
 

 

STANDARD OPERATING PROCEDURE 

CINEFIL PRODUCERS PERFORMANCE LIMITED 

DATA MANAGEMENT 
 

1. DATA COLLECTION PLAN 
 

• A TIMELINE FOR COLLECTING THE DATA 
 

• A BUDGET FOR THE DATA COLLECTION (FROM DATA COMPANIES) 
 

• A LIST OF THE INFRASTRUCTURE (SYSTEMS, STAFF ETC.) 
 

• A PLAN FOR PROTECTING THE PRIVACY OF DATA (SERVER) 
 

• BIFURCATION OF DATA 
 

2. MAKING A LIST OF CLIENTS 
 

• NAME OF ESTABLISHMENT (i.e. HOTEL, MALL, HOSPITAL etc.) 
 

• TYPE OF ESTABLISHMENT (i.e. HOTEL, MALL, HOSPITAL etc.) 
 

• CATEGORIES OF CITY (i.e. A,B,C.) 
 

• TARIFF CODE 
 

• ADDRESS 
 

• EMAIL ID 
 

• CONTACT PERSON NAME 
 

• CONTACT NUMBERS 
 

• DATE OF SENDING INTRO LETTER 
 

• DATE OF SENDING FOLLOW UP LETTER 
 

 
 
OPERATIONS 

 
• DAY 1 

 
INTRODUCTION LETTER TO CLIENTS 

E-mail 

S.N.
NAME OF ESTABLISHMENT 

(i.e. HOTEL, MALL, 
HOSPITAL etc.)

TYPE OF ESTABLISHMENT 
(i.e. HOTEL, MALL, 

HOSPITAL etc.)

CATEGORIES OF CITY 
(i.e. A,B,C.)

TARIFF 
CODE

ADDRESS EMAIL ID
CONTACT 
PERSON 

CONTACT 
NUMBERS

DATE OF 
SENDING 

INTRO 
LETTER

DATE OF  
SENDING 

FOLLOW UP 
LETTER

DATE OF 
SERVING 

LEGAL 
NOTICE

1
2
3



 

 

WhatsApp 
Postal 
 
E- mail Subject : MANDATORY LIECENSE TO COMMUNICATE THE CINEMOTOGRAPHIC FILM WORKS TO THE 
PUBLIC 

 
• DAY 15 

 
FOLLOW-UP/ REMINDER LETTER TO CLIENTS 

E-mail 
WhatsApp 
Postal 

 
• DAY 30 

LEGAL NOTICE TO CLIENTS 
E-mail 
Via registered post (Mostly by Cinefil Legal Head) 
 
 

 
(Call mails to ceo@cinefilindia.com and 
licensing@cinefilindia.com ) 

PROCEDURE 
 
 

• Fill License application form 
• Send estimate/proforma invoice to the client 
• Receive payment in favor of Cinefil 
• Raise tax invoice 
• Issue a license 

 
 
 
 
 
 
 
Fill License application form 
Send estimate/proforma invoice to the client 
Receive payment in favor of Cinefil 



 

 

Raise tax invoice 
Issue a license 
 
SOP ( Standard Operating Procedure) No :1 - First and foremost , to 
submit the proposed list of Clients (category-wise) to CINEFIL that u 
intends to send the INTRODUCTION LETTER. No:2 The said datas are 
uploaded on CINEFIL’s system and then written confirmation is given 
to DSA / Employee by CINEFIL to forward the introduction letter with 
FORM as enclosure. No:3 After sending Intro letter with FORM, 
follow up is done daily by DSA/ employee  to get the FORMS 
Completed. Reminder to be sent  or not, it’s the prerogative of DSA 
/ Employee considering the business relationship , market reality etc.  
No :4 On the basis of the FORMS  received, then only PI will be 
prepared accordingly and the copy of the PI is will be sent to the 
clients(s)  ( and not before - V.V.V Important) . Further, copies of all 
the said PI(s) should be marked to  CINEFIL’s CEO, Chairman , Admin 
& Media-Lexicon. * Therefore at the stage of Point No : 3 and 4 only, 
payments are received by the establishments for CINEFIL. No: 5  on receiving the payments , we have an 
Internal Audit Committee (IAC) which does the due diligence of FORM, PI & Payments received to check the 
variances, checking etc,  if any and who gives the green-lit to issue the TAX INVOICE and CPL ( CINEFIL 
Performance License ) ASAP. * Meanwhile , during this interim period of Point 2 to 5 , if any Legal reply or 
notice to be sent, you have the liberty to send the mail to us anytime with a copy to CEO , Chairman & Admin 
but it should be listed very clearly with 5 ( FIVE) critical Fields  and (i.e) - A) how many introduction letter u 
have sent with FORM  which should match with your Data  that you have submitted to CINEFIL as per Point 1 
above. B) How many PI(s) have issued , C) how many clients have paid  D) how many are under process and 
E) the most important field, how many have not responded which is more important for the Law Firm to send 
the Legal notice. No :6 On the basis of report of Internal Audit Committee, TAX INVOCES are made and 
immediately CPL ( CINEFIL Performance License ) are issued. 


