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Preface 

Coast Investment & Development Company (hereinafter ‘Coast’ / Company) is an investment 
Company operating in the State of Kuwait and is engaged in investment activities in the Local 
and International Markets. 
 

This Policies & Procedures Manual details the policies and procedures that are followed in 
managing the Investment Portfolios Dept. of the company. 
 

It is the responsibility of the VP & AVP – Investment Portfolios Dept. Under the supervision of 
SVP – Asset Management Group to ensure that the department functions are in line with this 
Manual. 
 

If any Company entity within Coast considers that compliance with any of the guidelines, policies, 
instructions, and procedures set out in this manual is not possible for any reason, it should refer 
the matter in writing to the CEO for resolution. 
 

The manual is divided into five sections and fifteen appendices.  
 

The general main section applicable to all investment activities includes the following headings 
in the following format: 
Policy Code: IPD 
Policy Name:                  ___________________________ 

 

Purpose: 
xyz 
Scope: 
Xyz 
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Contents: 
The contents section includes all relevant policy statements and any procedural steps that are 
required to implement any of the policy statements. 
 

Distribution of this manual is made against a Manual Distribution Form which is sent to each 
designated resource person with the manual. The resource person should sign and return the 
form to the CEO. The form is enclosed at the end of this preface. 
 

Any future updates to this manual will be distributed to all resource personnel and it will be their 
responsibility to ensure that the manual is properly updated in adding new pages or appendices, 
removing superseded pages or appendices, or making any manual edit changes in form or 
content. 
 

The manual and its contents are strictly for internal use and are as such treated as highly 
confidential material. 
 

Changes to the manual are usually made as a result of one – or a combination of – the following 
reasons: 
 

1. Changes in trading laws. 
2. Changes in Central Bank of Kuwait, CMA regulations. 
3. Changes in Kuwait Stock Exchange regulations. 
4. Changes in functions and activities of the company. 
5. Changes in business processes 
6. Changes in company organizational structures 
7. Changes in authority structures 
8. Changes in job roles, duties, and descriptions.     
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If any company entity requires amending the contents of this manual, it should complete a 
Request for Amendment Form enclosed at the end of this preface. 
 
The request has to be processed according to the following steps: 
1. The company entity has to fill out the Request for Amendment Form and addresses it to the 

CEO. 
2. The CEO discusses the need for amendments and agrees with the company entity on a course 

of action. 
3. Once agreed on needed amendments, the forms along with proposed changes to the manual 

are addressed to the Board of Directors for post-facto approval. 
4. Upon approval of the Board of Directors, the amendments are addressed to the requesting 

company entity (resource person) responsible for including the amendments in the manual. 
5. The resource person holds responsibility for implementing the amendments to the manual by 

communicating it to personnel involved in the operations of the company entity. 
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Manual Distribution Form 
 
Manual for: ___________________________________ 
Distributed By: ________________________________  
Date of Distribution: ____________________________ 
 

To the resource person, 
 

When you sign this form, you agree to adhere to all cited policies and procedures included in 
this manual. 
 

You may be asked to sign additional material and changes thereto to give effect to these policies 
and procedures currently and in the future. 
 

To acknowledge that you have reviewed and understood all of this material in the manual, please 
sign this form with date and return it to the CEO within 10 days of receipt of this manual. 
__________________________________________________________________ 
 

I acknowledge that I have read, understood, and am subject to all of the material contained in 
this manual. 
 

___________________________ _____________________________ 
Signature    (Please print name) 

_____________________________ 
Date 
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Request for Amendment Form 
Nameofentityrequesting amendments: _________________________________________ 
Manual for: ________________________________________________________________ 
Section/s Reference: _________________________________________________________ 
Policy/ies Code: ____________________________________________________________ 
Policy/ies Name: ____________________________________________________________ 
Description of needed amendments (problem): 
_________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
Proposed amendments (solution): 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
Proposed by: _______________________________  (requesting entity) 
Reviewed by: _______________________________  (CEO review) 
Approved by: _______________________________  (Board of Directors’ approval) 
Implementation Date: _________________________  (as set by the Board of Directors) 
Resource Person’s Signature: __________________ (upon receipt of approval) 
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Policy Code:                  IPD - 1 
Policy Name:                 Investment Portfolios Management Policy 

 

Purpose 
The company recognizes its responsibility to direct the portfolio investment operations of the 
company’s’ clients through a set of procedures assisting company personnel in managing these 
portfolios. The investment policy of the company defines the practices under which the investment 
portfolio accounts will be managed. The following policy is intended to provide basic principles 
to be followed and considered in administering Clients Portfolio’s accounts to attain the primary 
objectives of profitability and liquidity within local regulatory and legal constraints. 
 

