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& DISCLAIMER

)

» The information contained In this material is for only educational and awareness
purposes related to securities market and shall be used for non-profitable educational
and awareness activities for general pubilic.

» No part of this material can be reproduced or copied in any form or by any means or
reproduced on any disc, tape, perforate media or other information storage device, etc.
without acknowledging the SEBI or Stock Exchanges or Depositories.

» SEBI or Stock Exchanges or Depositories shall not be responsible for any damage or
loss to any one of any manner, from use of this material.

» Every effort has been made to avoid errors or omissions in this material. For recent
market developments and initiatives, readers are requested to refer to recent laws,
guidelines, directives framed thereunder and other relevant documents, as being
declared from time to time. For any suggestions or feedback, you may send the same
0 visitsebi@sebi.gov.in.
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5} Flow of Presentation

» Dematerialisation of Securities

» Transposition of Securities

» Rematerialisation of Securities

> Transmission of Securities




Dematerialisation




E} What i1s Dematerialisation?

» Conversion of physical securities into electronic form.

» Some examples of securities that can be Dematerialised :

Equity Preference

Shares Shares Debentures

Mutual Government Sovereign
Fund Units Securities Gold Bonds




5} Dematerialisation : Prerequisites

» Investor should have a Demat account with any Depository
Participant (DP)

» Securities should be available for Dematerialisation (active
ISIN):

« Company Details whose securities are available for Demat is available
on websites of Depositories
- CDSL : https://www.cdslindia.com/Investors/InvestorCorner.aspx

- NSDL : https://nsdl.co.infmaster search.php

« Details of Registrar and Transfer Agent (RTA) of company available on
“Investor Relations” section of the Company website
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Dematerialisation : Check Company
Status (Sample)

Home - Company Search : Detailed Search

Master Search Checking
ISIN company
Company Name > StatUS On

(You may enter a part of a string)
NSDL
= website

ISIN Search
© ISINName ISIN Code
Checking serdioCiters: (e sistis | pcerve
company /
status on S L :
CDSL

4

website




Dematerialisation : Process

> Broad Process:

» Careto be taken:
DRF should be signed by all holders (in case of multiple holders)
Pattern of holdings in the certificates should match with Demat
account

» Separate DRF should be submitted for -
Each ISIN (meaning of ISIN in later slide)
Free and locked in securities
Securities locked-in for different reasons and different lock-in
release dates




Dematerialisation : Meaning of ISIN

International Securities Identification Number
(ISIN)

Allotted by NSDL in
Contains 12 India for all securities

Unique Identification
Number for Each used by both

Same ISIN

Characters except Government

Security securities

depositories

> example of1sin- I[N E O05A 08 02 O > | Check Digt

_— __\

IN" stands _
for India ‘E’ stands for ‘ ; ‘08’ for Serial No./ Type
Company. 005A’ for Security of Instrument.
Company Code
‘F’ stands for |dentity
Mutual Funds




Dematerialisation : Sample Physical
Security

DEBENTURE CUM SHARE CERTIFICATE (SERIES - H) CONVERTIBLE PART (PART - A)
clipse of business on Avgust 25, 1993, this document shall operate as a Debenture Certificate in respect of the Convertible P
d in the issue of 3,64 60,000 - 12.5% Secured Redeemable Partly Convertible Debentures of Rs.

A of Rs. 55/- per Debemture
6.90 crores made inter alia, §

hereor
= Com

Stamp of

Stamp of DP with DP ID
Compan

. and Client ID details

rote: No vaem of the ab: DetenturesrShares will be registered uniess accompanied by this Certiicate

