
Management and Staff Trammg through
Development of Procedure Manuals for
National SecurIties Depository Limited
(NSDL)

Financial InstitutIOns Reform and
Expansion (FIRE) Project

June 1997

Fmanclal Institutions Reform and ExpansIOn
(FIRE) Project
US Agency for InternatIOnal Development
(USAID/lndla)
Contract #386-0531-C-00-5010-00
Project #386-0531-3-30069

PrIce Waterhouse LLP 1

1616 North Fort Myer Drive
ArlIngton, VA 22209
Tel (70.1) 741-1000
Fax (703) 741-1616



Financial InstitutIOns Reforms
and Expansion (FIRE) ProJect

Price Waterhouse LLP

June 10, 1997

Mr C B Bhave
Managmg DIrector,
NatIOnal Secunties DeposItory LImIted
Trade Towers, 4th floor
Kamla MIlls Compound
Senapati Bapat Marg
Mumbm 400 025
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•

Re Management and Staff Trammg Through Development of Procedure
Manuals for NatIonal SecurItIes Depository Limited (NSDL)

At your request and as a part ofour contract wIth the USAID, Ms Susan Hertel,
Former VICe PresIdent wIth the MIdwest Clearmg CorporatIOn! MIdwest SecuntIes
Trust Company of the US and a consultant to Pnce Waterhouse CapItal Markets,
has completed the next part of our actiVIty towards assIstmg the NSDL
organIzatIOnal setup

Purpose of ACtIVIty

The pnmary purpose of thIS tnp was to contmue management trammg at NSDL as
establIshed under the work plan publIshed m Apnl, 1997

The first tOpIC to be addressed was the development and documentatIOn of mternal
procedures ThIS mcluded workshops on the overall process as well as functIOn
identlficatIOn to support the actual documentatIOn The list of attendees IS enclosed
as AppendIX A Based on the resultmg listmg of functIOns, Pnce Waterhouse wIll
aSSIst NSDL m actually completmg the documentatIOn, extendmg management
trammg through example NSDL wIll then contmue forward WIth ongomg
mamtamenance of theIr mternal procedures

The second ObjectIve under the work plan that was addressed durmg thIS tnp was
trammg m the area of development of the Human Resources Department
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Approach to Work

•
Based on the OrgamzatIOnal Structure Plan (the Plan) submItted by Pnce
Waterhouse to NSDL m July, 1996, NSDL has been estabhshmg and staffing
vanous departments withm the deposItory

The NSDL semor management has prevIOusly expressed an mterest m reCeIvmg
aSSIstance from Pnce Waterhouse m trammg theIr management team and staff m
vanous aspects ofthe secunties deposItory enVIronment To proVIde a foundatIOn
for such trammg, m January, 1997, Pnce Waterhouse performed a reVIew of the
development of each department to date The recommendatIOns made on the baSIS
of thIS reVIew were pubhshed by Pnce Waterhouse under the tItle of ReVIew of
Orgamzational Development for the NatIOnal Secunties DeposItory LImIted,
March 1997

A further reVIew of the orgamzatIOnal development ofNSDL was conducted on the
baSIS of dISCUSSIOns WIth the NSDL Management team Dunng the reVIew, specIfic
trammg needs and deSIres of the management and staff were IdentIfied Ms Hertel
obtamed a consensus from NSDL management on the appropnateness of
recommendatIOns made m the plan Based on these dISCUSSIOns, a work plan has
been developed to systematically address each task over the next several months

Pnce Waterhouse WIll contmue to follow the work plan developed for ongomg
aSSIstance to NSDL as publIshed m Apnl, 1997 The plan wIll be updated
penodically to report progress m thIS and other IdentIfied tasks to NSDL's semor
management A copy of thIS plan WIth updates can be found m AppendIX B

Trammg under the Work Plan

The first task of the work plan was performed m March, 1997 A trammg seSSIOn
was held on concepts of and approaches to work m the areas of comphance,
surveIllance and nsk management

As part of the trammg program for NSDL, as well as to strengthen the depOSItory's
overall organIzatIonal development, Pnce Waterhouse has contmually commItted
to aSSIst m the develop ~fmternal procedures manuals Whtle thIS commItment
could be satIsfied WIth the one-tIme draftmg of procedures, NSDL also needs tools
to contmue to mamtam the formal documentatIOn of departmental procedures m
the future
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To meet this need, a three-phased approach to trammg by Pnce Waterhouse has
been developed These phases are

1 Trammg of departmental management on developmg and wntmg
operatIOnal procedures This was to be accomplIshed through workshops
attended by the varIOus department heads ofNSDL

2 IdentificatIOn of functIOns withm each NSDL department that need to be
documented ThIS exerCIse IS to prOVIde the NSDL management team wIth
an understandmg of what tools are used m determmmg procedures that
should be wrItten

3 Actual documentatIOn of cntIcal/basic procedures Pnce Waterhouse
commItted to aSSIst m thIS area through the use ofa techmcal wrIter on
staff ThIS process wIll teach by example

In documentmg procedures, there WIll generally not be an attempt by Pnce
Waterhouse to change how NSDL currently performs functIOns RecommendatIOns
and comments WIll be made as deemed appropnate though, as each group of
departmental procedures IS completed

CreatIOn of Procedure Manuals

Under aSSIstance WIth the development of the orgamzatlOnal structure for NSDL,
Pnce Waterhouse has prevIOusly commItted to contrIbute to the creatIOn of
procedure manuals ThIS has begun under the followmg phases

• Trammg workshops on developmg and wrItmg operatIOnal procedures

• Trammg on functIOn IdentificatIOn to support processes to be documented

• DocumentatIOn of procedures

Trammg Workshops

Workshops were held WIth the departmental managers to proVIde trammg on thL'
development and documentatIOn of operatIOnal procedures (A lIst of the attendees
of these workshops may be found m AppendiX A) Included III the dISCUSSIOns at
these workshops were
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A Workshops on Developmg and Wrltmg OperatIOnal Procedures

Workshops were held for the department heads of the vanous areas withm NSDL,
mtroducmg them to developmg and wntmg mternal operatIonal procedures A lIst
of the attendees IS m AppendIx A The document used for thIS workshop may be
found m AppendIx C

The workshop mcluded both dIScussIon on why procedures are necessary and
approaches that may be taken m the documentatIOn process as well as an exerCIse
m actually wntmg a sImple procedure Each manager completed thIS exerCIse for
hIS respectIve department

