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A.IMPO
1

MANDATORY

INSTRUCTIONS/CHECK LIST FOR FILLING KYC FORM

RTANT POINTS:

Self attested copy of PAN card is mandatory for all clients, including
Promoters/Partners/Karta/Trustees and whole time directors and persons
authorised to deal in securities an behalf of company/firm/others.

Copies of all the documents submitted by the applicant should be self-attested and
accoempanied by originals for verification. In case the original of any document is not
produced for verification, then the copies should be properly attested by entities
autherised for attesting the documents, as per the below mentioned list.

Ifany proofofidentity or address isina foreign language, then franslation inte English isrequired
Name & address of the applicant menticned on the KYC form, should match with the
documentary proof submitted.

If correspondence & permanentaddress are different, then proofs for both have to be submitted.
Sole proprietor must make the application in his individual name & capacity

For non-residents and foreign nationals, (allowed to trade supject to RBI and FEMA
guidelines), copy of passporl/PI0 Card/OCI Card and overseas address proof is
mandatory.

For foreign entities. CIN is opticnal; and in the absence of DIN no. for the directors,
their passport copy should be given.

In case of Merchant Navy NRI's, Mariner's declaration or certified copy of CDC
[Continuous Discharge Cerlificate) is to be submitted.

For opening an account with Depository participant or Mutual Fund, for a minor
photocopy of the School Leaving Certificate/Mark sheet issued by Higher Secondary
Board/Passport of Minor/Birth Certificate must be provided.

Politically Exposed Persons (PEP) are defined as individuals who are or have been
entrusted with prominent public functions in a foreign country, e.g., Heads of States
or of Governments, senior politicians, senior Government/udicial! military officers
senior executives of state owned corporations, important political party officials, etc.

B. Proof of Identity (POI): - List of documents admissible as Proof of Identity:

1.

2
3.

C. Proo

Unigue Identification Number (UID) (Aadhaar)/ Passport! Voter 1D card/ Driving
license.

PAN card withphatograph

Identity card! document with applicant's Photo. issued by any of the following:
Central/State Government and its Departments, Statutory/Regulatory Authorities,
Public Sector Undertakings, Scheduled Commercial Banks, Public Financial
Institutions. Colleges affiliated to Universities, Professional Bodies such as ICAI
ICWAI, ICSI, Bar Council etc., to their Members, and Credit cards/Debit cards issued
by Banks.

f of Address (POA): - List of documents admissible as Proof of Address:

(*Documents having an expiry date should be valid on the date of submission.)

1

2.

Passpoert/ Volers Identity Card/ Ration Card/ Registered Lease or Sale Agreement
of Residence/ Driving License/ Flat Maintenance billf Insurance Copy.

Utility bills like Telephone Bill (only land line), Electricity bill or Gas bill - Not more
than 3 monthsold

8

Xem

Bank Account Statement/Passbook - Not more than 3 menths cld.

Self-declaration by High Court and Supreme Court judges, giving the new address in
respect of their own accounts.

Proof of address issued by any of the following: Bank Managers of Scheduled
Commercial Banks/Scheduled Co-Operative Bank/Multinational ~ Foreign
Banks/Gazetted Officer/Notary public/Elected representatives to the Legislative
Assembly/Parliament/Documents issued by any Govt. or Stalutory Authonty

Identity card/document with address. issued by any of the following: Central/State
Government and its Departments, Statutory/Regulatory Authorities, Public Sector
Undertakings. Scheduled Commercial Banks, Public Financial Inslitutions, Colleges
affiliated to Universities and Professional Bodies such as ICAI, ICWAI, ICSI, Bar
Council etc., to their Members.

For Fllisub account, Power of Attorney given by Fllisub-account to the Custodians
(which are duly notarized andior apostiled or consularised) that gives the registered
address should be taken.

The proof of address in the name of the spouse may be accepted.

ptions/clarifications to PAN

(*Sufficient documentary evidence in support of such claims to be collected.)
1. In case of transactions undertaken on behalf of Central Government and/or State

PNFAERS

w

Government and by officials appointed by Courts e.g. Official liquidator, Court
receiver etc.

