INTERNAL MEMO FOR ALL DEALERS AND STAFF   OF                  

Dhan stock & share brokers pvt ltd

Internal Control Mechanism

Registration of client

The Composite Client Registration Form along with exchange wise agreement form shall be complete in all respect .The form shall be duly signed and all the specified details shall be attached herewith along with PAN card. Adequate Due diligence of clients shall be done, along with in person verification, proper verification of address, bank details etc. Verify the PAN from Income Tax website .The form shall be authorized properly at due places and then the client shall get registered. A unique client code will be generated for the client and has to be intimated to the client for all future references.

Receiving , validating & entering the orders of client in the trading platform

The Trading Platform consists of  NEAT,BOLT AND ODIN terminals .Orders are normally received on phone and should be immediately entered in the system and client should be confirmed that their order is placed by repeating the order as entered. This avoids confusion about qty, rate etc. and errors mishearing, wrong entering etc are removed.  

The order limit shall be set in ODIN Admin and rights to place order in the code is being given to dealers on trading terminals. Various limits such as order limit, turnover limit etc. is assessed  at the time of registration of client and the same shall be approved. The limit shall be enhanced only after prior permission/adequate margin and past performance of clients. 

Collection &  release of payment to clients

Collection of payment shall be called for from the clients whose payment is outstanding. Any client having bought more than an amount of Rs 100,000/- shall be called on the same day for High Value Cheque for the next day. The payments in case of payout shall be paid to clients the same day, subject to any client having debit balance for which amount the payout shall be adjusted to issue the cheque. However if written instructions have been given by client to retain the pay-out the same shall not be issued. Clients wishing to keep running accounts have to be dealt accordingly.
Collection & maintenance of Margins

Initial Margin in Capital Market shall be taken only in case of High-risk assessed client. Moreover, whenever the client wants to do trades in excess of our assessed limits the same shall be analyzed and margin may be called for to increase the order limit in the system. Accordingly due care shall be taken for maintenance of the margin. 

Collection & delivery of securities to clients

Collection of securities shall be called for from the clients who have sold securities. Client can transfer the Securities to pool account till T+2 days at 10.AM. Moreover, if any securities shortage is viewed at 5.30 pm on T+1 day then the client is informed to act accordingly. All Pay in from clients on the same day of exchange Pay in should be discouraged and clients should be educated that the deliveries so received are 

 “Ät Client’s Risk”. The Auction Mechanism and potential losses on a/c of non delivery of pay in’s of both BSE & NSE should be explained to all clients and compulsive defaulters should be brought to the notice of the Seniors by the dealers.

  The delivery in case of payout shall be given to clients the same or next day, subject to any client having debit balance. However if written instructions have been given by client to retain the pay-out the same shall not be issued.
Monitoring of Branches / D p operations etc

The Branches shall be monitored closely. Adequate limits being set for individual clients at ODIN Admin level, to check the positions of the client. Moreover, it is seen that every Branches shall have SEBI Registration Certificate, Notice Board and other such statutory  requirements which are decided/instructed from time to time based on diktats from Main office. In case of dealers having problem with clients they should refer the same to the Main Office without fail. D P Operation are centralized and branches to act as collection and delivery centers . All branches and centers will have separate due list of clients and dealers , Branch heads are at liberty to stop execution of trade or instruction slips if payment out standings are more than normal.

Operations & Compliance Requirement

Compliance are the key area of the company being in highly regulated industry. The compliances shall be monitored regularly on day-to-day basis by the Compliance Officer of the company. Moreover any changes be brought in to the notice of the management and the control procedures be accordingly modified, if needed. The compliances shall be done regularly and reported to the management of any discrepancies, non-compliance observed.

Payment of Dividend etc.

In case of shares kept by clients as deposit against margin (though a rare phenomena in the CM Segment) etc there is a possibility of receiving dividend  on such shares by the company on behalf of the client .On receipt of  such dividend it shall be identified to which client the same belongs to from the share deposit register . After the identification, the same shall be credited to the client. The same shall be done maximum within 15 days of receipt of dividend.

The Dealers are adviced to ask the client to replace the securities( with proposed diidend )  so deposited with other securities so that they get direct credit of dividend from the co. 

Continuity planning / Alternate plan in case of disasters etc.

The operations to run smoothly shall have adequate backup to run its operations smoothly. Adequate backup for every operation shall be maintained to ensure that the operations run smoothly. The concerned person of the department shall take care to regularly keep the situation in control and intimate the changes in control mechanism, if any required from time to time. Since , presently all the branches are located in the same city, any natural calamity or disaster  affecting a particular area can be tackled with other location gearing up to service the clients . However , in case of the whole city being effected , adequate measures like backup of data and hardware is envisaged so that minimum lead time is required to get the system up and normalcy restored. 
