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I PURPOSE OF THE REPORT

• Improve busmess practlcL~and create a climate of t..omphan<..e

As a fir~t step PW/FIRE ProJeLt m conjunctIOn With partlcipatlllg RTAs prepared the
luached report and the manual of standard operatmg procedure~

• <'trLngthcn RAIN I'" ,I profL ...... IOIMI OIg,lI1l ...dtlon to IdllLVC It~ ultlmdtL
goal of bung I<..LOglll ...t..d ,1'" d "RO

Telephone 4946630 4963599
Fax (91 22) 4963555

•
128 T V Induslnal Estate
Worli Mumbal 400 025

Financial InstitutIOns Reforms
and Expansion (FIRE) Project

Dear Mr Parthasarathy

January 9 1998

Mr C Parthasarathy
Chairman
Reglstrat Association at India
C/o Karvy Consultants Ltd
Andhen Industnal Estate
Andhen (W)
Mumbdl - 400 058

Price Waterhouse LDP

Sub FIRF ProJect's assl~tdnce to RAIN - Development of Benchmark Service
Stdnddrds .md Stdnddrd Operatmg Procedures

• ~tandardlse the opt..ratmg proLcdurL'" for tht.. lIldU ...tl\ Improve the qUdhtv
of It-. ...ervlces and ...ct benchmarb for Vdnou~ ...t.T\ ILL'" provided by
registrar and tran~teragcnb (RTA~) and

At tht.. lIl ...tance ofthc R<..glstrdrs A~",ollatlOn of India (RAIN) the rll1dnllal
In~htutlOns Reform and [xpan~lOn (fIRE) Project funded by tht.. US Agencv for
InterndtIonal Development and admumtered by Pnce Waterhou~eLLP (PW) ha...
Jglt..t..d to provldc techl1leal J ...... l ...t,llKt.. to RAIN I hL LorC ObJLLtlvL 01 thl ... <.1%I ...t,1I1LL
I~ to

1 he report along WIth ItS attachments IS deSigned to assist RA.IN 111 ~tandardlsmg the
operatmg procedures across the R&T mdustrv and to estabhsh benchmark service
~tandards for vanous mve<;tor ~ervlces the adherence to vvhlch must be a pre
condition to the membershIp of RAIN The attachment on standard operatmg
procedures IS diVided mto three sectIOns Section A deals with the procedures and
service ~tandards for secondarY market actiVities Section B deals \\ Ith the
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prm.edures and service standards for prImary market actIvItIes and corporate actions
,1l1d Section C deals \vlth RTA-Deposltor) Interface The procedures as stated In thiS
report and the service standards as recommended have been discussed threadbare wIth
thc members of the Sen Ice Standard Committee of RAIN and the other partlclpatmg
RfAs

II CONTENTS OF THE REPORT

In additIon to the operatmg procedures and the service standards the report also
detaIls out the PW/FIRE project recommendatIons to RAIN These recommendations
call for severalmltIatlve~by RAIN to ensure that the procedllre~ as contamed herem
<ire followed by the member~ of RAIN and the servIce standard'> are adhered to
l;)pecIflLally RAIN should pel"uade SEBI <ind Stock Exchangc,> to

• Impo'>c '>tnLler cntry bdrner~ for potential cntrant~ dnd abo mcrea~e the
networth rcqUlrcmcnh for cXlstmg firIns a lmkagc between reqUIred
1l11l11ll1Um of m!t,I,>truLlurc and thc qU.lntull1 of work undcrtaken must be
t-'>tabhshed

• Aml-nd the modL! MOU to mclude provIsIons relatmg to I~~uer~

dcknowkdgmg opu,ltlol1.l1 rl',b commit to provldl ....Lrvlce "tand.lrds as
rtkommt-ndcd III tll1 .... report and to compcn~J.tc lI1VL....tor for any faIlures

• hllorporatc adhlrLlKL to thL 0PU.ltll1g proccdurc .... ,md Lrvlu.....tandard~ a<;
.... uggL....tLd m thl .... rLpOlt m rckv lilt rcglll,ltlOn.....1I1d h....tlllg ,lgrcLmLnts .lnd

• MdkL dltl ....t,ltlOn 01 thl. IIlVc~tOl .... ,>lgIMturl. mandator \ by thL mtrodllung
broker

In additIOn RAIN should abo take 1l11tIaltves to

• Sl.ek neces~an authonty from the Issuer~ to .lppro\l. tran~fcr"

• bsue duplIcate certIficdtes up to a cLrtall1 value Without requmng
e'\ecutlon of lI1deml1lty

• DecentralI~c proces~lI1g wherever feaSIble to ~hortLn the proce~sll1g cycles
• mechal1lse SIgnature venficatlOn for faster and accurate processmg
• change the Clil rent market practice of chargmg fee'> ba:,ed on fohos to an

asset based fees and
• orgal1lse and delIver short but focused tramIng programmes for the

employees of the member finns and m aSSOCIatIOn \'vlth SEBI Stock.
E'\changes and NSDL organise focused ll1vestor a\\areness campaIgns
bUllt around brochures explall1mg the concepts procedures forms etc
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The FIRE Project IS prepared to provide neee~~an techmcal d~~I~tanLe and expertl~e

to support RAIN m ItS aforesaid mltIatIves

III NEXT STEPS

PWIFIR[ Project suggests the fol1owmg Immediate steps to RAIN

• Adopt the Manual of Standard Operatmg Procedures and the Benchmark Service
Standards, dlstnbute the manual to Its members and ensure ItS ImplementatIOn

• ReqUIre Its members to carry out an audit of their mformatlOn systems

• Cdrryout a busmess process re-engmeermg of the RTA mdustry and suggest
"Ultabk steps to Improve the processmg cycks to achieve bettcr ~ervlce leveb

• ~tlUcture RAIN on the ImLs ~uggested m dppt.ndn.. -I of the cnclo~cd report and
rt.ddillt. tht. rok of RTAs and repositIOn tht. mdu"try to r31~C the profik of R I ;\~
ddopt a code ofconduct contammg neces<;ary provIsions on good busmess
practices and to credte a culture of complIance

IV I>I~TRIBUTIONOF THE REPORT

(1 nOLl tlK tLrm~ of PWIn RL Project thL report wIll bL dl ....tnbutu! to l hI' I[) ..ll1d
"1 HI Wt. rLqut.~t your perml~~lOn to dl"tnbutL the rLport to ~dLctLd partlupdnb 111

thL [ndlJ.n Capital market and we wlll ddvI~e YOU of the Sdme We Will not dJ<.,tnbutL
thL ILportmlts entirety to the Press directly, howcver we \\111 note comments on Its
Lontent from time to time 11 the Press mqlllres

We \\ant to express our smcere appreciatIOn tor the ~arm welcome and cooperatIOn
\\ 11I(.h RAIN the members of Its ServILe Standard Committee and other partlclpat1l1g
R IA~ provided to our staff

llpon leadmg thiS report and Its lecommendatIons please feel free to contact me WIth
elm questIOns I can be reached at tel 496-3599 tax 496-3555 Thanh. \ ou

SlI1cerely yours

W DENNIS GRUBB
PRINCIPAL CONSULTANT CAPITAL MARKETS
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Manual on BLl1ch/l/U/h &n 1((. SrandGld, and f'/oc(dllr~ \

I. EXECUTIVE SUMMARY

I his report reHews the dsslstance given by the Fmancml InstitutIOns Reform and
e\panslOn (nRC) Project funded by U't l\lD and admm1stered by Pnce walel hOll't
LLP tpW) to the RegIstrar ASSocIdtlOn ot hdid {RAIN) m Its endeavoI to ~Lt

umform Sef\Icmg and operatmg standards m,d evolve mto a more profeSSional
organisatIOn eqUipped WIth the nece~"iaf) tools to Improve busmess practIces and
create a chmate of complIance

A ~cope and Constr.llnt<;

The Secuntle'l and E'\chdllge Board of IndIa (SEBI) under the prOVISions of the
~EBl Act 1992 has the reqUISIte authonty to develop regulatIOns to estabh"h a
defimtlVe self regulatory scheme In one of several meetmgs WIth RAIN SFBI
mdlcated that RAIN could evolvl mto a Sel1 Regulatory Orgamsatlon (')RO)
However SEBI IS yet to pronounce It<; pohclcs on SROs and delegatIon of pOWCI '>
to ,>uch SROs In order to be recogmsed dS d SRO RAIN should have the abilIty
to rcgul<ltc Its member firm,;

2 PU1dmg neu..~<;tlry policy announcement'> bv "CBI on ,;elf regulatIOn the
PWlrlRE PlOlcct drafted a wmprehw\ne plan (\ce appcndlx-I) With the IllItml
ohlCdlvl" ot cl1tlblmg RAlN 10 cvolve m10 <l rccogl11'>cd trade a~~ouatlOn dnd
,>uh\equwtly achlcvt.. tht. SRO Stdtu~ lbt. Pldn calls for the followlI1g

-:; 1 Ddumm,11lon of the structurl of RAIN and e\tabh\hI11Lnt of departmult"
or t.ommlttl.. e,> for profc"\Iol1tl1 ,tdndards governnKnt rdatlon'> nKmbu
\U\ Ill\ IL\L.JI<..h .m,I" \1" .md mtmmatlOll \UVllt.\

-:; 2 Appomtmult of "1,lI1dmg LommlttLL'> Ml.mhu "hlp md Admlm,>tr,\tl\ L
Commlttct, Rule\ ,lI1d I I.lI'>on lommlttee "trVllL'> 'tt,1I1dJrds CommlttLl
Inspection dnd Comph.mcc (ommlttce Informdtlon and Servlce~

Comnllttec and

3 3 establishment of bwchm'll k '>t.lndJrd\ and Pf(lVI~IOn ot code~ manutlI"
,md gUldelmes det<ulcd plocl"dufL I11dnudb Lodl" ot conduct compliance.
manual cl.llIfilatlon~dnd IIlterprlt,ltlOns ,1I1d t. 'planation'S of \ anou~ act',
rules and n.gulatlOns and other pronouncements a1teLtmg or havmg ,l

bedung on the regIstrar dnd trdns1er (R& I )mdu'itf\

4 RAIN has adopted the comprehcnsl\e plan u'> attached at appendlx-A and the
fIRE Project has agreed to proVIde techmcal assIstance to RAIN m ItS endeavOJ to
be a catalyst tor change The corc obJectl\ e of thIS aSSIstance \\ III be to

4 1 ~trengthcn RAIN as d profe~slOndl and a \\Iell kmt orgamsatlOll to achlc\c
Ib ultlmate goal ofbemg recogmsed as a SRO.

If f I !JIII/\. I 1!'
I
I}



43 Improve busll1e.;;s practices and create a clImate of complIance

t4 2 Standm dlse the opeIatll1g procedures for the ll1dUStl v Improve the qualIty
of Its services and set bench marks for various sen ICt-~ provided b) Rl As
and

I
I
I
I

A\\lstancc- to RLf?,/:>lInr:> AsmuatlOn oflndw
Manual on BUlchmm" '\U.... le<- '\tal/dm ds and P, ocalw e~ Ja11l101) 8 1998

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

5 1 he ll1Cred~e 111 ~uppl\ 01 share certifIcates over the last decade WIthout
au..ompanVll1g growth 111 ll1frastructure and technology led to problems such as
un..ulatlOn of ~tolen forged and counterfeIt certIficates and delavs m ov.nershlp
transfer and other ll1vestor services These problems sIgl11ficantly mfluenced the
111\estor confidence and their \\-IIhngness to buy and sell on the secondary market
The regIstrar and transfer agents (RTAs) bemg the pnmarv mterface With
mvestOls have been takmg a lot of blame for the deterIoratIOn 1I1111vestor servIces

6 fhe common accollntmg year and blank transfers permitted under the regulations
have made R&T bllSll1e~S seasonal WhIle peak and lean penods can be predicted
volumes are difficult to e~tlmate Plannll1g for peak penods puts severe pressure
on the financIal rc<;ources durmg lean season further RTA.;; 1dl"e financial
comtrdlllt<, that 11I111t upgradatlon 01 technology and appoll1tment and IetenlIon of
skIlkd dnd tra1l11.d pcr<.,onnd

B ",t,md.lrd Opcnltm~ Procedure... dod Beochmdrk ';crvlce
St.mddrd,

7 DUll<ltl.n<III',ltlon I' tIll. onl) vl<lhle long 1l.rm <.,olutlOn 101 the probkm~ th<lt
currultly tim.. ItLn tilL II1dthtry IIOWl"VU ,1 'voluntary dCl"l"ptdl1Cl. of till" utilIty
n1<lY t<lkL (.on'ldu,lbk titUlo. dnd ctt0l1 In till. II1tLnm tht. mdll,tIy IKCd<., to
addrL<.,' UII1L<III"lIlo.' 111 Il1Vl,,~tor 'lo.rVIl' "md adopt 1I11l10l1l1 opU,ltll1g plOllduIL'
and ~UVH..l ,tdnddHh 111l~ wIll rdI<.,l thl plOfik 01 the ll1dU'lly ,md 11l1plOVL
quahty 01 till" VdnOllS ~UVl(.LS rendered b) R rAs

8 A.;; a first .;;tt-p RAIN deuded to recommend to Ib muubLr, benchmark <.,elVlce

standards and ul11form operatll1g procedures whllh when adoptLd \\ III also help
RAIN 111 Iegulatll1g tht. membershIp AClOrdll1gh the IIRl: PIOject and RAIN
plepared tht- dttached manual (see appendl'\-II) 01 benchm<lrk <.,tandards and
opeIatmg procedures The benchmark .... a<., aJTJ\cd dt b) thL IIR[ Ploject lLam m
conjUnctIon \\ Ith partIclpatmg RTAs a.;;<.,ume certdm batch ~ILl.S and mm1l11Um
ll1ternal controls for vm IOUS task <; The actual batch ';;Izes \\ III vary fOl each R rA
In all such ~Ituatlons employment of addItIOnal resources I~ e\.pe<..ted of an RTA to
achIeve the lecommended service standards ThIS could ll1crease the cost of theIr
processmg and \'.ould accordll1glv need to be addressed 111 theIr memorandum of
undelstandmg (MOU) With clIents

9 The followmg are the recommended benchmark service standards tor Important
RTAs secondary market activItIes

Pile L If atu hou\c- LLP 1
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SNo ActIVity Recommended ServIce Standard
Normal Vol Pea"- Volume

I Transfer ofShares
I I Ac"-nO\\ ledgment to! TDs receIved same day same day

across counter

I ~ Return of certlfic1tes aftel tl ansfer 16 d1Vs 30 days

I 3 Intimation of Objection 8 days l~ days

2 TransmiSSIon of Shares

~ 1 Acknowledgment for requests same day same day
received across counter

22 Return of certlfii.ates 16 da'.s 30 days
., Issue of Duplicate CertlficJtes 40 da'.s - - ----------

4 Change of Address 4 da)s 7 days All
pendmg case<; to
be cleared before
the corporate
actions become
due

~ Change of Name 3 dJY~ 7 days All
pl.ndmg cases to
be clearcd bl.fore
thc corpOl atc
1ctlons becoml.
duc

() Ddl.t1on ofNamc 6 days
7 Ban"- Mandak 1dn<; 7 d1ys All

pendmg C1~e<; to
IK i.1Lared bdorl
till lOl pont<..
Ktlon~ IKcoml
dUl

II RI..!,I~tr ItlOn of PoA 4 d l\~

<) \phltlllg /( ol1~oltd 1I10l1 J()dl\~ ,()dl)~

10 111l. followmg drl. the ru:..ommuldl.d lllnd1l11Jrk ~elVJ<.,e <.,t md.llds for R rA
pnmary market dnd eorpordte detlon m.. tlvltle"

~ No Actlvlt\ Recommended SerYICl \tandard
I Issue of CertIficates

I I Public IssUt..

I I I CompletIOn of allotment wlthlll 2') d1\ s from thl lio~url of
~ubscnptlon h~t

1 I 2 CompletIon of dlsp1tch ot refund 30 days from the clo<;url of
orders If any v.lthm sub~cnptlon It<;t

I 1 3 CompletIOn of dIspatch of 40 days from tIlt. c1o<;ure of
CertIficates wlthm subscnptlon Itst

12 RIghts Issue
121 Issue of refund orders If am, and 30 da) s from the closure of

completIOn of dispatch of subscnptlon Itst
CertIficates

I 3 CompletIon of dlSP1tch of I ~ days from the date ot allotment
certificates m Bonus Issues

2 Corporate ActIOns
2 I I DIspatch 01 Warrants Wlthm 7 da)s from the date of the

\\ arnnt In no C1se It should be later

f'11< L II alL! fUJIIIL LLf'
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than 41 st day from the date of AGM
212 Issue of DuplIcate Warrant Wlthm 7davs alter the e'l.plrv ot 14

weeks from the date of ongmal
W1rrant

213 Revalidation of Warrant 3 days from the date ot receipt of
request along \1 Itb ongmal warrant

11 lor the RTA-Deposltory mterface the manual attached at appendIx-II cOvers the
plolesses m detaIl However no benchmark sen Ice standalds have been
llcommended for the,>e actIvItIes as the NatIonal SeCUrItIes DeposItory LImIted
(NSDL) m consultatIOn wIth RTAs has e~tablIshed lertam servIce standards

1) Recommendations

12 RAIN must ensure that these standard operatmg procedures and serVIce standards

are adhered to by Its members Those who cannot meet the~e mmmmm

reqUIrement lannot be members of RAIN

11 fhe ,>tandard procedures n",wmmellded m thIS manual wIll L<11l for addItIOnal
1I1ltIdtlve,> d'i outlIned below by RAIN to be fully sUlce'>'ilul RAIN ~hould

per'>uade C;;;CBI <\I1d Stod, [xlhanges to

• Impose stricter wtry barners for potential entrant,> and also mlreast. the

nctworth reqUIrements for eXlstmg firm~ a Imkagt. bt.tween reqUIred

mll11111U111 of mfrastructure and the quantum of work undertaken mu<;t be
L...tdbh<,hed

• Amt.nd tht. 1110dd MOl J to mdudL plm 1... lOn<, Iddtmg to 1......tlLI ...

,llknowkdgmg 0pLldtlOn,llll\k\ t.ommlt to plm Idt. "'L1VKL \t,mdJrd\ ,l',

ru.o111mended m thI~ rLport and to lompen<,dtt. 111\ t.~tor<; for any fmlurL'>

• Incorporate adherence to the operatmg prot.Ldure~and <;LrVlce ~tandard~ a~

suggested m till'> report m rele"ant rLgulatlOn'> and It\tmg agreements and

• Make attestatIon of the Illvestor s <,lgnatUle l11dndatol\ bv the mtroducmg
broker

14 RAIN should also take InltIatl\ es to

• Seek necessary authonty from the Issuers to appro\ e transfers

• Issue duphcate certIficates up to a certam value \\ Ithout requmng
executIon of mdemmty

• Decentrahse processmg wherever feasible to shorten the processmg cycles

I PI IC ( 11 atu 11011\( I Lf' I'm.,L 4
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• Il1cchal1Ise sIgnatme venficatlon for faster and accmate proce'>smg and

• change the cun ent market practIce of chargmg fee'> ba~ed on folIos to an
asset based fees and

• Olgal1ISe and delIver short but focllsed trammg programmes for the
employees of the member firms and m assocIatIOn \\ I1h ';EBI Stock
[,changes and NSDL orgamse focused lI1vestOl awareness campmgm
hUllt arollnd brochures explall1mg the concepts procedures forms etc

P,lL i.. /I ah I h(lll~L LLP
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II BACKGROUND

11K c\.pansIOn of capital markets over the last decade (..au::.ed bv several
l~)mpal1les access1l1g capital markets wltn ll1ltldl PubllL Ottcllngs Rights and
I3onu::. I::.::.ues, resulted m a manifold ll1Cred::'C 111 the supply ot share certIficates
The growth 111 supplv of paper was not complImented by a growth of market
ll1tIasti ucture to handle such huge volume::. of paper As a result un estor servlce~

h.1Vl detel Iorated The RTAs who pia, a CI uClal role m lIn estor regIstratIOn and
111\ estor serVIces ha\ e been subject to WIde spread cntIcism tor share tiansfer

del.1yS and detenoratIon mother 1I1vestOI ::.erVlces The Chandrasekharan
Committee constItuted by SEBI recommended several ch.ll1ges to the eXlstmg
practices ot the share transfer proces~

2 In Older to address some of the problems associated With the R&T busmess and to
lll.-come a mouthpIece for the mdustry the Registrars AssocIatIOn of India (RAIN)
\\a" lstablIshed by RTAs SEBI at one of Its seveIaI meetmgs WIth RAIN,
mdlcated that RAIN could evolve mto a SRO As a first step, RAIN deCided to
ILLOml11l.nd to It.. member.. benchmark scrvlce standards and accompanymg
opcrdtmg procedures to Improvl. the qualIty of "ervlce These standard,> and
plo<..Ldurcs would also form a part of th<.. elIgibIlIty l-ntuid for the membership of
Ri\IN

1 RAIN dpproachcd the Pnce Waterhouse flRL Prolect for neccssary techm<..al

.1""I,>t.ll1Cl. to

• ~trulgthcn RAIN a::. d profe::,sIOl1.11 dnd a wdl kmt A"SOcI.1tlon to dlhlLVL
It" ultIlllatL obIU,!IVL of bung granted till "tatus 01 .1 ~RO

• ~l.ll1d<lrdl'><" till. opLrdlmg pro<..Luull'> 101 tilL mdu"tlV llllPro\ l tilL qualIty
of It., service" ,md set benchmmk" tOi v.mou::. "UVICL" prO' Ided by R I A"
and

• Improve busme::." practices and crcate a clImate of comphance

-+ Ihe onlv long term solution for the share transfer delays and remo\ al of bad paper

II om the ::.ystem Il> dematenalI::.atlon of Slnp" \\ Ith book ent!} settlement takmg
place III a DepOSItory Ho\\;cvel per pre\mlmg legislatIon rules and regulatIOns
dUl1atellahsatlO1l IS not mandatory Voluntal\ acceptance of the demat ttadmg by
ld..1I11llvestors could take a fe\\< year::. I In the mtenm It IS necessarv to
"t,1l1dardlse procedures and set benchmm k standards for paper based Issue and post
I::.::.ue operatIons of the RT i\s

I
[ fft.ctlYe Janum, 15 1998 institutIOns ma\ on1\ tradl dunat shares In the eIght most lIqUId SCrIpS per

<)E:.81 mdndate ThiS list may be e'\panded In course oftlllll so mstltutlons will be forced mto demat
trJu1I1';
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The ')cope of the assIgnment was to develop benchmark service standards ana
,1CLOmpJI1\ mg operatll1g procedures 101 each of the followll1g actIVItIes
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Pllmary Offenngs by Issuers and Corporate Actions
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• Imtlal publIc oftermgs
• Rights Issue
• Bonus Issue
• ConversIOn of mstruments
• RedemptIon of debentures

Po')t Issue Transfer Agent ActIvIties

• Transfer

• TransmissIOn

• TransposItion

• Change of address

• Amalgamation

• Change of name

• Con~ohdatIOn

• Change of <;Ignature

• Deletion

• f<,"Ul- of duplKatc certdicatt-

• M,mdatl

• Powl.r of .tHOI tKv

• ~pltttlllg 01 Lutllil.Jk

• DIvidend I IntuL,>t proLL'>'>1I1g

• Warrants IlnteRst reconCIlIatIon

• StatIOnary contlOl

• Undehvered MatI

Depository Interface

• Dematenah~atlon of selllnt](,~

• RematenalIsatlon of secuntles
• Issue of bonu~/nghts~hares III the depOSitory envlIonment
• DIvIdend I Interest process1I1g 111 the depOSItory en, Ironment

I P,ll ( If ufu hUlII( LLP
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1\<; the objective of the assignment was benchmarkmg the procedmes from tho..,e
dVdtldhle \\ Ithm the Indu<;tn (\\ Ithout undertakmg a proces~ Ieengmeermg) and
e..,tclbhshll1g relevant and achle\ dble ::,tandards the followmg approach \\as adopted

I
I
I
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IV METHODOLOGY
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A Templatmg the ActiVIties

Tunplates detmlmg various ta..,k.., and sub-tasks for each of the RTAs actlv Itles \\ ere
prepared and subsequentI) te<;ted for their completeness at some of the R&.T
processmg umts These \\ue thcn used to gather data and understand the process flo\\
at each of the R&T agent vIsIted by the FIRE Project team Broadlv the layout ot the
templates was

MIT LeanfNormal Penod Durmg Bool-.. closure
S No Process Volume I#of ITime Volume I#of ITune

people Tal-..en People Taken

• ~ue 01 the R&.. I dgLl1t VI"'-d-VI" thL II1du"tl\ "ue ,md It'> pLLI "
• Gl.ogr,lphK l! locatIOn of thl. R&.I dnd the ,11 Cd" ~cr\l.d lI1d
• ~u VI<..l.S rendL! cd

TIll. munbcr<;lllp of RI\IN a.., on datc IS 68 Of these PW/rIRE m conjunctIOn
\\ ith RAIN had ch(N.. n 10 IlKmbcr<; to conduct an m depth and a ddm kd
•.U1alY~I~ of VdrIOU'> actlvltlC.., thur proc(..s~ nows volunlt-<; handled tllne takcn
to compktc each ta<;k the depm tmentalI<;atlOn ofactivities, record<; mdll1tamed
dc The choice of RTA.., was ba,>cd upon the followmg CrIterIa and tlK 10
dlo..,cn approxll11dtdv repfL~ented 70 pucent of the total mdustrv volume.., b)
foho

Data was collected bv

I he selected sample 11.,0 ll1duded t\'vO of m-house tran"fcr agent'>

Proce~s Study .It RTA UmbB

• Conductmg mten le\\ <; WIth the pel sonneI handling each actIvIt) and
mappmg the proces<; flow bemg followed agamst the templates

• Conductmg llltLl \ Ie \\::, \\ Ith the sel1lor management to undLl..,tand the
OIgal1lSatlOn StrultUIl. gIOuplllg ot actlvltres under department'> and the
number of people d<;~lgned t·o each actn Ity earned out bv the de. par tl11e.nts

2

I
I
I
I
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I

I
I

I
I
I

• Llstmg tasks bemg done usmg system or other technology (such as
trankmg shreddlllg etc

• Revlewmg register~ (wherever possIble) to obtam data pertalllmg to the
volumes receIved dunng normal and book closure penod

P, I( L 11 aIL I h()I1~( LLP
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• Conductll1g tune and motIon study (wherever pos~lble) to alllve at
standard tune taken to carry out a task Where tIme-motIon ~tudles were
aheadv done by RTAs the data was obtamed from them and

• RevlewlI1g form~ dnd other relevant documents ~regl~ters reports etc)

The II1formatlOn gathered dunng the study \\as collated and actIvItIes
mapped uSll1g flow-charts The process flow for ead1 actlvltv and the best
flow consldenng good lI1ternal controls were alTlved at U'>lI1g the data
collected on ~tandard tIme the tIme estImate for each dctlVlt\ wa'> arnved at
for specIfic batch sIze For transfers and change of name reque~ts tnne
estimates were aI lIved at the task level However, for other actIvItIes
detaIled tIme estImates could not be arnved at and the benchmarks have been
arnved at on the baSIS ofassumed levels of activIt)

l'l k ( II alL I hOlllL Ll f'
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A Org.mlsatIon and Chent RelatIOnship

I hL 01 gal1lsallOn structures of R I As and emplovment of professIOnals appear to
bL largely 1l1f1uenced by legulatlOn" levenue StlUctUlCS of RTAs and ~elvlce

del l' el \ as defined by the clients At one extreme there are orgamsatlon<; WhICh
Lmploy sUItable profes<;IOnals for key management areas and dlsplav a sense of
Plofe~slOnah~m111 the day to day operatIons at the other extIeme there are
orgamSJtlons that demonstrate little professIOnalism

