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Prerequisites

In order to access the BAP Portal and to perform activities, the below mentioned
hardware and software infrastructure is required

Field Description

Hardware - Personal Computer / Laptop

Processor Intel processors Pentium 4 /i3 /i5/i7 @ 1GHz or above
RAM 1 GB RAM or above (minimum 1GB recommended)
Hard Disk 80 GB or above HDD

Ethernet Card |10/ 100 Mbps

Printer Laser Jet

Software

Operating Windows XP (with Service Pack2), Windows Vista,
System Windows 7, Mac OS v 10.5

Office Utility MS - Office 2003 or above

Internet Explorer 6.0 /7.0 / 8.0, Apple Safari 5.0
(recommended Internet Explorer 8.0 )

Java Runtime |JRE 1.7 Update 72

Adobe Acrobat
Reader

Browsers

9.0 version
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Introduction to BAP Portal

IRDA has taken an initiative of automation for facilitation of various activities that need
to be undertaken by Insurance companies, surveyors, brokers and Third Party
Administrators (TPA) for regulatory compliance. This program is called the ‘Business
Analytics Project’ or BAP as referred to henceforth.

In the current technology driven environment, this portal delivers ease of use and
uniformity in routine activities like online filing of returns, submitting applications for
enrollment, new license, renewals and other changes to existing licenses. This
application also supports on-line clarification of queries, and provides notifications,
reminders and alerts for adherence to timelines.

This initiative will ensure good communication between insurance players and IRDA.
Standardized and timely collection of industry data will help IRDA in efficient
supervision of insurance operations, monitoring and tracking for the development of the
insurance industry in India.
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Role of a Broker

Brokers are intermediaries between the prospective customers and insurers. In order to
ensure that insurance and reinsurance business is transacted along proper lines, there
are set out rules of conduct and licensing procedures to be followed. All brokers
operating in the insurance market need to be duly licensed by IRDA and also need to
submit periodic returns reporting details of the operations.

This project aims at automating the licensing process and the submission of returns by
the Brokers, the details for which follow.
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Overview

The BAP Portal allows smooth registration of Corporate Broker. The Corporate Broker
can then perform following activities:

Retrieve User id and Passwords.
Creation of Sub Login ID’s for
Employee
- Authorized Signatory

Updating and deleting the Sub IDs.
BAP Portal allows the end user to perform the following activities:

Apply for New License.

Apply for Renewal License.

Apply for Duplicate License.

Apply for Changes during licensing period.

Apply for Change in license category.

View License Details

View license application status.

View license applications pending for clarification.
Submission of Returns.

Pay Penalty.

o Any designated personnel can fill the form; however the submission of the
forms is done by Authorized Signatory only.
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Broker Registration

For getting licensed by IRDAI & to work as a Broker, user has to first fill an online ‘New
User’ registration form available on IRDA BAP Portal.

To register on the portal:

(»

1. Open a browser and enter the address: www.irdabap.gov.in. The IRDA BAP
portal home page is displayed.

Click Register. The User Registration screen is displayed.

From User Type drop down list, select Corporate.

From User Role drop down list, select Broker. The Corporate Registration
screen is displayed. All mandatory fields on the form are marked with an asterisk

(*).

Hwn
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Home Insurers  Surveyors Hrokers TPA

New User Registration
User Type: * Corporate [~ User Role Broker |
Organizaton Name * Lg;gggp;q;g@ce Corporate PAN Ho * FJSFD2914D |
Appicant Type * « Company (" Partnership Firm
Registerad Office Address
Address | * [Ganesha block, stref Address 2 ™ Block no Il Address 2 [Porur
Country INDIA Siate ™ TAMILNADU |+ District * CHENHNAS I~
Chy.* [CHEMMAI -] Region [Urpan [+ Pin Code * 531202
Correspondence Address
Address | 7 [Ganesha Biock stre| Address 2™ [Blocknoll Address 2 [POrur ]
Country INDIA State ™ TAMILNZDU  |= District CHENNA) =
Ciy * [CHENINAI =] Region ™ [Urzan [~ Pi Code ™ 532102
Contact Details
mail D ~ com)| Alzrnate Emai ©
Contact Person * Jayalakshmi G ] Contact Numbsr * +81 -[9845790479
Registration Details
Organization Registration ID * |0446544575874122 Date Of Regstration * [21-01-2013 !I]
Security Question
Securty Queston * [Wnatls your favor ¥ Securty Answer * seese
Verification Code
derk y
ion Code ™ -:cr»:% al

Figure 1. User Registration Screen

The fields in the Corporate Broker Registration Screen are explained in the following
table:

Field Description
New User Registration

Organization Enter the name of organization.
Name

Corporate PAN Enter corporate PAN card number. (Format: AAAAAL1111A)
No.

Applicant Type |Select either Company or Partnership Firm by selecting radio-button.
Registered Office Address

Addressl Enter the first line of the address.
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Field Description

Address?2 Enter the second line of the address.

Address3 Enter the third line of the address.

Country This displays the country name. By default, India is displayed.

State Select state from the drop-down list.

District Select district from the drop-down list. List of districts will come on the
basis of state selected.

City Select city from the drop-down list. List of cities will come on the
basis of district selected.

Region Select region from the drop-down list.

Pin Code Enter the pin code number. It has to be 6 digit number only.

Contact Details
E mail ID Enter the Email ID.

Alternate E mail | Enter the alternate e mail ID.
ID

Contact Person |Enter the Contact Person from your organization
Contact Number Enter the contact number

Registration Details

Registration Enter the organization’s registration number. It has to be 21 digits
Number number only.
Date of Enter the organizations date of registration.

Registration

Security Question

Security Select security question from the drop-down list.
Question

Security Answer Enter answer for the selected security question. Please note down
security question and answer as these will help to retrieve the user
ID/password in case you forget them.

Verification Code

Enter Enter case-sensitive verification code as displayed in captcha.
Verification
Code
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5. Enter the relevant information and click Submit. An Acknowledgement dialog
box is displayed along with your User ID, notifying that the registration is
successful.

Acknowledgment

¥ Wour redgistration has been successtully completed Your UserlD is SOFT1 212000 and Password has been sert to your registered EmsilD

Figure 2: Registration Confirmation Screen
6. Click OK. The user ID and password are sent to the registered email ID.

7. After registration is done in the portal, end user can create sub ids for 2
authorized signatories and 1 employee of the organization.

“If end user tries to create multiple accounts by entering same registration number, a
"User already exists" error message is displayed.

o User already exists

Figure 3: Duplicate User Error Message

Version 9.0 8



Broker User Manual Login Process

Login Process

To access the portal:

To access the BAP portal, user will have to login by entering valid credentials.

1. Open a browser and enter the address: www.irdabap.gov.in. The IRDA BAP

portal home page is displayed.
2. Click Login. The IRDA BAP portal login screen is displayed.

' IRDA BAP PORTAL

User*®

Password *

Log On
INSURERS
AGENTS  TPA
SURVEYORS
BROKERS

Figure 4: IRDA BAP Portal Login Screen

3. In User field, enter the user ID.

4. In Password field, enter password.

5. Click Log On. User Profile will be displayed, along with registered name on the
screen.

6. The Change Password screen is displayed if user is logged in for the first time
or if current password is in use for 90 days or more. Otherwise, the User Profile
page is displayed.
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Change Password
Old Pagsword * sssssnne
Mew Password * sssssanBEe

Confirm Pasgword © sessssssew

| Ehﬂngel Cancel

Figure 5: Change Password Screen
Follow the below steps to Change Password:
1. In Old Password field, enter your current password.
2. In New Password field, enter your new password.

3. In Confirm Password field, re-enter your new password.
4. Click Change. Click Cancel to go back to the login screen.

To Log Off from the portal:

W

1. Click Log Off. A log off confirmation dialog box is displayed.

2} SAP NetWeaver Portal -- Webpage Dialog x|

& Arevou sure yvou want to log off?

Figure 6: Log off Confirmation Dialog Box

2. Click "Yes" to log out. Else, Click "No" to go back to the previous screen.
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Points to Remember

For User ID:

For

If user is not logged in to portal for 3 months or more, the user ID will be de-
activated.

If user is registered on portal but has not filled up or submitted any application
form for 3 months, the ID will be de-activated.

If user is registered on the portal and filled up application form but has not made
fee payment, the User ID will be de-activated at the end of 3 month period.

If user does not respond within 3 months (in spite of repeated reminders) to
clarifications/documents sought by IRDA on the new license application
submitted earlier, the user ID will be locked at end of 3 month period.

An email notification will be sent to user’s registered email ID 3 days before the
3-month period ends, after which user ID will be de-activated.

Password:

The BAP Portal account will be locked after user makes 3 unsuccessful attempts
to log into the portal.

In case of password change, the new password must be different from the last
five passwords.
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Retrieve Credentials

If user forgets the BAP login credentials, user can retrieve them using Retrieve User ID/
Password option.

Retrieve Master ID:

1. Onthe IRDA BAP portal login screen, click Forgot Password/User ID. The
Retrieve User ID/Password screen is displayed.

Retrieve User ID/Password

Retrigval Type  * ("' User D O Password

Figure 7: Retrieve User ID/Password Selection

2. In Retrieve Type, select User ID. Additional fields are displayed.
3. From User Type drop-down list, select Corporate.
4. From Corporate Type, select Broker.
5. From Retrieve, select the type of ID that user wants to retrieve.
6. In Retrieve, click Master/Organization ID. Additional fields are displayed.
7. In the Registration Number field, enter the corporate registration number.
Retrieve User ID/Password
Retrieval Type ¥ (® Uger D ) Password
User Type * |Corporate [~]
Corporate Type |Broker Ed
Retrigve {® Master/Organization ID Sub Legin D
Registration Number * [823413454454545451

Figure 8: Retrieve Master/Organization ID Options
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8. Click Retrieve User ID. An Acknowledgement dialog box is displayed notifying
that the user ID has been sent to registered email ID.

Acknowledgement

o Wour Uszer ID haz been sent to your registered Email ID

Figure 9: User ID Retrieval Confirmation Message

9. Click OK. The User ID is sent to yeur registered email ID.

Retrieve Sub Login ID

W

1. On the IRDA BAP portal login screen, click Forgot User Id / Password. The
Retrieve User ID/Password screen is displayed.

Retrieve User ID/Password

Retrigval Type  * ("' User D O Password

Figure 10: Retrieve User ID/Password Selection
In Retrieve Type, click User ID. Additional fields are displayed.
From User Type drop-down list, select Corporate.
From Corporate Type drop-down list, select Broker.
In Retrieve, click Sub Login ID. Additional fields are displayed.
In the Master ID field, enter the Master ID.
In the Registered Sub Login ID, enter registered E-mail ID.

N o o bk w0 N
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Retrieve User ID/Password
Retrieval Type  * ® Uszer D ) Password
User Type * |Carporate Ed
Corporate Type ™ |Elr|:|I~ter |"'|
Retrieve ("' Master/Organization I (& Sub Login ID
Master ID * [20FT1212000 |
Registered Sub Login Email ID * |Digvijay@gmail.com |
Retrieve User Id m

Figure 11: Retrieval Sub Login ID

8. Click Retrieve User ID. Acknowledgement dialog box is displayed notifying that
user ID has been sent to registered email ID.

Acknowledgement E

o Your Uszer ID has been sent to your registered Email D

m i

Figure 12: User ID Retrieval Confirmation Message

9. Click OK. The User ID is sent to registered email ID.

To Retrieve Password:

1. On the IRDA BAP portal login screen, click Forgot User Id / Password. The
Retrieve User ID/Password screen is displayed.

2. In Retrieval Type, select Password. Additional fields are displayed.

Retrieve User ID/Password

Retriewval Type ¥ [ Uzer D @ Pazsword

Figure 13: Retrieve Password Options
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3. In User ID field, enter user ID.

4. Click Submit. additional fields are displayed.

Retrieve User ID/Password

Retrisval Type ™ ("'UserD % Password
Uzer D * MAHIM112000 m

Enter same details, provided at the time of registration

Note : ALL Fields marked with * are mandatory

Security Question * [\What is your favor{w | SECUTty ANSWer” jeases

Retrieve Password m

5. From Security Question drop-down list, select the question that is selected

Figure 14: Additional Retrieve Password Options

while registration.
6. In Security Answer field, enter the answer to the security question.

Retrieve User ID/Password

Retrieval Type ¥ ("' Uger D @ Password
Uzer D * MAHIM112000 m

Enter same details, provided at the time of registration

Negte : ALL Fields marked with * are mandatory

Security Question *

Retrieve Password m

T . [~ o £ =
'-"'-'l'lEltIS':;'I:II.IFTE'-.-'I:II'I"'| Security ANSWeEr * |gaene

Figure 15: Retrieve Password Process

Retrieve Credentials

7. Click Retrieve Password. Acknowledgement message dialog box is displayed,
notifying that new password has been sent to the registered Email ID.

Version 9.0
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Acknowledgement

w# our nevy Pagsword has been sent to your registered Email ID

Figure 16: Retrieve Password Process

8. Click OK. The password is sent to the registered email ID.

0 If user enters incorrect retrieval information, an error message is displayed.

0 Detailz provided could not be verified Please check.

Figure 17: Incorrect retrieval information error message
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User Profile for Master ID

When user yed logs into the portal, the User Profile screen is displayed. On this screen,
user can change password and update profile.

User Profile Create Sub ID UpdateDelete Sub ID

User Profile
" User Profile
Organisation Mame Softetch Insorahce
Address Fanesha Biock, biock ho. 14
Address2 Cgposite White Holse
Address3 Chennal
Couritry oA
State TAMIL NADL
District CHEMMAS
City CHEMMNAS
Fegian Lirban
PinCode E000 36
Etmail ID Digvijayigmail. com
Contact Mumber +97 - A574361230

Figure 18: User Profile Screen for Master ID

To Change Password:

1. On the User Profile screen, click Change Password. The Change Password
screen is displayed.

Version 9.0 17
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User Profile Create Sub ID UpdateDelete Sub ID

User Profile

d User Profile

Mote: All fields marked with * are mandatory.

Old Pagsword: * 1---------- |
Mew Pazswaord: * 1------------ |
Confirm Mew Password: ™ 1----“"““ |

Change Password Cancel

Figure 19: User Profile - Change Password screen

In Old Password field, enter the current password.
In New Password field, enter the new password.

In Confirm New Password field, re-enter the new password.

Click Change Password. Acknowledgement dialog box is displayed notifying
that your password has been changed successfully. Click OK

o b~ wn

Confirmation

o Wour pazzword has been successfully changedd!

Figure 20: Password Change Confirmation Message

To Update User Profile:

1. Onthe User Profile screen, click Update User Profile. The Update User

Profile screen is displayed. Through this screen, user can only update the
contact details.
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Create Sub ID UpdateDelete Sub ID

User Profile
User Profile E]L
Update Details
User Type Corporate User Role Broker
Organization Name Softetch Insurance Corporate 24N No FJSFD29144A
Aggplicant Type @ Company O Partnership Firm
Registered Office Address
Address 1 Ganesha Block. bloc Address 2 Aodress 2
Country INDIA State TAKIL NADU District CHENNAI
Ciy CHENNAI Region Urban Pin Code 656123
Correspondence Address
address 1 [GaneshaBlock | Address 2 " [Near Sabrimata Ter Address 3 Porur
Country INDIA State * [TAMILNADU [+] District * [CHENNA [+
oty = [CHENNA  [¥]  Region™ [Uban  [¥]  eicode™ i
Contact Details
Email D * [Digvijay@gmail.com) Aternate Emai D
Contact Person Gauri Gupte Contact Number * +91 -[9874551230]
Registration Detsils
Organizaton Registration D 1983652819263846 Date Of Registration 12.12-2012
Securnity Question
Securty Cueston What |sr,.our'fa'rori"§ Security Answer * i,"'“l,
EE

Figure 21: Update User Profile Screen

2. Click Submit. An Acknowledgement dialog box is displayed notifying that the
profile has been successfully updated.

Acknowledgement E

¥ Wour uzer profile has been successfully updated.

Figure 22: User Profile Update Confirmation Message
3. Click OK.
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User Profile for Sub Login ID

When user log into the portal using broker sub ID, the User Profile screen is displayed.

1. On this screen, user has to first enter the security question and answer.

User Profile

User Profile

d User Profile

Security Question *

Security Answer

Please enter vour security question and answer

[~]

|

@ Please update vour security question and answer

Figure 23: Updating Security Question and Answer

2. Click Submit.

User Profile Broker

User Profile
User Profile
Matne
Addresz1
Address2
Address3
Courtry
State
Cistrict
City
Redion
FinCode
Ernail 1T

Contact Mumber

Digwiiay Singh
Ganesha Block, biock ho 14
Opposite Mihite Howse
Chennal

INDIA

TAMIL NA DL
CHENMAT

CHEMNMAT

Lirban

BOMSE
Digvijay@gmail. com

+41 - 9574561244

Change Password Update User Profile Register Digital Signature

Figure 24: User Profile Screen for Sub Login ID
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On this screen, user can change password and update the profile. User also needs to
upload the digital signature from this page.

To Change Password:

1. On the User Profile screen, click Change Password. The Change Password
screen is displayed.

" User Profile
Mote: All fields marked with * are mandatory.
Cld Password: ™ 1----------- |
Mew Pazsword: * 1----------- |
Confirm Mew Password: ™ 1------"-" |

Figure 25: User Profile - Change Password screen

In Old Password field, enter the current password.
In New Password field, enter the new password.

In Confirm New Password field, re-enter the new password.

Click Change Password. Acknowledgement dialog box is displayed notifying that
the password has been changed successfully.

o b~ wn

Confirmation

o our pazsword has been successtully changed!

Figure 26: Password Change confirmation message

6. Click OK.

To Update User Profile:

1. On the User Profile screen, click Update User Profile. The Update User Profile

screen is displayed. Through this screen user can only update the security
guestion and answer.
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User Profile Broker

User Profile for Sub Login ID

User Profile
User Profile
Mame
Addressl
Address?
Address3
Courntry
State
Di=trict
City
Region
FinCode
Email I

Contact Mumber

Diigviiay STk
Fanesha Block, Mlock noid
Oppasite lhite House
Chennal

INENA

TAMIL NADU
CHENNAT

CHENMNAS

Livban

GOMN5E
Digvijay@gmail.com

+37 - FETLIET244

Security Question

Security Question *

[What is your favor = | Security Answer * {enese

Figure 27: Update User Profile screen

2. Click Submit. Acknowledgement dialog box is displayed notifying that user
profile has been successfully updated.

Acknowledgement

¥ our uzer profile has been successfully updated.

n i

Figure 28: User Profile Update Confirmation Message

3. Click OK.

6 Register Digital Signature is displayed in User Profile of Directors only.

Version 9.0
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Description of the menu tabs for Master IDs

The Master ID screen contains the following menu tabs:

1. Create Sub ID — User can create sub ids for employees and authorized

signatories of the company. User is allowed to create sub ids for 2 authorized
signatories and 1 employee.

2. Update/ Delete Sub ID — User can update the designation, email id and
contact number of any of the authorized signatories and employees. At the

same time user can also delete any of the authorized signatories / employee IDs
created on the portal.
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Description of the menu tabs for Sub ID

The Sub ID screen contains the following menu tabs:

1. Licensing - Allows user to apply for a new license, renew license, duplicate
license, changes during licensing period, change in license category and pay
annual fees.

2. Returns: Allows user yeu to submit returns that include information related to the
business conducted by firm during the financial year.

3. View Application Status - Allows user to track the status of the submitted
applications.

4. View License Details- Allows user to view the status and other information
related to License.

5. Pending for clarification - Allows user to upload additional documents and
provide clarification required by IRDAI during processing of applications.

6. Pay Penalty: Allows user to view and pay the penalties imposed on the user you
by IRDA.
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mital Signature

In Digital Signature, user needs to register the digital signature that user wants to use
for their corporate Broker. User can obtain the digital signature from several
companies/authorities/agencies that provide them. There are two options by which user
can register the digital signature.

e Option 1: Uploading the digital signature through the BAP portal - In this option
user can upload the digital signature through BAP portal and then register it.
Then, whenever user needs to attach the signature, user will have to upload the
signature again.

e Option 2: Importing the digital signature on your browser - In this option, user
can upload the digital signature in any browser and then register it. Then,
whenever user wants to attach the signature, user just needs to click the Attach
Digital Signature button and select the signature that user has imported on the
browser.

Option 1 - Uploading the digital signature through the BAP
portal:

€

1. On the User Profile screen, click Register Digital Signature. The Web Signer
dialog box opens.
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User Profile

Broker

Digital Signature

User Profile
User Profile
Mame
Addresst
Address2
Address3
Country
State
Dristrict
City
Region
PinCode
Etnail IT

Contact Mumber

Deiiany Singh
Ganesha Black, Block no 14
COppasite Mhite Honse
Chehnal

fOA

TAMIL NAODL
CHEMMAS

CHEMNMAS

Urban

GH005E
Digvijay@gmail.com
+81 - B574561244

Change Password Update User Profile Register Digital Signature

Figure 29: User Profile screen

Web Signer

Inaurance

Bwitar Bsgwlation Thrasgh Automation & Butlessl Analyhice

Content to Sign:

=101 x|

DISTI1312000

L

‘h'l.'i'ld:mssmrelplzml
Common Mame Issuer Mame Serial Mo
-
=
View Certificate Sign | Cancel |

Figure 30: Web Signer dialog box

Version 9.0
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2. Click P12/PFX tab.

3. Click Browse to search for the digital signature and click OK to upload it. The
Password Required dialog box is displayed.

[ passwordRequred xq

Enter Password Il

Figure 31: Password required dialog box

4. Enter the password provided by the digital signature provider and click OK. The
details of the uploaded digital signature are displayed in a table.

=

:% hauw_ﬁug.ﬁu‘rnru Development

iom Thrasgh Automation & Buskessi Analytice

Content to Sign:

DISTI1312000

L« L_I»

Windows Store  P12/PFX |

P12/PFX |C:\Users\299575\Desktopluser 1.pfi
Commaon Mame Issuer Mame
user 1 e-Mudhra Sub CA for Class 2In... 354573 -
—
~|
View Certificate Sign Cancel |

Figure 32: Web Signer dialog box displaying the uploaded signature

5. Select the signature from the table and click Sign. Again, the Password
Required dialog box is displayed.

6. Enter the password provided by the digital signature provider and click OK.
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[ Password equred X

Enter Password Il

Figure 33: Password required dialog box

The Web Signer dialog box closes and a success message is displayed in the
User Profile screen notifying that the digital signature is successfully uploaded.

0 If user registers the signature through this option, then, whenever user wants to
attach digital signature for any form, user will have to go through the entire
process.

Option 2 - Importing the digital signature on your browser:

1. Double click the digital signature certificate. The Certificate Import Wizard

opens.

2. Click “Next” twice. The wizard asks user yoeu-for password of the digital
signature.

Enter the password and click “Next” twice.
Click Finish.
Login to the BAP portal.

o 0 koW

On the User Profile screen, click Register Digital Signature. The Web Signer
dialog box opens. The available signatures are displayed in a table.
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Web Signer

:% Ineurance Regulatory Development Authority

ion Thrasgh Avicmation B Bunins

Content to Sign:

Digital Signature

=101 x]

DISI1312000

Windows Store  P12/PFX |

£ L_I»

P12/ PFX |C:\Users\299575\Desktopluser 1.pfi
Common MName Izsuer Mame
user 1 e-Mudhra Sub CA for Class 21In... 354573 -
=
~|
View Certificate | Sign | Cancel |

Figure 34: Web Signer dialog box displaying the uploaded signature

7. Select the signature that user wants to register and click Sign. Now, whenever
user wants to attach the digital signature for any form, user will have to click the
Attach Digital Signature button and then select the desired sign.

“ For importing the digital signature on the browser, system must havee the

following installed:

e Java Runtime Environment 1.6 and above

e Internet Explorer 7 and above

Version 9.0
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Creating Sub IDs

As a Corporate Broker, user yeu can create 3 sub login IDs on the BAP Portal, using
the Master ID. Two of the created sub IDs are for 2 authorized signatories who can
digitally sign the applications and returns, and third sub ID is for the employee.

Creating a New Sub ID

W

1. Click Create Sub ID.
2. The create sub id screen will open. All mandatory fields on the form are marked
with an asterisk (*)

User Profile Create Sub 1D UpdateDelete Sub ID

Create SublD

b First Mame * |Dig'-.-'ijEl']" |
Middle Name: | |
Last Mame: * [Zingh |
Designation * |Directar [+ |
PAN Number * |FHJSD2453P |
Email ID * |Dig'v'ija'y'@gmail.cnm |
Date OfBirth *  [13-12-1985
Contact Mumber *  +81 -
[ crente 0 | cancel | Clear |

Figure 35: Create Sub ID Screen

The details on Create Sub ID screen are explained in the following table:

Field Description

First Name Enter First Name of the authorized signatory /employee.
Middle Name Enter Middle Name of the authorized signatory /employee.
Last Name Enter Last Name of the authorized signatory /employee.
Designation Select the designation for which sub ID is to be created
PAN Number Enter PAN number of the authorized signatory / employee
Email ID Enter email Id of the authorized signatory/ employee

Date of Birth Enter Date of Birth of the authorized signatory /employee
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Contact Number|/Enter Contact number of the authorized signatory /employee

3. Click Create ID. An Acknowledgement dialog box is displayed along with the
User ID details, notifying that the registration is successful.

Acknowledgement

o The registration of the Sub 1D fes been successfully completed. The User 1D DISH 312000 and Password have been sert to the registered Emsil 1D

Figure 36: Sub ID Creation Confirmation Screen

4. Click OK.

5. Click Cancel will take user to the previous page without saving any information
filled on this page.

6. Clicking on Clear will clear all contents filled on this screen.

“User is allowed to create only 3 sub ids. Please delete all existing sub ids which are
not required anymore so as to create new sub IDs.
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Updating a Sub ID

User can update the details of the sub IDs created as well.

Updating a Sub ID

L

1. Click Update Sub ID link.

User Profile Create Sub ID UpdateDelete SubID

Update Delete 1D

4
E. User D Uzer Matme Designation

S 312000 Digwijay Singh Director
J MECH1212000 | Meha Chandargi | Director
J JAHT112000 Javlaxmi H Employee

= T

El Please select a user id to update or delste

Figure 37: Update/Delete Sub ID Screen

2. Select the User Id to be updated and Click Update to view Update/Delete ID
Screen.
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User Profile Create Sub 1D UpdateDelete Sub 1D
Update Delete 1D

B. UserID Uzer MName Designation
DISH 312000 Digvijay Singh Director
MECH1212000 | Meha Chandargi | Director

JAHT112000 Jaylaxmi H Employee
Update Sub D
Sub User ID DI5H 312000
Sub ID User Mame Digvijay Singh
Date Of Birth 13-12-1985
PAN Mumber FHJSD9453F
Designation * |DirE|:’[|:|r |"’|
Email ID * |Dig'v'ija'y'@gmail.cnm 1
Contact Number * 91 - 98?455124‘

Figure 38: Update Sub ID Screen

Updating a Sub ID

3. User can update the Designation, Email ID and Contact Number for the Sub ID

created.

4. Click Update ID. An acknowledgement message will be displayed on screen.

Acknowledgement

o Details of the Sub 1D have been successfully updsted.

m i

Figure 39: Successful Updation Acknowledgement Dialog Box

5. Click OK

6. Click Cancel will take the user to the previous page without saving any
information filled on this page.
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Deleting_j aSublID

You can delete the details of the sub ID’s created as well.

To Delete Sub ID:

L

1. Click on Update/Delete Sub ID. List of all the created Sub IDs will be displayed

User Profile Create Sub 1D Update/Delete Sub 1D

Update Delete 1D

4
B User D Lzer Marme Des=ignation

| | DISH312000 | Digviay Singh | Director
J NECH1212000 | Meha Chandargi | Director
J JAHT112000 Jaylaxmi H Emplovee

|I| Please select a user id to update or delste

Figure 40: Update/Delete Sub ID Screen

2. Select the Sub ID which is to be deleted and click on Delete. A Confirmation
dialog box is displayed.

User Profile Create Sub ID Update/Delete Sub 1D

Update Delete 1D

4
B User D U=zer Matme Designation

J DISN 312000 Digwijay Singh Director
J NECH1212000 | Neha Chandargi | Director
| JAWID#12000 | Jason Wiliams | Employee

m Please select a user id to update or delste

Figure 41: Delete Sub ID Screen

3. A confirmation Message will be displayed, with Yes and No button.
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Confirmation

ﬂ Are you sure you vant to delete the Uzer 1D J2WA041 2000

] v I8

Figure 42: Message Pre-Deletion

4. If user wants to proceed with deleting the user account then Click “Yes” else
click “No”.

5. If user clicks “Yes”, the sub ID will be deleted. If user clicks “No”, user will be
taken back to Update/ Delete sub id screen.

6. Click Cancel will take user to the previous page without saving any
information filled on this page.
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Broker Licensing_;

If user wants to become a corporate Broker, then user needs to register his Company in
the portal. During the new license application process, user has to enter details of the
broker employed in the Company, the directors of the firm, upload the necessary
documents and pay the required fee. After IRDAI approves your request, it issues user
a separate license. User is also required to renew the license periodically. As per IRDAI
regulations, corporate brokers are required to renew their license every three years.
User can also apply for changes in the license details.

Broker can apply for license in any one of the following categories:

1. Direct Life

2. Direct Non-Life

3. Direct (Life & Non-Life)
4. Composite (Non-Life)
5. Composite (Both)

6. Reinsurance Broker

As per IRDA regulations, brokers are required to renew their licence every three
years.

Licensing comprises of the following sections:

New License

Renew License

Duplicate License

Changes during Licensing Period
Changes in Licensing Category
Pay Annual Fees

Ou A WNE
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New License

In order to obtain a new corporate broker license, user has to fill and submit an
application form to IRDAI along with the scanned copies of the supporting documents.
The employee can only save the form in draft mode and cannot submit the form.
Submissions can only be done by authorized signatories of the firm.

When one of the authorized signatories submit the form, it must be signed by other
authorized signatory also before it goes to IRDAI for approval. IRDAI reviews and
validates the application and then approves, rejects or closes it.

