Procedure mannual and internal control document

A. Client Registration, Documents Maintenance Procedures
· Client registration form/ booklet (CRF) be made available to the client and explain the contents and requirements in details 
· Upon receipt of duly filled CRF, the same should be thoroughly scrutinized by an officer.
· All the original documents be verified and obtain documents as per SEBI uniform documentary requirements.
· In person verification of the client be done by a director or an officer. In case of clients introduced by the sub-broker, in presence of the Sub-Broker.
· Unique client Code (UCI), to be allotted, the same should be uploaded and reported to the exchange via UCI upload facility available on https://www.bsewebx.co.in
· UCI so allotted be communicated to the client and photocopies of CRF be sent to the client.
Polices

· We shall register clients who are known to the directors and / or clients who are introduced by a known reference.
· In case of clients introduced by the Sub-Broker/remisier, we shall convey our policy to them and ensure the Sub-Broker/remisier implements.
· We shall not entertain walk in clients.
B. Sales Practice Followed By The Trading Member
There is no separate sales or marketing department and as such there is no strategy of aggressive marketing.

The management, through their own effort and through their dealers, shall provide quality service to their clients which in turn will generate business and build goodwill for the organization which will help in getting more clients.

C. Closure Of Client Account / Dormant Accounts

An account shall be closed only upon receipt of a written notice of the clients.

30days notice shall be given for termination of MCA/TPA as per the  relevant clause of the agreement.

Trading desk and back office shall make necessary note of the closure.

D. Order Receipt And Execution.

The orders shall be executed by the dealers which are communicated to them. The mode of communication could be

· Verbal i.e telephonic or in person visit of the client 
· Email
· Fax or any other electronic mode 
· Written orders
Dealers should take care to identify the client before executing the order and take clear and proper instructions.

Dealer shall not exercise any discretion in executing clients order.

Upon execution of the trade, the same shall be communicated to the client telephonically, via email or any other electronic mode in addition to the mandatory contract note which shall be sent electronically / physically at the end of the day.

E. Sending Contract Notes, Daily Margin Statement, Quarterly Statement Of Accounts To Clients

    Contract Note

· We follow the practice of issuing contract cum bill

· At the end of the day, the contract notes should be issued to all the clients who have traded for the day.

· The same should be sent electronically to those who have opted for receiving the same electronically and physical copy of the contract note to be sent to all clients irrespective whether the client has signed up for Electronic Contract Note (ECN) or otherwise

Daily Margin Statement

Daily margin statement shall be generated at the end of the day and shall be sent to the client electronically.

Quarterly statement of Accounts

The quarterly statement of funds and securities shall / be sent to all alongwith error reporting clause within 30 days from the end of the quarter.

Additionally trade details, client ledger, statement of funds and securities and daily margin report are to be uploaded on our website www.sgsecurities.com. A minimum of two month transactions and financial details shall be available.

F. Collection Of  Pay In, Margins, Limits Setting For Exposures & Turnover For Clients, Terminals, Branches & Sub-Broker Level

· A designated officer under managerial guidance shall be responsible for the collection of funds, and securities for pay in for cash segment, and collection of margin and mark to market losses for F&O Segment
·  Top priority shall be given to high value transactions.
· Securities and funds for which the payout has completed, shall be adjusted first towards the clients obligation for the subsequent settlement (Up to T+5) before releasing the funds / securities.
· The management may condone the delay in payment of pay-in / margin obligation before declaring a client defaulter.

· Penalties levied by the exchange for shortage of securities/funds/margins for a client shall be recovered from the client.

The management shall review and monitor outstanding obligation on a daily basis and instruct dealer to take one or all of the following.

· Liquidate / close out all the open position

· Sell securities received from client as collaterals.

· Adjust payout of funds from one segment with that of other.

The client shall be intimated in writing about the above action taken by the management.

Limits Settings

Limit setting for exposure for each TWS terminals and branches shall be done by the Corporate Manager (CM) user id i.e User id 0. The limit settings shall be done by the CM by analysing the past trading history and the market risk prevailing from time to time.

TWS system does not provide the setting up of turnover limits / exposure limits at client level. However, each dealer shall be instructed to execute trades as per the profile of the client handled by them and shall take prior approval from management before executing large trade.