2 LO\\eI pay scales mundane and monotonous roles and general negatl\ e
pCrl-Cptions contnbuted to many of the RTAs find1l1g It hard to attract and retam
qualIfied and skIlled professIOnals for vanous operatIons The R&T mdustrv for
vanou<; reasons, IS perceIved as a sunset' mdustry and leadmg to a lIttle pre<;sUle
to rcdefine the profile ofRTAs In order to ensure better serVIce dehvene<; and
gl cdtcr 111vestor protectIOn for the benefit of all the capital market constItuents

1 TIll 01 gal1l<;atlon strU<...tures observed at vanous RTAs had depJI1menb
<,pLu<llIs1l1g In respective ta"ks Volumes of activIty and common proceS~LS

genu ally dlddted thc extent of departmentahsatIOn Many RTAs had cmployed
pu mdnu1t ~t~lt1 at ,til ~CIlIor levels and tor all skIlled actIvItIes For othLr
,I<..tl\ HIL<' the RIAl> dLpend upon contract l>taH In some orgdIlI~dtIOn~ thL
111otlv,ltlon levd<; were observed to be very low and the employee turnO\ er hIgh

4 \1 HI I Lgul,ltlon'> proVide for a networth of Rs ')I\. LJkh\ fO! l-atLgory I RLgl<,tlaI<,
,1l10 R<, I hi LL I ,1kh\ for LdtLgory II Regl,>trarl> ThLfe Il> no wmmLn<'Uf,ltL
1I11J,1<,tllldliIL ILl]UlrLI1lU1t lor qUdntum ,1I1d qUdlIty 01 work hdndled b\ 1R I A
Iliithu \1 BIILguldtlon<, do not prohibit R IA<, from ~lmultdnLoll<,h Lng Igll1g 111
othLi hll"111L<,\ ddlVltlL<, A,> thue JrL no u1tr) harnul> thLfL 1<, ,I mu<,hlOol11lng
glOwth of R IA firml> with "mdIl emphasl<' on mfra<;tructurL and qU<.lht\ 01 <,L1 VICL
I hi" trLe lor all environment contnbuted to detenoratmg 1l1vc"tor "1I\ Ice
"tdl1<.tlld<, and put the entlle Industry In a poor lIght Internally 111 d fe\\

01 gal1l~atlol1l> It wa<; observed that the I L~OurCC" dedicated to non-R&T busll1css
L\.lLcdLd the IeSOUfce" proVIded to R&T busll1e<,s resultmg 111 de-motl' atlon of
R&T stdff further m such orgamsatlOns

') The (omp.lJl1e<; Act lInposel> on the Issuer Company the oh!JgatlOn fOl hamfer of
ltl> l>LLUlltles and to proVide other II1vestor services Issuerl> b) an aglcement
dLlcgdte mOl>t ofthesL responSIbIlItIes to their RTAs RTAs shUll. a Pnnclpal
AgLnt rclatIOnshlp ""Ith their clients The) are also governed b) the rule and
JegulatlOl1s lard down bv SEBI Although 111 pnncIple the compamcs drc
responsIble for all the actIOns of theIr agents 111 the area of share transfer buslI1ess
111 practice the RTAs and not the Issuers are II1vanably blamed fOl detenorat111g
111\ estOI serVIce and share transfer delays and face penal actions ans111g out of any
1JtIgatlOn To protect theIr respectIve organisatIons agamst lItigation man) RTAs
take addItIOnal safe guards and are "extra cautIOUS' In rendenng Inve<;tOl ~ervlces

\\ hiCh tend to Increase costs and delay serVIces

PI/t e 11 ale I hOIl\t I Lf'
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6 SectIon 113 of the COmpdl1IeS Act 1956 leqUIres that transfers need to be eltected
~

\\ Ith m a penod of 60 days ~(lI1dudmg the delIvery) and the powel to transfel lests
\\ Ith the Board of DIrectors of the Company Although It IS wlthm the law 101 the
BOald to delegate the apprO\dl plOces~ the Boards generally are not mclmed to
delegate the power of transfeI to then RTAs In many case" RTAs do not even
ha\ e the power to authenticate endOl ~ements However, m-house transfer agents
and the affilIate transfer agents do carry thIs power If the power of transfer 1"
delegated to the RTA the tIme IeqUIred to complete a transfer could reduce bv
dbout 15 days In countnes lIke UK trdnsfer of secunties IS approved by the
RegIstrar and not the Company In order to manage nsks ansmg out of such a
bhnket power compames can stIpulate necessary safeguards to be Implemented
bv theIr Transfer Agents

8 Infrastructure cmd Operatmg Standards

9 \s per the pro" Isrons of SedIOn 108 Compal1les Act trans1er deeds need to be
dll/\ \Iamped 1 he responsIbr1Jtv to check that requIsrte stamp dut) IS pard IS
delegated by the company to ItS RTA ThIS adds to the pressure and dunng peak
loads consIderably delavs proceSSIl1g ElImll1atlOn of thIS reqUIrement "",hrch
reqUIres amendments to the Compal1les Act and the IndIan Stamp Act wIll alIo"'"
for faster processIng and Improve the sen Ice standards

X OnL ,>tnkll1g prohkm ob'>L1\u.I .It thl. R IA~ WdS loncentratlOn 01 tl m'>lu dUn It,
II1ll.rt.1In month'> of thl VlaI 1 hL Incomc f.1'\ Act stlpulatcs a common
.llwunt1l1g year for allLOmpame'> (Apnl-March) and thIS tends to LOncentrate
book dosUIe actIvIty dlOund <;ame tllne fOl all compames As the mvestors rush
dunng tho~e penods to d1eLt tIans1er~ volumes peak usually betv~een Julv and
September Most of the Rl As employ resources to match peak tIme volumes
However tlll'~ leads to ovcrcapaclt\ dUImg the rest of the year HO\\Lver IfRTA"
pldn for low to averagl \olul11ls It 1<; ven dIfficult to obta1l1 skIlled/tra1l1ed
personnel for the peak months

7 Om.. of the most problematIC aspects of the share transfer process IS the
Vl.f1 fildtlon of sIgnature fhe mtent behmd sIgnature venficatlOn 15 the
lhmmdt10n of fraud and forgenes and a reasonable assurance of a ownershIp 01
thl property Sec 108 of the Compdmes Act stIpulates that the Instrument 01
tr.m,>fu need'> to be propel Iv e>.eulled by the partIes to the transfer SlgnatUIe
vLII!ieatlon thLfc10re "eem~ to be a nlce"'>dry eVIl In the entne share transtu
proct..,>" LlImInatlon of whIch would reqUIre amendments to the Compames Act
1I0WLvLf ~Ignature venficatlon In some orgamsatIons IS performed mdnually by
low '>kJlkd ,>taffkadIng to Impcrfcdlon5 Some RTAs vIsIted by thl flRC
PIOILLt tLdm h.lVe mcdldl1IsLd the proce'>'> whIch enabled them to LOmpktl thl.
tl m,>1c1 plOl.<..~" fa,>tLf .md mOlc dLcurah. partlwlarly when thL voluml'> Wl.rc hIgh

{'UI.,l 11

\E81 s gUldelllles for RTAs require transtu'i to be completed wlthm 30 dl\S
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10 Manv of the RTAs VIsited by the FIRE teams centralised theIr processmg
operatIOns where the clIent IS located or vvhere the chent s data base IS located
CentralIsatIOn not accompamed by sUItable onlIne data transfer mechamsms
otten results m longer serVIce C) des leadmg to hIgher opportumty costs3 for
111\ e~tors

II RTAs presently do not have umfoml opeIatmg procedures although the t" pe at
processmg IS common across the mdustn Only the procedures relat1l1g to
dematenalIsatIOn and rematenalIsatlOn are c1earlv documented and unIform acros~

the mdustry due to NSDL s 1I1SIstence than RTA mitIatIves No two orgamsatIOns
seemed to have employed sImIlar processmg techmques for transfer and other
actIvItIeS It should be noted though that those RTA orgamsatlOns which were
ISO certIfied had theIr procedures documented for all the actIvItIes
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12 Presently, SEBI and the CompanIes Act provide for m1l1ImUm servIce standards
Other WIse thcle are no umfonn standards for servIc1l1g clIents acro<;s the mdustry
It was observed that mvestors of those clIents whose per folIo rates are hIgher and
p,ly regularly receIve a better service

12 R rA by far receive the lowest remuneratIOn amongst all the serVICL provIdu~ to
.In I UCI ThcIr remuneratIon depend~ upon tilL folIos handled rather than thL Ir
LOIIe"pondmg vdluL Issuers seem to gUlLrdllv Ignore tilL value addItIon by
"upLflor technology m fixmg the remuneratIon and thIS mhibits RTAs mitIatIve<;
m employmg adVanced technology 111 servIcmg mvestors It was oh<;el ved that
R IA" dcpLndLllce on lLchnology and advancLd commumc,ltlOn w<,tem<; I"
I11mll11al and mage of LAN and WAN ba"ed <;y"tems Wa~ lImited m "omc
Olg,ll1l"',ltlon<, II0wLvu thuL 1<, ...Iglllfi(.dnt ,,(.opc for employlllg hctlu
technology ,md f.1~tU plOu.......mg w<;km<; to Improvc ...ervlu.." IUKiciU l to
111\ L"tOl ~ 1 hl~ how\.vel I~ umtmgcnt upon R I A<, abIIIl) to IlLgotl,ltL bL ltLr ILL"
for theIr seiVICCS and IS<;UUS wIllIngnL~~ to ulcourage RTA" to mVL<,t m
tLLhnology

C Internal Controls dnd Secunn

I ~ OperatIOnal rIsk.s Lan aflse from procedural lap~es tedmologv faIlure humdn
Llior dIsa~ter delIbLrate attack.s and othu stlUctUlallssue~ Adequdte au.. ountmg
admmistrative access and approval controls and cash handlmg and cheque sIgmng
plOcedures 111 a documented fonn are absolutely essentIal to addres" Issues
lelatmg to operatIOnal fisk There IS a reasonable level of Lontrob In all tht. larger
R1 A orgamsatlOns but there IS a scope for Improvement 111 smaller finns

14 Most of RTAs have mcorporated user Ids/ password track. mto theIr s\ stems to
restnct access to unauthonsed personnel The systems are generally deSIgned on
an ascendmg user scale The hIgher up the scale the more the functIOns one can

0rportunlt\ cost to the Investor results from the Investor s money beIng tIed up dUring the tIme the
shlres are lodged WIth the RTA The Investor cannot choose to deploy thIS capital Into other more
profitable IIlvestments durmg thIS time

!'Ill [ /1 (flu 11OU\( LLl'
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D Constramts And Limitations

access However In many RTA firms there IS a concentratIOn of authonty In tlk
hands of a few Indlvlduab who have an unlImited access to the information

16 It was observed that systems were backed up daIly and back-ups were stored Il1 the
::.ame site It I::' absolutely essentIal for RTAs to ensure off-Site storage ot data and
processIng software and have a dlsastel management plan documented and tested
to ensure contInUIty of busmess at all tlInes

15 In <;ome of the RTAs It was observed that the physical 1m out restncted 1110\ cmcnt
and does not allow fOI qUIck evacuation In the event of fire etc The secuntle::.
along with their accompal1lments either Il1 process or those ready fOl delIven me
not stored In fire-proof cupboards or vaults Tllls results In nsk to personnel
Issuers and Investors

JamlW) b, /99 ~
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17 The R&T Industry has become competitive The negotIatmg ablhty of RTA~ I~

lImited as they are generally domll1ated by their chents ThiS restncts their abIlity
to unploy sophisticated technology and automated devlce~ to speed up their
pi oce<.,<.,es The RTAs also complain that thclr dues are not pdld on time which
add<., to thclr findnclal burdLn and InCrla<;c~ their cost of operatlon<; These
11I111tdt10I1<" ultimately arc reflected m prOle% delays and poor qualIty of output
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21 Lack of umform operatIng procedures ..ll1d benchmark sel \ Ice ::.tandards across the
1l1dustI y also lImIt the RTAs abIlltv to render faster and bettel ll1ve"tor sen Ice

20 Issuer non delegation of powers to RTA<; and their ll1frequent Board MeetIngs to
approve the transfers often result m share transfer delays even though the RTAs
h;1\ e completed the venficatIOn and pnntmg processes

19 fhere IS no regulatory reqUIrement to pnnt the share certIficates on a ::.ecunt\
papel nor a reqUirement to affi'\ legall\ recogl1lsed hologralm/bar-codmg etc on
"hare cel11ficates ThiS Increased the ~COPt for Circulation of forged/counterfeit
cel11ficates 111 the system To ward of thefts and forgenes RTAs have ll1stalled
elaborate systems and skilled personnel However detection of a forged
certificate contmues to be dependent upon the skIll of the concerned officer
FOl ged death certIficates forged bank attestations etc further compound RTAs
problems

1X One of the c'\ternJI factors lor wlllch a RTA Invanably take<; thc blame 1<., thl
mdfiulncy and capacIty con~trdmts In thl umntry s postal <.,y<.,tcm As maIn po<.,t
oflicc<., do not have adequate Inhastructure to accept large volumc~ of documenh
per ddy the dl<"pdtche~ by a Rl A die gLl1Lrally ~taggt,red <lI1d thl" dddy<; the
....en Ke time (>o"tal thdt<; dnd 10"" m tr.II1 .... lt compound the RIA" dnd IllVe"tor....
\\Oe,> I he lepoltmg of d 10<.,,> 01 J non-dLll\ery by the po,>tdl depdrtment
generally tdkes a long time fhl~ f.luhtdte<; circulatIOn 01 ::.tolen certtficak<" m the
~y~tem lor a longer time puttmg dddltlOndl pres<;ure on the R fA s ~ystem~ Jnd
con<;equently delaymg tl ansters

\~f'Ul!,c 13f'IIU II UfU !um,( LLf'
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VI RECOMMENDATIONS

The FIRE Project maIntaInS that the only vIable long term vIable solutIon to the
LUtrent problems faced bv the 1I1vestors In rt.-gI<:>tratlon and tran<:>tel of their ,>eClllltlC<>
IS dematenalIsatIOn of scnps and tradmg on the DeposItory because ownershIp
tlansfer IS automatIc In the depOSitory and shares are known to be good Howe\ er
acceptance of deposItOlv settlement may take d few years partIcularlv ""hen ItS acce~s

to all mvestors IS IIIllIted MeanwhIle to ensure a healthy growth of the prImary and
secondary markets and a whole hearted particIpatIOn by Investor<:> the Regulator<:> and
all other market LOnstItuents WIll have to evolve ways and means to Improve the
allotment transfer and other serVIce delIvery processes As a start the report of
R Chandra~ekaran CommIttee constItuted by SCBI sets out vanous recommendatIons
some of WhICh aIm to bflng about a paradIgm ShIft However gIven that
ImplementatIon of the comnllttee's recommendatIons would need amendments to the
eXIstmg provl<:>IOns of the Compames Act, It IS necessary to also address the Issue of
benchmark <:>ervlce 'ltandards that can be Implemented by the R&T mdustry
ImmedIately It IS In thIS spmt, thIS report recommends umform procedures and
benchmark <>ervlLe standards that RAIN, m conJunctIOn WIth SEBI, can stipulate for
tht, mdu"try ThiS rcport IS dIVIded mto three <:>ectIOn'i SectIOn A deals WIth secondmy
market actIvItlC" ')ectlOn B deals WIth pnmary market activIties and corporate dctlon~

and SectIon C deab WIth RTA-Deposltory mtcrface

Tht, standardIsed procedures and the servIce standards recommended 111 tlm, rt.-pOi t
wdl call for addl1l0nalmltlatlves by RAIN to be fully successful SpeCIfically fIRE
ProJcct recommend" that RAIN take the follOWIng steps outlmcs below lInmcolJtch
RlLOmnKndJlIon" whIch mInor the recommcndatIon~made by (handra'>ckJrdn
(ommlttlt, Jrt, OIlL" that Cdll bL achlcvcd 111 thc "hort-tcrm Without dny amclldmLnh
to thl l \.l~tll1g Icgul.ltlon" <ind Jet"

P, It t /I alo !701l\(. LLI'

A ~EBI .lOd Mock E\.Ch.lDge~

RAIN "hould per"uade SEBI to Impose "tncter entry barners for potential
ulttanb and lI1uea<:>e tht.- networth reqUIrements for thc eXlstmg fimls AdditIOnal
capItalll1fu,>lon should result In augmentmg technological and system capabilltll'>
to enable faster proce""mg and Improved delIvery schedules

\~

RAIN uther thlOugh moral persuasIOn or regulatory mterventlon should pi 0\ Idl
a lll1kage between requned mmmmm mfra~tluctureemploYLd by a RTA and the
quantum of work undertaken

SEBI has recommended J common MOU tor RTAs and the Issuers Howe\ er It
IS a common complamt that under the pretext of non-applIcability of the respectIve
regulatIOns the Issuers force theIr own changes to the one recommended bv SEBI
Further thiS common MOU sl'ould be amended to contam adequate proVISIOns to
make the Issuers acknowledge the operatIOnal flsks, commIt to prOVIde sen ILe
standards as recommended by thIS report accept responsIbIlIty equallv With thel[
RT I\s for any faIlures and compensate m\ estors not only for any los'i ansmg out
of any fmlures but also for the opportumty costs of mvestors aflsmg out of dela\ s
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5

6

and faIlure to provide services as committed 10 the MOU and the Offer
Documents RAIN should persuade SEBI to enforce tlus MOU and that any
changes to It should be made only With approval of SEBI

RAIN to persuade SEBI and the Stock E\.changes to recogl11se the operatmg
procedures and benchmark standards as minimum acceptable from a RTA and
accordmgly mcorporate a leqmrement lor their adherence 10 relevant regulatIons
and hstmg agreements

A market lot may be an acceptable Unit of measurement tor tradmg and
settlements m IndIa However tIus mcreases the volume of documents to be
processed by a RTA PartIcularly when corporau.~ actions such as nghts 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 of
marketable lots RAIN should persuade SEBI and the Stock [\.changes to remove
the reqUirement of market lots

Signature venficatIOn under the eXlstmg regulatory and market practIces
ulVlronment IS cntical to e,;tablIshmg ownershIp of assets ElImmatIOn of
"Ignature venficdtIOn IS pO~';lble only when alternative practices are recogm,;ed
dnd the laws dmended Available figures mdlcate that almo~t 85% of obJection,;
rcl,lte to ~IgnatUle ddferenee~ Dlfferencu, m ~Ignature~ edn <m~e on account oj
forgenes, fraud or when mve,;tors sign differently each hme Without mamtammg d

IeLOI d of their earlier signatures etc The closest market constituent to the
IIlve"tor III d "elOndary markd trade I'> the broker/sub-brokcr through whom the
tic,ll wa~ executed Broker'> under the "know your client rule,; 01 scm ,;hould be
"bk. to vouch for ,;omL of the achon,; of thur chcnt'; SEBI ,md ~tock r\.changc"
'>hould nMh.t.. attL"tatlOn by the broker oj the 111VL"tor " ,>Ign,lture mandatory on d

tl,1I1,>1u deed whLl1lt .<., mtlOducld lor thL fil <.,t tnnc III tht. nMrkct R I A <., lOuld
thLl1 be relIeved 01 thl<; onerous re~pon'>lbJlltvof <;Ignaturc \ cnficdtlon which
would m31glllally Improve serV1<..e ~chlduk." but more Importantly bnng down
,>ubstantwllv the percentage of obJection ca~e~ legl~tered b\ RT L\ '>

B I..suers And RTA~

• Approval of transfers based upon a prelimlOary Itst contamlOg all
particulars both of sellers and bm ers or

7 RTA <; '>hould seek necessary authollt\ to apprO\ e transfers and ';Ign as authonsed
slgnatones on the endorsements Delegation of authonty to transfer by compames
to theIr RTAs can conSiderably shorten the processmg cyck partlcularl) dunng
penod of peak volumes Such delegation could save upto about 15 days 111

plOcessmg time dunng busy penods Necessary control mea~ure~ can be bUilt mto
delegatlon to address the Issuers concern on mOnItonng of hold1l1gs Issumg of
dupltcate certIficates etc If the compames are not prepared to delegate tlus power
the RTAs could seek one of the foliowlOg to adhere to the benchmark standards
recommended

I
I
I
I
I
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C Internal to RTAs

• Issuer comnlltment m wTltmg to approve and commUl1lcate transfers
wlthm three days of then receIpt flOm RTA The benchmark standmds
suggested m thIs report assumes approval by compal1les m three days

10 One of the common compl.lInb ot the members of the 1I1dU,>tly I~ the IUllUIlUdtlO1l
they Ieel.! ve not bcmg 111 commensurate WIth the level of ~ervlcc they pi oVldL 01

L\.peckd to prO\ Ide In order to effectively address tillS Is~ue RAIN <;hould tdke
InItiative,> to

8 Persuade the compal1lcs to Issue duphcate certificates up to a celtam value
\\ Ithout reqUIrmg the Investors e\.ecutmg an 1I1demmty Several small Investors
will benefit out of thIS practIce Like m the case of general transfers Compal1lv,
should delegate necessary authonty to their RTAs to Issue duphcate certIficates

Jonuat) 8. /998

Mechal1lse the SIgnature venficatIon process ThIS reqUIres a
mandatory Imag1l1g of all SIgnatures Only skilled persons <;hould be
employed m thIS process and there should be only one level of
sIgnature venficatlon Although thiS process may 1I1crcase the co<;t of
operdtIOn It will remove ImperfectIOns, reduce the mCldence ot
obJectIOn~ an<;1I1g out of slgnaturc venficatIOn and enablc<; fa,>tci <lI1d
morc accurate proce\smg

9 1

A ~H\tanc<- to Regillrar~Assocratlon ofIndIO
Manua/ on BLnchmm k 5'L/I Ice Sfandard~ and PI ocedwe~

<) 2 Ikcentrah<;c procc%mg to thc rcgIOnalibranch level for the R t\IN
H.commended benchmark populatIOn to shorten the proees'>1I1g eVdl '>
NUk'>'>dry plOeeduH.s and (.,ontrol<; Cdn be Implemented to .,ddle '>'> the
II'>\<'<' dn'>1I1g out ot '>ueh decentrdh~atlon

9 When adoptIng these standard operat1l1g procedures and comnllttIng to adhere to
the benchmark servIce standards as contamed herem, RTAs should recogl1lse the
need for and accept all those process/task ~peclfic recommendatIOns as detailed 111

the attached manual In addItIon, they should

I
I
I

I
I
I
I
I
I

I
I
I
I

Such a mIl1lmUm fees should enable the RTAs to employ adequate techl1lcal
resources to Improve the speed and quahty of serVIces

• Lhange the current market practIce of foho based fees to asset ba<;ed ke<;
dnd/or

• fix a m1l11111Um fees for each actIVity and no member should be allO\\ed
to quote below the RAIN pIescnbed fee Such a mmmmm fees should take
mto account all RTA~ costs mcludmg the cost of msurance

11 Currently there IS no central data bank of lost/stolen certIficates The first market
constItuent to be Informed \\ hen a certificate IS lost or stolen IS the R&.T Agent
And more often It IS the R&T who takes the blame for not havmg redressed the
complaInt 111 tIme RTAs do not have a central data bank to venfy the lo~t and
found certificates RAIN should deSignate an Independent tlmd party agenc\ \\ Ith

I
I
I
I
I
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D Investor EducatIOn

adequate resources to create a data bank wInch can then sel ve varIOUS market
constituents and the Regulators

RAIN Celll mVlte speakere; from wlthm the mdustry then clIent<; Institute of
(ompal1lee; ~ecrctarle~ etc to delIver the message

JanllGlJ' 8 /998

• ')alIent features on varIOus acts regulatIOns that apply to R&T busmess
• I;)tandard mternal control procedures
• PublIc Issue procedures,
• Post I"lsue actIvItIes - transfer procedures objectIOn handlmg duplIcate

certIficates, etc,
• ReconcIlIatIOn prIncIples and procedures, and
• ~peclal actIvItIes such as stop tramfer reglstlatlOn 01 POA etc

A \ ~I\tall"e to ReglMrOf ~ A:;soclOllOn ofIndra
Manual 011 BLl1chmm k Su lice 5tandm ds and P, ocedw e~

12 Development of human resources IS a crItIcal functIOn of an orgal1lsatlOn that aIms
to dell\ er qualItative products and sel VIces Trammg and contmuous educatIOn
1.1 e an mtegral part of thIS functIOn Enforcmg regulatIOns and procedures m a
,,\ stematlc and consI~tentmanner IS a pre-reqUIsite for delIverv of qualItatIve
"len Ice In thIS conk"\t RAIN could add value to Its membership bv orgamsmg
and delIverIng short but focused trammg programmes An IllustratIve lIst of
tOpiCS that could be covered m these trammg programmes aI e

11 MeInY 01 the mvc"tor complamts can be sourced to theIr not bemg aware of the
COl red prou.. dlllc<; kgdl reqUlrement~and external fdctor" thelt mflucncl the
"UVICC" plOvldcd by R I A<; Rellsmg mve"tor dwarenee;e; hLip" m bdtcr
Wl11plIell1lL RAIN m el""Ocldtlon With ~[B1 Stock L"\chelllge" and N~DL
orgellll"L IOlll"Ld ImL"tor aWdILnLS~CdmpJlgn~ bUIlt mound brochurL" L"\plelll1lng
thL LoncLpb proccdurL~ and forms

P,IC{ WalL! !JOU\L LLP
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APPENDIX - I
A COMPREHENSIVE PLAN FOR RAIN



1 GENESIS

3 SEBI AND SROs

2 RAIN'S REQUEST TO PRICE WATERHOUSE

Followmg ItS prehmmary dISCUSSions With Mr Denlll~ Grubb and other FIRE Project
offiCials, RAIN has approached FIRE for techmcal assistance for

Page 1

July 1997

AS')Istance to ReglstraIs AssocIatIOn ofIndia
A ComprehensIve Plan for RAIN - DISCUSSIOn draft
USAIDlFiRE Project Contract No

In order to address some of the problems assocIated WIth the RegIstratIOn and Share
TrarIsfer busmess and become a mouthpiece for the Industry, the R & T agents have
formed mto an as~OCIatIOncalled REGISTRARS ASSOCIATION OF INDIA (RAIN)
The SecuntIes and Exchange Board of IndIa (SEBI) m one of ItS several meetmgs WIth
RAIN suggested to It that RAIN could evolve Itself mto a SRO for the RegIstratIOn and
TrarIsfer Agency Busmess (R & T) bUSiness m IndIa Meanwhile, the Chandrasekharan
CommIttee was constItuted by SEBI to study and recommend long term measures In thiS
regard

COMPREHENSIVE POLIC\, TO EVOLVE THE REGIST~RSASSOCIAJ]e'N
OF INDIA (RAIN) INTO A SELF REGULATORY ORG~NISAHeN"'{SRO) -

FIRE PROJECT ASSISTANCE

• gettmg RAIN regIstered as a SRO
• prepanng the procedure manual connected With and streamlInmg the actIVIties

of the R & T agents for the purposes of a healthy growth of capItal markets

Over the years as a result of mushroommg growth ofcompanies that approached capItal
market to raIse capItal and the consequent large number of pubhc and nghts Issues, the
supply of share certIficates has Increased manIfold In the ab<;ence of fault proof systems,
procedures and mechanIsms, In came the assocIated problems such as forged certIficates
stolen certificates etc, The growth m supply of paper and the associated problems has
not however been complImented by growth m qualItative resources at the RegIstrars and
Share Trdllsfer Agents officers and Other agenCIes, resultmg m detenoratIon of Investor
servIces such as share transfer delays etc,

