A] Third Party Client Onboarding Process

Step 1
An application form needs to be submitted to the product manufacturer in order to initiate the account opening procedure. Some AMCs/product providers, provide the facility of a prefilled form that will be shared with the clients. In order to fill the form a writable PDF will be shared by the AMC that needs to be duly filled in or scanned copies of a list of documents need to be shared. 
Other AMCs share blank forms with the distributors or clients and the form needs to be filled by the client/distributor and shared with the product provider. The procedure can be modified on case to case basis depending upon the understanding of the RMs of SK and product provider.
	PMS Provider
	White Oak, Sundaram Alternates, Purnartha
	Equirus, Marcellus
	ICICI

	Application Form
	A blank form is shared and the same needs to be filled in by the client/distributor.
	A prefilled application form is shared, scanned copies of documents need to be sent for the same
	online

	Contact Point
	White OAK -Nitin Kothari 
nitin.kothari@whiteoakindia.com

Sundaram Alternates – Sapna Patil
sapna@sundaramalternates.com

Purnartha – Rohan Agarwal
ragrawal@purnartha.com 
	Equirus PMS -Gaurav Sharma/Pankti Khara
gaurav.sharma@equirus.com
pankti.khara@equirus.com

Marcellus – Riashree
clientsupport@marcellus.in 
	ICICI – Shreya Bhawnani
shreya_bhawnani@icicipruamc.com


	Courier Details
	White Oak – SK needs to send the duly filled form along with the documents to their office **


Sundaram Alternates – Sundaram RM will get the application form collected from our office. SK RM needs to coordinate with Sundaram RM

Purnartha – SK needs to send the duly filled form along with the documents to Purnartha’ s office in Pune:
32/33 Rachna Bungalow, Dr. Ketkar Road, Off Karve Road, Erandwane, Pune 411004

	Equirus PMS – For Mumbai & Ahmedabad, pick up facility is available. Equirus will collect the form from SK’s office. Any other location, the form needs to be couriered on the below mentioned address (which can be subject to changed based on the discussion with RMs):
Ahmedabad Office: 3/F, House 9, Magnet Corporate Park, Near Zydus Hospital, S.G. Highway, Ahmedabad - 380 054 

Marcellus: SK RMs need to courier the forms to their Mumbai office. Address as below:

Kanakia Wall Street - DBS Business Centre, Andheri - Kurla Rd, Sai Nagar, Ashok Nagar, Andheri East, Mumbai, Maharashtra 400093
	Online submission of forms




**SK RM needs to get in touch with the below mentioned members to decide on the address on which the documents need to be shared:
	Region
	Regional Service heads
	Mobile
	Email ID

	North
	Shilpi Kwatra
	9818230099
	shilpi.kawatra@whiteoakindia.com

	South
	Lata Gandhi
	9920337724
	lata.gandhi@whiteoakindia.com

	West
	Asha Vyas
	9527084086
	asha.vyas@whiteoakindia.com

	East
	Asha Vyas
	9527084086
	asha.vyas@whiteoakindia.com



The frontline team of SK needs to coordinate with the RMs of respective product providers in order to complete the form filling process. The process is subject to change depending upon the relationship with the product providers.
Please note when a new client is on boarded any mails sent to the product manufacturers, must have Sharekhan’s PMS team in CC. The email id that needs to be added is : pms_collection@sharekhan.com 
The contact person for PMS operations will be Akhilesh Singh: akhilesh.singh@sharekhan.com 

Step 2
In cases where the prefilled form needs to be shared, upon receiving the data from Sharekhan, the backend team of the manufacturer initiates the paper work. The TAT for completing the form filling varies for residents, non-residents and NRIs. For residents it is usually 3-4 days, for non-residents it is 10-15 days and for NRIs it is 15-20 days. 
In cases where the blank form is shared by the product provider that needs to be filled in by the distributor/client, the account opening procedure starts once the duly filled forms along with the required documents is couriered to the product providers.
Step 3 (Equirus & Marcellus – where a prefilled form is shared)
The duly filled forms are couriered back to the client address/distributor’s address (branch) as per the request of the employee. SK employee at the time of submission of the application form/scanned copies of the documents needs to mention to the product provider as to where the final filled forms need to be couriered. The employee is responsible for checking if all the information mentioned in the form is correct and without any errors. The below mentioned format can be used for mentioning the courier details:
	Employee Code
	Name of the Employee
	Employee Contact details (email id/phone number)
	Client Name
	SK branch/client address
(where documents need to be couriered)




