LEO FINANCIAL SERVICES LIMITED

INTERNAL CONTROL SYSTEMS
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The company Leo Financial Services Ltd. is a member of National Stock Exchange of India Ltd. in the Capital Market Segment and Clearing-cum-trading member in Futures & Options Segment having it’s registered office at 403-404 Chanana Building, 2214 Hardhiyan Singh Road, Karol Bagh, New Delhi – 110005. 

The company is managed by a team of experienced and well qualified professionals in the field of Capital Market. The team is headed by Mr. Gulshan Kumar Arora who is a Chartered Accountant and for the past 15 years has been involved in the Primary Market and Secondary Market as well as Portfolio Management, Investment Advice and other related services. He is the overall incharge of operations in the company.

The business activities are controlled from and carried out at premises situated at 403-404 Chanana Building, 2214 Hardhiyan Singh Road, Karol Bagh, New Delhi – 110005. There is adequate infrastructure in the form of availability of adequate business premises and facilities, equipment installed in the form of computers, servers, software and other office equipments and quality and type of personnel engaged commensurate with the level of its activity to carry out the operations and functions in a satisfactory manner.

The company strictly follows the rules, regulations, bye-laws and procedures laid down by National Stock Exchange of India Ltd., Securities Exchange Board of India and other related Govt. bodies in our operations and day-to-day functioning. The staff is adequately trained and qualified to perform the functions carried out by them. Each user have their specific job responsibilities and accountabilities. The concept of “Maker-Checker” is strictly followed. The users have their own passwords and each user carries out its own specific task only.

There are two managers for controlling and carrying out the operations.

The manager operations is responsible for implementing the rules, regulations, bye-laws and procedures laid down by National Stock Exchange of India Ltd., Securities Exchange Board of India and other related Govt. bodies. He is responsible for co-ordinating with National Stock Exchange of India Ltd., Securities Exchange Board of India and other related Govt. agencies and meeting with all the compliances laid down by them. He is also responsible for resolving/ redressal of any grievances of the investors. Meetings are held by him at regular intervals to inform/ instruct the staff members about the latest circulars, amendments, guidelines, etc. issued by National Stock Exchange of India Ltd., Securities Exchange Board of India and other related Govt. agencies. He ensures that due diligence is carried out while opening the trading accounts and whenever the client carries out trading in his account. He ensures that on receipt of client registration forms, the agreement, risk disclosure document and other related documents are properly and completely filled in. Before entering into an agreement with a new client it is ensured that the identity and financial worthiness is thoroughly checked by giving personal visit to his residence or working place. The identity proof and credentials of the client and all other necessary documents as prescribed by SEBI are collected from the clients. The documents submitted by the clients are verified with the originals. It is ensured that a client is introduced by an existing client or any employee of the company. The PAN No. submitted by the client is verified with the originals and also checked from the website of the Income Tax Department (ITD) i.e. http://incometaxindiaefiling.gov.in/challan/enterpanforchallan.jsp. The changes in the details of the clients are updated in the system on the basis of intimation received from the clients and only after having necessary proof thereof. The quantity traded by a particular client is carefully watched vis-à-vis total volume of that scrip of the exchange. It is ensured that the transactions carried out by the clients should be in line with the annual income of the client. If any variance is found then it is verified thoroughly.

The other manager is responsible for controlling back office systems and keeps a careful watch on the Margining system, Pay-in and Pay-out of funds and securities. He is also responsible to co-relate the business done by the clients so as to commensurate with their financial standings.

The entire day-to-day activities, risk measures and internal control systems are carefully watched by Mr. Gulshan Kumar Arora, the director of the company.

The systems department of the company is handled by Ms. Seema Arora. She is qualified as an M.C.A. and for the past 8 years has been working as a director with Leo Financial Services Ltd. and looking after the back-office accounts and all other system related aspects. She has the responsibility of database management and various checks and controls imposed in the systems. She is also responsible for maintaining full control over the passwords that are assigned to various users of the systems. These are followed strictly as per the guidelines of the company.

Thus there are complete and efficient internal control systems and procedures in place which commensurate with the size and smooth functioning of the trading activities of the company.
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