Annexure C

User manual for creation of CIC

How to Create CIC

1. A DP can create / Delete a CIC through the link “Create CDSL Info centre”, available to the DP through his easiest login. 
2. To create a CIC login, click on “NEW”. You will be asked to enter certain details of the service center where you wish to create a CIC. 
3. Add the relevant details as asked and “SUBMIT”. On submission, you would be asked to print the CIC registration form. 
4. The CIC registration form duly signed by the authorized signatory of CIC and the main DP along with the fees, as applicable,  should be sent to CDSL. 
5. In case a live connected branch of a DP is creating a CIC login, the CIC registration form should be signed by authorized signatory of CIC and authorized signatory of the branch DP. The registration form should also be signed by the authorized official of the main DP after verification of the signature of authorized signatory of branch DP. The main DP should then forward the same to CDSL. 
6. On authentication by CDSL, the password for the CIC login would be sent to the e-mail ID mentioned in the CIC registration form. 
      Map BO IDs to CIC

7. Once the CIC login is created, you can map BO IDs (maximum 999) to the CIC login. For mapping BO IDs to the CIC login, click on the CIC login ID. Further click on “ADD” to map the BO IDs. 
8. Before mapping any BOID to a CIC login, you must obtain an “Authorization letter” from the BO. The format of the “Authorization letter” is available on our website under  ‘ Depository Participant-CIC’. 
9. Record of all authorization letters received from BOs, must be maintained by the main DP. 
10. In case you wish to DELETE any CIC login, select the required CIC login and click on “Delete”.
11. The charges are Rs.5000/- per year (Financial year – April – March), per CIC login which will be billed in the DP’s annual bill.
12. In case you wish to DELETE any CIC login, 15 days’ notice to the BOs informing them about your discontinuation of the said facility has to be given.  Thereafter, you may delete the BOs from the CIC logins.  Once you delete all the BOs mapped to the said logins then can do the same through “DELETE” option.
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