Investors residing in the state of Sikkim.

UN entities/multilateral agencies exempt from paying taxes/filing tax returns in India.
SIP of Mutual Funds upto Rs 50, 000/- p.a

In case of institutional clients, namely, Flls, MFs, VCFs, FVCls, Scheduled
Commercial Banks, Multilateral and Bilateral Development Financial Institutions,
State Industrial Development Corporations, Insurance Companies registered with
IRDA and Public Financial Institution as defined under section 4A of the Companies
Act, 1958, Custodians shall verify the PAN card details with the original PAN card and
provide duly certified copies of such verified PAN details to the intermediary.

E. List of people authorised to attest the documents:
1.

Notary Public, Gazetted Officer, Manager of a Scheduled Commercial/ Co-cperative
Bank or Multinational Foreign Banks (Name, Designaticn & Seal should be affixed on
the copy).

In case of NRIs, authorised officials of overseas branches of Scheduled Commercial
Banks registered in India, Notary Public, Court Magistrate, Judge. Indian Embassy
/Consulate General in the country where the client resides are permitted to attest the

F. In cas 0400 Rividuals, adaitional documents to be obtained from non-individuals, over

& above the POl & POA. as mentioned below:

Types of entity

Documentary requirements

Corporate

Copy of the balance sheets for the last 2 financial years (to be submitted every year).

Copy of latest share holding pattern including list of all those holding control, either directly er indirectly, in the company in terms
of SEBI takeover Regulations, duly certified by the company secretary/Whole time director/MD (to be submitted every year).

Photograph, POI, POA, PAN and DIN numbers of whole time directors/two directors in charge of day to day operations.

Photegraph, POI, POA, PAN of individual promoters holding control - either directly or indirectly.

Copies of the Memorandum and Articles of Association and certificate of incorporation. Copy of the

Board Resolution for investment in securities market.

Autherised signatories list with specimen signatures.

Partnership firm

Copy of partnership deed.

Photograph, POI, POA, PAN of Partners.

Authorised signatories list with specimen signatures.

Copy of the balance sheets for the last 2 financial years (to be submitted every year).
Certificate of registration (for registered partnership firms only).

Trust

Certificate of registration (for registered trust only)
Copy of Trust deed.

List of trustees certified by managing trustees/CA.
Photegraph, POI, POA, PAN of Trustees.

Copy of the balance sheets for the last 2 financial years (to be submitted every year).

HUF

PAN of HUF.

pass-book/bank statement in the name of HUF.
Photograph, POI, POA, PAN of Karta.

Deed of declaration of HUF/ List of coparceners. Bank

Unincorporated
association of a
body of individuals

Proof of Existence/Constitution document.

Resolution of the managing body & Power of Attorney granted to transact business on its behalf
Authorised signatories list with specimen signatures.

Banks/
Institutional Investors

Copy of the constitution/registration or annual report/balance sheet for the last 2 financial years
Authorised signatories list with specimen signatures.

Forei

Investors (Fll)

gn Institutionay Copy of SEBI registration certificate.

Authorised signatories list with specimen signatures

Army/ Government
Bodies

Self-certification on letterhead.

Authorised signatories list with specimen signatures

Registered Society

List of Managing Committee members.

Copy of Registration Certificate under Societies Registration Act.

Committee resolution for persons authorised to act as authorised signatories with specimen signatures.
True copy of Society Rules and Bye Laws certified by the Chairman/Secretary.

Additional documents in case of trading in derivatives segments - illustrative list :

= Copy of ITR Acknowledgement « Copy of Annual Accounts -+ In case of salary income - Salary Slip, Copy of Form 16 + Net Worth Certificate + Copy of Demat account holding statement.
+ Bank account statement for lasl 6 months = Any other relevant documents substantiating ownership of assets. - Self declaration with relevant supporting decuments
« In respeclt of other clients, documents as per risk management policy of the stock broker need to be provided by the client from time to time.



KYC Checklist

*Copies of all documents to be self attested.

