1G03 Data entry
From Bank Schedule —-

Header Entry
Bank serial number

Detailed Entry (page-wise)
Page number

Number of shares

Total amount

From Rights Forms -

Header Entry
Bank senal number

Detailed Entry

Folio number

Rights form senial number
Inward number

Type of application

(FA for fully apphied, PA for Partly applied, FR for Fully applied, FM for Fully apphed

and more)

Number of shares apphed for

Number of additional shares

Amount paid on the nghts form

Renouncee details if any

For Stockinvest (only in case of excess applied for or renouncee cases)
Stockinvest number

Stockinvest 1ssue date

Stockinvest amount

Bank name and branch on which the SI 1s made

RIGO4 Edit checkhst

Refer annexure 2

RIG05 Bank reconcihation statement

Refer annexure 3

RIG06 Summary of bank schedule

Refer annexure 4

Price Waterhouse Section B2
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Registrars Association of India Rughts Issue
Manual on benchmark procedures for Registrars and Transfer Agents

RIGO7 Rejection hist

The rejection hist contains a hist of inward numbers or rights form serial numbers
that are rejected System checks application with incomplete information / wrong
details such as -—-

Application by minor
Application by firm / trust
Age not mentioned
Mandate not mentioned

RIGO0S Distribution summary for additional shares applied

Refer annexure 5

Price Waterhouse Section B2 Page 9
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Manual on benchmark procedures for Registrars and Transfer Agents

Rughts Issue

bl -

. Annexures for Rights'Issue

Annexure 1 - Inward Register

Bank branch | Bank senal Page number | RSN number | Number of nghts | Number of shares / Amount
code number range range forms debentures applied
for
Price Water house Section B2 Page 10



Registrars Association of India Rights Issue

Manual on benchmark procedures for Registrars and Transfer Agents

Annexure 2 - Edit checklist

From Bank Schedule --

Bank branch code Page number Number of shares Total amount

From Rights Forms --

Bank Rights RSN Type of Number of | Amount paid | Renouncee Stock invest (SI) details
branch | form senal | number | application | shares on rights details (only 1n case of excess applied for or
code number applied for | form renouncee cases)
SI ST 1ssue SI Issuing
number | date amount | bank senal
number
et Price Waterliouse Section B2 Page 11
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Rights Issue
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Annexure 3 - Bank Reconciliation statement

Bank From Bank Schedule From Applhcation Forms Differences
branch
code
Page Number of | Number | Total Batch | Number of | Number of | Total Number of | Amount
number | applications | of shares | amount | number | applications | shares application | shares
applied for | amount
Cash/ | Cheque/ DD
SI
Total
Cash/ | Cheque/ DD
SI
Total
Control
total (at
branch
level)
Final Total
= Price Waterhouse Section B2 Page 12
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Rughts Issue

Annexure 4 - Summary of Bank statement

Bank branch code

Total number of applications
received

Total number of shares applied for

Total application amount

Price Waterhouse

Section B2
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Rights Issue

Annexure 5 - Distribution Summary for additional shares apphed for

Quantum of shares apphed

Number of folios

Total number of shares applied

Price Waterhouse

Section B2
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Registrars Association of India Bonus Issue
Manual on benchmark procedures for Registrars and Transfer Agents

* “BONUSISSUE
Activity Description

Issue of shares by capitalisation of reserves Unlike, IPO / nights etc shareholders do not
apply and hence there are no applications to be processed 1n this activity The process
begins with announcements by general meeting of the companies, of its intentions to 1ssue
bonus shares

Process Overview

e Obtain bonus ratio as an nput to the system

¢ Process all requests viz transfer, change of name/ address/status etc received prior to
the record date

e Carry-out the allotment and assign certificate number and distinctive number to the
folio

e Generate and print bonus register, fractional entitlement register

Obtain BOD approval

Print Bulk postage registration journal (BPRJ), certificates, MIS reports and covenng

letters

Put the company seal and 1mtial the certificates

Collate and despatch the envelopes

Print and despatch card to investor as advance intimation

Print and despatch fractional warrants after sale of consolidated fractional entitlements

For detailed procedure refer flow chart

Benchmark Service Standards

Issue of certificates to be completed within 15 days from the date of allotment
Steps that can be ehminated

e No steps 1n this activity can be eliminated

Recommendations

o A Card should be sent to the mnvestor informing despatch of certificates
Input documents

Companies resolutions and correspondence
File of registered holders as on the record date

Output documents

Bonus register

Bulk postage registration journal
Certificates

Covering letters

Price Waterhouse Section B3 Page 1
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Bonus Issue