To apply for a New License:

W

1. Click '‘Broker’

2. Click New Licensing.

3. User will get a confirmation box saying "Please confirm that you have gone
through all information regarding broker regulations on IRDA site
(www.irdabap.gov.in)".

Confirmation E

Please confirm that you have gone
through all the information regarding
broker regulations on IRDA, site
[y e gow ind?

Figure 43: User Confirmation Screen

4. If user clicks “Yes”, user will get Applicant Details screen.

5. If user clicks No, a message box is displayed stating that user needs to go
through the broker regulations before proceeding to the licensing process.

Pleaze vist the IRDA vwebstelwwyy irda.govin) firt for complete infarmation an braker regulation(guidelines, circulars, notices, etc) with respect to licensing process,

Figure 44: Confirmation Message box
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Apphcant Details

Important instructions:
nsurance Reguiatary And Development Authonty (nsurance Brokers) Regulations, 2002

APPLICATION FOR GRANT OF LICENSERENEWAL OF LICENSE

Pizase Print or Type Characters Only in Capital Letters

Note:

1t is important that before this application form s flled in, the reculstions made by the Authoriy are studied carefuly

2. Applcants must submt a culy compieted applcation form together with all appropoate, supporing decuments to the Autnorty

3. Apglcann for fcenss w il be conaiderad onYy 1 It I3 Compktely In al respects

2 Apolcants should sign the appications thamsehes

£ Information which needs 0 be suppled in more cetats may e given on separate sheets which should be attached 10 the appication form

£.1f the appiicant Ja not pregristary concerm, finm or & company. the information cated for in tis Form enail e suppésd Dy adaptng the rEQuIEMENia SuRBDY

Kame of Applcant Softetch insurance naurance Sroker * |Direct (Lite & Nan-Life) -
Permanent Address
Agdress Line 1 Ganesha Biock, dlockr Agdress Line 2 Opposite White House Agdreas Line 3 Chennal
Sty CHENMNA Distnct CHENN&) State TAKIL NADU
Country Indiz Pr Code 600,036
Correspondence Address
Agddress Line 1 Agdress Line 2 Address Lne 3
Cty District State
Country Pn Coge
Communication Details
Communication Details Phone No FaxNe
Mobik No +91-9874561230 Emai-id Digvijay@gmail.com EmaiidiOptional

Figure 45: New License Application Screen

6. The Broker New Licensing form will open on screen. Please note that all fields

marked with asterisks (*) on the screen are compulsory.

The New License application consists of the following sections:

Applicant Details
Organization Structure
Business Information
Financial Information
Other Information, if any
Upload Documents
Declaration

Undertaking
Print View

Version 9.0
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The buttons available in the New License application are explained below:

Button

Description

Attach Digital
Signature

Submit

Cancel

Save as Draft

View
Submitted
Form

Print
Clear
Previous

Next

Click to attach digital signature to the license application

After the declaration check box is selected, click Submit to submit the
application. (Submit gets enabled only after the attachment of Digital
Signature by both the directors)

Click to return to the home page. This action will also clear all the
information entered without saving it.

Click to save all the data entered in the form. User ¥ou can use this
option if they want to submit the form at a later time.

Click to view the submitted New License Application in read only
mode.

Click to print the submitted New License Application
Click to clear the data entered.
Click to go to previous section.

Click to go to the next section.

uThe digital signature of the both the authorized signatures of the firm are
required for the successful submission of the form

Version 9.0
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Applicant Details

The Applicant Details screen displays address details and communication details of
the organization.

To view Applicant Details screen

(»

1. Click Broker tab.
2. Click New Licensing tab.
3

. User will get a confirmation box saying "Please confirm that you have gone
through all information regarding broker regulations on IRDA site
(www.irda.gov.in)".

4. If user you click “Yes”, Applicant Details screen will appear.
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Apphcant Details

Important instructions:
nsurance Reguiatary And Development Autnonty (nsurance Brokers) Regulations, 2002

APPLICATION FOR GRANT OF LICENSSRENEWAL OF LICENSE

Pizase Print or Type Characters Only in Capital Letters

Note:

1t & important that before this applicabon form s flled in, the recuistions made by the Authordy are studied carefuly

2. Applcants must submt a culy compieted applcation form together with all agpropoate, supponing decuments to the Authorty

3. Apgicaion for kcense w il be conaiderad onYy 1T It I3 Corpletely In al respects.

2 Apoicants should sign the appications themsehes

S Information which needs 20 be suppled in more cetats may e given on separato sheets which shoukd be attached 10 the appication form

£.1f tha appicant Ja not pregrietary concem, Tinm or @ company. the information cat¥ed for in this Form enal be suppdsd Dy adaping the requirsmania suladly

Name of Appicant Eoftetch insurance haurance Sroker * |Direct (Lite 8 Nan-Lite) e

Permanent Address

Agdress Line 1 Ganesha Biock, dlock r Agdress Line 2 Opposite White House Agdreas Line 3 Chennal
Cty CHENMA Distnct CHENN&) State TAKIL NADU
Country Indiz Pr Code 600,036

Correspondence Address

Agddress Line 1 AgdresaLine 2 Agddress Line 3

Cty Distnct State

Country Pn Coce

Communication Details

Communication Details Phone No Fax

Mabiie No +91-9874561230 Emai-ig Digvijay@gmail.com EmaiidiOptonal

Figure 46: Applicant Details Screen

5. If user clicks “No”, a new window is opened which navigates user yeu to the IRDAI
website where user can view the broker regulations.
6. Applicant Details screen will allow the user to select Broker Category.

7. Select appropriate broker category in the 'Insurance Broker' field.
0 Other than 'Insurance Broker" all other fields on the Applicant Details screen are

read only.

Back (Changes in License Category)
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Organization Structure

In Organizational structure, user has yeu-heed to mention details regarding
shareholders, directors, partners, proprietors, bankers, auditors and activities
associated with the company.

To view Organizational Structure screen:

(»

On the Applicant Details screen, click “Next”. The Organization Structure screen is
displayed. All mandatory fields on the form are marked with an asterisk (*).
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Figure 47: Organization Structure Screen
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The fields in Organizational Structure screen are described in the following table.

Field Description
Organization Structure

Status of applicant Select one of the following status that is applicable:
¢ Individual/ Sole Proprietor
e Partnership
e Company
e Co. operative society
e Others

Stock exchange Enter the name of stock exchange with which the
company is listed. If not, mention “Not Applicable”.

Latest share price Enter latest share price of the company here.

Date and Place of Incorporation

Date Enter date of incorporation here.

Place Enter place of incorporation here.

Scope of Business as Enter scope of business as described in Memorandum
described in Memorandum  of Association. Details entered should be exactly same
of Association as provided to IRDAI.

Shareholder Details

Shareholding as on date Enter date on which we are recording shareholding
details

Name of the shareholder Enter name of the shareholder.

Number of shares Against each shareholder, mention the number of
shares.

Percentage of total paid up Enter percentage of total paid up capital of the company.
capital of the company

Foreign holding Select 'Yes' if shareholder has a foreign holding.
Otherwise, ‘No’.

Particulars of Directors/ Partners/ Proprietors

Name Enter name of the directors/ partners/ proprietors.
Qualification Enter qualifications of directors/ partners/ proprietors.
Experience in insurance Enter experience in insurance broking of directors/
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broking partners/ proprietors.

Share in applicant Enter share in applicant firm/company of directors/
firm/company partners/ proprietors.

Directorship in other Enter number of companies that the Directors/ Partners/
companies Proprietors holds directorship

Name of activities carried out by the associated company/concerns

Name of the company or the Enter name of the associated company.
firm

Address Enter address of the associated company.

Type of activity handled Enter type of activity handled by the associated
company.

Nature and interest of Enter nature and interest of the applicant company.
applicant company

Whether any one or more If one or more persons of the associate

persons of the associate Company / concerns are interested in the applicant's
Companies/ concerns are  business, then select 'Yes' else select 'No'
interested in the applicant's

business.

Name and Address of the Principal bankers of the applicant

Name of the Banker Enter name of the principal banker.

Address Line 1 Enter first line of the principal banker’s address.

Address Line 2 Enter second line of the principal banker’s address.

Address Line 3 Enter third line of the principal banker’s address.

Country This field displays the country. By default, India is
displayed.

State Enter state of the principal banker

District Enter district of the principal banker

City Enter city of the principal banker

Pin code Enter pin code of the principal banker

Name and Address of the Statutory Auditor of the applicant

Name of the Statutory Enter name of Statutory Auditor
Auditor
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Address Line 1

Address Line 2

Address Line 3
Country

State

District

City

Pin code

Licensing

Enter first line of the Statutory Auditor’s address

Enter second line address of the Statutory Auditor’s
address

Enter third line of the Statutory Auditor’s address
India is displayed by default
Select state from the drop-down list.

Select district from the drop-down list. List of districts will
come on the basis of state selected.

Select city from the drop-down list. List of cities will
come on the basis of district selected.

Enter pin code of the Statutory Auditor

Back (Changes in License Category)
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In Business Information, user needs to mention details regarding key management

personnel, infrastructure, manpower and experience in the relevant industry etc.

To view Business Information screen:

W

On the Organization Structure screen, click Next. The Business Information screen

is displayed. All mandatory fields on the form are marked with an asterisk (*)

- _Ep8 .- E

Detais rganzaton Structure Business Information

| Back | Next |

Particulars of key management personnet *

Exparience with particular reference

Name Quaification A e a F Date of appointment
Fanada Sheixh BA g 12.12.2012
Detalls of infrastructure like office space, equoment and manpower availatle with the appicant [Equal Manpower, Office equipment

Delalls of experence n insurance broking/ insurance corsuting/risk management and other services: (More than five years

Any other nformaton considered reievant to the nature of services rendered by the applcant :None!

Submit mm View Submitted Form [T m

Functicoal Areas

Insurance Broking

Figure 48: Business Information Screen

The fields in Business Information screen are described in the following table.

Field Description

Particulars of key management personnel

Name Enter name of the management personnel.

Version 9.0

47




Broker User Manual Licensing

Field Description
Qualification Enter educational qualification of

the management personnel.
Experience with particular Enter number of years of experience as
reference to Insurance Broking insurance broker of the management personnel
Date of appointment Enter date of appointment of management

personnel to the current job.

Functional areas Enter functional areas relevant to the
management personnel.

Details of infrastructure like office Enter details of infrastructure like office space,
space, equipment and manpower equipment and manpower available with the
available with the applicant applicant

Details of experience in insurance Enter details of experience in insurance
broking/insurance consulting/risk broking/insurance consulting/risk management
management and other services  and other services

Any other information considered Enter any other information considered relevant
relevant to the nature of services to the nature of services rendered by the
rendered by the applicant applicant

Back (Changes in License Category)
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Financial Information

In Financial Information, you need to mention details such as capital structure,
deployment of resources, and major source of income, income and profit before
tax, dividends, etc.

To view Financial Information screen:

On the Business Information screen, click Next. The Financial Information screen is
displayed. All mandatory fields on the form are marked with an asterisk (*)
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Figure 49: Financial Information Screen
The fields in Financial Information screen are described in the following table.

Capital Structure

Capital Structure Lists different capitals under the capital structure of the
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Field Description

company. This includes: Authorized Capital, Issue Capital,
Paid-up Capital, Free reserves, and Paid up + free reserves.

Year prior to preceding Field is disabled by default for New License only
year

Preceding year Field is disabled by default for New License only
Current year Enter the capital amount in the current year
Deployment of resources

Particulars Lists the different financial resources available with the
organization

Year prior to preceding Field is disabled by default for New License only
year

Preceding year Field is disabled by default for New License only

Current year Enter the financial value of the respective resource in the
current year

Major source of income
Particulars Lists down the possible income streams of the applicant

Year prior to preceding Field is disabled by default for New License only
year

Preceding year Field is disabled by default for New License only

Re numeration Enter Re numeration received as percentage of premium
received as percentage

of premium

Income and Profit before tax

Particulars Income Enter values such as category of income/ expenses or profit
before taxes

Year prior to preceding Field is disabled by default for New License only
year

Preceding year Field is disabled by default for New License only

Current year Enter income from the respective income stream for the
current year.

Dividends
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Field

Description

Particulars

Lists the dividends in terms of amount and percentage

Year prior to preceding Field is disabled by default for New License only

year
Preceding year

Current year

Field is disabled by default for New License only

Enter the dividends amount for the current year.

Back (Changes in License Category)
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Other Information

In Other Information, you need to mention details such as Details of all settled and
pending disputes and economic offences if any.

To view Other Information screens:

W

On the Financial Information screen, click Next. The Other Information screen is
displayed. All mandatory fields on the form are marked with an asterisk (*)

1 2 - : 4 - L . B Y
«<a ) ) Omer nformation
| fack P st |
- I T ke - I
Detats of sl settied and pendng disputes *

Nature of Dispuse Nane af the party Fenang / settied Acson
Accigent JMCO ingurance Put Lid Satthe v X

Detads it any of 80y ecomomc cifences by the apglicany propmetor or any of the Parrers/ Drectors, or key marapers

I T ey -

Figure 50: Other Information Screen

The fields in Other Information screen are described in the following table.

Field Description

Details of all settled and pending disputes

Nature of dispute Enter the nature of dispute

Enter the name of the party with whom the

Name of the party applicant is in dispute with
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Field

Description

Pending/settled

Details, if any of any economic
offences by the

applicant/ proprietor or any of
the Partners/

Directors, or key managerial Personnel
in the last three years

Back (Changes in License Category)

Version 9.0

Select either pending or settled

Enter Details, if any of any economic
offences by the
applicant/ proprietor or any of the Partners/

Directors, or key managerial Personnel in
the last three year

54



Broker User Manual Upload Documents

Upload Documents

In Upload Documents, you need to upload the necessary documents for the
successful submission of the New License application

View Upload Documents screen:

W

On the Other Information screen, click Next. The Upload Documents screen is
displayed. All mandatory fields on the form are marked with an asterisk (*).
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Figure 51: Upload Documents Screen

To Upload Documents:

A

1. Under Documents required, click Browse to search for the corresponding

Document.

2. Click Upload File to upload the corresponding document. The name of the

uploaded document appears beside the Upload File button.

Back (Changes in License Category)
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Declaration

Declaration section has 2 parts namely Fee Payment and Declaration.

The Fee Payment part will specify the amount of fees to be paid by the Broker to

obtain this license.

The Declarations part will specify important points that the user is expected to read and

agree to before proceeding.

o ——— 1 2 3 4 5 _— o 7 |

Declaraton

Fee Payment

4 npsrefuntatie fee of R 20000 wil nesd o be pae 2

iDeclaration:

THIS DECLARATION 15 TO BE SIGHED 8Y TWO OF THE DIRECTORS, TWO OF THE PARTMERS OR THE SOLE PROPRIETOR A% THE CASE MAY BE

Vie haraby spply for Scence

[ | s pe et | i et R oo

We have gone theough the insurance Reguintory and Development Authedtylinsurance Brokers) Regulanans, 2007 and anvare satiafiod thet INUe amiscs eligile 10 apply 1or the i

® WiAte At VVE Savw ruth ity ang Ty anewared e GUANOnS BEcve 8¢ provded ol Ine mformal O™ reanEnaly De CoNacered tews AN e T JuUTDeeas 0f MpRunoencs
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Figure 52: Declaration Screen

Back (Changes in License Category)
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Undertaking

In this section, you need to provide information such as if any person related to the
applicant has been denied license in the past. If yes then specify the relationship with
the applicant.

Other information such as list of employees who will be responsible for soliciting and

procuring Insurance business and details of the fixed deposit for renewal of license will
also be mentioned here.

To View Under taking screen:

W

On the Declaration screen, click Next. The Undertaking screen is displayed. All
mandatory fields on the form are marked with an asterisk (*)

> 1 2 3 4 6 8 1 B
ppsen il rgangal L 12} formal L] ! ! ' it ' f | Undertaking
= T e o e e o SR
Vhether any parson related to applicant has been refused for the License in the Past or Hot es (o No
For ihe purposs of this sub-claune. the sxpression “directly or ingdirectly connected” means o relative n the cane of an indridual, and in the case of & firm or & company of & body corporate. an associat

Qualfication and Experience detalls of the Principal Officer of the applicant

Neamne Address Qualifeation Prior Experience Previous Employmert
Shweta Singh Strest 23 Rajahamsa, T nagar, Chann BA 6 none
List of amploy who will be bie for g and procuring insurance business
Narme Address Desgrstion Gualification
Gaun Khanna Ghatkopar, IMumbai Insurance Broker BA
Details of the fixed dep for of li
Name Of the Bank Address F D Number Amourt Held in Depostt Peecen
State Bank Of Indla DK Park, Porur, Channal 3626154281 100000

BRI e | s e | v sumsarorm RO e

Figure 53: Undertaking Screen
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The fields in undertaking screen are described in the following table.

Field

Whether any person related to
applicant has been refused for the
License in the Past or Not.

Person Related to applicant

Name of the person

Relationship with the applicant

Description

Select either 'Yes' or 'No'

Enter name of the person related (If a
person related to the applicant has been
denied license in the past)

Enter relationship with the applicant (If a
person related to the applicant has been
denied license in the past)

Qualification and Experience details of the Principal Officer of the applicant

Name

Address

Qualification

Prior Experience
Previous Employment

Employment Details

Enter name of the principal officer of the
applicant

Enter address of the principal officer of the
applicant

Enter qualification of the principal officer of
the applicant

Enter years of prior experience of the
principal officer of the applicant

Enter previous employment of the principal
officer of the applicant

Enter employment details the principal
officer of the applicant

List of employees who will be responsible for soliciting and procuring insurance

business

Name

Address

Designation

Version 9.0

Enter name of the employee who will be
responsible for soliciting and procuring
insurance business

Enter address of the employee who will be
responsible for soliciting and procuring
insurance business

Enter designation of the employee who will
be responsible for soliciting and procuring
insurance business
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Field

Description

Qualification

Details of Responsibilities

Enter qualification of the employee who will
be responsible for soliciting and procuring
insurance business

Enter responsibilities of the employee who
will be responsible for soliciting and
procuring insurance business

Details of the fixed deposit for renewal of license

Name of the Bank

F. D Number

Address

Amount held in deposit
Percentage to Initial Capital

Maturity Date

Back (Changes in License Category)

Version 9.0

Enter name of the bank in which the
applicant has a fixed deposit

Enter fixed deposit number

Enter address of the bank in which the
applicant has a fixed deposit

Enter amount held in the fixed deposit
Enter Percentage to Initial Capital

Enter maturity date of the fixed deposit
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Print View

In Print View, validate and confirm the information submitted by you in the application,

in order to proceed with the submission.

To view Print View screen:

W

On the Undertaking screen, click Next. The Print View screen is displayed. All

mandatory fields on the form are marked with an asterisk (*)

o H 4

Prnt View

SCHEDULE
Insurance Regulatory and Development Authority(insurance Broker)regulations, 2002
FORM - IRDA -21 - AF
[ See Regulation 6 and 13 ]
APPLICATION FOR GRANT OF LICENSE

agcress Lre ! address Lrel adressine

Version 9.0
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AccressLee ! Agdressinel Lssressire )
P Code: Cey Ostrict
Swe Coumry

Phose tis Fax o Uotle %o 319998552552
Emotz Digvijay@gmasil.com Aternate Emai

Stetus of appicant.  Comgpeny Sk Exghange(Optonal Lacest Shace Price (Ogtone’
Date ot ncorperation £4.122012 Pace of ncosporaton Heres

List of All shareholders (holding 5% and above of applicant directly or along with associstes-applicable

onty to limited companies)

Shargholdng as on date 23012013

E 7 mber = = toge ot o o captal of i compary

| atcasan mswance servi 8,500,000 | 13 Yes |

B 0 A = X = = ~ S

M!M | Asscciete of the hsurance hsttute of hSe. Mumtal _a< ! 4 | atoesas nauratce servces ta UK |

| Dipanckis | Asseciate of the marance mattute of nda, Vumon: “ LARE |
|

Wnether any se ST MG SArSINS T Ihe ae e » O Ve k=

Catase of Afrawructos e ofice space L witt ma lnanad 34fcatidng ® tioersantel

Aty e Sherrelne Geseeied ree Rl W e falew 0F ser e rendeied Ry Ihe apesient fo

L ] 73.900 308
| 3Mmmn Cactml | 23,000,808
| 2P wm Cantel i 2280008
| @ Frae renar 1““!
| Tizadup « es reaaries) s l auonul
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Particutars Year prior to preceding year Preceding year Current Year
1)Fixed Assets 0
2)Plant & Machinery 0
3)0ffice Equipment 1,000.000
4)Quoted investments 0
S)iunquoted Investments 0
B)Detais of Liguid Assets 200.000
7)0thers 0

Details of | Loans & Ad made to A ate es/Firms
where Promoters/Directors have an interest i to be separately given

Details, if any of any i by the prop orany of the nil
Pariners/ Directors, or key managerial Personnel in the last three years

Whether any person related to applicant has been refused for the License in the Past or Not .
Oves @ho

Previous Employment  Employment Details

Gayain devi Mumul | Ameuh o! the insurance institute of India, Mumbai | S years

Insurance Company INS Broker

Digivijay Singh | Mumbal Associate of the Insurance instiute of India, Mumbal

* Detais of the Respansivlties
| NS Broker

[V | solemnly deciare that the particulars given above are true 1o the best of my knowledoe and belef.

Attach Digital Signature Submit m Save As Draft View Submitted Form Clear

Immnm Address.  FD.Number Amaunt Hekd in Deposit Percentage to Indial Captal Maturity Date
‘ State Bank of india Mumeal 12457541254 50,000,000 100,000 | 31.01.2013
[ Declarations ]

Figure 54: Print View Screen

Version 9.0
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To submit New License Application:

1. On the Print view screen, select the Declaration check box.

2. Click Attach Digital Signature button. If you have uploaded the digital signature
through the BAP portal, then you need to upload it again. Otherwise, if you have
imported the signature on your web browser, then it will be attached as soon as
you click on button. See the Digital Signature topic for more details.

3. Click Submit. The User Confirmation Message dialog box is displayed.

Uger Confirmation Message

“our application form iz complete, Do you weant to proceed to payment™?

Figure 55: User Confirmation Message for Payment

4. Click yes to proceed to payment. The Make Payment screen is displayed

wang | Pacing for Cailsation | Vivw Acpicaton sielus Ve Lo s Dt | Bslipm | Pay Poraly

o _' Pay Penalty Sim

Detatlod Novagatson
W By Penaity Make Payment
Sefect Payment type: 'S Parmas breugh 0O Paymenia trowgh IEFTRTGS

Figure 56: Make Payment screen

5. Select the desired payment type and click Go to make payment through that
type. The different payment types are explained below.

« Payment through DD - Select this payment type if you want to make your
payment through demand draft. You need to create the demand draft first and
then enter its details in this payment type.
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Demand Draft Detalls

lamber Amount 1o be pald (Rs.i 5,000

Amownt ¢ netrument (As ol

Figure 57: Demand Draft Details screen

The fields in this payment type are explained in the following table.

Field Description

Instrument number  Enter the demand draft number.

Amount to be paid The amount payable is displayed by default.

(Rs.)

Bank Name Enter the name of the bank from which you created the
demand draft.

Amount of Enter the amount of the demand draft.

Instrument (Rs.)

Instrument Date Select the date when you created the demand dratft.

Payment through NEFT/RTGS - Select this payment type if you want to
make your payment through NEFT/RTGS. For this payment type, you need to
make payment to IRDA through NEFT/RTGS and then enter the payment
details in this payment type.

NEFT/RTGS Detalls

DG iesgenent 1 Amount 10 be paid (Rs.] 1 5080

Emer your FEC Cooe

L9] Ermer your Accont Nutser

3
T
E—} |

Figure 58: NEFT/RTGS Details screen

The fields in this payment type are explained in the following table.

Field Description

Acknowledgement  Enter the acknowledgement number received after

No.

making the online payment.
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Field Description

Amount to be paid  The amount payable is displayed by default.

(Rs.)

Bank Name Enter the name of the bank through which you made

the payment.

Enter your IFSC code Enter the IFSC code of your bank branch.
Date of Payment Select the date when you made the payment.

Enter your Account Enter your bank account number.
Number

Amount of Payment Enter the amount of the payment made.
(Rs.)

6. Enter the necessary details for the selected payment type and click Submit.
Transaction ID is generated; Click OK to complete payment process.

Payment successful. Transaction D iz DISH 31 20001 358750631 745

Figure 59: Form Submitted Successfully Notification

7. On OK, an Acknowledgement dialog box is displayed containing the Unique
Reference Number (URN).

Form zubmitted succezafully. Your reference number iz BR-MEW-202310-
2012,
Pleaze note that the changes submitted are only for information purposes and

do not need any approval from IRDA,.

Figure 60: Form Submitted Successfully Notification

8. Click OK.
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This completes the New License application process. After you successfully submit the
form, it is sent to IRDA. The action taken by IRDA on the form is conveyed to you in the

form of E mail notifications.

Back (Changes in License Category)

Version 9.0 67



Broker User Manual Renewal License

Renewal License

Each Insurance Broker license has a validity period after which the license expires if it
is not renewed. As per IRDA regulations, you need to renew your Insurance Broker
license every three years. IRDA sends you a remainder emails 3 months before the
license expiration. These reminders are sent at interval of 1 month each informing you
to renew your license before expiry. You are also required to pay the required renewal
license fee. There are certain prerequisite and conditions that you need to remember
while renewing your license.

In order to obtain a Renewal license, you need to fill and submit an application form to
IRDA along with the scanned copies of the supporting documents.

The Data entry operator can only save the form in the draft mode and cannot submit the
form. Submissions can only be done by the directors of the firm.

When one of the directors submits the form, it must be signed by the other director also
before it goes to IRDA for approval. IRDA then reviews and validates the application
and then approves rejects or closes it.

Prerequisite for License Renewal

e You can renew your license 90 days before the date of expiration. If you apply
for renewal three months before the license expiry date, a warning message is
displayed.

Neinng

Renewval can be applied only 3 months before License Expiry date

Figure 61: Renewal warning message when attempting to renew 3 months before
from the date of expiry

e You cannot renew the application, 3 Years before the License Expiration Date. If
you apply for renewal, a warning message is displayed.
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3 wear remaining for expiration of
license.
Cannot apply for reneswal of

license now!

Figure 62: Renewal warning message when attempting to renew 3 Years before
from the date of expiry

Conditions for Late Renewal

Condition Description

Renew License application
submitted one month or more Renewal fee of Rs 1000
before License expiry date

Renew License application

submitted within less than Renewal fee of Rs 1000 and late Fee of
thirty days before License Rs 100
expiry date

Renew License application
submitted after License
Expiry date

Renewal Fee of Rs 1000 and Late Fee of
Rs 750

To apply for license renewal:

1. Click Broker tab.

2. Click Renew License link. The License Renewal screen is displayed.
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Licensimg Perding Mo Chritoston Ww Apes olon st - e Dwane Rt Pay Pansty
.. ' Renewal Liconse EC
Dedailed Nontgation
e APPLICATION FOR GRANT OF RENEWAL OF LICENSE Form A
« Duplicate Uicensa
« Changes during licensing penod " 1 n
T GO Ih e an Ostgn ‘ Orgemsesion Siucture
[k § vt
Orgamczation Structare
Excoa ra » g
Dote & Pace of Incarporation

Figure 63: Renew License Screen

3. The License Renewal form comprises of the following sections:
Applicant Details

Organization Structure

Business Information

Financial Information

Other Information

Upload Documents

Declaration

Undertaking
Print View

4. The buttons available in the License Renewal form are explained in the
following table.

Button Description

Attach Digital Click to attach digital signature to the license application.

Signature

Submit Click to submit the application form once you have selected
the declaration check box. (Submit button will be enabled only
after attachment of digital signature by both the directors).

Cancel Click to return to the home page. This action will also clear all
the information entered without saving it.

View Click to view the submitted form in read-only mode.

Submitted

Form

Print Click to print the License Renewal form.
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Clear Click to clear the information entered.
Back Click to go to previous section.
Next Click to go to next section.

0 If you renew your license after it has expired, then, a warning message is
displayed notifying that your license has expired and it also displays the
amount of the late and renewal fee that you need to pay.
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Applicant Details

The Applicant Details screen displays address details and communication details
of the organization.

To view Applicant Details screen

(»

1. Click Broker tab.

2. Click Renewal Licensing tab.

3. You will get a confirmation box saying "Please confirm that you have gone
through all information regarding broker regulations on IRDA site
(www.irdabap.gov.in)".

4. If you click “Yes”, you will get Applicant Details screen.
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T

Kame of Appkcant Softelch insurance naurencs Srocer Direct (Lifa & Non-Lite)
Cutrent Licensa Details
Leenge Nur IRDASR100T7E2092 License lssue Date 12 12 2012 Licenae Categury  Diwect (Life & NondLife
Permanent Address
andeas Line Zaneshz Biock. Dlockr Adoress Line 2 ~ddress Lne 2
Chy CHENNAI Dianrict CHENNAI TAMIL HADU
Country india 854321
Corrsxpondence Addrsss
Address Line 1 4ddress Line 2 LAZzress Lne ]
st State
An Toge
=3¢ Ho Nowis No +21-9074551230
Eraiig Digvisy@omat com Emav g Optonal

Subomt m Save As Deaft View Submiited form Prmt Clear

Figure 64: Applicant Details Screen

5. If you click “No”, a new window is opened which navigates you to the IRDA website
where you can view the Broker regulations.

6. Allfields are pre-populated in this section. Hence, you can click “Next” to go to next
screen.
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Organization Structure

In Organizational structure, you need to mention details regarding shareholders,
directors, partners, proprietors, bankers, auditors and activities associated with the
company.