The workshops also provIded the opportumty for the NSDL management to meet
the technIcal wrIter from Pnce Waterhouse that wIll work WIth the NSDL staff m
the thIrd phase of thIS procedure project DISCUSSIOn on the approach to procedure
wntmg that wIll be used also gave the managers mSIght on what to expect dUrIng
the actual documentatIOn phase

B Trammg on FunctIOn IdentificatIOn/or Procedure
DocumentatIOn

After the workshops on developmg and wntmg operatIOnal procedures were
completed management trammg m thIS area was extended to IdentIfymg functIons
to be documented IndIVIdual seSSIons were held WIth managers of three areas at
NSDL (Issuer Interface - Marketmg, RegIstrar Interface - Dally OperatIons, and
PartIcIpant Interface) to perform thIS exerCIse The managers were exposed to
tools ImmedIately avaIlable WIthm NSDL as well as thInkmg through what
happens m theIr respectIve areas (Attendees at these seSSIOns may be found m
AppendIx A )

ComprehenSIve lIsts of functIOns were developed for each area through thIS
exerCIse These lIsts wIll be used m the thud phase of the procedure
documentatIOn where the PrIce Waterhouse WIll work WIth the NSDL staff to
actually WrIte procedures, trammg through example

C Develorment ofHuman Resources Department - OrientatIOn
Program

The work plan also calls for the development of an onentatIOn program for staff
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members Such a program would be held by the Human Resources Department
(HRD) ThIS task overlaps WIth work bemg done by Pnce Waterhouse Consultant
Dr TessIe San Martm In conjunctIon WIth her work, an overall trammg seSSIOn
was held on the organIzatIOnal structure and responsIbIlIties of the HRD

Ms Hertel prepared a case study based on her expenence at a U S clearmg
corporatIOn/deposItory The case study (AppendIX D) looks at how the Human
Resources Department, and specIfically trammg, was structured at that cleanng
corporatIOn/deposItory It was used as part of the matenals dIstnbuted at a second
seSSIOn for NSDL on development ofHRD on May 6, 1997, With the appropnate
management staff m attendance A lIst of these attendees may be found m
AppendIX A

In addItIOn to management trammg m the area of procedure formalIzatIOn, trammg
seSSIOns on depOSItory servIces m the U S had been planned to start m May ThIS
IS m response to a dIrect request from the NSDL semor management However,
due to heavy work volumes, a seSSIOn could not be scheduled SeSSIons WIll be
held over the commg months for both management and general staff as deSIred by
NSDL

Next Steps

The work plan IS deSIgned around the currently IdentIfied trammg needs ofNSDL
The plan mcludes target and completIOn dates for varIOUS actIVItIes to be
performed

Ms Susan Hertel shall return to India m the second week m July Pnor to my
return to IndIa work WIll contmue m the followmg areas related to NSDL
Procedures

Usmg the lIsts of IdentIfied functIOns, Ferzana Khanna, techmcal wnter for Pnce
Waterhouse WIll work WIth NSDL m actually documentmg processes Procedure
manuals for the three departments (Issuer Interface - Marketmg, RegIstrar Interface
- OperatIOns and PartICIpant Interface) WIll be finalized on Ms Hertel's next VISIt
At that time, work WIll begm WIth another 2-3 areas of the depOSItory Any
addItIOnal concerns and Ideas WIll be mcorporated mto the recommendatIOns
pnonties and the schedule WIll also be fine tuned at that tIme

Both the trammg and the creation of the InItIal departmental procedure
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manuals wIll also give the depository management the tools to contmue to
document and mamtam operatIOnal procedures under the evolutIOn of the
depository Such procedures are extremely Important for future trammg of
staff, as a reference for day-to-day operations, and to support mdustry
regulatory reqUirements

For the success of thIS project the partICIpatIOn and cooperatIOn of your
management and staff IS essentIal We would like to thank you and your colleagues
at NSDL and NSE for the tIme, courtesy and cooperatIOn extended to us dunng the
course of thIS project

Please get m touch WIth us at the FIRE project for any clanficatIOns you may
reqUIre

Thankmg you,

Yours smcerely,

w.~
W Denms Grubb
Prmcipal Consultant
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I EXECUTIVE SUMMARY

June 10, J997

Under assIstance WIth the development of the organIzatIOnal structure for NSDL, Pnce
Waterhouse has prevIously commItted to contnbute to the creation of procedure manuals
ThIS has begun under the followmg phases

• Trammg workshops on developmg and wntmg operatIOnal procedures These
seSSIOns have been attended by vanous members of the NSDL management team

• Trammg on functIOn IdentIfication to support processes to be documented ThIs phase
has been completed for Issuer Interface (Marketmg), RegIstrar Interface (Dally
OperatIOns), and PartIcIpant Interface The remaInmg areas WIll be addressed m the
commg months

• DocumentatIOn of procedures ThIs phase follows the functIOn IdentificatIOn process,
and has been started for Issuer Interface, RegIstrar Interface and PartIcIpant Interface
The technIcal wnter from PrIce Waterhouse WIll be documentmg the functIOns Tllis
wIll provIde management tralmng through example

RecommendatIOns have been made to NSDL through the above traInIng and wItrnn tills paper
for the establIshment of corporate pohcles related to procedures m the areas of an annual
reVIew process, central control pomts for departmental procedures, and reqUired levels of
approval of procedures

In addItIOn to management trammg m the area of procedure formahzatIOn, traImng seSSIOns
on depOSItory servIces m the U S had been planned to start m May Tills IS In response to a
dIrect request from the NSDL semor management However, due to heavy work volumes, a
seSSIOn could not be scheduled SeSSIOns wIll be held over the comIng months for both
management and general staff as deSIred by NSDL

The work also plan calls for the development of an onentatIOn program for staff members
Such a program would be held by the Human Resources Department (HRD) ThIS task
overlaps WIth work bemg done by another consultant from Pnce Waterhouse, Dr TeSSIe San
Martm In cOnjunctIOn WIth her work, an overall tralmng seSSIOn was held on the
organIzatIOnal structure and responsIbIhtIes of the HRD

Attendees at trammg sessllons that were held can be found m AppendIX A

Pnce Waterhouse WIll contmue to follow the work plan developed for ongomg asSIstance to
NSDL as publIshed m Apnl, 1997 A copy of thIS plan WIth updates can be found m
AppendIX B

PrIce Waterhouse LLP Page 1



NatIOnal Securities Depository Limited Management and StaffTrammg
USAID FIRE Project

II - BACKGROUND
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As part of the trammg program for NSDL, as well as to strengthen the deposItory's overall
orgamzatIOnal development, Pnce Waterhouse has contmually commItted to assIst m the
develop of mtemal procedures manuals WhIle thIS commitment could be satisfied with the
one-tIme draftmg of procedures, NSDL also needs tools to contmue to mamtam the formal
documentatIOn of departmental procedures m the future