Step 4
Sharekhan employee further needs to share the form with the client, who needs to sign across all the pages marked. A cross sign across the photograph is also mandatory. The duly filled application form needs to be shared with the product providers along with the necessary documents in order to initiate the account opening procedure
Step 5
If all the documents are in order, the account opening is done in 4-5 business days for individuals/corporates. NRE account opening may take a little longer (approximately a month). In certain cases the NRE must be present in India in order to invest in a PMS, while in others if he/she isn’t present in India, the IPV is the responsibility of the NRE. There is a list of notarized agencies through which IPV can be done at the clients end.
	Equirus
	Sundaram
	White Oak
	Marcellus
	Purnartha

	IPV responsibility of the client if not present in India
	Must be present in India
	IPV responsibility of the client if not present in India
	If from US & Canada he needs to be present in India
	Does not encourage NRE transactions



[bookmark: _GoBack]Custodian Details:
	Equirus
	Sundaram
	White Oak
	Marcellus
	Purnartha

	Indusind Bank
	HDFC Bank
	ICICI Bank, Kotak Mahindra Bank & HDFC Bank
	ICICI Bank, Kotak Mahindra Bank & HDFC Bank
	HDFC Bank



Step 6
Once the account is opened, the client will receive a welcome email, with complete details of his account along with login details to view his investments. Post the account is opened the same shall be funded with the Cheque provided by the client. 

	Particulars
	Equirus
	Sundaram
	White Oak
	Marcellus
	Purnartha

	Cheque in favor of:
	Equirus Wealth Private Limited Equirus Long Horizon Fund
	Sundaram Alternate Assets Ltd
	White Oak Capital Management Consultants LLP – Pool Account

	Marcellus investment managers private ltd collection a/c
	Purnartha Investment Advisors Pvt Ltd




Step 7
Sharekhan will receive MIS from all the product manufacturers on an ongoing basis. Distributor login details will be provided by all the product manufacturers to check details of the PMS investments of their clients.
	Equirus
	Sundaram
	White Oak
	Marcellus
	Purnartha
	ICICI

	 Orbis Platform
	Wealth platform
	Wealth spectrum
	Wealth spectrum
	No online platform, MIS will be shared on request
	CAMS




Document Checklist that needs to be shared with the product manufacturer:



B) In-house Prime Picks Onboarding Process:

· Step 1:
In order to invest in a PMS a client is required to duly fill-in and sign the PMS form which includes the investment details, KYC form, account opening form, Risk profiling form, fees/charges declaration form, PMS agreement and the POA.
The PMS form is readily available with all the branches. In case the form is not available with the branch; they can drop in a mail requesting the forms on the below mentioned email id:forms@sharekhan.com. A hard copy of the form will be sent to the branch.
The documents required to be submitted along with the PMS form in case of an individual include:
· Aadhar Card
· PAN Card
· Cancelled Cheque
· Investment Cheque

· Step 2:
The PMS form along with the above mentioned documents then need to be submitted to the Account Opening Department. Find below the address of the same.
Address:
Lodha ithink techno campus, 10th Floor-Beta Building,
Off JVLR, Opp Kanjurmarg Station, Kanjurmarg(East),
Mumbai- 400042

The Account Opening Department will verify the details and process the KYC. 
· Step 3:
After processing the KYC, the account opening department will send the risk profiling form signed by the client to the PMS operations team.

The Risk Profiling Form is used to assess the risk taking ability of the client. The form has 13 questions that will help the PMS team understand the client’s risk profile. Each question has a score assigned to the answers and only if the client’s score is greater than 50 will the account be processed further. The RM/IS must ensure that the date on the risk profiling form is 2 days prior to the date mentioned on the KYC form. This is done in order to ensure that only after understanding the risk associated with the product has the client decided to invest in it.

· Step 4
After assessing the Risk Profiling Form, the PMS operations team further sends it back to the Account Opening Department (AOD). AOD then opens the PMS account for the client and once the account is opened the same is communicated to the branch
Please note even if the client has an existing DEMAT account with Sharekhan or outside, a separate DEMAT account needs to be opened for the purpose of investing in a PMS


· Step 5
The RM/IS then needs to collect the investment cheque from the client and deposit it either directly or can send it to the Account Opening Department. In case the client deposits the cheque directly he must send the acknowledgement of the deposit slip on the below mentioned email id: 
pms-collection@sharekhan.com