{— terms ihe Letter of Offer dated November 30, 1991 and in terms of the Debenture Trust Deed dated 20th February, 1993 (
= and The indusinal Credit and Investment Corporation of India Limited, (“the Trustees") consisting of Two Parts name =
= a Non Convertible Part B of As. 95/- per Debenture and shall, with effect from August 26, 1993 operate as a Share Certificate in
§ upon convearsion of the Convertible Part A of Rs. 55/- per Daebenture into One Equity Share of Bs. 10/- each at a premium of
=3 DEBENTURE CERTIFICATE (upto 25th August, 1993)
= CONVERTISBLE PART A OF RS. §5/- OF 12.5% SECURED REDEEMABLE PARTLY CONVERTIB
s A t per D re (PART - A)
(Authorised Ssgnatory) {Auvthorised Signatory)
Amounl Paid-up per
L = on First call on e s e S As_ Puics oo e skt callon - As
SHARE CERTIFICATE (with effect from zsﬁ: August 1993) =
EQUITY SHARE EACH O F Rs. 10.00
AMOUNT PAID UP PER SHAHE ’ Rs. S.00
FOLIO NO.: 28043244 .~ CERT NO: 1 39, 01
- — AMOUNT PAID UP PER EQU'ITY SHARE ON FIHS LCALL ON 8-12-1993 Rs. S.00
Authorised Signatory
(FUI_I_Y PAID-UP)
s -
Name(s) of Hoider(s) //; =
No. of Debeénturals) held, g
Oors ot RGpaat s 5553) ONE (o) Y = . L o e e B J
Distinctive No.(s) of Debdnture(s) - o< £ 74613 TO 093247413
————— -
No. of EqQuity Share{s) held ~ONE ONLY Coedtedtee ™y )
(From 26th August, 1983) o
Distinctive No.(s) of Equity Shass(s) 25634644273 o 256344273
s Certificate is issuedin lieu of Letter of Allotment No, S505464% which to be upon issue of this
ebentureCenificate. -
« pan passu i = el rank for Gvidend . PrOPOrion 1o the Smount paid up thereon and pro-rata

AUTHORISED SIGNATORY




) Dematerialisation : Sample Demat
] Request Form (Equity shares)

DEMATERIALISATION REQUEST FORM (CDSL)
Please fill all the details in Block Letters in English (FILL UP ISIN WISE. SEPARATE DRF FOR FREE SECURITIES AND LOCKED-IN SECURITIES)
Account No. |l
Date DRN (to be filled by DP) Application Slip/Ref. No. /[DRF No.
I/We request you 1o dematenal@e the enclosed certificates reg/skred in my/our name into my / our demar account.
Details of Securities Elfrge Securiies Um| ‘Dlpocked-in-Securites  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _______ -
Name of the Company || ||
Type of Security {\ lﬁ)Equity [ Debentures [JBonds [ Units [] Other (Specify)
Folio No. Certificate No. Distinctive No. Quantity
From To From To @ | e e e e e o o o= 1
— T = = = = e [ e e e e L I il el 1 | I
' - | ! ; | |
: 1| I ' : | i
' o I I I I i
I | | i
—g——— ] Lo~ = —— = — N I | |
\ / Total — - — — c—————— [
N\ V.4 AN
Put Refer Physical Certificate for Certificate Nos and Put Numjber of
Folio Distinctive Nos. Securities and
Number Total




Dematerialisation : Sample Demat
Request Form (Equity shares)

Number of Certificates (In words) Face Value of Securities Rs.

Quantity to be | (In Figures)
Dematerialised

(In words)

{f the space above is found to be insufficient, an annexure confaining the certificate details duly signed in the same format may be aftached.) _ _ _ _ _

In case of Locked-in Securities fill up a separate DRF for Locked - in Securities having different release dates.

Lock-in Reason

Lock-in Release Date

- e e e e e e o . - s s s e SEm MaE DEE GEe D DEn GEe DEE Dan GEe SEn GEm Gae S’ B Ee Ew CoB

___________ 1 e B B |

Names : (]! | | |

Signature with DP : I : I : I

i | |

Signature with RTA/Issuer/Co. I_ __________ J |_ __________ [ |_ __________ [
First / Sole Holder Second Holder Third Holder

Signatures provided in boxes for “Signature with DP” and “Signature with RTA/
Issuer/ Company”should exactly match with signatures provided to DP and
RTA/ Issuer/ Company eatrlier.




ematerialisation : Sample Transaction Statement

] showing Credit of Dematerialised Shares

Unique ID of DP in the TRANSACTION STATEMENT

system of the depository DP ID: | Client ID: | ___—>1 Unique ID of investor_ in the
To, < system of the depository

A

CONSOLIDATED A/C STMT(CAS) FACILITY BY
Name & Address of CDSL WEF FEB15-SINGLE STMT OF INVESTMENT
IN MUTUAL FUND & SECURITIES ACROSS DPs

investor
Account Status : Active BO Status : INDIVIDUAL
Frozen Status :  Not Frozen BO Sub Status : Individual- Resident Negative Nomination
BSDA Flag : No RGESS Flag : No
lélomination Not Registered Email Id : ——| Regd Email ID of investor
tatus :
Mobile No : S SMS Alert Flag - Yes >

