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Client Acceptance and Registration Policy

e Individual Clients

1. Generally a client is introduced by another existing client or by new/existing branch head /relation managers/
Authorized Persons. However, if a client approaches directly, a proper verification of address, occupation and
credential must be carried out by the Compliance Officer.

2. Know your client (KYC) / Client Registration form must be duly filled up and the information regarding
residence/correspondence address, bank details, depository details must be verified with the original
documents and if required from any other authentic sources.

3. The Client must provide a recent photograph and necessary identity proof and address proof as specified in the
KYC form.

® Non Individual Clients

1. The company will open a trading account for Non-individual entity, if the Partner/ Director/ Karta of
Partnership Firm/ Company/ HUF respectively is our client and he/she has been properly verified as mentioned
for individual clients.

2. Copies of PAN card, financials for last 2 years or from inception of such entity if such entity is not older than 2
years, must be obtained strictly.

3. Shareholding pattern and list of controlling persons must be obtained

4. Photograph of each Partner/Whole time Director/Karta/controlling person and details must be obtained as
specified by the SEBI and Stock Exchange

The registration forms which are duly filled in and signed are collected and sent to the Head Office. In-person
Verification/ Digital KYC is done by the employees/Authorized Person (AP). Verifying Personnel's Name, Designation
Signature and date of verification is marked in the Registration form. Then the client details are entered in the Back
Office software after receipt of the original forms and supporting documents

Defective forms are sent back to the clients/AP for rectification with a covering note. For all satisfactory forms, PAN is
checked with IT site and then required additional details, if any are entered in the back office, based on the Original
form.

For individual clients we have incorporated financial details in our client registration kit and it is ensured that the same
is duly filled by the client and the bank statement for the previous three months and minimum six months for
derivative clients/ last ITR copy is also collected from the clients. For Corporate clients we are collecting at least 2
years’ audited financial statements and income tax return.

Thereafter, the Unique Client Code (UCC) code is generated and activates the account after cross verification of all the
details once again. The Required client details are then uploaded to Commodity Exchange site. After obtaining the
Success file the same is given for mapping in the trading terminal.

A welcome kit including a welcome letter mentioning the Client code, Xerox copy of the Client registration form are sent
to the Client and the proof of dispatch is maintained. The Unique Client Code activated for the client is intimated to the
client by means of E-mail & SMS simultaneously.
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All the Client forms and the supporting documents are kept in safe custody at the Head Office. We have also started the
process of updating the Client details including the financial details at regular intervals. This process is done in co-
ordination with the APs.

Registration Policy

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 Back Office executive.

Final Checking by Senior Back Office Executive including interview if required.

Allotment of Client Code.

Uploading the client details to the MCX or NCDEX by Senior Back Office executive or Compliance Officer
On receipt of Valid Report, confirming the codes allocated to clients by Back office executive

Final Review by Internal Auditors.

Periodical Review of financial data by Compliance Officer on yearly basis of all active clients by Back Office
executive

Deactivation of Client Code by Senior Back Office executive on receipt of written documents from Client and /or
written instruction from Compliance Officer/ Board of Directors.

Intimation in writing to Client regarding deactivation of client code & reason thereof.

Keeping client Registration kit of closed account separately and/or handover records to legal department.
Accounts introduced by ‘deactivated client’ to review & report the same to Compliance Officer.




