Annexure E
Risk Control and Operation Manuals
All securities will be / is stored in fire-proof cabinet. All other documents like instruction slips, account opening forms etc. in physical form will be / is stored at the following address _________________________________________________________________. (provide address)*.   Daily backup will be / is taken on two sets on DATs of which one will be / is maintained at our premises in a fire proof cabinet and remote DAT will be / is stored at our office ______( provide address other than the address earmarked for proposed DP operations)*.

We have a maker-checker system in all our operations, which minimizes the risk of wrong execution in the system.  We have a system in place for all the operations like account opening, dematerialization, rematerialisation, transfer of securities, pledge and hypothecation etc.

We shall follow the CDSL Bye Laws and DP Operating Instructions.

Client Reporting
· Transaction statement will be given at least once in a month if there has been any transaction in the account during that month.  Otherwise the statement shall be sent on quarterly basis. The transaction statements shall be sent to all the BOs directly from the Head Office.
· Any modification in the demat account data

RECORD MAINTENANCE

We maintain an efficient system of filing.   Copies of all documents directly affecting operations will be preserved.  All documents on the basis of which data is entered/updated in the system will be preserved.  All correspondence between Participant and clients/ Issuer/ R & T agent/trading members/clearing members/companies will be preserved.  In case of records being maintained in electronic form, provisions of relevant Act and CDSL requirements shall be followed. All the records are to be maintained by the Participants for a period of ten years.
Signature with stamp

Name : < Name of the Director/ Authorised person as per board resolution >

Designation

Date:

Place:

* In case of any change in the location for storing documents as aforesaid, the same will be informed to SEBI / CDSL accordingly. 