Post card
Fractional entitlement register
Disbursement register

Registers to be maintained
Bonus register

Fractional entitlement register
Acknowledged Bulk postage registration journal

Price Waterhouse Section B3
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Manual on benchmark procedures for Registrars and Transfer Agents

Rewe ™

. - -‘Flow chart for:Bonus.Issue

Process all requests viz transfer, change
of name/ address/status etc. received
prior to the 1ecord date

. l _

Carry-out the allotment Assign
certificate number and distinctive
number to the foliwo

| l

Generate and print bonus register,
+_ fractional entitlement register

L Obtain BOD approval I

|

Print Bulk postage registration journal (BPRJ), Print certificates,
Print covering letters

1

Put the company seal and
mtial the certificates

Collate certificates and
covering letters

Envelope the certificates
along with covering letter

v

Seal envelopes

)

Price Waterhouse Section B3 Page 3
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Manual on benchmark procedures for Registrars and Transfer Agents

Bonus Issue

Despatch envelopes to the department
of post along with a second copy of
BPRJ

Recerve the BPRJ with the date of
acceptance stamped by the postal
authorities

| | .

Do outward entry 1n tlie system
Inform Stock Exchanges for hsting of
istruments

After 3 days from the despatch of certificates

Print and despatch card to the investor
informing despatch of certificates

After sale of consolidated fractional

Print and despatch fractional warrants

Price Waterhouse

Section B3 Page 4
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Registrars Association of India Conversion of instruments
Manual on benchmark procedures for Registrars and Transfer Agents

on CONVERSION.OF INSTRUMENTS

B

Activity Description

Conversion 1s a process whereby the company converts a form of holding to another
form of holding (allotment letter conversion into debenture certificates debenture
certificates conversion into share certificates etc )

A convertible debenture, by terms of 1ts 1ssue, gives the holder the night to exchange
debenture wholly or 1n part with shares

Process Overview

As per the terms of the 1ssue, a company may or may not require the certificates to be
returned by the investor for carrying out the conversion process If the certificates are not
required, then the conversion 1s carmnied out internally as per the holdings on the record
date If the certificates are required, the process followved 1s very similar to nghts
processing

The steps are

e Process all requests viz transfer, change of name / address / status etc received prior
to the record date

e Do the conversion 1n the system as on the record date :] Instrument A

¢ Intimate all Stock Exchanges of the conversion

e For Instrument B, recall the instruments and despatch fresh instruments

For detailed procedure refer flow chart

Steps that can be elimmnated

¢ No steps n this activity can be eliminated
Input documents

Apphcation form
Certificates

Output documents

Inward register

Edit checklist

Conversion allotment register
Certificates

Bulk postage registration journal
Covenng letter

Post card

Price Waterhouse Section B4 Page 1
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Registers to be mamtained

Conversion allotment register

Acknowledged Bulk postage registration journal
Bound application forms

Price Waterhouse Section B4 Page 2



Registrars Association of India Conversion of instruments
Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for Conversioin of Instruments

Process all requests viz transfer,
change of name/ address/status / call
payment updation etc received prior to
the record date

l l

Conversion of Instrument A Conversion of Iastrument B (C0102)
(COI01) l
l Print & despatch the apphcation forms (if §

- -

Do the conversion 1n the
§ystem as on the record date

necessary) to the holder as per the register
of members

l l

Print & despatch the Receive application forms along with the
ceruficates, if necessary mstruments
Intimate all the stock Assign inward number and prepare batches
exchanges of the conversion

Enter details 1n inward register

l

Do data entry (COI103) '

l

Generate edit checklist

l

Verify edit checklist against
applications

| )

Make changes in the system as per the
edit checklist

Price Waterhouse Section B4 Page 3



Registrars Association of India

Conversion of mstruments

Manual on benchmark procedures for Registrars and Transfer Agents

+*

Create a clean file Match this file with
the call paid master and ensure that call

payments are not due

!

Carryout the conversion allotment

|

Obtain BOD approval

v

Intimate the allotment to the stock
exchanges

!

