Annexure – 5
Members desirous of appointing Authorized Person have to submit an application online through BSE portal:
Member has to visit BSE portal at URL: http://connect.bsewebx.co.in

The Login ID and Password will be communicated to member through the official email address submitted by members to the membership Compliance Department. Member has to login and change the password immediately by filling up the required information on BSE portal. 
For resetting of password please submit a request on member’s letter-head  mentioning the name of person and its email address on which BSE will send new password. 
System Requirements (hardware & software):

For client machine configuration please refer below:
Client Machine Configuration 

	HARDWARE 
	SOFTWARE 

	256 MB RAM or above 
	Windows XP Professional 

	Color SVGA Monitor  
	Internet Explorer 6.0 or above & SP1 (1024X 768 Display) 

JVM  MDAC2.8 or above only for machines from where processing is to be done 


To fill-up the details in the application form on BSE Portal for registration of authorized person, member may please go through snap shots attached as Annexure – 5a.
Procedure to be followed for appointment of Authorized Persons is as given below:

· Upon receipt of request from members through BSE Portal, the status of application on BSE Portal shall be displayed by default as ‘Documents awaited’ with remarks shown as ‘physical documents to be submitted within 7 calendar days of the request through BSE PORTAL. The checklist, forms and format of application for appointment of authorized person is enclosed as Annexure – 2.
· In case of non-receipt of physical documents within 7 calendar days as aforesaid, on the 8th day the status in BSE PORTAL shall be changed to ‘Documents Not Received’ in which case, the member has to apply again and resubmit application through BSE PORTAL and submit physical documents within 7 days of request.
· In case of receipt of physical documents within 7 calendar days of BSE PORTAL request, on the subsequent day of receipt of documents, the status in BSE PORTAL shall be changed to ‘Documents Received’.
· After receipt of physical documents from the members, The physical documents and the information submitted through BSE PORTAL shall be scrutinized as per the checklist, forms & formats enclosed as Annexure -2.
· Upon scrutiny, if the physical documents are found complete, the status in BSE PORTAL shall be changed to ‘Under Process’.
· In case of in-complete documents, the application shall be returned to the member highlighting the deficiencies in the application. The status in BSE PORTAL shall be changed to ‘Returned to Member’ 
· Upon re-submission of application on BSE PORTAL, the member shall also submit physical documents within 7 calendar days of re-submission request on BSE PORTAL. In such cases an application may be re-submitted by clicking ‘Resubmission’ option.

· The application shall be placed before Approving Authority for granting approval for appointment of Authorized Person. Upon receipt of appointment approval from the approving authority the status on BSE PORTAL shall automatically get updated as ‘Approved/Appointed’ and the same will be disseminated on our website with the details of appointment.
· Members may withdraw their registration application only up to ‘Documents Received’ status. After withdrawal the status of application will be shown as ‘Withdrawn’.

Follow the below said procedure for Cancellation of Authorised Person:
· Upon receipt of cancellation application of authorized person from members with physical documents as per checklist, forms and format enclosed as Annexure – 3, the Exchange will process the same.
· If the documents submitted are incomplete and not as per checklist they will be returned to member intimating the deficiencies in the application. Member may resubmit the same after rectifying the deficiencies observed by the exchange.
· If the documents submitted are complete as per checklist they will be further processed by the Exchange and intimation of cancellation of authorized person will be sent to member.
