(i)

BHARAT BHUSHAN

PROCESS FLOW

Demat & Trading Account Opening and Maintenance

(Deadline: Normally Five Working Days)

Dispatch of KYC to

0UITY TR/

ADERS LTD

1A

A

Client in case deficiency
not rectified

Telephonic Calls for
Discrepancy to
Concerning Client

A

In case any Discrepancy
in Account Opening Form

A

Capturing of
Account in Trading
Back-office &
upload UCI details to
NSE/BSE

documents

A\ 4

Collection of Account
P — R Opening Forms & - Checklng of Forms &
Branch/HLO »  documents, [PV & » Supporting Documents at
e Original documents HO
verification
Capturing & r
On-line Capturing of Verification of PAN Verification from
Verification of |« Account at NSDL- [ KYC at KRA & |« Income Tgx Depar‘Fment’s
Punched Data DPM System CKYC Official Website
If No l
Check KYC status &
details from KRA System
If Ok
Issuance & validation of DIS v
Y in DP Back Office & e-DPM
Data import in DP for Respective Accounts/ Download KYC from
Back Office from > Dispatch Client Master List KRA System
NSDL Server & Delivery Instruction Book
to Concerning Client
v
Generating Acknowledgement :
»| No., Scanning of supporting Record keeping of

received Documents




(ii)

Client Master Modification Forms (Deadline: Normally Two Working Days)

Collection of Miscellaneous Documents
viz. Application for Change of
Address/Change in Bank
Details/DDPI/Signature Modification

Return to the concerning
Client for rectification

A

In case any Discrepancy
in Modification
Form/supporting
documents

A

Checking of Forms &

Releasing & Verification of

Captured Records on
DPM/KRA/CKYC

A

Supporting Documents

A
Capturing of data into

v

|

Data import in DP
Back Office from
NSDL Server

Respective Accounts on
DPM/KRA/CKYC for
modification

Dispatch Modified Client

A 4

Master List to Concerning
Client

Updation of
Account in Trading
Back-office &
upload UCI details
to NSE/BSE

Generating Acknowledgement
No., Scanning of supporting
documents

Records
Keeping of
Received

Documents




(ii1)) Dematerialization of Securities (Deadline: Normally Five Working Days)

Collection of DRF
along with Share
Certificates at H.O

Checking of DRF Details with
Provided Share Certificates (Name,
Quantity, Distinctive No., No. of
Certificates, etc.), recording the same
in Inward Register & defacing/
mutation of Share certificate

l

Date wise Data Entry of Received
DREF’s/Rejected (Internal/ External)
DRF’s & to be Dispatch DRF’s

In case any
Discrepancy in DRF

A 4

On-line Punching of DRF in eDPM

Return to
Concerning Client

A 4

On-line Verification of Punched
Data in eDPM

|

_| Filing of DRF copy

and PoD Receipt

Dispatch of DRF along with Share
Certificate to Concerning
RTA/Companies through Courier

l

Shares credited into the account of
the client by RTA

In case of rejection,
dispatch the
Rejection Memo to
concerning client




Rematerialisation of Securities (Deadline: Normally Five Working Days)

Receipt of duly
filled in and signed
RRF

Checking of RRF

Account

l

& BalancenBO | —

In case any
Discrepancy in
RRF

l

Date wise Data Entry of Received
RRF/Reiected RRF

Return to
Concerning Client

On-line Punching of RRF in eDPM

A 4

On-line Verification of punched
Data in eDPM

Dispatch of RRF along with Remat
Request No (RRN) to Issuer/ RTA
through Courier

Filing of RRF
copy and PoD
Receipt

Issuer / RTA verify the Remat
Request Form

\4

In case of rejection,
dispatch the
Rejection Memo to
concerning client

Issuer/ RTA issues securities in
physical form to the Client




(v)  Account Closure (Deadline: Normally Two Working Days)

Receipt of Account
Closure Request
from Client

If there is a debit, the
client must clear the same

/

Verifying of Request

\4

letter & Stamp of
Receipt

A 4

Capturing of data into
the Account on DPM

l

Closing of Client
Demat Account

h 4

Data import in DP
Back Office from
NSDL Server

l

Dispatch Account
Closure Letter to
Concerning Client

A 4

Records Keeping of
Received Documents

Cancel pending Demat
Requests (if any)

In case of any holdings,
ask client to transfer the
same




(vi)

Transmission (Deadline: Normally Five Working Days)

Receipt of duly filled in and
signed Transmission Form along
with supporting documents