L General

® Passport size photo ® PAN Card

® Signed across ® Pan Verification

® Clients signature on all required Places

® In person verification stamp on all docs (Individuals)
® Original seen and verified stamp on all docs

® Witness Signature ~ ® All Copies Self Attested

® Agreement Date ® Financial Documentary Proof

ﬁm f of Identity

® PAN card with Photograph ® UID (Aadhaar)
Any other Supporting doc;

roof of Permanent Address
® Flat Maintenance Bill ® Gas Bill

® Ration Card ® Valid Passport
® Voter ID ® Valid Driving License
® Bank Passbook ® Electricity Bill
(Not more than (Not more than
3 months old) ® 3 months old)
® Land line Bill Bank Statement
(Not more than (Not more than
® 3 months old) ® 3 months old)
® Registered Lease ® Bank Verification Letter

Sale Agreement Insurance Copy

ﬁi of of Correspondence address

®) Ration Card
® Voter ID
® Bank Passbook

ﬂ Demat Proof

(Latest of 1 year - Only for Trading)
® Client Master
® DP Statement
® Transaction cum Holding Statement
® Welcome Letter

‘Bank Proof With MICR Code

Individual, NRI
® Cancelled cheque ® Bank Statement

® Pass Book ® Letter from bank
 NRI
® PAN Card ® Proof of Foreign Address

® Proof of Indian add ® Attestation
® PIS Letter ® FEMA Declaration
® Passport ® Bank proof (NRI/ NRO/A/C)

® Certified true copy of POA for operating account
(if any) with specimen signature of POA holder

® Copy of POI Card for NRI but foreign Nationals
(Check Nationality)

® OCI Card

® Valid Passport
® Valid Driving License
® Electricity Bill (Not more than 3 months old)

® Land line Bill (Not more than 3 months old)® Bank Statement (Not more than 3 months old)

® Sell Agreement
® Bank Verification Letter

ﬁlﬁancial Documentary Proof

® Copy of ITR Acknowledgement

® Copy of Annual Accounts

® Copy of Form 16 in case of salary income
® Net worth certificate

® Salary Slip

® Leave & Licence Agreement (Not more than 3 months old)

® Bank account statement for last 6 months.

® Copy of demat account Holding statement.

® Any other relevant documents substantiating ownership of assets.
® Self declaration along with relevant supporting

*Please go through the Instruction/Checklist for filling KYC Form for further details




Rights and Obligations of Beneficial Owner and Depository Participant as
prescribed by SEBI and Depositories

General Clause

1. The Beneficial Owner and the Depository participant (DP) shall be bound by the provisions of
the Depositories Act, 1996, SEBI (Depositories and Participants) Regulations, 1996, Rules and
Regulations of Securities and Exchange Board of India (SEBI), Circulars / Notifications /
Guidelines issued there under, Bye Laws and Business Rules/Operating Instructions issued by
the Depositories and relevant notifications of Government Authorities as may be in force from
time to time.

2. The DP shall open/activate demat account of a beneficial owner in the depository system only
after receipt of complete Account opening form, KYC and supporting documents as specified
by SEBI from time to time.

Beneficial Owner information

3. The DP shall maintain all the details of the beneficial owner(s) as mentioned in the account
opening form, supporting documents submitted by them and/or any other information
pertaining to the beneficial owner confidentially and shall not disclose the same to any person
except as required by any statutory, legal or regulatory authority in this regard.

4. The Beneficial Owner shall immediately notify the DP in writing, if there is any change in details
provided in the account opening form as submitted to the DP at the time of opening the demat
account or furnished to the DP from time to time.

Fees/Charges/Tariff

5. The Beneficial Owner shall pay such charges to the DP for the purpose of holding and transfer
of securities in dematerialized form and for availing depository services as may be agreed to
from time to time between the DP and the Beneficial Owner as set out in the Tariff Sheet
provided by the DP. It may be informed to the Beneficial Owner that "no charges are payable

for opening of demat accounts”

6. In case of Basic Services Demat Accounts, the DP shall adhere to the charge structure as laid
down under the relevant SEBI and/or Depository circulars/directions/notifications issued from
time to time.