At thIS pomt ofhme It IS not clear as to the polley and the dIrectIOn SEBI would hke to
take m reglstenng SROs It IS also not clear as to what IS expected of a SRO who and
what wIll It regulate, the relationshIp between a SRO and SEBI Pendmg clanficatIOn on
all these Issues, RAIN to pOSItIOn Itself as a SRO for R & T mdustry m IndIa, It needs to
take several steps'?o enhance ItS profile such as restructunng Its admmIstratIOn to
prescnbmg standards to Momtonnp romrh(m\~

Price Waterhouse LLP
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" RAIN IS dedIcated to

5 2 Determmc the Structure

5 SUGGESTED PLAN FOR RAIN

Page 2

July 1997

• prOVidIng a timely, qualitatIve, and a competitive servIce to the clients and
thelf shareholders

• promotIng the 10terests of Its members, theIr chents and the shareholders of
the clIents

• serv10g the public 10terest by ma1Ota1OIng highest profeSSIOnal and ethIcal
standards"

5 2 1 Staffing

• promote a high degree ofcon<;ultatlve process with SEBI 10 rule mak10g and
establishment of standards to ensure adequate 1Ovestor protectIOn,

• estabhsh m10lmWTI entry standards both finanCial and non-financial for ItS
membership,

• promote high standards amongst member firms, momtor busmess practIces,
service standards and other areas of conduct,

• conduct penodlc 1OspectIOn of member firms to determ10e complIance With
the legislatIOn, regulations, bye-laws of RAIN and other pronouncements,

• undertake statistical n..search and analySIS and pIOv,de 1OformatlOn services to
members, press, regulators, Issuers and general mvestmg publIc,

• conduct penOdIC trammg/famIlmsatlOn programmes to the dlfectors, officers
and other employees of ItS member-firms

A profeSSIOnal asSOCIatIOn charged With dlschargmg a certam responSibilIty can
functIOn through profeSSIOnal paid staff and also It member support through
standmg commIttees RAIN should consider to what extent It can depend upon
the voluntary support of ItS members 10 the day to day management of the
aSSOCIatIon and to what extent It can mamtam profeSSIonal paId staff The SIze of
staff would depend upon the proposed busmess plan of RAIN and the resources It
can gather from members for ItS actIVIties WhIle sIzmg the organisatIOn and

Assistance to Registrars AssociatIOn of India
A Comprehensive Plan for RAIN - DIscussIOn draft
USAID/FIRE Project Contract No

4 RAIN as a SRO

To pOSitIOn Itselfas a SRO, RAIN should have the abIlity to do the followmg

In order to posItion Itself s a SRO, RAIN may lIke to Implement the followmg

5 I Draft Its busmess mission and prmclples

Price Waterhouse LLP
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• Membership and AdmlDlstratIOn Committee

5 2.2 Appomtment ofStandmg Committees

The structure should prOVide for creatiOn of the followmg departments over a
penod of time

ThIS CommIttee shall also prepare and CIrculate a RAIN Membership Dlrectorv
for the general benefit of the mdustry the Issuers, the custodians and the
Investors

Pa~e 3

July 1997

decldmg on professlOnal pard staff, It must be borne In mmd that RAIN s
ObjectIves and admmistratiOn may suffer If It relIes completely ..on ItS member
support

In order that RAIN effectively addresses VarIOUS Issues and be able to form
opmlOns and set standards and prOVide member servIces as enuncIated m para
It has to form standmg committees responsible for different tasks/functlOns The~e

Committees could consist ofemployees of the member firms and representatives
from the asSOCiated agencies Suggested structure of these commIttees are

• ProfesslOnal Standards Department

• Government RelatlOns Department

• Member ServIces Department

• Research and AnalySIS Department

• InformatIon Services Department

ThiS CommIttee 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 respon~lble for the
adminIstratIOn of RAIN This Committee shall draft and enforce

• detaIled norms and gUidelines for admlsslOns suspensions and expulsIOns of
members,

• bye-laws, rules and regulatlOns of the AssoclatlOn
* detailed gUidelines for general admlnIstratlOn of RAIN,
• Code ofConduct for Its Members,

ASsIstance to RegIstrars AssocIation of IndIa
A ComprehensIve Plan for RAIN - DISCUSSiOn draft
USAIDIFIRE Project Contract No

Prlce Waterhouse LLP
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AssIstance to RegIstrars AssocIatIOn of IndIa
A ComprehensIve Plan for RAIN - DIScussion draft
USAID/FIRE Project Contract No July 1997

• Services Standard Committee

The pnmary responsIbility oftms committee IS to mfluence the regulators and
promote a hIgh degree of ...onsuitative process with SEBI RBI and Other agencies
m rule makIng and enforcement ThIS Committee shall be the mouthpIece of
RAIN and shall

ThIS commIttee shall be responSIble to reVIew and prOVide on a contmuous baSIS
service standards, processmg standards and recommend standard operatmg
procedures to achIeve the standards These standards shall become the mdustry
benchmark and shall qualify or dIsqualIfy a R & T agent from the membershIp of
the ASSOCIatIOn The Comnuttee shall

* determme appropnate benchmark standards for all functional actiVItIes of R &
T busmess, be It, processIng a new Issue or servicIng eXlstmg records,
standards for completIng sub-tasks under an actIVIty etc

* proVIde quahty control checks and programmes to Its members to help them
penodlcally momtor their performances,

* determme and recom.m..end standard operatmg procedures to achIeve the set
standards,

* help members to conduct a process-reengmeenng studIes wlthm theIr own
entItIeS and re-onent their processes based upon the RAIN recommended
standards,

* recommend from tIme to time standard gUIdelInes/provide solutIons on
Issuers, R&T, DepOSItory and CustodIan mterface to ItS members

Page 4

* 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 mdustry and Investor protectIOn,

* m addItIOn to respondIng to and commentIng upon the regulators Inlt.atIves of
SEBI, RBI and Other agenCIes, It should determIne
legIslative/regulatory/procedural anomalIes, antiCIpate cnanges, and InItIate
references, present mdustry's VIew to the respectIve authontIes for necessary
actIOn In thIS regard,

* advIsmg the ASSOCIatIOn staff m compIlIng, reVIeWIng and mamtammg a file
on all laws, rules and regulations that affect the Industry, and

* penodically reVIew and proVIde clarificatIOns, InterpretatIOns, explanatIOns on
rules, regulations and vanous other SEBI pronounced matters that affect or
have an Impact on members' bUSIness

• Rules and Liaison Committee

Price WaJerhouse LLP
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SpecIfically the Project will

6 FIRE PROJECT ASSIS rANCE

* Rules and RegulatIOns for the governmg of the ASSOCiation Memberstnp
~tandards and procedure for admlssIOn/dlsaualIficatIOn of member,>
StandardIzed and Common Agleements etc,

Page 6

Julv 1997

AssIstance to RegIstrars Association of IndIa
A CowprehensIvc Plan for RAIN - DIScussIon draft
USAID/FIRE Project Contract No

IV ASSIst RAIN and Its MembershIp CommIttee to r~vIew Its eXIstmg bye-laws,
rules and regulatIOns, draft detaIled norms for admiSSion, suspenSIOn and
expulSIOn of members

V ASSIst the MembershIp CommIttee to draft a Cod~ ~f~<?nductf Code of good
practice"

VI ASSIst the InspectIon and ComplIance CommIttee to draft a ComplIance
Manual and mspectIOn gUldelmes and procedures tor momtonng complIance
and mspectlOn of Its members

• In recommendmg amendments to LegislatIon and RegulatIOns
• In recommendmg changes to Market Practices,
• enhancmg Infrastructure and technology capabIlity at RegIstrar offices,
• In conductmg special Investor awareness campaIgns

I -\SSISt RAIN and Its ServIce Standard CommIttee to develop benchmark
process and servIce standards m all areas ofR & T operations For thIS
purpose t'Ie Project would prepare an actIvIty template and test a sample of 9
to 10 RegIstrars With the template Study the operatmg procedures employed
by the Registrars for the template .lctIvities to suggest Improvements Ifany

II Draft a RAIN recommended standard operatmg procedures to achIeve the set
benchmarks,

III Suggest how the benchmark standards can be raIsed fhls may cdll lor
InItiatIves by RAIN

The FIRE Project funded by USAID and admInIstered by Pnce Waterhouse (PW) wIll be
prepared to asSIst RAIN, It Its endeavor to be a catalyst for change, raIse mdustry
standards bnng about umfonmty and transparent.y m the mdustry s dealmgs V.Ith
clIents, regulators and mvestors The core ObjectIve of thIS assistance WIll be to

• strengthen RAIN as a professIOnal and a well kmt ASSOCIatIOn to achIeve Its ultimate
ObjectIve (lfbemg recogmsed as a SRO for R & T busmess In the country

• standazdIzc the operatmg procedures for the mdustry, Improve the quality of Its
services and set bench marks for VarIOUS services provIded by R & T agents,

• Improve buSIness practIces, and create a clImate ofcompliance,

Price Waterhouse UP
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ThIS COITuntttee shall

• Information Services Committee

5 3 Codes, Manuals, GUldelmes etc

RAIN, as a profeSSIOnal assOCiatIOn, m order to standardIze the procedures followed by
vanous member firms, Improve the busmess practIces and bnng about umformity and
transparency m the conduct of busmess, should proVIde the followmg and momtor theIr
ImplementatIOn by the member firms

Page 5

July 1997

• InspectIOn and Compliance Committee

ThIs Comnuttee shall be responsIble for

* draftmg and recommendIng a comphance mdllual to comply WIth VarIOUS
rules, regulatIOns and pronouncrments ofSEBI and Other agencIes and of the
ASSOCiatIon,

* draft and e'lforce Inspection gUldeimes/procedures to enable the ASSOCiation
to conduct penodIC mspectlOn of Its members,

* based upon the penOdIC InSpectIOns, recommend the course ofactIOn to
MembershIp or ServIce St,mdards or RuIes & LIaiSOn CommIttee

'" gUIde the staffof the ASSOCiatIon In bUIldIng up a database and undertake
research and analysIs usmg that data for the benefit of the mdustry, regulators
and the mvestors,

'" maintaIn medIa contact on matters affectIng the mdustry,
'" conduct penodIcally traImng and famIlIarIsatIOn programmes to the dIrectors,

officers and employees of the member firms and to do that develop trammg
matenals, lIterature etc,

'" plan and conduct specIalIsed awareness/educatIon campaigns that the
ASSOCiatIon may lIke to carry for the benefit of Its members and the general
Investors

* DetaIled gUIdelines, processIng standards, and generally acceptable standard
operatmg procedures for all areas ofR & T busmess,

* Code ofConduct, ComplIance Manual, GUIdelInes to bnng about umformity
tn accountIng and chent serviCIng standards,

* ClanficatlOns, InterpretatIOns and ExplanatIOns on vanous Acts, Rules and
RegulatIOns and other pronouncements affectmg or havmg a beanng on the
mdustry"'

A<;SIstance to RegIstrars ASSOCiatIOn of IndIa
A ComprehensIve Plan for RAIN - DISCUSSIOn draft
USAID/FlRE Project Contrad No

Price Waterhouse LLP
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APPENDIX - II
MANUAL OF

STANDARD OPERATING PROCEDURES
AND

BENCHMARK SERVICE STANDARDS



ThIS procedures manual IS grouped lOto three major sectIOns

INSTRUCTIONS TO READ THE MANUAL

The flow chart has dIfferent style boxes used to descnbe the nature of the steps as
explamed bellow

Reglstl ars AssociatIOn of India
Manual on benchmark procedures for Registrars and Transfer Agents

TRFO 1 IS a reference number

Do data entry (TRFOl)

Receive / acknowledge TDs from the
mward department

~------------------------I

I I
I
I Frank envelopes :
1 I1 J

Frankmg machme IS reqUIred

Foreg

Foreg

Foreg

I Do quality check (TRFIO) I
For e g • .....

Both manual and system based activity

n FIll transmISSion forms n
For e g U========:::!.JU

Descnbes
CONTROL

BASED
tasks

Descnbes
MANUAL

tasks

Descnbes
SYSTEM BASED

tasks

Descnbes
MANUAL/

SYSTEM BASED
tasks

--------------------,
: Descnbes :
I

TECHNOLOGY :
I

BASED :
tasks :

I

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

1 Secondary Market / Post Issue ActIVItIes
2 PrImary Market / Corporate ActIOn
3 DepOSitory lOterface

Each of the major sectIon IS broken lOto subsectIOns and relates to an actIvIty Each
subsectIOn has a wnte-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 explan.ltIons are reqUIred, the steps have reference
numbers Ie (XXXOl) mentIoned and at the end of the flow chart under the headmg
references

Prrce Waterhouse
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Benchmark Service Standards

Process Overview

ActiVIty DescnptlOn

For detaIled procedures refer flow chart

Inward

Page 1SectIOn Al

Currently the average tIme taken to complete thIS actIVIty ranges betv.reen 2 to 3 days

Inwardmg documents IS the process ofrecelvmg, sortmg, numbenng and mamtammg
records of the received documents from vanous sources (post, counter and bulk)

INWARD

• ReceIve and open the lodgements
• Segregate lodgements mto TDs / correspondence / maIl returned
• Affix lodgement date
• Cancel stamps
• Segregate TDs / correspondence company-WIse / actIVIty-wIse
• ASSIgn mward numbers
• Make lots and prepare lot sheets
• Do mward entry
• Pnnt mward register
• Send the mward register and TDs / correspondence to the respectIve departments
• ReceIve acknowledgement
• FIle the mward regIster

RegIstrars ASSociatIOn of India
Manual on benchmark procedures for Registrars and Transfer Agents

Inwardmg has been diVided mto sub-sections dependmg on the source of the documents
These are

• Inward through post
• Inward at the counter
• Inward from custodIans m bulk

The steps for handlmg returned undelIvered mall have been covered m sectIOn A16 It
was observed that few RTAs received documents from Investor RelatiOn Centres (IRCs)
also ThIS has not been handled sC'parately as they could be treated as bulk cases and the
same procedure may be followed

For normal volumes, a servIce standard of 1 day to complete the mwardmg process and
for peak volumes a service standard of2 days are recommended Peak volumes for the
purpose of thIs manual would mean 3 tImes the average normal volumes

Price Waterhouse
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I Manual on benchmark procedures for RegIstrars and Transfer Agenh

Steps that can be ellmmated

I • No steps m this activIty can be elImmated

I RecommendatIOns

., \Vhlle acceptmg the correspondence across the counter, check If the mvestor has

I enclosed the related documents wIth the request

Input documents

I Transfer deeds
CertIficates

I Correspondence

I
Output documents

Lot sheet

I
Inward regIster
Packet register

I
Registers to be mamtamed

Inward regIster

I
Packet register

I
I
I
I
I
I
I
I
I I

PrIce Waterhouse SectIOn Al Page 2



Receive lodgements lD the Inward
sectIOn

Open the envelopes

Segregate the lodgements mto TDs I
correspondence I undebvered mad

IDs Undehverec Correspondence
mll,l

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 m the process

1
1

Segregate TDs I correspondence
company-wise

1
TDs Correspondence

Assign Inward number to TDs Segregate correspondence
activity-wise

I
Make lots of max 100 TDs Assign Inward Dumber to

correspondence

1 !
Prepare lot sheets (INWOI) Prepare lot sheets (INWOI) I

i 1
- ! -

Registrars AssociatIOn of India
Manual on benchmark procedures for Registrars and Transfer Agents
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Flow chart for Inward - Post

Do mward entry m the system
(lNW02)

o

Section Al

Inward - Post

Page 3
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Pnnt lDward register
(INW03)

1
Send Inward regIster along with the

TDs and correspondence to the
respective departments

Receive acknowledgement on the
inward register from the respective

departments

File the lDward register

SectIOn At

Inward - Post
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Return tbe
correspondence
explammg tbe

return

Inward - Counter

Clear ObjectIon

SectIOn At

Flow chart for Inward - Counter

!
. Enter tbe lodgement details (INW05)

mto the system

!
Generate and Issue acknowledgement .

receipt to the mvestor

Receive TDs Receive corresponden

1 1
Check If the TD has been filled Check If the related docu

completely (INW04) for the request are enclo

Cbeck If stamp duty affixed IS equal to Ifless
Ask the mvestor to buy

the consideratIOn amount mentIOned stamps across the counter
and affix the stamps

If correct I
I

,'l'

ICancel the stamps by affixmg the lodgement date

.
1 reason of

Write tbe system generated receipt
number on tbe TD I correspondence

1
Keep TDs I correspondence mto the

company specific tray

TDs I Correspondence
.. 1

Assign Inward number to TDs Segregate correspondence actlvlty-
wise

1
Assign mward number to

correspondence
l

cb

RegIstrars AssocIatIOn of IndIa
Manual on benchmark procedures for RegIstrars and Transfer Agents
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Make lots of max 100 TDs I
correspondence

Prepare lot sheets (INWOl)

Associate IDward number With receipt
number ID the system (INW07)

1
PrInt IDward register (INW03)

-
1

Send IDward register along with the
TDs and correspondence to the

respective departments

ReceIve acknowledgement on the
Inward register from respective

departments

FIle the Inward register

Section Al

Inward - Counter

Page 6
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Flow chart for Inward - Bulk 'Conly TQs) (Courier~and Post)

Inward - Bulk

Page 7

----------,
Icate with:

I

: custodian :
: hlgbhghtmg excess I :
I I

~hort receipt of :
mstrument, also :

I

send a memo to the :
I

processmg :
department to mark:

I

a caution agamst :
tbose certificate :

I

numbers :
I

-------------- 1

SectIOn At

1· Ifcorrect

Prepare lot sheets (INWOl)

Receive the lodgement

L
ASSign packet number and mamtam

packet re21ster (INW06)

1
Issue acknowledgement (subject to

verificatIon) to custodian

1
Open the packets

1
Count the number ofcertificates I IfdIscrepancy

mstruments received and verify agamst
r---------.t:.the covermg letter : Commun
I

I

Enter actual number of certificates I I
I

4 Imstruments 10 packet register t
I

1
I
I
t
I
I

ASSign mward number to TDs I
I
I
I
1

!
I
I
I
I

Make lots of max. tOO TDs
I
I-

1

Registrars AssociatIOn of IndIa
Manual on benchmark procedures for Registrars and Transfer Agents
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I Manuai on benchmark procedures for Registrars and Transfer Agents

I ep
I Do mward entr) In the system (INW02)

I 1
Prmt mward register (INW03)

I 1
I

Send Inward register along With the
TDs to the respective departments

I 1
Receive acknowledgement on the

I
IDward register from the respective

departments

1
I File the IDward register

I
I
I
I
I
I
I
I
I
I PrIce Waterhouse SectIOn At Page 8 ,\ \



Refer annexure 1

Also ensure that mutIlated TDs are not accepted

INW03 Inward register

I f,.-~tf"'r:--.4

References for Inw~rd

('
/

inward

Page 9SectIOn At

INWOl Lot sheet
Lot nllmber
Inward number range
Lodgement date
Number ofTDs / letters
Company name

RegIstrars AssociatIOn of IndIa
Manual on benchmark procedures for RegIstrars and Transfer Agents

INW02 Inward entry for TDs & Correspondence
Header Entry
Lot Number
Lodgement date
Company name
ActIvIty
Detazled Entry
Inward number
Seller foho / mvestor foho number
Number of shares
Number of certIficates
Number ofTDs

INW04 Complete mformahon on TO (no vahdatlons requIred at thIS stage)
Ensure TD IS filled completely wIth respect to the followmg
Presentation date
Stock exchange name
ExecutIOn date
Company name
Seller folto number
CertIficate number
DlstmctIve number (from and to)
Number of shares
ConSIderatIon amount
Value of the stamps affixed
WItness SIgnature
Seller's slgnature(s)
Name. address. occupatIon. father's name and buyer's signature
Status of buyer (RI, NRI, Company etc)

Price Waterhouse
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(Scnps are nonnally received company-wise from custodIans Hence a separate step for
segregatmg TDs company-wIse IS not conSidered)

Refer annexure 2

INW06 Packet reelster

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

Inward

Page toSection At

INW05 Lodeement detaIls
Lodgement date
Company name
Buyer's name I Holder's name (m case of correspondence)
Number of shares
Number of certIficates
Amount of stamps affixed (m case ofTDs)
Activity
Number ofTDs

INW07 Inward number and receIpt number association
Lot number
Inward number
ReceIpt number

Price Waterhouse
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AnneinrC's-tl~~tJ1w~rarp.J'1ieessing

Annexure I - Inward RegIster

Inward

Lot number Lodgement date Company name Inward range Number ofTDs /
letters

r...,.......
P1lce Waterltollfje Section Al Page 11
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Annexure 11- Packet Register

Inward

Couner number Packet number CustodIans Lodgement date Buyer's name Company name Number of
name shares /

certIficates

"l' "-- "'>" Price Waterhouse SectIOn A1 Page 12
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Benchmark Service Standards

Process OvervIew

For detaIled procedure refer flow chart

Transfer

Page 1SectIon A2

RegIstrars ASSOCiation Of India
Manual on benchmark procedures for Registrars and Transfer Agents

Price Waterhouse

ACtiVIty DescnptIOn

Currently the average tIme taken to complete thIS actIvIty ranges between 20 to 40 days

Transfer IS the process by whIch the ownershIp of the secuntIes IS transferred from the
seller to the buyer The transfer request IS lodged wIth the R&T or company by the buyer
along wIth the Transfer Deed (TD) and the certIficates(s) (shares I debenture I mutual
fund umts)

• ReceIve TDs from the mward department
• Do data entry
• Generate edIt checklIst and error lIst
• Scrutmlse TDs
• Venfy and wnte correctIons I error codes on the edIt checklIst
• Venfy SIgnatures
• Make changes mto the system
• Segregate TDs mto clear, objectIon and NOL cases
• Do buyer search
• Generate, pnnt and paste the transfer number stIckers
• Do qualIty check
• Pnnt the transfer regIster and the MIS reports
• Send transfer regIster for board approval
• On receIpt ofapproval update the database
• Pnnt Bulk postage regIstratIon Journal , endorsement stIckers and covenng letters
• Paste the endorsement stIckers
• Separate TDs from the certIficates
• Collate the certIficates and covenng letters
• ImtIaI the endorsement
• Envelope the certIficates and covenng letters
• Seal, frank and despatch the envelopes
• Pnnt and despatch card to buyer as advance mtImatIOn

For normal volumes, a servIce standard of 15 days (excludmg Inward) to complete the
transfer processmg 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

I
I
I
I
I
I
I
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RecommendatIons

Input documents

Output documents

Transfer Deed
CertIficates
Inward regIster

Transfer

Page 2SectIOn A2

RegIstrars AssocIatIon Of India
Manual on bencbmark procedures for RegI~trars and Transfer Agents

Price Waterhouse

Steps tbat can be ehmmated

• ActIvItIes such as data entry, SIgnature venficatIOn, buyer search should be done lot
number-wIse and not foho number-wIse

• Sendmg acknowledgments for TDs receIved by post IS not recommended as there IS no
perceIvable value addItIon to the mvestor, partIcularly when return ofcertIficates duly
transferred IS recommended to be completed m 16 days

• Scanmng ofSIgnature should be compulsory In order to have thIs step system dnven
• There should be only one level ofSIgnature venficatIon performed by qualIfied and

expenenced staffmembers
• Endorsement stickers should be made compulsory
• A Card should be sent to the buyer mformIng despatch ofcertIficates Tlus may

mcrease the cost ofoperations and should be appropnately addressed by RTA In ItS
MOD WIth the clIent

• The authonty to approve the transfer should be gIven to the R& T or the BOD should
approve the transfer regIster wltlun 3 days from the receIpt ofthe transfer regIster ThIS
would consIderably reduce the total tIme taken to execute a transfer

• Necessary Internal controls and exceptIon reportmg should be bUilt mto delegatIOn to
address companIes concerns

• Approval on lot basIs from Board ofDuectors (BOD) can be elImInated provIded a
general authonty IS gIVen to the RT 1\ by the cOMpany ThIS CaP save upto 10 days In

the processmg tIme
• No other step can be elImmated However, sequencIng can change as long as the

benchmark servIce standard IS achIeved

EdIt lIst
Error lIst
NotIce ofLodgement RegIster
ObjectIon letter
ObjectIon register
Transfer stIcker
Transfer register
Share holdIng pattern statement as MIS report
Endorsement stIcker
Covenng letter
Bulk postage registration Journal
Post card confirmIng transfer

I
I
I
I
I
I
I
I
I
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Registers to be mamtamed

Transfer regIster
Bound TDs
Acknowledged Bulk postage regIstration Journal

RegIstrars Association Of IndIa
Manual on benchmark procedures for Registrars and Transfer Agents
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Transfer
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Flow chart for -Transfer Processing

Receive I ackno\lledge TDs from the
Inward department

1
Do data entry (TRFOI)

1
Generate edit check lIst (TRF02) and

error lIst (TRF03)

1
ScrutImse TDs (TRF04) and verify edit
checklIst agamst TDs I certificates and

error lIst

1
Write the corrections (If any) and

obJection codes on the edit checklist

!
Venfy signatures (TRF05)

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

cases

! ".
Make changes m the system as per edit I

checklIst and generate registers for
clear, objection and notice of lodgement

I •

" (NOL) (TRF06) cases .

Segregate TDs mto clear, objection and
NOL cases

SectIOn A2

Transfer

Page 4
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Manual on benchmark procedures for RegIstrars and Transfer Agents

. Pnnt the transfer register and the I

required MIS reports

Page 5

NOL

Transfer

PnntNOL
letters and NOL

regIster

Pnnt objectIOn letter and
oblectIon re2Ister

!
Do outward entry (TRFJ2)

10 the system

ObJectlOn 1
Compare buyer details and
group transactIOns for same

buyers (TRF08) •

1

Section A2

.
1

Envelope the objection
letters

1
Seal envelopes

________J_________ ~
I
I Frank envelopes I
I I'--------1------- I

Despatch envelopes to the
department of post (TRFll)

..1

1

!

1
o

Prmt transfer number sticker
(TRF09)

Generate the transfer number

On receIpt of approval Update
database

Clear

Do Buyer search (TRF07),
Generate new fohos wherever

necessary, Assign eXlstmg fohos
wherever possible

1

Send Transfer register and MIS
reports to the Board of Directors

(BOD) for approval

,

1
.

