	Sample Dates selected for verification of 
a. Contract Notes 

b. Daily Margin Statement 

c. Collateral Utilization statement 

d. Pay in & Pay out of securities (settlement of securities) 

e. Initial Margin reporting to exchange for derivatives segment
	Dates
29/10/10

9/11/10

15/12/10

20/01/11

24/02/11

03/03/11

	f. Client Code modification in Back Office
	Dates

8/10/10

29/10/10

18/11/10

9/11/10

15/12/10

13/01/11

20/01/11

24/02/11

03/03/11

07/03/11


 

Please provide the following documents of EACH EXCHANGE/ SEGMENT for verification
1. Documented Policies on: 
· Risk Management 

· Customer acceptance & due diligence

· Margin Collection 

· Prevention of Money Laundering 

· Prevention of Insider Trading 

· Investors Redressal 
· Internal Control followed by you with regards to: 

a. Registration of Clients. 

b. Receiving, validating & entering the orders of clients in the trading platform. 

c. Collection and Release of Payments to clients 

d. Collection and maintenance of Margins. 

e. Collection and delivery of Securities to the clients. 

f. Monitoring of Branches / Sub-Brokers /DP Operations etc. 

g. Operations & Compliance Requirements. 

h. Payment of Dividend etc 

i. Continuity planning / alternate plan in case of disasters. 

2. Approval for Pro-Trading 

3. Permission obtained for internet trading. (If facility is there.) 

4. Board resolution for signing the contract note. 

5. Stock broker indemnity policy(Insurance policy of BSE & NSE) 

6. Appointment letter and dispatch proof of compliance officer 

7. Appointment letter and dispatch proof of principal officer.
8. Letter intimated to the exchange for registration of trading member with other exchange, if any.

9. Board resolution & letter intimated to exchange for any change in shareholding pattern.

10. Copy of first contract note of the financial year 

11. Copy of latest contract note 
12. Sample copy of security ledger

13. Sample copy of POA

14. Sample copy of Daily Margin and collateral utilization statement 
15. Sample copy of KYC. (Individual & non individual).
16. Sample copy of welcome letter. 
17. Sample copy of statement of funds & securities. 
18. Sample copy of Annual STT statement given to the client(Clientwise-Scripwise) 
19. Top 25 clients KYC for all segments.
20. For new KYC ensure the following
· In case of Running Account

· Authorization for Monthly/ Quarterly Settlement

· Authorization is Valid for 1 yr only

· Authorization could be revoked

· KYC contains Index page along with significance

· 9 policies in mandatory section of KYC

· Policy on inactive account in KYC in non-mandatory section

· POA is as per new format

· Segregation of mandatory & Non mandatory docket
· Font size 11 in KYC
· Authorisation for non mandatory documents are separate & have specific consent of client

· Note for Change of Email ID through physical letter in case of ECN clients
21. Registration Certificate of Sub brokers/ Remisiers/ Authorised persons 
22. User certificate (NCFM or BCSM) for terminals. 
23. Dispatch proof of the following: 

a. Welcome letter, copy of KYC and other documents sent to clients 

b. Addendum for accounts opened before 01/07/10 (top 25 client a/c opened before 1-Jul-10)

c. Statement of funds & securities for two quarters of the audit period 

d. Annual STT statement 

e. Contract notes for sample dates 

f. Daily margin statement & collateral utilization statement for sample dates.

22. Proof of updated financial details (for sample client selected)

23. Internet trading agreements, if any

24. Advertisement Account.(1/10/09 to 31-03-10) 

25. Stock Exchange clearing house Account (1/10/09 to 31-03-10) with reconciliation
26. Brokerage Ledgers. (1/10/09 to 31-03-10)
27. Party ledger Trial Balance. (As on 31-03-10 for all exchange)
28. General ledger Trail balance. (As on 31-03-10 for all exchange)
29. Balance Sheet as on 31st Mar 2010.

30. BRK files/Trade files (For 6 sample dates). 

31. MG-13 Success file. (For 6 sample dates.) 

32. Break up details of collateral utilized for margin (for sample client selected for FNO for 6 sample dates).

33. Approved list of securities by NSCCL (from Oct to March.)

34. Bhavcpoy & Var margin file for T-1 day for 6 sample dates. 

35. Dividend Ledger of BSE & NSE F & O 

36. Penalty Invoices. (for all 6 months)

37. Bank Reconciliation Statement. 

38. Bank Book for BSE, NSE, F&O & currency derivative for all banks. (1/10/09 to 31-03-10) 

39. Bank Statements. 

40. Client code modification report  from back office software (for 10 sample dates) 

41. Reports for Third party Pay-in of Funds & securities (for 6 sample dates) 

42. Reports on cases where shares are received from/ delivered to clients from own beneficiary (for 6 sample dates)
43. Reports on cases where shares are received / delivered on OWN account from clients beneficiary (for 6 sample dates)

44. Stock Reconciliation of client beneficiary account 

45. Debtors & creditors balances after excluding own account. (For 6 sample date.)

46. Closing balances of client bank & settlement bank for six sample dates.

47. Whether the ledger confirmation for zerotisation (Settlement) has been sent to clients alongwith explanation for retained amt & error reporting clause within 7 days

48. Running account letter obtained from top 25 client (authorization is required to be obtained every year)

49. LC files for BSE & mismatch & violation report for NSE (from ENIT module for terminals.

50. UCC file for BSE & NSE.

51. Stock Aging analysis report(as on 31st March for Stock outstanding for than six month)

52. Debtors Aging analysis report (as on 31st March for debtors outstanding for than 30 days)

53. Screen print of Investor grievances ID

54. Details & documents of Closure /Opening of Branches.

55. Whether one months prior notice is given to the client for closure of branches.

56. Whether contract notes are sent through ECN, If yes dispatch logs of contract not sent (for 6 sample dates)

57. Whether ECN are displayed on website of member till one month.

58. Whether consent is obtain from clients for ECN.

59. Acknowledge copy for submission of system audit report to each exchange.
60. Off market trades Report generated from Back office software for Sample 6 dates