The limits for the clients who are availing internet trading facility shall be set by the designated officer after obtaining consent from the management.

The limit shall be set using FOW admin terminal

G. Monitoring Of Debit Balances

· The account department has been trained to ensure that the clients dues are collected on T+1 basis.

· All the outstanding debit balances are constantly followed up with the client by the back office and the management is informed about the status.

· Long over dues debits if any are handled by the managing director.

· No panel interest shall be levied on long out standing debits.

· The management shall take necessary action including restriction of fresh trading till the dues are cleared; sell securities held as collaterals, reducing existing position, adjustments of credits in other segments etc.

H. Allotment, Surrender Of Trading Terminals 

· The managing directors shall take the decisions about allotment of additional trading terminals at the existing location as and when the need for the same arises.
· The allotment shall be made to a person who has passed the BCSM dealer module and / or is eligible as per the exchange rules to be authorized user of trading terminals.
· The necessary details shall be uploaded to the exchange through BEFS.
I. Opening And Closing Of The Branches / Sub-Brokers Offices

· We do not follow policy of aggressive expansion through opening of branches franchise location / Sub Broker.
· We shall open a branch only if it can be managed by us or any person whom we feel has enough experience and is known to us for reasonable period of time.
· The decision to close any existing branch shall also be made by the managing directors if the need so arises.
· The decision to close a Sub-Broker office will be taken by the management upon receiving a written request from the concerned sub-broker
· The proposals to open office by the Sub-Broker shall be considered favourably if the Sub-Broker has the
· Required qualification
· Necessary infrastructure 
· Reasonable experience 
J. Payment / Receipt Of Funds From/ To Clients.

· The back office shall ensure the receipts of funds from clients for pay-in obligation on T+2 basis. Any deviation shall be reported to the management.
· No cash transactions shall be permitted.
· In case of receipt of funds by ‘Demand Draft’ or ‘Pay order the’ the bankers confirmation shall be obtained.
· Checks shall be provided to ensure that the funds are received from respective clients account.
· The payout of funds shall be done within 24 hours of the exchange payout
· In cases where the authorization for running account is received the same shall be settled  periodically.
K. Receipt / Delivery of Securities From / To Clients

The back office shall ensure that all clients who have sold shares are received in our pool account before the scheduled pay in. Checks shall be in place for ensuring receipt of securities from respective client beneficiary account.

Payout of securities to clients who have bought the shares shall be done directly to the respective beneficiary through exchange by uploading direct payout files before the payout.

Shares that are sold in subsequent settlement shall be retained for intra settlement transfer to complete clients’ obligation.

Shares payout may be withheld in case the funds pay in is not received from client. The shares so withheld shall be released within 24 hours of the receipt of the payment.

L. Square Off Of Positions / Liquidation Of Securities Without Consent Of Clients

The management policy is such that it does not encourage excessive speculative activities and ensures that client trades only after assessing his risk taking capacity and risk profile. Consequently, so far the company has never had to square off the clients’ position due to Margin/Pay in defaults.

In the unfortunate circumstances of such a default occurring, the procedure shall be as under.

· The dealer shall close out / liquidate all outstanding position / securities so as to meet all the outstanding obligation of the client after obtaining written approval from managing director and the compliance officer.

· The client shall be communicated in writing detailing the above action.

M. Policy On Internal Shortages

Internal shortage shall be dealt with by buying the security in the subsequent settlement on behalf of the client who has failed to deliver the securities after obtaining mutual consent of both buyer and seller. In case the security is not available for any reason whatsoever, the same shall be dealt with as per close out policy laid down by the exchange.

N. Transfer Of Trades

The transfer of trades from one client code to another client code may be permitted under following circumstances.

· Punching error notices during the course of trading or post trading.

· Client code wrongly communicated by client while placing the order

· Any other circumstances by recording reasons for such transfer.

The dealer shall take necessary permission from the directors and report the same to the exchange by uploading client code modification file.

O. Investor Redressal Mechanism

We have a dedicated email id for customer grievances and the same is communicated to our clients through letters, websites, contract notes and bills etc.

We have maintained complaint registers at all our dealing offices.



Systems are in place to monitor record and resolve the complaints received.

P. PMLA



Separate policy guidelines.

Q. Power of Attorney

Our company does not have the policy of obtaining Power of Attorney from clients.
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