To view Organizational Structure screen:

(»

On the Applicant Details screen, click “Next”. The Organization Structure screen is
displayed. All mandatory fields on the form are marked with an asterisk (*).
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Figure 65: Organization Structure Screen

The fields in Organizational Structure screen are described in the following table.
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Shareholder Details

Name of the share holder

Number of shares

Percentage of total paid up capital

of the company

Foreign holding

Licensing

Enter name of the share holder here
Enter number of shares with the share holder
Enter Percentage of total paid up capital of the

company

Select 'Yes' if the shareholder has a foreign
holding and 'No' otherwise

Particulars of Directors/ Partners/ Proprietors

Name

Qualification

Experience in insurance broking
Share in applicant firm/company

Directorship in other companies

Enter name of the Directors/ Partners/
Proprietors

Enter qualification of Directors/ Partners/
Proprietors

Enter Experience in insurance broking of
Directors/ Partners/ Proprietors

Enter Share in applicant firm/company of
Directors/ Partners/ Proprietors

Enter the number of companies that the
Directors/ Partners/ Proprietors holds
Directorship

Name of activities carried out by the associated company/concerns

Name of the company or the firm
Address

Type of activity handled

Nature and interest of applicant
company

Whether any one or more persons
of the associate

Companies/ concerns are
interested in the applicant's
business.

Enter name of the associated company
Enter Address of the associated company

Enter type of activity handled by the associated
company

Enter nature and interest of the applicant
company

If one or more persons of the associate

companies/ concerns are interested in the
applicant's business then select 'Yes' else select
INOI

Name and Address of the Principal bankers of the applicant

Name of the Banker

Version 9.0

Enter name of the principal banker
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Address Line 1

Address Line 2

Address Line 3
Country

State

District

City

Pin code

Licensing

Enter first line of the principal banker’s address

Enter second line of the principal banker’s
address

Enter third line of the principal banker’s address
India is displayed by default

Enter state of the principal banker

Enter district of the principal banker

Enter city of the principal banker

Enter pin code of the principal banker

Name and Address of the Statutory Auditor of the applicant

Name of the Statutory Auditor
Address Line 1

Address Line 2

Address Line 3
Country

State

District

City

Pin code

Version 9.0

Enter name of Statutory Auditor
Enter first line of the Statutory Auditor’s address

Enter second line of the Statutory Auditor’s
address

Enter third line of the Statutory Auditor’s address
India is displayed by default

Enter state of the Statutory Auditor

Enter district of the Statutory Auditor

Enter city of the Statutory Auditor

Enter pin code of the Statutory Auditor
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Business Information

In Business Information, you need to mention details regarding key management
personnel, infrastructure, manpower, and experience in the relevant industry etc.

To view Business Information screen:

W

On the Organization Structure screen, click Next. The Business Information
screen is displayed. All mandatory fields on the form are marked with an asterisk (*)

le 1 2 n

Basiness information

| Back  text |

Progcted volume of acivties ang NCome (NCONg aicoated; for whch SCence s0ugh 8 % be soeofcaly given

Particulars of key management personnel *

Expanence with paclicuis reference

Name Cualficetion §o erance B Date of spportment Functionsl Aress
'y M fure e CT0CE 300Ce. eqUO™eN! A arocower avalacie < & -
elaly RNASE 1 PLINCE DIELRY BIUANSE S50 k matasement 82 oIher ServCes
- ol TATEA CONMCETRD relevant 0 B¢ 2atre 0F Meruides re . Ne o ’

Percertages of Jotal premium handied by P

Legker Service Rendered

Digway Sinha 20000 £ Insurance relatec

2 T e -

Figure 66: Business Information Screen
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The fields in Business Information screen are described in the following table.

Field

Description

Business handled during the last three years with Insurers and list of reinsurers

Name
Amount
Percentage of total premium handled

by the broker

Service Rendered

Version 9.0

Enter name of the Insurer

Enter the Amount handled during the last
three years

Enter the percentage of total premium
handled by the broker

Enter the service rendered during the last
three years
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Financial Information

In Financial Information, you need to mention details such as Capital structure,
deployment of resources, major source of income, income and profit before tax,
dividends etc

To view Financial Information screen:

(»

On the Business Information screen, click Next . The Financial Information screen
is displayed. All mandatory fields on the form are marked with an asterisk (*).
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Figure 67: Financial Information Screen
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The fields in Financial Information screen are described in the following table.

Field
Capital Structure

Capital Structure

Year prior to preceding
year

Preceding year

Current year

Deployment of resources

Particulars

Year prior to preceding
year

Preceding year
Current year

Major source of income
Particulars

Year prior to preceding
year

Preceding year

Re numeration received
as percentage of
premium

Description

Lists different capitals under the capital structure of the
company. This includes: Authorized Capital, Issue Capital,

Paid-up Capital, Free reserves, Paid up+ free reserves.

Enter the capital amount in the year prior to preceding year
(Field is pre-populated with preceding year values)

Enter the capital amount in the preceding year

Enter the capital amount in the current year

lists the different financial resources available with the
organization

Enter the financial value of the respective resource in the
year prior to preceding year. (Field is pre-populated with
preceding year values)

Enter the financial value of the respective resource in the
preceding year

Enter the financial value of the respective resource in the
current year

lists down the possible income streams of the applicant

Enter income from the respective income stream for the
year prior to preceding year. (Field is pre-populated with
preceding year values)

Enter income from the respective income stream for the
preceding year

Enter Re numeration received as percentage of premium

Income and Profit before tax

Particulars Income

Version 9.0

Enter values such as category of income/ expenses or
profit before taxes
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Field

Description

Year prior to preceding
year

Preceding year
Current year

Dividends
Particulars

Year prior to preceding
year

Preceding year

Current year

Version 9.0

Enter income from the respective income stream for the
year prior to preceding year. (Field is pre-populated with
preceding year values)

Enter income from the respective income stream for
the preceding year

Enter income from the respective income stream for
the current year.

lists the dividends in terms of amount and percentage

Enter dividend details for year prior to preceding year.
(Field is pre-populated with preceding year values)

Enter dividend details for preceding year

Enter dividend details for current year

83



Broker User Manual Other Information

Other Information

In Other Information, you need to mention details such as Details of all settled and
pending disputes and economic offences if any.

To view Other Information screens:

W

On the Financial Information screen, click Next. The Other Information screen is
displayed. All mandatory fields on the form are marked with an asterisk (*)

»> - . ? -3 — 4 — n - S = -
’ ' Other Informuason

| Back et

Dutails of sb asttiad and panding disputes *

Nature uf Dapds Nertw Of the party Pareirg / sttied Aoy

[t | st | e st e [RRR o |

Figure 68: Other Information Screen

All fields pre-populated in this section. Click “Next” to go to Upload Documents
Section
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Upload Documents

In Upload Documents, you need to upload the necessary documents for the
successful submission of the Renewal License application.

To view Upload Documents screen:

(»

On the Other Information screen click Next, Upload document screen gets
displayed. All mandatory fields on the form are marked with an asterisk (*).
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Figure 69: Upload Documents Screen

To upload documents:

1. Under Check list for documents to be attached, click Browse to search for the
corresponding document.

2. Click Upload to upload the corresponding document. The name of the uploaded
document appears next to the Upload button.
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Declaration

Declaration section has 2 parts namely Fee Payment and Declaration.
The Fee Payment part will specify the amount of fees to be paid by the Broker to
obtain this license.

The Declarations part will specify important points that the user is expected to read and
agree to before proceeding.

1 2 3 s 5 s

Applicant Detalls Organization Structure siness Information Financial Information ther Information pload Documents Declaration

| Back | Hext |

Fee Payment

b, non-refundable fee of Rs. 20,000 will need to be paid to RDA via the e-payment options

Declaration:

[THIS DECLARATION IS TO BE SIGNED BY TWO OF THE DIRECTORS, TWO OF THE PARTNERS OR THE SOLE PROPRIETOR AS THE CASE MAY BE.

{We hereby apply for licence,
{We have gone through the Insurance Regul. y and Develop Authority(insurance Brokers) Regulations, 2002 and am/are satisfied that I\We am/are eligible to apply for the i
/ We state that 'We have truthfully and fully answered the questions above and provided al the information which might reasonably be considered relevant for the purposes of my/ourlicence

in the applica form is complete and correct
r offer to aflow, egher directly or indirectly, as an inducement to any person, any rebate of the whoile or part of the remuneration earned by me/us during the ficen

lare that the mformation supp

/ We undertake that ¥we shall not ailo
/ We undertake to service the run-off business on the books at the time of cancellation or renewal of licence
we declare that lWWe do not possess an insurance agent icence under section 42 of the Act

Submit mm View Submitted Form Print m

Figure 70: Declaration Screen
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Undertaking

In this section, you need to provide information such as if any person related to the
applicant has been denied license in the past. If yes then what is his relationship with
the applicant.

Other information such as list of employees who will be responsible for soliciting and

procuring Insurance business and details of the fixed deposit for renewal of license will
also be mentioned here.

To View Under taking screen:

W

On the Declaration screen, click Next. The Undertaking screen is displayed. All
mandatory fields on the form are marked with an asterisk (*)

1 1 2 3 4 5 . ! [ + |

Underiaking

[ Wowk | ot |
I T ey -

Whethar any person related 1o apphicant has been refused for the License in the Past or lot "

A Aub-Cletn e g essen drectly rdreclly Camrelie BATE A TR e Cane 2T e N3 N Pecasentah 3 8 IRy A Dedy SoTpLCE At MADCH

Quaricaton sod Espenence detsils of the Princgal Difcer of the sppicent

Pewre Adress Saaktestion Peicr Expetience Prvous Erpdion
\wela Sog Sreet 27 Ragtamsa. T najar. Chenne -E g ane
List of employees who will be tor and 9

Detats of the tined deposit for renewsl of Scense

Narme Of the Back Aaves: F D Numboer Anourt Heid n Oegost Fercen|

State Barw Ot e 0K St Poryr Crerre

Figure 71: Undertaking Screen
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Undertaking

The fields in undertaking screen are described in the following table.

Field

Whether any person related to
applicant has been refused for the
License in the Past or Not.

Person Related to applicant

Name of the person

Relationship with the applicant

Description

Select either 'Yes' or 'No'

Enter name of the person related (If a
person related to the applicant has been
denied license in the past)

Enter relationship with the applicant (If a
person related to the applicant has been
denied license in the past)

Qualification and Experience details of the Principal Officer of the applicant

Name

Address

Qualification

Prior Experience
Previous Employment

Employment Details

Enter name of the principal officer of the
applicant

Enter address of the principal officer of the
applicant

Enter qualification of the principal officer of
the applicant

Enter years of prior experience of the
principal officer of the applicant

Enter previous employment of the principal
officer of the applicant

Enter employment details the principal
officer of the applicant

List of employees who will be responsible for soliciting and procuring insurance

business

Name

Address

Designation

Version 9.0

Enter name of the employee who will be
responsible for soliciting and procuring
insurance business

Enter address of the employee who will be
responsible for soliciting and procuring
insurance business

Enter designation of the employee who will
be responsible for soliciting and procuring
insurance business
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Field

Description

Qualification

Details of Responsibilities

Enter qualification of the employee who will
be responsible for soliciting and procuring
insurance business

Enter responsibilities of the employee who
will be responsible for soliciting and
procuring insurance business

Details of the fixed deposit for renewal of license

Name of the Bank

F. D Number

Address

Amount held in deposit
Percentage to Initial Capital

Maturity Date

Version 9.0

Enter name of the bank in which the
applicant has a fixed deposit

Enter fixed deposit number

Enter address of the bank in which the
applicant has a fixed deposit

Enter amount held in the fixed deposit
Enter Percentage to Initial Capital

Enter maturity date of the fixed deposit
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Print view

In Print view, validate and confirm the information that you have entered previously in
the application, in order to proceed with the submission.

To view Print view screen:

{w

On the Upload Documents screen, click. Next. The Form Preview screen is
displayed.
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«—Hl—-

Print View
Back
Attach Digital Signature Submit Print Clear
SCHEDULE
Insurance Regulatory and Development Authority(Insurance Broker)regulations,2002
FORM - IRDA -21 - AF
[ See Regulation 6 and 13]

APPLICATION FOR GRANT OF LICENSE

Name of Applicant  Sofiech insurance

Broker: Ci )

Acdress Line 1: 220/Patinum Techno Park, 2nd Floor.Sector 20-A, Piot No.17-13, Near . Address Line 2° Raghulezia Ital, Vashi Navi llumbai 200 705 Address Line 3.

Pin Code: 400.075 City: MUMBA| District: MUNBAS
State: MARARASHTRA Country: hdia

Address Line 1; Address Line 2: Address Line 3,

Pin Code: Ciy: District:

State: Country:

Phone No.: Fax No.: obke Ne: +91-9916552562

Status of applicant  Company Stock Exchange(Optional). Latest Share Price (Optional).
Date of Incorperation: $4.12.2012 Place of Incorporation: Mumpal

List of All shareholders (holding 5% and above of applicant directly or along with associates-applicable
only to limited companies)

Sharehoiding as on date: 23.01.2013

i Numoer Of Shares
500,000 |

Udai RPatel ~ Associate of the Insurance institute of India, Mumbai 23 4 | afroasian insurance services 2d_ UK,
Dilip shukia Associate of the Insurance institute of india, Mumiai 40 01| nil

Name of the company or the firm Adress.  Type of activty bandied Natuze end interest of appicart company

afroasan insurance services iid London UK. l Rensurance Brokers at Liyods | insurance & reinsurance broking
Whether any one or more persans of the i i are inthe ‘s busi iYes (@ho

| Nariman Point Mumbai | Churcghate,Humbai 400021 juwa

7 E
S ::?a.’..w— 2o bnsion =/

400020 MUMBAI | MUMBAI | NAHARASHTRA | Inda
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Print view

Diip Shukia | 8.com AFil Principal Officer

Details of nfrastructure ke office space. and P ble with the feased officeS00sq. #, 16personnel.

Any other information considerad relevant to the nature of services renderad by the appicant. Ne.
1)Authorzed Capital | 75,000,000
2)issue Capital 50,000,000
3)Pax up Capital | 25,000,000
4)Free reserves(exciuding revaluation reserves) 1.009.000

1)Fxed Assets |
2jPlant & Machinery |
3)0ffice Equipment
£)Quated investments

S)Unquoeted Investments
&)Detais of Liquid Asssts
7)0thers

| | 0

made to iate C. ies/Firms
where Prometers/Directors have an nterest is to be separately given

Detais of Loans & A

Detais, ¥ any of any i by the proprietor or any of the nil
Partrers/ Directors, or key managerial Personnel in the last three years.

Whether any p related to has been refused for the License in the Past or lNot.
OYes @No
Gayatri gevl Mumbai Associate of the nsurance Insttute of India, Mumbal | Syears | Insurance Company INS Broker

Digiviay Singn

insttute of ndia, Mumtai

Version 9.

0
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Detalls of the fixed deposit for renewal of license
Name Of the Bank Adoress F.D.Number Amount Held in Depost Percentage to Inftial Capital  Maturty Date

State Bank of India Mumbai 12457541254 50,000,000 100,000 | 31,01.2012

[ Declarations ]
[V | solemnly declare that the particulars given above are true to the best of my knowledge and belief

Figure 72: Print View Screen

To submit Renew License Application:

1. On the Print view screen, select the Declaration check box.

2. Click Attach Digital Signature button. If you have uploaded the digital
signature through the BAP portal, then you need to upload it again.
Otherwise, if you have imported the signature on your web browser, then it
will be attached as soon as you click the button. See the Digital Signature

topic for more details.
3. Click Submit. The User Confirmation Message dialog box is displayed.

Uger Confirmation Message E

“our application form iz complete, Do you weant to proceed to payment™?

Figure 73: User Confirmation message for Renewal License
4. Click Yes to proceed to payment. The Make Payment screen is displayed.

Licammng | Pancing for O iteation | Vv Agpicaton sbelus Vrw Licwss Detase | Bliene | Pay Porsilty
o . -
—.  Pay Penahty Sl

Detatlod Nvagatson 7
W By Pennity Make Payment

& Dyymaras Preugh 0O Paymenia I ough NEFTRTGS

Select Paymeat type:

Figure 74: Make Payment Screen

5. Select the desired payment type and click Go to make payment through that
type.
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6. The different payment types are explained below.

e Payment through DD - Select this payment type if you want to make
your payment through demand draft. You need to create the demand
draft first and then enter its details in this payment type.

Demand Draft Detalls

ratrumen Humber Amount 1o be pald (Bs. )i 5,090

Sk lisre Amownt ¢4 netrument (As 0le

Figure 75: Demand Draft Details screen

The fields in this payment type are explained in the following table.

Field Description

Instrument number | Enter the demand draft number.

Amount to be paid The amount payable is displayed by default.

(Rs.)

Enter the name of the bank from which you created the
Bank Name

demand draft.
Amount of

Enter the amount of the demand draft.
Instrument (Rs.)

Instrument Date Select the date when you created the demand draft.

e Payment through NEFT/RTGS - Select this payment type if you want
to make your payment through NEFT/RTGS. For this payment type,
you need to make payment to IRDA through NEFT/RTGS and then
enter the payment details in this payment type.

NEFT/RTGS Detalls

canowiesgensnt g Amount 10 be pald (Rs.] 1 5080
Emer your FEC Cooe

Ermer your Account NutRer

o 5

Figure 76: NEFT/RTGS Details screen

The fields in this payment type are explained in the following table.
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Field Description

Acknowledgement  Enter the acknowledgement number received after
No. making the online payment.

Amount to be paid

(Rs) The amount payable is displayed by default.

Enter the name of the bank through which you made

Bank Name the payment.

Enter your IFSC code Enter the IFSC code of your bank branch.

Date of Payment Select the date when you made the payment.

Enter your Account

Enter your bank account number.
Number

Amount of Payment

(Rs.) Enter the amount of the payment made.

7. Enter the necessary details for the selected payment type and click Submit.

8. Transaction ID is generated on click of submit button. Click OK to complete
the payment process.

Payiment successful. Transaction D iz DISN 3120001 2358750631 748

Figure 77: Confirmation Message for Make Payment

9. An Acknowledgement dialog box is displayed containing the Unique
Reference Number (URN).

Form submitted successfully. Your reference number iz BR-RMW-202311-
2012,

Flessze note that the changes submitted are only for information purposes and
do not need any approval from IRDA.

Figure 78: Form Submitted Successfully Notification
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10.Click OK.

o b If your renew license request is rejected, IRDA sends you an email notification
stating the reason for rejection
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Duplicate License

In Duplicate License, you can apply for a duplicate license if your license has been
lost, destroyed.

To view Duplicate License screen:

Click Broker tab.
Click Licensing tab.
On the Licensing screen, click Duplicate License. The Duplicate License

screen is displayed. It contains the license number and the expiry date of your
license. All the mandatory fields are marked with an asterisk (*).

wnN e

Licensing | Pendingtor Clartfication | View Applcation ststus | View License Detalls | Retwns | Pay Penaty

b Bl

Duplicate License

APPLICATION FOR GRANT OF DUPLICATE LICENCE

1.Iregrat to inform you that my/our License No. | ) Expiry Date has been
(@ Lost (" Destroyed
[wmle Travelling
by the following circumstances ‘
Declaration stating the loss of original icense and confrming to hand over criginal icense if recoverad later H Browse... | m Documents odf 3

2.Fee Payment
A non-refundable fee of Rs. 1,000 will need to be paid to IRDA via the e-payment options displayed to applicant on submiting the online appiication form

3. Declaration
| hereby apply for the duplicate license under regulation 16,
V Vée . therefore request the Authority to kindly issue a duplicate licence in light of the circumsiances explained above.

[" | solemnly declare and confirm that the particulars given above are true to the best of my knowiedge and belef.

oo srre R v s | e | e SRR e Sttt

Figure 79: Duplicate License Screen

The buttons available on the Duplicate License Application are explained in the
following table.

Button Description

Attach Digital

Signature Click to attach digital signature to the license application.
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Click to submit the application form once you have selected
Submit the declaration check box. (Submit button will be enabled only
after attachment of digital signature by one of the directors).

Click to return to the home page. This action will also clear all

Cancel the information entered without saving it.

Click to save all the data entered in the form. You can use this

Save as Draft option if you want to submit the form at a later time.

View . Click to view the submitted New License Application in read-
Submitted
only mode.
Form
Print Click to print the New License Application.
Clear Click to clear the data entered.

To apply for a Duplicate License:

W

1. Onthe Duplicate License screen, select the reason and enter the details of the
circumstances for which you are applying a duplicate licence.

Select declaration check box.

Click Attach Digital Signature button. If you have uploaded the digital signature
through the BAP portal, then you need to upload it again. Otherwise, if you have
imported the signature on your web browser, then it will be attached as soon as

you click the button. See the Digital Signature topic for more details.

W

4. Click Submit. The User Confirmation Message dialog box is displayed. System
displays fees of Rs. 1,000 to be paid on the form. This same amount of fees is
charged from applicant’s card/bank via e-payment option during application form
submission.

5. The Make Payment screen is displayed.

w heaton | Wy Acpicadon sialu e Lo s Dete | Bligr | Pay Poraly

s 1 ==
Pay P = |-
Detatlod Navagatson B3 oy Renaiy

W oy Penainy Make Payment

Select Paymeat yype: ¢

Figure 80: Make Payment screen
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Select the desired payment type and click Go to make payment through that type.
The different payment types are explained below.

« Payment through DD - Select this payment type if you want to make your
payment through demand draft. You need to create the demand draft first and
then enter its details in this payment type.

Demand Draft Detalls

ratrumen Humber Amount 1o be pald (Bs. )i 5,090

Sentk lipre Amownt o4 patrument (s ol

Figure 81: Demand Draft Details screen

The fields in this payment type are explained in the following table.

Field Description

Instrument number | Enter the demand draft number.

Amount to be paid The amount payable is displayed by default.

(Rs.)

Bank Name Enter the name of the bank from which you created the
demand draft.

Amount of

Enter the amount of the demand draft.
Instrument (Rs.)

Instrument Date Select the date when you created the demand draft.

e Payment through NEFT/RTGS - Select this payment type if you want to
make your payment through NEFT/RTGS. For this payment type, you
need to make payment to IRDA through NEFT/RTGS and then enter the
payment details in this payment type.

NEFT/RTGS Detalls

canowiesgensnt g Amount 1o be paid (Rs.] | 5080
Sant Hame Emer your FEC Cooe

Smrer r Account Nutmer

o 5

Figure 82: NEFT/RTGS Details screen

The fields in this payment type are explained in the following table.
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Field Description

Acknowledgement  Enter the acknowledgement number received after
No. making the online payment.

Amount to be paid The amount payable is displayed by default.

(Rs.)

Bank Name Enter the name of the bank through which you made

the payment.
Enter your IFSC code Enter the IFSC code of your bank branch.

Date of Payment Select the date when you made the payment.

Enter your Account Enter your bank account number.
Number

Amount of Payment Enter the amount of the payment made.
(Rs.)

6. Enter the necessary details for the selected payment type and click Submit.

7. Transaction ID is generated. Click OK to complete the payment process.

Payment successful. Transaction D is DISN 3120001 3558750651 748

Figure 83: Confirmation Message for Make Payment

8. An Acknowledgement dialog box is displayed containing the Unique Reference
Number (URN).

Success Message

Form submitted successfully. Your reference number is BR-DUP-300002012.
Please note that the successful submission of this form does not guarantee approval of license by IRDA.

Figure 84: Form Submitted Successfully Notification

9. Click OK.
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oFor ‘Duplicate License’, the digital signature of one of the directors is required
for submitting the application form.

After you submit the application, an E mail notification is sent to you informing that
your application has been submitted to IRDA.
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Changes During Licensing Period

Post issuance of license, a broker might want to change/update certain information that
it provided to IRDA during new/renewal license application. All such information can be
provided by broker to IRDA anytime during the year.

In “Changes during Licensing Period”, one can update/modify the details using ‘For
Information and ‘For Approval’ Category. In the “for information” type the changes can
directly be made in the license .However the later requires approval from IRDA before
any changes are reflected in the license.

The ‘For information’ type includes:

e Information on opening/closing branches, change of registered/branch offices

e Transfer of shares, increase in paid up capital/ change in holding
company/conversation

¢ Induction of new directors/cessation of existing directors, approval for
appointment of director in international bodies

e Change in principal officer/key management personnel

e Information on particulars of persons responsible for soliciting and procuring
broking business

e Standing arrangement with Insurance companies and hospitals

e Change in name/organization structure

e Information/approval for investment of funds

The ‘For Approval’ type includes:

e Transfer of shares, increase in paid up capital/change in holding
company/conversion of company [Cumulative shareholding after increase 5% or
more]

Removal of lien on FD after making fresh FD

Voluntary surrender of license

Approval for opening representative offices abroad

Other representations by brokers on matters of license

Miscellaneous
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To view Changes in licensing screen:

1. Click 'Broker’ tab.
2. Click Changes during Licensing period. A confirmation will be displayed.

Confirmation E

Plesze confirm that you have gone
thtaugh all the information regarding
braker regulations on IRDA site

[ drcla .oy in)?

Figure 85: User Confirmation Message

3. Ifyou click “Yes”, you will get the screen shown below.

4. If you click “No”, a new window is opened which navigates you to the IRDA
website where you can view the Broker regulations.

5. The Changes during licensing period screen will appear. All the mandatory fields
in the selected modification type are marked with an asterisk (*).

Licenaing | Penong Moy Clartestar e Appdiotion Bl | Yew Licetne Dot Rods | Pay Panaty
“tn . = —.]
—  Changes duting lcensing petiod =34
Detatied Naagation
« Renewal License For Information
« Duplicate Licsnzs

Crange in namerataion syu

For Appraval
Tranater of ANaren, MMM 0 B0 of SRS Change i Soling CoTpanyy Comvernen of Conpaty [Comualive MarenoSag Al SCreses i £4 o rore
SRemova of ben on FD a%er maing dresh FO
DUty surrenget ot icenee
Aporovtl for opensg representatye afices Atroad
Jther represetations by Erakers o mattery 51 fcenge

Viscetaneous

Figure 86: Changes during Licensing Period Screen

6. The screen is divided into two parts

e For Information - Changes that are just for information of IRDA
e Request for Approval- Changes that require approval from IRDA
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7. Select the appropriate option from the ' For Information' and 'Request for
Approval' list to go to the required page.

The buttons available on the different forms available under the ‘changes in license’ tab
are explained in the following table

Field Description

Attach Digital

Signature Click to attach digital signature to the application forms.

Click to submit the application form once you have selected the
Submit declaration check box. (Submit button will be enabled only after
attachment of digital signature by the directors).

Cancel Click to return to the home page. This also clears any entered data.

Click to save all the data entered in the form. You can use this

Save as Draft option if you want to submit the form at a later time.

View Submitted Click to view the submitted New License Application in read only
Form mode.

Print Click to print the submitted New License Application

Clear Click to clear the data entered.
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Information on opening/closing branches, change of
registration/branch office

W

1. On Changes in Licensing screen, select Information on opening/closing
branches, change of registered/branch office.

Changes during licensing period 3|
FORM F
Particulars of registered and branch offices

Purpose sntd Otyecires:
T Ahs of & lmmsch 0Mee for & rale
LTy 8 Juane

Branch Offica Details
Mo Vit
2:on Parson in wnthe of R » Dadu ot
Adrwrs of office Y Salu Coatrict Cay Chon 4 Opsrmg ol aperstion e Adto
s T ttart "’m‘"' crice oroct O
(Yorho)
e5ha syest 2 N0 23 OpE AniE Mmescals Lnan v TAMIL HADL = CHMENNN « CHENMNAL * Digdar Singh [ 10 PS122011 Yes - x
Negeinred Office Detaie
Ason Porzann Mo ot kroking N o et Whathar & hoss office Whather I cperahon o ot
e Type s Spesieoss Charge “tan “tare (Veahb) (veatic)
GCanesha Slock Sieckno. 14 Ursan = TAMIL HADU + NS Related Owgaa 19 1 Mo - Yes:
Uptosd Documents

e [l x
v (L2

STy SACRCE 1NN 190 SAMICUNS DRAN SDSVE AT Tl 32 1 Dadt 0f Y kN0 mdpe 802 teet
At gt Surtire U Seve As ran JRSIN Corcel | Gear | View Submitied forms

Figure 87: Particulars of registered/branch office Screen

The fields on this screen are described in the following table.

Field Description

Branch Office Details

Address of Office Enter Address of Branch Office
Select the Area Type of the Branch Office whether Rural/

Area Type Urban or Semi Urban

State Enter State of Branch Office
District Enter District of Branch Office
City Enter City of Branch Office
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Person in charge

No of broking staff

No of other staff

Date of Opening of office

Whether in Operation or
not (Yes/No)

Date of Closure
Registered Office Details
Address of Office

Area Type

State
Activities
Person in charge

No of broking staff

No of other staff

Whether a head office
(Yes/ No)

Whether in operation or
not

Upload Documents

Document Proof

For Information Category

Enter Person in charge of Branch Office

Enter the No of broking staff that will be present at the
branch office

Enter no of other staff (non broking) present at the branch
office

Enter the date of opening of this branch office
Enter whether the branch office is in operation or not

Enter the date of closure of the branch office if any

Enter the Address of Registered office

Select the Area Type of the Registered Office whether
Rural/ Urban or Semi Urban

Enter State of the Registered Office
Enter activities performed in this registered office

Enter person in charge of this registered office

Enter the No of broking staff that will be present at the
registered office

Enter no of other staff (non broking) present at the
registered office

Enter whether the registered office is the head office or
not

Enter whether the registered office is in operation or not

Enter the Document proof here

2. Make the required changes in your registered office address or add opening
/closing details of your office branch.

3. Select the declaration check box.

4. Click Attach Digital Signature button. If you have uploaded the digital signature
through the BAP portal, then you need to upload it again. Otherwise, if you have

Version 9.0
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imported the signature on your web browser, then it will be attached as soon as
you click on button. See the Digital Signature topic for more details

5. Click Submit. The User Confirmation Message dialog box is displayed.

6. Click “Yes” to submit the form. An Acknowledgement dialog box is displayed
with an Application Reference Number.

7. Click OK.
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For Information Category

Transfer of shares, increase in paid up capital/change in
holding company conversion

A»

1. On Changes in Licensing screen, select Transfer of shares, increase in paid
up capital/ change in holding company/conversation

Figure 88: Transfer of shares, increase in paid up capital/ change in holding

Version 9.0

Changes duisg Bosmsing pered =]
oM O
Capital Structure and shaceholders detaks for an Insurance broker
P prinn wiil Digmanon
OO A4 T Dew e e of P gtk ez o o
N oo
Capiat v
Tty Arenrs P b
a2 Caone 1 om 130X
0N
o — ‘
" Poe aseres '
2 Detats ©
BT T Dy S Copie Ny -
AN S0 ' 23 x
Ve en s Devers
Capeguey 01
. enel  Petwrat
Crev eoRey Lomrs et Ll
W X o ue L Satedne Ll - - —y B ok Aownees. | b -
CHeciFoshs  itmetcae e peanecen e tiined ey WRIOE . ity Meeaig. Ciogs " ne e V0
Ll B Pty s st b oy b Eroes Fany e
[ Tt LU Mrears vl el
-
Erore - »a ven Nzwrance Sciey M( LY 200 12294 - ' x
et Bt e v o B
- Parumer = Lo we
Vorw “'"':' " Basesr e et ovie oo P c::‘""""" e - i """“ e
Lidsirber e L IR el eI e ‘”_:"'"“'. Catiswy v "”"“"
g T Partae |Aawurt| e purnc
LT neir L 1 - ) =
AR Coneary Wi
v [owr Sty o)
Wege O Ml A heyes b "
e AET It e EITCNe :;-uu e PAN ~otrg oy Sastelity ety - amn
Sy _———— N— 0 e-g ) ey Doy Bavy b y
Ta (s | Aty (L) e
e e B Theed 1T Shabegat K vonee Brocamg  LOTRGLS 124 sat ™ 2 . R x
.
arpae - — e
NPT RO T I AYTERIN AT BEE AR A YA I T ER 07 ey Mt $0 Dae

company/ conversation Screen

109



Broker User Manual

For Information Category

The fields on this screen are described in the following table.