Regd Mobile No. of investor

[STATEMENT OF ACCOUNT FOR THE PERIOD FROM: |
ISIN : Security Type : EQ
LIMITED-EQUITY SHARES
Date Transaction Settlement ID Counter Credit Debit Current Balance
Particulars Settlement ID
27-08-2010 Opening Balance - 0.000
== = = = N
26-03-2012 Demat| 06042951 | 4 9500.000% 9500.000
| [Close - Cr Confirmed
Balance \
02-05-2012 |Demat 06066367 I 4600.000 1 14100.000
Close - Cr Confirmed
Balance \ 1
02-05-2012 Demat 06066364 \ 7700.000/ 21800.000
Close - Cr Confirmed
Balance N7




E Dematerialisation : Mutual Fund Units

» Following Mutual Funds have the option to convert/ subscribe to
Demat Form:

- All existing mutual fund units issued by all the mutual fund companies.
- All New Fund Offers (NFOs).
- All existing mutual fund investments through SIP mode

» |ISIN of your mutual fund units —

- Can be seen in the Statement of Account / Consolidated Account
Statement (CAS)
- Can be searched at website of CDSL/NSDL.

» Investor needs to submit a ‘Conversion Request Form’ along with Self
Attested Statement of Account received from Mutual Fund to the
Depository Participant (DP).




Dematerialisation : Sample Demat
] Request Form (Mutual Fund Units)

MF-DRF FORM - For conversion of existing Mutual Fund Units represented by Statement of Account into electronic (Destatementized Form)
(To be filled up by the DP)

(To be filled by the BO., Please fill all the details in BLOCK LETTERS in English. Fill up a separate DRF for different combination of Names and for different RTAs).
|/We request you to convert (Destatementize) the enclosed Mutual Fund Statement of Account [SoA] registered in my/our name into my/our demat account:

|

| IR P NE— E—— - — ——

NamQOfFirStHOidef I————————————————————————————————————————1
| |

Name of Second Holder I :

Name of Third Holder

L e e e e e e e e e e e e e e e et e et e e e, e, e, e, e, e, —, - — ==

+*» Total Number of pages contained in the Statement of Account:

Folic N Mutual Fund Name & Quantity Lock-in Details Destatementization
olio No. ISIN - e ; 3 Request No./ RRN
Units Descriptio In Figures In Words - equest INC
e e (or) All (or) All Reason Epibate (To be filled in by DP)
. . L e e e [ m = _———— R B T, _———
. . L e e e [ m = _———— R B T, _———
*  Attach anannexure (duly signed by account holder(s)} in the above format if the space is not sufficient.

if all holdings in the Statement of Account are to be destatementized, then "ALL" should be mentioned in the Quantity column.




Dematerialisation : Sample Demat
) Request Form (Mutual Fund Units)

Declaration by BO(s): |/We hereby declare that the abovementioned MF units are registered in my/our name(s) and are not already destatementized and no certificates issued against
these MF units. I/We also hereby declare that the units requested by me/us for conversion into destatementized form are free from any lien or charge or encumberance and represent
the bonafide units of the Issuer to the best of my/our knowledge and belief.

FIRST/ SOLE HOLDER SECOND HOLDER THIRD HOLDER
NAME [ = = = = = = —— - -— [ = = = = = = —— - -— [ = = = = = = —— - -—
' Lo . :
: | : | : |
SIGNATURE WITH DP | I | I | I
| | |
I ' I ' I '
| ' | ' | '
SIGNATURE WITH RTA | : | : | :
| | |
I ' I ' I '
— o - — | — o - — | — o - — |

Signatures provided in boxes for “Signature with DP” and “Signature with RTA”
should exactly match with signatures provided to DP and RTA earlier.




5’_ Dematerialisation : Rejection of
) Demat Request Form (DRF)

Some common reasons for rejection of DRF:

» Incorrect Holder(s) name

» Certificate details mismatch

» Dematrequest initiated under wrong ISIN

» Transmission Form / Death Certificate not submitted

» DRF not signed / stamped by DP

» Signature mismatch

» Verification of Share Certificate(s) not received from RTA within prescribed
timelines

» Mismatch between actual quantity of shares and quantity of shares
mentioned in DRF

» Shares under “stop transfer” / court injunction

» Allotment/ Call Payment receipt not attached

» Certificates submitted are “reported as stole”

» Duplicate certificates already issued

» Old defunct certificates surrendered for Demat

» Forfeited securities surrendered for Demat

> Forged endorsement on certificate




Ep]

Dematerialisation : What to do if
Demat Request is rejected ?

Steps to be taken after rejection of DRF :

(

DP informs investor
about rejection of
Demat request.

N

(

Investor can see
transaction status in
statement of
transactions.

