EIH LIMITED

(A Member of Oberoi Group) 

INVESTOR SERVICES - FAQs

1. 
I want to transfer shares held by me in physical form. What is the procedure for the same?
Please note that the shares of the Company are subject to trading in compulsory demat form. Hence, if you are holding shares in physical form and wish to sell the shares to a third party through a Stock Exchange, please get the shares dematerialized and credited in your demat account maintained with your Depository Participant (DP). You can then approach your broker for sale of shares held by you in dematerialized form. 
Shares held in physical form are not transferable.

2. 
The shareholder(s) who was/were holding shares in your Company has/have expired. I want to get the shares transmitted in my name. What is the procedure?
The procedure for Transmission of shares held in physical form is as under:
a) Shares held jointly in two or more names:
In case the shares are held jointly and one of the joint holder has expired, the shares will be transmitted in the name of the surviving joint holder(s), on submission of a request letter duly signed by the surviving joint holder(s), self attested copy of PAN card of the surviving holders, along with a attested copy of the death certificate of the deceased joint holder attested by a Notary. The original share certificate must accompany the request letter and the death certificate. Suitable changes will be made on the share certificate and returned to the surviving joint holder(s);

b) Shares held in a single name: 

In case the shares are held in a single name and the shareholder has expired, the surviving legal heir(s) must submit the following documents to enable the Company to effect transmission of shares:
  (I)  If the Market value of shares held by the shareholder is more than Rs.5,00,000 (Rupees five lacs):
1. Transmission form/application  duly signed by the legal heir(s);
2. Death certificate of the registered shareholder duly notarized; 

3. Original Share certificates;
4. Probate of the Will or Succession Certificate, or Letter of Administration, as applicable from a Competent Court; 

5. Copy of self attested KYC documents like PAN Card, Aadhar Card etc of the legal heir(s).
(II)If the Market value of shares held by the shareholder is less than Rs. 5,00,000 (Rupees five lacs):
        1. Transmission form/application  duly signed by the legal heir(s);
       2. Death certificate of the registered shareholder duly certified/notarized; 

3.  Original Share certificates; 

4.  Duly Executed and notorized Affidavit and Indemnity on appropriate stamp paper applicable in the State where executed;
5.  No Objection Certificate(s)/Deed of relinquishment, if necessary, from legal heirs other than the applicant;
6. Legal heir certificate from a competent court/ 1st Class judicial magistrate;
7. Copy of self attested KYC documents like PAN Card, Aadhar Card etc of the legal heir(s).
(III) Registered Nominee

In case the deceased single shareholder has submitted a nomination form to the Company and the nominees name and address is duly registered with the Company, the registered nominee may submit the share certificate along with the original communication from the company registering his/her name as nominee, duly notarized death certificate of the original shareholder and other relevant documents as may be required by the Company to prove that the nominee registered with the Company is the same person in which case, the shares of the deceased single shareholder will be transmitted in the name of the Registered Nominee without going through the aforesaid process. 

c) Transmission when the shares are lost/misplaced/ destroyed 

Where the share certificate(s) in respect of the shares to be transmitted are lost/misplaced/destroyed, you need to follow the procedure for issue of duplicate shares in addition to the transmission procedure as above. 

Please note that if the deceased shareholder was holding shares in dematerialized form, all the aforesaid details are to be given to the depository participant (DP) with whom the deceased shareholder maintained his / her demat account. Please check with your DP for further details.
3. 
The share certificates in respect of shares held by me have been lost/misplaced. How do I get the duplicate share certificates? Can these shares be directly credited to my demat account?
In case shares were held in physical form, issue of duplicate physical shares been discontinued. In case you have lost/misplaced your share certificate, the Company will issue a Letter of Confirmation on submission of the following documents:

· A formal application for issuing duplicate share certificate, signed by all the shareholder(s); 

· Original FIR filed with the police station; 