Assign certificate numbers and
distinctive numbers agamnst fohios

- b 4
Print conversion allotment register

-

y -
Print Bulk postage registration journal ,
(BPRJ) , Print certificates, / stickers,
covering letters

Put the company seal and mitial the
certificates

1

Collate certificates and covering
letters

I

Print others reports

/ registers and Bind |
the applications,
Label the books,

Maintam a hibrary
for easy
accessibility and
retrieval of
apphcation forms

Price Waterhouse

Section B4
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Registrars Association of India Conversion of mnstruments
Manual on benchmark procedures for Registrars and Transfer Agents

Envelope the certificates and
covering letter / sticker and
covermg letter

Seal envelopes

________ o

E Frank envelopes using the |

Despatch envelopes to the
department of post along with
a second copy of BPRJ

Receive the BPRJ with the date of
acceptance stamped by the postal
authorities

l _

Do outward entry in the system

Inform Stock Excﬁanges for hsting of
imstruments

3
i After 3 days from the despatch of certificates

Print and despatch card to the investor
informung despatch of certificates

Price Waterhouse Section B4 Page 5
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Registrars Association of India Conversion of mstruments
Manual on benchmark procedures for Registrars and Transfer Agents

References for Conversion of Instruments

COIg1 Instrument A

These instruments refer to instruments of which the ratio of conversion and the date of
conversion 1s fixed and mentioned on the face of the instruments from the beginning viz
debenture cum share certificate

COI102 Instrument B

These instruments refer to mstruments of which the ratio of conversion and the date of
converston 1s not known and 1s at the discretion of the company In such cases, the ratio
of conversion and the date of conversion is not mentioned on the face of the instruments
As aresult the instruments are recalled, conversion carried out and fresh instruments
despatched

C0I03_Data entry
Inward number

Folio number
Application form serial number

Price Waterhouse Section B4 Page 6
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Registrars Association of India Dividend / Interest processing
Manual on benchmark procedures for Registrars and Transfer Agents

-~ DIVIDEND /INTEREST

Activity Description

A corporate benefit, 1n the form of profit distribution to the holders as on the record date
whereby the company entitles 1ts current share holders of monetary benefits as declared
by 1t in annual general meeting (AGM)

D1vidend 1s declared by AGM of the company

Interest 1s the sum paid to the debenture holders by the company as per the terms of the
1ssue

Dividend 1s paid on shares and interest on debentures

Process Overview

e Obtain bank approval for dividend / interest stationary

e Process all requests viz transfer, change of name / address / status etc received prior
to the record date

e Compute and tally the dividend / interest amount

e Generate and print dividend / interest register

e Pnint Bulk postage registration journal (BPRJ), dividend / interest warrants /
Electronic clearing services (ECS) intimation ships

¢ Organise for despatch of the envelopes / ECS slips

For detailed procedure refer flow chart
Benchmark Service Standards

Distribution of warrants should be completed within 7 days from the date of warrant, but
not later than the 41st day from AGM

Revalidation and despatch of warrants should be completed within 3 days from the recept
of request along with the onginal warrant

Duplicate warrants should be 1ssued within 7 days after the expiry of 14 weeks from the
date of onginal warrant

Steps that can be ehminated

e No steps 1n this activity can be eliminated

Input documents

Dividend / interest warrant stationary and company correspondence
File of registered holders as on the record date

Price Waterhouse Section BS Page 1



Registrars Association of India
Manual on benchmark procedures for Registrars and Transfer Agents

Dividend / Interest processing

Output documents

Dividend / Interest register

Bulk postage registration journal
Dividend / Interest warrants
ECS slips

Coverning letters

Registers to be maimntamed

Dividend / Interest register
Acknowledged Bulk postage registration journal

Price Waterhouse Section B5S

Page 2
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Registrars Association of India Dividend / Inte1est processing
Manual on benchmark procedures for Registrars and Transfer Agents

< Flow.chart for Dividend / Interest Processing

Approve the layout of dividend /
1nterest stationary

Process all requests viz mandate, transfer,
change of name/ address/status etc

received prior to the record date

Compute the dividend / intei est amount

Tally dividend / interest controls with
capital

- 1 -

Generate and print dividend / interest
. register .

- -

. [}

. Print Bulk postage registration journal (BPRJ) (DIV01),
Print dividend / interest warrants / Electronic clearing
services (ECS) mtimation shps

1

Envelope the warrants

Seal envelopes

Despatch envelopes to the department of post along
with a second copy of BPRJ, despatch ECS shps to
mvestor; send a copy of the ECS file through floppy n
specified formats to the controlling bank and RBI

Receive the BPRJ with the date of
acceptance stamped by the postal
authorities

- I )

Do outward entry in the system

Price Waterhouse Section BS Page 3
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Registrars Association of India Dividend / Interest processing
Manual on benchmark procedures for Registrars and Transfer Agents

References for Dividend / Interest Processing

DIV0l Bulk postage registration journal BPRJ

Print BPRJ pin-code number-wise Against each registration number, print the following
Folio number

Address

Warrant details

Franking amount (computed mathematically using system )

