PROCEDURE TO BE FOLLOWED WHEN EQUITY SHARES OF A COMPANY ARE HELD IN PHYSICAL FORM INSTEAD OF DEMAT.
The procedure is as follows :-
1. First write a letter to the Company giving the distinctive No, Qty, F.V. etc of shares along with your demat details. 

2. Submit a DRF, signed by the account holders as it appears in the company records to your D.P.

3. Obtain an acknowledgment from the DP on handing over the share certificate(s) alongwith the DRF.
4. Demat confirmations are required to be completed in 21 days as against 30 days (excluding time for dispatch) for physical transfer.
5. Receive a confirmation statement of holdings from the DP.
In case the shares in physical form are lost/misplaced and needs to be converted into demat form :
Then in addition to the above also follow:-

6. After the first letter to the company register an FIR in the police station in your area giving the distinctive No’s. (if you do not have the distinctive No’s write a letter to the company alongwith the proof of dividened receipt asking for the same).

7. Submit the FIR copy to the Company.

8. Sign a indemnity bond given by the Company.

9. After the individual signs the indemnity bond and takes all the responsibility of owning the responsibility of misplaced shares & its further consequence, the Company has to place an advertisement in newspaper.

10.  If nobody within that stipulated period appears before the company being a bonafide  

      holder of those shares, then the company issues a duplicate share certificate.

11.  Thereafter from point (2) to (5) follows.
