
PROCESS FLOW 

(i) Demat & Trading Account Opening and Maintenance
(Deadline: Normally Five Working Days)

 
 
 

 
 

Collection of Account 
Opening Forms & 
documents, IPV & 
Original documents 

verification 

Checking of Forms & 
Supporting Documents at 

H.O

Capturing & 
Verification of 

KYC at KRA & 
CKYC 

On-line 
Verification of 
Punched Data  

In case any Discrepancy 
in Account Opening Form 

Issuance & validation of DIS 
in DP Back Office & e-DPM 

for Respective Accounts/ 
Dispatch Client Master List 
& Delivery Instruction Book 

to Concerning Client 

Capturing of 
Account at NSDL-

DPM System 

PAN Verification from 
Income Tax Department’s 

Official Website 

Telephonic Calls for 
Discrepancy to 

Concerning Client 

Data import in DP 
Back Office from 

NSDL Server 

Dispatch of KYC to 
Client in case deficiency 

not rectified 

Capturing of 
Account in Trading 

Back-office & 
upload UCI details to 

NSE/BSE 

Generating Acknowledgement 
No., Scanning of supporting 

documents  
Record keeping of 

received Documents 

Clients approach us at 
Branch/H.O. 

Check KYC status & 
details from KRA System 

If Ok 

Download KYC from 
KRA System 

If No 

Frontline Capital Services Ltd.



(ii) Client Master Modification Forms (Deadline: Normally Two Working Days)

Collection of Miscellaneous Documents viz. 
Application for Change of Address/Change in 
Bank Details/DDPI/Signature Modification/

Mobile Number/Email ID/Nomination 

Checking of Forms & 
Supporting Documents 

Releasing & Verification of 
Captured Records on 
DPM/KRA/CKYC 

In case any Discrepancy 
in Modification 
Form/supporting 

documents 

Dispatch Modified Client 
Master List to Concerning 

Client 

Capturing of data into 
Respective Accounts on 
DPM/KRA/CKYC for 

modification 

Return to the concerning 
Client for rectification 

Data import in DP 
Back Office from 

NSDL Server 

Updation of 
Account in Trading 

Back-office & 
upload UCI details 

to NSE/BSE 

Generating Acknowledgement 
No., Scanning of supporting 

documents  

Records 
Keeping of 
Received 

Documents 



(iii) Account Closure (Deadline: Normally Two Working Days)

 
 
 

Receipt of Account 
Closure Request 

from Client 

Verifying of Request 
letter & Stamp of 

Receipt 

Closing of Client 
Demat Account 

If there is a debit, the 
client must clear the same 

Dispatch Account 
Closure Letter to 

Concerning Client 

Data import in DP 
Back Office from 

NSDL Server 

Records Keeping of 
Received Documents 

In case of any holdings, 
ask client to transfer the 

same  

Capturing of data into 
the Account on DPM 

Cancel pending Demat 
Requests (if any) 