To meet thiS need, a three-phased approach to trammg by Pnce Waterhouse has been
developed These phases are

1 Trammg of departmental management on developmg and wntmg operatIOnal
procedures ThiS was to be accomplIshed through workshops attended by the vanous
department heads ofNSDL

2 IdentIficatIOn of functIOns wlthm each NSDL department that need to be documented
ThiS exerCIse IS to provide the NSDL management team With an understandmg of
what tools are used m determmmg procedures that should be wntten

3 Actual documentatIOn of cntIcal/baslc procedures Pnce Waterhouse commItted to
assist m thIs area through the use of a technIcal wnter on staff ThIs process Will
teach by example

In documentmg procedures, there Will generally not be an attempt by Pnce Waterhouse to
change how NSDL currently performs functIOns RecommendatIOns and comments Will be
made as deemed appropnate, though, as each group of departmental procedures IS completed

A work plan has been developed for overall work With NSDL by Pnce Waterhouse
Incorporated mto thiS plan are the above three phases by target dates The plan Will be
updated penodlcally to report progress m thIs and other Identified tasks to NSDL's semor
management A copy of the updated work plan may be found m AppendIX B

Price Waterhouse LLP Page 2
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III WORKSHOPS ON DEVELOPING AND WRITING OPERATIONAL
PROCEDURES

Workshops were held wIth the departmental managers to provIde trammg on the development
and documentatIOn of operatIOnal procedures (A lIst of the attendees of these workshops
may be found m AppendIx A) Included m the dIscussIOns at these workshops were

~ The Importance of havmg well documented procedures
~ ObjectIves of procedures
~ Formats
~ Tools to use m IdentIfymg tasks to document

The workshops also mcluded an exerCIse where each manager wrote a bnef, sImple procedure
for hIS respectIve area

Through the seSSIOns held, the managers were also famIlIarIzed WIth the process that Will be
followed by PrIce Waterhouse m creatmg manuals for NSDL The techmcal WrIter from
Pnce Waterhouse that WIll be workmg m thIS area was also at the workshops so that the staff
had an opportunIty to meet and mteract wIth her

A copy of the matenal presented at these seSSIOns may be found III AppendIx C

PrIce Waterhouse LLP Page 3
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IV FUNCTION IDENTIFICATION-FOR PROCEDURE DOCUMENTATION

Management trammg m the development of procedures was extended through functlOn
IdentIficatIOn seSSlOns held with the department heads of the Issuer Interface (Marketmg),
RegIstrar Interface (Dally OperatlOns), and PartICIpant Interface 'The department heads that
partIcIpated m thIS process may be found m AppendIx A

ThIS exerCIse was performed to Identify those tasks that should be documented at thIS time
Tools that were used to complete thIS phase of the trammg mcluded related work flows,
narratives, and Job descnptions as recommended for NSDL and publIshed by Pnce
Waterhouse m September, 1996 Adjustments were made as nec~sary to fit any dIfferences
m the actual development of the depOSItory AdditlOnal functlOns as known by the
departments heads were also added to the lIst where there was a deSIre to document such
processes

Price Waterhouse LLP Page 4



NatIOnal SeCUrities Depository Limited Management and Staff Trammg
USAID FIRE Project

V DEVELOPMENT OF PROCEDURE MANUALS

June 10 1997

TechnIcal wntmg assIstance has begun by Pnce Waterhouse m the documentatIOn of
basIc/crItical procedures m the areas where the function IdentificatIOn process was completed
(Issuer Interface, RegIstrar Interface, and PartIcIpant Interface)

The management and staff are bemg mterviewed as needed to record the steps of each
process No attempt IS bemg made to change the procedure bemg used Rather, the resultmg
documentatIon WIll provIde management the opportunIty to reVIew what IS now bemg done
and what may need to be changed m management's VIew ThIS wIll occur under the approval
process mcorporated mto the overall development ofdocumented procedures

WhIle no changes WIll be made m how the work IS currently bemg done, Pnce Waterhouse
WIll proVIde comments and recommendatIOns where appropnate as procedures are drafted
Such comments and recommendatIOns WIll be offered to support NSDL's management m
finalIzmg and approvmg the drafted procedures

ThIs documentatIon WIll contmue over the next two months and IS expected to be completed
III July for the first three areas The next group ofdepartments WIll then be addressed
Manuals WIll be proVIded to respective departments as they are completed m both hard and
soft copy forms ComprehensIve manuals covenng all departments WIll be gIven to NSDL
semor management when all documentatIOn IS completed

Price Waterhouse LLP Page 5
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VI RECOMMENDATIONS

June 10, 1997

NSDL needs to estabhsh corporate pohcles on procedures m the followmg areas

A PerIOdic review ofall procedures

The InItIal documentatiOn of procedures IS Just the first step To contmue to be effectIve, all
procedures must be penodIcally revIewed to ensure that they are stIll accurate and
appropnate Mmlmally, thIS reVIew should be done on an annual baSIS

Procedures support trammg and day-to-day operatiOns ofa corporatiOn The documentatIon
becomes an mtegral part of all mternal and external audIts For a self-regulatory organIzatiOn
such as a secuntIes depOSItory, well-documented procedures mcrease the credIbIhty of
operatIons m the VIew ofregulators For these reasons, It IS ImperatIve that all documentatIon
of processes be current and accurate The adherence to an establIshed reVIew polIcy ensures
thIs IS accomplIshed

B Control ofdocumented procedures

ThIS may be done at the department level or at a central pomt WIthIn the depOSItory The
control pomt ensures

.. Proper organIzatiOn and aSSIgnment ofprocedure IdentIficatiOn codes

Follow up work IS done to msure procedures are CIrculated for approval from
the appropnate management levels

Adjustments are made to procedure drafts as requested by approvmg
management before approvals are applIed

That approvals are actually receIved

.. That procedures are penodIcally revIewed under the corporate polIcy

C ReqUITed levels ofapproval

It IS recommended that the procedures be approved by two levels of management These
levels should be at least the manager duectly responsIble for the functIOn and one level
above NSDL may WIsh to add other approval levels Also, approvals may be sought from...
ComplIance, Legal, audItors, and regulators on speCIfic procedures

NOTE There IS a natural resistance to sharmg documented procedures With
auditors and regulators However, ifapprovals are recelvedfrom these

Price Waterhouse LLP Page 6
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groups, NSDL mcreases Its credlblltty wlthm the mdustry