Field

Capital Structure
Amount

FDI Details

Shareholder Name

Total equity share capital
% Holding

Shareholder Details

Category of Shareholder (Foreign
Direct/ Foreign Indirect/Indian)

Name of Shareholder
Address of Shareholder

Business or Profession

Shareholder Unique ID (Indian: PAN
No) (Foreign: Tax ID)

Shareholding as at end of reporting
period (number)

Shareholding as at end of reporting
period (amount)

Date of changes in
shareholding during the period

Particulars of changes in
shareholding during the period

Loans and Advances to the broker
firm

Other Investments in the broker firm
Initial Subscribers of MOA

Name of the Subscriber

Address of the subscriber

Version 9.0

Description

Enter Amount against each type of capital

Enter the Shareholder Name
Enter Total Equity Share Capital

Enter % Holding

Enter the Category of Shareholder whether
Foreign Direct or Foreign Indirect or Indian

Enter the Name of Shareholder
Enter the Address of Shareholder

Enter the Business or Profession of
Shareholder

Enter Shareholder Unique ID. If Indian enter
PAN No. If Foreign enter Tax ID

Enter number of shares as at end of reporting
period

Enter Shareholding amount as at end of
reporting period

Enter Date of changes in shareholding during
the period

Enter Particulars of changes in shareholding
during the period
Enter Loans and Advances to the broker firm

Enter Other Investments in the broker firm

Enter Name of the Subscriber

Enter address of the subscriber
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Business or Profession

Shareholder Unique ID (Indian: PAN
No) (Foreign: Tax ID)

Shareholding as at end of reporting
period (number)

Shareholding as at end of reporting
period (amount)

Date of changes in
shareholding during the period

Particulars of changes in
shareholding during the period

Loans and Advances to the broker
firm

Other Investments in the broker firm
Associate Company Wise

Name of the Associate

Address of the associate

Business or Profession

Shareholder Unique ID (Indian: PAN
No) (Foreign: Tax ID)

Shareholding as at end of reporting
period (number)

Shareholding as at end of reporting
period (amount)

Date of changes in
shareholding during the period

Particulars of changes in
shareholding during the period

Regulatory Body

For Information Category

Enter Business or Profession of the
subscriber

Enter Shareholder Unique ID. If Indian enter
PAN No. If Foreign enter Tax ID

Enter number of shares as at end of reporting
period

Enter Shareholding amount as at end of
reporting period

Enter Date of changes in shareholding during
the period

Enter Particulars of changes in shareholding
during the period

Enter Loans and Advances to the broker firm

Enter Other Investments in the broker firm

Enter Name of the Associate
Enter address of the associate
Enter Business or Profession of the associate

Enter Shareholder Unique ID. If Indian enter
PAN No. If Foreign enter Tax ID

Enter number of shares as at end of reporting
period

Enter Shareholding amount as at end of
reporting period

Enter Date of changes in shareholding during
the period

Enter Particulars of changes in shareholding
during the period

Enter the name of the regulatory body

2. Make the required changes in capital Structure, FDI Details, Shareholder details,
Initial Subscribers of MOA, Associate Company Wise.

3. Select the declaration check box.

4. Click Attach Digital Signature button. If you have uploaded the digital signature
through the BAP portal, then you need to upload it again. Otherwise, if you have

Version 9.0
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imported the signature on your web browser, then it will be attached as soon as
you click on button. See the Digital Signature topic for more details

5. Click Submit. The User Confirmation Message dialog box is displayed.

6. Click “Yes” to submit the form. An Acknowledgement dialog box is displayed
with an Application Reference Number. Click OK.
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Induction of new directors/cessation of existing directors,
approval for appointment of directors in international bodies

A

1. On Changes in Licensing screen, select Induction of new directors/cessation
of existing directors, approval for appointment of director in international

bodies
Changes during licensing period EE
FORM P
Board of Directors details
Purpose and Objective:
This form captures the detars of the persons n the ooard of drectors detais
Frequency ia yearly
Details of the Board of Director! Principal Officer *
Particuars
of Details of
Name.of Appoinfrent £ Desgnston  changes  Directorship
4 vardion PANNo Address (Strest, Houze) State District Chy Phcode  Profession Cessation i hakding durieg the In cther
Ui Date poshion perd  enfiies Gt
sncathe any)
last raport
Jaylaxmi G HJISFD4S61K| ganesha street, straeino. 21 TAMIL NADU v CHENNAI v CHENNAl | 600016  Broker 05.12.2011 Broksr none none
Declarations
1. 1am not suffaming from any of the disqualficalions spacified under sub-section (S) of saction 420 of the Insurance Act 1233 + @ Yes ([ 'No
Z 1 am not holding Agency/SurveyorTPA Icense = @ Yes (Tl
3. I do not hoid Grectorshiplempioymant ror represent any other Rsurance related entty = ' Yes  TNe
4.Inave tied FORM - 32 winROC (& Yes to
Upload Documents
Form 32 weh ROC =
Soarc resouton * |
Curricuium Viae (CV) *
Sroker exam certificale
Attach scanned copy of affdavit ™
v soemnly ceciara that the particulars Qiven aocve are true io the best of my knowiedge and tesat.
Figure 89: Board of Director Details Screen
The fields on this screen are described in the following table.
Field Description
Details of Board of Directors/ Principal Officer
Name of the person Enter Name of the Board of Directors/
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PAN No

Address (Street, House)

State

District

City

Pin Code

Profession

Appointment/ Cessation Date
Designation if holding position

Particulars of changes during the
period since the last report

Details of Directorship in other
entities(if any)

Declarations
| am not suffering from any of the
disqualifications specified under sub-

section (5) of section 42D of the
Insurance Act 1938

| am not holding Agency/Surveyor/
BROKER license

| do not hold directorship/employment
in/or represent any other Insurance
related entity

| have filed FORM - 32 with ROC

Upload Documents

Version 9.0
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Principal Officer

Enter PAN No of the Board of Directors/
Principal Officer

Enter Street, House of the Board of
Directors/ Principal Officer

Enter State of the Board of Directors/
Principal Officer

Enter District of the Board of Directors/
Principal Officer

Enter City of the Board of Directors/
Principal Officer

Enter Pin Code of the Board of Directors/
Principal Officer

Enter Profession of the Board of Directors/
Principal Officer

Enter Appointment/ Cessation Date of the
Board of Directors/ Principal Officer

Enter designation of the Board of Directors/
Principal Officer

Enter Particulars of changes during the
period since last report

Enter Details of Directorship in other entities
of the Board of Directors/ Principal Officer

If you are not suffering from any of the
disqualifications specified under sub-section
(5) of section 42D of the Insurance Act 1938
then select ‘Yes’ else select ‘No’

If you are not holding Agency/Surveyor/
BROKER license select ‘Yes’ else select
‘Nol

If you do not hold directorship/employment
in/or represent any other Insurance related
entity then select ‘Yes’ else select ‘No’

If you have filed FORM - 32 with ROC
select ‘Yes' else select ‘No’
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Form 32 with ROC Upload the Form 32 with ROC document

Board resolution Upload Board resolution of the Board of
Directors/ Principal Officer

Curriculum Vitae (CV) Upload Curriculum Vitae (CV) of the Board

of Directors/ Principal Officer

Broker exam certificate Upload Broker exam certificate of the Board
of Directors/ Principal Officer

Attach scanned copy of affidavit Upload Attach scanned copy of affidavit of
the Board of Directors/ Principal Officer

N

Make the required changes in Details of Board of Directors/ Principal Officer.
3. Upload the required documents. Select the declaration check box.

4. Click Attach Digital Signature button. If you have uploaded the digital signature
through the BAP portal, then you need to upload it again. Otherwise, if you have
imported the signature on your web browser, then it will be attached as soon as
you click on button. See the Digital Signature topic for more details

5. Click Submit. The User Confirmation Message dialog box is displayed.

6. Click “Yes” to submit the form. An Acknowledgement dialog box is displayed
with an Application Reference Number.

7. Click OK.
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Change in Principal Officer/lkey management personnel
1. On Changes in Licensing screen, select Change in Principal Officer/key
management personnel

" Ch during licensing period =i
FORM P
Management details
Purpose and Objective:
This form captures the detalis of the persens n management detads
Persons in Charge of Management *
Narme Designation 32::':;?5.1 e N:::;e ;’;‘;“"’"
of the Address (Stredd, House) State District Ciy Fincode “M,"" includng E = dudllgn oa n'clg:: Action
person of functions nsurance Hpericpes of traning n'g <
expenence received per
Gayatri  Street no 12 Block no12, Ganesha street TAMIL NADU ~ OOTY ~ OOTY + | 600,013 INS Broker INS Broxer Syrs Syrs none X
Declarations
1 fam not sutfernng from any of the gsqualifications specified under sub-saction (S) of section £20 of the hauranca Act 1938, « 1 ves Yo
2 1am not holding Agency/Surveyor/TPA icense * @ Yes (U No
3. 1 do not hold grectorsnip/employment in/or represent any other nsurance raiated entty * ®ves (O No
4 | have fied FORM -32 withROC = @ Yes Cho
Upload Documents
Board rescluton
;!‘;Ref !’-‘(57’7 -CE‘.I‘_):'SRE
Altach scanned copy of affidavi
(Uoiess™)
(7] 1 soiemly deciare that the partculars gven above are true to the best of my knowledge and bede!
Figure 90: Management Details Screen
The fields on this screen are described in the following table.
Field Description
Person in charge of Management
Name of the person Enter Name of Person in charge of
Management
Address (Street, House) Enter Street, House of Person in charge of

Management
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State
District
City

Pin Code

Designation and nature of functions

For Information Category

Enter State of Person in charge of
Management

Enter District of Person in charge of
Management

Enter City of Person in charge of
Management

Enter Pin Code of Person in charge of
Management

Enter Designation and nature of functions of
Person in charge of Management

Qualification and experience including Enter Qualification and experience including

Insurance experience
Insurance experience

Nature and duration of training
received

Particulars of changes during the
period

Declarations

| am not suffering from any of the
disqualifications specified under sub-
section (5) of section 42D of the
Insurance Act 1938

| am not holding Agency/Surveyor/
BROKER license

| do not hold directorship/employment
in/or represent any other Insurance
related entity

| have filed FORM - 32 with ROC

Upload Documents

Board resolution

Curriculum Vitae (CV)

Version 9.0

Insurance experience of Person in charge of
Management

Enter Insurance experience of Person in
charge of Management

Enter Nature and duration of training received
of Person in charge of Management

Enter Particulars of changes during the
period of Person in charge of Management

If you are not suffering from any of the
disqualifications specified under sub-section
(5) of section 42D of the Insurance Act 1938
then select ‘Yes’ else select ‘No’

If you are not holding
Agency/Surveyor/BROKER license select
‘Yes’ else select ‘No’

If you do not hold directorship/employment
in/or represent any other Insurance related
entity then select ‘Yes’ else select ‘No’

If you have filed FORM - 32 with ROC select
‘Yes’ else select ‘No’

Upload Board resolution of Person in charge
of Management

Upload Curriculum Vitae (CV) of Person in
charge of Management
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Broker exam certificate Upload Broker exam certificate of Person in
charge of Management

Attach scanned copy of affidavit Upload Attach scanned copy of affidavit of
Person in charge of Management

N

Make the required changes in Person in charge of Management Details.
3. Upload the required documents. Select the declaration check box.

4. Click Attach Digital Signature button. If you have uploaded the digital signature
through the BAP portal, then you need to upload it again. Otherwise, if you have
imported the signature on your web browser, then it will be attached as soon as
you click on button. See the Digital Signature topic for more details

5. Click Submit. The User Confirmation Message dialog box is displayed.

6. Click “Yes” to submit the form. An Acknowledgement dialog box is displayed
with an Application Reference Number.

7. Click OK.
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Information on particulars of persons responsible for
soliciting and procuring broking business

W

1. On Changes in Licensing screen, select Information on particulars of
persons responsible for soliciting and procuring broking business

n

Changes duting licensing period =G
FORME

Particulars of persons responsible for soliciting and procuring of insurance or reinsurance business
Purpose and Objective:
This form caplures the Particulars of persons responsibie for solcling and peocuting of insurance or rélnsurance

Freguency & yeary

Insurance Business *

" hzurance Broker Clazses of Particudors of
Nere  Address lg:f::; 0:“'3‘;:;%’:“ E':‘e“',fr“’:e Exsen - Yer of :g"""“:““::f:) Bushess D"’sﬁ?r'ji:'::"" chenges durngthe  Action
9 P Paszng s randied penod

Digvijay CThznnal BA Broker Si1s 2008 Dirsd Non-Life * | Insurance Broker none X
Relnsurance Business *

N s || Gonmel Instrance Insurance ";:g’r‘f:?;?' Trahing Received Claszes of Desigration snd ch:m:"::f 2u )

quakiiceton Gualifications. Experience ({Corposte) Business hardied functionz e 3
Paesing pariog

Gayatn Chennal B4 Braver Eyrs 2005 Compasits HNon-Life - Ins Broxer nons x
Upload Documents
tame of persans [ |TBrowse . | Documents oaf R
Sroker exam passng certficate numoer | | Brewse.. | Doqumania.oar R
[V I solemnly declare thal the particulars given above are true o the best of my knowledge and telef

Attach Digital Signuture [T m mm View Submitted Forms

Figure 91: Particulars of persons responsible for soliciting and procuring of
Insurance or reinsurance business Screen

The fields on this screen are described in the following table.

Field Description

Insurance Business

Enter Name of Person responsible for soliciting and

Name L i
procuring insurance business

Address Enter Address of Person responsible for soliciting and
procuring insurance business

General Qualification Enter General Qualification of Person responsible for
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Insurance Qualification
Insurance Experience

Insurance Broker exam-
year of passing

Training received
(direct/composite)

Classes of Businesses
handled

Designation and functions

Particulars of changes
during the period

Reinsurance Business

Name

Address

General Qualification
Insurance Qualification
Insurance Experience

Insurance Broker exam-
year of passing

Training received
(direct/composite)

Classes of Businesses
handled

Designation and functions

Version 9.0

For Information Category

soliciting and procuring insurance business

Enter Insurance Qualification of Person responsible for
soliciting and procuring insurance business

Enter Insurance Experience of Person responsible for
soliciting and procuring insurance business

Enter year of passing of Insurance Broker exam of
Person responsible for soliciting and procuring insurance
business

Enter training received by Person responsible for
soliciting and procuring insurance business

Enter Classes of businesses handled by Person
responsible for soliciting and procuring insurance business

Enter Designation and Functions of Person responsible for
soliciting and procuring insurance business

Enter Particulars of changes during the period of Person
responsible for soliciting and procuring insurance business

Enter Name of Person responsible for soliciting and
procuring reinsurance business

Enter Address of Person responsible for soliciting and
procuring reinsurance business

Enter General Qualification of Person responsible for
soliciting and procuring reinsurance business

Enter Insurance Qualification of Person responsible for
soliciting and procuring reinsurance business

Enter Insurance Experience of Person responsible for
soliciting and procuring reinsurance business

Enter year of passing of Insurance Broker exam of
Person responsible for soliciting and procuring
reinsurance business

Enter training received by Person responsible for
soliciting and procuring reinsurance business

Enter Classes of businesses handled by Person
responsible for soliciting and procuring reinsurance
business

Enter Designation and Functions of Person responsible for
soliciting and procuring reinsurance business
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Particulars of changes
during the period

Upload Documents

Name of the persons

Broker exam Passing
Certificate number

N

For Information Category

Enter Particulars of changes during the period of Person
responsible for soliciting and procuring reinsurance
business

Upload document with the Name of the persons
responsible for soliciting and procuring broking business

Upload document with Broker exam Passing Certificate
number of the persons responsible for soliciting and
procuring broking business

Make the required changes in Insurance Business, Reinsurance Business.

3. Upload the required documents. Select the declaration check box.

4. Click Attach Digital Signature button. If you have uploaded the digital signature
through the BAP portal, then you need to upload it again. Otherwise, if you have
imported the signature on your web browser, then it will be attached as soon as
you click on button. See the Digital Signature topic for more details

5. Click Submit. The User Confirmation Message dialog box is displayed.

6. Click “Yes” to submit the form. An Acknowledgement dialog box is displayed
with an Application Reference Number.

7. Click OK.

Version 9.0
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Standing arrangement with Insurance Company and
hospitals

A

1. On Changes in Licensing screen, select Standing arrangement with
Insurance Company and hospitals

Changes duting licensing petied
FORM G

Standing arrangements with other insurance brokers or service providers

Purpose and Objective

s farm cagmares Me Getads pf e stardng arangements wih gTer DroAery 3 38rVCe pruvden

Frequency & yes

Sndng Arrangerment Detats *

Particusrs of ATTY Rreanert a0Sered 20 wiln  YWhatnar sorede [rovidket s Mom group Baus of AmOurt pas) Sang e inen

Nare  Ackress Action

wrAOQenect others? conpames: 7 Farmr e son ool yew
Gazatl Chennal Broker t * Yes - elated %2 polcie 10.000 X
Upioaded Docament
Fie Descrotion Fie Name  Action
HA
Vi ssemtty S4CH e NN 1N O W18 JIve® BE0ve e e 43 1he Baet of iy oW edge ard caie!
RS s [ S v tron [ Comced | Ciowr | Viow Strtied forme |

Figure 92: Standing arrangements with other insurance brokers or service
providers Screen

The fields on this screen are described in the following table.

Field Description

Standing Arrangements Details

Enter Name of the insurance broker or service provider

Name with whom you have a standing arrangement

Enter Address of the insurance broker or service provider

Address with whom you have a standing arrangement

Enter Particulars of Arrangement with the insurance broker
or service provider with whom you have a standing
arrangement

Particulars of
Arrangement

If the insurance broker or service provider with whom you
have a standing arrangement has entered into an
agreement with others then select ‘Yes’ else select ‘No’

Any Agreement entered
into with others
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Whether service provider
is/ are from group
companies

If service provider is/ are from group companies select
‘Yes’ else select ‘No’

Enter basics of remuneration entered with the insurance
Basis of remuneration broker or service provider with whom you have a standing
arrangement

Enter amount paid during latest financial year to the
insurance broker or service provider with whom you have a
standing arrangement

Amount paid during latest
financial year

N

Make the required changes in Standing Arrangements Details.
3. Select the declaration check box.

4. Click Attach Digital Signature button. If you have uploaded the digital signature
through the BAP portal, then you need to upload it again. Otherwise, if you have
imported the signature on your web browser, then it will be attached as soon as
you click on button. See the Digital Signature topic for more details

5. Click Submit. The User Confirmation Message dialog box is displayed.

6. Click “Yes” to submit the form. An Acknowledgement dialog box is displayed
with an Application Reference Number.

7. Click OK.
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Change in Name/Organization Structure
N

1. On Changes in Licensing screen, select Change in Name/Organization

Structure
P Changes during licensing period Bl
Organization Details

Current Organization Name Softetch Insurance

Changed Organization Name * \SaqurIr«sur:«nce

Upload Documents

ROC Document * Browse... | Documents pdf R

Criginal License Browse.. | Cocuments paf %

Remarks documents attached

vl ls0 emnly ceclare that the particulars grven above are true to the pest of my knowledge and bellef.

Figure 93: Change in Name/organization structure Screen

The fields on this screen are described in the following table.

Field Description

Organization Details
Changed Organization Name Enter the changed name of the organization here

Upload Documents

ROC Documents Upload ROC Document here
Original License Enter Original license document here
Remarks Enter Remarks here

2. Make the required changes in Organization Details.

3. Upload the required documents. Select the declaration check box.
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4. Click Attach Digital Signature button. If you have uploaded the digital signature
through the BAP portal, then you need to upload it again. Otherwise, if you have
imported the signature on your web browser, then it will be attached as soon as
you click on button. See the Digital Signature topic for more details

5. Click Submit. The User Confirmation Message dialog box is displayed.

6. Click “Yes” to submit the form. An Acknowledgement dialog box is displayed
with an Application Reference Number.

7. Click OK.
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Information/Approval for investment funds

1. On Changes in Licensing screen, select Information/Approval for investment
of funds

Changes dining licansing period =14

T - I ey

Uptosd Docume nts

v, | soemn Jegare that the partcue’s JireT atose are Yue 1p Ihe Dest o f my Lagwieage ang telet
T - I

Figure 94: Information/Approval for investment of funds Screen

The fields on this screen are described in the following table.

Field Description

Upload Documents

Document Proof Upload document proof here
Remarks Enter Remarks here
2. Upload the required documents and Enter Remarks.

3. Select the declaration check box.

4. Click Attach Digital Signature button. If you have uploaded the digital signature
through the BAP portal, then you need to upload it again. Otherwise, if you have
imported the signature on your web browser, then it will be attached as soon as
you click on button. See the Digital Signature topic for more details

5. Click Submit. The User Confirmation Message dialog box is displayed.

6. Click “Yes” to submit the form. An Acknowledgement dialog box is displayed
with an Application Reference Number. Click OK.
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Transfer of shares, increase in paid up capital/change in
holding company/conversion of company

S

1. On Changes in Licensing screen, select Transfer of shares, increase paid up
capital/change in holding company/conversion of company
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 Changes during licsnsing ol =]
FORM O
Capital Structure and shareholders details for an Insurance broker

Furpose and Jbjactioe

ThE 49T @ LeAT 1 Captna tha detyle o7 1te raTHY] 25 0NTe OF § TORAT
Fregiency mpaaty

m Subnn Sewn Ax lrafl S View Sebrreiled Forms
SRR P AT Ty

Pk bes A e

| fateened Capm 100,200 1,253,300
lsue Caons 67000 TS

| |Faoipceon i 55000 I 7530

| Frte reseceasiaxcuusing (8\0uelen resersas) 36000 | 25000

| (oekd e - e reaenves) ‘ 1200 5100
ERsptr e, | Tt By Seene ot 4 ooy Ackn
I:lnnt,;o Slngr 100,20¢ 23 ®

|

iewm  Saerckitg Dalsd Pedcdwicl L Ll
arw al the mu satendol | wsatend ol ﬂlmn changes A e 1 o

Dtmfo-m Ane e anlm' n
orect

ST S DINRESYE SRS B g REIRSSLATENE, BURITt, MR RSO
Io«m: | Gb,cm r:m--nan xmursm»aww szwu’ 5,200 ‘ 2.5(0 25122012 nonis 12000 10,00 x
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| SORONY SOTE0S IO NS eSS QNON Q2042 3r¢ 1ue 13 A 2645 27 riy Ko m dge and 2elaf,

Attach Digkal Signature LR Sove As Dreft Frini

Figure 95: Capital Structure and Shareholder details Screen

The fields on this screen are described in the following table.

Capital Structure

Amount Enter Amount against each type of capital
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FDI Details

Shareholder Name

Total equity share capital
% Holding

Shareholder Details

Category of Shareholder (Foreign
Direct/ Foreign Indirect/Indian)

Name of Shareholder

Address of Shareholder

Business or Profession
Shareholder Unique ID (Indian: PAN
No) (Foreign: Tax ID)

Shareholding as at end of reporting
period (number)

Shareholding as at end of reporting
period (amount)

Date of changes in
shareholding during the period

Particulars of changes in
shareholding during the period

Loans and Advances to the broker
firm

Other Investments in the broker firm
Initial Subscribers of MOA
Name of the Subscriber

Address of the subscriber

Business or Profession

Shareholder Unique ID (Indian: PAN
No) (Foreign: Tax ID)

Shareholding as at end of reporting
period (number)

Version 9.0
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Enter the Shareholder Name
Enter Total Equity Share Capital

Enter % Holding

Enter the Category of Shareholder whether
Foreign Direct or Foreign Indirect or Indian

Enter the Name of Shareholder

Enter the Address of Shareholder

Enter the Business or Profession of
Shareholder

Enter Shareholder Unique ID. If Indian enter
PAN No. If Foreign enter Tax ID

Enter number of shares as at end of reporting
period

Enter Shareholding amount as at end of
reporting period

Enter Date of changes in shareholding during
the period

Enter Particulars of changes in shareholding
during the period

Enter Loans and Advances to the broker firm

Enter Other Investments in the broker firm

Enter Name of the Subscriber

Enter address of the subscriber

Enter Business or Profession of the
subscriber

Enter Shareholder Unique ID. If Indian enter
PAN No. If Foreign enter Tax ID

Enter number of shares as at end of reporting
period
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Shareholding as at end of reporting
period (amount)

Date of changes in
shareholding during the period

Particulars of changes in
shareholding during the period

Loans and Advances to the broker
firm

Other Investments in the broker firm
Associate Company Wise

Name of the Associate

Address of the associate

Business or Profession

Shareholder Unique ID (Indian: PAN
No) (Foreign: Tax ID)

Shareholding as at end of reporting
period (number)

Shareholding as at end of reporting
period (amount)

Date of changes in
shareholding during the period

Particulars of changes in
shareholding during the period

Regulatory Body

For Approval Category

Enter Shareholding amount as at end of
reporting period

Enter Date of changes in shareholding during
the period

Enter Particulars of changes in shareholding
during the period

Enter Loans and Advances to the broker firm

Enter Other Investments in the broker firm

Enter Name of the Associate
Enter address of the associate

Enter Business or Profession of the associate

Enter Shareholder Unique ID. If Indian enter
PAN No. If Foreign enter Tax ID

Enter number of shares as at end of reporting
period

Enter Shareholding amount as at end of
reporting period

Enter Date of changes in shareholding during
the period

Enter Particulars of changes in shareholding
during the period

Enter the name of the regulatory body

2. Make the required changes in Capital Structure, FDI Details, Shareholder
Details, Initial Subscribers of MOA, and Associate Company Wise.

3. Select the declaration check box.

4. Click Attach Digital Signature button. If you have uploaded the digital signature
through the BAP portal, then you need to upload it again. Otherwise, if you have
imported the signature on your web browser, then it will be attached as soon as
you click on button. See the Digital Signature topic for more details

5. Click Submit. The User Confirmation Message dialog box is displayed.

6. Click “Yes” to submit the form. An Acknowledgement dialog box is displayed
with an Application Reference Number. Click OK.

Version 9.0
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Removal of lien on FD after making_j fresh FD

w»

1. On Changes in Licensing screen, select Removal of lien on FD after making
fresh FD

Changes during licensing period Bls
FORM |

Fixed Deposit Details

Purpose and Objective:

This form is used fo

ng tne fixed deposit cetails for a broker

Freguency is AS and WHEN

Attach Digital Signature Submit Save As Draft Print mm View Submitted Forms

Fixed Deposit Detalls *
Name of the Bank Address F D Number Amount Held in Deposit FD Start date FD End date FD Amourt to Initial Capial Ratio Action
State Bank Of Indla v DKPark, Porur.Chennal 3628154281 100,000 25122012 29.01.2013 234 X
Declarations
1. Confrmation that Lien 3 marked in favour of RDA = @ Yes (T No
2. Letter obtained from bank stating that the principal amount shall not be released without permission of authority e Yes No
3 Whether FD is kept in scheduled tank? * e Yes ~ No
4 Whether license period covered, if not then undentaking given to maintain FO throughout the icense period? e ves
S Whether covered by regulation 2 (1) (JXV)? * @ Yes " No

I hereby declare the following:-
1] am maintainng capial requirements as per Reg 10
2. | have Fueed Depostt in bank as required per Reg 22

3. Capital will not be used for investing in equiy, inter corporate deposits. loans. etc

V] | solemnly deciare that the particulars given above are true 1o tha bast of my knowledge and belief.

Attach Digital Signature Submit m Print mm View Submitted Forms

Figure 96: Fixed Deposit Details Screen
The fields on this screen are described in the following table.

Field Description

Fixed Deposit Details

Name of the Bank Enter Name of the bank in which broker
has an FD

Address Enter Address of the bank in which
broker has an FD

FD Number Enter FD Number
Amount held in deposit Enter Amount held in FD

FD Start Date Enter FD start date
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FD End Date
FD Amount to Initial Capital Ratio
Declarations
Confirmation that Lien is marked

in favor of IRDA

Letter obtained from bank stating
that the principal amount shall
not be released without
permission of authority

Whether FD is kept in scheduled
bank?

For Approval Category

Enter FD end date

Enter FD Amount to Initial Capital Ratio

If Lien is marked in favor of IRDA select
‘Yes’ else select ‘No’

If Letter obtained from bank stating that
the principal amount shall not be
released without permission of
authority select ‘Yes’ else select ‘No’

If FD is kept in scheduled bank select
‘Yes’ else select ‘No’

Whether license period covered, if If license period covered, if not then

not then undertaking given to
maintain FD throughout the
license period?