Paste transfer Dumber sticker on
theTD

1
Do quality check (TRFJO)

1 -

Price Waterhouse
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Pnnt Bulk postage regIstratIOn Journal (BPRJ) (TRF13), Prmt .
endorsement stIckers, Prmt covermg letters foho number

wIse(TRF14)

RegIstrars AssocIatIon Of IndIa
Manual on benchmark procedures for RegIstrars and Transfer Agents

Paste endorsement stIckers

Separate TDs from
certIficates

1IDs Certificates

Bmd the TDs, Label Collate certificates and
the TD books, covermg letters

Mamtam a library for
easy acceSSibility and

retrieval of TDs Imtlal the endorsement and
ensure the covermg letter

has been attached
appropriately

Envelope tbe certIficates and
coverm2 letters

Seal envelopes

1

Transfer

Page 6

1

Section A2

.------- ----- -- -------
I Frank envelopes usmg tbe

l ~--------~

Price Waterhouse
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o
1

Do outward entry (TRF12)
m the system

I After 3 day: from the despatch ofcertIficates

Prmt and despatch card to
the buyer mformmg

despatch of certificates

Despatch envelopes to the
department of post along with

a second copy of BPRJ

1
1 - 1

Receive the BPRJ with the Capture the slg
date of acceptance stamped new fohos In

by the postal authontles

1

Page 7

Transfer

natures of the
the system

SectiOn A2Price Waterhouse
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Transfer

code m the
m

1

Prmt objection letter to the
buver

Page 8

~
Do outward entry (TRF12)

m the system

Despatch envelopes to the
department of post

1
Envelope the objectIOn

letters
1

Seal envelopes

________J_________
I

Frank envelopes IL ~

SectIOn A2

Envelope the NOL letters

I Seal envelopes I
__________1 _

I I
I Frank envelopes I
I I
L J

of letter

----------r----------
Despatch envelopes to the

department of post

1
1No reply from Investor Reply from mvestor1

1Confinmng Sale Refutmg Sale !Process these
ases as •clear Process these Post objection
ases' after 15 cases as 'clear syste
ys of despatch cases' l-

c
c

da

Registrars ~ssoclatlonOf India
Manual on benchmark procedures for Registrars and Transfer Agents

Price Waterhouse
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Refer annexure 2

Also ensure the followmg

TRF03 Error lIst
The error lIst IS a pnnt-out ofonly the logical errors (not 100% of data entry)
detected by the system (through programs) ThIS lIst also reflects If there IS any stop
transfer, lock-m, hIgh FII holdmg pattern agamst any certIficate for that mward

Transfer

Page 9SectIOn A2Pnce Waterhouse

I References for Transfer-Processing

Registrars AssociatIOn Of India
Manual on benchmark procedures for Registrars and TI ansfer Agents

TRFOl EdIt checklIst

TRFOI Data entry
For a gi yen lot number and mward number, enter the followmg
CertIficate number
DIstmctive number
Buyer DetaIls
ConsIderatIOn amount
Amount of stamps affixed (retneve m case of counter cases)

Refer annexure 1

The edIt checklIst IS a pnnt-out of the entire data entry (100%)

TRF04 Scrutmy
Ensure the TD IS filled completely with respect to the followmg
The TD IS m the prescnbed Form 7-B
PresentatIOn date
Stock exchange ndlTlC
ExecutIOn date
Company name
Seller foho number
CertIficate number
DIstmctIve 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

1 EXIstence of accompanymg documents such as Memorandum and ArtIcle of
AssocIatIOn, Power of attorney, Letter ofundertakmg, Bank mandate, RBI and / or
SEBI approvals etc wherever reqUIred

2 In case the TD has been endorsed by bank / corporatIOn m terms ofsectIon 108(1C)(B)
of the CompanIes Act, ensure the TD has been lodged wIthm two months of such
endorsement

3 Ifthe shares under transfer carry a Lock-m penod, ensure that the penod of ban 1 e
Lock m penod on transfer ofshares has expIred

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



TRF09 Transfer number sticker

TRFl3 Bulk posta~e re~lstratlOnJournal (BPRJl
Pnnt BPRl pm-code number-WIse Group certIficates under common fohos whIle
assIgnmg the regIstration number

TRFJJ Despatch of objection
IfTDs and CertIficates are sent under obJectIon, then despatch documents through
regIstered post

TRFJ2 Outward entry
Agamst each mward number post the despatch date as stamped on the BPRl to reflect that
the documents have been despatched as of that date

Transfer

Page 10SectIOn A2

Inward number Buyer Foho
number

Transfer number Transfer date

Price Waterhouse

Registrars AssociatIOn Of India
Manual on benchmark procedures for Registrars and Transfer Agents

TRF07 Buyer search (automated)

TRF06 Notice of lodeement (NOL)
ThIS refers to obtammg confinnatton from seller for havmg sold the shares

TRF05 Slenature venficatron
On entry oflot number, the system retneves the followmg mward number-wIse
Folto number
Folto names
SIgnature

TRF08 • Club ObjectIons
Compare the buyer detaIls and hnk the objectIon cases for same buyer
ThIS WIll be useful m generatmg a smgle letter to the buyer hlghilghtmg obJectlOns raIsed
across mward numbers m different lots

The system compares the Buyers name, Address, Jomt holder names and theIr sequence
for each mward number m each lot (excludmg the Inward numbers correspondmg to
ObjectIOn and NOL cases) agamst the holdmg master and dIsplays the foho number, the
above details and the SIgnatures If a match IS found

TRFJO. Quality check
Take a sample at random (approx 3-4% oftotal TDs ) and reexamme completely to
ensure they were processed accurately and completely
ThIs WIll be useful III estabhshmg and momtormg performance standards

Refer annexure 3
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TRF14 Coverm21etter

For each foho mentIon the followmg
Inward number
Total certIficates lodged
CertIficate numbers under ObjectIon
Certificate numbers under process
Certificate numbers transferred

Price Waterhouse SectIOn A2

Transfer

Page 11
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Transfer

, "'...
"" l~~t J ~f.;;~

Annexure 1 - EdIt checklist

Aline!:ures 'for Transfer tifocetsft[g _<

!' t .. f'"'.,.
1

Lot number Lodgement ActIvIty Inward Seller foho CertIficate DIstmctIve Buyer's ConsIdera- Amount
date number number number name hon amount of stamps

address affixed
occupation
father's
name

-£2J--..

Pnce Waterhouse Section A2 Page 12
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Annexure 2 - Error checklIst

Transfer

",'"'-
;p

Lot number

Price Waterhouse

Inward number

SectIOn A2

-

Error narratIOn (descnptIOn of error)

Page 13
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Annexure 3 - Bulk Postage RegistratIOn Journal

Transfer

Pm-code RegIstratIon number FolIo number Address CertIficate detaIls Frankmg amount
(computed
mathematIcally
usmg system )

'b Price Waterhouse Section A2 Page 14
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Benchmark Service Standards

Process OvervIew

For detaIled procedure refer flow chart

ActiVity DescnptIOn

Page 1SectIOn A3Pnce Waterhouse

RegIstrars AssociatIon oflndl3 TransmIssion
Manual on benchmark procedures for RegIstrars and Transfer Agents

TransmIssIon IS the process of deletmg the name of the deceased holder from the records
ofcompany and transfemng the share certlficate(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, Indemmty bond, AffidaVIt, SuccessIon certificate or Probate of wIll or
Letter of admmlstratlOn and share certIficate(s)

TRANSMISSION

Currently the average tIme taken to complete thIS actIvIty ranges between 15 to 30 days

• ReceIve correspondence from the Inward department
• FIll transmIssIon from
• Do pnmary scrutmy
• Do data entry
• Generate edIt checklIst and error lIst
• Segregate mto complete and Incomplete cases
• Venfy and wnte correctIons / error codes on the edIt checklIst
• Venfy SIgnatures
• Make changes mto the system
• Segregate mto clear and objectIon cases
• Do foho search
• Generate the transmISSIon number
• Pnnt the transmISSion regIster
• Send transmISSIon register for board approval
• On receIpt of approval update the database
• Pnnt Bulk postage registratIon Journal, endorsement stIckers and covenng letters
• Paste the endorsement stIckers
• Separate transmISSIOn forms / correspondence from the certIficates
• Collate the certificates and covenng letters
• Imtlal the endorsement
• Envelope the certIficates and covenng letters
• Seal, frank and despatch the envelopes
• Pnnt and despatch card to mvestor as advance mtImatlOn

It was observed that the volume of transmISSIOn cases bemg very low, these cases are
generally processed along WIth Transfer cases and hence take longer tIme A benchmark
standard of 16 days IS now recommended and RTAs must ensure that the certIficates after
completIon of processmg are returned to the mvestors wlthm 16 days
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Recommendations

Registers to be mamtamed

Steps that can be elImmated

Output documents

Page 2SectIOn A3Price Water/rouse

Correspondence
CertIficates
Death certIficate
Indemmty bond
AffidaVIt
SuccessIOn certIficate or Probate of w111 or Letter ofadmInIstration

• FIn a standardIsed transmISSIOn fonn to make the process eaSIer
• In case of mcomplete documents received from the mvestor retam the certIficates,

whl1e mtImatmg to the mvestor about the reqmred documents to process the case
However, R&T agent and the company should acknowledge the nsk mvolved and
should take proper control measures to contam any losses

• A Card should be sent to the mvestor mfonnmg despatch ofcertificates
• Necessary mternal controls and exceptIon reportmg should be bUllt mto delegation to

address companIes concerns

• Approval on lot basis from Board of Directors (BOD) can be e11mmated provided a
general authonty IS gIVen to the R&T by the company

RegIstrars AssOcIatIOn of India TransmissIOn
Manual on benchmark procedures for Registrars and Transfer Agents

Input documents

TransmIsSIon form
EdIt 11st
Error 11st
Objection letter
Objection regIster
TransmIssion regIster
Endorsement sticker
Covenng letter
Postage regIstratIOn Journal
Post card

TransmissIOn regIster
Acknowledged Postage regIstratIOn Journal
Bound correspondence / TransmIssIOn fonns

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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Generate edit checklIst and error lIst

Flow chart for Transmission Processing

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

Page 3

ObjectIon cases1
Prmt objectIOn letter and

objectIOn register

SectIOn A3

1
.

Complete documents Incomplete documents

lIst agamst transmission form
Intimate (TRM04)ence Write corrections and

odes III the edit checklIst Illvestor about the
required documents

1o

Receive / acknowledge correspondence from
the mward department

1
Fill transmiSSion form (TRMOI) and attach
correspondence and certificates to the form

1
Do prImary scrutmy (TRM02) and mark

objectIOn on the transmiSSIOn form (If any)

1

1
Make changes III the system as per the edit

checklIst

1Cloar case,

Do Foho search , Generate new fohos
wherever necessary, Assign eXlstmg

fohos wherever pOSSible

1

Do data entry (TRM03)

Venfy the signatures

I

1
Venfy edit check

and correspond
oblectlon c

Wnte the objection code on the edit checklIst for
the signature mismatch cases

PrIce Waterhouse
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Prmt Postage registration Journal (PRJ), Prmt endorsement
stickers, Prmt covermg letters folIo number-wise

Regl'itral s AssociatIOn of India TransmissIOn
Manual on benchmark procedures for Registrars and Transfer Agents

!
Page 4

es and covermg
ers

Despatch envelopes to the
department of post

1

y
..

Seal envelOpes

Envelope the objection letters

Do outward entry m the system

___________l .
: Frank envelopes I
1 I
~ ----- 1

Section A3

1
Paste endorsement stickers

1
Separate transmiSSIOn forms

I correspondence and
certificates

11TransmISSIon forms I Certificates 1
Correspondence

Bmd the transmission forms I Collate cerhficat
cOl-respondence, Label the lett

books, Mamtam a lIbrary for
easy accessibilIty and retneval

of transmiSSIOn forms I C
correspondence

1
Wnte transmiSSion number on the

transmiSSIOn form

1

Prmt transmiSSIOn register

1

Generate the transmiSSIOn number and
register death m the system (TRMOS)- 1

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

1
On receipt of approval Update database

Price Waterhouse
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Seal envelopes

Envelope tl)e certificates and
coverIng letters

Registrars ASSOciatIOn of IndIa TransmissIOn
Manual on benchmark procedures for Registrars and Transfer Agents

Page 5

1
Capture the signatures of

the new fohos ID the system

Section A3

1
Do outward entry In the

system

1After 3 days from ~e despatch of certIficates

Prmt and despatch card to
the buyer confirmmg

transmission and despatch
of certificates

1

InItial the endorsement and
ensure the correct covenng

letter has been attached
appropnately

l---------l--------~
I Frank envelopes USIng tbe I
I I
I PRJ I---------1---------

Despatch envelopes to tbe
department of post along

With a second copy of PRJ

Receive the PRJ With the
date of acceptance stamped

by the postal authOrities

Price Waterhouse
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References for Transmission Processing

TRM02 Primary scrutmy
Ensure the presence and valIdIty of
Death certIficate
Indemmty bond
AffidaVIt
SuccessIon certIficate or Probate ofwIll or Letter ofadmImstratIon

TRMOl TransmissIOn form
Inward number
Lodgement date
Company name
Foho number
Name of the deceased holder
Name of the legal helT
CertIficate numbers
DlstmctIVe numbers
Number of shares
Number of certIficates
Death certIficate eXIsts (YIN)
Indemmty bond eXIsts (YIN)
AffidaVIt eXIsts (YIN)
SuccessIOn certIficate or Probate ofWIll or Letter of admImstratIon eXIsts (iIN)

Page 6Section A3Price Waterhouse

TRM03 Data entry
Inward number
Name of the deceased holder
Name of the legal heIr
Name of the survIvmgJomt holder
Address of the new first holder
CertI ficate number
DlstmctIve number
Death certIficate eXIsts (YIN)
Death certIficate vahd (YIN)
Indemmty bond eXIsts (YIN)
Indemmty bond \ Jhd (YIN)
AffidaVIt eXIsts (YIN)
AffidaVIt vahd (YIN)
SucceSSIOn certIficate or Probate of wIll or Letter ofadIlllnIstratIOn eXIsts (YIN)
SucceSSIOn certIficate or Probate of WIll or Letter ofadmInIstratIOn vahd (YIN)

I
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TRM05 Re2Ister death In the system

Registrars ASsociatiOn of IndIa TransmIssIOn
Manual on benchmark procedures for Registrars and Transfer Agents

TRM04 Intimate the Investor
ThIS Includes prepanng letter, enveloping, sealIng, franking, dIspatching and dOing
outward entry In the system

RegIster the death certIficate m the system, generate a regIstratIOn number and mtImate
the number to the legal heIrs for future references ThIs enables retneval (and valIdatIOn)
ofdeath certIficate detaIls for same Investor holding Investment In dIfferent companIes
handled by the R&T

Page 7Section A3Price Waterhouse
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Benchmark Service Standards

Process Overview

Activity De~cnptlOn

For detaIled procedure refer flow chart

Page 1SectIOn A4PrIce JVaterlrouse
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TRANSPOSITION

Currently the average time taken to complete thIS actIvIty ranges between 15 to 30 days

TranSposItIOn IS the process of changmg the order ofthe name of the Jomt holders m the
records of company TransposItIon ofname reqUIres the holders to send a request duly
sIgned by all the Jomt holders along with the share certIficate(s)

• ReceIve correspondence from the mward department
• FlIl transposItion from
• Do data entry
• Generate edit checklIst and error list
• Venfy and wnte correctIons / error codes on the edit checklIst
• Venfy signatures ofall holders
• Make changes mto the system
• Segregate mto clear and objectIon cases
• Do foho search
• Generate and regIster the transposition number
• Pnnt the transposItion regIster
• Send transposItIon regIster for board approval
• On receipt ofapproval update the database
• Prmt Bulk postage registratIOn Journal, endorsement stickers and covenng letters
• P<iste the endorsement stickers
• Separate transpositIOn forms I correspondence from the certificates
• Collate the certIficates and covenng letters
• Imtlal the endorsement
• Envelope the certIficates and covermg letters
• Seal, frank and despatch the envelopes
• Pnnt and despatch card to mvestor as advance mtImatlOn

It was observed that volumes bemg low, thIS actIVIty IS generally not processed as a
separate stream A benchmark standard of3 days IS recommended However, RTAs must
ensure that all requests receIved pnor to the due date of a corporate actIOn are processed
by that due date

• Board ofdirectors (BOD) approval can be ellmmated

Steps that can be elimmated

I
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TranspOSItIon register
Acknowledged Postage registratIOn journal
Bound correspondence / TranspOSItIon forms

• FIll a standardIsed tranSpositIOn fonn to make the process easIer
• A Card should be sent to the mvestor mfonmng despatch ofcertIficates

Registrars AssociatIOn of India
Manual on benchmark procedures for RegIstrars and Transfer Agents
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RecommendatIOns

Input documents

Correspondence
Certificates
Output documents

TranspOSItIon form
EdIt hst
Error hst
ObjectIon letter
ObjectIon regIster
TranspOSItIon regIster
Endorsement stIrker
Covenng letter
Postage regIstratIon journal
Post card

RegIsters to be mamtamed

Price Waterhouse SectIOn A4

TransposItIon

Page 2 \
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Generate edit checklist and error list

Do data entry (TRP02)

Page 3

ObjectIOn

Prmt objectIOn letter and
objection register

SectIOn A4

Verify the signatures

Venfy edit checklist agamst transpositIOn form
and correspondence Write corrections and

oblectlon codes ID the edit checklist

FIll transpOSItIOn form (TRPOI) and attach
correspondence and certificates to the form

Make changes in the system as per the edit
checklist

1

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

Receive I acknowledge correspondence from
the mward department

1

1

1

1

Flow chart for T(ansposition processing

Clear cases

Io

Do Folio search, Generate new
fohos wherever necessary, Assign
eXlstmg fohos wherever possIble

Price Waterhouse
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Paste endorsement stickers

1

Page 4

Despatch envelopes to the
department of post

Seal envelopes

Envelope the objection letters

1
Do outward entry m the system

----------------------,
: Frank envelopes I

~----------I-----------:

Certificates 1
-------,

Collate certificates and covermg
letters

SectIOn A4

1

!

Pnnt tranSpOSItIon register

1

1

1

Wnte transposItion number on the
transposItIOn form

Generate the transpositIOn number

Separate transposItion forms
I correspondence and

certificates

TranspositIon fonns
/ Correspondence

Pnnt Postage registration Journal (PRJ), Prant endorsement
stickers. Prmt coverme letters foho number-wIse

1

Bifid the transposItion forms /
correspondence, Label the

books, Mamtam a library for
easy accessibility and retrIeval

of transposItIOn forms /
correspondence

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

1
On receipt of approval Update database

RegIstrars ASSOcIatIOn of India TranSpositIOn
Manual on benchmark procedures for RegI~trars and Transfer Agents
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Despatch envelopes to the
department of post along

wltb a second copy of PRJ

r--------j---------~
I Frank envelopes usmg the I
I I
I PRJ I--------1----------

Page 5

!
, Capture the sIgnatures of .

the new fohos m the system

SectIOn A4

ImtIal the endorsement and
ensure the correct covenng

letter has been attached
approprIately

1
Envelope the certIficatt·s and

COVerlOl! letters

1
Seal envelopes

1
Do outward entry 10 tbe

system

IAfter 3 days from the despatch of certIficates

Prmt and despatch card to
the buyer confirmmg

transpositIon and despatch
of certIficates

1
ReceIve the PRJ wltb the

date of acceptance stamped
by tbe postal authorItIes

Pnce Waterhouse
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References for. Transposition processing
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I

TRPOI TranspositIOn form
Inward number
Lodgement date
Company name
FolIo number
Names of the holders m the new order
CertIficate numbers
Dlstmctlve numbers
Number of shares
Number ofcertIficates

TRP02 Data entry
Inward number
Names of the holders m the new order
CertIficate number
DlstmctIve number

Price Waterhouse SectIOn A4

TransposItIon

Page 6
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Process Overview

RecommendatIons

Benchmark Service Standards

• No steps m thiS actIVIty can be elImmated

Page 1SectIOn ASPrice Waterhouse

Registrars AssociatIon of India Change of Address
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CHANGE OF ADDRESS

ActivIty DescnptlOn

• ReceIve correspondence from the mward department
• Venfy SIgnatures
• Segregate mto clear and objectIon cases
• Do data entry
• Generate the change ofaddress number
• Generate edIt checklIst and error lIst
• Venfy and wnte correctIons I error codes on the edIt checklIst
• Make changes mto the system
• Pnnt the change ofaddress regIster
• Update the database
• Pnnt and despatch card to the buyer confirmmg change of address

For detaIled procedure refer flow chart

When a share holder changes hls/her address and mtImates the change to the company
through a duly sIgned letter along wIth the share cerhficate(s) (not mandatory unless
address of the shares holder IS also pnnted m the certIficate), then the address of the
holder IS changed accordmgly m the records of the company

Currently the average tIme taken to complete thIS actIvIty ranges between 3 to 7 days

For normal volumes a benchmark standard ofof4 days and for peak volumes 7 days are
recommended In addItIon, RTA must ensure that all requests received pnor to a
corporate achon must be processed before such corporate achon IS due

Input documents

Steps that can be ehmmated

• ActIVItIes such as data entry and SIgnature venficatIon should be done lot number
WIse and not foho number-WIse

• Check for undelIvered maIls agamst the foho and If any despatch them to the new
address

Correspondence wIth or WIthout certIficates
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I
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I
I
I
I
I
I
I
I
I
I
I
I
I
I

Output documents

EdIt hst
ObJect1on letter
Objection regIster
Change ofaddress regIster
Post card

Registers to be mamtamed

Change of address regIster
Bound correspondence

Price Waterhouse SectIOn AS Page 2



Flow chart for Change ofAddress

Receive I acknowledge correspondence
from the Illward department

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

!
Verafy the signatures of the holders

Page 3

Do Outward Entry
1

1
Prlllt objection letter and objectIon

re2I ter

Envelope the objectIon letters

Despatch envelopes to the
department of post

_ SIgnature mlsmatchl

Post objection code III the system

I Seal envelopes I
, 1 ,
I Frank envelopes I
I I

L-----------1-----------1

!

SectIOn AS

!

1

Update database

Generate the change of address
nu ber

Wnte change of address number
on the correspondence

1
o

1SIgnature tathes

Do data entry (COADOl)

1

!
Generate edIt checklIst

!
Make changes III the system as per

the edit checklIst

Venfy edit checklIst agalOst
correspondence and mark changes

III the edIt checklIst

1
Print tbe change of address register

Price Waterhouse
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Prmt ano despatch card to the holder confirmmg
change of address to old as well as new address

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

PrIce Waterhouse

1
Check If there are any undelivered
malls agamst the folio and If any

despatch them to the new address

1
Do outward entry ID the system..

1
Bmd correspondence

Section A5 Page 4
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,~References for Changej)fAddress

COADOI Data entry
On entry of lot number, enter address detaIls mward number-wIse

I
I
I.
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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Process Overview

Benchmark ServIce Standards

RecommendatIons

Steps that can be ehmmated

Page 1Section A6Price Waterhouse

Currently the average time taken to complete thiS actIvity ranges between 15 to 30 days

RegIstrars Association of India AmalgamatIOn
Manual on benchmark procedures for Reglstral s and Transfer Agent!>

AMALGAMATION OF FOLIOS

ActIVity DescnptIOn

Amalgamation of folios IS the process of consohdatmg two or more folIos of the same
holder mto one smgle foho AmalgamatIon of folIos reqUires the holder to sena a request
WIth share certIficate(s) ofall folIos

For detailed procedure refer flow chart

• Receive correspondence from the mward department
• ScrutImse the enclosures
• Segregate Into clear and objectIon cases
• Fill amalgamatIon from
• Do data entry
• Generate the amalgamatIon number
• Pnnt the amalgamatIOn regIster
• Send foho amalgamatlon register for board approval
• On receipt ofapproval update the database
• Pnnt Bulk postage regIstratIon Journal, endorsement stickers and covermg letters
• Paste the endorsement stIckers
• Separate amalgamatIOn forms / correspondence from the certificates
• Collate the certIficates and covenng letters
• ImtIal the endorsement
• Envelope the certificates and covenng letters
• Seal, frank and despatch the envelopes
• Pnnt and despatch card to Investor as advance mtlmatlOn

• Board ofdirectors (BOD) approval can be elImmated

• Fill a standardised amalgamatIon form to make the process easIer
• A Card should be sent to the mvestor mformmg despatch of certificates

It was observed that volumes bemg low, thiS actiVIty IS generally not processed as a
separate stream A benchmark standard of3 days IS recommended However, RTAs must
ensure that all requests received pnor to the due date of a corporate action are processed
by that due date

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



Registrars AssociatIOn of India AmalgamatIOn
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Amalgamation regIster
Acknowledged Postage regIstration Journal
Bound correspondence / Amalgamation forms

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

Input documents

Correspondence
CertIficates

Output documents

AmalgamatIOn form
EdIt lIst
Error lIst
ObjectIOn letter
Objection reglster
AmalgamatIon regIster
Endorsement stIcker
Covenng letter
Postage regIstration journal
Post card

Registers to be mamtamed

Pnce Waterhouse SectIon A6 Page 2



Flow chart for~Amalgamationof Folios

Receive I acknowledge correspondence
from the IDward department

Page 3

Despatch envelopes to the
department of post

Prepare objectIon letter and wnte
m obJection register

1
Envelope the objectIOn letters

1
Seal envelopes

!
, Do outward entry m the system

I
-----------~----------,
: Frank envelopes I
1 I
~---------------- I

1

SectIon A6

1
Pnnt amalgamation register

Wnte amalgamatIOn number on the
amalgamation form

1

1

1
Venfy I scrutImse the enclosures

(AMLOl)

~_1,----__
1Clear cases ObjectIOn cases 1

Fill amalgamatIon form (AML02)
and attach correspondence and

certificates to the form

!
Do data entry (AML03) , Use one ofthe
eXlstmg fohos to amalgamate the fobos

1
Generate the amalgamation number

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

1 _
On receipt of approval Update database', 1

Pnnt Postage registration journal, Pnnt endorsement sticker, Prmt covermg
letters foho number-wise

Registrars AssociatIOn of India AmalgamatIOn
Manual on benchmark procedures for Registrars and Transfer Agents

PrIce Waterhouse
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!

Paste endorsement
stickers

1

1

Collate certificates and
covermg letters

1

1

Page 4

ImtIal the endorsement and
ensure the correct covermg

letter has been attached
approprIately

Envelope the certificates and
coverlD2 letters

I Seal envelopes I
, 1 ,
I Frank envelopes usmg the I

I PRJ :L _

1
o

Section A6

Separate amalgamation
forms I correspondence and

certificates

1
1

Bmd the amalgamation forms I
correspondence, Label the books;

Mamtam a library for easy accessibility
and retrieval of amalgamatIOn forms I

correspondence

Price Waterhouse
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I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I Price Waterhouse

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 authontles

"
Do outward entry m the

system

1After 3 da)'s fro~ the despatch of certIficates

Prmt and despatch card to
the buyer confirmmg

amalgamation and despatch
of certificates

SectIOn A6 Page 5
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AMLOI ScrutImse the enclosures
ese an 'EnqUIry' Irodule to ensure that
I all certIficates withm the folIos reqUIred to be amalgamated are receIved
2 there IS no stop transfer agamst any of the certIficates
3 the names of the holders, the order ofthe names, address ofthe holders and the

SIgnatures ofall the holders are the same m all the folIos

ReferencesJor Amalgamation of Folios

AML02 AmaleamatlOn form
Inward number
Lodgement date
Company name
FolIo numbers for amalgamation
CertIficate numbers pertammg to each foho
DIstmctIve numbers
Amalgamated folIo number (thIS IS filled later)

Page 6Section A6Price Waterhouse

AML03 • Data entry
Inward number
FolIo numbers for amalgamatIon
CertIficate numbers pertammg to each foho

I
I
I
I
I
I
I
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I
I
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I
I
I



I
I A7

I
I c

H
I A

N
I G

EI
CHANGE OF NAME 0I F

I N
A

I M
E

I
I
I
I
I
I
I
I
I
I I"



Process Overview

ActiVity DescnptlOn

Currently the average tIme taken to complete thIS actIvIty ranges between 2 to 3 days

Page 1SectIOn A7Price Waterhouse

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

Change of name may be due to one ofthe followmg reasons

• Mamage
• Mmor becommg major
• Gazette notIficatIon
• AmalgamatIons I Mergers I AcquIsItIon ofcompanIes
• Other statutory changes for legal actIvItIes

When a share holder changes his/her name and mtImates the change to the company
through a duly signed letter along wIth school leavmg certIficate or mamage certIficate or
gazette or certIficate ofmcorporatIon/memorandum and artIcles ofassocIatIon (m case of
company) and share certIficate(s), then the name ofthe holder IS changed accordmgly m
the records of the company

For detaIled procedure refer flow chart

• ReceIve correspondence from the mward department
• Do scrutmy ofenclosures
• Segregate mto complete and Incomplete cases
• Venfy SIgnatures
• Segregate mto clear and objectIon cases
• FIll change of name from
• Do data entry
• Generate edIt checkhst and error hst
• Venfy and wnte correctIOns I error codes on the edIt checkhst
• Make changes mto the system
• Generate the change ofname number
• Pnnt the change ofname regIster
• Send change of name regIster for board approval
• On receIpt ofapproval update the database
• Pnnt Bulk postage regIstratIon Journal , endorsement stIckers and covenng letters
• Paste the endorsement stIckers
• Separate change ofname fonns / correspondence from the certIficates
• Collate the certIficates and covenng letters
• ImtIal the endorsement
• Envelope the certIficates and covenng letters
• Seal, frank and despatch the envelopes
• Pnnt and despatch card to mvestor as advance mtImatIOn

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



Benchmark Service Standards

Recommendations

Registers to be mamtamed

Input documents

Page 2SectIon A7Price Waterhouse

Output documents

Correspondence (In case ofmmor to major, SIgnature of the holder (1 e mmor) certified
by the guardIan per records or bank manager)
School leavmg certIficate or mamage certIficate or gazette or certIficate of
mcorporatIon/memorandum and artIcles of associatIOn (m case ofcompany)
Certificates
Statutory approvals If any

It was observed that volumes bemg low, thIS actIvIty IS generally not processed as a
separate stream A benchmark standard of 3 Gays IS recommended However, RTAs must
ensure that all requests receIved pnor to the due date of a corporate actIOn are processed
by that due date

Registrars AssociatIOn of India Change of Name
Manual on benchmark procedures for RegIstrars and Transfer Agents

• A Card should be sent to the mvestor mformmg despatch of certIficates

• Board ofdIrectors (BOD) approval can be elImmated

Steps that can be ehmmated

Change of name form
Edit list
Objection letter
ObjectIon regIster
Change of name regIster
Endorsement sticker
Covenng letter
Postage regIstratIOn Journal
Post card

Change of name regIster
Acknowledged Postage regIstratIon Journal
Bound correspondence I Change of name forms

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



Flow charil'o~~Cliange ofName -

Receive I acknowledge correspondence
from the mward department

Do pnmary scrutmy (CONMOl) of
enclosures to the correspondence

'/

Despatch envelopes to the
department of post

Do outward entry m the
svstem

Page 3

IntImate mvestor about the
required documents

Incomplete detaIls

-,
: Frank envelopes I
I I

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

SectIOn A7

1

Complete detaIls

Make changes lD the system as
per the edit checklist

Venfy edit checklIst agamst
change of name form I
correspondence Wnte

corrections and objection codes
lD the edit checklist

Venfy the signatures of all •
holders .