Price Waterhouse Section BS Page 4
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Registrars Association of India Redemption of Debentures
Manual on benchmark procedures for Registrars and Transfer Agents

-~ REDEMPTION'OF DEBENTURES

Activity Description

Redemption of debentures 1s the process of paying the principal amount back to the
debenture holders by a company based on the terms of the 1ssue

Process Overview

e Process all requests viz transfer, change of name / address / status etc received prior
to the record date

¢ Print and despatch redemption forms

¢ Inward and do data entry

e Carry out edit validation and update the system

¢ Compute the redemption amount and print redemption register
+ Update the database

e Print Bulk postage registration journal (BPRJ), redemption cheques, MIS reports and
covering letters

e Despatch the envelopes
e Print and despatch card to investor as advance intimation

For detailed procedure refer flow chart

Steps that can be ehminated

¢ No steps 1n this activity can be elimmated

Recommendations

e Redemption forms should reach investors mimmum 7 days prior to the redemption
date

e Redemption processing should be completed and cheques despatched within 10 days
from the receipt of redemption forms from the investor

e A Card should be sent to the investor informing despatch of cheques

Input documents

Redemption form
Debenture certificates

Output documents

Edit checklist

Error checklist

Redemption register

Objection letter

Bulk postage registration journal
Redemption cheques

Reminder letters

Post card

Price Waterhouse Section B6 Page 1
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Manual on benchmark procedures for Registrars and Transfer Agents

Registers to be maintained

Redemption register
Acknowledged Bulk postage registration journal

Price Waterhouse Section B6
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Registers to be maintaimed

Redemption register
Acknowledged Bulk postage registration journal

Price Waterhouse Section B6 Page 2



Registrars Association of India Redemption of Debentures
Manual on benchmark procedures for Registrars and Transfer Agents

. Flow chart for Redemption of Debentures

| Process all requests viz transfer, change of
name/ address/status etc received prior to the |
record date ‘

Print & Despatch the redemption forms to the
- holder as per the register of members

Receive / acknowledge redemption forms along
with debenture certificates from the inward
department

_ l

Do data entry (RODO01) ‘

i

' .Generate edit checklist and error hst (RODG2)

Verify edit checklist and error hst against

redemption forms and certificates Write the
correction 1n the edit checkhst

} _

Verify signatures
Write the objection code on the edat
checklist for the signature mismatch
cases
Make changes n the system as per the edit )
checklist

Segregate clear and objection cases

l Clear cases Objection cases l

-Com ute the redem B -
P redemption amount and ' Print objection letters
prmt redemption register

-

(B)

Price Waterhouse Section B6 Page 3 }ff gt‘,



Registrars Assoctation of India

Redemption of Debentures

Manual on benchmark procedures for Registrars and Transfer Agents

=2

)

Envelope and seal the objection letters

—— et = o —— e oy

- i o - — e = e e b

On receipt of approval
Update database

Despatch envelopes to the department of

post

!

Do outward entry m the system

v

" Print Bulk postage registration journal (BPRJ), Prnt
redemption cheques, reminders (for cases against which no | Separate debenture
intimation from the holder was received)

|

Envelope redemption cheques,
reminder letter

Seal envelopes

certificates from
redemption forms

Despatch envelopé's to the department
of post along with a second copy of
BPRJ

Redemption Certificates
forms
N A
Bind the 1 Deface and
redemption \
|
I

i
1
File the !
forms, Label the certificates 1
books, Mamtain e
a hbrary for
easy accessibility
and retneval of
redemption
forms

Recerve the BPRJ with the date of
acceptance stamped by the postal
authorities

Do Outward entry

After 3 days from the despatch of certificates

Print and despatch card to the investor
informing despatch of cheques

Price Waterhouse Section B6
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Registrars Association of India Redemption of Debentures
Manual on benchmark procedures for Registrars and Transfer Agents

References for Redemption of Debentures

RODOI Data entry
Lot number

Inward number
Folio number
Certificate number

RODOZ Error hst

The error list is a print-out of only the logical errors (not 100% of data entry) detected by
the system (through programs) This list also reflects if there 1s any stop transfer in the
system against any certificate

Price Waterhouse Section B6 Page 5



Registrars Association of India Redemption of Debentures
Manual on benchmark procedures for Registrars and Transfer Agents

Annexures for Redémption of Debentures . :

Annexure 1 - Error list

Lot number Inward number Error narration (description of error)

giis Price Waterhouse Section B6 Page 6
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Registrars Association of India Instrument Reconciliation
Manual on benchmark procedures for Registrars and Transfer Agents