7. The DP shall not increase any charges/tariff agreed upon unless it has given a notice in writing
of not less than thirty days to the Beneficial Owner regarding the same.

Dematerialization

8. The Beneficial Owner shall have the right to get the securities, which have been admitted on
the Depositories, dematerialized in the form and manner laid down under the Bye Laws,
Business Rules and Operating Instructions of the depositories.

Separate Accounts

9. The DP shall open separate accounts in the name of each of the beneficial owners and securities
of each beneficial owner shall be segregated and shall not be mixed up with the securities of
other beneficial owners and/or DP’s own securities held in dematerialized form.




10.

The DP shall not facilitate the Beneficial Owner to create or permit any pledge and /or
hypothecation or any other interest or encumbrance over all or any of such securities submitted
for dematerialization and/or held in demat account except in the form and manner prescribed
in the Depositories Act, 1996, SEBI (Depositories and Participants) Regulations, 1996 and Bye-
Laws/Operating Instructions/Business Rules of the Depositories.

Transfer of Securities

11.

12.

The DP shall effect transfer to and from the demat accounts of the Beneficial Owner only on
the basis of an order, instruction, direction or mandate duly authorized by the Beneficial Owner
and the DP shall maintain the original documents and the audit trail of such authorizations.

The Beneficial Owner reserves the right to give standing instructions with regard to the crediting
of securities in his demat account and the DP shall act according to such instructions.

13. *The stock broker / stock broker and depository participant shall not directly /

indirectly compel the clients to execute Power of Attorney (PoA) or Demat Debit
and Pledge Instruction (DDPI) or deny services to the client if the client refuses to
execute PoA or DDPI.

Statement of account

14,

15.

16.

17.

The DP shall provide statements of accounts to the beneficial owner in such form and manner
and at such time as agreed with the Beneficial Owner and as specified by SEBI/depository in
this regard.

However, if there is no transaction in the demat account, or if the balance has become Nil
during the year, the DP shall send one physical statement of holding annually to such BOs and
shall resume sending the transaction statement as and when there is a transaction in the
account.

The DP may provide the services of issuing the statement of demat accounts in an electronic
mode if the Beneficial Owner so desires. The DP will furnish to the Beneficial Owner the
statement of demat accounts under its digital signature, as governed under the Information
Technology Act, 2000. However if the DP does not have the facility of providing the statement
of demat account in the electronic mode, then the Participant shall be obliged to forward the
statement of demat accounts in physical form.

In case of Basic Services Demat Accounts, the DP shall send the transaction statements as
mandated by SEBI and/or Depository from time to time.

Manner of Closure of Demat account

18.

The DP shall have the right to close the demat account of the Beneficial Owner, for any reasons
whatsoever, provided the DP has given a notice in writing of not less than thirty days to the
Beneficial Owner as well as to the Depository. Similarly, the Beneficial Owner shall have the
right to close his/her demat account held with the DP provided no charges are payable by
him/her to the DP. In such an event, the Beneficial Owner shall specify whether the balances
in their demat account should be transferred to another demat account of the Beneficial Owner
held with another DP or to rematerialize the security balances held.




19. Based on the instructions of the Beneficial Owner, the DP shall initiate the procedure for
transferring such security balances or rematerialize such security balances within a period of
thirty days as per procedure specified from time to time by the depository. Provided further,
closure of demat account shall not affect the rights, liabilities and obligations of either the
Beneficial Owner or the DP and shall continue to bind the parties to their satisfactory
completion.

Default in payment of charges

20. In event of Beneficial Owner committing a default in the payment of any amount provided in
Clause 5 & 6 within a period of thirty days from the date of demand, without prejudice to the
right of the DP to close the demat account of the Beneficial Owner, the DP may charge interest
at a rate as specified by the Depository from time to time for the period of such default.

21. In case the Beneficial Owner has failed to make the payment of any of the amounts as provided
in Clause 5&6 specified above, the DP after giving two days notice to the Beneficial Owner shall
have the right to stop processing of instructions of the Beneficial Owner till such time he makes
the payment along with interest, if any.