Signature tallies SIgnature mismatch 1
FIll change of name form Prepare objection letter and

(CONM02) and attach WrIte m oblectlon re21ster
~orrespondence and certificates to 1

! Envelope the objection letters. -
Do data entry (CONM03)

11. - Seal envelopes
Generate edit checklist

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

Registrars AssociatIOn of India Change of Name
Manual on benchmark procedures for RegIstrars and Transfer Agents

Price Waterhouse
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RegIstrars AssOciatIOn of India Change of Name
Manual on benchmark procedures for Registrars and Transfer Agents

1
Paste endorsement

stickers

1
Separate change of name forms I
correspondence and certificates

11Change of name fonus CertIficates 1
/ Correspondence

Bmd the change of name forms I Collate certIficates and
correspondence, Label the books, covermg letters

Mamtam a library for easy
accessIblhty and retneval of change cbof name forms I correspondence

PrlOt Postage registration Journal (PRJ), PrlOt endorsement
stickers, PrlOt coverlOg letters foho number-wise

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I Prlce Waterhouse

~
~

Generate new fohos

1
Generate the change of name number

1
Wnte change of name number on the

chan2e of name form

1
PrlOt change of name register

I
Send change of name register to the

Board Of Directors (BOD) for approval

!
On receipt of approval, Update

database

1

SectIOn A7 Page 4
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Seal envelopes

Envelope the certificates and
covenn2 ktters

Page 5

!
Capture the signatures of

the new fohos m the system

SectIOn A7

1After 3 days from the despatch of certificates

Prmt and despatch card to
the buyer confirmmg
change of name and

despatch of certificates

Despatch envelopes to the
dGpartment of post along

With a second copy of PRJ

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

I Frank envelopes USIng the 1
, I
1 ~I.!-! I

1

InItial the endorsement and
ensure the correct covermg

letter has been attached
appropriately

!
Do outward entry III the

system

1
Receive the PRJ With the

date of acceptance stamped
by the postal authontles

"

PrIce Waterhouse
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References for Change of Narne

Registrars .\ssoclatlOD ofIndla Change of Name
Manual on benchmark procedures for RegIstrars and Transfer Agents

CONMOI Primary scrutmy
Ensure the presence and valIdIty ofanyone of the followmg
1 SIgnature of the holder IS certIfied by guardIan as per the records or by a bank

manager
2 School leavIng certIficates In case of mInor
3 Marnage certIficate m case ofchange of name due to mamage
4 Gazette
5 CertIficate of mcorporatIOn/memorandum and artIcles of assocIatIOn In case of

company
6 Trust deed / PartnershIp agreements

CONM02 Chanee of name form
Inward number
Lodgement date
Company nmne
FolIo number
New name
One of the followmg documents eXIsts (YIN)

1 Schoolleavmg certIficates m case of mInor
2 Mamage certIficate m case ofchange of name due to mamage
3 Ga7ette
4 CertIficate of IncorporatIOn/memorandum and artIcles of assocIatIon In case of

company
5 Trust deed / PartnershIp agreements

(
0\>Page 6SectIOn A7Price Waterhouse

CONM03 Data entry
Inward number
New name ofthe mvestor

I
I
I
I
I
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RecommendatIOns

Benchmark Service Standards

Process Overview

Steps that can be ehmmated

Page I q1SectIOn A8Price Waterhouse

For detailed procedure refer flow chart

Activity DescnptIon

CONSOLIDATION OF CERTIFICATES

ConsolIdatIon ofcertificates IS the process ofcombmmg number ofcertificates mto one
certificate ConsolIdatIon ofcertificates reqUires the holders to send a request along With
all share certlficate(s) of that foho

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

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

As a standalone actiVity thIS can be processed m 8 days However, It was observed that
volumes bemg not very high, thiS activity gets processed along With a few other actIvItIes
We therefore suggest that the activity should be completed m 16 days for all normal
volumes and withm 30 days for peak volumes

• Receive correspondence from the Inward department
• Do pnmary scrutmy ofenclosures
• Segregate mto clear and objection cases
• FIll consolIdatIon from
• Do data entry
• Generate the consohdatIon number
• Pnnt the consohdatIon register
• Send consohdatlOn register for board approval
• On receipt ofapproval update the database
• Prmt Bulk postage registration Journal , new certIficates and covenng letters
• Affix stamps on the new certificates
• Affix company seal and InItial the certIficates
• Collate the certificates and covenng letters
• Envelope the certificates and covenng letters
• Seal, frank and despatch the envelopes
• Pnnt and despatch card to mvestor as advance mtlmatlon
• Intimate stock exchange (s) of the new certIficate numbers

• Board ofdirectors (BOD) approval can be ellmmated

• FIll a standardised consohdatlOn form to make the process easier
• A Card should be sent to the mvestor mformmg despatch of certificates

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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ConsolIdation regIster
Acknowledged Postage regIstration Journal
Bound correspondence / ConsolIdatIOn forms

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

Input documents

Correspondence
CertIficates

Output documents

ConsolIdatIon form
Objection letter
ObjectIon regIster
ConsolIdatIon regIster
CertIficates
Covenng letter
Postage regIstratIOn Journal
Post card

Registers to be mamtamed

Price Waterhouse Section A8 Page 2



Flow chart ,for Consolidation of Certificates

Receive I acknowledge correspondence
from the mward department

Registrars AssociatIOn of India ConsolidatIOn of certificates
Manual on benchmark procedures for Registrars and Tran~ferAgents

Seal envelopes

Prepare objection letter and
WrIte m obJection re21ster

1
Envelope the obJectioll

letters

Page 3

Despatch envelopes to the
dep 11 tment of post

ObjectIOn 1

, Do outward entry m the
system

r-------- --------1
I Frank envelopes I
I I1 J

Section AS

1

~
Prmt consOhdttiOn re21ster

Send consohdatlon register to the
Board Of Directors (BOD) for

approval

Fin consohdatlOn form (CONSL02)
and attach correspondence and

certificates to the form

1
On receIpt of approval update

database

1Clear cases

!
Do data entry (CONSL03) ,
Consolidate the certificates

1
!

Write consohdatlOn number on the
consohdatlon form

!
. Do primary scrutmy of enclosures to

the correspondence (CONSLOl)

1

Generate the consohdatlon number

Pnnt Postage registratIon Journal
(PRJ), Prmt new certdicate(s), (use a '
prefix 'c' to Identify the certificate as

a consohdated certIficate) Prmt
covenng letters foho number-Wise

Pnce Waterhouse
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Registrars AssocIatIOn of India ConsolIdatIOn of certificates
Manual on benchmark procedures for Registrars and Transfer Agents

I 1
Separate certificates

Affix adequate stamps on the new from consolIdation
certificates forms and

1 correspondence
Affix the company seal and mltlals 1

~ Consohdatt n forms I Certtf catesCollate certificates and covermg corresponde ~ce

letters
Bmd the Deface I Cancel1 consolIdation the certificates

Envelope the certificates and forms I Send them to
coverme letters correspondence, the company I

1 Label the books, retam with

I Seal envelopes I
Mamtam a lIbrary RTA

for easy

----------1----_______. acceSSibilIty and
retrieval of

: Frank envelopes usmg the PRJ I consolIdation
I I

forms IL---------1------------' correspondence.
Despatch envelopes to the

Do outward entry m the system

Page 4Section AS

!

1After 3 days from the despatch ofcertIficates

Print and despatch card to the
buyer confirming consolidation

and despatch of certIficates

!

department of post along With a
second copy of PRJ

Receive the PRJ With the date of
acceptance stamped by the postal

authontles

Intimate the stock exchange of the
new certificate numbers

Price Waterhouse
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~... '" .... ' t "'N·

~ Refer¢nces for Gonsolidation of Certificates

CONSLOI Primary Scrutmy
Use an 'Enqmry' module to epsurc that
I all certIficates belong to a common follo
2 there IS no stop transfer agamst any of the certIficates
3 all the certIficates receIved are addmg up to the mInImUm marketable-lot

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

CONSL02 ConsolidatIon form
Inward number
Lodgement date
Company name
Follo number
CertIficate numbers to be consolldated
DIstmctIve numbers
New certIficate number (thIS IS filled later)

CONSLQ3 Data entry
Inward number
Follo number
CertIficate numbers to be consolIdated

Price Waterhouse SectIOn AS Page 5
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Recommendations

Benchmark Service Standards

Process Overview

Output documents

Page 1SectIOn A9Price Waterhouse

Registers to be mamtamed

For detatled procedure refer flow chart

• ReceIve correspondence from the mward department
• Do scrutmy of enclosures
• Segregate mto clear and objectIon cases
• Venfy sIgnatures
• Scan new SIgnatures
• Pnnt and despatch card to the Investor confirmmg change of SIgnature

Input documents

• ScannIng of signature should be compulsory In order to make thiS step system dnven

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

It was ob<;erved that volumes beIng low, thIS activity IS generally not processed as a
separate stream A benchmark standard of 3 days IS recommended

Currently the average tIme taken to complete this actIVIty ranges between 2 to 3 days

Whenever the sIgnature of a shareholaer changes due to any reason and such change IS
intImated to the company through a letter along wIth the bank attested signature and share
cerhficate(s), then such changes are mcorporated In the records of the company

Activity DescriptIOn

CHANGE OF SIGNATURE

Correspondence
Affidavlt/Medlcal CertIficate from a CIVIl Surgeon/Mamage Certlficate/Mmor to Major
changes WIth a copy of birth certificate/fresh POA
SIgnature and attestatIOn from the banker
ResolutIon copy m case of corporate entIty

ObjectIon letter
ObjectIOn regIster
Post card

Bound correspondence

I
I
I
I
I
I
I
I
I
I
I
I
I
I
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I
I
I
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Flow chart for Change of Signature

Registrars AssocIatIOn of IndIa Change of Signature
Manual on benchmark procedures for Registrars and Transfer Agents

ReceIve I acknowledge correspondence
from the mward department

1
Do pnmary scrutmy (COS/GOl) of
enclosures to the correspondence

1

Page 2

Seal envelopes

Despatch envelopes to the
department of post

SIgnature mls atcb

Intimate Investor about the
required documents

Prepare objection letter and
write In oblection re21ster

Envelope the objection letters

Incomplete detaIls I

1
Do outward entry In the system

r---------- ----------,
I Frank envelopes I:-----------r --------_:

Section A9

-.
Scan new signatures

Do outward entry In the
system

SIgnature talhes

Complete details

Venfy the signatures of all the •
other holders

1
Bmd the change of signature
correspondence, Label the

book, MamtaIn a library for
easy accessibility and
retneval of change of

signature correspondence

1
PrInt and despatch card to

the buyer confirmmg change
of signature

! .

Price Waterhouse
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References for Change ofSignature

COS/GOl Primary scrutmy
Ensure the presence and valIdIty of
1 AffidavIt
2 SIgnature and attestatIOn from the banker
3 ResolutIon copy for change ofsIgnature ofa corporate entIty

Page 3SectIOn A9Price Waterhouse
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Benchmark Service Standards

Process OvervIew

For detaIled procedure refer flow chart

DeletIOn

Page 1SectIOn AIO

Registrars AssocIatIOn of IndIa
Manual on benchmark procedures for RegIstrars and Transfer Agents

DELETION OF NAME

Przce Waterhouse

ActivIty DescrIptIOn

Deletion IS the process of deletmg the name of the deceased holder from the records of
company and transfemng the share certlficate(s) m the name of the survlvmgJomt
holders Deletion ofname of any of the deceased holder reqmres the survIvmg holders to
send a request wIth a duly executed death certIficate and share certlficate(s)

Currently the average tIme taken to complete thIS aCtIVIty ranges between 15 to 30 days

• ReceIve correspondence from the mward department
• FIll deletIon from
• Do pnmary scrutmy
• Do data entry
• Generate edIt checklIst and error lIst
• Segregate mto complete and mcomplete cases
• Venfy and wnte correctIons / error codes on the edIt checklIst
• Venfy SIgnatures
• Make changes mto the system
• Segregate mto clear and objectIon cases
• Do foho search
• Generate and regIster the deletIon number
• Pnnt the deletIon regIster
• Send deletIon regIster for board approval
• On receIpt of approval update the database
• Pnnt Bulk postage regIstratIon Journal, endorsement stIckers and covenng letters
• Paste the endorsement stIckers
• Separate deletIOn forms / correspondence from the certIficates
• Collate the certIficates and covenng letters
• ImtIal the endorsement
• Envelope the certIficates and covenng letters
• Seal, frank and despatch the envelopes
• Pnnt and despatch card to mvestor as advance mtImatIon

• Board ofdIrectors (BOD) approval can be elImmated

Steps that can be elImmated

It was observed that volumes bemg low, the actIvIty IS not processed as a separate stream
A benchmark servIce standard of 6 days IS recommended

I
I
I
I
I
I
I
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• FIll a standardIsed deletIOn form to make the process eaSIer
• In case of Incomplete documents receIved from the mvestor retaIn the certIficates

whIle mtimatmg to the mvestor about the reqUIred documents to process the case
However, RTA and the company should acknowledge the nsk Involved and should
take proper control measures to contam any losses

• A Card should be sent to the mvestor mformmg despatch ofcertIficates

RecommendatIOns

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

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

Input documents

Correspondence
CertIficates
Death certIficate

Output documents

Deletion form
EdIt lIst
Error lIst
Objection letter
Objection regIster
DeletIOn regIster
Endorsement sticker
Covenng letter
Postage regIstratIon Journal
Post card

Registers to be mamtamed

Deletion regIster
Acknowledged Postage registratIonjoumal
Bound correspondence I Deletion fonus

Price Waterhouse SectIOn AIO

DeletIOn

Page 2
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DeletIOn

Page 3

Incomplete documentsl _

IntImate
mvestor about
the required
documents

ObjectIon cases 1
Prmt objectIOn letter and objectIOn

re21ster

1o

SectIOn AIO

1

1

Do data entry (DEL03)

Flo~chart for Deletion

Generate edit checklist and error list

Receive I acknowledge correspondence from
the mward department

1
Fdl deletIOn form (DELOI) and attach

correspondence and certIficates to the form

1
Do pnmary scrutmy (DEL02) and mark
objectIon on the deletIon form (If any)

1

Make changes m the system as per the edit
checkhst

1Clear cases

1Complete documents

1
Venfy the signatures of the survlvmg holders

1

1

Wnte the objectIOn code on the edit checklist for
the signature mismatch cases

Venfy edit checklist agamst deletIon form I
correspondence Wnte correctIOns and objectIon

codes m the edIt checklist

Do Foho search, Generate new
fohos wherever necessary, ASSign
eXlstmg fohos wherever possible

Pnce Waterhouse
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. 1 · Do outwar}entry ID the system
On receipt of approval Update database'1 0' '

Prmt Postage registration Journal (PRJ), PrlOt endorsement stickers,
PrlOt covermg letters foho number-wise

DeletIOn forms / CertIficates I
Correspondence

Collate certificates and covermg
Bmd the deletIOn forms /

correspondence, Label the books,
letters

Mamtam a lIbrary for easy

ebacceSSibility and retrieval of
deletIOn forms / correspondence

Deletion

Page 4

Seal envelopes

Envelope the objectIOn letters

--------- ------------,
: Frank envelopes I

c--------
r
-------------:

Despatch envelopes to the
department of post

SectIOn AIO

1
Paste endorsement

stickers

1
Separate deletion forms /

correspondence and
certificates

~

Prmt deletIOn register
1

1
Send delehon register to the Board Of

Dlrectoro; (BOD) for approval

Wnte deletIOn number on the deletion
form

o
!

Generate the deletIOn number and
re21ster death m the system (DEL04)- 1

"

Registrars AssociatIOn ofIndl3
Manual on benchmark procedures for Registrars and Transfer Agents
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Capture the signatures of
the new fohos In the system

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

!

DeletIOn

Page 5

/

..

SectIon AIO

Despatch envelopes to tbe
department of post along

wltb a second copy of PRJ

Seal envelopes

Imtlal the endorsement and
ensure tbe correct covenng

letter has been attacbed
appropnately

Envelope the certificates and
coverm2 letters

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

I Frank envelopes usmg tbe I
I I
l ~~! ~

1

1
Do outward entry 10 tbe

system

1After 3 days from the despatch ofcertlficates

Prmt and despatch card to
the buyer confirmmg

deletIOn and despatch of
certificates

Receive the PRJ with the
date of acceptance stamped

by the postal authontles

Pnce Waterhouse

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



DEL04 Re21ster death In the system
RegIster the death certIficate m the system, generate a regIstratIon number and mtImate
the number to the Jomt SUrvIVIng holders for future references ThIs enables retneval (and
valIdatIOn) of death certIficate detaIls for same mvestor holdmg Investment In dIfferent
companIes handled by the R&T

DEL02 Primary scrutmy
Ensure the presence and valIdIty ofdeath certIficate

Regilitrars AssociatIOn ofIndla
Manual on benchmark procedures for Registrars and Transfer Agents

DEL03 Data entry
Inward number
Name of the deceased holder
Name ofthe survlvmgJomt holder
Address of the new first survIvmg holder
CertIficate number
DistInctIve number
Death certl ficate eXIsts (YIN)
Death certIficate valId (YIN)

DeletIOn

Page 6SectIOn AIO

, ,
M References for Deletion,I,

Price Waterhouse

DEL01 Deletion form
Inward number
Lodgement date
Company name
FolIo number
Name of the deceased holder
Name of the survIvmgJomt holder
Certificate number
Dlstmcflve number
Number of shares
Number ofcertIficates
Death certificate eXIsts (YIN)

I
I
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ActiVIty DescrIption

Currently the average time taken to complete thIS actIVIty ranges between 2 to 4 months

ISSUE OF DUPLICATE CERTIFICATE

In case of
MutIlatIon

Page 1

5 days

7 days

3 days

5 days

After 3 days
from the
despatch of
certIficates
20 days
(excludmg
Inward)

In case of
Loss

7 days

18 days

3 days

5 days

7 days

40 days
(excludmg
Inward)

After 3 days
from the
despatch of
certIficates

]

J

SectIOn AllPrice Waterhouse

The nght to obtam duplIcate certIficate for ongmal WhICh has been lost or become
mutIlated IS conferred by Sec 84(4) and same IS Issued m accordance WIth rule 4(3) of the
CompanIes ( Issue ofshare certIficate) rules, 1960

When the share holder reports loss along WIth the mdemmty bond and affidavIt askmg for
the Issue ofduplIcate certIficates a duplIcate certlficate(s) IS Issued to the owner m heu of
lost or mutilated certificate(s)

Registrars AssocIation of IndIa Issue of DuplIcate Certificate
Manual on benchmark procedures for Registrars and Transfer Agents

Process Overview and Service Standard
• ReceIve correspondence from the mward

department
• Put cautIon mark agamst the certIficat' on number
• Do scrutmy ofenclosures
• FIn Issue ofduplIcate certIficate from
• Venfy SIgnatures
• IntImate the company
• Release advertIsement m the newspaper

• Walt for the stIpulated tIme

• Do data entry
• Generate new certIficate number
• Generate the Issue ofduplIcate certIficate number
• Pnnt the issue ofduplIcate certIficate regIster

• Send Issue ofduphcate certIficate regIster for board
approval

• On receIpt of approval update the database
• Pnnt Bulk postage regIstratIOn Journal, new

certIficates and covenng letters
• Affix stamps on the new certIficates
• Put the company seal and InItIal
• Collate the certificates and covenng letters
• Envelope the certIficates and covenng letters
• Seal, frank and despatch the envelopes
• Pnnt and despatch card to mvestor as advance

mtImatIOn

I
I
I
I
I
I
I
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I
I
I
I
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RecommendatIOns

Output documents

For detailed procedure refer flow chart

Page 2SectIOn AllPrIce Waterhouse

Correspondence
Attested copy ofFIR I court order I pohce complamt
Indemmty bond
AffidavIt
AdvertIsement money or photocopy of advertIsement publIshed m the newspaper, If any
Request from mevocable POA holder, If any
In case of mtermedIate holder

Proofof purchase (Broker's contract)
Copy ofFIR
NOL from seller

Registers to be mamtamed

DuplIcate Conn
ObjectIon letter
Objection regIster
DuplIcate Issue regIster
DuplIcate certIficates
Covenng letter
Postage regIstratIOn Journal
Post card

• Weekly release ofadvertisement
• Stipulated walt penod should not exceed 15 days
• A Card should be sent to the mvestor mformmg despatch ofcertIficates

• AdvertIsement and coolIng penods may be replaced by 2 sureties of sUitable value

Steps that can be ehmmated

Registrars AssocaatlOn of India Issue of Duplicate Certificate
Manual on benchmark procedures for Registrars and Transfer Agents

Input documents

DuplIcate Issue register
Acknowledged Postage regIstratIon Journal
Bound COITf'spondence / DuplIcate Issue forms

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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Flow chart for Issue ofDuplicate Certificate - In case ofLoss

Put a cautlon mark agamst the
cerl1ficate numbers

!

Receive I acknowledge correspondence
I from the Inward department

Page 3

Despatch envelopes to the
department of post

Do outward entry m the system

r I
I Frank envelopes I
~ J

SectIOn All

Do data entry (DUP03)

1
Do primary scrutmy (DUPOI) of
enclosures to the correspondence

1
Complete documents Incomplete documentsl

FIll Issue of duohcate form Intimate mvestor about the
(DUP02) and attach reqUIred documents I procedure

correspondence to the form

Venfy the signatures of all
holders

1
Generate new certIficate

number (speclfymg m heu of the
ongmal certificate numbers

xyz)

dJ

Clear cases ObjectIOn cases !
I INotify the stock exchanges Prepare objection letter and wnte

m oblectIon re21ster

IEnsure prmtmg of
advertisement m the newspaper I Envelope the objection letters I

1 1
Walt for the stipulated time I Seal envelopes I

1 - _________J____________

RegIstrars ASSOcIatIon of IndIa Issue of DuplIcate Certificate
Manual on benchmark procedures for Registrars and Transfer Agents

Pnce Waterhouse
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Registrars AssociatIOn of India Issue of DuplIcate Certificate
Manua! on benchmark procedures for Registrars and Transfer Agents

1
1 1

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

!

/\
"l \ ~.

1

Page 4

Bmd duplicate
forms I

correspondence,
Label the books,

Mamtam a
library for easy
accesslbllltv and
retrIeval of Issue

of duplicate
forms I

correspondence

Section All

Generate Issue of duplIcate number

1

1
WrIte Issue of duplIcate number on the

correspondence

Prmt Issue of duplicate certificates
retHster

Prmt Postage registration Journal (PRJ), Prmt new
cerhficate(s), PrInt covermg letters folio number

wise

On receipt of approval Update
database

i
1

Put the company seal and
mitIal

Affix adequate stamps on the
new certificates

Collate certificates and
coverm ~ letters

Envelope the certificates and
coverm2 letten

1

Price Waterhouse
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RegIstrars AssocIation of IndIa Issue of DuplIcate CertIficate
Manual on benchmark procedures for Registrars and Transfer Agents

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I Price Waterhouse

Seal envelopes

r----------L-----------,
I Frank envelopes USlOg the PRJ I
I I

L----------f-----------~

Despatch envelopes to the
department of post along with a

second copy of PRJ

1
ReceIve the PRJ with the date of

acceptance stamped by the postal
authorities

. Do outward entry m the system .

IAfter 3 days from the despatcl> ofcertIficates
v

Prmt and despatch card to the
buyer confirmmg Issue of
duplicate and despatch of

certificates

SectIOn All Page 5



Verify the signatures of all holders

1

!