INSTRUMENT RECONCILIATION

Activity Description
Instrument reconciliation 1s a process of reconciling the paid instruments as received from
the bank against the instrument master and generating the paid / unpaid status of the

mstruments

Process Overview

¢ Receive the instrument stubs and bank statement
¢ Do data entry

* Reconcile bank statement and instrument entry

e Generate paid / unpaid register

For detailed procedure refer flow chart
Steps that can be eliminated

¢ No steps n this activity can be elimnated
Input documents

Instrument master file

Instruments stubs

Bank statement

Output documents

Reconciliation statement
Paid / Unpaid register

Registers to be maintamed

Paid / Unpaid register
Bound instruments

Price Waterhouse Section B7 Page 1
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-

Flow chart.for:Instrument Reconciliation

Recerve the lots of instrument stuos and
bank statement from the bank

Do data entry (WR01) '

l

Reconcile bank statement and
mstrument entry

1

- Discrepancy 1n
Generate reconciliation statement the bank

(WR02) statement

-

.

Clear cases
Reconcile instrument entry with
mstrument master

l

*  Generate pard / unpaid
- register ! :
Clanify the
Bind the instruments discrepancy with the
bank

After three years 1 l
Instruct the bankers to ‘Do data entry of the
transfer the amount in corrections

relation to unencashed
instruments to government
account

Price Waterhouse Section B7 Page 2
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B3

References for Instrument Reconciliation

WRO0I Data entry

From the Bank statement

1 Bank code

2 Total number of instruments
3  Total amount

From the instruments

1 Bank code

2 Instrument number

3 Instrument amount

WR02 Reconciliation statement

This statement reflects any discrepancy, 1n the bank statement as against the actual
nstruments

Refer annexure 1

Price Waterhouse Section B7 Page 3

R
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Manual on benchmark procedures for Registrars and Transfer Agents

* TR e Annexure for Instriument Reconciliation e

Annexure 1 Reconcihation statement

Based on the Bank statement entry Based on the instrument entry
Bank code Total number of Total amount Total number of Total amount Discrepancy amount
instruments mstruments

<

Vg
N\ Price Waterhouse Section B7 Page 4
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Registrars Association of India Depository - Dematenalisation
Manual on benchmark procedures for Registrars and Transfer Agents

DEPOSITORY - DEMATERIALISATION

Activity Description

Dematenalisation 1s the process by which a holder can get physical certificates converted
mnto electronic balances maintained 1n 1ts account with the depository participant (DP)

An nvestor subscribing to securities offered by an Issuer through primary market 1ssues
may also be provided an option to receive the allotted securities in the dematerialised
form instead of physical certificates

Secunities held in dematenahsed form are fungible, 1 € they do not bear any
distinguishing features

Process Description

If the request for dematerialisation received from the depository tallies with the request
and certificates received from the DP, the certificates are scrutinised for vahdity,
signatures are verified and the depository and DP are intimated about the
dematenalisation status

Note The despatches could be made through speed post / couriers
For detailed procedure refer flow chart
Benchmark Service Standards

Benchmark standards for the activity has not been estimated as National Secunties
Depository Limited (NSDL) in consultation with RTAs has estimated a service standard

Input documents

Dematenialisation request 1n electronic form from depository
Dematenalisation request form (DRF) from DP
Certificates

Output documents

DREF received register

Mismatch / discrepancy letter
Edit checklist

Error checklist
Dematenalisation register
Rejection memo

Objection memo

Register of destroyed certificates
Postage registration journal
Covening letter

Price Waterhouse Section C1 Page 1
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Manual or benchmark procedures for Registrars and Transfer Agents

Registers to be maintaned

Dematenalisation register
Register of destroyed certificates
Acknowledged Postage registration journal

Price Waterhouse Section C1 Page 2
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Registrars Association of India

Depaository - Dematerialisation

Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for Depository - Dematerialisation

Recelve dematerialisation
request from Depository
electronmically

Receive the dematerialisation request form
(DRF) and the defaced physical certificates
from the Depository participant (DP)

h 4

Issue acknowledgment “subject to
verification”

Match the dematerialisation request

number (DRN) given in the DRF with

the electronic message received from
the Depository

Match

Enter details n DRF (DEMATO01)
received register

Scrutinise the DRF (DEMAT02)

Mismatch

|

Clear cases l

*" Do data entry (DEMAT03)

*  Generate edit check hst and i
' error list

Verify edit checklist
(DEMATO04) agaimmst DRF and
error list (DEMATO0S5)