\

Finally, Submit the

request for Demat

once again through
DP.

\

r

Issuer / RTA sends
an Objection Memo
containing reasons
of rejection of
request

\

U

Investor needs to
rectify the errors/
remove deficiency in
the documentation

J




Transposition




5} Transposition Form

» When Transposition Form needs to be submitted?:

- For rectification of order of names of Joint Demat Account
holders.

- When order of names of joint shareholders on the physical
share certificate iIs not same as the order of names on Joint-
Demat account.

- Transposition form will have to be signed in the same order as
on the Joint Demat account.




Transposition : Sample Application
Form for Transposition (TRPF) (1/3)

APPLICATION FORM FOR TRANSPOSITION (TRPF)
(To Be Attached With DRF)

TRPF No.

Date | _ _—

Please transpose the names of the holders of securities as identified in the accompanying demat request form and thereafter credit the

same 1n the demat account as detailed below:

DRF No Y e Date
‘ e e e e e e e e e e e = = = == =4 L
Name of the Company /
L /1 N I Ay ey e e P AP Ay g Ay
DP ID ChientID | —Jd - I - j==T 2l

First/Sole Holdelyﬁ ame

Second Holdp{ Name

Third Holde/Name L o e e e e e e e = = — e — I\
/ / \\
/ / Client ID of
Joint Demat
Ref to Demat Names of investors and order of names must be exactly matching with that in Account
Eequest Demat Account
orm




Ep;

Transposition : Sample Application
Form for Transposition (TRPF) (2/3)

Name of the holders (As it appears on the certificate)

Folio No:-
Sr.No. Name(s) of the Holder(s)
1 [~ s s e T e T e e e e e e T T T S S s s === 1
" i i
= | |
3 L e e e e e e e e e e e e e e e e e e M Y (M Y (M Y (M e 2 o |
Folio No:-
Sr.No. Name(s) of the Holder(s)
[ o o e e e e e e e e e e e e e e e e e e e e e 1
1 : I
3 L o o e e e e e e e e e e e e  —  — — —  — — — — — — — — — — — — — |
Folio No:-
Sr.No. Name(s) of the Holder(s)
| e |
3 L o e o e e e e e e e e e e e e e e e e — — — — — — — |




5’. Transposition : Sample Application
) Form for Transposition (TRPF) (3/3)

First/Sole Holder Second Holder Third Holder

Name (As per demata/c) | r===============7 | rFe===————e—s————= |  ETTmsssssmssmssmmo

Signature with DP

Signature with RTA

We state that the above details are true to the best of our knowledge:

Signatures provided in boxes for “Signature with DP” and “Signature with RTA”
should exactly match with signatures provided to DP and RTA earlier.




Ep;

Rematerialisation




LE_B} Rematerialisation

What is Rematerialisation?

« Conversion of securities held in Demat form to physical form

Pre-requisite of Rematerialisation

« SufficientBalance of Securities in Demat Account.

Process

« Submit Remat Request Form (RRF) to DP
 RRF should be signed by all holders (for multiple holders)

« Separate RRF should be submitted for -
v Each ISIN
v" Free and locked in securities
v' Securities locked-in for different reasons and different release dates




Rematerialisation : Sample Remat
Request Form

/ To be filled by the DP

/ Rematerialisation Request Form (RRF)

I
: _ RRN Date of Receipt : CPO SR. NO.
I
I

|
|
INDOC NUMBER SEQUENCE NUMBER Date I
|

i/We trereby-detlare thatthe below rremtiorred=accomntmay be debitedtotheextert of-n1y/our TenmaterialisatioTr requestant: equivalenttertificates
be issued for the same. |/We hereby declare tha},th_e helow mentigned person(s) are the beneficial owners of the seurities mentioned.

TO BE FILLED UP BY HOLDER(S) I Client ID
e ———————————

First/Sole Holder ||

Second Holder :I

Third Holder |J_

No. of Securities to be Rematerialised ol {10 ¥ =y eyl e .1 727 o Y75 1~ ol |

Lot Type Requested

Market lot / Jumbo i e

Name of the Security e e e Face Value: ¥ | =

Name of Issuing Company| _ _ — — & o & e e e e e e ] ISIN|




LE_B]_ Rematerialisation : Sample Remat
] Request Form (Lock-in)

i e === ======
The Rematerialisation request is for locked shares \l Yes/No Lock in Release] | Date : I

Quantity . L__-_- -~ - - °-- y e e =)

Lock in Reason : s (s |




5! Rematerialisation : Rejection of Remat
] Reguest Form (RRF)

Incomplete or
iIncorrect RRF

Non receipt of
RRF by Issuer /
RTA

> Investor may make corrections and Re-Submit the RRF




Transmission




5} What i1s Transmission?