Do primary scrutmy (DUP04) of the
mutilated certificate

~

\

I

Page 6

Seal envelopes

Do outward entry m the system
1

Despatch envelopes to the
department of post

ObjectIon cases 1

J

Prepare objection letter and write
m oblectlon register

r---------J-----------f
I Frank envelopes I

~---------I-----------J

I

I Envelope the objection letters I
1

SectIOn All

1

Fill Issue of duphcate form (DUP02)
and attach correspondence and

certificates to the form

1

Receive I acknowledge correspondence
from the mward department

Flow chart for Issue ofDuplicate Certificate - In case of
.,-' 'J • < Mutilation

Do data entry (DUP03)

1
Generate new certificate

number (speclfymg m heu of the
ongmal certificate numbers

xyz)

dJ

Notify the stock exchanges
l Clear cases

Registrars Association ofIndla Issue of Duplicate CertIficate
Manual on benchmark procedures for Registrars and Transfer Agents

Przce Waterhouse

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



Registrars AssociatIOn of India Issue of DuplIcate CertIficate
Manual on benchmark procedures for Registrars and Transfer Agents

Page 7

and file
uhlated
ficates

1

SectIOn All

-, 1regIstration Journal
Bmd duphcate Deface

certIficate(s), Prmt
forms I them

s folIo number-Wise
correspondence, certl
Label the books,

ny seal and Mamtam a
al library for easy

accessibilIty and
retneval of Issue

stamps on the ofduphcate
Ificates forms I

correspondence
I

Put the compa
mltl

Print Issue of duphcate certificates
re21ster

Collate certIficates and
coverm letters

Envelope the certificates and
coverlD£ letters

Write Issue of duphcate number on the
correspondence

1

Generate Issue of duphcate number

1

Affix adequate
new cert

Prmt Postage
(PRJ), Prmt new

covermg letter

1
1 1

Send Issue of duphcate certificates Inform stock exchanges about
register to the Board Of Directors the detaIls of new certificate
(BOD) for approval Issued

~
'On receipt of approval update"

database

i

Price Waterhouse
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Registrars Association of India Issue of Duplicate eel tlficate
Manual on benchmark procedures for Registrars and Transfer Agents

I
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I
I
I
I
I
I
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Price Waterhouse

Seal envelopes

r----------1-----------1
I Frank envelopes usmg the PRJ I
I I

L----------r-----------~

Despatch envelopes to the
department of post along with a

second copy of PRJ

1
Receive the PRJ with the date of

acceptance stamped by the postal
authorities

1
• Do outward entry m the system

IAfter 3 days from the despatch of certIficates

Prmt and despatch card to the
buyer confirmmg Issue of
duplicate and despatch of

certIficates

SectIOn All Page 8



Registrars AssociatIOn of India Issue of Duphcdte Certificate
Manual on benchmark pi ocedures for Registrars and Transfer Agents

DUPO] Primary scrutmy of enclosures
Ensure the presence and valIdity of
1 Attested copy ofFIR / court order / polIce complamt
2 Indemmty bond
3 AffidaVIt
4 Advertisement money or photocopy of advelilsement publIshed In the newspaper, If

any

Dupa4 PrImary scrutmy of certificate
Ensure that the certificate sent IS not fake or forged

References for Issue of Duplicate Certificate

Page 9SectIOn AllPnce Waterhouse

DUpa] Issue of duplIcate form
Inward number
Lodgement date
Company name
FolIo number
Certificate numbers to be duplIcated
DistInctive numbers
New certificate number (thiS IS filJed later)

DUpa] Data entry
Inward number
Certificate numbers to be duphcated

I
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Benchmark Service Standards

Process Overview

Input documents

Correspondence

Page 1SectIOn AU

A benchmark standard of3 days for normal volumes and 7 days for peak volumes IS
recommended

For detailed procedure ofreglstenng mandate refer flow chart

BANKMANDATE

Activity DescriptIOn

Mandate IS a document whereby the share holder authonses 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 IS mentIoned on the Instrument but the

Instrument Will be dispatched to the Investors address
• The Investors bank name and account number IS mentIoned on the Instrument and the

Instrument wIll be dispatched to the Investors bank dIrectly
• The mvestors bank account gets credIted through an ElectrOnIC Cleanng FaCIlIty (ECS)

• ReceIve correspondence from the mward department
• Segregate by the type ofmandate
• Venfy SIgnature
• Do data entry
• Generate edIt checkbst
• Venfy and wnte corrections on the edit checklIst
• Make changes mto the system
• Prmt mandate register
• Pnnt and despatch card to Investor confirmmg regIstratIOn ofmandate

Steps that can be ehmmated

Currently the average tIme taken to complete thIS actIVIty ranges between 5 to 7 days

RegIstrars AssocIation of India Bank Mandate
Manual on benchmark procedures for Registrars and Transfer Agents

• No step can be elImmated

Output documents

Registers to be mamtamed
Mandate Register

Edit checklIst
Post card
Mandate RegIster

Price Waterhouse
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Registrars AssociatIOn of India Bank Mandate
Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for.~BankMandate

1

Page 2

1
Do outward entry III the system

..,
: Frank envelopes I

~-----------[---------_:

Despatch envelopes to the
department of post

SectIOn A12

1Signature tallies
-

Signature mismatch1
try (MAN02) . Prepare objectIon letter and wnte

! In objectIon register
-. Idlt checklist

!
Envelope the objectIOn letters

eckllst agamst 1ondence
Seal envelopes

! ___________1__________-

Verafy edit ch
corresp

Do data en

Prmt Mandate register

l

!

Receive / acknowledge correspondence
from the mward department

!
Venfy the signatures

J

Segregate cases mto mandate I and
mandate II (MANOI)

Generate e

!
Do outward entry In the system

Prlllt and despatch card to mvestor
confirmmg registration of mandate m

the system

Make changes m the system as per the
edit checklist

'.

"

Price Waterhouse
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Registrars AssociatIon of India Bank Mandate
Manual on benchmark procedures for Registrars and Transfer Agents

MANOl Mandate I and Mandate II
In Mandate I, the mvestors bank name and account number IS mentIOned on the warrants
but the mstrument wIll be dIspatched to the mvestors address
In Mandate II, the mvestors bank name and account number IS mentIOned on the
warrants and the mstrument wIll be dIspatched to the mvestors bank dIrectly
In Mandate III, a floppy dIskette contammg necessary data on the formats prescnbed IS
sent to the controllIng bank and through It, to the Reserve Bank ofIndla

" References for Bank Mandate~

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

MAN02 Data entry
In Mandate 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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Recommendations

Process Overview

Benchmark SerVIce Standards

Page 1Section A13

For detaIled procedure of reglstenng mandate refer flow chart

Registrars AssociatIOn of India Power of attorney
Manual on benchmark procedures for Registrars and Transfer Agents

Activity DescnptlOn

Power of attorney (POA) IS 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 IS regIstered by the R&T and thereafter
empowenng the authonsed person to execute the transactIOns on behalfof the owner

POAcan be
General
SpeCIfic, and
Revocable or
Irrevocable

Currently the average tIme taken to complete thIS actlvlty ranges between 3 to 6 days

POWER OF ATTORNEY (PO1\.) (registration)

Pnce Waterhouse

• Receive correspondence from the mward department
• Do pnmary scrutmy ofenclosures
• Venfy Signature
• Segregate clear and objectIon cases
• Segregate general and speCific POA
• Register the POA
• Capture the SIgnature
• Pnnt and despatch card to commumcatmg the regIstratIon number to the mvestor

CompletIon of regIstratIOn POA by RTA should be completed withm 4 days

Correspondence
POA document

• No steps 10 thIS actiVIty can be ehmmated

Input documents

• POA regIstratIOn should be done on the system to make the process easIer

Steps that can be ehmmated

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

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

Output documents

ObjectIon letter
ObjectIon regIster
POA regIster

Registers to be mamtamed

POA regIster

Price Waterhouse Section A13 Page 2



FIQw chart for POA~

RegIstrars AssociatIOn of India Power of attorney
Manual on benchmark procedures for Registral s and Transfer Agents

Page 3

1
Despatch envelopes to the

department of post

1
t Do outward entry m the system

r -,

I Frank envelopes I
I IL _

Section At3

ReceIve I acknowledge correspondence
from the mward depal fment

1
Do pramary scrutmy (POAOl) of the

enclosures

1
" Verafy the signatures of all holders

1

!

Do outward entry m the system
1

Prant and despatch card
commuDicatmg the registration

number to the mvestor

11Signature talhes Signature mIsmatch 1
Segregate POA mto general or Prepare objection letter and

specific wrate m objection register

1 1
I IRegister the POA (POA02) I Envelope the objection lettersl

1 1
I Prmt POA Register I I Seal envelopes I_________1__________

.
Capture the signature ofthe POA·

along wIth the regIstration
number (POA03)

1

Price Waterhouse
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RegIstrars ASSOcIatIOn of India Power of attorney
Manual on benchmark procedures for RegIstrars and Transfer Agents

POAOI Primary scrutmy
Ensure the PDA documents are duly attested by a notary and that the PDA contams
specIfic power to deal m shares/securItIes

References for POA

POA02 ReelstratlOn number
TIllS regIstratIOn number should dIstmgUish between general and specIfic PDA

Page 4SectIOn A13Price Waterhouse

POA03 Capture POA slenature
In case of specIfic POA, whIle scannmg the sIgnature, scan the POA detal1s also
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RecommendatIOns

Process Overview

Benchmark Service Standards

• Board of directors (BOD) approval can be elImmated

Page 1SectIOn A14Price Waterhouse

RegIstrars AssocIatIon of IndIa Sphttmg of certIficates
Manual on benchmark procedures for RegIstrars and Transfer Agents

SPLITTING OF CERTIFICATES

Activity DescnptIOn

A splIt certIficate means a separate certIficate claImed by a shareholder for a portIon of
hIS 110ldmg A shareholder has a nght to multIply hIS certIficates m respect of the total
number of shares held by hIm

For detaIled procedure refer flow chart

Currently the average tIme taken to complete thIS actIvIty ranges between 15 to 30 days

• ReceIve correspondence from the Inward department
• Do scrutIny of enclosures
• Segregate Into clear and objectIon cases
• FIll splIt from
• Do data entry
• Generate the splIt number
• Pnnt the splIt regIster
• Send splIt regIster for board approval
• On receIpt ofapproval update the database
• Prmt Bulk postage registrahon Journal , new certIficates and covenng letters
• Affix stamps on the new certificates
• Put the company seal and InItial
• Collate the certificates and covenng letters
• Envelope the certificates and covenng letters
• Seal, frank and despatch the envelopes
• Pnnt and despatch card to mvestor as advance mtImatIOn

As a standalone actIVIty thiS can be processed In 8 days However, It was observed that
volumes bemg not very hIgh, thIS actIvity gets processed along wIth a few other actIvItIes
We therefore suggest that the actIvity should be completed m 16 days for all normal
volumes and wlthm 30 days for peak volumes

Steps that can be ehmmated

• FIll a standardIsed splIt fonn to make the process easier
• A Card should be sent to the Investor mfonnmg despatch of certificates
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Registrars Association of IndIa Sphttmg of certificates
Manual on benchmark procedures for RegIstrars and Transfer Agents

I
I
I
I
I
I
I
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I
I
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I
I
I
I
I
I
I
I

Input documents

Correspondence
CertIficates

Output documents

SplIt fonn
ObjectIOn letter
ObjectIOn regIster
Spht regIster
CertIficates
Covenng letter
Postage regIstratIon journal
Post card

Registers to be mamtamed

Spht regIster
Acknowledged Postage regIstratIon journal
Bound correspondence / Spht fonns

Price Waterhouse SectIOn A14 Page 2



Registrars AssociatIOn of IndIa Spllttmg ofcertificates
Manual on benchmark procedures for Registrars and Transfer Agents

Page 3

Separate certificates
from spht forms and

correspondence

1

Despatch envelopes to the
department of post

Do outward entry m the system

...,
: Frank envelopes I
I I

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

SectIon A14

Prmt split register

1

Receive I acknowledge correspondence
from the lDward department

Flow chart for Splitting of Certificates

1
Do pnmary scrutmy of enclosures to

the correspondence (SPLOI)

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

Write splIt number on the spilt form

Prmt Postage registratIOn journal (PRJ), .
Prmt new certlficate(s) (use a prefix'S' to

Identify the certificate as a spht certificate),
Prmt covermg letters foho number-Wise

1 _
On receipt of approval Update database

.
1

1Clear cases ObjectIOn 1
Fill spilt form (SPL02) and attach Prepare objection letter and wnte

correspondence and certificates to the III obJection re2:lster
form 1
! - Envelope the objection letters

Do data entry (SPL03) , Split the. certificates . 1-
1 - Seal envelopes

Generate the split number
,

" ___________J__________

,.

PrIce Waterhouse
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Registrars AssociatIOn ot IndIa Sphttmg of certificates
Manual on benchmark procedures for Registrars and Transfer Agents

:Frank envelopes usmg the PRJ:
I I

Do outward entry ID the
system

~ After 3 days from the despatch ofcertificates...--_....-----..

Page 4

-~:t:~,
: Deface& I

I retam the:
I
I certificates:
~- I

Spht onnl
corre pondenc

Bmd the spht
forms I

correspondence,
Label the books,

Mamtam a
hbrary for easy
accessiblhty and
retrieval of spht

forms I
correspondence

Section A14

Prmt and despatch card to the
buyer confirmmg split and

despatch of certificates

T
Affix adequate stamps on

the new certificates

1
Put the company seal and

IllItIals

Collate certificates and
coverIng letters

Envelope the certificates and
coverml! letters

Seal envelopes I
r---------- ----------

----------[----------
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

-

Price Waterhouse
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Reglstl ars Assoclatlon of IndIa Sphttmg of certificates
Manual on benchmark procedures for RegIstrars and Transfer Agents

References for Splitting of Certificates

SPLOI Primary Scrutmy
Use an 'EnqUiry' module to ensure that
I all certIficates receIved can be splIt mto marketable lots
2 there IS no stop transfer agamst any of the certIficates

Page 5SectIOn A14

SPL02 Split form
Inward number
Lodgement date
Company name
FolIo number
CertIficate numbers to be splIt
DIstmctIve numbers
New certIficate number (thIS IS filled later)

SPL03 Data entry
Inward number
FolIo number
CertIficate numbers to be spht

PrIce Waterhouse
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RecommendatIOns

Registers to be mamtamed

Activity DescrIption

Input documents

Page 1SectIOn A15Pnce Waterhouse

StatIOnary mamtenance IS a very cntical activIty and should be carned out wIth adequate
mternal controls To have optImum level of mternal controls, the segregatIOn ofduty for
thIS activIty should be clearly IdentIfied and defined takmg care that the utIlIsatIOn
regIsters are mamtamed by an mdependent department other than the EDP department
Controls should also be taken for safe storage and retneval of the statIOnary

Registrars AssociatIOn of India StatIOnary Control
Manual on benchmark procedures for Registrars and Trano;;fer Agents

STATIONARY CONTROL

• StatIOnary should be under lock and key of authonsed personnel
• Appropnate controls for Issue and consumptIon should be put m place mcludmg

segregatIon ofdutIes for receIpt of statIonery and Issue for consumptIOn
• ConsumptIOn must be properly scheduled

Output documents

StatIonary
DelIvery challan

Stock RegIster

Stock RegIster

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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Flow chart for Stationary Control

1

Affix "specimen stamp" on a sample of
certificates

DIscrepancy 1
:-Cla;.fYth~ -;;att~;~rth ~

I
I the respective chent I
I I
I company by fax or over I
I
I the telephone :

1

. 1
Update the stock quantity and details m

the receipt Side of the stock register ,

1

Receive the stationary from the press or
Issuer agamst the delIvery challan

Verify quantum of certificates agamst
delivery challan (to and from)

1

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

Send these specimen certificates to the
variOUS department heads

Update the details of these specimen '
certificates m the stock register

1

1

Keep the remammg stationary
under lock and key of authOrised

personnel

1No discrepancy

Issue certificates I warrants to user
on authOrised request

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

_______________ ~aJt)
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SectIOn A15

. Prepare and send status / requIsItion of,
statIOnary to the chent company

Page 3

-,

1

Physical venficatlon of stock either
weekly or fortmghtly

Inform the higher management
Immediately In case of loss or

discrepancy

1
Maintain / update the stock register

.-

r-----------_1 •
I Scrutinise and shred the wasted I
I I
I certificates In the presence of an I

: authorised person I------------1------------- 1

Price Waterhouse
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Undehvered mall

Process OvervIew

Recommendations

Output documents

Page 1SectIOn A16Price Waterhouse

• Mark the returned undehvered status m the system foho-number-wlse for eaSIer system
based query

• RTAs should have a system of regular reVIew and venficahon ofaB undehvered mall
and take appropnate actIons

• No steps m thIS actIVIty can be ehmmated

UNDELIVERED MAIL

When maIl IS returned undehvered a record of thIS IS made m the system

ActiVIty DeSCrIptIOn

• ReceIve the undehvered mall
• Mark returned undehvered status m the system
• Pnnt returned undehvered regIster
• Store the returned undehvered mall

For detaIled procedure refer flow chart

RegIstrars AssocIation of IndIa Undehvered Mall
Manual on benchmark procedures for Registrars and Transfer Agents

Steps tbat can be ellmmated

In addItion to the above we recommend that RTAs m consultatIOn wIth theIr chents
should establIsh norms for storage ofundehvered maIl on the followmg hnes

• Dlvldend/Refund warrants and orders until the expIry of6 months from the date of
first Issue and completIon of reconcIlIatIOn

• Certificates upto 6 months from the date ofreturn Fresh certIficates may be Issued
m lIeu ofold certIficates

Input documents

Registers to be mamtamed

Returned Undehvered regIster

Returned UndelIvered regIster

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



Flow chart for Maintenance ofUndelivered Mail

RegIstrars ASSOCiatIOn of India UndelIvered Mad
Manual on benchmark procedures for Registrars and Transfer Agents

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I Price Waterhouse

Receive tbe undelIvered mall

Mark "returned undelivered" status m
the system folIo-number-wise

I
Prmt "returned undelivered"

regIster

1
Prmt and despatch letter to the ·

IDvestor

1
Store the "returned undelIvered

mad" ID a specified cabmet

SectIOn A16 Page 2



A 'returned undelIvered mall' IS redespatched, and a record of thIS IS made In the system

Registrars Association of India Undelivered Mall
Manual on benchmark procedures for Regu.trars and Transfer Agents

Process Overview

Page 3SectIOn A16Price Waterhouse

Redespiltch\ of-undelivered mail

For detailed procedure refer flow chart

Activity Descnptlon

• ReceIve the request for redespatch of undelIvered maIl
• Redespatch the mall to Investor
• Remove "returned undelIvered" status In the system
• Pnnt returned undehvered regIster
• Physically venfy balance WIth the "returned undelIvered" regIster

RecommendatIons

Steps that can i'e ehmlDated

• No steps In thiS actIVIty can be elImmated

• Remove the returned undelIvered status In the system folIo-number-wlse

Input documents

Register to be mamtamed

Request

Returned UndelIvered regIster

Output documents

Returned Undehvered regiSter

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



Flow chart for Redespatch ofUndelivered Mall

RegIstrars AssocIatIOn of JndEa Undelivered M2Il
Manual on benchmark procedures for RegIstrars and Transfer Agents

I I Mismatches
Redespatch the mall to investor

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I Price Waterhouse

Receive the request fOl redespatch of
undelIvered mad

,

Venfy If the address and signature tally

1Matches

. 1 _
Remove "returned undelivered'"
'. status ID the Tlem folIo- .'

-
• PrlOt "returned undelivered"

relHster

1
Physically venfy balance with

the "returned undehvered"
register

SectlOD A16

Despatch letter to
IDvestor about

mismatch

Page 4
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Bl

I
N
I
T
I
A
L

p

U
B
L
I
C

o
F
F
E
R
I
N
G
S



Process OvervIew

Pre-Issue

Post-Issue

ActIVity DescrIptIOn

Page 1Sectlon BlPnce Waterhouse

• Execute MOD WIth the company
• Fmahse bank branches and mvestor service centres list
• Check applIcatIOn forms for required content
• Issue mstructIons to bankers

• Collect dally figures from collectmg branches of bankers and report to Issuer
• IntImate date ofclosure of Issue to collectmg banks and stock exchanges
• FmalIse post-Issue statIonary

Dunng Issue

The CompanIes Act' 56 and the SEBI gmdelInes regulate the IPOs

INITIAL PUBLIC OFFERING

ImtIal pubic offenng (IPO) IS the Issuance ofshares to the publIc for the first tIme, by a
new Company or an eXlstmg Pvt Company on ItS converSIOn to Public Ltd Company
The process results m creatmg for the first tlIne, the company's shareholders regIsters and
other relevant records on mvestors who applIed to the Issue These records are
subsequently used for provIdmg mvestor service and facIlItatmg transfer of ownershIp of
shares

RegIstrars ASSOCiatIOn of IndM Imtral PublIc Offermg
Manual on benchmark procedure\ for Registrars and Transfer Agents

• Receive applIcatIOns along With bank schedules and branch final certIficate
• Inward, scrutImse and do data entry
• Carry out edit valIdatIon and update the system
• Receive final bank certificates
• Tally the summary ofrespectJve bank schedules With the controlhng bank schedule
• Generate rejectIon hst, dlstnbutJon summary and reversal hst
• Obtam startmg certIficate number, dIstmctIve number range and foho numbers from

the Issuer
• Intimate the basIS ofallotment to the stock exchanges, SEBI and BOD and obtam their

approval
• Allot as per the basIS ofallotment
• Carry out a sample audit
• Generate new fohos, assign the certificate numbers and dIstmctIve numbers and pnnt

the allotment regIster
• IntImate the depOSitory and DP m case ofdematenahsatIon request
• Pnnt Bulk postage regIstratIon Journal (BPRJ), certIficates, allotment adVIce cum

allotment money due notice (If any), MIS reports and covenng letters
• Ensure that the company seal IS affixed and the certificates are signed
• Collate and despatch the envelopes

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



RecommendatIOns

Benchmark Service Standards

For detailed procedure refer flow chart

Input documents

Page 2SectIOn BlPrice Waterhouse

Output documents

Instructions from the Issuer
ApplIcatIOn forms
Bank schedules
Fmal bank certificates
Issue statIonary

• Scanmng of signature should be compulsory as agamst mamtammg SIgnatures on
cards

• A card should be sent to th~ mvestor mformmg despatch ofcertIficates ThiS may
mcrease the cost ofoperatIon which may be added m the MOU WIth the Issuer

• RAIN should persuade SEBI and banks to send the final bank certIficates by the end of
the 7'h day from the date of the closure of the Issue If this IS achIeved, the prevaIlmg
cycle can be brought down by another 7 days

• Scan applIcatIOn / sIgnatures m the system
• Do statIonary reconcIlIatIOn
• Arrange audIt pnor to IIstmg
• Inform Stock Exchanges for lIstmg of mstrument
• Pnnt and despatch card to mvestor as advance mtImatIon

Steps that can be ebmmated

Allotment process to be completed wlthm 25 days from closure of Issue
Issue of refund orders to be completed wIthm 30 days from the closure of Issue
Despatch ofcertIficates to be completed wlthm 40 days from the closure of Issue

Registrars AssociatIon of India ImtIal PublIc Offermg
Manual on benchmark procedures for Registrars and Transfer Agents

• No steps m thiS actIvIty can be elImmated

Inward regIster
EdIt checkltst
ReconcIlIatIOn statement
Summary of bank schedules
Bank branch-wIse controls ofcollectIons
RejectIon lIst
Reversal lIst
DlstnbutlOn summary
Allotment regIster and RegIster of Members
CertIficates
Bulk postage registratIon Journal
Refund orders and refund order regIster

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



RegIsters to be mamtamed

RegIstrars AssOcIatIOn of Indm ImtIal PublIc OfferIng
Manual on benchmark procedures for RegIstrars and Transfer A.gents

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 deposItmg reports
LIstIng reports
SEBI reports - 7 day and 78 day reports

RejectIon lIst
DIstnbutIon summary
Allotment regIster and RegIster ofMembers
Acknowledged Bulk postage registratJon Journal
Bound applIcatIon forms
Refund order regIster
AMDN regIster
Reversal lIst
Bound bank schedules
Brokerage statement
Bank branch-WIse controls of collectJons

Page 3SectIOn BlPnce Waterhouse
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Flow chart for Initial PublicOffering - Pre-issue

Registrars AssociatIOn of IndIa ImtIal PublIc Offermg
Manual on benchmark procedures for RegIstrars and Transfer Agents

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I Price Waterhouse

Execute MOD, prepare a detailed activity
chart outlmmg all actIvIties, mdlcatmg the
schedule for execution and responslblhty

1
Assist Issuer I lead manager(s) to IdentIfy
the collectmg banks and their branches

!
Approve the layout of the applIcation form,

pertammg to relevant mformatJon which
will be reqUIred for processmg

I
Prepare bank mstructlons and sent to all

collectmg branches of bankers to the Issue

SectIon Bl Page 4



Flow chart for Initial Public Offering ... During issue

Registrars AssocIatIOn of India ImtIaI Public Offermg
Manual on benchmark procedures for Registrars and Transfer Agents

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I PrIce Waterhouse

Collect daIly figm es as reported by
collectmg branches of bankers to the Issue

and report to Issuer

1
Intimate date of closure of Issue to collectmg

banks and stock exchanges

1
Fmahse post-Issue stationary

Section 81 Page 5



Flow chart for Initial Public Offering - Post-issue

Registrars A~soclatlonof India Imtlal Public Offermg
Manual on benchmark procedures for Registrars and Transfer Agents

Page 6

!
Generate reconcIlIatIOn statement

(IPr,J05)

1

1

SectIOn 81

Receive final bank certificates

Pnnt a summary of respective bank
schedules (IP006) and bank branch

wise cnntrols of collection

1

Do data entry (IP003)

Venfy edit checklIst agamst
applications I reconcIlIation statement

1
. Make changes lD the system as per the

edit checklIst

1

Receive applIcatIOn forms along with bank
schedules (IPOOI) and branch final

certificate from each branch of banks

1
Assign registrar's senal number to the application forms
and prepare batches for each page of the bank schedule,

prepare batches of Sis correspondmg to applIcatIOn batches
t

1
Enter detaIls lD an lDward register

(IPOOl)

1
Scrutimse the applIcation forms

(IPOOlAj

- 1 .

I
Generate edit checklist(/pr4J

Price Waterhouse
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Registrars AssociatIOn of India ImtIal PublIc Offenng
Manual on benchmark procedures for Registrars and Transfer Agents

Page 7

.'

Rejected cases
(Full refimd )

Others

Clear cases

Generate rejection hst (IP007)

Generate distrIbutIOn summary (IP008)

1
Prepare the reversal list (If necessary)

1

Partlal/ ull Allotees

1
Allot as per the basis of allotment

1

Tally the summary of respective bank
schedules with the controllIng bank

schedule

Carry out a sample audit

Intimate the basIs of allotment to
the stock exchanges, SEBI and BOD and obtam

their approval (IP009)

Generate new fohos, assign the certificate numbers a~d I

dlstmctlve numbers and prmt the allotment register /
register of members, SI endorsement report

SectIOn Bl

,

Pnnt deposltmg report

!

181 cases
,.------

Endorse SIs based on
endorsement report

Deposit endorsed SIs and deposltmg
report with the designated bank branch

~------cb~c-
Price Waterhouse
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Reoistrars AssociatIon of India Imtlal Pubhc Offermgb

Manual on benchmark procedures for Registrars and Transfer Agents

Page 8

sIgnatures In

) stem

1

Section Bl

1o

1

Put the comp y
the certificates

I Seal envelopes I
I--------J---------~
I Frank envelopes USing the :
I BPRJ I
1 -------------

Collate certificates I allotment
advice cum allotment money due

notice (If any)

Envelope the certificates I allotment
advice cum allotment money due

notice (If anv)

tform Physical form Brokerge _ Others 1
- - Prmt Pnnt SI / SEBIImate ..'

t Print Bulk postage brokerage reports I registers,he registration Journal (BPRJ) warrants~ Bind theSltOry (lPO10), certificate, allotment brokerage applications, Labelthe DP advice cum allotment money summar~ I tbe books, MamtaIn
I due notice (If any), AMDN detailed a hbrary for easy

regrter statements. accessibility and" -. ".
retnevalof

seal and Initial aDDhcatlOn formsan

Dema

Int
t

depo
and

1
Despatch envelopes to tbe

department of post along With
a second copy of BPRJ

1
!

Receive tbe BPRJ wltb the date of
Capture tbeacceptance stamped by the postal

the s
authontIes

Price Waterhouse
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Page 9

spatch ofcertIficates

1

Arrange audit for hstmg
purposes

1

SectIOn B1

~
!

Do outward entry (IPOll) 10 the system

1
Inform Stock Exchanges for hstmg of

10strument

After 3 days from the de

Prmt and despatch card to the mvestor
mformmg despatch ofcertificates

Do statIOnary
reconciliatIOn

1

Price Waterhouse

I
I
I
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I
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Page 10

Envelope the refund orders

Do outward entry (IPOll)

m the1svstem

Seal envelopes,

Prmt allotment advice cum refund
orders, covermg letter, BPRJ and

refund order register

SectIOn 81

Do refund order reconCIliatIOn (refer
section on Instrument reconcIlIatIon)

~ l _
I Frank envelopes usmg the nPRJ :
I I
I .I------------1-------------

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

BPRJ

1
Receive the BPRJ with the date of
acceptance stamped by the postal

authontles

1 -

Price Waterhouse
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I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I Price Waterhouse

Envelope the brokerage warrants,
brokerage statements

I Seal envelopes, I

I---------j--------~
1 Frank envelopes uSlOg the I
1 I
1 JlY~} '

1
Despatch envelopes to the

department of post along with
a second cop~ of BPRJ

Receive the BPRJ wltb tbe date of
acceptance stamped by tbe postal

autborltles

SectIOn Bl Page 11
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Flow chart for AMDN reconciliation

Do data entry

Page 12

1.
Generate reconcIliation statement

1

SectIOn 81

Receive final bank certificate

I

Make changes 10 the system as per the
edit checklist

1

Venfy edit checklist agamst AMDN
stubs I reconcIliation statement

I

1

1

Prmt a summary of respective bank
schedules

1

Recene AMDN stubs along with bank
schedules and branch final certificate from

each branch of banks

Assign registrar's senal number to the
AMDN stubs and prepare batches for each

page of the bank schedule

I Enter details 10 an mward register I

Generate edit checklist

Price Waterhouse
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Create a clean file of allotment money paid
cases, Match this file with allotment money due

master file

i
Generate paid I unpaid registers

Page 13

Prmt others reports /
registers and Bmd
the AMDN stubs,
Label the books,

Mamtam a lIbrary
for easy acceSSibility

and retrieval of
AMDN stubs

Section Bl

PaId cases

Pnnt bulk postage
registration Journal

.'