Not Clear cases

Prepare the mismatch / dlgcrepancy
letter or fax

Collate copy of DRF with mismatch
/ discrepancy letter

Envelope the mismatch /
discrepancy letter and the DRF

™

Price Waterhouse

Section C1

Page 3
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Registrars Association of India Depository - Dematerialisation
Manual on benchmark procedures for Registrars and Transfer Agents

:A

Write the corrections (if any) on the edit
checklist

l _

Venfy signatures (DEMAT06)
Wiite the ob]ectlbn code on the edit

checklist in relation to signature
mismatch

1

Make changes 1n the system as per edit )
checklist and generate registers for clear,
rejection and objection cases !

|

Segregate DRFs into clear, rejection
(DEMATO07) and objection cases

!

covering letters Owner Account

l Clear Rejectlonl Objection l
Generate a folio for Deposntor-); »  Print rejection Print the objection
and print dematerialisation memo memo
register - N ’
i |
Intimate Depository i Intimate DP Collate DRF (DEMAT09) with
electronically (DEMAT08) by letter objection memo / rejection memo
the demateriahsation status l
Envelope the objection memo
l l /rejection memo and the DRF
{ Shred the certificates and | Recewve the |
| bmdtheDRFs/DP 1 Beneficial 1
{
{ 1

_________________ Number from Intimate Depository
1 Depository electronically giving
appropriate rejection /

Maintamn a register of - i objection code
destroyed certificates (DEMATO0S)

4

v
Price Waterhouse Section C1 Page 4 V



Registrars Association of India Depository - Dematerialisation
Manual on benchmark procedures for Registrars and Transfer Agents

(&)

r

Enter the Depository Beneficial , Seal rejection / objection envelopes
Owner Account Number in the
. holding master l
l :r Frank the rejection / objection _]u
| envelopes !
Intimate the stock exchange of e Eat DD !
the distinctive numbers I
dematenialised Despatch rejection / objection

envelopes to the department of post

Clanfication recerved

withm 15 days Not recerved within

15 days
Process as clear ‘" Prmt covering letter and Bulk
cases postage registration journal (BPRJ)
) (DEMATI0)

© 1
Collate DRF, certificates with covering
letter

Envelope and seal the DRF, certificate
and the covering letter

Despatch envelope to the department of
post along with a second copy of BPRJ

!
Receive the BPRJ with the date of
acceptance stamped by the postal
authorities

Price Waterhouse Section C1 Page 5§
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| |

Seal the envelope Intimate Depository -
_-L electronically giving

AR appropriate mismatch /

, .+  discrepancy reason '

Despatch envelopes to the
department of post

Clarification received | Not recerved within
within 15 dave 15 days

I

Process as clear ;l"rmt covering letter and.
cases Bulk postage
registration journal
l . (BPRJ) (DEMATI10)
!

Collate DRF, certificates with covering

letter

Envelope and seal the DRF, certificate
and the covering letter

—— e - = = = — e e e e -]

Despatch envelope to the department of
post along with a second copy of BPRJ

]
Recerve the BPRJ with the date of
acceptance stamped by the postal
authorities

Price Waterhouse Section C1 Page 6



Registrars Asseciation of India Depository - Dematenahisation

Manual on benckmark procedures for Registrars and Transfer Agents

References for Depository - Dematerialisation

DEMATO0! DRE recerved register

Refer annexure 1

DEMAT02 Scrutiny
DRF form 1s completely filled and signed

Number of certificates attached tallies with the number mention in the DRF

Detatls of distinctive numbers entered in the DRF tallies with the physical certificates
Certificates are be marked by the client “Surrendercd for dematenalisation”

DRF contains DP authorisation

Pattern of holdings mentioned in the DRF match that of the certificate

Separate DRF 1s filled in for

¢ Secunties having different International Secunities Identification Numbers (ISIN)
¢ For lock-1n and free secunties

NNV AW N —

DEMATO3 - Data entry
DP-ID

DRN

DREF received date
Name of the Company
Folio number
Ce-tificate number
Distinctive number
Number of shares
Clients Details

DEMAT04 Edit checkhst
The edit checklist 1s a print-out of the entire data entry (100% print-out)
Refer annexure 2

DEMATO05 Error hst

The error list is a print-out of only the logical errors (not 100% of data entry) detected by
the system (through programs) This list also reflects 1f there 1s any stop transfer in the
system against any certificate

Refer annexure 3

Price Waterhouse Section C1 Page 7



Registrars Association of India Depository - Dematerialisation
Manual on benchmark procedures for Registrars and Transfer Agents