Scope 
The scope of implementing this policy is within the jurisdiction of the Board of Directors, CEO, 
SVP-Support Group and the SVP – Asset Management Group.   
 

Contents 
1. General Policy Statements 
 

The following statements represent the guiding policy, as set by the Board of Directors, in 
implementing the Investment Portfolios Department policy: 

 

 

1.1 Investment Portfolios Department should have hierarchy of organizational structure and 
job descriptions and detailed authority matrix that lays down the areas of authority and 
responsibility, and powers delegated to officials at different hierarchical levels. 

1.2 Continuous appraisal of risks involved is required from all cores functional personnel, 
including the Investment Portfolios Department under the direct supervision of the SVP – 
Asset Management Group and the CEO. 
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1.3 Risk management and assessment includes assessing the performance of securities being 
traded in comparison to the local indices of the Kuwait Stock Exchange and Global index. 

 

1.4 The Investment Portfolios Department should create the most profitable and least risky 
mix of investment instruments in each of its client portfolio unless other requirements may 
be dictated by the client in a non-discretionary portfolio directly managed by the client. 

 

1.5 The Company should prohibit entering any arrangement or transaction that releases it 
from the responsibility towards the client unless the CMA decides to exempt the company 
from such responsibility. 

 

1.6 The Company should not use the Clients’ assets and funds or rights arising from the 
same for its own account or any other Client or third party unless it is under written 
approval from the Client. 

 

1.7 Prior to providing services or performing a transaction for the Client, the Company shall 
not offer to share any loss which the Client would be exposed to unless there is a joint 
investment agreement between the Client and the Company which provides for sharing 
in the benefits and losses of investment. 

 

1.8 The Company shall not make unnecessary purchases and sales in respect of any Client’s 
account for the purpose of gaining resultant commissions and fees.  

 

1.9 The Company shall not enter into any transaction or dealing in respect of any Client’s 
account which may have any of the following purposes or consequences: 

 

1.9.1 Influencing prices of securities listed on an exchange of or any relevant security. 
 

1.9.2 Creating any false or illusionary impression of the value of any security listed on 
an exchange or of the level of interest in selling or purchasing the same. 
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1.9.3 Setting an artificial price of any security listed on an exchange or of that of any 
relevant security. 

 

1.10 The Company Shall not execute the Client’s order if such would incur a penalty set by 
a regulatory body or nor issue any order when a ruling or instruction of an investigatory 
authority or judicial entity has ordered the suspension of the Client’s relevant activities 
nor if there are reasons or information indicating that Client’s orders may entail the 
following: 

 

           - Improper and misleading practices for the purpose of securities manipulation. 
           - Insider trading. 
           - Not abiding by applicable laws and rules concerning securities activity, especially the 

clearing and settlement rules applicable in the Exchange and Clearing Agency.   
 

1.11 The Company should determine the investment portfolio related risks and the securities 
therein, as well as the applicable ways to reduce such risks. 

 

1.12 The Company shall separate all transactions and orders executed by it for its own 
benefits from the transactions and orders it executes for Clients. 

 

1.13 The Company shall manage the Client’s investments by itself and shall not delegate any 
other licensed person so to do. Subject to the Client’s approval given in writing, the 
Company may delegate specialist companies to manage Client’s investments          
outside Kuwait in accordance with the relevant foreign markets’ systems and without 
violating provisions of the CMA regulations. 

 

1.14 The Company shall commit to establishing one primary Investment Portfolio for each 
Client, and for every Investment Portfolio category subject to the system managing the  
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       portfolio. This in addition to the possibility of establishing Investment sub-Portfolios of 
the primary Investment Portfolios owned by the Client in order to strictly control the 
components of each portfolio and procure effective and sufficient management thereof. 

