Dear colleague,

Effective July 01, 2019, it is mandatory to include either EUIN code or client signature on declaration (as applicable) in all offline forms of mutual fund transactions– please refer the attached document

Additionally, 
1. Offline business should be punched in CIS before submitting the form to AMC/ RTA/ HO 
1. and scan/ photo copy of the client’s transaction form to be retained. This form can be stored either in physical copy or scanned format for a period of atleast 1 year and should be made available during regular audits as required.

Steps to be followed: 
1. check if EUIN or client signature on declaration is captured in the transactions form
1. [bookmark: _GoBack]punch all the investment details correctly in CIS so that investment details are reflected under your code (PAN – Scheme Name – Amount - Cheque Number – should be punched correctly, any improper details found should be rejected. If rejected, please punch in details again correctly in CIS)
1. retain photo/ scan copy of the form (along with cheque copy, ACH mandate in case of SIP)
1. Submit form to AMC/ RTA for processing. 

This is a mandatory requirement and we request your support in ensuring 100% adherence to this activity.

For any further query related to the process, please email on mfsupport@sharekhan.com           
PS: Process for creating your EUIN code has been shared with you already. Request you to please refer the process in case you do not already have your EUIN code.

Please find below the attachments:
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Punching of Offline Business in CIS.

Log In to CIS – 

Click  Account Maintenance 

	   MF

		 MF Offline Order Entry
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Type Client PAN Number in box ,and click on New entry. Following screen will appear, check client name is right or not. If right then click on “OK”
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Punch all the details carefully. Select proper scheme, amount, SIP Date, Bank Name, Cheque number.  
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After fill up correct details click on “Save” following message shows for completion of Entry.
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All the entries shows 

Account Maintenance    MF  MF offline order entry[image: ]
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