Whether covered by regulation 2
(1) AW)?

| am maintaining capital
requirements as per Reg 10

| have Fixed Deposit in bank as
required per Reg 22

Capital will not be used for
investing in equity, inter
corporate deposits, loans, etc

Upload Documents
Capital will not be used for

investing in equity, inter
corporate deposits, loans, etc

undertaking given to maintain FD
throughout the license period then select
‘Yes’ else select ‘No’

If by regulation 2 (1) (J)(V) is covered
select ‘yes’ else select ‘No’

If you are maintaining capital
requirements as per Reg 10 select ‘Yes’
else select ‘No’

If you have Fixed Deposit in bank as
required per Reg 22 select ‘Yes’ else
select ‘No’

If Capital will not be used for investing in
equity, inter corporate deposits, loans,
etc select ‘Yes' else select ‘No’

Upload Capital will not be used for
investing in equity, inter corporate
deposits, loans, etc here

2. Make the required changes in Fixed Deposit Details.

3. Upload the required documents. Select the declaration check box.

4. Click Attach Digital Signature button. If you have uploaded the digital signature
through the BAP portal, then you need to upload it again. Otherwise, if you have
imported the signature on your web browser, then it will be attached as soon as
you click on button. See the Digital Signature topic for more details

5. Click Submit. The User Confirmation Message dialog box is displayed.

Version 9.0
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6. Click “Yes” to submit the form. An Acknowledgement dialog box is displayed
with an Application Reference Number.

7. Click OK.
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Voluntary surrender of License

For Approval Category

g

1. On Changes in Licensing screen, select Voluntary surrender of license

Changes duting Heensing petiod
Ty - R - N I Ky
Upload Docurments
Soan Reseaton Trowse x
Confrmaies of Lossanan of busness Erowoe R .3
S8l Liere Browee | X
AR axatng contrazt Setady . Erowse ol XK
Duta of pangeg 2avs § ced. A ¢ a Erovee %
ans | Calls
v Mienedy Oaciare tnat the partculam ghen abave ave Iroe 20 e best of my Ko wiedge and pele
[ A gl Sirtrs | [‘Soww haoret” Y Coneat”| Ciowr_ | Wiver Skt Forrs |

Figure 97: Voluntary surrender of license Screen

The fields on this screen are described in the following table.

Field

Description

Upload Documents
Board resolution

Confirmation of cessation of business

Original License

All existing contract details (to be served
for 6 months or arrangements to be
made for transfer of business)

Data of pending claims, grievances, and
their status (as per format of FORM L)

Remarks

Version 9.0

Upload Board resolution document here

Upload confirmation of cessation
document here

Upload copy of original license here

Upload all existing contract detalil
documents here

Upload all data related to pending claims,

grievances, and their status
Enter Remarks here
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N

Upload the required documents. Enter Remarks.
3. Select the declaration check box.

4. Click Attach Digital Signature button. If you have uploaded the digital signature
through the BAP portal, then you need to upload it again. Otherwise, if you have
imported the signature on your web browser, then it will be attached as soon as
you click on button. See the Digital Signature topic for more details

5. Click Submit. The User Confirmation Message dialog box is displayed.

6. Click “Yes” to submit the form. An Acknowledgement dialog box is displayed
with an Application Reference Number.

7. Click OK.
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Approval for opening representative offices abroad

S

1. On Changes in Licensing screen, select Approval for opening representative

offices abroad

Chimges duthng licensing petiod
[ Attach Dugtet Signature [ sove as oo JEEY Conce | ciewr | View sttt Forma |

Upload Documents

stion e @A fir maiieg NOC for soesing oMces autsde e we] Il o rsttpssuciast X

NRCesSAry dooumant attachec

V. | soeTYy declare Dy - e

L INE DECUEFS ghven g00ve gre T 0 gest of my ingwiegge and pele?
v s [ o p o SRR e | G | e S

Figure 98: Approval for opening representative offices abroad Screen

The fields on this screen are described in the following table.

Field Description

Upload Documents

Application to IRDA for issuing NOC Upload the Application to IRDA for issuing
for opening offices outside India NOC for opening offices outside India here

Remarks Enter Remarks here

2. Upload the required documents and Enter Remarks.

3. Select the declaration check box.

4. Click Attach Digital Signature button. If you have uploaded the digital signature
through the BAP portal, then you need to upload it again. Otherwise, if you have
imported the signature on your web browser, then it will be attached as soon as
you click on button. See the Digital Signature topic for more details

5. Click Submit. The User Confirmation Message dialog box is displayed.

6. Click “Yes” to submit the form. An Acknowledgement dialog box is displayed
with an Application Reference Number.

7. Click OK.
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Other Representations by brokers on matter of License

(»

1. On Changes in Licensing screen, select Other representations by brokers on

matter of License

" Changes duting licansing period =
T - I
Upload Documents
] oo ERRPRRSRSYR |
neceasary cocuments attached
V) goRly GCIre T Ihe DAIGUARNS DURn ADGY e irue D ihe Dest 0f my inpwiedpe ang belet
Ainch Bt Sgruirs S Ao n Y Comcel | Ghow | Viow Bctmiod Ferme |

Figure 99: Other representations by brokers on matter of License Screen

The fields on this screen are described in the following table.

Field Description

Upload Documents

Other representations by Upload the Other representations by brokers
brokers for license for license document here
Remarks Enter Remarks here

2. Upload the required Documents and Enter Remarks.

3. Select the declaration check box.

4. Click Attach Digital Signature button. If you have uploaded the digital signature
through the BAP portal, then you need to upload it again. Otherwise, if you have
imported the signature on your web browser, then it will be attached as soon as
you click on button. See the Digital Signature topic for more details

5. Click Submit. The User Confirmation Message dialog box is displayed.

6. Click “Yes” to submit the form. An Acknowledgement dialog box is displayed
with an Application Reference Number.

7. Click OK.
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Miscellaneous

(»

1. On Changes in Licensing screen, select Miscellaneous.

Changes during licensing period =] t
Hiscellaneous

Upload Documents

Upioad document |[CBrowse=. ] pocuments pat %

Description *
Uploaded Document

File Description Flie Name  Action

Decuments attached Documents pdf | 3¢

Remarks * miscellaneous|

v | solemnly deciare that the particufars given above are true to the best of my knowledge and bedef

Attach Digital Signature ubmit m Print mm View Submitted Forms

Figure 100: Miscellaneous Screen

The fields on this screen are described in the following table

Field Description

Upload Documents

Upload Document Upload any additional document here
Description Enter description of uploaded document here
Remarks Enter Remarks here

2. Upload the required documents and Enter Remarks.
3. Select the declaration check box.

4. Click Attach Digital Signature button. If you have uploaded the digital signature
through the BAP portal, then you need to upload it again. Otherwise, if you have
imported the signature on your web browser, then it will be attached as soon as
you click on button. See the Digital Signature topic for more details

5. Click Submit. The User Confirmation Message dialog box is displayed.
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6. Click “Yes” to submit the form. An Acknowledgement dialog box is displayed
with an Application Reference Number.

7. Click OK.
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Changes in Iicensing Category

In order to obtain a new corporate Insurance Broker license with changed license
category, you need to fill and submit an application form to IRDA along with the
scanned copies of the supporting documents.

When one of the directors submits the form, it must be signed by the other director also
before it goes to IRDA for approval. IRDA then reviews and validates the application
and then approves, rejects or closes it.

To apply for a Change in License Category:

»

N

ok w

Click 'Broker’ tab.

‘License Eligibility Criteria’ is displayed showing basic information (like broker
category, application guidelines and fees, etc) and a link to Broker regulations on
IRDA website.

Click Licensing tab.

Select ‘Change in License Category’ option.

You will get a confirmation box saying "Please confirm that you have gone
through all information regarding broker regulations on IRDA site (
www.irdabap.gov.in)

If you click “Yes”, you will get Change in License Category Screen.

Change In License Category

Change Type

("1 Addition Of Category
(") Upgrade Category

' Downgrade Category
() Deletion Of Category

Figure 101: Changes in license Category Screen

If you click No, a new window is opened which navigates you to the IRDA
website where you can view the Broker regulations.

If you select the Change type as Addition Of Category or Up gradation Of
Category, then following sections will be displayed:
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e Applicant Details

e Organization Structure

e Business Information

e Financial Information

e Other Information, if any

e Upload Documents

e Declaration

e Undertaking

e Print View

9. If you select the Change type as Degradation of Category or Deletion of
Category then a screen to upload the necessary documents will open. Select
the desired Category Applied for and Click Upload button to upload the
required documents.

Liconsing | Pending for Ostilestan | YVew Aptcston e | o Lowrmn Dt Wt ar Py Pant
{ Change In License Category ElE
Curvant Licanse Detals
v Nomoer ADASY. 120762013 canne maae Date 12012613
License Catngory Ostaie
ot Category Drect (Life & NonLife Categary Agpled for DirsctLite -
Vpload for g of category
1150001 res0uti0r Boiae N
oafrmgtns pf Cessation Of tusniess fir requesied caleger)y Eroavm RVISTIAY B
3,0ng0al icense Ersven Cacutsom.cal 3¢
1A% £x8000 CONYACE 2€a88 (12 O Served for £ manma OF ATaTgemens D De race %or rarsfer of CUsNEss Ervase C sl M
5\Deta =4 pendag clams, gnevances. pendr Ut cases and ther status (as per fanmat of FORM L Brovae Corumems 2ot 3¢
£iDecals 0f pEndng CenaiTes | SIOW CAUSE POITRS 850 30 T frmished by Ihe apphcort BSiea ) Cocopems ot 3
Yy SeCurE ARd 208 UWE Grran ALavE 408 Mug 12 1he 2eal y KN N0ge AR Seum!
mm |==||==| m

Figure 102: Deletion/ Degradation of Category Screen

The buttons available in the Change in License Category- Application Form
are explained below.

Button Description

Attach Digital  Click to attach digital signature to the application form
Signature
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Submit

Cancel

Save as Draft

View Submitted
Form

Print

Clear

Changes in licensing Category

Click to submit the application form once you have selected
the declaration check box. (Submit gets enabled only after the
attachment of digital signature by the directors).

Click to stop the application processing and return to the home
page. This action will also clear all the information entered
without saving it.

Click to save all the data entered in the form. You can use this
option if you want to submit the form at a later time.

Click to view the submitted New License Application in read
only mode.

Click to print the submitted New License Application

Click to clear the data entered.

0Data Entry Operator can only fill the forms and Director can submit the forms.

Version 9.0
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Pay Annual Fees

This form captures the details of annual fees to be paid with details such as payment
amount, due date, etc.

Pay Annual Fees:
1. Click Broker tab.
2. Select Licensing and Pay Annual Fees menu. Annual Fees Data Internal

Form is displayed.
3. Select the Year for which the Annual Fees needs to be submitted.

Lot ey Pty o CGarmcation. | View Sppacstion statys View Lorres Detad Rem gyt Pay ot

P Pay Annual Fees EG

INTERNAL FORM

Annval Fees Data

Purpose and Obpectne
TR form SCR08 0 Jalals 0F BA0LS %008 10 20 50 W StAlS SUSt 0 9y ATt due Sote it
Frecuency & yeary

Year: 2012 |v

lnsurance Broker SoREICH INSUrance

asurance Broker Category DIRE Sobmiasion Due Date 30 042013
Crcharage Areval Foos 10 bo Pad (baded on Droker Category) (0 00% * Brokersge Duta of trattzation of Foo Paymert Oue Whethor Certificoale from an suciior o
noone Foome) 00Oty (e Macred
..... .50 21.0120%] 20092012 Yes -
Cernhicate From an Auditor: Tirm m eris gt B
Declarations
VAR Secere Bt Te PATSCURTS g et G TR N et ot my e ':]fl':{'!d'

Figure 103: Pay Annual Fees Screen

The fields in the screen are described in the following table. All mandatory fields on the
form are marked with an asterisk (*)

Field Description
Brokerage Income Enter Brokerage Income
Annual Fees to be Paid Enter Annual Fees to be Paid
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(based on Broker category)

Date of finalization of Enter Date of Finalization of accounts
accounts
Fee Payment Due Date Enter Fee Payment Date

(c+15 days) or 30th Sept
whichever is earlier

Whether certificate from an Select either "Yes" or "No". If “Yes”, Attach the
auditor is attached Certificate from an Auditor document along with
(Yes/No) the application.

4. Select the declaration statement and Click Submit button.
5. Acknowledgement message will be displayed. Click OK.
6. Make Payment Screen will be displayed on click of "Make Payment" button.

Licammng | Pancing for O iteation | Vv Agpicaton sbelus Vrw Licwrss Detame | Buliene | Pay Porsalty

[Li] . ==
Detailod Naagation By Remaly Sl
W oy Pennity Make Payment

Select Paymeat type: ¢ Swymaras Preugh 0O Paymenia eowgh EFTRTGS

Figure 104: Make Payment Screen

7. Select the desired payment type and click Go to make payment through that
type.

The different payment types are explained below:

o Payment through DD - Select this payment type if you want to make your
payment through demand draft. You need to create the demand draft first and
then enter its details in this payment type.

Demand Draft Detalls

rstrument Humber Amount 10 be pald (Rs.) 5000

Bant Uare Ampurt of netryment By o 5

Figure 105: Demand Draft Details screen
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The fields in this payment type are explained in the following table.

Field Description

Instrument number  Enter the demand draft number.

Amount to be paid  The amount payable is displayed by default.

(Rs.)

Bank Name Enter the name of the bank from which you created the
demand draft.

Amount of Enter the amount of the demand draft.
Instrument (Rs.)

Instrument Date Select the date when you created the demand dratft.

« Payment through NEFT/RTGS - Select this payment type if you want to
make your payment through NEFT/RTGS. For this payment type, you need to
make payment to IRDA through NEFT/RTGS and then enter the payment
details in this payment type.

NEFT/RTGS Detalls

AN wiesgensent I Amount 10 bo paid (Rs.) £,080

Oste of Payment 4] Emier your Account NutEe

Figure 106: NEFT/RTGS Details screen

The fields in this payment type are explained in the following table.

Field Description

Acknowledgement  Enter the acknowledgement number received after
No. making the online payment.

Amount to be paid The amount payable is displayed by default.

(Rs.)

Bank Name Enter the name of the bank through which you made
the payment.

Enter your IFSC code Enter the IFSC code of your bank branch.
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Date of Payment
Enter your Account
Number

Amount of Payment
(Rs.)

Pay Annual Fees

Select the date when you made the payment.

Enter your bank account number.

Enter the amount of the payment made.

7. Enter the necessary details for the selected payment type and click Submit.

8. An Acknowledgement dialog box is displayed containing the Unique Reference

Number (URN).

9. Click OK.

The buttons available on the screen are explained in the following table.

Field

Description

Fill Form

View Submitted Form

Edit Submitted Form

Submit

Save as Draft

Print
Clear

Cancel

Make Payment

Version 9.0

Click to fill the Internal form

Click to view the submitted forms in read
only mode.

Click to edit the submitted forms in the
current bunch.

Click to Submit the completed form

Click to save all the data entered in the
form. You can use this option if you want
to submit the form at a later time.

Click to get a printed document
Click to clear the data entered.

Click to stop the application processing.
This will clear any entered data.

Click to go to Payment Screen
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View License Details

In View License Details, you can view your license number, broker name, categories
in which you hold a license, effective date, expiry date, address, principle officers
details, directors details and share holding pattern.

To view License Details screen:

W

Click Broker tab.
Click Licensing tab.

On the Licensing screen, click View License. The View License screen is
displayed. You can view your license details like license number, status, Broker

Name, License Category, effective date, expiry date and address, Director’s
Details, Shareholders Pattern.

wnN e

Uoceting | Pentng fr Clartostion | et D ppbcaton stol

View Linense Betalis | Feturs | Fay Sensty
[ .

Liceose to ROAER-100782012
Detalled Nanagation i piame

Licerse Satus LiCense Allve
i) View License Det

SOFT1212000

DisctiLife & Flon-L8s

Arnzica Otfcers Stweta Sagh

Dreciar's Cetain Jatami G

Sharencang Patem  Dinesh G.§ shares 3% paid up

Figure 107: View license Details Screen

0 All the information displayed is in read-only mode.
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View Application Status

Whenever you submit any application to IRDA, it follows a defined process for
application processing. Depending on the action taken by IRDA on the application, the
status of the application keeps changing. Through View Application Status you can
view the status of the License application.

To View Applications Status:

W

1. Click Broker tab.
2. Click View Application Status tab. The View Application Status screen is

displayed.
W Petiate View Applicstion statun

Petulinng Agplications
= AN Appicat Nane Suimiszon date Appcation St
¢

BR.NE 3 viay 12-1 1 Apcica e
Closed Applic tions
. UAN Appicart Nane Submitmon date Appication Stabas

(%] Tacle = smoty

Figure 108: View Application Status Screen

3. The status of the application is displayed in Application Status column. The
different statuses of the application are explained in the following table.

Status Stage

Application submitted Application submitted by you

Under process Application under process by IRDA.
Application approved Post approval of application by IRDA
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Documents/ Information Awaited

Application closed

Application rejected
License Issued

Approval Withdrawn

Version 9.0

View Application Status

Additional information/documents
required by IRDA on the submitted
application

Post closure of application by IRDA

Post rejection of application by IRDA
Post license issuance by IRDA

Post withdraw of approval by IRDA from
approved application
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Pending_j for Clarification

Once you have submitted an application, IRDA reviews the application. If additional
information or documents are required after the submission of the application, IRDA
notifies you through an email.

The screen displayed is shown as below:

i | Pentling loe Claiication | » Ampbostion sty

" Pending for Clarifications ElC
B Ul Agpication Subdted Date Revviw Date

12122012

Figure 109: URN for Pending for Clarification Screen

Clarification Email:

w»

IRDA, during the license stage, may seek for additional documents for processing your
request. In such a stage, you will receive a clarification Email from IRDA. After that, you
will have to log into BAP portal to provide additional documents and comments.

Personal Presentation:

A

Once you have submitted your Application, IRDA can host a personal presentation
before issuing a fresh new license/ Up gradation of License Category.

When IRDA seeks personal presentation from you, the notification can be viewed in the
Pending for Clarification table as well. Steps explained below are used for applying
again.
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To View Pending for Clarifications:

W

1. Click Broker tab.

2. Click Pending for Clarification tab. The Pending for Clarification screen is
displayed.

3. Click the Unique Reference Number (URN) to view the pending clarifications
for that application. The application screen is displayed.

4. In Remarks by Applicant field, provide additional information required by IRDA.

5. Attach additional documents using Upload file button, if required by IRDA.
Browse button is used to search the documents that are to be attached along
with the application.

6. Click Submit. The User Confirmation Message dialog box will be displayed.

| Ponalitng fon Clasitication

L)
1

Pending for Clarifications

Remarns oy R0a MOre SOCUMENts cequired

document necessary have ceen
rachec

Lanctite Bonee

Pp—

B Docurert Regueed Lisioaded The Action
dscumen oo pat ®

v clare Mt of misrreie hy = -

(S| G Gt |

Figure 110: Pending for Clarification Screen

7. Click Yes. An Acknowledgement dialog box is displayed notifying that the
clarification is submitted.

Acknowledgement EI

Clarification Submitted Successfully

OK

Figure 111: User Confirmation Message

8. Click OK.
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Reminder Email:

S

IRDA sends you a reminder Email when it does not receive any response within seven
business days of sending the clarification Email. IRDA sends you three reminder Emails

after sending the clarification Email.

Closure of Application Email:

W

If IRDA does not receive any response from you after sending the reminder Email, it
closes the application. On closure of the application, IRDA notifies you through Email.
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Returns

As a licensed broker, you are expected to submit business data required by IRDA.
Some data might be required by IRDA on a quarterly basis, some on a half yearly basis
and some on a yearly basis. On the BAP portal, these forms to be submitted to IRDA
are segregated under quarterly, half yearly and yearly menu tabs.

The Data entry operator can only save the form in the draft mode and cannot submit the
form. Submissions can only be done by the directors of the firm. Both the Directors
need to sign before the disclosures can be submitted.

To Fill Returns:

1. Click Brokers tab.

2. Click Returns tab.

3. Select the appropriate time period for which you want to submit returns
(quarterly/ half yearly/ yearly). Returns screen will be displayed.

€%
Detaged Maagation

Guarterty Returns Form
* & Quarter!

P2 Hall Year

aeee

Figure 112: Returns Screen

The buttons available and their use, in the Returns screens above are explained below
in the table:

Buttons Description
Fill Forms Click to fill forms for the particular periods
Submit Forms | Click to submit all forms under the current bunch.

View Submitted Click to view the submitted forms in read only mode.
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Buttons

Form

Manual Returns

Description

Edit Submitted |Click to edit the submitted forms in the current bunch.

Forms

Save Click to Save the filled form

Cancel Click to stop the application processing. This will clear any
entered data.

Save as Draft |Click to save all the data entered in the form. You can use
this option if you want to submit the form at a later time.

Clear Click to clear the data entered.

Upload Form  Broker will be able to upload monthly figures in the
prescribed .csv format

Download Form will be exported in .csv format (with built in validations),

Form and can be saved locally

The screen also displays 3 legends with different colors representing the status of the
Returns. The colors depicted are as below:

Legends Description

Green

Red

Yellow

Qo Fill

Version 9.0

Completely filled /saved forms have green color
As below:

b Business Data for Ingurance Brokers (Life Ingurers

Blank Forms have Red color
As below:
[9 Businegs Data for Insurance Brokers ]

Partially filled forms have yellow color
As below:

’O Reinzurance Balances Qutstanding

ing Returns:

Fill all the Forms under a particular Return Category (Quarterly, Annual,
and Half Yearly) and then submit together by clicking "Submit Forms"
button, as the forms must be submitted together.
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ﬂFor Submitting Returns:

e Click Submit Forms button to submit all the forms under the current bunch.
e Attach Digital Signature button is displayed; you can attach the digital
signature by clicking on Attach Digital Signature button.

User Profile

Licenzing | Pending for Clatification | View Application status | View License Detailz | Returns | Pay Penalty

Half Year Returns
Half Yearly Returns Forms

Sic Months:  [Second half [=]| vear [2012]+]

m View/Print Submitted Forms Edit Submitted Forms Attach Digital signature Submit Forms

Reporting for second half of the year 2012

9 Financial data for ingurance brokers

Legend: ecumpleted Form l:j'ln progrezs Form OEIIﬂnL' Form:

a The Ferm iz net Digitally Signed. Please select Attach Digital Signature to sign the ferm.

Figure 113: Submit Forms Returns Screen
e Both the directors must attach digital signature before submitting the forms.

e On submitting the entire bunch of a particular Return category (Quarterly, Yearly,
Half Yearly), URN will be generated.
e Note down the URN for future references.

Message @ K!

You have successfully submitted the

returns Please note the Unigque Reference
Number BR-6556-2012 Submission of returns
does not imply approval / acceptance by IRDA

Figure 114: User Confirmation Message

e Once the returns are submitted, you cannot edit the details and the return
bunch is locked. To unlock the forms/ returns, Contact IRDA and request for
unlocking the desired returns
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Quarterly Returns

To fill Quarterly returns

L

1. Click Brokers.

2. Click Returns

3. Click Quarterly. Select the Quarter and Year.

4. Click Fill Forms Button. The status of the form (Completed form, In progress

form or Blank form) is displayed and a link is provided to the form.

st e —
et i Quarterty Returns Form

[ Quartert 3 - e (5675 ,.‘

» [ HalT Yeany

Reporting for the Quarter 3 of the year 2012

200Q®

) nprogress Form ® sociron

Figure 115: Quarterly Returns Screen

5. Click on the respective form whose return is to be filled.
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Business Data for Brokers

This form captures broker wise and client wise business data for brokers.

To fill Business Data for Brokers

1. Click Broker tab.

Click Returns tab.
Click Quarterly tab. Select the Quarter & year for which the returns need to be

filled.
4. Click Fill Forms.

5. Click Business Data for Brokers link, the respective return form is displayed.

wn
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Figure 116: Business Data for Brokers Screen
The fields on the screen are explained in the following table

Insurer Wise Business Figures — Non — Life

Name of Enter Name of Insurers
Insurers
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Field Description
No of Enter No of Policies for Marine Hull, Marine Cargo, Motor, fire,
policies Engineering, health, Liability, Misc

Premium Enter Premium for Marine Hull, Marine Cargo, Motor, fire,
Engineering, health, Liability, Misc

Total No of | Enter total number of policies
Policies

Total Enter Total Premium
Premium

Insurer wise premium figures —Life

Name of Enter Name of Insurers

Insurers

No of Enter No of Policies for Life, Health, Pension , Annuity for Linked
policies and Non Linked policies

Premium Enter Premium for Life, Health, Pension , Annuity for Linked and

Non Linked policies

Total No of | Enter total number of policies
Policies

Total Enter Total Premium
Premium

Insurer wise Premium - Life —(For Riders)

Name of Enter Name of Insurers

Insurers

No of Enter No of Policies for Health + Sickness, Accident + Disability,
policies Term, Other (PWB)for Linked and Non Linked policies

Premium Enter Premium for Health + Sickness, Accident + Disability,
Term, Other (PWB)for Linked and Non Linked policies for Linked
and Non Linked policies

Total No of | Enter total number of policies
Policies

Total Enter Total Premium
Premium

Client Wise Business Data (Based on Premium serviced) - Top 10 Clients
(Non-Life)

Client Name |[Enter Name of the Client

No of Enter No of Policies for Marine Hull, Marine Cargo, Motor, fire,
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Field Description

policies Engineering, health, Liability, Misc
Premium Enter Premium for Marine Hull, Marine Cargo, Motor, fire,
Engineering, health, Liability, Misc

Total No of | Enter total number of policies
Policies

Total Enter Total Premium
Premium

Client Wise Business Data (Based on Premium serviced) - Top 10 Clients
(Life)

Client Name |Enter Name of the Client

No of Enter No of Policies for Life, Health, Pension , Annuity for Linked
policies and Non Linked policies
Premium Enter Premium for Life, Health, Pension , Annuity for Linked and

Non Linked policies

Total No of | Enter total number of policies
Policies

Total Enter Total Premium
Premium

Client Wise Business Data (Based on Premium serviced) - Top 10 Clients
(Life - Riders)

Client Name |Enter Name of the Client

No of Enter No of Policies for Health + Sickness, Accident + Disability,
policies Term, Other (PWB)for Linked and Non Linked policies for Linked
and Non Linked policies

Premium Enter Premium for Health + Sickness, Accident + Disability,
Term, Other (PWB)for Linked and Non Linked policies for Linked
and Non Linked policies

Total No of | Enter total number of policies
Policies

Total Enter Total Premium
Premium

6. Fill in the entire form and click Save. The Acknowledgement message box is
displayed
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Confirmation

Business Data for Insurance Brokerssaved successully

Figure 117: User Confirmation Message

7. To download the template of the form click Download form. A template Form
10.csv will be opened in a.csv format. Fill in the template and save the file on
your local machine.

8. Click Upload Form .Browse the saved file and click Ok. Your Business Data
details will be uploaded.

9. Click Save.
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Business Data for Insurance Brokers (Life)

This form captures new business data for life Insurers. The form captures information
for Individual and Group Business

To fill Business Data for Insurance Brokers (Life Insurers)

filled.

€
1.
2
3
4
5

Click Broker tab.

Click Returns tab.
Click Quarterly tab. Select the Quarter & year for which the returns need to be

Click Fill Forms.
. Click Business Data for Insurance Brokers (Life) link, the respective return

form is displayed.

Quarterly Returns
FROM S (LIFE)

Purpose and Odjective:

Save Suve as Drant Upload Form

Figure 118: Business Data for Insurance Brokers (Life) Screen

Business Data for brokers (Life Insurers)

The purpose of this formis {0 caplure ihe new busress csia for brokers for ife nsurers
fear 2011
Insurance Broker Excelent naurance Brokng Servces Lid
Ruarter 1
Lite Business
Inclysdanl Busiress
3 Line of Business No cf polces  Fremum Amoumt  Brokerage bhcome Brokerage %
Linkad Life 21 8375454 12,457 125128
Linkeo Health 10 12,884 354 7.3475
n¥es Pension 12 24352 2541 102336
Linked Annudty 15 34.281 3.254 820045
Neon-Linked Lirs 17 387 5410 133559
Mon-Linked Heallh 12 4221 241 12 1283
Nen-Linked Pension 23 56.732 7645 138232
Non-Linked Annuity 0 1938428 23145 118201
Riders Health + Sickness 25 78,352.83 g.E42 8.34835
Riders sccident « Disabllity 20 57 83599 5471 305504
Rideis Term " 25471 254 297805
Riders Other (PWE) 1 25,3745 254 121081
Daclarations
[v!1 solemnay deciane that the particuiass given above are tru2 1o the dest of my knawiedge and dele?

Download Farm Clear Cancel

No of In

Submission Dus Date 15-Ju-2011

Croup Business
es coversd Premumamount  Brokerage Income
100 3654215 264555
110 4512352
111
101
EE|
a3
102
103
107
119
33
103

Brokerage %
723872
Lo¥l e
5.63158
4 88575

336183

The fields on the screen are explained in the following table
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Field Description

Life Business

No of policies Enter No of policies for Individual Business
Premium Amount Enter Premium amount for Individual Business
Brokerage Income Enter brokerage Income for Individual Business
No Of Lives Covered Enter No of Lives covered in Group Business
Premium Amount Enter Premium amount for Group Business
Brokerage Income Enter brokerage Income for Group Business

6. Fill in the entire form and click Save. The Acknowledgement message box is
displayed

Confirmation

Business Data for Insurance Brokers (Life Insurers)saved successfully

Yes

Figure 119: User Confirmation Message

7. To download the template of the form click Download form. A template
Form.10.1.csv will be opened in a csv format. Fill in the template and save the
file on your local machine.

8. Click Upload Form .Browse the saved file and click Ok. Your Business Data
details will be uploaded.

9. Click Save.
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Business Data for Insurance Brokers (Non Life)

This form captures new business data for Non Life Insurers

To fill Business Data for Brokers (Non Life Insurers)
1. Click Broker tab.
2
3
4
5

Click Returns tab.