· An indemnity bond;
· An affidavit;
· Demand Draft for Rs.1,000/-towards part cost of newspaper advertisement;
· Self attested copy of KYC documents like PAN Card, Aadhar Card etc.
The shares in respect of the lost share certificates will not be credited directly to your demat account. After completion of duplicate share certificate formalities, you will have to follow the procedure for dematerialization of shares on the basis of receipt of letter of confirmation as aforesaid.
4. 
The share certificates I hold in respect of shares have been torn/ mutilated/ destroyed. I want a replacement certificate to be issued against this share certificate. What is the procedure for the same?
For issue of replacement share certificate against torn/mutilated/destroyed share certificate, you will need to make a formal application to the Company on plain paper, with a request to issue replacement share certificate. Along with the application, submit to the Company the torn/mutilated/destroyed share certificate in original. The Company will issue letter of confirmation against torn / mutilated / destroyed share certificate and you will have to follow procedure for dematerilization of shares on the basis of receipt of confirmation.
5. 
I hold shares jointly in your company in physical form. I want to delete the name of one or more joint holder(s) on account of his/her death or for any other reason. What is the procedure for the same?
In case you are holding shares with one or more persons jointly, and you want to delete the name of one or more of the joint holder(s) on account of his/her death, please make an application to the Company on plain paper, signed by all the surviving holders. The application must be accompanied by a Notarized copy of the death certificate of the deceased joint holder(s) and the relevant share certificate. The name of the deceased joint holder will be deleted and the share certificate will be returned to you.

In case you want to delete the name of the joint holder(s), other than in case of his/her death, you will need to follow the procedure for transfer of shares which is only possible if the shares are in demat form.
6. 
I hold shares in more than one folio in your company and want to consolidate all my holdings in one folio. What is the procedure for the same?
If the shares are registered in the same names(s), signature and same order under different folios, shares can be consolidated under one folio. You are required to send all share certificates under different folio with a covering letter duly signed by all the shareholder(s) and copy of self attested pan card.

The Company will issue fresh Letter of Confirmation under consolidated folio and you will have to follow procedure for dematerlization of shares on the basis of receipt of letter of confirmation.

7. 
I want to stop the transfer of shares because of loss of share certificate or otherwise. What is the procedure for the same?
If you wish to stop transfer of shares, because the shares certificate (s) have been lost or misplaced, please make an application to the Company/Registrar on plain paper, duly signed by all the registered holders, with or without an FIR lodged with the police. If you submit this letter without FIR, a temporary stop transfer request will be registered on your folio. You will need to submit the FIR lodged with the police for loss of share certificates within 15 days of submission of this letter and a prohibitory order of a court of Competent authority within 60 days of submission of letter failing which the stop transfer request will be removed by the Company. If your letter for stop transfer is sent with the FIR lodged with the police and/or the court order, a permanent stop transfer will be registered against your folio. This stop transfer will remain in force till you apply to the Company for removal of stop transfer.

8. 
I have changed my residence. Therefore, I want to change the address as appearing in your records, so that all future communication can be sent to my new address. What is the procedure for the same?
If you are holding shares in physical form, please send an application, duly signed by all the registered holders, to the Company, stating the new address which has to be incorporated in the records. The application has to be accompanied with a copy of any two of the following documents, certified by your bank manager, notary or other competent authority, containing the new address –

· Ration Card; 

· Electricity Bill; 

· Telephone Bill;
· Passport; 

· Driving Licence; 

· Voter Identity Card; 

· Aadhar Card;
· Copy of Bank Pass Book. 
**
Please note that if you are holding shares in dematerialized form, all the aforesaid details are to be given to the depository participant (DP) with whom you maintain your demat account. Please check with your DP for any further details.