June 10, 1997

It IS further recommended that the final procedure manuals be dIstnbuted to all staff
members TYPIcally, thIS dIstnbutIOn IS done by department wIth all employees m a gIven
area provIded wIth copIes of all procedures for that department ProvIdmg the staff WIth thIS
documentatIon prOVIdes them WIth a reference pomt m performmg theIr dutIes, fixes
responsIbIlIty m completmg tasks, and sets a baSIS for measurmg performance

A combmed operatIOns manual should also be avaIlable at the central control pomt for
reference by management, staff, audItors, and regulators

Price Waterhouse LLP Page 7
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VII TRAINING ON-U S DEPOSITORY SERVICES

June 10, 1997

Other trammg outsIde of the procedure documentation process was offered to NSDL III the
form of a trammg seSSIOn on depOSItory servIces as proVIded m the U S ThIS was developed
m response to a dIrect request from NSDL management However, tIme dId not permIt
holdmg a seSSIOn due to the heavy schedules of the NSDL management team

It IS mtended that seSSIOns wIll be held III July, 1997 for management staff ThIs trammg can
then be extended to the general staff as the NSDL management feels IS appropnate

Price Waterhouse LLP Page 8



The work also plan calls for the development of an onentatlOn program for staffmembers
Such a program would be held by the Human Resources Department (HRD) ThIS task
overlaps wIth work bemg done by another consultant from Pnce Waterhouse, Dr TessIe San
Martm In COllJunctlOn WIth her work, an overall trammg seSSIon was held on the
orgamzatIOnal structure and responsIbIlItIes of the HRD
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VIII. HUMAN RESOURCES ORIENTATION PROGRAM
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IX SUMMARY AND NEXT STEPS

June 10 1997

Workshops on an "IntroductIOn to Developmg and WrItmg OperatIOnal Procedures" have
been completed for the NSDL Department heads Management trammg m tills area was
extended to seSSIons on IdentIficatIOn of functIOns to be documented for Issuer Interface,
RegIstrar Interface, and PartIcIpant Interface

Usmg the lIst of IdentIfied functIOns, the PrIce Waterhouse technIcal wnter WIll be
documentmg processes as performed by NSDL staff members ThIs WIll occur through
mtervlewmg the people actually performmg the work, WrItmg the actual procedures, and
revIewmg the wrItten product WIth the respectIve department head

ThIS process IS expected to be completed m July for the first three groups Then work on
procedures wIll begm m other areas ofNSDL

FmalIzed procedures wIll be presented to each department as they are completed (hard and
soft copIes) WIth full manuals gIven to semor management when all procedures are finally
documented WhIle there IS no mtentIon for PrIce Waterhouse to change how functIons are
currently performed, recommendatIOns and comments WIll be offered where appropnate

Current recommendatIOns related to procedure documentatIOn for NSDL to conSIder are

., EstablIshment of perIOdIC reVIew program for all procedures Each
documented should be reVIewed and updated at least annually

EstablIshment of control pomt(s) for departmental procedures ImtIally, thIS IS
probably best done wlthm each department NSDL can deCIde later If a central
corporate control pomt IS deSIrable

EstablIshment of an approval process for all documented procedures It IS
recommended that at least two levels of management responSIble for the
respectIve area approve all wrItten procedures

Trammg seSSIons on depOSItory servIces m the U SWIll begm m July, 1997 They WIll first
be presented to NSDL's management team These seSSIOns WIll be extended to the general
staff as NSDL's management feels IS necessary

The groundwork for the development of a staffonentatlOn program through the Human
Resources Department has been laId ThIS was done as part of a trammg seSSlOn held by Dr,
TeSSIe San Martm ofPnce Waterhouse The seSSIon focused on the organIzatIOnal structure
and responSIbIlItIes ofHRD (specIfically m the area oftrammg) Included wlthm such
responSIbIlItIes IS the creatIOn of an onentatton program

Price Waterhouse LLP Page 10
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A new task has been added to the work plan called "IntroductIOn to Work Measurement"
One benefit of documented procedures IS that they support staff accountabIlIty reqmrements
and establIshmg task standards It IS planned that Pnce Waterhouse WIll provIde an
mtroductIon to thIS process In November, 1997

Pnce Waterhouse WIll contInue to follow the work plan as found In AppendIx B over the next
several months TImmgs and tOpICS Will be adjusted where needed

PrIce Waterhouse LLP Page 11
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LIST OF ATTENDEES OF WORKSHOPS

Workshops on "IntroductIOn to Developmg and Wrltmg Operational Procedures" -

Shasmkant S ShirahattI, VIce PresIdent, Systems
T Koshy, VIce PresIdent, OperatIOns
V R NaraSImhan, VIce PresIdent, OperatIOns
S Gopalan, AssIstant VIce PresIdent, OperatIOns
Jayesh Sule, AssIstant VIce PresIdent, OperatIOns

FunctIOn IdentIficatIOn for Procedure Documentation
Department heads who participated

Issuer Interface - Marketmg
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APPENDIXB

REVISED WORK PLAN FOR NSDL

TASK

Trammg seSSIOn on
ComplIance,
SurveIllance, and
RIsk Management

Trammg seSSIOn on
secuntIes deposItory
servIces m the U S

TARGET
START DATE

March, 1997

May, 1997

TARGET
COMPLETE
DATE

March, 1997

July, 1997

ACTUAL
COMPLETE
DATE

March, 1997

Delayed start untIl July due to heavy schedules ofNSDL
management

Trammg sessIons on May, 1997
procedure documenta-
tIon

IdentIfy traInIng resources May, 1997
Wlthm/outslde IndIa for
specIfic tOpICS as needed
by NSDL

DocumentatIon of
departmental procedures

May, 1997

Ongomg

May, 1997

OngoIng

- Issuer Interface May, 1997 July, 1997

FunctIOn IdentIficatIon completed In May, 1997



- RegIstrar Interface May, 1997 July, 1997

FunctlOn IdentlficatlOn completed m May, 1997

- PartIcIpant Interface May, 1997 July, 1997

FunctIon IdentIfication completed m May, 1997

- Clearmg CorporatIOn
Interface

- Corporate Commumca
tIOns

- ComplIance

- Fmance

- SurveIllance

- RIsk Management

EstablIsh Human
Resources onenta
tIon program

July, 1997

July, 1997

July, 1997

July, 1997

September, 1997

September, 1997

July, 1997

September, 1997

September, 1997

September, 1997

September, 1997

November, 1997

November, 1997

September, 1997

Trammg on HRD development held on June 5, 1997

ReVIew/create
management reports

IntroductIOn to Work
Measurement
(added May, 1997)