· The cheque must be in favor of: “Sharekhan Ltd A/c PMS”
· The client can also transfer his existing stocks instead of cheque
· The account gets activated by the PMS operations team only after the cheque is deposited by the client.
· Step 6
Upon activation of the account, the PMS service department sends a mail along with the welcome kit to the client’s registered email id with all the necessary contact details/ email IDs required by the client
· Step 7
A day after the welcome kit is sent to the client, a welcome call is made to the client by the PMS Service team. The team gives the client complete details about the product and answers all his queries pertaining to the same. If the client has any discrepancies pertaining to the product/fees etc the branch is contacted and a joint call is done with the client.
· Step 8
After the call, in case of discrepancies, Product presentation is sent to the client and if there is no revert from the client on the same, it is assumed that the issue is resolved.
· Step 9
Post the call, a mail is sent to the client with his Login ID and Password. The acknowledged copy of the complete signed form along with the documents is sent to the client upon opening the account for his reference.
The time taken from receiving the form from the client to opening the account takes approximately 2-3 days provided all the documents are in order.




The point of contacts for investment in Prime Picks is as follows:
· Account Opening Department – Sachin Sawant
Contact No:   022-61169189  Email Id: sachin_s@sharekhan.com /Santosh_d@sharekhan.com 
· PMS Operations Team – Akhilesh Singh
Contact No: 9833463114 Email Id: akhilesh.singh@sharekhan.com 
· PMS Client Servicing– Priyanka Kumari
Contact No: 9870233838 Email Id: priyankak@sharekhan.com 
· Product Team - Prachi & Parag Shah
Contact No: 9867731917 Email Id: prachis@sharekhan.com, parag.shah@sharekhan.com

Statements/Reports for Prime Picks:
· The client can view his portfolio online on mypms.sharekhan.com
· Investor can login to the portal by using the login id and password details provided by the PMS servicing team and view his investment details.
· On a quarterly and annual basis, PMS reports are sent to the client on his registered email ID. The reports include Capital gain statement, Gain/Loss statement, Holdings statement etc.
· The client directly or through the RM/IS can write to the PMS department on the below mentioned ID for any clarification pertaining to their investments: pms@sharekhan.com
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Document Checklist.xlsx
Individuals

				Checklist for Individuals

				Scan Copies of KYC & Supporting Documents for Individuals

				I		Pan Card of each holders

				II		Address Proof of each holders

				III		Bank Proof of the Account Holder (Cancelled Cheque or Bank Statement with IFSC Code)





NRIs

				Checklist for NRIs

				Scan Copies of KYC & Supporting Documents for Non Resident Individuals

				I		Pan Card  of each holders

				II		Valid Indian Address Proof of each holders (Not more than 3 month old)

				III		Valid Overseas Address Proof of each holders (Not more than 3 month old)

				IV		Valid Passport copies of each holders (Place of Birth should be India) Incase of Foreign Passport PIO & OCI is required.

				V		Valid Visa Copies of each holders

				VI		Latest Immigration Stamp Pages

				VII		(Cancelled Cheque or Bank Statement with IFSC Code) 





Body Corporate

				Checklist for Body Corporate A/c.

				Supporting Documents for Entity (2 sets)

				I		Duly attested Entity PAN

				II		Duly attested Entity Proof of Address

				III		Copy of Bank Proof of Corporate

				IV		Duly Attested Memorandum and Articles of Association 

				V		Duly Attested Certificate of Incorporation

				VI		As per Format Board resolution reflecting authority given to signing personnel for executing agreements on behalf of the entity, Addition sign of one non operating director is must.

				VII		As per Format List of Authorised Signatories on the letterhead with specimen signatures.

				VIII		List of Directors On Letter Head Certified by ASL 

				IX		As per Format self-attested copy of ID Proof & Address Proof of ASL & Directos

				X		Latest share holding pattern with % on the letterhead of that company alongvwith Self attested copy of ID and Address Proof of the UBO holding more than 25% stake.

				XI		As per Format Letter of Communication addressing to Kotak Bank

				XII		Certified true copy of Audited balance sheets for the last 2 financial years duly certified by authorised signatories.

				XIII		In case of Non-Individual Shareholders (UBO) - Certified true copy of MOA/AOA/COI, Address proof, PAN, list of directors & list of shareholders

				XIIII		CKYC form to be filled  as per CERSAI Annexure A for non-individual entity and  Annexure B for Authorized signatories and major shareholders (UBO)





HUF



				Checklist for HUF A/c.

				Supporting Documents for Individuals in (2 sets)

				I		Duly attested PAN,Proof of Address

				II		Duly attested PAN,Proof of Address of Karta

				III		Copy of Bank Proof in the name of HUF

				IV		Duly Attested Pan and Address proof of all Co-parceners

				V		HUF Declaration along with all Co-parceners are completely filled i.e,(Co-oparcener name,DOB and Relationship with karta and Signature) duly signed by HUF

				VI		CKYC form to be filled as per CERSAI Annexure A for HUF and Annexure B for Karta





Partnership

				Checklist for Partnership A/c.