. Click Quarterly tab. Select the Quarter & year for which the returns need to be
filled.

Click Fill Forms.

. Click Business Data for Brokers (Non Life) link, the respective return form is

displayed.
Quarterly Returns [,L
FORM S (NON-LIFE)
Business Data for brokers (Non Life Insurers)
Purpose and Dbjective:
The purpose of this form s fo caplure the new busress cata for brokers for non ife nscress
Year 2mm
Insurance Sroker Excelent Neurancs Brokng Ser cas Lid Submigsion Dua Date 13- Ju-2011
Guarter 1
Non Lite Business
Lreof Suaneas Mo ot policies Promuan Anount Brokerage hcomo Broiorage %
Kotor 3 100,000 20,000 20
Health a 200,000 20,000 20
Engineering 3 00.000 45,000
Manne Carga 3 200,000 30,000
Misc 3 100,000 25000
Liasility 7 200,000 40.000 20
Fire 8 300,000 45000
NMarine Hull 3 400,000 120.000 30

| Save | Suveusbraft | Uplosdform | Download Form | Clear

Figure 120: Business Data for Non Life Screen
The fields on the screen are explained in the following table

Field Description
Non Life Business

No of policies Enter No of policies for Motor, Health,
Engineering, Marine Cargo, Misc, Liability, Fire,
Marine Hull
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Premium Amount Enter Premium for Motor, Health, Engineering,
Marine Cargo, Misc, Liability, Fire, Marine Hull

Brokerage Income Enter brokerage Income for Motor, Health,
Engineering, Marine Cargo, Misc, Liability, Fire,
Marine Hull

6. Fill in the entire form and click Save. The Acknowledgement message box is
displayed

Confirmation

Business Data for Insurance Brokers (Non Life Insurers)saved successfully

Yes

Figure 121: User Confirmation Message

7. To download the template of the form click Download form. A template
Form.10.2.csv will be opened in a csv format. Fill in the template and save the
file on your local machine.

8. Click Upload Form .Browse the saved file and click Ok. Your Business Data
details will be uploaded.

9. Click Save.
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Claims Data for Insurance Brokers

This form captures the details of the claims for a broker.

To fill Claims Data for Insurance Brokers
1. Click Broker tab.
2
3
4
5

. Click Returns tab.

. Click Quarterly tab. Select the Quarter & year for which the returns need to be
filled.

. Click Fill Forms.

. Click Claims Data for Insurance Brokers link; the respective return form is
displayed.
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Figure 122: Claims Data for Insurance Broker Screen

The fields on the screen are explained in the following table

Field

Claims Details

Please state every event that has

Description

Enter every event that has come to

come to the company’s notice where the company’s notice where the

the company may become liable to
pay damages or compensation to

Version 9.0

company may become liable to pay
damages or compensation to clients,
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Field

clients, whether covered by the
professional indemnity policy or not,
giving the following information

Date of period of occurrence
Name of client concerned

Nature of event likely to give rise to a
claim

Brief description of basis of claim

Intimated or estimated amount of
claim

Whether covered by professional
indeminty policy

Amount provided by the broker in its
books for the claim

Present status of claim

Claims Movement
Number of Claims
Claims Amount

Ageing of pending claims
Number of Claims

Claims Amount

Major Claims Pending - Above 1 Crore

Name of the client
Policy Number
Claim Amount

Date of Loss

Version 9.0

Quarterly Returns

Description

whether covered by the professional
indemnity policy or not, giving the
following information

Enter Date of period of occurrence
Enter Name of client concerned

Enter Nature of event likely to give
rise to a claim

Enter Brief description of basis of
claim

Enter Intimated or estimated amount
of claim

If Whether event is covered by
professional indeminty policy enter
‘Yes’ else enter * No’

Enter Amount provided by the broker
in its books for the claim

Select status of Claim to be either
‘Open’ or ‘Closed’

Enter Number of Claims

Enter Claims Amount

Enter Number of Claims

Enter Claims Amount

Enter Name of the Client
Enter Policy Number
Enter Claims amount

Enter Date of Loss
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6. Fill in the entire form and click Save. The Acknowledgement message box is
displayed

Confirmation

Claims data saved successfully

Figure 123: User Confirmation Message

7. To download the template of the form click Download form. A template
Form12.csv will be opened in a csv format. Fill in the template and save the file
on your local machine.

8. Click Upload Form .Browse the saved file and click Ok. Your Claims Data
details will be uploaded.

9. Click Save.
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Annual Returns

To fill Annual returns

1. Click Brokers

2. Click Returns

3. Click Annual Returns tab.

4. Select Year value from the drop down menu of Year.

5. Click Fill Form buttons. . The status of the form (Completed form, In progress
form or Blank form) is displayed and a link is provided to the form.

Lerang Fargng for Clmincation | Mew Sopbomon stwtus | Yew Loonge Detals | Retians | Pay Peralty
“;: ' Amnual Retuins ZN=
9 Asnusi Returns Forma
~ 2 Quansa :
« Quanssl Retumns o' 012>
v Annual
[ FiFarma | Viewsiot Sutmated Forma | £t Sutrtied Forma | Subont Forma |
.
2 Malt Yean
Reporting for the year:2012-2013

ah Tioy atemars 15y haarance trpkan

s0¢0000000

Legerd ﬁ Corpeeted Yorm &9 nsrogress form @ rorkrom

Figure 124: Annual Returns Screen

6. Click on the respective form whose return is to be filled.
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Reinsurance Balances Outstanding

This form will capture information regarding your reinsurance balances outstanding.

To fill Reinsurance Balances Outstanding

Click Broker tab.

Click Returns tab.
Click Annual returns tab. Select the year for which the returns need to be filled.
Click Fill Forms.

Click Reinsurance Balances Outstanding link, the respective return form is
displayed.

o mor iy

FORMM

Reinsurance balances outstanding as at-—{End of Financial Yaar - 11st March)

Purpose and Oogectve:

Ths %nm captures the detais of the rensurance balandes oatsianding far an nsurance trake

Your
Inswurance Droker Exosient mseranca Srokng Sarvioes Lic Submussion Due Date 20.4pr 2011

Aniurt oA Hansng o & period of

2 Yias £-12 Mantrs Over 12 Morths Tot

® hom cedng caTDan e 24470 15480
Rengurery 12457

Deciaravons

DAFICUATS Jven SLove Are True 3 tne Dest of My Lrawiedge ang Sl

v | saleranly Secare hat e

Figure 125: Reinsurance Balance Outstanding Screen

The fields on the screen are explained in the following table

Field Description

Amount outstanding for |Enter amount outstanding for the period of 0-3 months, 3-

the period of 6 months, 6-12 months, Over 12 Months and Total amount
outstanding

6. Fill in the entire form and click Save. The Acknowledgement message box is
displayed
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Confirmation

Reinsurance batances data saved successfully

Figure 126: User Confirmation Message

7. To download the template of the form click Download form. A template

Form13.csv will be opened in a .csv format. Fill in the template and save the file
on your local machine.

8. Click Upload Form .Browse the saved file and click Ok. Your Reinsurance
Balance Outstanding details will be uploaded.

9. Click Save.
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Cash Flow Statement for Insurance Brokers

This form will capture information regarding cash flows of your company.

To fill Cash Flow Statement for Insurance Brokers

Click Broker tab.

Click Returns tab.
Click Annual returns tab. Select the year for which the returns need to be filled.
Click Fill Forms.

Click Cash flow Statement for Insurance Brokers link, the respective return
form is displayed.

IO -
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CASH FLOW STATEMENT

Cash Flow Statement for Insurance brokers

Purpose and Objective:
This form '8 usad to capiure cash fow dataile for a broker

Year

1. CASH FLOW FROM OPERATING ACTIVITIES
1.1 Brokerage Receipts (-} *

1.2 Remnsurance Receipts (=) *

1.2 Cther RecelptaPayments {+): =

1.4 Realeations from Sundry Deblors («1 =

1.5 Payment towards Expenses (+). =

1.6 Payments of Tax Decuctad at Source (- *
1.7 Payments 10 Sundry Traditors (-3 ™

1.8 Payments Of Oiher Advances i-). *

Net Cash From Operating Activities;

2. CASH FLOW FROM INVESTING ACTIVITIES
2.1 Purchase Of lvestments (o) ™

2.2 Sale Ol nvestments (<1 ™

2.3 Purchases Of Fixed Assets (). ™

2.4 Sale Of Fixed Assets (-

2.5 hcome Received On hvestments (+) ™

2.6 Expenses Relsting To nvestments .

Het Cash From investing Activities:

3. CASH FLOVY FROM INVESTING ACTIVITIES
3.1 Proceeds from issue of Share Captal (<), *
3.2 Proceeds from borrowngs (+): *

2,3 Repayment of borrowings (-) *

3.2 interestOnddends pad () *

Yiet Cash From Financing Activities (3):

tiet Increase | (Decrease) In Cash And Cash Equivalents:
4. Cash & Bank Balance {Beginning of Financial Year)
21 Cash n =angd: =

4.2 Balarce n Current Agcounts:

5. Cash & Bank Balance (End of Financial Year)
5.1 Cash In Sand. =

5.2 Balance in Current Accounis:

Deciarations

[wl 1 solemny dectare that the particulars given adove are true 1o the best of my nowiedge and belef

Save Save as Draft Uplond Farm Downdoad Template Clear Cancel

2010
Insurance Broker Excelent bsurance Brokng Servizes Lid

1.000.00015)

2,000.000[E]]
1,000.000[E]]
1,002.000[E]
1,002.000[E]
[ 1,000.000[E]]

2,000.000

[ 1.000.000/E)

[ 2,000.000[m]
1,000,000}
[ 1,000.000|m]
1,000,000/
1,000,000

1,000,000

1,000 000[E)]
1,000,000
100,000]E]
$00,000[E)]
1,800,000
4,800,000

7000 000
[ 1,000.000]]
[ 1.000.000[E]]

2,000,000

Submisgion on 02.Dec-2012
Submission Due Date 30-2pr-2011

Figure 127: Cash Flow Statement Screen

The fields on the screen are explained in the following table

Field

Description

Cash Flow from Operating Activities

Brokerage Receipts

Enter Brokerage Receipts

Reinsurance Receipts

Enter Reinsurance Receipts

Other Receipts/ Payments

Enter Other Receipts/ Payments

Realizations from Sundry Debitors

Enter Realizations from Sundry Debitors

Version 9.0
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Field

Payment towards expenses
Payments of tax deducted at source
Payments to Sundry Creditors
Payments of other advances

Cash Flow from Investing Activities
Purchase of Investments

Sale of Investments

Purchase of Fixed Assets

Sale of Fixed Assets

Income received on investments
Expenses relating to investments
Cash Flow from investing activities
Proceeds from issue of share capital
Proceeds from borrowing
Repayments from borrowings

Interests/ dividends paid

Annual Returns

Description

Enter Payment towards expenses

Enter Payments of tax deductions at source
Enter Payments to Sundry Creditors

Enter Payments of other advances

Enter Purchase of Investments

Enter Sale of Investments

Enter Purchase of Fixed Assets

Enter Sale of Fixed Assets

Enter Income received on investments

Enter Expenses relating to investments

Enter Proceeds from issue of share capital
Enter Proceeds from borrowing
Enter Repayments from borrowings

Enter Interests/ dividends paid

Cash & Bank Balance (Beginning of Financial Year)

Cash in Hand

Balance in current accounts

Enter Cash in Hand

Enter Balance in current accounts

Cash & Bank balance (End of Financial Year)

Cash in Hand

Balance in current accounts

Enter Cash in Hand

Enter Balance in current accounts

6. Fill in the entire form and click Save. The Acknowledgement message box is

displayed
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Confirmation

Cash Flow Statement for Insurance brokers saved as Draft successtully

Figure 128: User Confirmation Message

7. To download the template of the form click Download form. A template
Broker_Annl_Form_4 1.csv will be opened in a csv format. Fill in the template
and save the file on your local machine.

8. Click Upload Form .Browse the saved file and click Ok. Your Cash Flow
Statement details will be uploaded.

9. Click Save.
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Security screening proceedings for reinsurance

broking

This form captures the details of the security screening proceedings for reinsurance

broking.

To fill Security screening proceedings for reinsurance broking

Click Broker tab.
Click Returns tab.

Click Fill Forms.

o m o iy

respective return form is displayed.

Click Annual Returns tab. Select the year for which the returns need to be filled.

Click Security screening proceeding for reinsurance broking link, the

FORMN

Security screening proceadings for reinsurance broking

Purpose and Objectve:

zaouBes 10 be used by the broker, and iIn partioular, staling of reinmurer s used function?

by b (Yes [No)

Risk

y Sreaning Procesding &=
I8 bazad on Broxing Busin

Declarations

L a0ty Seciars DAl e DRtealrs Pent AbSVE WTE T 2 e 2AA2 f My knswiedge and Debe!

Save | Save asDraft | Uplosd Form Downlosd Form | Clear Canced

& f0rm capoures the oecal of the securty soreenng prozeedngs for rensurance trzkng
Froguancy » yanry
Your an
insurance Broker Excefent nawance Srokeg Seraces Liz Submesaion Due Date 30-4g0-2011
Vhether ®o brokor
P00 Slfe P 200Uy SCIeendg proceoures odopted N olBaing and (oviews (1T anaweersd 'Yes' 1or peovious colenn) Wno
The brokosrs olfice snd the person ressoncbie 1o sporove the  ths sonusl sccourts withan tha organttstion (& responcie 1or a

Procecr s 080mad by the Ly oker 1O boip ol saxt

ot devpedpmarts n the Hleiatnns marbets Fiaiingl

X

Figure 129: Security screening proceedings Screen

The fields on the screen are explained in the following table

Field

Please state the security screening
procedures adopted in the brokers office and
the person responsible to approve the
securities to be used by the broker, and in
particular, stating

Version 9.0

Description

Enter the security screening
procedures adopted in your office
and the person responsible to
approve the securities to be used by
you, and in particular, stating
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Field Description

Whether the broker obtains and reviews the If you obtain and review the annual
annual accounts of reinsurers used by it, ( accounts of reinsurers enter ‘Yes’

Yes / No) else enter ‘No’

(If answered 'Yes' for previous column) Enter who within your organization is

Who within the organization is responsible for [responsible for obtaining and

this function? reviewing the annual accounts of
reinsurers

Procedure followed by the broker to keep Enter Procedure followed by you to

abreast of developments in the international | keep abreast of developments in the

markets international markets

6. Fill in the entire form and click Save. The Acknowledgement message box is
displayed

Confirmation

Screeniing Data saved successfully

Figure 130: User Confirmation Message

7. To download the template of the form click Download form. A template
Form14.csv will be opened in a .csv format. Fill in the template and save the file
on your local machine.

8. Click Upload Form .Browse the saved file and click Ok. Your Security screening
proceedings details will be uploaded.

9. Click Save.
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Financial Statement of each insurance broker-
Profit and Loss Statement

This form is used to capture the profit and loss statement details of your business.

To fill Profit and Loss Statement

Click Broker tab.

Click Returns tab.
Click Annual Returns tab Select the year for which the returns need to be filled.
Click Fill Forms.

Click Financial Statement of each insurance broker-Profit and Loss
Statement link, the respective return form is displayed.

unhwN PP
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PROFIT & LOSS STATEMENT

Financial Se tor anch | hrokar  Profit and | oss Statamant

Furposs and Oujecove:
TIVE OO S 4943 % CIatiea The Iroft a0 45 Sixtanant detals 437 8 eoeas

Year & submission <o 04-Decl002
Neurance Broker  Zxiabevihswrarcs Irobeg Senokes Lo Submiasion Due Date 2{-Sge-l00 0
Lmoue
Lt Haverews e () 2000 030
Yucoyrert woae (v ¥ 20000002

Qher 3y

seara ncove ()] 1 0G0 DOIN

Tessl (41 70000
2. DFTNECS
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Figure 131: Profit and Loss Statement Screen
The fields on the screen are explained in the following table

Field Description

Income

Brokerage Enter Brokerage amount
Other Business Income Enter Other Business Income

Particulars of Income Enter Particulars of Income

Version 9.0
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Amount received during the
year

Basis of remuneration
Explanatory Note
Investment Income

Other miscellaneous income
Particulars of Income

Amount received during the
year

Explanatory Note
Expenses
Staff Salaries and Expenses

Directors Fees and Other
Remuneration

Payments for Business
Procurement

Name and relationship to the
payee

Amount paid

Basis of Payment

Rents, Rates and Taxes
Maintenance and Repairs
Printing and Stationary
Communication Expenses

Legal and Professional
Expenses

Advertisement and Publicity
Auditors' Fees and Expenses

Interest and Bank Charges

Version 9.0

Annual Returns

Enter Amount received during the year

Enter Basis of remuneration

Enter Explanatory Note

Enter Investment Income

Enter Other miscellaneous income
Enter Particulars of Income

Enter Amount received during the year

Enter Explanatory Note

Enter Staff Salaries and Expenses

Enter Directors Fees and Other Remuneration
Enter Payments for Business Procurement
Enter Name and relationship to the payee

Enter Amount paid

Enter Basis of Payment

Enter Rents, Rates and Taxes
Enter Maintenance and Repairs
Enter Printing and Stationary
Enter Communication Expenses

Enter Legal and Professional Expenses

Enter Advertisement and Publicity
Enter Auditors' Fees and Expenses

Enter Interest and Bank Charges
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Depreciation
Other Expenses

Payments for business
procurement

Profit before tax

Loss before tax
Provision for taxation
Current Tax

Deferred Tax
Appropriations

Balance at the Beginning of
the Year

Interim Dividends Paid
During the Year

Proposed Final Dividend
Dividend Distribution on Tax

Transfer to Reserves/Other
Accounts

Annual Returns

Enter Depreciation
Enter Other Expenses

Enter Payments for business procurement

Enter Profit before tax

Enter Loss before tax

Enter Current Tax

Enter Deferred Tax

Enter Balance at the Beginning of the Year
Enter Interim Dividends Paid During the Year

Enter Proposed Final Dividend
Enter Dividend Distribution on Tax

Enter Transfer to Reserves/Other Accounts

6. Fill in the entire form and click Save. The Acknowledgement message box is

displayed

Confirmation

Profit and Loss Statemert saved as Draft successfully

Figure 132: User Confirmation Message

7. To download the template of the form click Download form. A template
Broker_Annl_Form_3.csv will be opened in a .csv format. Fill in the template and
save the file on your local machine.

Version 9.0
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8. Click Upload Form .Browse the saved file and click Ok. Your Financial
Statement of each insurance broker-Profit and Loss Statement details will be
uploaded.

9. Click Save.
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Balance Sheet of Insurance brokers

This form is used to capture your balance sheet detalils.

To fill Balance Sheet of Insurance Brokers

Click Broker tab.

Click Returns tab.

Click Annual Returns tab. Select the year for which the returns need to be filled.
Click Fill Forms.

Click Balance Sheet of Insurance Brokers link, the respective return form is

displayed.

SUENAEN Ha
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Figure 133: Balance Sheet Screen

The fields on the screen are explained in the following table

Sources of fund

Annual Returns

Share Capital

Authorized

Enter Authorized Share Capital

Subscribed

Enter Subscribed Share Capital

Version 9.0
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Called Up
(Less Calls unpaid)
(Add shares forfeited)

(Less par values of share
bought back)

Less Preliminary Expenses

Reserves and Surplus

Current liabilities and
provisions

Application of funds
Regulation 22 deposit
Government securities
Other approved securities
Shares

Debentures

Bank Deposits

Others

Loans

Name of institution/ individual

Purpose of Loan

Amount of Loan

Amount outstanding as on 315t

March

To shareholders, directors,

officers

To Other- secured loan
To Other unsecured

Fixed Assets

Version 9.0
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Enter Called Up Share Capital
Enter (Less Calls unpaid) Share Capital
Enter (Add shares forfeited) Share Capital

Enter (Less par values of share bought
back) Share Capital

Enter Less Preliminary Expenses Share
Capital

Enter Reserves and Surplus Share Capital

Enter Current liabilities and
provisions Share Capital

Enter Regulation 22 deposit
Enter Government securities
Enter Other approved securities
Enter Shares

Enter Debentures

Enter Bank Deposits

Enter Others

Enter Loans

Enter Name of institution/ individual
Enter Purpose of Loan

Enter Amount of Loan

Enter Amount outstanding as on 315t March
Enter To shareholders, directors, officers

Enter To Other- secured loan
Enter To Other unsecured

Enter Fixed Assets
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Current Assets Enter Current Assets

Debit balance in Profit and Enter Debit balance in Profit and Loss
Loss

Contingent liabilities Enter Contingent liabilities

Details of Contingent Liabilities Enter Details of Contingent Liabilities
Major Remarks/Observation of Enter Major Remarks/Observation of Auditor
Auditor

6. Fill in the entire form and click Save. The Acknowledgement message box is
displayed

Balance Sheet of Insurance Brokers saved as Draft successfully

Figure 134: User Confirmation Message

7. To download the template of the form click Download form. A template
Broker_Annl_Form_4.csv will be opened in a .csv format. Fill in the template and
save the file on your local machine.

8. Click Upload Form .Browse the saved file and click Ok. Your Balance Sheet of
Insurance Brokers details will be uploaded.

9. Click Save.
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Audit Arrangement for Insurance Broker

This form will capture your audit arrangement details.

To fill Audit Arrangement for Insurance Broker

Click Broker tab.
Click Returns tab.

Click Annual Returns tab. Select the year for which the returns need to be filled.
Click Fill Forms.

Click Audit Arrangement for Insurance Broker link, the respective return form
is displayed.

QoA wN Ha

Anivial Heturis
FORMD
JAudit Arrangements for an Insurance Broker
Purpase and Ojecive

O Captaras Ihe Satals o D@ Budt srradzamant O AN aUrAnse Lroie

» yeany

Year

Insurance Broker Excelert nswrprce Brotng Services Li Submussion Due Date WApr2011

Audit arrangemants for a brokes

ol e Address of e Nome of partnar Name of ternsd Address of It an enphoyes, o Parvodyrs of changss,
Siahdory Audior Stadutory rosponsiie for suk Audior (reter e Gualications  Expenence  whom 008 20 itermal ¥ otry, dring the Action
>, 4 Aucdtor Of e Droker Regaston 27) Auitor eaor repoct T reporing perod
webta Garg ashi Sambhaw kiran Singt chennal £4 3 AUy none x
Declarations

v 1 s0lenly deciars thal Toe parSculane preen sbove sre rse 1o ihe best of my knowledge and ele!

Figure 135: Audit Arrangements Screen
The fields on the screen are explained in the following table

Field Description
Audit Arrangements for a broker
Name of the Statutory Auditor Enter Name of the Statutory Auditor

Address of the Statutory Enter Address of the Statutory Auditor
Auditor

Name of partner responsible for Enter Name of partner responsible for audit of the
audit of the broker broker

Name of Internal Auditor (refer Enter Name of Internal Auditor
Regulation 27)
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Address of Internal Auditor Enter Address of Internal Auditor
Qualifications Enter Qualifications of Internal Auditor
Experience Enter Experience of Internal Auditor

If an employee, to whom does  Enter the Name of the concerned Internal Auditor
the internal auditor report?

Particulars of changes, if any, Enter the particulars of changes occurred during the
during the reporting period reporting period (if any)

6. Fill in the entire form and click Save. The Acknowledgement message box is
displayed

| Confirmation @

Audit Arrangement Data saved successfully.

Figure 136: User Confirmation Message

7. To download the template of the form click Download form. A template
Form7.csv will be opened in a .csv format. Fill in the template and save the file
on your local machine.

8. Click Upload Form .Browse the saved file and click Ok. Your Audit Arrangement
for Insurance Broker details will be uploaded.

9. Click Save.

Version 9.0 189



Broker User Manual

Insurance Bank Accounts of Insurance Brokers

Annual Returns

This form will capture details regarding your bank accounts

To fill Insurance Bank Accounts of Insurance Broker

Click Broker tab.
Click Returns tab.

Click Fill Forms.

SN H%

form is displayed.

Click Annual Returns tab. Select the year for which the returns need to be filled.

Click Insurance Bank Accounts of Insurance Broker link, the respective return

Annual Retuins
Form J
Insutance Bank Accounts of Insurance Brokers

Purpose and Objective:

2qUENCY | veary

Yoar

Insurance Bank Accourns of nrokers

Stats Bank of Inds » Chenna Saangs

Declsrations

v a0l SAswre e ‘e

This form caplures e desais of e rsurance Rark a0C0s

ns

Narre of Bk Addriess of Barn  Account Type

insurance Broker Excetent mgurmrce Broong Servors Ui

Al

® Irus 22 10 baw

Sobmission Doe Ome

coud Nurber  Purposs of Account
wih

1236721752 Business

Sewe | SevwanOrsft | Uploadform | ODownload Form | Cleer | Cemcel

period

214578

Vihetner Reg 23 2)( C jcongded Bafanco ID aCOOUE a0 of end of reporang Ackon

x

Figure 137: Insurance Bank Accounts Screen

The fields on the screen are explained in the following table

Field

Description

Insurance Bank Accounts of Brokers

Name of Bank
Address of bank
Account Type
Account Number

Purpose of Account

Version 9.0

Enter Name of Bank
Enter Address of Bank
Enter Account Type
Enter Account Number

Enter Purpose of Account
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Whether Reg 23(2) (C) If Reg 23(2) ( C ) complied with select ‘Yes’
complied with else select ‘No’
(Yes/No)

Balance in account as at end Enter the Balance amount in account at end of
of reporting year reporting year

6. Fill in the entire form and click Save. The Acknowledgement message box is
displayed

Confirmation

Inurance Bank Account Details saved successfully.

Figure 138: User Confirmation Message

7. To download the template of the form click Download form. A template

Form11l.csv will be opened in a .csv format. Fill in the template and save the file
on your local machine.

8. Click Upload Form .Browse the saved file and click Ok. Your Insurance Bank
Accounts details will be uploaded.

9. Click Save.
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Details of Group Companies of a Insurance
Broker

This form will capture the standing arrangements list of all group companies attached
with you.

To fill Details of Group Companies of a Insurance Broker

Click Broker tab.

Click Returns tab.
Click Annual Returns tab. Select the year for which the returns need to be filled.

Click Fill Forms.
Click Details of Group Companies of a Insurance Broker link, the respective

return form is displayed.

LERAIN .J;

Areviad Petin e
FORM T
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Figure 139: Details of Group companies for an Insurance Broker Screen

The fields on the screen are explained in the following table
Field Description
Details of group Companies for a Broker

Name of Concern Enter Name of Company attached with the
broker

Slhj_reh‘_)lgzrl\sl ’tljn'quJe D _ Enter Shareholders Unique ID of company
(T nd 'FDn) : 0) (Foreign : 4ttached with the broker
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Address
Type of activity handled

Nature of Interest of
Promoter/ Director

Nature Of interest with
applicant company

Annual Returns

Enter Address of the company attached with
the broker

Enter Type of activity handled by company
attached with the broker

Enter Nature of Interest of
Promoter/ Director of company attached
with the broker

Enter Nature Of interest with applicant
company of company attached with the broker

6. Fill in the entire form and click Save. The Acknowledgement message box is

displayed

Confirmation

Group of Company Details saved successfully,

Figure 140: User Confirmation Message

7. To download the template of the form click Download form. A template
Form16.csv will be opened in a .csv format. Fill in the template and save the file

on your local machine.

8. Click Upload Form .Browse the saved file and click Ok. Your Details of Group
Companies of a Insurance Broker details will be uploaded.

9. Click Save.
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Spread of Business during the Year Ending

This form captures the details related to the name of the client and premium on direct
insurance booked for the client and premium on reinsurance broking in respect of the
client’s business.

To fill Spread of Business during the Year Ending Returns:

1. Click Broker tab.

2. Click Returns tab.

3. Click Annual returns tab. Select the year and Broker for which the returns need
to be filled.

4. Click Fill Forms.

5. Click Spread of Business during the Year Ending link, the respective return
form is displayed.

FORMH
Spread Of Business During The Year Ending

Purpose and Objective:

Thiz form captures the detailz of gpread of business during the year ending.
Frequency is yearly.

Year 2012

Insurance Broker  Zcfteich Insurance Submission Due Date 20-Apr-20132

Premium On Direct Insurance Boaked for the Cliert  Premium Cn Reinsurance Broking In Respect Of That Client's Business

B | Mame Of The Client Fire WMarine Miscellanous Fire Warine Mizcellanous
tyiara 10,000 8,887 8,797 9,868 9,879 6,666
nisha B, 776 9,798 9,887 8,767 5,888 BFTT
anita 8,887 9,897 8,768 7,868 9,879 TIf7
shina 7,887 §,887 9,979 9777 8,867 8677
rahit 8,890 9,898 5678 9,797 8,668 8,686

Total Of All Clients 42420 45,367 43,109 48,077 42191 40,583

Declarations

| solemnby declare that the particulars given above are true to the best of my knowledge and belief.

Figure 141: Spread of Business during the Year Ending Return Screen
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The fields on the screen are explained in the following table

Field Description

Name of the Client Enter Name of the Client

Premium on Direct Insurance Booked Enter the Premium values for Fire, Marine
for the Client and Miscellaneous

Premium On Reinsurance Broking In  Enter the Premium values for Fire, Marine
Respect Of That Client's Business and Miscellaneous

6. Fill in the entire form and click Save. The Acknowledgement message box is
displayed

Form H Data Saved Successully

Figure 142: User Confirmation Message

7. To download the template of the form click Download form. A template form
H.csv will be opened in a .csv format. Fill in the template and save the file on
your local machine.

8. Click Upload Form .Browse the saved file and click Ok. Your Spread of
Business during the Year Ending details will be uploaded.

9. Click Save.
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Professional Indemnity Insurance In Force As At

This form captures the details related to the name of the insurer providing Pl cover,
policy number, period of insurance and the sum insured

To fill Professional Indemnity Insurance In Force As At returns:

1. Click Broker tab.

2. Click Returns tab.
3. Click Annual returns tab. Select the year and Broker for which the returns need

to be filled.
4. Click Fill Forms
5. Click Professional Indemnity Insurance In Force As At link, the respective

return form is displayed.