November, 1997

November, 1997

January, 1998

November, 1997

ASSISt m meetIngs
WIth Issuers and R&T

, agents to SOlIcIt
partIcIpatIon m the
deposItory

OngOIng as needed OngoIng
by NSDL

OngOIng



ASSISt m development
of Busmess ContInUIty
Plan for busmess
operatIOns

Computer Networkmg

Computer Systems

November, 1997

As needed to
support out
sourced techm
cal work

As needed to
support out
sourced techm
cal work

January, 1998

As needed to
support out
sourced techm
cal work

As needed to
support out
sourced techm
cal work
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I INTRODUCTION TO PROCEDURE WRITING

Procedures are a form of commUnICatIOn, and, as such, they must be clearly understood by the
reader(s) Procedures are wrItten for specIfic groups of people by others who know the functIOns
to be performed

TypIcally, the person who knows the functIOns to be performed best IS the manager of the related
area It follows that the manager then should wnte the procedures Where tIme constramts do
not allow thIS, professIOnal procedure wnters are often used If It IS deCIded that such wrIters
should be used, then the manager must stIll be mvolved m revIewmg the final product for
completeness and accuracy

Involvmg the staff who perform the procedures m the first draft may also be helpful Such an
exerCIse WIll provIde mSIght to the manager on how well a staff member understands the
function It may also alert the manager to steps bemg taken that were not mcluded or mtended
when the procedure was ongmally establIshed

ObjectIves for developmg procedures mclude

• To msure that functIOns are performed effiCIently

• To reduce and mInImIZe errors m performmg functIOns

• To proVIde contmUIty of operatIons

• To faCIlItate orderly changes m the performance of functIOns

• To coordmate functIOns and descnbe workflows between departments and the
vanous areas withm departments

• To maxImIze the abIlItIes of all workers

• To enhance Job satIsfactIOn

• To faCIlItate establIshmg standards and mOnItonng the performance of employees
based on those standards

Procedure content IS adjusted to meet the needs of the dIfferent levels of the users of the
procedures These levels generally fall mto one of the followmg categones

• DetaIled procedures - ThIS type of format deSCrIbes the mdivIdual steps of
functIOns to be performed Such detmiis needed to support the trammg of staff,



as well as to provIde an ongomg reference for day-to-day operatIOns
- Performance standards are estabhshed based on the detail Wlthm such procedures

• OvervIew procedures - The <Jvervlew format IS typically used for those functIOns
to be performed by management levels It IS presumed, therefore, that the reader
has an understandmg of the work to be done and a descnptIOn of mdividual steps
IS unnecessary The overview procedure IS prepared to summarIze the functIons
and provide gmdelmes for management deCISIons

It IS Important, therefore, that the procedure wrIter understands how and who wIll be usmg the
procedure(s) bemg developed and wntten

Also cntIcal to formally documentmg procedures IS the need to control the process to msure that
all functIOns are recorded, and that procedures are updated to reflect Job and service changes To
Insure the completeness and accuracy of the documentatIon, a full review of all procedures as
they relate to operatIOns should be completed at least on an annual basIS

The result of all of these efforts wIll be comprehensIve procedure manuals that will help to msure
operatIOnal effiCIencIes



II PROCEDURE FORMAT

Orderly presentatIOn IS essential to procedure documentatIOn Estabhshmg a prescnbed
procedure format that IS readIly understood by the reader helps to accomphsh such a
presentatIOn Elements to be conSIdered m creatmg a procedure format mclude

• Procedure IdentIficatIOn codes
• Approvals
• ImplementatIOn date
• ReVISIon date
• TItle
• Purpose
• Text format
• ExhIbItS

The factors of each element are descnbed below

Procedure IdentificatIOn Codes

Procedure IdentIficatIon codes facIhtate locatIng a speCIfic procedure WithIn a manual An mdex
ofprocedure IdentificatIOn codes IS Included at the begmmng of each departmental manual for
the user's reference Procedures are maIntaIned WIthIn the manual m the same order as the codes
lIsted m the mdex

The codes may SImply be numenc WIth the numbers Issued as each procedure IS wrItten A
prefix mdicatmg the subject matter, the department, or the area of the department performmg the
functIOn descnbed WIthm the procedure may be added to the code

If the mdividual procedure manuals are to be combIned Into one comprehenSIve corporate
manual, a departmental IndIcator WIthIn the code IS necessary ThIS clearly IdentIfies to the
reader where the procedure IS actually performed

To msure proper control, the allocatIOn of procedure IdentIficatIOn codes should be assIgned to
one mdividual WIthIn the department or corporatIOn

Approvals

It IS Important that a corporate polIcy on the approval of procedures be establIshed Management
IS responsIble for the successful operatIOn of the bUSIness, and, therefore, should be mcluded III

the procedure documentatIOn process ThIS Insures that all are III agreement WIth the methods



used to perform functIOns and that corporate phIlosophIes and polIcIes are followed

At least two levels ofmanagement should approve procedures IndIvIduals provIdmg the
approvals should be those managers responsIble for the respectIve area usmg the procedures, as
they are ultImately responsIble for that department's produCtIVIty

ImplementatIon Date

The ImplementatIOn date IS Important to knowmg the age of the procedure ThIs agmg IS
consIdered when penodIc reVIews of all procedures are performed to msure documentatIOn IS
kept current

In the event that duplIcate procedures are wntten on a specIfic functIon, the ImplementatIOn date
may also help to IdentIfy the more accurate (current) document

ReVISIOn Date(s)

SImIlar to the ImplementatIOn date, the reVISIOn date tells the reader how current the procedure
IS A stale date wIll tngger a reVISIon under the penOdIC reVIew ofall procedures

Title

The procedure tItle should be conCIse and descnptIve of the functIOn bemg performed The
maxImum length of the tItle should normally be four words

Purpose

The purpose of the procedure IS stated after the tItle and before the descnptIOn of the functIOnal
steps ThIs element should bnefly descnbe why the functIOn IS bemg performed Usually, two
sentences are sufficIent to provIde thIS overvIew

AddItIonal mformatIOn that mIght be mcluded after thIs purpose statement mcludes a lIstmg of
other related procedure numbers, and mIscellaneous general mformatIOn that the WrIter feels
needs to be known to the reader

Text Format



PrIor to begmnIng the text format, the procedure wrIter needs to determIne the level at wluch the
procedure WIll be used If the procedure IS to be used for trmmng and/or day-to-day operatIOns
by the staff, the text wIll be a detarted outlIne of the specIfic steps to be followed If the
procedure IS to summarIze functIOns performed by management, then the text WIll stIll be m
outlme form, but provIde an overvIew of InfOrmatIOn and gmdelmes