DEMAT06 Signature verification

On entry of foho, the system retrieves the following
Folio name

Signature

DEMATO7 Rejection

Fake certificates

Certificates reported stolen

Duplicate certificates already 1ssued against the received certificate
Forged endorsement

Court injunction pending

DRF sent to the incorrect registrar

DEMAT08 Intimate Depository by doing data entry in the depository interface
module as follows

Date of reply

Number of securities confirmed

Number of securities pending

Objection code

Number of securities rejected

Rejection code

DEMAT(9. Collate DRF with objection /rejection memo
1  Attach a photocopy of the DRF to the objection memo
2 Attach the onginal DRF to the rejection memo

DEMATIO0 , Bulk postage registration journal (BPRJ)

Print BPRJ pin-code number-wise

Refer annexure 4

Price Waterhouse Section C1 Page 8 ,E},g
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Manual on benchmark procedures for Registrars and Transfer Agents

Annexures for Depository - Dematerialisation ‘

Annexure 1 - DRF received register

DRN DP-ID DRF received date Number of certificates Number of certificates
recerved as mentioned in | actually received (enter
the DRF after the scrutiny)

<
ﬁi_, Price Waterhouse Section C1 Page 9



Registrars Association of India
Manual on benchmark procedures for Registrars and Transfer Agents

Depository - Dematerialisation

Annexure 2 - Edit checklist

DP-ID DRN DRF Name of the | Folio number | Certificate Distinctive Number of Clients
recerved date | Company number number shares Details
Price Waterhouse Section C1 Page 10




Registrars Association of India Depository - Dematenialisation
Manual on benchmark procedures for Registrars and Transfer Agents

Annexure 3 - Error checklist

DRN Error narration (description of error)

Price Waterhouse Section C1 Page 11



Registrars Association of India Depository - Dematerialisation
Manual on benchmark procedures for Registrars and Transfer Agents

Annexure 4 - Bulk Postage Registration journal

Pin-code Registration number | Certificate details DRN DP-ID Franking amount
(computed
mathematically using
system )

%,

Price Waterhouse Section C1 Page 12
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Registrars Association of India Depository - Remateriahsation

Manual on benchmark procedures for Registrars and Transfer Agents

DEPOSITORY - REMATERIALISATION

Activity Description

Rematerialisation s the process by which an investor can get electronic holdings
converted into physical certificates

Process Description

If the request for rematerialisation received from the depository matches with the DP,
scrutinise the rematenalisation request form, print certificates for clear cases and despatch
to investor

For detailed procedure refer flow chart
Benchmark Service Standards

Benchmark standards for the activity has not been estimated as NSDL 1n consultation
with RTAs has estimated a service standard

Input documents

Rematenalisation request from depository electromcally
Rematenalisation request form (RRF)
Stationary (new certificates)

Output documents

RRF received register
Mismatch / discrepancy letter
Edit checklist

Rematenialisation register

Bulk postage registration journal
Certificates

Covering letters

Card

Registers to be mamtamed

Rematenalisation register

Price Waterhouse Section C2 Page 1
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Registrars Association of India Depository - Remateriahisation
Manual on penchmark procedures for Registrars and Transfer Agents

Flow chart for Depository - Rematerialisation

Receive rematerialisation request Receive the rematerialisation request
from Depository electronically form (RRF) from the DP

1

Issue acknowledgment “subject to
verification” for the stationary received

1

Match the rematerialisation request
number (RRN) given in the RRF with
the electronic message received from

the Deposttory

Match 1 Mismatch

Enter details m the RRF received
register (REMAT01)

Scrutimze the RRF (REMAT02)

n Clear cases 1 Discrepancy cases

* Do data entry (REMAT03) Intimate the discrepancy /
! mismatch to the DP by letter / fax

i l _ Clanfication received Not received within
' Generate edit check hst within 15 days | 15days
)
Process as clear Prepare
Verify edit checklist against cases covermng
RRF letter

™) ™) ()

Price Waterhouse Section C2 Page 2
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Write the corrections on the edit
checklist

Make changes m the system as per edit
checklist and generate rematerialisation
register

| J

Do Fohio search

| l |

Generate new folios wherever necessary '

| l

* Print rematerialisation register and the *
requured MIS reports

| |
! l .