9. 
I want to change / update signature in your company. What is the procedure for the same?
If you are an individual and holding shares in physical form, please make an application to the Company, signed by you, in the form, along with the following documents: –
· Your new signature attested by your banker; 

· Copy of any one of the following document (PAN card, Driving License, Aadhar card, Passport etc) containing your new signature certified by your banker or other competent authority 

If you are a corporate holding shares in physical form, your request for change of authorized signatory must be accompanied by a copy of the Board Resolution authorising the new person(s), duly certified by your Director/Company Secretary. In addition to the above, the signature of the new person should also be attested by your Banker. 
In case you are an individual or corporate holding shares in dematerialized form, you need to submit your request for change of signature to your depository participant, along with the necessary documents as may be required by your depository participant. Please check with your DP for further details.

10. 
I want to register a “Nominee” on the shares held by me in your company. What is the procedure for the same?
In case you want to nominate any person as a “nominee” for the shares held by you in the Company, please make an application in the prescribed form (SH-13)  signed by all the registered holders along with a copy of self attested KYC documents like PAN Card, Aadhar Card etc. of the nominee and a photograph of the nominee. The nomination will be registered and an intimation will be sent to you at your registered address confirming the nomination in which the photograph of the nominee will be affixed. Please note that if you are holding shares in dematerialized form, all the aforesaid details are to be given to the depository participant (DP) with whom you maintain your demat account. Please check with your DP for further details.
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11. 
I hold shares in physical form. I want to dematerialize these shares and transfer them to my demat account. What is the procedure for the same?
If you want to dematerialize the shares held by you in physical form, you will have to comply with the following: –

· In case you do not have a demat account, you will have to open a demat account with a depository participant (DP) of your choice. Please note that the demat account must be in the same name(s) as are mentioned in the share certificate. In case of any difference in the names, or in the order of names, the application for demat of shares is liable to get rejected. 

· Once you had opened a demat account, or if you already have a demat account, please approach your DP and fill in the Demat Request Form (DRF) and submit the same to the DP, duly signed by the registered holders, along with the original share certificates. 
· If you feel that your signature on the DRF will not match with the signature registered with the Company, please submit the DRF attested by your Banker for change in signature, if any along with a copy of the self attested PAN card and Asdhar card / Passport.
· The DP will send the application form along with the share certificate / Letter of Confirmation to the Company, who will process the application and arrange to credit the shares to your demat account, if the application form is otherwise in order. 

12. 
I want to register a Power of Attorney/revoke a Power of Attorney duly registered earlier. What is the procedure for the same?
If you want to delegate some of the powers in respect of your shares to some other person, please execute a Power of Attorney (POA) in consultation with your advocate, delegating the rights to a person whose name is mentioned in the POA. Please lodge the duly notarized POA with the Company. Your POA will be registered and an intimation will be sent to you confirming the registration of the POA.

If you want to revoke the POA already registered with us, please send an application duly signed by all the registered holders. We will update the records for POA revocation and an intimation will be sent to you confirming the noting of revocation of the POA.
13.
My Dividend warrant has remained unclaimed /un- encashed by me. What is the procedure for claiming it? 
If your dividend has remained unclaimed/un-encashed by you for any reason, please write to the Company giving full particulars including the year of dividend which remained unclaimed/un-encashed along with cancelled cheque. We will transfer the funds. Please note that the dividend which remained unclaimed/ un-encashed by you for a period of 7 years from the date of its payout will be transferred to the “Investor Education and Protection Fund” of the Central Government. You have to follow the procedure for claiming the dividend from IEPF as mentioned on 
14. 
I want to update my Bank particulars. What is the procedure?
If you are holding shares in physical mode, kindly write to the Company along with a copy of the cancelled cheque and self attested copy of pan card for updating the Bank particulars in the folio. If you are holding shares in demat mode, please contact your DP for changing the bank particulars in your demat account.
15. 
My Surname has been changed after Marriage. What is the procedure?

If you are holding shares in physical mode kindly send an application to the Company along with a copy of the marriage certificate duly attested by your banker or other competent authority. If you are holding shares in demat mode, please contact your DP for change in Surname in your demat account.