Exhibits

ExlubitS should be used whenever documents are referenced WItlun the procedure A detailed
procedure WIll reqUIre a more extensIve use ofexhIbIts than an overvIew procedure

Where a lIst of data, complIcated formula, or a checklIst IS needed withm a procedure, thIS may
be accomplIshed by creatIng an exhIbIt to prOVIde the InformatIOn TIns lIst can then easIly be
used as a separate reference when performmg a functIon rather than contmually checkIng the full
procedure SImple flowcharts may also be helpful as exhIbIts, partIcularly where the overvIew
format IS bemg used



III IDENTIFYING TASKS TO DOCUMENT

DetaIled Procedures

UltImately, all tasks performed by the staff should be documented through formal detaIled
procedures ImtIally, It IS eaSIest to determme what procedures to wrIte by Identlfymg pnmary
functIOns under current actIvIty Later, as new servIces are added or changes are made to
eXlstmg servIces, the need for addItIOnal procedures WIll be eVIdent

To prepare mltIal procedures, each department needs to consIder the major responsIbIlItIes
aSSIgned to mdlvldual areas A lIst of these responsIbIlItIes should be compIled from whIch
procedures WIll be formally developed and documented Tools that may be used to prepare thIs
hst mclude

• Documented departmental workflows
• Job deSCrIptIOns
• System busmess reqUIrements for eXIstmg and new products
• Known functIOns

Through the process of actually creatmg these procedures, addItIonal tOPICS may be IdentIfied
and/or mItIal functIOns may be broken down mto smaller tasks to SImplIfy the procedural
InstructIOns

When new servIces are bemg created, documentmg departmental procedures should be part of
the development process SImIlar to IdentIfymg tasks under eXIstmg servIces, prImary functIons
should be noted and documented The step-by-step mstructIOns of the procedures should be
challenged dunng the testmg phase of the servIce development and adjustments made as needed
(eIther to the procedure or the developmg system)

Changes to servIces should automatIcally trIgger management to reVIew eXIstmg procedures and
have reVISIOns made as necessary

Overview Procedures

OvervIew procedures are typIcally wntten to aSSIst management In understandIng and
rememberIng corporate polICIes and gUIdelInes In carryIng out departmental responSIbIlItIes and
performIng servIces to partICIpants Examples of tOpICS are

• RIsk-related Issues and how to proceed under certaIn SItuatIOns



• ReqUIred servIce levels
• Interdepartmental relatIOnshIps

Where detailed procedures are formatted m a step-by-step outlme, overvIew procedures may
often be wntten usmg text paragraphs ChecklIsts are useful tools to mclude ExhibIts are also
helpful, but may not be used as extensIvely as they are m detaded procedures

The overvIew procedure should provIde the manager With enough InformatIOn to make necessary
decIsIons that are consIstent WIth corporate phtlosophtes and polIcIes



IV WRITING DETAILED PROCEDURES

Procedures are more frequently wntten usmg the detaIled format The need to tram staff and
have a reference pomt for day-to-day operatIons dIctates thIs style The followmg mformatIOn
provIdes a formal structure to preparIng thIS type of procedure, usmg the elements prevIOusly
descnbed m sectIOn II

Procedure IdentificatIOn Code

The standard procedure IdentIficatIOn code as establIshed by company polIcy should be used for
all procedures ThIS may be as sImple as assIgrnng the next avaIlable number to a new
procedure, or mcludmg a prefix to a number that mdicates the related department and/or subject
matter to that number The IdentIficatIOn code should be entered at the top of each page of the
procedure and related exhIbIts

Approvals

A sectIOn for the approvals reqUIred by company polIcy should follow the procedure
IdentIficatIOn code A mmimum of two levels of management should approve the final
procedure The approvmg management should be responsIble for the department performmg the
procedure

Approvals should generally be placed on the first page of the procedure document AddItIonal
approvals may also take the form of supportmg memos and/or letters For example, regulators
and audItors may approve a procedure WIthIn theIr work papers, m theIr letters on findmgs after a
reVIew, or m letter form as a response to a request for approval

ImplementatIOn Date

The ImplementatIOn date IS the date when the functIOn WIll begm to be performed as descnbed m
the approved procedure ThIS date IS after all approvals for the procedure as documented have
been obtmned

If the procedure bemg wntten IS a new procedure, then "NEW" should be mdIcated m thIS area



ReViSIOn Date

The reVISIon date reflects the date on whIch one of the followmg actIOns was taken

• The procedure was updated to mcorporate changes to the procedure

• The procedure was revIewed to msure that the steps outhned are still correct (as
under the penodiC reVIew of all procedures)

If the procedure bemg wntten IS a new procedure, then "NEW" should be mdicated m this area

Title

The procedure tItle should be conCIse and descnptive of the functIOn bemg performed The
maxImum length of the title should normally be four words

Purpose

The purpose of the procedure IS stated after the title and before the descnptIOn of the functIOnal
steps ThIS element should bnefly descnbe why the functIOn IS bemg performed Usually, two
sentences are sufficIent to prOVIde thIs overvIew

Followmg the bnef descnptIOn, any related procedures should be hsted by theIr IdentificatIOn
codes For example, a statement should be made that the reader should "refer to procedure(s) ---
for related functIOns"

If the WrIter feels strongly that addItional mformatIOn IS needed about the purpose of the
procedure, such mformatIOn may be added as a note to the purpose or a separate sectIOn called
"General InformatIOn" may follow the purpose

Text Format

WhIle the procedure IS to tie very detailed, the text should also be SImple and easy for the reader
to follow Larger procedures should be broken down mto two or more less complIcated
procedures The procedure outlme should prOVIde step-by-step mstructIOns on how to perform
the functIOn Steps must be descnbed m chronologIcal order and should be wntten as SImple
actIOn statements



A nOVIce employee or one unfamIlIar WIth the functIOn should be able to complete the process by
sImply followmg the steps as documented ThIs reqUIrement should be constantly consIdered
when wrItmg the text of the procedure

Exhibits

DetaIled procedures may refer to reports, forms, computer screens, checklIsts, etc Wherever
such a reference IS made an exhIbIt needs to be provIded wIth the procedure

Note It IS very Important that the reference wlthm the procedure uses the exact title
ofthe document that Will be reflected m the exhibit Often, the staffWill
develop a habit ofcallmg one ofthese tools by a shortened version ofthe name,
the content, or even the color ofthe paper on which It IS prmted (the "yellow"
report) Usmg correct titles wlthm procedures Will avoid confUSion