Liability of the Depository

22. As per Section 16 of Depositories Act, 1996,
1. Without prejudice to the provisions of any other law for the time being in force, any
loss caused to the beneficial owner due to the negligence of the depository or the
participant, the depository shall indemnify such beneficial owner.

2. Where the loss due to the negligence of the participant under Clause (1) above, is
indemnified by the depository, the depository shall have the right to recover the same
from such participant.

Freezing/ Defreezing of accounts

23. The Beneficial Owner may exercise the right to freeze/defreeze his/her demat account
maintained with the DP in accordance with the procedure and subject to the restrictions laid
down under the Bye Laws and Business Rules/Operating Instructions.

24. The DP or the Depository shall have the right to freeze/defreeze the accounts of the Beneficial
Owners on receipt of instructions received from any regulator or court or any statutory
authority.

Redressal of Investor grievance

25. The DP shall redress all grievances of the Beneficial Owner against the DP within a period of
thirty days from the date of receipt of the complaint.

Authorized representative

26. If the Beneficial Owner is a body corporate or a legal entity, it shall, along with the account
opening form, furnish to the DP, a list of officials authorized by it, who shall represent and




interact on its behalf with the Participant. Any change in such list including additions, deletions
or alterations thereto shall be forthwith communicated to the Participant.

Law and Jurisdiction

27.

28.

29.

30.

31.

32.

In addition to the specific rights set out in this document, the DP and the Beneficial owner shall
be entitled to exercise any other rights which the DP or the Beneficial Owner may have under
the Rules, Bye Laws and Regulations of the respective Depository in which the demat account
is opened and circulars/notices issued there under or Rules and Regulations of SEBI.

The provisions of this document shall always be subject to Government notification, any rules,
regulations, guidelines and circulars/ notices issued by SEBI and Rules, Regulations and Bye-
laws of the relevant Depository, where the Beneficial Owner maintains his/ her account, that
may be in force from time to time.

The Beneficial Owner and the DP shall abide by the arbitration and conciliation procedure
prescribed under the Bye-laws of the depository and that such procedure shall be applicable to
any disputes between the DP and the Beneficial Owner.

Words and expressions which are used in this document but which are not defined herein shall
unless the context otherwise requires, have the same meanings as assigned thereto in the
Rules, Bye-laws and Regulations and circulars/notices issued there under by the depository and
Jor SEBI

Any changes in the rights and obligations which are specified by SEBI/Depositories shall also
be brought to the notice of the clients at once.

If the rights and obligations of the parties hereto are altered by virtue of change in Rules and
regulations of SEBI or Bye-laws, Rules and Regulations of the relevant Depository, where the
Beneficial Owner maintains his/her account, such changes shall be deemed to have been
incorporated herein in modification of the rights and obligations of the parties mentioned in
this document.




1.

10.

11.

12.

13.

Terms And Conditions for availing Transaction Using
Secured Texting (TRUST) Service fered by CDSL

Definitions:

In these Terms and Conditions the terms shall have following meaning unless indicated otherwise:

i. “Depository” means Central Depository Serviees (India) Limited (CDSL)

il. TRUST means™Transactionsl JsingSecured Texting” service offered by the Depository.

ii.~Service Provider™ means a cellular service provider(s) with whom the Depository has entered / shall enter into an
arrangement for providing the TRUST service to the BO.

iv."Service” means the service ol providing lacihty to recerve/give mstructions through SMS on best elort basis as per
the following terms and conditions. The types of transaction that would normally qualify for this type of service would be informed

by CDSLfrom time to time.

V. “Third Party” means the operators with whom the Service Provider 1s having /will have an arrangement for providing

SMS to the BO.

The service will be provided to the BO at his / her request and at the discretion of the depository provided the BO has registeredfor
this facility with their mobile numbers through their DP or by any other mode as informed by CDSL from time to time. Acceptance
of application shall be subject to the verification of the information provided by the BO to the Depository

The messages will be sent on best efforts basis by way of an SMS on the mobile no which has been provided by the ~ Os. However
Depository shall not be responsible if messages are not received or sent for any reason whatsoever, including but not limited to the
failure of the service provider or network.

