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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) Information Technology
	
	
	
	

	(i) Communication
	
	
	
	

	Are there policies and procedures on sending client’s investment advisory reports or articles via e-mail which includes:

i. Authorisation; and

ii. Backup copies of reports or articles.
	
	
	
	

	
	
	
	
	

	(ii) Website
	
	
	
	

	Are there IT policies and procedures for the web-site which includes:

i. Posting of investment advisory articles (i.e. contents management)
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