The exhIbIt needs to be of hIgh qualIty Ifa report must be reduced m SIze to fit the procedure
form, the content must contmue to be legIble Where mformatIOn on an exhIbIt mcludes a date,
It should be current (usually wIthm one year to correspond to penodIc procedure reVIews) Stale
dates may mean that the exhIbIt IS no longer vahd

An exhIbIt form IS used to dIsplay the exhIbIt The form carrIes the tItle and IdentIficatIOn code
of the procedure The exhIbIt number as referenced wIthm the procedure IS also placed on the
exhIbIt form All exhIbIts are then attached to the respectIve procedure m numencal order

The exhIbIt may be outlmed heavIly m black on the exhIbIt form ThIs helps to make the exhIbIt
stand out on the form

General mformatlon about the exhIbIt may also be mcluded on the exhIbIt form thIS
mformatIOn mIght mclude

*

*

*

SIze (dImenSIOns) of the actual document ThIs IS sometImes helpful If the
ongmal has been reduced to fit the exhIbIt form

Number ofphes If the exhIbIt IS a form or report When performmg a procedure,
the staff may be concerned about a specIfic ply, and It may help to know that a
document has more than one copy

Color WhIle callmg a report or other document by the color of the paper on
whIch It IS prInted IS dIscouraged, It may be helpful to know the color to qUickly
locate It m the operatIng enVIronment Also, the varIOUS phes of a form may be
dIfferent colors Reference to the color of the approprIate ply can Insure that the
correct copy IS used In follOWIng the procedure



* Cross-references to numbers of procedure steps NotatIOns may be made on the
exhIbIt that refer to the varIOUS related actIOns descnbed wIthm the procedure
narratIve For example, IfmformatIOn IS bemg entered to a form, the step number
that descnbes thIS actIOn may be entered on the relatIve sectIon of the form as
supplIed through an exhIbIt

OutlInmg the exhIbIt and provIdmg descnptlve mformatIOn may make the exhIbIt more
attractive, but IS not cntlcal to the presentatIOn It IS more a matter of personal taste More
Importantly, efforts should be dIrected at msurmg that the exhIbIt IS accurate and legIble



V WRITING OVERVIEW PROCEDURES

The overvIew style IS typIcallyused for those functIOns to be performed by management levels
It IS presumed, therefore, that the reader has an understandmg of the work to be done The
overvIew procedure IS prepared to summanze the functIOns and prOVIde gUIdelInes for certam
(but not necessanly all) management decIsIOns

The format for the overvIew procedure IS generally the same as for the detaIled procedure The
only dIfference IS m the wntmg of the text portIOn of the procedure Instead ofvery detaIled
functIOnal steps, broader statements are used to descnbe the process

GUIdelInes are prOVIded to management through overvIew procedures These gUIdelmes aSSIst
management m makmg declSlons vs provIdmg step-by-step mstructIOns on how to perform a
functIOn



VI STAFF ACCOUNTABILITY UNDER PROCEDURES

DetaIled procedures need to be documented for all functIOns performed by the staff ThIS
provIdes crItIcal support for trammg, msures mdividuals have at least one source of clear
dIrectIOn m completmg dutIes, and protects the corporatIOn when evaluatmg performance

Procedures should be desIgned to support any performance standards set by management These
standards mclude both accuracy and productIOn volume reqUIrements Fatlure to fulfill these
reqUIrements could have an adverse Impact on a staff member's pOSItIon With the corporatIOn
Therefore, It IS management's responsIbIhty to msure that the staff understands the standards that
they are expected to meet

To strengthen thIS process, all wrItten procedures should be accumulated mto a manual that IS
avaIlable to all employees Ideally, each staffmember should be provIded WIth then own manual
for daIly reference as needed Mimmally, each area of each department needs to have a manual
that IS easIly accessIble to all staff members

It IS cntlCal that management Impresses upon staff members the Importance of msurmg that
dutIes are carned out m complIance WIth procedures FaIlure to do so could mean detenoratIOn
of servIce levels to customers, rIsk and/or financIal loss to the corporatIOn, and even discIplmary
actIOns agamst the employee



VII SUMMARY

Well documented procedures clearly commUnIcate how functIOns are to be performed and
provIde support to operatIOnal ObjectIves such as

EfficIency
Accuracy
ContmUIty of operations
CoordmatIOn of functIOns
Employee performance

The style of documentatIOn IS dIctated by who Will be performmg the functIon descnbed A
detaIled, step-by-step format IS used for trammg, day-to-day operatIOns, and work measurement
to establIsh performance standards OvervIew procedures are generally used to summanze
functIOns and proVIde gUIdelmes for management decIsIOns

A conSIstent format IS used to document departmentaVcorporate procedures Once documented
and approved, procedures may be used to support work measurement efforts and the
development of performance standards The staff then clearly knows what IS expected by
management

Documented procedures aSSIst audItors and regulators m theIr penodic reVIews Procedure
approvals may also be obtamed from these groups to add assurances that the performance of
operatIOnal functions meet audIt and regulatory cntena

Fmally, managers who have well-documented procedures are more lIkely to have organIzed
departments, and staff that perform at a conSIstently hIgh level
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INTRODUCTION TO PROCEDURE WRITING



*

*

*

*

WRITING PROCEDURES

Form of communIcation

Must be clearly understood by reader

DIrected at specIfic group (level) of people

Writer knows/understands functIons

Usually manager

Staff may be Involved in wrIting InItial procedure draft

ProfessIonal procedure writer used where there are tIme
constraInts (final product reviewed by manager)



I

I
I
I
I
I

OBJECTIVES OF PROCEDURES

*To insure functIons are performed efficiently

*To reduce/minimize errors

*To provide continuity of operatIons

*To facilitate orderly changes in functions

*To coordinate functIons between/wIthin departments

*To describe work flows

*To maximize abIlitIes of workers

*To enhance Job satIsfaction

*To facilitate monItorIng employee performance



PROCEDURE CONTENT VS. USER LEVELS

*DETAILED PROCEDURE

DescrIbes Individual steps

Used for training

Reference for day-to-day operations

Supports performance standards

*OVERVIEW PROCEDURE

Used for management functions

SummarIzes functions

Provides guidelInes for management decisions

*****KNOW THE READER*****

\~u·,



FORMAL DOCUMENTATION OF PROCEDURES

*Controls processes

*Records functions

*Reflects Job and service changes



CRITICAL TOA DOCUMENTED PROCEDURE PROGRAM

PERIODIC FULL REVIEW OFALL PROCEDURES



*

*

*

*

*

*

*

*

PROCEDURE FORMAT

Identification codes

Approvals

Implementation Date

RevisIon Date

TItle

Purpose

Text format

ExhIbits

!.V
..J



*

*

PROCEDURE IDENTIFICATION CODES

Used to facilitate

Creation of Index for procedure manual

Location of procedure wIthin a manual

Format ofcodes

Numeric

Alpha numeriC

May Include prefix

*

*

Departmental

Subject matter

I

I
I
I
I

* Controlled at one point within the department or company



*

*

*

*

*

*

*

APPROVALS

By management

Minimum of two levels

Related departmental responsibility

IMPLEMENTATION DATE

Date procedure begins

Facilitates periodic review process

REVISION DATE

Provides reassurance that procedure is current

Facilitates periodic review process



*

*

*

*

TITLE

Should be concise (usually up to four words)