Frank envelopes usmg the :
BPRJ I

Do outward entry 10 the system

Tally the summary of respective bank
schedules with the controlling bank

schedule

1
Despatch envelopes to the

department of post along with
a second copy of BPRJ

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

authorities

UnpaId cases

Prmt remmders

1
.

(BPRJ), prmt

Envelope the
allotment money

~ endorsement stickers
remmders .

1
Envelope the allotment

money endor,sement
stickers

I Seal envelopes, I
_________l ________ ~

Price Waterhouse

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



Registrars Association ofIndla Imtial PublIc Offenng
Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for Call money processing

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I Price Waterhouse

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

received pnor to the record date

1
Send bank instructIOns for collection of call

money to bankers

!
Pnnt call money notices, call money register

and BPRJ list

1
Despatch call money notices to IDvestors

J
On receipt of paid call notice stubs, carry

out the reconcIliation (refer section on
AMDN reconcIliation)

SectIOn Bl Page 14
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[POOl Receive applIcatIOn forms
RCCCI "e apphcatlOn fOnTIS from the banks segregated m the followmg manner -
I Payment made by cash 1cheque 1demand draft
2 Payment made through stock mvest

Refer annexure 1

[POOl Inward re21ster

Page 15SectIOn BlPrice Waterhouse

IP003 Data entry
From Bank Schedule 
Header Entry
Bank senal number
Detazled Entry (page-wise)
Page number
Number of shares
Total amount
From ApplIcatIOn Forms
Header Entry
Bank senal number
Detazled Entry
ApplIcatIOn senal number
RegIstrar's senal number
ApplIcants detaIls
Number of shares apphed for
Amount paId on applIcatIOn
Jomt holder detaIls
Broker code number
RejectIon code (If any)

MultIple applIcatIOn
ApphcatIOn by mmors
Absence ofPAN 1GIR number
Age column blank
ApphcatIon WIth short payments
Cash applIcatIon for Rs 20,000/- and above
ApplIcatIOn WIth jomt holder detaIls WIthout jomt holders
ApplIcatIOn With stale SI Instruments
ApplIcatIOn With Incomplete SI mstruments
ApplIcatIon With SI m the name other than the applIcants name
ApplIcatIon WIth SI Issued In different names from the same account number
More than one apphcatIon WIth one SI Instrument
ApplIcatIon WIth blank status code

References for Initial Public Offering

[P002A ScrutIDlse the applIcatIOn forms
ScrutImse the apphcatlon With respect to the followmg

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



IP004 Edit checklIst

Refer annexure 5

Refer annexure 6

Page 16SectIOn BlPrice Waterhouse

IP008 DlstnbutIon summary

IP006 Summary of bank schedule

Refer annexure 3

Registrars AssociatIOn of India ImtIal PublIc Offermg
Manual on benchmark procedures for Registrars and Transfer Agents

Refer annexure 4

Refer annexure 2

For Stoclanvest
Stockmvest number
Stockmvest issue date
Stockmvest amount
Bank name and branch on whIch the SI is made
Demat request
DP account number
DP number

IP005 Bank reconcIliation statement

IP007 ReJection list
The rejection lIst contams a list of mward ngmbers or applIcatIOn senal numbers
that are rejected System checks application with IDcomplete mformatlOn / wrong
details such as --
ApplIcatIon by mmor
ApplIcatIon by firm / trust
MultIple applIcatIon
DuplIcate applIcatIon
Age not mentIoned
Mandate not mentIoned
PAN not mentIoned for applIcatIon amount> Rs 50000/
Signature missmg

IP009 BaSIS of allotment
Fmalise the basiS ofallotment m consultatiOn WIth the representatIves from R&T,
company, stock exchanges and SEBI if the issue is over subscnbed

IPO11 Outward entry
Agamst each mward number post the despatch date as stamped on the BPRJ to reflect that
the documents have been despatched as 0 f that date

[POlO Bulk posta2e re21stratlOD Journal BPRJ
Pnnt BPRJ pm-code number-WIse Group certificates under common fohos whIle
assIgmng the regIstratIOn number

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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Annexure for Iditial Public Offering

Annexure 1 - Inward Register

IOItIaI Public Offermg

Bank branch Bank senal Page number RSNnumber Number of Number of shares / Amount
code number range range apphcatlon forms debentures applied

for

-r
oJ~

Pllce Waterhouse SectIOn Bl Page 17
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Annexure 2 - Edit checkhst

From Bank Schedule

Imbal Public Offermg

Bank branch code

From Apphcatlon Forms -

Page number Number ofshares Total amount

Bank ApphcatIOn Inward ApplIcants Number Amount Jomt Broker code Stock mvest (S1) details
branch senal number detaIls of shares paId on holder number (For cash
code number applIed applIcation detaIls I cheque I

for demand draft)
SI SI Issue SI Issumg
number date amount bank

senal
number

...-
~--""'4 Price Waterhouse SectIOn Bl Page 18
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Annexure 3 - Bank ReconCIliatIOn statement

ImtIal Public Offermg

Bank From Bank Schedule From Application Forms Differences
branch
code

Page Number of Number Total Batch Nurnberof Nurnberof Total Number of Amount
number applicatIons of shares amount number apphcatIons shares apphcatIon shares

apphed for amount
Cash/ Cheque! DD
SI
Total

Cash/ Cheque! DD
SI
Total

Control
total (at
branch
level)
Fmal Total

~-::-

""',,-"';;0 Price Waterhouse SectIOn Bl Page 19
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Annexure 4 - Summary of Bank statement

IDltJal Pubhc Offenng

Bank branch code Total number of applIcatIOns Total number of shares apphed for Total applIcatIon amount
received

---
""J""",
.~j.

Price Waterhouse SectIOn Bl Page 20
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Annexure 5 - Distribution Summary

Imhal Public Offermg

Quantum of shares applIed (1) Number of applIcatIons (2) Total number of shares applIed
(l )*(2)

,..
~.~

Price Waterhouse SectIOn Bl Page 21
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Annexure 6 - Bulk Postage RegIstratIOn Journal

InItial PublIc Offermg

Pm code RegIstratIOn number Folto number Name and Addre::>s CertIficate detaIls Frankmg amount
(computed
mathematically usmg
system)

" ....

""~....
Price Waterhouse Section Bl Page 22
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For detaIled orocedure refer flow chart

Process Overview

Benchmark Service Standards

ActiVity DeSCriptIOn

Page 1Section B2Price Waterhouse

Registrars AssocIatIOn of IndIa RIghts Issue
Manual on benchmark procedures for Registrars and Transfer Agents

RIGHTS ISSUE

The CompanIes Act and the SEBI gUIdelInes regulate the Issue

Several steps amongst the steps lIsted out m sectIon 'Bl' are common to publIc Issue and
nghts Issue processmg The Important steps are

Issue of fresh capital by company to Its eXIsting shareholders / or new Investors In a pre
determmed proportIon

• Process all requests VIZ transfer, change of name / address / status etc receIved pnor
to the record date

• Issue letter ofoffer wlthm 6 weeks from the record date
o Pnnt and despatch nght forms / splIt forms
• ReceIve nghts forms / spht forms wIth bank schedules and branch final certIficates
• Inward, scrutImse and do data entry
• Carry out edIt valIdatIon and update the system
• Venfy SIgnature ofholders who have renounced
• Receive final bank certIficate
• Tally the summary ofrespectIve 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 pnnt allotment regIster
• Pnnt Bulk postage regIstratIon Journal (BPRJ), certificates, allotment advIce cum

allotment money due notIce (If any), MIS reports and covenng letters
• Put the company seal and inItIal the certIficates
• Collate and despatch the envelopes
• Scan applIcatIon / signatures of renouncees In the system
• Do statIOnary reconcIlIatIOn
• Carry out audIt for IIstmg purposes
• Inform Stock Exchanges for IIstmg of mstrument
• Pnnt and despatch card to Investor as advance mtImatIOn

Issue of certIficates along wIth partIal/full refund orders to be completed wIthin 30 days
from the closure ofIssue

• No steps m thIS actIVIty can be elIminated

Steps that can be ellmmated

I
I
I
I
I
I
I
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I
I
I
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I
I
I
I
I



Recommendations

Input documents

Registers to be mamtamed

Output documents

Page 2SectIOn B2Price Waterhouse

Letter of offer
Rights / SplIt / duplIcate form
Bank schedules
Fmal bank statement

Registrars ASSOciation of India Rights Issue
Manual on benchmark procedures for Registrars and Transfer Agents

• Scanmng ofsIgnature should be compulsory as agamst mamtammg sIgnatures on
cards

• A Card should be sent to the mvestor mformmg despatch of certIficates
• RAIN should persuade SEBI and banks to send the final bank certIficates by the end of

the i h day from the date of the closure of the nghts Issue

Inward register
Edit checklIst
ReconcIlIatIon statement
Summary of bank schedules
Bank branch-wise controls ofcollectIOns
RejectIon lIst
DlstnbutIon summary
Allotment register and Register ofMembers
Certificates
Bulk postage registration Journal
Refund orders and refund order register
Allotment adVice cum allotment money due notices (AMDNs) and AMON regIster
Covenng letter for full refund
Post card
SI - allotees and non-allotees lIst
SI - endorsement and deposltmg reports
Llstmg reports
SEBI reports - 7 day and 78 day reports

RejectIOn lIst
DIstnbutIOn summary
Allotment regIster and RegIster ofMembers
Acknowledged Bulk postage regIstratIOn Journal
Bound nghts applIcatIon forms
AMDN regIster
Bound bank schedules
Bank branch-wIse controls ofcollectIOns

I
I
I
I
I
I
I
I
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Flow chart for Rights Issue

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

received DrIOr to the record date

1
Pnnt & Despatch the rIghts forms and letter
of offer to the holder as per the register of

members through registered post

If request for split / duplicate forms IS

received, prlllt names of additIOnal holders
III the split forms and send to the Illvestor

Receive nghts forms / splIt forms along
with bank schedules (RIGOl) and
branch final certificate from each

branch of banks

ASSign RSN and prepare batches for
each page of bank schedule

1
Enter details III Illward register (RIG02)

I
.'"Scrutlllise the nghts forms

1
Do data entry (RIG03)

.1-
Venfy signatures of holders who have ,
renounced and post an objectIOn III the

system for signature mismatch cases

SectIOn B2

Rights {ssue

Page 3
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RIghts IS!tue

Page 4Section B2

Clear cases

1
Make changes m the system as per the

edIt checklist

1

Verify edit checklIst agamst
applicatIOns I reconcIlIatIOn statement

Generate reJection lIst (RIG07)

1
, Prmt a summary of respective bank

schedules (RIG06) and bank branch
wise controls of collectIOns

1
Receive final bank certificate

1
Tally the summary of respective bank

schedules with the controllIng bank
schedule

1 -

Generate edIt checklIst (RIG04), Generate
reconcIlIatIon statement (RIG05)

1

Generate dIstribution summary for
additIOnal shares applied (RIG08)

eb

Price Waterhouse

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



RIghts hfiue

Page 5SectIOn B2

PartIal I Full Allotees
partIalrefund-

stage registratIon
I

0' PrlOt certificates, PrlOt SEB) / SI
Ice cum allotment reports / regIsters
bce <If any), and Bmd the

1
nghts forms,

Label the books,

any seal and
Mamtam a

hbrary for easy
ertlficates accessibIlity and

retneval of nghts
forms

tes I allotment

Put the comp
mltlal the c

PrInt allotment register

1
Carry-out the Rights allotments

l
Carry out a sample audIt

!
Generate new foho numbers for
renouncees and assign certificate
numbers and dlstmctIve numbers

agamst fohos

1

Prant Bulk po
Journal (BPRJ)

allotment adv
money no

Collate certlfica
adVIce cum allotment money

due notice (If any)

Intimate the basIs of allotment to the
stock exchanges, SEBf and BOD

and obtam theIr approval

RegIstrars ASSOCiatIOn of IndIa
Manual on benchmark procedures for Registrars and Transfer Agents

Price Water/lOuse
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Page 6

re the
es of the
ees m the
tern

Section B2

Do stationary reconCIliation

Envelope the certificates I allotment
advice cum allotment money due

notice (If any)

Seal envelopes,

I------------------~

I Frank envelopes USlOg the I
I I
I BPRJ I

Do outward entry m the system

Carry out audit for hstmg purposes

Inform Stock Exchanges for bstmg of
mstrument1After 3 days from the despatch ofcertIficates

Pnnt and despatch card to the mvestor
IOformlOg despatch of certificates

--------1----------
Despatch envelopes to the
department of post along

with a second copy of BPRJ

1
1

Receive the BPRJ with the date of ,
Captu

acceptance stamped by the postal
authontles

slgnatur

1
renounc

-
sys

Price Waterhouse
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Rights Issue

Page 7SectIOn 82

Do refund order reconcIliatIOn

Do outward entry m the system

1

Prmt refund orders, covenng letters,
BPRJ and refund order reelster

1
Collate refund orders and covermg

letters

1
Envelope the refund orders and

covenng letters

1
Seal envelopes,

------------1-------------

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

BPRJ

1
Receive the 8PRJ with the date of
acceptance stamped by the postal

authorities

1 -

r------------1-------------
I Frank envelopes usmg the BPRJ :
I I
I J

Price Waterhouse
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Refer annexure 2

RIG04 Edit checklist

Refer annexure 1

Refer annexure 3

Page 8SectIOn B2Price Waterhouse

Registrars Assoclatmn of India RIghts Issue
Manual on benchmark procedures for Registrars and Transfer Agents

References for Rights Issue

RIGOI Receive r12hts forms
ReceIve nghts fonns from the banks segregated m the followmg manner -
I Payment made by cash / cheque / demand draft
2 Payment made through stock mvest

RIG02 Inward reelster

RIG03 Data entry
From Bank Schedule 
Header Entry
Bank senal number
Detailed Entry (Da~e-wlse)

Page number
Number ofshares
Total amount
From Rights Forms
Header Entry
Bank senal number
Detailed Entry
FolIo number
RIghts fonn senal number
Inward number
Type ofapplIcatIon
(FA for fully applIed, PA for Partly applIed, FR for Fully applIed, FM for Fully applIed
and more)
Number of shares apolIed for
Number of addItional shares
Amount paId on the nghts fonn
Renouncee detal1s If any
For Stockznvest (only zn case o(excess al?'p/zed for or renouncee cases)
Stockmvest number
Stockmvest Issue date
Stockmvest amount
Bank name and branch on WhICh the SI IS made

Refer annexure 4

RlG06 Summary of bank schedule

RIG05 Bank reconcIlIation statement

I
I
I
I
I
I
I
I
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RIGOS Distribution summary for additional shares apphed

Registrars AssociatIOn of India Rights Issue
Manual on benchmark procedures for Registrars and Transfer Agents

RIG07 RejectIon last
The rejection hst contams a list of lDward numbers or rights form serial numbers
that are rejected System checks applicatIOn with IDcomplete mformatlOn I wrong
details such as "-
ApplIcation by mmor
ApplIcatIOn by firm I trust
Age not mentIOned
Mandate not mentIoned

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

Refer annexure 5
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Rights Issue

f',

Annexure 1 - Inward Register

Annexures for RfglltSIIssue -, , j~

Bank branch Bank senal Page number RSN number Number of nghts Number of shares / Amount
code number range range fonus debentures apphed

for

/~-.

~~ Price Wafe,llOuse ~ectlOn 82 Pag!' 10
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Annn-ure 2 - Edit checkhst

From Bank Schedule -

Rights Issue

Bank branch code

From Rights Forms -

Page number Number of shares Total amount

Bank Rights RSN Type of Number of Amount paid Renouncee Stock Invest (SI) detaIls
branch fonn senal number applIcation shares on nghts details (only In case of excess applIed for or
code number applIed for fonn renouncee cases)

SI SI Issue SI ISSUing
number date amount bank senal

number

fl

rl~

\ti,'"
Price Waterhouse Section B2 Page 11
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Annexure 3 - Bank ReconcIlIatIOn statement

Rights Issue

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 applications shares applIcation shares

applied for amount
Cash/ Cheque/ DD
SI
Total

Cash/ Cheque/ DD
SI
Total

Control
total (at
branch
level)
Fmal Total

","
~f.!fi,

~.?
Price Waterhouse SectIOn B2 Page 12
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Annexure 4 - Summary of Bank statement

Rights Issue

Bank branch code Total number of apphcatlons Total number of shares apphed for Total apphcatlon amount
receIved

....
, '1

J
J,=.

Price Waterhouse Section B2 Page 13
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Annexure 5 - Dlstnbution Summary for additIOnal shares apphed for

Rights Issue

~"

-
Quantum of shares apphed

Pllce WatelllOlise

Number of [ohos

SectIOn 82

Total number of shares applIed

Page 14
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Registrars Assocaation ofIndla Bonus Issue
Manual on benchmark procedures for Registrars and Transfer Agents

Activity Descnptlon

Issue of shares by capitalIsation of reserves UnlIke, IPQ / nghts etc shareholders do not
apply and hence there are no applIcatIOns to be processed m thIs actIvIty The process
begms wIth armouncements by general meetmg of the compames, of Its mtentlOns to Issue
bonus shares

Process Overview

• Obtam bonus ratIo as an mput to the system
• Process all requests VIZ transfer, change ofname/ address/status etc received pnor to

the record date
• Carry-out the allotment and asSIgn certificate number and dIstInctIve number to the

foho
• Generate and pnnt bonus regIster, fractIOnal entItlement register
• Obtam BOD approval
• Prmt Bulk postage registratIon Journal (BPRJ), certIficates, MIS reports and covenng

letters
• Put the company seal and mitIal the certIficates
• Collate and despatch the envelopes
• Pnnt and despatch card to mvestor as advance mtImatIon
• Prmt and despatch fractIonal warrants after sale of consolIdated fractIOnal entItlements

For detatled procedure refer flow chart

Benchmark Service Standards

Issue ofcertificates to be completed withm 15 days from the date of allotment

Steps that can be elImmated

• No steps m thIS actIvity can be ehmmated

Recommendations

• A Card should be sent to the mvestor mfomung despatch ofcertIficates

Input documents

CompanIes resolutIOns and correspondence
FIle of regIstered holders as on the record date

Output documents

Bonus regIster
Bulk postage regIstratIOn Journal
Certificates
Covenng letters

Price Waterhouse SectIOn B3 Page 1



Bonus regIster
FractIOnal entitlement regIster
Acknowledged Bulk postage registratIon Journal

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

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

Post card
Fractional entitlement regIster
DIsbursement regIster

Registers to be mamtamed

Price Waterhouse SectIOn 83

Bonus issue

Page 2



Prmt Bulk postage registration Journal (BPRJ), Prmt certificates,
PrInt covermg letters

RegIstrars AssociatIOn of IndIa Bonus Issue
Mdnual on benchmark procedures for RegIstrars and Transfer Agents

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I Price Waterhouse

~_- .... ~ ..... J ~-."" "t,- - ---
~~: ":Flo~ chaJ:t,for~Bonus::Issue

Process all requests VIZ transfer, change
of name/ address/status etc. received

prIor to the I ecord date

!
Carry-out the allotment AsSign

certIficate number and dlstmctlve
number to the foho

1
Generate and prInt bonus register,

fractional entitlement re21ster
___1 ---.

Obtam BOD approval

1

1
Put the company seal and

mltlal the certificates

1
Collate certificates and

covermg letters

1
Envelope the certificates
along With covermg letter

1
Seal envelopes

SectIOn B3 Page 3
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Page 4

ted fractional

despatch of certtficates

SectIOn B3

1

o
I

I--------j---------~
I Frank envelopes usmg the t
I I
I BPRJ I

1
Do outward entry m tfte system

Prmt and despatch fractIOnal warrants

--------1----------
Despatch envelopes to the department

of post along with a second copy of
BPRJ

1
Receive the BPRJ with the date of
acceptance stamped by the postal

authorIties

Inform Stock Exchanges for IIstmg of
mstruments

1 After 3 days from the

Prmt and despatch card to the IDvestor
IDformmg despatch of certificates

1 After sale of consohda

Pnce Waterhouse
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Process Overview

Input documents

Page 1

Instrument A

SectIOn B4

Process all requests VIZ transfer, change of name / address / status etc received pnor
to the record date
Do the converSIOn m the system as on the record date ]
Intimate all Stock Exchanges of the conversIOn
For Instrument B, recall the Instruments and despatch fresh Instruments

•

•

As per the terms of the Issue, a company mayor may not reqUire the certificates to be
returned by the mvestor for carrymg out the conver<Jlon process If the certIficates are not
reqUired, then the conversIOn IS carned out mternally as per the holdmgs on the record
date If the certIficates are reqUired, the process follo'ved IS very SimIlar to nghts
processmg
The steps are

For detailed procedure refer flow chart

•

ActIvity DescnptlOn

RegIstrars ASSOCIatIon of India Conversion of IDstruments
Manual on benchmark procedures for RegIstrars and Transfer Agents

A convertIble debenture, by terms of Its Issue, gIves the holder the nght to exchange
debenture wholly or m part WIth shares

ConversIOn IS a process whereby the company converts a form of holdmg to another
form ofholdmg (allotment letter converSIOn mto debenture certIficates debenture
certIficates converSIOn mto share certIficates etc)

•

ApplIcatIOn form
Certlficates

• No steps In thiS actIVIty can be elImmated

Steps that can be ehmmated

Output documents

Price Waterhouse

Inward register
Edit checkhst
ConverSIOn allotment register
CertIficates
Bulk postage regIstration Journal
Covenng letter
Post card
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RegIsters to be mamtamed
ConversIOn allotment regIster
Acknowledged Bulk postage regIstratIon Journal
Bound applIcatIon fonns

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I Price Waterhouse SectIOn B4 Page 2



Flow chart for Conversion of Instruments

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

Page 3

1

1

1
Make changes ID the system as per the

edit checklIst

Venfy edit checklist agamst
applicatIOns

1
Generate edit checklist

Conversion of Instrument B (CO/02)

1

1

1
Do data entry (CO/03)

Enter details m mward register
1

Receive application forms along with the
IDstruments

i

Pnnt & despatch the applIcatIOn forms (If
necessary) to the holder as per the register

of members

Assign IDward number and prepare batches

Section B4

Process all requests VIZ transfer,
change of name/ address/status / call

payment updatlOn etc received pnor to
the record date

1

Prmt & despatch the
certificates, If necessary

1

1
ConversIOn of Instrument A

(CO/Ol)

Intimate all the stock
exchanges of the conversIOn

Do the conversion m the
system as on the record date
- l

Price Waterhouse
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Page 4

.

1
- Prmt others reportsregistration Journal I

rtIficates, I stickers, I registers and Bmd

g letters the applIcatIons,
. Label the books,

I Mamtam a lIbrary

'" for easyseal and mlflal the
acceSSibIlity and

ficates
retnevalof

1 applIcatIOn forms

Section B4

Collate certificates and covermg
letters

Put the company
certl

ASSign certificate numbers and
dlstlDctlve numbers agamst folIos

1
Prmt conversion allotment register

Carryout the conversIOn allotment

1
Intimate the allotment to the stock

exchanees

1

__1 __
ObtalD BOD approval

Prmt Bulk postage
(BPRJ) , Prmt ce

coverlD

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

payments are not due

Price Waterhouse
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! After 3 days from the despatch of certIficates

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I Price Waterhouse

o
1

Envelope the certIficates and
coverIOg letter I sticker and

covermg letter

1
I Seal envelopes I
I--------J---------~

Frank envelopes usIOg the :
BPRJ I--------1----------

Despatch envelopes to the
department of post along with

a second copy of BPRJ

1
Receive the BPRJ with the date of
acceptance stamped by the postal

authorIties

1 -
Do outward entry IO the system

1
Inform Stock Exchanges for hstIOg of

IOstruments

PrIOt and despatch card to the IOvestor
IOformIOg despatch of certIficates

SectIOn B4 Page 5



References for~Conversion ofInstruments

RegIstrars AssocIation oflndla ConversIOn of mstruments
Manual on benchmark procedures for RegIstrars and Transfer Agents

COlO! Instrument A
1 hese mstruments refer to mstruments of whIch the ratIo of converSIOn and the date of
converSIOn IS fixed and mentIOned on the face of the mstruments from the begmmng VIZ
debenture cum share certIficate

COlO} Instrument B
These Instruments refer to mstruments of whIch the ratIo ofconverSIOn and the date of
converSIOn IS not known and IS at the dIscretIon of the company In such cases, the ratIO
ofconverSIOn and the date ofconversIOn IS not mentIOned on the face of the Instruments
As a result the Instruments are recalled, converSIOn carned out and fresh Instruments
despatched

Page 6SectIOn B4Price Waterhouse

COIOJ Data entry
Inward number
FolIo number
ApphcatIOn form senal number

I
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Process Overview

Benchmark Service Standards

• No steps m thIS actIVIty can be elImmated

Input documents

Page 1SectIOn B5Pnce Waterhouse

For detaIled procedure refer flow chart

DIVIdend IS paId on shares and mterest on debentures

Registrars AssociatIon of India DIvidend I Interest processmg
Manual on benchmark procedures for Registrars and Transfer Agents

A corporate benefit, m the fonn of profit dIstnbutIon to the holders as on the record date
whereby the company entItles Its current share holders ofmonetary benefits as declared
by It m annual general meetmg (AGM)

DIVIDEND/INTEREST

Interest IS the sum paId to the debenture holders by the company as per the terms of the
Issue

DIVIdend IS declared by AGM of the company

ActIvity DescriptIOn

• Obtam ba.'1k approval for dIVIdend / mterest statIOnary
• Process all requests VIZ transfer, change of name I address I status etc receIved pnor

to the record date
• Compute and tally the diVidend I mterest amount
• Generate and pnnt dIVIdend I mterest regIster
• Prmt Bulk postage registration Journal (BPRJ), dIVIdend I mterest warrants I

ElectrOnIC cleanng services (ECS) mtImatIon shps
• OrganIse for despatch of the envelopes I ECS shps

DIVIdend I mterest warrant stationary and company correspondence
FIle of regIstered holders as on the record date

DlstnbutIOn ofwarrants should be completed withm 7 days from the date ofwarrant, but
not later than the 41 st day from AGM
RevahdatIon and despatch ofwarrants should be completed withm 3 days from the receIpt
of request along WIth the ongmal warrant
DuplIcate warrants should be Issued withm 7 days after the expIry of 14 weeks from the
date ofongmal warrant

Steps that can be ebmmated

I
I
I
I
I
I
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Registrars AssociatIOn of IndIa DIvidend I Interest processmg
Manual on benchmark procedures for Registrars and Transfer Agents

DIVIdend / Interest regIster
Acknowledged Bulk postage regIstratIOn Journal

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

Output documents

DIVIdend / Interest regIster
Bulk postage regIstratIon Journal
DIVIdend / Interest warrants
ECS slIps
Covenng letters