Joint Account
Holders/Nominee

Shares are to be
transferred to
surviving holder(s)/
Nominee

A 4

Individual Account
without Nominee

Karta of Hindu
Undivided Family

Market value of
the securities
held <Rs 5 Lac

Market value of
the securities
held > Rs 5 Lac

v

New Karta from the
account of the
deceased Karta of the
Surviving Members

Market value
of the
securities held
<Rs 10 Lac

Market value
of the
securities held
>Rs 10 Lac

v

l

\4

Notarized copy of*
e Death certificate

v

After effecting
transmission,
the said
Account Closed

Notarized copy of:

e Death certificate

o [ etter of
Indemnity

o Affidavit

* No Objection
Certificate or

e Family Settlement
Deed

v

Notarized copy of:

e Death certificate

e Succession
certificate or an
order of a court
of competent
jurisdiction
where the
deceased has not
left a Will; or

¢ Probate or Letter
of Administration

v

After effecting
transmission,
the said
Account closed

After effecting
transmission,
the said
Account closed

INotarized copy of: Notarized copy of:
e Death certificate e Death
e [etter of certificate
Indemnity e Court Decree
e Declaration list e Deed of
of surviving Partition
member e Settlement
e Deed of partition Deed (For
in case of any participation
objection any of HUF)
member
v v
After effecting After effecting
transrnission, transmission’
name of the new name of the new
Karta inducted Karta inducted




(vii)

Pledge /Unpledge/ Hypothetication (Deadline: Same Day)

Receipt of duly filled in and
signed Pledge Form

Return to Concerning

A 4

On receipt of the request and
confirmation from the
pledger and pledgee
respectively, the Depository
may create the pledge

Creation of Pledge on receipt of the

Client
Checking of R In case any
Pledge Form " | Discrepancy in Pledge
Form

On receipt of the request and
confirmation from the
pledger and pledgee
respectively, the Depository
may close the pledge

Pledge creation request from >
Pledger in eDPM
N
Depository shall send
an intimation of the
same to the DPs of
il pledger and pledgee
Confirmation of creation of pledge
on receipt of the pledge creation |5
confirmation from Pledgee
Closure of Pledge on receipt of the
>
pledge closure request from Pledger Records Keeping of
Received Documents
Confirmation of closure of pledge
on receipt of the pledge closure P

confirmation from Pledgee




(viii) Instruction Processing (Transfer of Securities and Processing of DIS)

(Deadline: Same Day)

Receipt of Original DIS

from Client

Verifying & Releasing of Captured DIS in
DPM. Dual verification in case of high
value / dormant account transactions after
telephonic confirmation from the client

v

Stamping on Received DIS

A 4

Debit Checks against Off
Market and other Broker Slips

and Blocking of Slips in Back
Office

v

\4

Scanning and uploading of
executed DIS into DIVS.

A 4

Records Keeping of
Received DIS

Capturing & Signature
Verification of Received DIS
into eDPM

Screening of Various Rejections




(ix)

Complaints Redressal Mechanism (Deadline: Normally Fifteen Working Days)

Receipt of Complaints at
H.O

Registration of Complaints

DP Division

Assessment and Action
taken on the registered
complaints by the DP Team

Response submitted
to NSDL/Client

l

Complaints
Resolved

)™

Yes

Complaints forwarded to the
Compliance Officer

Response submitted
to NSDL/Client

l

Complaints
Resolved

)

Yes

Complaints forwarded to the
Management

Response submitted |
to NSDL/Client

l

Complaints
Resolved

Yes

A 4

Complaints Settled




(x)

(xi)

Statement of Holdings (Deadline: Normally Five Working Days)

Sending of Statement of Account to all the clients (Excluding Clearing Member

(CM) Accounts) in respect of their demat accounts to be sent by NSDL (Circular Ref.
Further, if a Client makes a

No. NSDL/POLICY/2015/0054 dated 19 May 2015).
request for such statement, we will provide the same.

Statement of Holdings of B.O

Dispatgh to B.O Dispatch to CM
once in a year monthly basis

Dispatch as and when
received request from B.O

Billing to the Investors (Deadline: Normally Bi Monthly)

Import of Data viz. BP Master, Client
Master, Transaction file, ISIN file,
Price file, Change Order Quantity,

CC Calendar, Signature file from
NSDL Server to DP Back Office

Bill Cycle Creation for
each Previous Day

Check BSDA
Accounts

Processing of Bill
Cycle in DP Back
Office

y

Bill Generation

A4

Dispatch of Bills to
Clients




(xii) Back up of the Data (Deadline: Daily)

¢ Backup is taken on daily basis on 2 sets.
¢ One set of backup is kept at local site and other one at the remote site.
¢ Register for the same is also being maintained.