The BO is responsible for promptly informing its DP in the prescribed manner any change in mobile number, or loss of handset
on which the BO wants to send/receive messages generated under TRUST. In case the new number is not registered for TRUST in
the depository system, the messagesgenerated under TRUST will continue to be sent to the last registered mobile number. The BO
agrees to indemnify the depository for any loss or damage suffered by it on account of messages sent on such mobile number.

The BO agrees that SMS received by the Depository from the registered mobile number of the BO on the basis of which instructions
are executed in the depository system shall be conclusive evidence of such instructions having been issued by the BO. The DP /
CDSL will not be held liable for acting on SMS so received.

The BO shall be responsible for submitting response to the “Responsive SMS™ within the specified time period. Transactions for
which nopositive or negative confirmation is received from theBO, will not be executed except for transaction for deregistration.
Further, CDSL shall not be responsible for BOs not submitting the response to the said SMS within the time limit prescribed by
CDSL.

The BO agrees that the signing of the TRUST registration form by all joint holders shall mean that the instructions executed on the
basis of SMS received from the registered mobile for TRUST shall be deemed to have been executed by all joint holders.

The BO agrees to ensure that the mobile number for TRUST facility and SMS alert (SMART)facility is the same. The BO agrees that
if he is not registered for SMART, the DP shall register him for SMART and TRUST. If the mobile number provided for TRUST is
different from the mobile number recorded for SMART, the new mobile number would be updated for SMART as well as TRUST.
BOs are advised to check the status of their obligation from time to time and also advise the respective CMs to do so. In case of
any issues, the BO/CM should approach their DPs to ensure that the obligation is fulfilled through any other mode of delivery of
transactions as may be informed / made available by CDSL from time to time including submission of Delivery Instruction Slips
to the DP .

The BO acknowledges that CDSL will send the message for confirmation of a transaction to the BO only if the Clearing Member
(registered by the BO for TRUST) enters the said transaction in CDSL system for execution through TRUST within prescribed
time limit.

The BO further acknowledges that the BO/CM shall not have any right to any claim against either the DP orDeposi oryfor losses,

if any, incurred due to non receipt of response on the responsive SMS or receipt of such response after the prescribed time period.
In the event of any dispute relating to the date and time of receipt of such

response, CLISL s records shall be conclusive evidence and the Parties agree that CDSL™s decision on the same shall be final and

binding on both Parties.

The BO may request for deregistration from TRUST at any time by giving a notice in writing to its DP or by any other mode as
specified by Depository in its operating instructions. The same shall be effected after entry of such request by the DP in CDSL
system if the request is received through the DP.

Depository reserves the right to charge such fees from time to time as it deems fit for providing this service to the BO.



14.

15.

16.

17.

18.

The BO expressly authorises Depository to disclose to the Service Provider or any other third party,such BO information as ma y
be required by them to provide the services to the BO. Depository however, shall not be responsible and be held liable for any
divulgence or leakage of confidential BO information by such Service Providers or any other third party.

The BO takes the responsibility for the correctness of the information supplied by him to Depository through the use of the said
Facility or through any other means such as electronic mail or written communication.
The BO is solely responsible for ensuring that the mobile number is not misused and is kept safely and securely. The Depository

will process requests originated from the registered Mobile as if submitted by the BO and Depository is not responsible for any
claim made by the BO informing that the same was not originated by him.
Indemnity:

In consideration of providing the service, the BO agrees that the depository shall not be liable to indemnify the BO towards
any damages, claims, demands, proceedings, loss, cost, charges and expenses whatsoever as a consequence of or arising out of

interference with or misuse, improper or fraudulent use of the service by the BO.
Disclaimer:
Depository shall be absolved of any liability in case:-

a. Thereis loss of any information during processing or transmission or any unauthorized access by any other person or breach
of confidentiality.

b. There is any lapse or failure on the part of the service providers or any third party affectingthe said Facility and that Depository
makes no warranty as to the quality of the service providedby any such service provider.

c. There is breach of confidentiality or security of the messages whetherpersonal or otherwise transmitted through the Facility. .
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