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Detailed write up on procedure for opening an Account 

Every news on the rise or fall in stock markets triggers the interest of many people to become an 
investor or trader in the stock market and the first step to take a plunge is to open a Demat and Trading 
Account.  To buy or sell a security, one needs to open a Trading account and to store the securities 
one needs to open a Demat account 

DEMAT ACCOUNT 

You can choose your DP based on your own evaluation. You can open more than one depository 
account in the same name with single DP/multiple DPs. No minimum balance is required to be 
maintained in a depository account. You can give a onetime standing instruction to your DP to receive 
all the credits coming to your depository account automatically. 

TRADING ACCOUNT 

You can choose your broker to open trading account. One needs to pay yearly charges for operating a 
Trading account.  Investors purchase stocks, shares and other securities via trading accounts. They link 
this trading account with their Demat account. Furthermore, investors sell their securities via trading 
accounts. This account is also linked with the individual’s savings account which receives the monetary 
gains one makes by selling securities. In this way, the trading account links your savings account with 
your Demat account 

STEP BY STEP PROCESS FOR OPENING AN ACCOUNT 

On receiving a new Client account from the Franchisee / Branch / Direct at the Head Office; the same 
shall be forwarded to the KYC Team and before processing the same the KYC team shall perform the 
below mentioned procedure: 

STEP 1 – On receipt of the Client KYC Account opening form. Admin team shall make a receipt entry 
in INWARD utility with require detail as per KYC form and Handover those KYC forms to the KYC Team 
subsequently.  

STEP 2 – KYC Team shall perform background verification and any adverse observation if observed, 
clarification for the same shall be seek from the respective client / Branch / Franchisee before 
processing the account. KYC team shall ensure that the KYC Form is properly filled and signed by the 
client(s) including the mandatory fields of the account opening kit.  

STEP 3 – KYC team to ensure that copies of the supporting documents i.e. Proof of Identity, Proof of 
Address, Bank Account, ITR and Income Proof should be verified by the concerned Branch/ Franchisee 
by affixing rubber stamp of “In Person Verification & Original Verified for Pan Id and Address Proof”. 
In case of any adverse rejection observed KYC team intimates the concerned Branch Team via Email. 
We do check PAN card Number on UTI website, Aadhaar Linking is successful, C- Safe website, SEBI 
Debarred List, Multiple email & Mobile number checking, In case if any client code is existing in our 
record. 

STEP 4 - In case of NIL Objection or post clearance of adverse observation / Audit, Welcome call will 
be made to the client, during the said call KYC Team shall verify the basic details like Email, Phone 
Number, and DOB etc. On successful completion of Verification, Account will get open and on same 
day it will be communicate to respective Clients /Branch / Franchisee on day end through Auto Emailer 
with DP ID and Trading code. 



STEP 5 - UCC of such accounts will be done at EOD level. 

STEP 6 - Welcome Email will be sent to client on next day of Account opening. 

STEP 7 - Post Account opening KYC form will get scan by Dispatch Person who is assign for KYC Team 
and accordingly form will keep a side for storage.  

STEP 8 - Once Scanning is done, KRA & CKYC process will get process simultaneously. 

For Online KYC -  On T Day KYC form gets scrutinize and in case if client documents & KYC found with 
no adverse observations then KYC Team shall ‘Approve’ the entry and Post eSigning account will get 
consider for Account opening. On KYC Process is displayed below from page 3 onwards. 

For Offline KYC – On T Day Account will get Scrutiny either corporate / Individual, We shall raise 
objection if any to respective branch / franchisee, else account will get processed on same day and 
UCC will be done subsequently. 

In case if any objection found, Branch / Franchisee has to resolve the objection and accordingly we 
need to open account. If the GAP more than a week time we shall do Due-diligence again and process 
account, any adverse objection found during checking then we shall inform branch / franchisee. 

Deviation Matrix – To process account on basis of any business priority with raised observation 
related to documents / KYC form, in that case Business approval with timeline for providing documents 
should be in place. In adverse cases compliance approval is also recommended. 

Review Frequency – Client Registration form we shall return back to branches / Franchisee’s after 
every 7 days if any query not resolved or specifically it has been asked KYC team to store it for 
observation relevancy as it include cost of dispatching documents/ KYC. 

FLOW CHART FOR ACCOUNT OPENING FORM 

 

                                                                                    

 

 

 

 

 

 

 

Choose a Stock Broking for 
opening a Trading account & a 
Depository Participant for 
Opening a Demat Account 

Submit the Account Opening 
Form either through Online 
Process or Offline Process 

Complete the verification 
Process 

Fullfill all KYC Forms and 
submit the required 

documents either scan copies 
in online process or self attest 

copies in offline process 

Sign the Agreement Copies 

Obtain your account Opening 
Number  

UCC : For Trading Account 
BO ID : For Demat Account 

 















































THANK YOU 


