Step by step procedures for opening an account, filing a complaint on

designated email id, and finding out the status of the complaint etc.

The agreement along with the Know Your Client (KYC) and Risk disclosure document (RDD) should be
signed by the client. The required documents should be collected from the clients strictly as per the

documents mentioned in the checklist of the agreement book.

Primary Client Agreement checking by our employee including interview of client

Final Checking by Compliance/principal officer including interview if required

Allotment of Client Code

Uploading the client details to the NSE

On receipt of Valid Report, Confirming the codes allocated to clients

Filing of Client Registration Kit.

Deactivation of Client Code on receipt of written documents from Client and/or from
Compliance Officer/ board of directors.

Half yearly review by Internal Auditors

Identify beneficial ownership and control, i.e. determine which individual(s) ultimately
own(s) or control(s) the client and/or the person on whose behalf a transaction is being
conducted

It is decided by the management that account opening or any other client due diligence process will
not be outsourced to any agency or personnel whatever the case be.