DescrIptive of function

PURPOSE

Briefly desCrIbes why function IS performed (usually two
sentences)

Additional information after purpose statement

Related procedure numbers

Miscellaneous general Information



*

*

TEXT FORMAT

Determined by who wIll use procedure

Detailed format

TraInIng

Day-to-day operatIons

* Overview format

Management functions

GuidelInes for decision-makIng

f'vJ
J
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*

*

EXHIBITS

Support references within procedure

More often used with detailed procedures

Include report, forms, screens, checklists, flowcharts, etc.



IDENTIFYING TASKS TO DOCUMENT

* DETAILED PROCEDURES

Documented work flows
Job DeSCrIptIons
BusIness requIrements
AddItions/changes to servIces
Known functIons

* OVERVIEWPROCEDURES

RIsk-related Issues
RequIred servIce levels
Interdepartmental relationships



*****BREAK*****



WRITING DETAILED PROCEDURES

*

*

User Level:

Use:

Staff (clerical)

TraInIng

Day-to-day operations

Measure performance



WRITING DETAILED PROCEDURES

Identification Code

*

*

*

*

*

Approvals

*

*

*

*

*

EstablIshed by company polIcy for consIstency

NumerIc or alpha numerIC

Departmental or subject prefix

Controlled at central pOInt

Placed on each page of procedure and related exhIbIts

Related management - two levels

AudItors

ComplIance Department

Regulators

Placed on orIginal procedure or documented separately
through regulatory responses



WRITING DETAILED PROCEDURES

Implementation Date

*

*

Date functIon begins (usually after all approvals)

Placed on first page of original procedure

Revision Date

*

*

Date procedure last reviewed

No changes when reviewed

Updated when reviewed

Placed on first page of original procedure



WRITING DETAILED PROCEDURES

Creation ofTitle

*

*

Purpose

*

*

*

Concise (usually four words)

Descriptive of functIon

Brief description of functIon being performed (usually
two sentences)

Related Information given after purpose description

Extensive related Information provided in separate
paragraph or section

Text Format

*

*

*

*

Simpie action steps (begin statement with verb)

Step-by-step InstructIons

Large processes broken down Into two or more
procedures

Cross-references to related procedures



ExhIbits

*

*

*

*

*

WRITING DETAILED PROCEDURES

Related to actIons taken wIthIn the procedure

Copies of forms, reports, screens, checklIsts, flowcharts,
etc.

Large documents reduced to fit procedure paper

Must be legIble and current

Provides pertInent data



*****PROCEDURE WRITING EXERCISE*****



*

*

*

*

WRITING OVERVIEW PROCEDURES

Follow same outline format as for detailed procedures

SummarIze functions

PrOVIde guidelInes

Make broad statements



*

*

*

*

STAFF ACCOUNTABILITY UNDER PROCEDURE

Procedure manuals provIded to each staff member

Reinforced use of documented procedures

Support for work/performance measurement (work standards
based on procedures)

Procedure breaks are IndIcators for management



*

*

*

PROCEDURE DOCUMENTATION
SUMMARY OF BENEFITS

CommunIcatIon of how functIons are to be performed

Support operatIonal objectIves

EfficIency
Accuracy
ContInuIty of operatIons
CoordInatIon of functIons wIthInlbetween departments
Employee performance

DIrected at reader/user ofprocedure

*

DetaIled

OvervIew

WrItten USIng format

TraInIng, day-to-day reference, work
measurement

Summary, gUIdelInes for management
deCISIons

*

*

*

EstablIsh a baSIS for work measurement and performance standards

PrOVIde a background for audIts and regulatory reVIews

Create a well organIzed and hIgh performance orgar~zatlon



*****SAMPLE PROCEDURE FORMAT*****

IdentIficatIOn Code
Approvals

ImplementatIOn Date
RevIsIOn Date

TITLE

PURPOSE

FunctIOn bemg performed

Bnef deSCrIptIOn of why the procedure IS bemg performed Include any notes or
general comments m thIS sectIOn

Outlme complex procedures under separate categones or break down mto smaller procedures

Person(s) responsIble for performmg each step ChronologIcal order of steps to be
performed

Steps should be SImple, specIfic
actIOn statements

NotatIOns ofexhIbIts should be
mcluded An exhIbIt should be
attached whenever a form, report,
termmal screen, etc IS mentIOned m
the procedure



*****SAMPLE PROCEDURE*****



IdentIficatIOn Code
Approvals

ImplementatIon Date
RevIsIon Date

TITLE

PURPOSE

WIre Transfers

To effect money transfers by WIre both between settlement banks and thIrd
partIes

OUTGOING WIRE TRANSFERS

1st WIre Transfer Clerk 1 ReceIves WIre request form (ExhIbIt
1)

2 RevIews form for completeness and
proper authorIzatIOn

3 Telephones WIre room of approprIate
bank

4 Instructs bank to send WIre,
provIdIng reCeIVIng party data

5 Enters WIre transfer to log (ExhIbIt
II)

2nd WIre Transfer Clerk 6 ReceIves call from bank to confirm
outgOIng transfer of funds

7 Confirms from Wire log that bank
has correct data

8 Enters confirmatIOn mformatIon to
log

9 MaIntaInS log In dally folder for
further balancIng processes and
future research



I

I

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

INCOMING WIRE TRANSFERS

WIre Transfer Clerk' 10

11

12

ReceIves telephone call from
bank, adVISIng receIpt of a
WIre credIt to one of the
deposItory bank accounts

Enters InformatIon to
Incommg WIfe log (ExhIbIt
III, IncludIng

A Sendmg party
B Amount
C Bank Clerk's name
D TIme receIved

MamtaIns log In daIly folder
for further balancmg
processes and future research