Intimate . Intimate DP by Intimate the stock exchange of
Depository letter the certificate and distinctive
«  electronically ¢ numbers remateriahised
Update database )

|

1 Prmtl new j,

" Print Bulk ' certificates Print covering Bind RRFs /
postage ) l ) . letters DP covering
registration Put the company letters
ournal (BP
\J__u nal ( RJ) seal and nitial

)

Price Waterhouse Section C2 Page 3



Registrars Association of India

Depository - Remateriahisation

Manual on benchmark procedures for Registrars and Transfer Agents

) (=)

Collate certificates and
coveriag letters

()

Envelope the certificates

| }

l

Seal envelopes

Despatch envelopes to the
department of post along with a
second cepy of BPRJ

Recetve the BPRJ with the date of

authorities
After 3 days from the despatch of certificates

Print and despatch card to
the buyer informing

despatch of certificates

l

Capture the signatures 1n
acceptance stamped by the postal the system

Price Waterhouse Section C2
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Depository - Rematerialisation

()

4

Collate RRF with covering letter

Envelope the RRF and the
covering letter

l

Seal the envelope

Despatch envelopes to the
department of post

Price Waterhouse

Section C2
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Registrars Association of India Depository - Rematerialisation
Manual on benchmark procedures for Registrars and Transfer Agents

References for Depository - Rematerialisation

REMATO! - RRF recerved register

Refer annexure 1

REMAT(02 Scrutiny
1 RRF form 1s completely filled and signed

2 RREF contains Number of certificates to be rematenalised
3 RRF contains DP authorisation
4 Separate RRF 1s filled in for
e Securnties having different International Securities Identification Numbers
(ISIN)

e For lock-n and free secunities

REMAT03 Data entry
DP-ID

RRN

RRF received date
Name of the Company
Number of shares
Chents Details

Price Waterhouse Section C2 Page 6
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Depository - Rematerialisation

Annexures for Depository - Rematerialisation

Annexure 1 - RRF received register

RRN

DP-ID

RRF received date

Number of certificates to be
rematenalised
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Registrars Association of India Depository - Bonus Issue
Manual on benchmark procedures for Registrars and Transfer Agents

L DEPOSITORY - BONUS ISSUE

Activity Description

The purpose of Bonus Issue 1s to capitalise the free reserves and to 1ssue capital as fully
paid-up shares without any payment in cash from the shareholders It 1s a non-monetary
corporate benefit

Process Description

Bonus shares are allotted to holders of a company as on the record date

For detailed procedure refer flow chart

Note The flowchart describes the methodology to carry out bonus processing in a
completely dematerialised scenario

Input documents
File of beneficial owners from the depository
Output documents

Bonus allocation register
File of bonus allocation details

Price Waterhouse Section C3 Page 1
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-

Flow chart for Depository - Bonus Issue

Recerve the download of beneficial )
owners as on the record date from
: Depository

~-

Verify the details of the beneficial
owners with the holding master

) Do the allotment for the beneficial
owners

| |

* Generate and print bonus allocation

register
Obtain BOD approval
Intimate the allotment to the " Upload the bonus allocation
stock exchanges and SEBI details to Depository

l ]

.Receive an acknowledgement.
from Depository
' electronically

Price Waterhouse Section C3 Page 2 (D
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Registrars Association of India Depository - Dividend / Interest
Manual on benchmark procedures for Registrars and Transfer Agents

DEPOSITORY - DIVIDEND / INTEREST

Activity Description
Dividend 1s the portion of profits of the company which 1s allocated to the holders of
shares 1n the company It 1s a corporate benefit whereby the company entitles its current

share holders of monetary benefits as declared by 1t in annual general meeting

Interest 1s the sum paid to the debenture holder by the company out of the capital
peniodically

Dividend 1s paid on shares and interest on debentures
Process Description

The rate of dividend/interest 1s applied on the holdings of investors as on the comorate
action date, dividend/interest warrants printed and matled to investors

For detailed procedure refer flow chart

Note The flowchart describes the methodology to carry out dividend/interest processing
in a completely dematerialised scenario

Input documents

File of beneficial holders from depository
Output documents

Dividend / Interest allocation register
Dividend / Interest warrants

Bulk postage registration journal

Registers to be maintamed

Dividend / Interest allocation register
Acknowledged Bulk postage registration journal

Price Waterhouse Section C4 Page 1
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Flow chart for Depository - Dividend / Interest

Receirve the download of beneficial
owners as on the record date from
. Depository

~

Verify the details of the beneficial )
owners with the holding master

‘Process the dividend / interest for the
beneficial owners

|

* Generate and print dividend / interest *
. allocation register

t

I _ I

Print Bulk postage |, Print dividend/
registration journal interest warrants
. (BPRJ) : [

Envelope the warrants

l

Seal envelopes

Despatch envelopes to the department
of post along with a second copy of
BPRJ

|

Receive the BPRJ with the date of
acceptance stamped by the postal
authorities
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