Registers to be mamtamed

Price Waterhouse SectIOn B5 Page 2



RegIstrars Association of IndIa DIVldend / Intel est processmg
Manual on benchmark procedures for RegIstrars and Transfer Agents

Compute the divIdend I mter est amount

Seal envelopes

Page 3

1

SectIOn B5

Do outward entry 10 the system

'-

Approve the layout of dIvidend I
mterest statIOnary

1
Process all requests VIZ mandate, transfer,

change of namel addresslstatus etc
received praor to the record date

1

Tally dIVidend Imterest controls wIth
capital

Envelope the warrants

1
Generate and pnnt diVidend Imterest .

register

!
.' Print Bulk postage registration Journal (BPRJ) (DIVOl),

Prmt dividend Imterest warrants I ElectroDlc c1eanng
services (ECS) mtlmatlon slips

l------------r-------------
Despatch envelopes to the department of post along
With a second copy of BPRJ, despatch ECS slips to

anvestor; send a copy of the ECS file through floppy an
specified formats to the controlling bank and RBI

1
Receive the BPRJ With the date of
acceptance stamped by the postal

authontIes

- ~ -

, Flo~~cbart for Dividend I Interest Processing

Price Waterhouse
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References for Dividend I Interest Processing

RegIstrars AssocIatIOn of IndIa DIvIdend / Interest processmg
Manual on benchmark procedures for Registrars and Transfer Agents

DIVOI Bulk postage registratIOn Journal BPRJ
Pnnt BPRl pm-code number-wIse Agamst each regIstratIon number, pnnt the followmg
FolIo number
Address
Warrant details
Frankmg amount (computed mathematIcally usmg system)

Page 4SectIOn 85Prlce Waterhouse
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Recommendations

Process Overview

Activity DescnptIon

• No steps m tlus activity can be elImmated

Page 1SectIOn B6

RedemptIOn ofdebentures IS the process ofpaymg the pnnclpal amount back to the
debenture holders by a company based on the terms of the Issue

Input documents

Registrars AssociatIOn of India RedemptIOn of Debentures
Manual on benchmark procedures for Registrars and Transfer Agents

REDEMPTIQNfeF DEBENTURES

RedemptIon form
Debenture certIficates

• RedemptIon forms should reach mvestors minimum 7 days pnor to the redemptIon
date

• RedemptIon processmg should be completed and cheques despatched wlthm 10 days
from the receIpt of redemptIon forms from the mvestor

• A Card should be sent to the mvestor mformmg despatch of cheques

• Process all requests VIZ transfer, change ofname / address / status etc received pnor
to the record date

• Pnnt and despatch redemptIon forms
• Inward and do data entry
• Carry out edIt valIdation and update the system
• Compute the redemptIon amount and pnnt redemptIon register
• Update the database
• Pnnt Bulk postage registratIOn Journal (BPRJ), redemptIon cheques, MIS reports and

covenng letters
• Despatch the envelopes
• Pnnt and despatch card to mvestor as advance mtImatIOn

Price Waterhouse

For detailed procedure refer flow chart

EdIt checklIst
Error checklIst
RedemptIon regIster
ObjectIOn letter
Bulk postage regIstratIon Journal
RedemptIon cheques
Remmder letters
Post card

Output documents

Steps that can be elImmated
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Regilltrars AssocmtlOn of India RedemptIOn of Dt.bentures
Manual on benchmark procedures for Registrars and Transfer Agents

Register s to be mamtamed

Redemption register
Acknowledged Bulk postage registration Joumal

Page 2SectIon B6Price Waterhouse
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Registrars Association of India Redemption of Debentures
Manual on benchmark procedures for Registrars and Transfer Agents

Registers to be mamtamed

RedemptIon regIster
Acknowledged Bulk postage regIstratIon Journal

---------------------- "llJOh
Price Waterhouse SectIOn B6 Page 2 v



Registrars AssociatIOn of India Redemption of Debentures
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Flow~cIiart for Redemption ofDebentures

Segregate clear and objection cases

Page 3

Prmt objectIOn letters

ObjectIOn cases

SectIOn B6

1
Do data entry (ROnOl)

Process all requests VIZ transfer, change of
name/ address/status etc received pnor to tbe

record date

1
Print & Despatch the redemption forms to the

holder as per the register of members

1

Write the objectIon code on the edit
checklIst for the signature mismatch

castts

1

~
Make changes m the system as per the edit

checklist

Verify edit checklIst and error lIst agamst
redemption forms and certificates WrIte the

correctIon m he edit checklIst

Venfy signatures

!

Receive I acknowledge redemption forms along
With debentun' certIficates from the mward

department

,.

1
, Generate edit checklIst and error lIst (ROD02)

Clear cases -
Compute the redemption amount and I

pnnt redtm~ rt21sttr

Price Waterhouse
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Envelope and seal the objection letters

Registrars Association ofIndl3 RedemptIOn of Debentures
Manual on benchmark procedures for Registrars and Transfer Agents

Ce hficates

,---------
I Deface and :
: File the I

I
: certIficates I
l ~

Page 4

Separate debentu re
certificates from

redemptIOn forms

IRedemptlon
!forms

Bmd tbe
redemption

forms, Label the
books, Mamtam

a hbrary for
easy acceSSibility
and retneval of

redemption
forms

ch ofcertIficates

!
Do outward entry 10 the system

Despatch envelopes to the department of
post

--------------------------I
I Frank envelopes :
I __ -- __ -------------------~

~

SectIOn B6

Seal envelopes

Envelope redemption cheques,
remmder letter

1-------- ---------~
I Frank envelopes usmg the I
I I
1 BY1Y I

On receipt of approval
Update database

I
Despatcb envelopls to tbe department

of post along wltb a second copy of
BPRJ

1
Receive tbe BPRJ With the date of
acceptance stamped by the postal

autbpritles

1
I Do Outward entry I

After 3 days from the despat

Prmt and despatcb card to tbe mvestor
mformmg despatch of cheques

.'

Prmt Bulk postage registration Journal (BPRJ), Pnnt
redemptIon cbeques, remmders (for cases agamst whlcb no

mtlmatIon from tbe bolder was received)

Price Waterhouse
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Registrars Association ofInd13 RedemptIOn of DebentUl es
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Ron02 Error list
The error lIst IS a pnnt-out ofonly the logIcal errors (not 100% ofdata entry) detected by
the system (through programs) ThIs lIst also reflects Ifthere IS any stop transfer m the
system agamst any certificate

References for Redemption ofDebentures

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

RonOl Data entry
Lot number
Inward number
FolIo number
CertIficate number

Price Waterhouse SectIOn B6 Page 5
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RedemptIOn of Debentures

'>!

Annexure 1 - Error list

Annexures for Rt!(J€5mptloli ofDebentures , \

~-"

Lot number

Price Waterhouse

Inward number

SectIOn B6

-
Error narration (descnptlon of error)
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Registrars AssociatIOn of India Instrument ReconcIliatIOn
ManuaE on benchmark procedures for Registrars and Transfer Agents

Instrument reconcIlIatIOn IS a process of reconcilmg the paId Instruments as receIved from
the bank agamst the mstrument master and generatmg the paId / unpaId status of the
mstruments

Process OvervIew

Input documents

Page 1SectIOn B7

• ReceIve the mstrument stubs and bank statement
• Do data entry
• ReconCIle bank statement and mstrument entry
• Generate paId / unpaId regIster

For detaIled procedure refer flow chart

INSTRUMENT RECONCILIATION

ActIvity DescnptlOn

Steps that can be eliminated

Registers to be maintained

Instrument master file
Instruments stubs
Bank statement

• No steps m this actIvIty can be elImmated

PaId / UnpaId regIster
Bound mstruments

Output documents

ReconCIlIatIon statement
PaId / UnpaId regIster

Price Waterhouse
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Flow chad,for:Tnstrument Reconciliation

Registrars AssociatIOn of India Instrument ReconcIliatIOn
Manual on benchmark procedures fOI Registrars and Transfer Agents

Receive the lots of IDstrument StUDS and
bank statement from the bank

1

1

Page 2

DIscrepancy In

the bank
statemen

Do data entry of the
correctIOns

Clanfy the
discrepancy With the

bank

SectIOn B7

1
Generate paid I unpaid

reflster

1
Do data entry (WROI)

Reconcile bank statement and
mstrument entry

1
Generate reconciliation statement

(WR02)

1Clear cases

Reconcile instrument entry with
IDstrument master

- 1 -

Bmd the mstruments

After three years

Instruct the bankers to
transfer the amount In
relation to unencashed

Instruments to government
account

Price Waterhouse
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ThIS statement reflects any dIscrepancy. In the bank statement as agamst the actual
mstruments

RegIstrars ASSOcIatIOn of India In'itrument ReconcIliatIOn
Manual on benchmark procedures for Registrars and Transfer Agents

References for Instrument Reconciliation

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

WROI Data entrv
From the Bank statement
1 Bank code
2 Total number ofmstruments
3 Total amount
From the znstruments
1 Bank code
2 Instrument number
3 InsURunentarnount

WR02 ReconcilIation statement

Refer annexure 1

Pnce Waterhouse SectIOn B7 Page 3
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Manual on benchmark procedures fOI"J~~glstrarsaI!d Transfer_Agents

Instrument ReconCIliatIOn

>( 1-''''

Annexure 1 ReconCIliatIOn statement

Annexure for InstlilmentReconciliation I

Based on tlte Bank statement entry Based on tlte Instrument entry
Bank code Total number of Total amount Total number of Total amount DIscrepancy amount

Instruments Instruments

%'\ Price Waterhouse SectIOn B7 Page 4
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Benchmark Service Standards

Activity DescriptIOn

Input documents

Process Description

Page 1Section ClPrice Waterhouse

For detailed procedure refer flow chart

DEPOSITORY -'DEMATERIALISATION

Dematenahsatlon IS the process by which a holder can get phySical certificates converted
mto electromc balances mamtamed m Its account with the depository participant (DP)

Secuntles held In dematenahsed form are fungIble, I e they do not bear any
dIstmgUlshmg features

Benchmark standards for the activIty has not been estimated as National Secuntles
DepOSitory Limited (NSDL) m consultation with RTAs has estimated a service standard

An mvestor subscnbmg to secuntles offered by an Issuer through pnmary market Issues
may also be provided an option to receive the allotted secuntles m the dematenahsed
form mstead ofphysical certIficates

Registrars AssociatIOn of Indl" Depository - DematenahsatlOn
Manual on benchmark procedures for Registrars and Transfer Agents

Output documents

DematenahsatIon request m electrOnIC form from depOSitory
Dematenahsation request form (DRF) from DP
CertIficates

If the request for dematenahsatlon receIved from the depOSitory talhes with the request
and certificates received from the DP, the certificates are scrutmlsed for vahdlty,
signatures are venfied and the depOSitory and DP are mtlmated about the
dematenahsatIon status

DRF received register
MIsmatch / discrepancy letter
EdIt checklIst
Error checklIst
Dematenahsatlon regIster
RejectIOn memo
ObjectIOn memo
Register ofdestroyed certificates
Postage registration journal
Covenng letter

Note The despatches could be made through speed post / courzers

I
I
I
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Reglstrdrs AssociatIOn ofIndra Depository - DematenahsatlOD
Manual on benchmark procedures for Registrars and Transfer Agents

Registers to be mamtamed

DematenahsatIOn regIster
RegIster ofdestroyed certIficates
Acknowledged Postage registration Journal

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I Price Waterhouse Section Cl Page 2



Registrars AssocIation of India Depository - DematenahsatlOn
Manual on benchmark procedures for Registrars and Transfer Agents

Flow chart for Depository,- Dematerialisation

Page 3Section Cl

-
e dematenahsatlon Receive the dematenahsatlon request form
t from Depository (DRF) and the defaced physical certificates
lectronlcally from the Depository participant (DP)

Issue acknowledgment "subject to
venficatlOn"

Match the dematenahsatlOn request
number (DRN) given lD the DRF With
the electronic message received from

the Depository

Match MIsmatch

Enter details lD DRF (DEMAT01)
received ree;lster

ScrutImse the DRF (DEMAT02)

Clear cases 1 Not Clear cases 1
-

ata entry (DEMAT03) Prepare the mismatch I discrepancy. letter or fax

I
-

1
- Collate copy of DRF With mismatch

rate edit check hst and I dlscrepancv letter
error lIS) - 1

Envelope the mismatch /
erafy edit checklist discrepancy letter and the DRF

T04) agamst DRF and
or list (DEMAT05)

dJA

Dod

V
(DEMA

err

Recelv
reques

e

I Gene

Price Waterhouse
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1

pp P J
objection code
(DEMAT08)

Page 4

ObjectIOn1
Pnnt the objection

memo

J
1

Collate DRF (DEMAT09) with
objectIOn memo I rejection memo

1
Envelope the objection memo
/rejectlon memo and the DRF

e 1
I 1unt .
m Intimate Depository

electroDlcally glvmg,
ro nate re ectIon Ia

RejectionI
Pnnt rejection

memo

!

Section Cl

Intimate DP
bv letter

.
Receive th
BenefiCia

Owner Acco
Number fro

Depository

IClear

Generate a foho for Depository I

and prmt dematenahsatlon
register

Mamtam a register of
destroyed certificates

Segregate DRFs mto clear, rejection
(DEMAT07) and objection cases

1

Wnte the corrections (If any) on the edit
checklIst

Venfy signatures (DEMAT06)

Make changes m the system as per edit
checkhst and generate registers for clear,

relectlon and obJection cases, !

1

WI de the objectIOn code on the edit
checklIst m relation to signature

mismatch

Intimate Depository
electroDlcally (DEMAT08)

the dematenahsatlOn status

f-----------------~

I Shred the certificates and I
I I
I bmd the DRFs / DP I

: covermg letters :
l------r----------~

Registrars AssociatIOn of India Depository - DematenahsatlOn
Manual on benchmark procedures for Registrars and Transfer Agents

Price Waterhouse
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Registrars Association of India Depository - DematenahsatlOn
Manual on benchmark procedures for Registrars and Transfer Agents

Page 5

PrlOt coverlOg letter and Bulk
postage registratIOn journal (BPRJ)

(DEMATIO)

1

!

Seal rejection I objection envelopes

Despatch rejection I objection
envelopes to the department of post

~-------------------------I

I Frank the rejection I objectIOn I
I
I envelopes :L J

Envelope and seal tbe DRF, certificate
and the coverlOg letter

Collate DRF, certificates with covenng
letter

ClanficatlOD received
Wlth!'l 15 days

----------------1---------~

Despatch envelope to the department of
post along With a second copy of BPRJ

1
Receive the BPRJ With the date of
acceptance stamped by the postal

authontIes

r---------------l--- ~
Frank envelopes uslOg the BPRJ

Section Cl

Not received wlthm
....-------------+15 days

Process as clear
cases

Intimate the stock exchange of
the dlstlOctive numbers

dematenahsed

Enter the DepOSitory Benefic131 ,
Owner Account Number 10 the

holdlOg master,

PrIce Waterhouse
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SectIOn Cl Page 6

Intimate Depository
electroDlcaUy glvmg

appropnate mismatch /
discrepancy reason

g letter a~d-.
ostage
n Journal
EMATIO)..-

Envelope and seal the DRF, certificate
and the covermg letter

Collate DRF, certificates with covermg
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

authontles

r-------------1-----------_
Frank envelopes usmg the BPRJ :

Seal the envelope

.--------- ----------1
I Frank the envelope I
L I----------r-----------

Despatch envelopes to the
department of post

ClanficatlOn received Not receIVed wlthm
wlthm 1Ci 1'I11V<: 15 days

1 .' 1
Process as clear ,Prmt coverm

I

cases Bulkp
reglstratlo

1
' ._~BPRJ) (D

Price Waterhouse
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Refer annexure 2

Refer annexure 1

DEMA T04 EdIt checklist

DEMA TOl DRF receIved re21ster

Page 7SectIon ClPrice Waterhouse

RegIstrars Assocld:tlOn of IndIa DeposItory - DematenahsatlOD
Manual on benchmark procedures for RegIstrars and Transfer Agents

DEMAT02 Scrutmy
1 DRF form IS completely filled and sIgned
2 Number ofcertIficates attached talhes WIth the number mentIOn m the DRF
3 DetaIls ofdIstmctIve numbers entered m the DRF talhes WIth the physIcal certIficates
4 CertIficates are be marked by the chent "Surrender~d for dematenahsatIOn"
5 DRF contams DP authonsation
6 Pattern ofholdmgs mentIOned m the DRF match that ofthe certIficate
7 Separate DRF IS filled m for

• SecuntIes havmg dIfferent InternatIOnal Secuntles IdentIficatIon Numbers (ISIN)
• For lock-m and free secuntIes

References for Depository - Dematerialisation

DEMAT03 • Data entry
DP-JD
DRN
DRF receIved date
Name of the Company
FolIo number
Ce-tlficate number
DlstmctIve number
Number of shares
ClIents DetaIls

Refer annexure 3

The edIt checkhst IS a pnnt-out of the entITe data entry (100% pnnt-out)

DEMAT05 Error list
The error lIst IS a pnnt-out ofonly the logIcal errors (not 100% ofdata entry) detected by
the system (through programs) ThIS lIst also reflects If there IS any stop transfer m the
system agaInst any certIficate

I
I
I
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DEMA TIO • Bulk postaee ree;lstratIon lourual (BPRJ)
Pnnt BPRJ pm-code number-Wise

Registrars Association of India Depository - DematenahsatlOn
Manual on benchmark procedures for RegIstrars and Transfer Agents

DEMAT09. Collate DRY With oblectIon IreJectIon memo
I Attach a photocopy ofthe DRF to the obJectJon memo
2 Attach the ongInal DRF to the rejection memo

Page 8SectIOn C1Price Water/lOuse

DEMAT07 RejectIOn
Fake certIficates
CertIficates reported stolen
DuplIcate certIficates already Issued agaInst the received certIficate
Forged endorsement
Court Injunction pendIng
DRF sent to the Incorrect registrar

DEMA T06 Slenature \enficatlOn
On entry of foho, the system retneves the folloWIng
FolIo name
Signature

DEMA TOa Intimate DepOSItory by dome data entry m the depository mterface
module as follows
Date of reply
Number of secuntles continned
Number of secuntles pendIng
Objection code
Number of secuntIes rejected
Rejection code

Refer annexure 4

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



--------------------
Registrars Association of India
Manual on benchmark procedures for.R.~glst..!rsand Transfer Agents

Annexures for Dep6~itofy .. Dematerialisation

Annexure 1 - DRF received re21ster

Depository - DematenahsatlOn

DRN DP-ID DRF received date Number ofcertIficates Number of certIficates
receIved as mentIOned m actually receIved (enter
the DRF after the sc..rutmv)

~

~
~

Price Waterhouse SectIOn Cl Page 9
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Annexure 2 - Edit checklist

Depository - DematenahsatlOn

DP-ID DRN DRF Name of the Foho number CertIficate DIstmctIve Number of Chents
receIved date Company number number shares Details

.-~
~~

~ Price Waterhouse SeC'tlOn C1 Page 10
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Manual on benchmark procedures for Registrars and Trall_sJ~.. Agents

Annexure 3 - Error checklist

Depository - DematenahsatlOn

~

DRN

Price Waterhouse

Error narration (descnptton of error)

SectIOn Cl Page 11
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Annexure 4 - Bulk Posta2e Re21stratlOn Journal

DeposItory - DernatertahsatlOn

Pm-code RegIstration number CertIficate detaIls DRN DP-ID Frankmg amount
(computed
mathematically usmg
system)

~ PrICe Waterhouse SectIOn Cl Page 12
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RegIstrars AssociatIOn of India Depository - Rematenahsatlon
Manual on benchmark procedures for Registrars and Transfer Agents

DEPOSITORY - REMATERIALISATION

Activity Description

RematenahsatIon IS the process by which an Investor can get electronIc holdIngs
converted Into physIcal certIficates

Process Description

If the request for rematenahsatIOn receIved from the depOSItory matches wIth the DP,
scrutInISe the rematenahsatIOn request form, pnnt 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 In consultation
WIth RTAs has esttmated a service standard

Input documents

RematenahsatIon request from depOSitory electronIcally
Rematenahsatton request form (RRF)
StatIonary (new certificates)

Output documents

RRF received register
MIsmatch / dIscrepancy letter
Edit checkhst
RematenahsatIOn regIster
Bulk postage regIstratIOn Journal
CertIficates
Covenng letters
Card

Registers to be mamtamed

RematenahsatIOD register

-P-"-c-e-m-a-te-r-"-o-u-se---------S-e-c-t-lO-n-C-2----------P-a£-e--:-t--1:7 \



Flow chart for Depository - ReInateriaIisation

Page 2

Prepare
covermg

letter

Not received wlthm
15 days

Mismatch

Intimate the discrepancy I
mismatch to tbe DP by letter / fax

ReceIve the rematenahsatlOn request
furm(RRF)fromtheDP

Process as clear
cases

Clanficanon received
wlthm 15 days

Issue acknowledgment "subject to
venficatIOn" for the stationary receIved

SectIOn C2

1

Match

Enter details 10 tbe RRF received
re21ster (REMATOI)

ScrutlOlze the RRF (REMA T02)

1

Match the rematerl3hsatlon request
number (RRN) gIVen 10 the RRF with
the electroDlc message receIved from

the Depository

Generate edit check list

VerIfy edit checklist agamst
RRF

T ! C_I_ea_r,_c_as_e_s D_Is_cr_ep_a_n_cy_c_a_se_s

1
Do data entry (REMAT03)

Receive rematenahsatlOn request
from Depository electroDlcally

1

RegIstrars AssOciatIOn of India Depository - RematenahsatIOn
Manual on Denchmark procedures for RegIstrars and Transfer Agents
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Page 3

Bmd RRFs I
DP covering

letters

Prmt covenng
letters

!

SectIOn C2

Update database

Prmt new
certificates

Put the company
seal and mltIal

·
Generate new fohos wherever necessary .

1
Wnte the corrections on the edit

cbecklIst

Make changes 10 the system as per edit
checklIst and generate rematenabsatlOn

re21ster

·

1

1

, Prmt rematenahsatlon register and the'
reqUired MIS reports

Do FolIo searcb

1 !
·

Intimate . Intimate DP by Intimate tbe stock exchange of
Depository letter tbe certificate and dlstmctive

electroDlcally • numbers rematenahsed

1 1

1o

Prmt Bulk
postage

registration
Journal (BPRJ),

Price Waterhouse
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Page 4

Ignatures m
stem

SectIOn C2

Seal envelopes

Collate certificates and
covenng letters

Envelope the certIficates

I
:F;;D-k-~;';I~pe-; ~;";g the-BPRJ:
1 I
L I---------1-----------

Despatch envelopes to the
department of post along with a

second copy ofBPRJ

1
1 1

Receive the BPRJ with the date of Capture the s
acceptance stamped by the postal the sv

authorities

1 After 3 days from the despatch ofcertificates

Prmt and despatch card to
the buyer mformmg

despatch of certificates

Price Waterhouse
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y
Collate RRF with coverIng letter

Envelope the RRF and the
covermg letter

Seall the envelope

1----------------------,
: Frank the envelope I

~----------I-----------:

Despatch envelopes to the
department of post

SectIOn C2 Page 5



Refer annexure 1

REMA TO1 • RRF received re1:lster

References for Depository - Rematerialisation

Registrars AssociatIOn of India Depository - RematenahsatlOn
Manual on benchmark procedures for RegIstrars and Transfer Agents

Page 6SectIOn C2

REMA T02 Scrutmy
1 RRF fonn IS completely filled and sIgned
2 RRF contams Number ofcertIficates to be rematenahsed
3 RRF contams DP authonsatton
4 Separate RRF IS filled m for

• Secuntles havmg dIfferent InternatiOnal Secuntles IdentificatIOn Numbers
(ISIN)

• For lock-m and free secuntIes

Price Waterhouse

REMAT03 Data eotn
DP-ID
RRN
RRF receIved date
Name of the Company
Number of shares
ClIents Details

I
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I
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--------------------Rlglsh ars AssociatIOn of India
..M_~nual on benchmark procedures for RegIstrars and Transfer Agents

Annexures for Depository - Rematerialisation

Annexure 1 - RRF receIved reelster

DeposItory - RematenahsatlOn

RRN DP-ID RRF recelved date Number of certificates to be
rematenahsed

\

'\-'

'S Pllce Waterhouse SectIOn C2 Page 7
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DEPOS1TORY - BONUS ISSUE
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Note The flowchart descrzbes the methodology to carry out bonus processmg m a
completely dematerzalzsed scenarzo

Registrars ASSOciation of India Depository - Bonus Issue
Manual on benchmar~procedures for Registrars and Transfer Agents

The purpose of Bonus Issue IS to capItalIse the free reserves and to Issue capital as fully
paId-up shares without any payment III cash from the shareholders It IS a non-monetary
corporate benefit

Process DescnptlOn

Page 1Section C3

Activity DescnptlOn

DEPOSITORY- BONUS ISSUE

For detailed procedure refer flow chart

Bonus shares are allotted to holders ofa company as on the record date

FIle of beneficial owners from the depOSItory

Output documents

Input documents

Price Waterhouse

Bonus allocatIon regIster
File ofbonus allocatIon detaIls
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Obtam BOD approval

Do the allotment for the beneficial
owners

VerIfy the detaIls of the beneficial
owners with the holdmg master

Page 2

1 _~
.Receive an acknowledgement.

from Depository
electronIcally

1
. Upload the bonus allocatIon

details to DeposItory

SectIOn C3

1

!

Receive the download of beneficial
owners as on the record date from

DerSlIOry

1

. Generate and prmt bonus allocation
register

1

Flow chart for"Depository - Bonus Issue

1
Intimate the allotment to the
stock exchanges and SEBI

Price Water/lOuse
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DEPOSITORY - DIVIDEND / INTEREST
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DIVIdend IS paId on shares and mterest on debentures

RegIsters to be mamtamed

For detailed procedure refer flow chart

Page 1SectIOn C4Price Waterhouse

Registrars AssociatIOn of India Deposltorv - DIvidend I Interest
Manual on benchmark procedures for Registrars and Transfer Agents

-\.CtIVlty DescnptlOn

DEPOSITORY - DIVIDEND I INTEREST

Interest IS the sum paid to the debenture holder by the company out of the capItal
penodlcally

DIVIdend IS the portIon ofprofits of the company WhIch IS allocated to the holders of
shares m the company It IS a corporate benefit whereby the company entItles ItS current
share holders of monetary benefits as declared by It m annual general meetmg

Process DeSCrIption

The rate of dlvIdend/mterest IS apphed on the holdmgs ofmvestors as on the comorate
actIon date, dlvIdend/mterest warrants pnnted and maIled to Investors

FIle of beneficIal holders from depOSitory

Input documents

Note The flowchart deSCribes the methodology to carry out dlvldend/mterest processmg
m a completely dematerlalzsed scenarIO

DIVIdend / Interest allocatIOn register
DIVIdend / Interest warrants
Bulk postage regIstratIon Journal

Output documents

DIVIdend I Interest allocatIon regIster
Acknowledged Bulk postage registratIon Journal
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Flow chart for Depository - Dividend / Interest

Venfy the details of the beneficial
owners with the holdmg master

. Generate and prmt dividend I mterest .
allocation re21ster

!

Page 2

Prmt dividend I
mterest warrants

1

SectIOn C4

.,

!

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

BPRJ

1
Receive the BPRJ with the date of
acceptance stamped by the postal

authorIties

J
. Process the dividend Imterest for the

beneficial owners

Receive the download of beneficial
owners as on the record date from

Depository

1

1
~-------------------------,

I Frank envelopes usmg the BPRJ IL ~

1

j
.- Envelope the·warrants

~~

1

--------..1-------
Seal envelopes

----

-
Prmt Bulk postage I

registration Journal
(BPRJ).,

Price Waterhouse

--I

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I