IFORM K

Professional Indemnity Insurance In Farce As At

[Purpose and Otjective:

[Yeu e Submussion on
posurance Droker So%aich Bsarance Submession Due Date 0. Asr 2012

Professional Indemnity insurance Datads

Seriod of HEEwos

HOFC ERGO Genaral Insurance Co (Eacier HOFC Ganaral Insurance Co trem 27 920009 5420081 v address g 21012013 04012013 07012093 45520

Declarations

¥ I sclemny decee tngl e DAMCUANS Diven BEOye are ue 10 Me De 3 Delet

e e e e

Figure 143: Professional Indemnity Insurance In Force As At Returns Screen

The fields on the screen are explained in the following table

Field Description

Name of Insurer providing Pl Enter Name of Insurer providing Pl Cover
Cover

Policy No/Endorsement No. Enter the Policy/ Endorsement No

Period of Insurance: (From Enter ‘From’ date of Period of Insurance
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Date)

Period of Insurance: (To Enter ‘To’ date of Period of Insurance
Date)

Sums Insured: Per Event Enter Sums Insured (AOA)

(AOA)

Sums Insured: In Aggregate Enter Sums Insured (AQY)
for the Policy Period

(AOY)

Basis of Indemnity Enter the basis of Indemnity

(On claims made basis or on
loss occurring basis)

Deductible Enter the deductible value
Premium for the cover Enter the Premium for the cover

Whether requirements for  Select either ‘Yes’ or ‘No
the Regulation 24, sub-

regulation (4) and (5) are

complied with?

(Yes/No)

Please State The Relevant  Enter the Relevant Percentages
Percentages

6. Fill in the entire form and click Save. The Acknowledgement message box is
displayed

Confirmation =]

Professional Indemnity Insurances In Force &5 Atsaved successtully

OK

Figure 144: User Confirmation Message

7. To download the template of the form click Download form. A template
Formk.csv will be opened in a .csv format. Fill in the template and save the file on
your local machine.

8. Click Upload Form .Browse the saved file and click Ok. Your Professional
Indemnity Insurance In Force As At details will be uploaded.

9. Click Save.
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Half Yearly

To fill Half Yearly returns

Y

Login into the system as a director

Click Brokers

Click Returns

Click Half Yearly Returns Tab.

Select Six Months Value & Year from the drop down menu.

Click Fill Forms button. The status of the form (Completed form, In progress
form or Blank form) is displayed and a link is provided to the form.

ok

Lcetnng Fenaryg Ao Qasttoslion Tw Appiceton eatus | View Ucerae Detate | flehmms | Fay Ponat

“;: ' Halt Year Reruims =}~
Malf Yearly Returns Forms

* 3 Cuarter

w3 AN arns. [Seconc hall |+ ear [2012|%

o Annust Rsturns

™ e e
L) Half Yoar Return

Reporting for second half of the year 2012

L
erd 9""(‘9»‘. forme { ::'r' progress farm “_‘-!“ Farm

Figure 145: Half Yearly Returns Screen

5. Click on the respective form whose return is to be filled.
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Financial Data for Insurance Brokers

This form is used to capture financial data of your firm

To fill Details of Outstanding Claims returns
1. Click Broker tab.
2
3
4
5

. Click Returns tab.
. Click Half Yearly tab Select the Six Months and year for which the returns need

to be filled.
. Click Fill Forms.
. Click Financial Data for Insurance Brokers link, the respective return form is

displayed.
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Figure 146: Half Yearly Returns Screen

The fields on the screen are explained in the following table

Enter Amount for the respective Income type

Version 9.0
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Amount for current year (as Enter Amount for current year as per respective

per selection) Investment Type
Remarks from statutory Enter Remarks from statutory Auditor as per
Auditor (if any) respective Investment Type

Is there any other

information relevant to the

financial data of broking firm Select either Yes or No to provide more
over an above captured in  information by attaching files.

above forms to be declared

explicitly?
Select File Attach any additional documents here
Attachment Details Enter details of the attached documents here.

6. Fill in the entire form and click Save. The Acknowledgement message box is
displayed

Financial half year data saved successfully with unique refernce number BR-6555-2012

Figure 147: User Confirmation Message

7. To download the template of the form click Download form. A template
Form5.csv will be opened in a .csv format. Fill in the template and save the file
on your local machine.

8. Click Upload Form .Browse the saved file and click Ok. Your Financial Data for
Insurance Brokers details will be uploaded.

9. Click Save.

Version 9.0 201



Broker User manual

Assistance on FiIIing Returns

Assistance on Filling Returns

Form S- Business Data for Insurance Brokers:

The below table provides guidelines for Data Submission of Form S returns (Quarterly

Returns).

Field Details

Year

Quarter

Data Type

Integer

Integer

Insurance Broker |Varchar

Submitted On

Submission Due
Date

Date

Date

Field Object

Disabled
Text box

Disabled
Text box

Disabled
Text box

Disabled

Text box

Disabled
Text box

Insurer Wise Business Figures- Non Life

Name of Insurers

No of policies

(For Marine Hull,
Marine
Cargo,

Version 9.0

Integer

Integer

Combo Box

Text Box

Values

Year would be
auto populated.

Quarter would
be auto
populated.

Broker Name
would be auto
populated

Submitted on
would be auto
populated after
form has been
submitted

Submission due
date would be
auto populated
as the form is
opened

The dropdown
should have
Insurer names
Licensed by
IRDA.

The value
entered here
would be the
No. of policies
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Field Details

Motor, fire,

Engineering

health,
Liability,
Misc.)_

Premium

(For Marine Hull,
Marine
Cargo,
Motor, fire,

Engineering

, health,
Liability,
Misc.)

Total No of
Policies

Total Premium

Insurerwise Premium Figures-Life

Name of Insurers

No of policies

(For Marine Hull,
Marine
Cargo,
Motor, fire,

Version 9.0

Data Type

Decimal

Integer

Decimal

Integer

Integer

Field Object

Text Box

Disabled Text
Box

Disabled Text
Box

Combo Box

Text Box

Assistance on Filling Returns

Values

The value
entered here
would be the
premium
amount

Derived field by
system, by
adding all the
number of
policies in the
row.

Derived field by
system, by
adding all the
premium
amounts in the
row.

The dropdown
should have
Insurer names
Licensed by
IRDA.

The value
entered here
would be the
No. of policies
in integer
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Field Details Data Type

Engineering
, health,
Liability,
Misc.)

Premium (For Decimal
Marine Hull,
Marine
Cargo,
Motor, fire,
Engineering
, health,
Liability,
Misc.)

Total No of Integer
Policies

Total Premium Decimal

Field Object

Text Box

Disabled Text
Box

Disabled Text
Box

Insurerwise Premium —Life- (For Riders)

Name of Insurers |Integer

No of policies Integer
(For Health +
Sickness,
Accident +
Disability,

Version 9.0

Combo Box

Text Box

Values

The value
entered here
would be the
premium
amount

Derived field by
system, by
adding all the
number of
policies in the
row.

Derived field by
system, by
adding all the
premium
amounts in the
row.

The dropdown
should have
Insurer names
licensed by
IRDA.

The value
entered here
would be the
No. of policies

Assistance on Filling Returns
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Assistance on Filling Returns

Field Details Data Type Field Object Values
Term, Other
(PwB)for
Linked and
Non Linked
policies

)

Premium Text Box The value

(For Health + entered here

Sickness, would be the
Accident + premium
Disability, amount.
Term, Other
(PWB)for
Linked and
Non Linked
policies
)
Total No of Integer Text Box Derived field by
Policies system, by
adding all the
number of
policies in the
row.

Total Premium Decimal Text Box Derived field by
system, by
adding all the
premium
amounts in the
row.

Client Wise Business Data (Based on Premium serviced) - Top 10 Clients

(Non-Life)

Client Name Varchar Text Box The value
entered here
would be the
Client Name

No of policies Integer Text Box The value

(For Marine Hull, entered here
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Field Details

Marine
Cargo,
Motor, fire,
Engineering
, health,
Liability,
Misc.)

Premium (For Decimal

Marine Hull,
Marine
Cargo,
Motor, fire,
Engineering
, health,
Liability,
Misc.)

Total No of Integer

Policies

Total Premium Decimal

Data Type

Field Object

Text Box

Disabled Text
Box

Disabled Text
Box

Values

would be the
No. of policies.

The value
entered here
would be the
premium
amount.

Derived field by
system, by
adding all the
number of
policies in the
row.

Derived field by
system, by
adding all the
premium
amounts in the
row.

Client Wise Business Data (Based on Premium serviced) - Top 10 Clients

(Life - Riders)

Client Name Varchar
No of policies Integer
(For Marine Hull,

Marine

Version 9.0

Text Box

Text Box

The value
entered here
would be the
Client Name

The value
entered here
would be the

Assistance on Filling Returns
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Field Details Data Type Field Object Values
Cargo, No. of policies.
Motor, fire,

Engineering
, health,
Liability,
Misc.)

Premium (For Decimal Text Box The value
Marine Hull, entered here
Marine would be the
Cargo, premium
Motor, fire, amount.
Engineering
, health,

Liability,
Misc. )

Total No of Integer Disabled Text Derived field by

Policies Box system, by
adding all the
number of
policies in the
row.

Total Premium Decimal Disabled Text Derived field by

Box system, by
adding all the
premium
amounts in the
row.

Form S- Business Date for Insurance Brokers (Life Insurers):

The below table provides guidelines for Data Submission of Form S (Life) Returns
(Quarterly Returns).

Field Details Data Type Field Object Values
Year Integer Disabled Year would be
Text box auto populated.
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Field Details

Quarter

Insurance Broker

Submitted On

Submission Due
Date

Data Type

Integer

Varchar

Date

Date

Field Object Values

Disabled
Text box

Disabled

Text box

Disabled
Text box

Disabled
Text box

Quarter would be
auto populated.

Broker Name
would be auto
populated

Submitted on
would be auto
populated after
form has been
submitted

Submission due
date would be
auto populated as
the form is opened

Individual Business (For: Linked - Life, Health, Pension, Annuity, Non
linked - Life, Health, Pension, Annuity, Riders- Health and sickness,
accident and disability , term and others PWB)

No. of policies

Premium
Amount

Brokerage
Income

Brokerage %

Version 9.0

Integer

Decimal

Decimal

Decimal

Text Box

Text Box

Text Box

Disabled
Text Box

Enter the No. of
policies.

Enter the Premium
amount.

Enter the
Brokerage
Income.

Derived field by
system, by
calculating the
brokerage
percentage.

Assistance on Filling Returns
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Field Details

Data Type

Field Object Values

Group Business (For: Linked- Life, Health, Pension, Annuity, Non
linked- Life, Health, Pension, Annuity, Riders- Life, Health, Pension,

Annuity)

No. of policies

Premium
Amount

Brokerage
Income

Brokerage %

Form S- Business Date for Insurance Brokers (Non Life Insurers):

Integer

Decimal

Decimal

Decimal

Text Box

Text Box

Text Box

Disabled
Text Box

Enter the No. of
policies.

Enter the Premium
amount.

Enter the
Brokerage
Income.

Derived field by
system, by
calculating the
brokerage
percentage.

Assistance on Filling Returns

The below table provides guidelines for Data Submission of Form S (Non Life) Returns

(Quarterly Returns).

Field Details

Year

Quarter

Insurance Broker

Version 9.0

Data Type

Integer

Integer

Varchar

Field Object Values

Disabled
Text box

Disabled
Text box

Disabled
Text box

Year would be
auto populated.

Quarter would be
auto populated.

Broker Name
would be auto
populated
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Field Details Data Type Field Object Values
Date Submitted on
Submitted On Disabled would be auto
Text box populated after
form has been
submitted
Submission Due Date Disabled Submission due
Date Text box date would be

auto populated as
the form is opened

Line Of Business( Motor, Health, Engineering ,Marine Cargo, Misc,
Liability, Fire, Marine Hull)

No. of policies Integer Text Box Enter the No. of
policies.

Premium Decimal Text Box Enter the Premium

Amount amount.

Brokerage Decimal Text Box Enter the

Income Brokerage
Income.

Brokerage % Decimal Disabled Derived by

Text Box system, by
calculating the
brokerage
percentage.

Form L-Claims Data for Insurance Broker:

The below table provides guidelines for Data Submission of Form S (Life) Returns
(Quarterly Returns).

Field Details Data Type Field Object Values
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Field Details Data Type
Year Integer
Quarter Integer
Insurance Broker Varchar
Submitted On Date

Submission Due Date |Date

Claims Details

Please state every Varchar
event that has
come to the
company’s notice
where the
company may
become liable to
pay damages or
compensation to
clients, whether
covered by the
professional
indemnity policy or
not, giving the
following
information

Date of period of Date
occurrence.

Version 9.0

Assistance on Filling Returns

Field Object

Disabled
Text box

Disabled
Text box

Disabled
Text box

Disabled
Text box

Disabled
Text box

Text box

Date Type

Values

Year would be auto
populated.

Quarter would be
auto populated.

Broker Name would
be auto populated

Submitted on would
be auto populated
after form has been
submitted

Submission due date
would be auto
populated as the
form is opened

Enter the event as
required by the field.

Select the required
date from the
dropdown.
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Field Details Data Type
Name of client VarChar
concerned

Nature of event VarChar
likely to give rise

to aclaim

Brief description of VarChar
basis of claim

Whether covered Boolean
by professional
indemnity policy:

Amount provided Decimal
by the broker in its
books for the claim

Present status of VarChar
claim

Aging of Pending Claims

Pending forup to 1 Integer
month(number of
claims)

Pending forup to 1 Decimal
month(claims
amount)

Pending for greater Integer
than 1 month and

upto3

months(number of

claims)

Version 9.0

Assistance on Filling Returns

Field Object Values

Text box
Enter the name of
client.

Text box Enter the nature of
event.

Text box Enter the brief
description.

Combo box If covered by
professional
indemnity policy
then enter ‘Yes’
else enter ‘No’.

Text box Enter the amount
provided by the
broker

Combo The status can be

Box either selected as
"open" or "closed".

Text box Enter the number of
claims, pending for
up to 1 month.

Text box Enter the claims
amount, pending for
up to 1 month.

Text box Enter the number of

claims, pending for
greater than 1 month
and up to 3 months.
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Field Details

Pending for greater
than 1 month and
upto 3
months(claims
amount)

Pending for greater
than 3 months and
upto 6
months(number of
claims)

Pending for greater
than 3 months and
up to 6
months(claims
amount)

Pending for greater
than 6 months and
up to 12
months(number of
claims)

Pending for greater
than 6 months and
up to 12
months(claims
amount)

Pending for more
than 1
year(number of
claims)

Pending for more
than 1 year(claims
amount)

Total Pending
(number of claims)

Version 9.0

Data Type

Decimal

Integer

Decimal

Integer

Decimal

Integer

Decimal

Integer

Assistance on Filling Returns

Field Object

Text box

Text box

Text box

Text box

Text box

Text box

Text box

Disabled
Text box

Values

Enter the claims
amount, pending for
greater than 1 month
and up to 3 months.

Enter the number of
claims, pending for
greater than 3
months and up to 6
months.

Enter the claims
amount, pending for
greater than 3
months and up to 6
months.

Enter the number of
claims, pending for
greater than 6
months and up to 12
months

Enter the claims
amount, pending for
greater than 6
months and up to 12
months

Enter the number of
claims, pending for
more than 1 year.

Enter the claims
amount, pending for
more than 1 year.

The total pending
number of claims will
be derived and auto
populated by the
system.
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Field Details Data Type
Total Decimal
Pending(claims

amount)

Aging of Settled Claims

Settled forup to 1 Integer
month(number of

claims)

Settled forup to 1 Decimal

month(claims amount)

Settled for greater than Integer
1 month and up to 3
months(number of

claims)

Settled for greater than Decimal
1 month and up to 3
months(claims

amount)

Settled for greater than Integer
3 months and up to 6
months(number of

claims)

Settled for greater than Decimal
3 months and up to 6
months(claims

amount)

Settled for greater than Integer
6 months and up to 12
months(number of

claims)

Version 9.0

Assistance on Filling Returns

Field Object

Disabled
Text box

Text box

Text box

Text box

Text box

Text box

Text box

Text box

Values

The total pending
claims amount will
be derived and auto
populated by the
system.

Enter the number of
claims, Settled for up
to 1 month.

Enter the claims
amount, Settled for
up to 1 month.

Enter the number of
claims, Settled for
greater than 1 month
and up to 3 months.

Enter the claims
amount, Settled for
greater than 1 month
and up to 3 months.

Enter the number of
claims, Settled for
greater than 3
months and up to 6
months.

Enter the claims
amount, Settled for
greater than 3
months and up to 6
months.

Enter the number of
claims, Settled for
greater than 6
months and up to 12
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Field Details

Data Type

Settled for greater than Decimal

6 months and up to 12
months(claims
amount)

Settled for more than 1 Integer

years (number of
claims)

Settled for more than 1 |Decimal

years(claims amount)

Total
Settled(number of
claims)

Total
Settled(claims
amount)

Major Claims Pending -

Name of Client

Policy No

Claim Amount

Date of loss

Version 9.0

Integer

Decimal

Above 1 Crore
VarChar

Integer

Decimal

Date

Assistance on Filling Returns

Field Object

Text box

Text box

Text box

Disabled
Text box

Disabled
Text box

Text box

Text box

Text Box

Date Type

Values

months.

Enter the claims
amount, Settled for
greater than 6
months and up to 12
months

Enter the number of
claims, Settled for
more than 1 year.

Enter the claims
amount, Settled for
more than 1 year.

The total settled
number of claims will
be derived and auto
populated by the
system.

The total settled
claims amount will
be derived and auto
populated by the
system.

Enter the Name of
Client.

Enter the Policy No.

Enter the Claims
Amount

Select the required
date from the
dropdown.
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Form M- Reinsurance Balances Outstanding:

The below table provides guidelines for Data Submission of Form M Returns (Annual
Returns).

Field Details Data Type Field Object Values
Year Integer Disabled Year would be
Text Box auto populated
Broker Varchar Disabled Broker Name
Text Box would be auto
populated
Submitted On Date Disabled Submitted on
Text Box would be auto
populated after
form has been
submitted
Submission Due Date Disabled Submission due
Date Text Box date would be
auto populated as
the form is
opened
Amount outstanding for a Period of:
Due to ceding Decimal Text Box Enter the amount
companies outstanding due to
(0-3 Months) ceding companies for
0-3 Months
Due to ceding Decimal Text Box Enter the amount
companies outstanding due to
(3-6 Months) ceding companies for
3-6 Months
Due to ceding Decimal Text Box Enter the amount
companies (6-12 outstanding due to
Months) ceding companies for
6-12 Months
Due to ceding Decimal Text Box Enter the amount
companies (Over 12 outstanding due to
Months) ceding companies for
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Field Details

Due to ceding
companies
(Total)

Due to reinsurers

(0-3 Months)

Due to
reinsurers
(3-6 Months)

Due to
reinsurers
(6-12 Months)

Due to
reinsurers
(Over 12
Months)

Due to
reinsurers
(Total)

Due from
ceding
companies
(0-3 Months)

Due from
ceding
companies
(3-6 Months)

Version 9.0

Data Type

Decimal

Decimal

Decimal

Decimal

Decimal

Decimal

Decimal

Decimal

Field Object

Disabled
Text Box

Text Box

Text Box

Text Box

Text Box

Disabled
Text Box

Text Box

Text Box

Values

Over 12 Months

Derived field by
system, by adding all
the amounts
outstanding in this
row.

Enter the amount
outstanding due to
reinsurers for

0-3 Months

Enter the amount
outstanding due to
reinsurers for

3-6 Months

Enter the amount
outstanding due to
reinsurers for

6-12 Months

Enter the amount
outstanding due to
reinsurers for

over 12 Months

Derived field by
system, by adding all
the amounts
outstanding in this
row.

Enter the amount
outstanding due from
ceding companies for
0-3 Months

Enter the amount
outstanding due from
ceding companies for
3-6 Months

Assistance on Filling Returns
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Field Details

Due from
ceding
companies
(6-12 Months)

Due from ceding
companies
(Over 12
Months)

Due from ceding
companies
(Total)

Data Type

Decimal

Decimal

Decimal

Due from Reinsurers Decimal

(0-3Months)

Due from
Reinsurers
(3-6 Months)

Due from
Reinsurers
(6-12 Months)

Due from
Reinsurers
(Over 12
Months)

Due from
Reinsurers
(Total)

Version 9.0

Decimal

Decimal

Decimal

Decimal

Assistance on Filling Returns

Field Object Values

Text Box Enter the amount
outstanding due from
ceding companies for
6-12 Months.

Text Box Enter the amount
outstanding due from
ceding companies for
Over 12 Months.

Disabled Derived field by

Text Box system, by adding all
the amounts
outstanding in the row.

Text Box Enter the amount
outstanding due from
Reinsurers for
0-3 Months.

Text Box Enter the amount
outstanding due from
Reinsurers for
3-6 Months.

Text Box Enter the amount
outstanding due from
Reinsurers for
6-12 Months.

Text Box Enter the amount
outstanding due from
Reinsurers for
Over 12 Months.

Disabled Derived field by

Text Box system, by adding all
the amounts
outstanding in the row.
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Field Details Data Type Field Object Values

Cash Flow Statement for Insurance Brokers:

The below table provides guidelines for Data Submission of Cash Flow Statement
Returns (Annual Returns).

Field Details Data Type Field Object Values
Year Integer Disabled Year would be auto
Text Box populated
Broker Varchar Disabled Broker Name would
Text Box be auto populated
Submitted On Date Disabled Submitted on would
Text Box be auto populated
after form has been
submitted
Submission Due Date Disabled Submission due
Date Text Box date would be auto

populated as the
form is opened

CASH FLOW FROM OPERATING ACTIVITIES:

Brokerage Receipts Decimal Text Box Enter the Brokerage
Receipts amount.

Reinsurance Decimal Text Box

Receipts Enter the
Reinsurance
Receipts amount.

Other Decimal Text Box Enter Other

Receipts/Payments Receipts/Payments

amount.
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Field Details Data Type

Realizations from Decimal
Sundry Debitors

Payment towards Decimal
Expenses

Payments of Tax Decimal
Deducted at Source

Payments to Sundry Decimal
Creditors

Payments Of Other |Decimal
Advances

Net Cash From Decimal
Operating Activities

Field Object

Text Box

Text Box

Text Box

Text Box

Text Box

Disabled
Text Box

CASH FLOW FROM INVESTING ACTIVITIES

Purchase Of Decimal
Investments

Sale Of Investments |Decimal

Purchases Of Fixed |Decimal

Assets

Sale Of Fixed Assets |Decimal

Version 9.0

Text Box

Text Box

Text Box

Text Box

Assistance on Filling Returns

Values

Enter the
Realizations from
Sundry Debitors
amount.

Enter the Payment
towards Expenses
amount.

Enter the Payments
of Tax Deducted at
Source amount.

Enter the Payments
to Sundry Creditors
amount.

Enter the Payments
Of Other Advances
amount.

Derived field by system
and auto populated by
calculating net cash

from operating activities.

Enter the Purchase
Of Investments
amount.

Enter the Sale Of
Investments
amount.

Enter the Purchases
Of Fixed Assets
amount.

Enter the Sale Of
Fixed Assets
amount.
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Field Details Data Type

Income Received On |Decimal
Investments

Expenses Relating |Decimal
To Investments

Net Cash From Decimal
Investing Activities

Field Object

Text Box

Text Box

Disabled
Text Box

CASH FLOW FROM FINANCING ACTIVITIES

Proceeds from issue|Decimal
of Share Capital

Proceeds from Decimal
borrowings
Repayment of Decimal
borrowings

Interest/Dividends Decimal
paid

Net Cash From Decimal
Financing Activities

Net Increase / Decimal
(Decrease) In Cash

And Cash

Equivalents

Version 9.0

Text Box

Text Box

Text Box

Text Box

Disabled

Text Box

Disabled
Text Box

Assistance on Filling Returns

Values

Enter the Income
Received On
Investments
amount.

Enter Expenses
Relating To
Investments
amount.

Derived field by system
and auto populated by
calculating net cash

from investing activities.

Enter the Proceeds
from issue of share
Capital amount.

Enter the proceeds
from borrowings
amount.

Enter the repayment
of borrowings
amount.

Enter the
Interest/Dividends

paid amount.

Derived field by system

and auto populated by
calculating net cash

from financing activities.

Derived field by system
and calculates the net
increase or decrease in
cash.
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Field Details Data Type Field Object Values

Cash & Bank Balance (Beginning of Financial Year)

Cash In Hand Decimal Text Box Enter the Cash In
Hand amount for
Cash & Bank
Balance
(Beginning of
Financial Year).

Balance In Current |Decimal Text Box Enter the Balance In

Accounts Current Accounts
amount for Cash &
Bank Balance
(Beginning of
Financial Year).

Cash & Bank Balance (End of Financial Year)

Cash In Hand Decimal Text Box Enter the Cash In
Hand amount for
Cash & Bank
Balance (end of
Financial Year).

Balance In Current | Decimal Text Box Enter the

Accounts Interest/Dividends
paid amount for
Cash & Bank

Balance (end of
Financial Year).

Particulars

Sr No. Numeric Text Box Enter the serial
number

Particulars Varchar Text Box Enter the particulars

Value in INR Decimal Text Box Enter the Value in
INR

Number Decimal Text Box Enter the Number
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Assistance on Filling Returns

Form N- Security screening proceedings for reinsurance broking:

The below table provides guidelines for Data Submission of Form N Returns (Annual

Returns).

Field Details

Year

Broker

Submitted On

Submission Due Date

Data Type Field Object

Integer

Varchar

Date

Date

Please state the security Varchar

screening procedures
adopted in the brokers
office and the person
responsible to approve
the securities to be used

by the broker

Whether the broker
obtains and reviews the
annual accounts of

Version 9.0

Varchar

Disabled
Text Box

Disabled
Text Box

Disabled
Text Box

Text box

Text box

Combo Box

Values

Year would be auto
populated.

Broker Name
would be auto
populated.

Submitted on
would be auto
populated after
form has been
submitted.

Submission due
date would be auto
populated as the
form is opened.

Enter the security
screening
procedures
adopted in your
office and the
person
responsible to
approve the
securities.

If you obtain and review

the annual
accounts of
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Field Details Data Type Field Object

reinsurers used by it

(If answered 'Yes' for |Varchar

previous column)
Who within the
organization is
responsible for this
function?

Procedure followed by | Varchar

the broker to keep
abreast of
developments in the
international markets:

Assistance on Filling Returns

Values

reinsurers enter
‘Yes’ else enter
‘No’.

Enter who within your

organization is
responsible for
obtaining and
reviewing the
annual accounts
of reinsurers.

Enter Procedure

followed by you
to keep abreast
of developments
in the
international
markets

Financial Statement for each insurance broker- Profit and Loss

Statement:

The below table provides guidelines for Data Submission of Financial Statement- Profit

and Loss Returns (Annual Returns).

Field Details Data Type

Version 9.0
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Values
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Field Details

Year

Broker

Submitted On

Submission Due
Date

Income

Brokerage

Other Business
Income *
Particulars of
income

Amount received
during the year

Basis of
remuneration
Explanatory note
Investment Income
Other
Miscellaneous
Income *

Version 9.0

Data Type

Integer

Varchar

Date

Date

Decimal
Decimal

VarChar

Decimal

VarChar
VarChar
Decimal

Decimal

Assistance on Filling Returns

Field Object Values

Disabled Year would be auto

Text Box populated

Disabled Broker Name

Text Box would be auto
populated

Disabled

Text Box Submitted on

would be auto

populated after
form has been

submitted

Disabled

Text Box Submission due
date would be auto
populated as the
form is opened

Text Box Enter the
Brokerage Income

Text Box Enter the other
Business Income

Text Box Enter the
particulars of
income

Text Box Enter the amount
received during the
year

Text Box Enter the basis of
remuneration

Text Box Enter the
explanatory note

Text Box Enter the
investment Income

Text Box Enter the other
Miscellaneous
Income
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Field Details

Particulars of
income

Amount received
during the year

Explanatory note

Total

Expenses

Staff Salaries and
Expenses

Directors Fees and
Other
Remuneration
Payments for
Business
Procurement *

Name and
relationship of the
payee

Amount paid

Basis of payment

Rents, Rates and
Taxes

Version 9.0

Data Type
VarChar

Decimal

VarChar

Decimal

Decimal

Decimal

Decimal

VarChar

Decimal

VarChar

Decimal

Field Object

Text Box

Text Box

Text Box

Disabled
Textbox

Text Box

Text Box

Text Box

Text Box

Text Box

Text Box

Text Box

Values

Enter the
Particulars of
income

Enter the Amount
received during the
year

Enter the
Explanatory note

Derived field by
system, by adding all
the amounts in this
column.

Enter the staff
salaries and
expenses

Enter the directors
Fees and Other
Remuneration

Enter the
payments for
Business
Procurement

Enter the name
and relationship of
the payee

Enter the Amount
paid expenses

Enter the Basis of
payment expenses

Enter the Rents
,Rates and Taxes
expenses

Assistance on Filling Returns
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Field Details

Maintenance and
Repairs

Printing and
Stationary

Communication
Expenses

Legal and
Professional
Expenses

Advertisement and

Publicity

Auditors' Fees and
Expenses

Interest and Bank
Charges

Depreciation

Other Expenses

Other Approved
Securities

Total(B)

Version 9.0

Data Type

Decimal

Decimal

Decimal

Decimal

Decimal

Decimal

Decimal

Decimal

Decimal
Decimal

Decimal

Assistance on Filling Returns

Field Object Values

Text Box Enter the
Maintenance and
Repairs expenses

Text Box Enter the Printing
and Stationary
expenses

Text Box Enter the
Communication
Expenses

Text Box Enter the Legal
and Professional
Expenses

Text Box Enter the
Advertisement and
Publicity expenses

Text Box Enter the Auditors'
Fees and
Expenses

Text Box Enter the Interest
and Bank Charges
expenses

Text Box Enter the
Depreciation
expenses

Text Box Enter the Other
Expenses

Text Box Enter the Other
Approved
Securities
expenses
Disabled Derived field by
Textbox system, by adding all
the amounts in this
column.
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Field Details Data Type

Profit Before Tax Decimal

Loss Before Tax Decimal

Provision for Taxation

Current Tax Decimal
Deferred Tax Decimal
Profit After Tax Decimal
Loss After Tax Decimal

Appropriations
Balance at the Decimal

Beginning of the
Year

Version 9.0

Field Object

Disabled
Textbox

Disabled
Textbox

Text Box
Text Box

Disabled
Textbox

Disabled
Textbox

Text Box

Assistance on Filling Returns

Values

Derived field by
system, and will be
populated if the income
Is greater than the
expenses.