				Supporting Documents for Partnership Firm (2 sets)

				I		Duly attested PAN Card Copy

				II		Duly attested Proof of Address 

				III		Copy of Bank Proof in the name of Partnership Firm

				IV		Duly Attested Partnership Deed

				V		Duly Attested Certificate of Incorporation

				VI		As per Format Partnership declaration reflecting authority given to signing personnel for executing agreements on behalf of the entity signed by all the Partners

				VII		As per Format List of Authorised Partners on the letterhead with specimen signatures 

				VIII		As per Format Partnership undertaking duly signed by all the Partners 

				IX		As per Format List of Partners alongwith PAN, Address Proof of Partners

				X		Duly attested copy of ID Proof & Address Proof of ASL & Partners having >15% shareholding

				XI		As per Format Letter of Communication addressing to Kotak Bank

				XII		Certified true copy of Audited balance sheets for the last 2 financial years duly certified by authorised Partners.

				XIII		CKYC form to be filled as per CERSAI Annexure A for FIRM and Annexure B for Authorized Partners and major shareholders(UBO)





LLP



				Checklist for LLP A/c.

				Supporting Documents for LLP (2 sets) Attested by ASL

				I		Duly attested PAN of LLP

				II		Duly attested Proof of Address 

				III		Copy Bank Proof in the name of LLP

				IV		Duly Attested LLP Partnership Deed

				V		Duly Attested Certificate of Incorporation

				VI		As per Format Board resolution reflecting authority given to signing personnel for executing agreements on behalf of the entity

				VII		As per Format List of Authorised Signatories on the letterhead with specimen signatures and self-attested copy of ID Proof & Address Proof of ASL.

				VIII		As per Format List of all Partners alongwith PAN, Address Proof of Partners

				IX		As per Format latest share holding pattern with % on the letterhead of that company 

				X		As per Format Letter of Communication addressing to Kotak Bank

				XI		Self attested copy of ID and Address Proof of all the Partners & UBO having > 15% holding

				XII		Certified true copy of Audited balance sheets for the last 2 financial years duly certified by authorised signatories.

				XIII		CKYC form to be filled as per CERSAI Annexure A for LLP and Annexure B for Authorized Partners and major shareholders(UBO)





Registered Trust

						Checklist for Trust A/c.

						Supporting Documents for Trust (2 sets)

						I		Duly attested Trust PAN

						II		Duly attested Trust Proof of Address

						III		Copy of Bank Proof of Trust

						IV		Duly Attested Trust Registration Certificate

						V		Duly Attested Trust Deed

						VI		As per Format Board resolution reflecting authority given to signing personnel for executing agreements on behalf of the Trust

						VII		As per Format List of Authorised Signatories on the letterhead with specimen signatures 

						VIII		As per Format List of Trustees, Settlor on Trust Letterhead

						IX		As per Format List of Beneficiaries with % on the Trust Letterhead

						X		Certified true copy of Audited balance sheets for the last 2 financial years duly certified by authorised signatories.

						XI		As per Format Declaration for Controlling Person in the Trust Letterhead, duly signed by ASL and KYC documents of the Controlling Person.

						XII		As per Format Letter of Communication addressing to Kotak Bank

						XIII		CKYC form to be filled as per CERSAI Annexure A for Trust and Annexure B for Authorized Trustees,Beneficiaries and Controlling Person





Unregistered Trust

				Checklist for Unregistered Trust A/c.

				Supporting Documents for Trust (2 sets)

				I		Duly attested Trust PAN

				II		Duly attested Trust Proof of Address

				III		Copy of Bank Proof of Trust

				IV		Duly Attested Trust Deed

				V		As per Format Board resolution reflecting authority given to signing personnel for executing agreements on behalf of the Trust

				VI		As per Format List of Authorised Signatories on the letterhead with specimen signatures 

				VII		As per Format List of Trustees, Settlor on Trust Letterhead

				VIII		As per Format List of Beneficiaries with % on the Trust Letterhead

				IX		Certified true copy of Audited balance sheets for the last 2 financial years duly certified by authorised signatories.

				X		Declaration for Controlling Person in the Trust Letterhead, duly signed by ASL and KYC documents of the Controlling Person.

				XI		As per Format Letter of Communication addressing to Kotak Bank

				XII		CKYC form to be filled as per CERSAI Annexure A for Trust and Annexure B for Authorized Trustees,Beneficiaries and Controlling Person