» Meaning :

- Securities owned by a person who has died are “transmitted” to
his legal heirs.

» Legal heirs need to submit necessary documents:
- Notarized death certificate

- Notarized Succession certificate
- Notarized copy of the Probate or Letter of Administration, etc.

» Transfer broughtabout - By operation of law.




Gy

Transmission Procedure

Steps for Transmission

@




Transmission : Documents to be

LE_B} submitted (for Individual accounts) (1/3)

Account Holder Documents Required

Surviving Holder (s)in | - Copy of Death Certificate duly attested by a Notary
a JointAccount Public or by a Gazetted Officer.
Nominee of Deceased |- Copy of Death Certificate duly attested by a Notary

Public or by a Gazetted Officer.

- If Demat Account of claimantis not with DP of the
deceased, copy of “Client Master Report” (CMR) of
nominee’s account.

(Nominee can obtain CMR from his DP)




Transmission : Documents to be

EE_B} submitted (for Individual accounts) (1/3)

Account Holder Documents Required

Legal Heir Value of Holding < | - Succession certificate
(s)/ legal Rs.5 lakh as on - Letter of Administration / Probate of the Will (as
representatijv | the date of applicable)
e(s) 2Rl - In absence of above documents:
* No objection certificate(s) with indemnity/ copy of

[wWhere Family Settlement Deed [as an alternate to No
deceased objection certificate(s)]
was a Sole « Attested copy of Death Certificate
Holder] « Affidavit

Value of Holding > | -  Attested copy of Death Certificate

Rs.5 lakh as on - Succession certificate

the date of - Letter of Administration / Probate of the Will (as

application applicable)

> In both the above mentioned situations, if Demat Account of claimant is not with
DP of deceased, then a copy of Client Master Report of nominee’s account to be
submitted.




Transmission : Documents to be

E submitted (for Joint accounts) (3/3)

» Death of a joint holder:

- Surviving holders to open a new account with the Depository in_the
same sequence of surviving holders.

- If surviving holders already have a Demat account but in different
sequence, then Transposition process along with Transmission

process must be followed.

» Documents to be submitted:

* Duly filled Transmission Request Form (and Transposition Form, if
applicable)

« Attested copy of Death Certificate




Transmission : Sample Transmission
Request Form (1/2)

Transmission Request Form
(Please fill all the details in Block Letters in English)

Dear Sir / Madam,
(1) I / We, the undersigned, being the

Executor(s) of the Will Legal heir(s) Joint holder(s) Nominee

Administrator(s) of the Estate Sucessor(s) to the Estate

of MI/MrS/Ms m m= m= = = = o o o o o o o o = V MI/MIS/MS == = = = = e e o o e o= = == = = 1 and
MMrsMs = = = = = = = = = === = == 1 | the deceased, of which *nomination / probate / letter administration /
succession certificate was duly granted to me/us on the - — day of - = of20____ hereby request you to register me/us as the

beneficial owner(s) in respect of the securities standing in the name of the said deceased under Client ID ) DPID - —

(2) /We give hereunder the details of my/our account with a Participant to which the security balances are requested to be
transmitted.

Attach an annexure duly signed by account holders(s) if the space above is insufficient.




)

Transmission : Samp
Request For

e Transmission
(2/2)

(Successors [ Heirs /| Nominees)

Name(s) of the
surviving holder(s)

F= == == =

F= == == =

F= == == =

Declaration:
(Applicable only for legal heir(s)/legal representative(s) where deceased was a sole holder and no nomination in the account - Value of holding not
exceeding Rs. 5 Lakh on the date of application)

We declare that the below mentioned person(s) are the only legal heir(s) of the deceased and there are not other legal heir(s). Of these, as specified
below, some/all of them are claimants and some of them have given a No Objection Certificate in favour of other legal heir(s). Details are given below:

Sr.No. Name of the legal heir(s) Specify whether a claimant or given a No Objection certificate
I I I________________': 1 |
LIl T |
| 11 ar I
T 1 T I
Signatures: = = === === =-=-=Z-=ZD=ZD =)
Sr.No. Name of claimant Signature of claimant
e e e e R

i

U i |

Notes:1. This request form should be signed by the surviving joint holder(s)/ legal heir(s) / legal representative(s) / nominee as the
case may be. 2.* Strike off whichever is not applicable.




Thank You