Derived field by
system, and will be
populated if the
expenses are greater
than the income.

Enter the Current
Tax

Enter the Deferred
Tax

Derived field by
system, and will be
populated if the amount
before tax additions is
greater than the
amount after tax
additions.

Derived field by
system, and will be
populated if the amount
after tax additions is
greater than the
amount before tax
additions.

Enter the Balance at
the Beginning of the
Year
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Field Details

Interim Dividends
Paid During the
Year

Proposed Final
Dividend

Dividend

Distribution on Tax

Transfer to
Reserves/Other
Accounts

Profit Carried to
Balance Sheet

Loss Carried to
Balance Sheet

Particulars

Serial No.

Particulars

Value in INR

Number

Version 9.0

Data Type

Decimal

Decimal

Decimal

Decimal

Decimal

Decimal

Numeric

Varchar

Decimal

Decimal

Field Object

Text Box

Text Box

Text Box

Text Box

Disabled
Textbox

Disabled
Textbox

Text Box

Text Box

Text Box

Text Box

Values

Enter the Interim
Dividends Paid
During the Year
Enter the Proposed
Final Dividend

Enter the Dividend
Distribution on Tax

Enter the Transfer
to Reserves/Other
Accounts

Derived field by
system, and will be
populated if there is an
overall profit.

Derived field by
system, and will be
populated if there is an
overall loss.

Enter the value for
the serial number.
Enter the
particulars and
details

Enter the Value in
INR

Enter the Number

Assistance on Filling Returns
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Assistance on Filling Returns

Balance Sheet of Insurance Brokers:

The below table provides guidelines for Data Submission of Balance Sheet Returns

(Annual Returns).

Field Details

Year

Broker

Submitted On

Submission Due Date

Sources of Fund

Authorized

Subscribed

Called Up

(Less Calls Unpaid)

(Add Shares
Forfeited)

(Less Par Value of
Shares Bought Back)

Version 9.0

Data Type

Integer

Varchar

Date

Date

Decimal

Decimal

Decimal

Decimal

Decimal

Decimal

Field Object Values

Disabled Year would be auto
Text Box populated

Disabled Broker Name would

Text Box be auto populated

Disabled Submitted on would

Text Box be auto populated
after form has been
submitted

Disabled Submission due

Text Box date would be auto

populated as the
form is opened

Text Box Enter Authorized
capital amount

Text Box Enter Subscribed
capital amount

Text Box Enter Called Up
capital amount

Text Box Enter (Less Calls
Unpaid) capital
amount

Text Box Enter (Add Shares
Forfeited) capital
amount

Text Box Enter (Less Par
Value of Shares
Bought Back)
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Field Details Data Type
Less Preliminary Decimal
Expenses

Total (F) Decimal

Reserves and Surplus Decimal

Sub Total Decimal
Borrowings Decimal
Name of borrower VarChar
Amount Borrowed Decimal

Amount Outstanding Decimal
as on 31st March

Current Liabilities and Decimal
Provisions

Total (A) Decimal

Application of Funds

Regulation 22 Deposit Decimal

Investment

Government Decimal

Securities

Version 9.0

Assistance on Filling Returns

Field Object Values

Text Box

Disabled
Text Box

Text Box

Disabled

Text Box

Text Box

Text Box

Text Box

Text Box

Text Box

Disabled
Text Box

Text Box

Text Box

capital amount.

Enter Less
Preliminary
Expenses amount.

Derived field by system,
by adding all the
amounts in this column.

Enter Reserves and
Surplus amount.

Derived field by system,
by adding all the
amounts in this column

Enter Borrowing
amount

Enter the name of
borrower

Enter the amount
Borrowed

Enter the amount
Outstanding as on
31st March

Enter Current
Liabilities and
Provisions amount.

Derived field by system,
by adding all the
amounts in this column.

Enter Regulation 22
Deposit amount

Enter Government
Securities
(investment)
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Field Details Data Type Field Object Values
amount

Other Approved Decimal Text Box Enter Other

Securities Approved Securities
(investment)
amount

Approved Investment

Shares Decimal Text Box Enter Shares
(approved
investment)
amount.

Debentures Decimal Text Box Enter Debentures
(approved
investment) amount.

Bank Deposits Decimal Text Box Enter Bank
Deposits (approved
investment) amount.

Others Decimal Text Box Enter Others
(approved
investment) amount.

Loans Decimal Text Box Enter Loans
amount.

Name of VarChar Text Box Enter Name of

institution/Individual institution/Individual
for Loan.

Purpose of loan VarChar Text Box Enter the purpose
for loan.

Amount of loan Decimal Text Box Enter the Amount of
loan.

Amount Outstanding Decimal Text Box Enter Amount

as on 31st March Outstanding as on
31st March value for
loans.

To Shareholders, Decimal Text Box Enter Shareholders,

Directors, Officers Directors, Officers
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Field Details

To Others-Secured
Loan

To Others-Unsecured

Fixed Assets

Current Assets

Debit Balance in
Profit and Loss A

Total (B)

Contingent Liabilities

Details of contingent

liabilities

Major

Remarks/Observation

of Auditor

Report requiring
rectification of any
deficiencies

Particulars

Version 9.0

Data Type

Decimal

Decimal

Decimal

Decimal

Decimal

Decimal

Decimal

VarChar

VarChar

Field Object

Text Box

Text Box

Text Box

Text Box

Text Box

Disabled
Text Box

Text Box

Text Box

Text Box

Assistance on Filling Returns

Values

(approved
investment) amount.
Enter Others-
Secured Loan
(approved
investment) amount.
Enter Others-
Unsecured
(approved
investment) amount.
Enter Fixed

Assets (approved
investment) amount.

Enter Current
Assets (approved
investment) amount.

Enter Debit Balance
in Profit and Loss A
(approved

investment) amount.

Derived field by
system, by adding
all the amounts in
this column.

Enter Contingent
Liabilities amount.

Enter the Details of
contingent liabilities.

Enter the remarks/
observation of
Auditor Report
requiring
rectification of any
deficiencies.
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Field Details Data Type Field Object Values

Serial No. Numeric Text Box The value entered
here would be serial
no.

Particulars Varchar Text Box Enter the particulars

Value in INR Decimal Text Box Enter the Value in
INR

Number Decimal Text Box Enter the Number

Form D- Audit Arrangements for an Insurance Broker:

The below table provides guidelines for Data Submission of Form D Returns (Annual
Returns).

Field Details Data Type Field Object Values
Year Integer Disabled Year would be
Text Box auto populated
Broker Varchar Disabled Broker Name
Text Box would be auto
populated
Submitted On Date Disabled Submitted on
Text Box would be auto
populated after
form has been
submitted
Submission Due Date Disabled Submission due
Date Text Box date would be
auto populated as
the form is
opened
Name of the Varchar Textbox Enter the Name of
Statutory the Statutory
Auditor Auditor

Version 9.0
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Field Details

Address of the
Statutory
Auditor

Name of partner
responsible for
audit of the
broker

Name of Internal
Auditor (refer
Regulation 27)

Address of
Internal Auditor

Qualifications

Experience

If an employee,
to whom does
the internal
auditor report?

Particulars of
changes, if any,
during the
reporting period

Data Type

Varchar

Varchar

Varchar

Varchar
Varchar

Varchar

Varchar

Varchar

Field Object

Text box

Textbox

Text box

Text box
Textbox

Textbox

Textbox

Textbox

Assistance on Filling Returns

Values

Enter the address
of the Statutory
Auditor

Enter the name of
partner
responsible for
audit of the broker

Enter the name of
Internal Auditor
(refer Regulation
27)

Enter the address
of Internal Auditor

Enter the
Qualifications
Enter the
Experience

Enter the details
for ‘If an
employee, to
whom does the
internal auditor
report?’

Enter the value for
Particulars of
changes, if any,
during the
reporting period.

Form J- Insurance Bank Accounts of Insurance Brokers:

The below table provides guidelines for Data Submission of Form J Returns (Annual
Returns).

Field Details Data Type Field Object Values
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Field Details Data Type
Year Integer
Broker Varchar
Submitted On Date

Submission Due Date

Date

Name of Bank Boolean
Address of Varchar
Bank

Account Type Boolean
Bank A/C No. Varchar
Purpose of Varchar
Account

Whether Reg 23(2) (/Boolean
C) complied with

Version 9.0

Field Object

Disabled
Text Box

Disabled

Text Box

Disabled
Text Box

Disabled
Text Box

Combo Box

Text box

Combo Box

Text box

Text box

Combo Box

Values

Year would be
auto populated

Broker Name
would be auto
populated

Submitted on
would be auto
populated after
form has been
submitted

Submission due
date would be
auto populated as
the form is
opened

Select Name of
Bank from the
values available in
the dropdown.

Enter the address
of Bank

Select the account
type from the
dropdown as
either Current or
Savings.

Enter the Bank
account number.

Enter the purpose
of account.

Select ‘whether
registered 23(2)
(C) complied with’

Assistance on Filling Returns
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Field Details

Balance in
account as at
end of
reporting
period

Data Type

Decimal

Assistance on Filling Returns

Field Object Values

as either Yes or
No.

Textbox Enter the balance
in account as at
the end of
reporting period

Form T- Details of Group companies for an Insurance Broker:

The below table provides guidelines for Data Submission of Form T Returns (Annual

Returns) .

Field Details

Name of Concern

Shareholders
Unique ID
(Indian : PAN No)
(Foreign : Tax ID)

Address

Type of activity
handled

Nature of Interest
of Promoter/
Director

Nature Of interest
with applicant
company

Version 9.0

Data Type

Varchar

Varchar

Varchar

Varchar

Varchar

Varchar

Field Object Values

Text box Enter the name of
Concern.

Text box Enter the
Shareholders
Unique ID.

Text box Enter the address.

Text box Enter the type of
activity handled.

Text box Enter the nature of
interest of
Promoter/
Director of the
group company

Text box
Enter the nature of
interest of the
group company
with the applicant
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Field Details

Data Type

Field Object Values

Details of Group companies for a broker

company.

Assistance on Filling Returns

Name of Concern Varchar Text box Enter the name of
Concern.
Shareholders Text box Enter the
Unique ID Varchar Shareholders
(Indian : PAN No) Unique ID.
(Foreign : Tax ID)
Address Varchar Text box Enter the address.
Type of activity Varchar Text box Enter the type of
handled activity handled.
Nature of Interest Varchar Text box Enter the nature of
of Promoter/ interest of
Director Promoter/
Director of the
group company
Nature Of interest Varchar Text box Enter the nature of

interest of the
group company
with the applicant
company.

with applicant
company

Form H- Spread of Business during the year ending- (Regulation 20):

The below table provides guidelines for Data Submission of Form H Returns (Annual
Returns).

Field
Object

Field Details Data Type Values
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Field Details Data Type
Year Integer
Insurance Broker Integer
Submitted On Date

Submission Due Date|Date

Name of Client Varchar

Field
Object

Disabled
Text box

Disabled
Text box
Disabled

Text box

Disabled
Text box

Text Box

Assistance on Filling Returns

Values

Year would be auto
populated.

Broker Name
would be auto
populated

Submitted on
would be auto
populated after
form has been
submitted

Submission due
date would be auto
populated as the
form is opened

Enter the name of
Client.

Premium On Direct Insurance Booked for the Client

Fire Decimal
Decimal

Marine

Miscellaneous Decimal

Text Box

Text Box

Text Box

Enter the Premium
amount for fire.

Enter the premium
amount for Marine.

Enter the premium
amount for
Miscellaneous.

Premium On Reinsurance Broking In Respect Of That Client's

Business
Fire Decimal
Marine Decimal

Version 9.0

Text Box

Text Box

Enter the Premium
amount for fire.

Enter the premium
amount for Marine.
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Field Details

Miscellaneous

Total Of All
Clients

Data Type

Decimal

Decimal

Field
Object

Text Box

Disabled
Text box

Assistance on Filling Returns

Values

Enter the premium
amount for
Miscellaneous.

Derived by system,
by adding all the
values in the
respective
columns.

Form K- Professional Indemnity Insurance in force as at (Year):

The below table provides guidelines for Data Submission of Form K Returns (Annual

Returns).

Field Details

Year

Insurance Broker

Submitted On

Submission Due

Date

Name of Insurer

providing PI
Cover

Version 9.0

Data Type

Integer

Integer

Date

Date

VarChar

Field Object Values

Disabled Year would be auto

Text box populated.

Disabled Broker Name would

Text box be auto populated

Disabled Submitted on would

Text box be auto populated
after form has been
submitted

Disabled Submission due

Text box date would be auto
populated as the
form is opened

Combo Box

Enter the Name of
Insurer providing PI
Cover.
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Field Details Data Type Field Object Values
Policy VarChar Text Box Enter the Policy
No/Endorsement No. No/Endorsement
No.
Period of Insurance: Date Text box- Enter the Period of
(From Date) calendar Insurance: (From
option Date).

Period of Insurance: \Date

(To Date) Text box- Enter the Period of
calendar Insurance: (To
option Date).
Sums Insured: Per | Decimal Text Box
Event
(AOA) Enter the Sums Insured:
Per Event
(AOA).
Sums Insured: In Decimal Text Box Enter the Sums Insured:
Aggregate for the In Aggregate for the
Policy Period Policy Period
(AQY) (AQY).
Basis of Indemnity |Decimal Text Box Enter the Basis of
(On claims made Indemnity.

basis or on loss
occurring basis)

Deductible: Decimal Text Box Enter the
Deductible

Premium for the Decimal Text Box Enter the Premium

cover: for the cover.
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Assistance on Filling Returns

Field Object Values

Combo Box |If Requirements are

complied with then enter
‘Yes’ else enter ‘No’.

Field Details Data Type
Whether VarChar
requirements for the
Regulation 24, sub-

regulation (4) and (5)

are complied with?

(Yes/No)

Please State The Decimal
Relevant

Percentages

Enter the relevant
percentage.

Text Box

Form Q- Financial data for Insurance Brokers:

The below table provides guidelines for Data Submission of Form Q Returns (Half

Yearly Returns).
Field Details

Year

Half Year

Insurance Broker

Submitted On

Submission Due Date

Income Data
Direct Insurance

Version 9.0

Data Type Field

Integer

Integer

Varchar

Date

Date

Decimal

Values
Object

Disablec Year would be auto
Text box populated.

Disablec Half Year would be
Text boxauto populated.

Disablec Broker Name would
Text boxbe auto populated

Disablec Submitted on would

Text boxbe auto populated
after form has been
submitted

Disablec Submission due date

Text boxwould be auto
populated as the form
is opened

Text Bo) Enter the amount for
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Field Details

remuneration

Reinsurance Decimal
remuneration

Advisory fees Decimal
Insurance consultancy Decimal
Investment Income Decimal
Others Decimal

Investment Data

Group Companies (Amount Decimal
For Current year (As per
selection))

Group Companies Varchar
(Remarks from Statutory

Auditor (if Any))

Equity(Amount For Current Decimal
year (As per selection))

Equity(Remarks from Varchar
Statutory Auditor (if Any))
Debt(Amount For Current |Decimal
year (As per selection))
Debt(Remarks from Varchar

Version 9.0

Data Type Field

Assistance on Filling Returns

Values
Object

Direct Insurance
remuneration

Text Boy Enter the amount for
Reinsurance
remuneration

Text Boy Enter the amount for
Advisory fees

Text Boy Enter the amount for
Insurance consultancy

Text Boy Enter the amount for
Investment Income

Text Boy Enter the amount for
Others.

Text Boy Enter the amount for
Group Companies (For
Current year (As per
selection))

Text Boy Enter the remarks
from Statutory Auditor
for Group Companies
(For Current year)

Text Enter the Equity(Amount
Box For Current year (As per
selection))

Text Boy Enter the remarks for
Equity from Statutory
Auditor.

Text Boy Enter the amount for
Group Companies (For
Current year (As per
selection))

Text Bo) Enter the remarks
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Field Details Data Type
Statutory Auditor (if Any))
Loans/ Advances given Decimal

directly or indirectly to
group companies(Amount
For Current year (As per
selection))

Loans/ Advances given Varchar
directly or indirectly to
group companies(Remarks

from Statutory Auditor (if
Any))

Others(Amount For Current Decimal
year (As per selection))

Others (Remarks from Varchar
Statutory Auditor (if Any))
Total Decimal

Version 9.0

Assistance on Filling Returns

Field
Object

Values

from Statutory Auditor
for Debt.

Text Boy Enter the amount for
Loans/ Advances given
directly or indirectly to
group companies (For
Current year (As per
selection)).

Text BoyEnter the remarks
from Statutory Auditor
for Loans/ Advances
given directly or
indirectly to group
companies.

Text Boy Enter the amount for
others(For Current year
(As per selection))

Text Boy Enter the remarks
from Statutory Auditor
for Others

Disablec Derived field by system, by

Text Boyadding all the amounts for
current year in this
column.
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P_ay Penalty

IRDA may levy a penalty on you if you are found guilty of misconduct or there is delay in
submission of your returns. In Pay Penalty, you need to pay the penalty amount
imposed on you.

To pay the penalty amount:

1. Click Broker tab.

2. Click Pay Penalty. The Pay Penalty screen is displayed containing the list of
penalties that you need to pay.

Pay Penalty

Select Penalties to Make Payment
B Penalty ki Amourt Penaty Detals
P178888221112 5,000

View Penalty Detsds

Toted Amourt. 0

e pomers | crct |

Figure 148: Pay Penalty Screen
The fields in the Pay Penalty screen are explained in the following table.

Field Description

Penalty Id | Displays the id of the penalty imposed.

Amount Displays the amount of the penalty imposed.
Penalty Click the View Penalty Details link to view
Details details of the penalty imposed.

3. Click the check box icon corresponding to the penalties that you want to pay.
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' T Woeer 1
Usar Promde | Liiker |
Lteting Fenaog Aoy Olmtfontion | View Appicetion ststus | View Ucedee Detate | Setene | Puy Pesally

LiL] ‘ =)=
l_
~ Pay Penalty =)=

N sy oo

Sesnct Paraihes to Mass Baymed
B Pansdy 4 Atourd Panaty Detads

= W PSres2IMY) w0 e Paryaty Detonds
Totsd Bonount so0c

Figure 149: Total Amount Displayed in the Pay Penalty Screen

4. The total amount that you have selected to pay is displayed in the Total Amount
field.

5. Click Make Payment. The Make Payment screen is displayed.

Licamang | Parciing soe Owibsation | Vidw Acpicaton shalus Vrw Licawrss Detase | Bliane | Pay Porsilly

":MN ' PayPenaly Sl
oy Penniny] B Make Payment
Select Paymeat type:  '® Pwrmar resgh 0O Paymania I oegh MEFTRTGS
=

Figure 150: Make Payment Screen

6. Select the desired payment type and click Go to make payment through that
type. The different payment types are explained below.

e Payment through DD - Select this payment type if you want to make
your payment through demand draft. You need to create the demand
draft first and then enter its details in this payment type. The fields in this
payment type are explained in the following table.

Demand Draft Detalls

strumem Mumber Amount to be pald (Rs.i 5,000
Sk liere Amownt ¢4 etrument (R ol
alrumer Cate [ia)
T i

Figure 151: Demand Draft Details Screen

Field Description

Instrument number Enter the demand draft number.

Amount to be paid (Rs.) The amount payable is displayed by default.
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Bank Name Enter the name of the bank from which you
created the demand draft.

Amount of Instrument (Rs.) |Enter the amount of the demand draft.

Instrument Date Select the date when you drew the demand
draft.

e Payment through NEFT/RTGS - Select this payment type if you want to
make your payment through NEFT/RTGS. For this payment type, you
need to make payment to IRDA through NEFT/RTGS and then enter the
payment details in this payment type. The fields in this payment type are
explained in the following table.

NEFT/RTGS Details

Anowiengenent e Amount 10 be paid (Rs.] £,080

> L4}
0lEl

Figure 152: NEFT/RTGS Details screen

Field Description

Acknowledgement No. Enter the acknowledgement number received
after making the online payment.

Amount to be paid (Rs.) The amount payable is displayed by default.

Bank Name Enter the name of the bank through which you
made the payment.

Enter your IFSC code Enter the IFSC code of your bank branch.

Date of Payment Select the date when you made the payment.

Enter your Account Enter your bank account number.

Number

Amount of Payment (Rs.) Enter the amount of the payment made.

7. Enter the necessary details for the selected payment type and click Submit. An
Acknowledgement dialog box is displayed containing the Unigue Reference
Number (URN).

8. Click OK.
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Error Handling

The below table provides a list of Error messages displayed during invalid/wrong
submission of details in New License, Duplicate License, Renewal license, Changes in
Licensing Category, Returns applications.

Application Scenario Message Type
Data not entered = Field is Mandatory = Input field
in Input fields
Pin code Please enter Input field
proper pin code
value
Date Selection Cannot be a date = Date/Calendar
from future field
Date Selection Date cannot be Date/Calendar
Past or Present field
Date
Add director Enter at leasttwo = Table data
details director details
File not Upload file for xyz | File Upload
uploaded
Add shareholder = Total foreign Table Data
details with holding paid up
foreign holding capital cannot
exceeding 26%  exceed 26%
N_ew Paid up capital Paid up capital Input field
License/Change | for cannot be less
in License Organization's than xyz (amount)
Category Capital structure
not matching
business
rule(minimum
capital required
for Broker
category)
If following Capital amount Input field
condition is not <xyz> cannot be
satisfied less than or equal
"Authorized to <abc> for given

Version 9.0

capital>Issue
capital>Paid up
capital” for

year
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Renewal
license

Version 9.0

Capital structure

Fixed Deposit
Details If FD
amount entered
IS not proper

Uploading files

Uploading files

Date selection

Date selection

Data not entered
in input fields

Paid up capital
for
Organization's
Capital structure
not matching
business
rule(minimum
capital required
for Broker
category)

If following
condition is not
satisfied
"Authorized
capital>Issue
capital>Paid up
capital” for
Capital structure

Uploading
document

File not
uploaded

Data not entered
in Input fields

FD amount should
be minimum 20%
of paid up capital

file should be of
type .PDF or
.DOC

File size exceeded

From Date cannot
be after To Date

Date of
processing cannot
be future date

Field is mandatory

Paid up capital
cannot be less
than xyz (amount)

If following
condition is not
satisfied
"Authorized
capital>Issue
capital>Paid up
capital” for Capital
structure

file size is greater
than 3 MB
please upload a
file less than 3 MB

Upload file for xyz

Field is mandatory

Error Handling

Input field

File upload

File upload

Date/Calendar
field

Date/Calendar
field
Input field

Input field

Input field

File upload

File upload

Input field
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Duplicate
License

Version 9.0

Uploading files

Data not entered
in Input fields

Uploading files

Uploading
documents

Data not
selected from
the dropdown

Input fields left
blank

User Selects
Future date

User is not able
to enter more
characters in the
input field

User tries to
upload without
specifying the
file path

User tries to
upload without
specifying the
attachment
details

Mandatory fields
not entered

Data other than
numeric values

entered for
numeric input
fields

Clicking on
View/Print

file should be of
type .PDF or
.DOC

Field is Mandatory

file should be of
type .JPEG or
.GIF

file size is greater
than 3 MB ,
please upload a
file less than 3 MB

Field is Mandatory

Field is Mandatory

Date should not
be greater than
the present date

No error Message
will be displayed

Please browse
and select a file to
upload

Please provide

Attachment
Details

Field is
Mandatory.

Enter a numeric

value instead of "

No Submitted
Returns Found

Error Handling

File Upload

Input field

File Uplaod

File Upload

Drop Down By
Key

Input field

Date/Calendar

Input field

File Upload

Input field

Input field

Input field

NA
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Returns

Version 9.0

Submitted
forms, Edit
Submitted forms
when no

submitted
returns exist for
that period

Trying to fill
returns of a
future period
before filling in
the current
period

Trying to submit
returns for a
period when all
the forms are
not filled

Click on Upload
form button->do
not select a
document->click
on upload

For This Period

You cannot
proceed with this
until pending
returns are
submitted

Some of the forms
belonging to this
bunch are not yet
filled

Please check the
data entered.

Error Handling

NA

NA

File Upload
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Frequently Asked Questions

1) What happens if my Master ID (Corporate Broker) is deleted?
If your account is deleted, then you have to re-register yourself in the portal.
2) How to login into portal, if | Forget My Password?

Use Forgot Password/ Change Password link on Login Page to retrieve your
password. (Forgot Password/Change Password)

An Email will be sent to you on successful updations, use the information
provided in mail to login again.

3) How to login into portal, after 3 failed attempts?

On 3 failed attempts of login, the account gets locked. Contact IRDA to unlock
the Account.

4) Can | create any number of Sub IDs (Directors and Employees) for my
organization?

No, you can create maximum of 3 Sub IDs: 2 Directors, 1 Employee Sub ID. To
Create New Sub IDs, one of these IDs must be deleted. (Description of Menu
Tabs)

5) What is difference between Broker Director and employee roles?
Broker Director and employee are the Sub IDs created by Corporate Broker.

e A Broker Director can fill the License Applications & Returns (Quarterly,
Annual, Half yearly). He can attach Digital Signature to the Authorized
Applications. He can submit the Applications & Returns as well.

e Employee can only enter/ Fill the License Application forms & Returns. He
can submit the applications & Returns only after Digital Signature is signed
by Authorized Directors.

6) How do | update Organization address & Name?
You can update various details of Organization addresses, Name,

Miscellaneous Details using Changes during Licensing period. (Changes during
Licensing Period )
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7) What is the difference between View submitted forms and View application
status?

View Submitted forms button is used only to view the already submitted Returns
& applications (New, Duplicate, and Renewal).

View Application Status shows various Application statuses for the applications.
(View Application Status)

8) What is the difference between View Application Status and View License
Details?

View Application Status is used to view Approved, Pending and Closed
Applications. (View Application Status)

View License Details displays various details of License No., Category, and
Status. (View License Details)

9) How can | Submit additional Documents, when more Clarifications are asked
by IRDA?

You can submit additional information and documents through “Pending for
Clarification”. (Pending for Clarification)

10) What options are available to make Payment?

You can Make Payment by two means. They are: Demand Draft, NEFT/RTGS
Details options. You can use Credit card, Debit Card for making these
payments. (Pay Annual Fees)

11) How would Brokers receive acknowledgement regarding their applications and
returns?

An Email Notification will be sent to you on Submission of Applications and
Returns.

You will also receive notifications and Emails on approval, issuance of Licenses,
Pending for clarification or on Delay in submission of any application.

12) How can | track my Payment details for Penalty?

Use Pay Penalty to make payment for Penalty. (Pay Penalty )
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Glossary

A

Audit
An official inspection of an individual's or organization's accounts, typically by an
independent body

Auditor
A person who conducts an audit

Account locked
A scenario in which a user has made three unsuccessful attempts to login to the portal

Broker
One that acts as an agent for others, as in negotiating contracts, purchases, or sales in
return for a fee or commission.

Indemnity Insurance
An insurance policy that aims to protect business owners and employees when they are
found to be at fault for a specific event such as misjudgment

BAP
Acronym is Business Analytics Project

Brokerage Income
A fee or commission charged by a broker.

Balance Sheet

A financial statement that summarizes a company's assets, liabilities and shareholders’
equity at a specific point in time

C

Capital
Capital refers to sums of money or assets put to productive use.
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Claims
Legal demand or assertion by a claimant for compensation, payment, or reimbursement
for a loss under a contract, or an injury due to negligence

D

Direct Insurance
Non-life (general) insurance in which an insurer is directly responsible to the insured,
without involving a reinsurer

Dividend
A sum of money paid regularly (typically quarterly) by a company to its shareholders out
of its profits (or reserves).

Debentures
An unsecured loan certificate issued by a company, backed by general credit rather
than by specified assets

FDI
Foreign direct investment; investment by a company in a country other than that in
which the company is based

Insurance Institute of India

Insurance Institute of India conducts training and exams for insurance professionals in
India. Its objective is to promote insurance education and training in the country.

It ensures quality in the profession of surveyors by regular up gradation of professional
excellence through training programs and seminars.

IRDA

Insurance Regulatory and Development Authority of India is the apex body that
regulates the insurance industry in India.
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Life Insurance
Insurance that pays out a sum of money either on the death of the insured person or
after a set period.

M

Master ID
Master ID is the Registered Corporate Broker ID, which can be used to create 3 Sub
IDs further. They are 2 Director ID, 1 Employee ID.

Outstanding Amount
Outstanding refers to the amount owed.

Premium
An amount to be paid for an insurance policy

Policies
A contract on Insurance

Pending clarification
Applicants need to provide clarifications and attach additional documents as required by
IRDA during application processing.

Reinsurance

Reinsurance is insurance that is purchased by an insurance company (the "ceding
company" or "cedent” under the arrangement) from one or more other insurance
companies (the "reinsurer") as a means of risk management

Reminder Email

A set of E mails sent by IRDA to the users on their registered Email ID when any action
is required from them
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Remuneration
Money paid for work or a service.

Retrieve credentials
A process through which the user can retrieve their login credentials by entering
mandatory information.

Shareholder
An owner of shares in a company

Share Capital.

Share capital or capital stock (US English) refers to the portion of a company's equity
that has been obtained (or will be obtained) by trading stock to a shareholder for cash
or an equivalent item of capital value

SSLC
SS LC (Secondary School Leaving Certificate) is the certificate received after
completion of secondary schooling (10th Grade).

Sub ID
Director and Employee IDs created by the Corporate Broker (Master ID) are called as
Sub IDs.

URN / Unique Reference Number
The unique reference number that is generated when users successfully submit any
application to IRDA
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