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1. OPERATION
	
	Yes
	No
	N/A
	Reference

	(a) Operations Manual [only for variation of regulated activities]
	
	
	
	

	Have policies and procedures been put in place for this regulated activity?
	
	
	
	

	
	
	
	
	

	(b) Employees [only for variation of regulated activities]
	
	
	
	

	Have employees been identified for this regulated activity and are they adequate in terms of number, qualification and experience?
	
	
	
	

	
	
	
	
	

	(c) Organisation Chart [only for variation of regulated activities]
	
	
	
	

	Has the organisation chart of the company been updated to reflect the additional regulated activity?
	
	
	
	

	
	
	
	
	

	(d) Confidentiality and Conflict of Interest [only for variation of regulated activities]
	
	
	
	

	Are there any segregation between the regulated activities to address confidential information (price sensitive items) and conflict of interest?
	
	
	
	

	
	
	
	
	

	(e) Information
	
	
	
	

	Is there a research library?
	
	
	
	

	Does the Company subscribe to research or information services? If yes, list the services and how they are used to support decision making?
	
	
	
	

	
	
	
	
	

	(f) Allocation Process
	
	
	
	

	Are there policies and procedures 
	
	
	
	

	· on asset allocation to ensure fair basis of allocation of assets to the clients?
	
	
	
	

	· to ensure that short selling activities are not undertaken?
	
	
	
	

	· to ensure that front-running activities are not undertaken?
	
	
	
	

	
	
	
	
	

	(g) Accounting System
	
	
	
	

	Is there a computerised general accounting system?
	
	
	
	

	Are there personnel responsible for:
	
	
	
	

	· Updating of the general accounting system and clients’ accounting system?
	
	
	
	

	· Review of the general and clients’ accounting records?
	
	
	
	

	· Reconciliation of balances in the general accounting records and clients’ accounting records?
	
	
	
	

	Are there policies and procedures on reconciliation between the company’s internal records and its custodian’s records?
	
	
	
	

	
	
	
	
	

	(h) Segregation of Clients’ Assets
	
	
	
	

	Is a custodian for clients’ funds appointed in accordance with Section 122 of the CMSA?
	
	
	
	

	Is there a foreign custodian for clients’ fund?
	
	
	
	

	· Is the foreign custodian for clients’ funds appointed in accordance with Section 122 of the CMSA?
	
	
	
	


	
	Yes
	No
	N/A
	Reference

	Are there policies and procedures 
	
	
	
	

	· to ensure that clients’ funds are maintained separately in a trust account maintained by the custodian?
	
	
	
	

	· to ensure that clients’ assets are segregated from the company’s assets?
	
	
	
	

	
	
	
	
	

	(i) Reporting to Clients
	
	
	
	

	Are there policies and procedures on reporting to clients?
	
	
	
	

	· Does the report include the following information:

i. Management fees charged.

ii. Portfolio valuation.

iii. Other income received (e.g. rebates, soft commissions) in relation to the management of the clients’ portfolio.

iv. Type of investments and the risks involved.
	
	
	
	

	
	
	
	
	

	(j) Portfolio Management System
	
	
	
	

	(i) Availability
	
	
	
	

	Is any computer system utilised for its portfolio management and administration?
	
	
	
	

	If the PMS is not being utilized, are there:
	
	
	
	

	· An implementation plan/schedule for the installation of the new PMS.
	
	
	
	

	· Approval from the company’s Board of Directors to acquire the new PMS.
	
	
	
	

	Is a dedicated person responsible for the system administration of the PMS?
	
	
	
	

	Are there adequate systems and user guide manuals?
	
	
	
	

	Is there service level agreement or maintenance agreement with its vendor?
	
	
	
	

	
	
	
	
	

	(ii) System Functionalities
	
	
	
	

	Are the following historical data maintained in the PMS?
	
	
	
	

	· Client’s portfolio position/balance.
	
	
	
	

	· Sales and purchases of transactions.
	
	
	
	

	· Audit trails for deletion and amendments of transactions.
	
	
	
	

	Is accounting function incorporated in the PMS? If not, how does the company maintain its accounting records?
	
	
	
	

	
	
	
	
	

	(iii) Security Implementation
	
	
	
	

	Is there a formal documented IT Security Policies and Procedures for the PMS which includes:
	
	
	
	

	· User access and password control.
	
	
	
	

	· User IDs maintenance and administration
	
	
	
	

	· Review of system audit logs.
	
	
	
	

	Are there physical security controls over the computer room? (If any)
	
	
	
	


	
	Yes
	No
	N/A
	Reference

	(iv) Operations
	
	
	
	

	Are there policies and procedures on the PMS data backup which includes:
	
	
	
	

	i. Backup process.
	
	
	
	

	ii. Type of backup performed.
	
	
	
	

	iii. Authorised personnel to perform the backup.
	
	
	
	

	iv. Recovery process in the event of a disaster.
	
	
	
	

	Are there policies and procedures on the changes made to the PMS which includes:
	
	
	
	

	· Change request
	
	
	
	

	· Acceptance of the changes made
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