1.15 The Company shall not participate in the shares of newly established companies on 
behalf of the Client, yet without violating its rights to subscribe on behalf of these Clients. 
Subscription applications shall be provided to each subscriber and securities certificate 
shall be issued in the name of each subscriber separately. 

1.16 The Company and its employees shall be responsible for any mistake that may occur 
while executing Client’s transactions and orders. The Company shall take the necessary 
actions to recover the same. Defaults of gross negligence or bad intention or deliberate 
violations of the Company’s duties in managing Client’s investments shall not be 
waived. 

1.17 The Company shall not provide false or exaggerated data or information about any 
existing or possible investments in order to direct Clients to take decisions serving the 
Company’s own interests.  

1.18 The Company shall not provide any guarantee for the Client against losses arising from 
securities dealings unless the nature of the security so guarantees. 

1.19 The Company shall not make any promise of, nor promote any investment by promising, 
profit or gain from making an investment in an Investment Portfolio. 

1.20 The Company shall not use the Investment Portfolios it manages for Clients in different 
purposes nor for its own benefit, especially in financing purposes of whatever type, 
whether in the form of giving loans or credit facilities or mortgaging Investment Portfolio 
as collateral to obtain loans or credit facilities for its own benefit.   

 

1.21 Trading in locally non-listed securities is not allowed without written instruction from the 
Client. 
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1.22 For securities to be held to maturity, the Investment Portfolios Department should strictly 
follow a maturity schedule as approved by the Client (for Client Portfolio), and the 
company (for the Company Portfolio). 

 

1.23 The Company must, upon execution of any purchase or sale of a security, send to the 
Client a notification related to execution of such deal, as long as the Client waives such 
notification, according to the form prepared by the Company. 

 

1.24 The Company must prepare notifications on executing securities deals and send them 
on the same day of the execution of the deal. 

 

1.25 The format of the deal execution notice may be prescribed by CMA. 
 

1.26 The Company may transfer Clients’ funds to third parties such as a clearing Agency for 
the purpose of fulfilling the Clients’ obligations arising from Securities transactions, 
provided that such transfer shall be limited to the amount necessary for such fulfilment. 
The Company shall ensure that an entity receiving Clients’ funds keeps the same in an 
independent and separate account designated for the Company’s Clients. 

 

1.27 The company should ensure that the Client is the interested person of all his fund related 
transactions in regard of deposit, withdrawal and money transfer. Besides, these 
transactions shall be issued and received from Client’s named accounts. 

 

1.28 The company should maintain separate registers and records for each client portfolio in 
the company. 

 

1.29 The company should ensure that client portfolio related documents should be stored 
safely within the company premises. 
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1.30 The company should, at a minimum, maintain a register that includes the name of the 
client and number of shares. 

 

1.31 The company should ensure that client portfolio does not include the clients’ own shares 
(if the client is a listed company). 

 

1.32 The investment company should restrict dealing in shares of a company in which the 
client is a BOD member. 

 

1.33 Sufficient controls should be maintained over the basis of distributing the purchased 
shares among managed client portfolios. 

 

1.34 The company should ensure that the client portfolio manager is competent and maintains 
required expertise to manage a portfolio. 

 

1.35 The Company shall adopt policies and procedures for maintaining confidentiality of 
available information or inside information it obtains while practicing Securities activities, 
more specifically, data and information related to its Clients and their investments, by 
taking all actions to ensure data and information remain confidential except in the 
following cases: 

 

1.35.1 Disclosure requirements in accordance with the applicable laws. 
1.35.2 Disclosure based on judicial orders and judgments or investigation authorities. 
1.35.3 If Clients approve such disclosure. 

 

1.36 It is obligatory on the part of External auditor to ensure the Company’s compliance with 
CMA regulations and provide it with an annual report of the same. 
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1.37 The Company should, on receiving any Client funds, shall immediately place such funds 
into a separate and independent account opened with a local bank except in cases 
where settlement of a Client’s dealing is to be performed in a foreign market in which 
case these shall be settled in accordance with the relevant settlement procedures. The 
Company shall take the care of a prudent person in the selection, appointment and 
periodic review of the bank where such clients’ funds are deposited, ensuring that such 
Client accounts are segregated from the accounts of the Company’s accounts. Clients’ 
funds may be placed in one or more banking account. 

 

1.38 The Company may deposit Clients’ assets held by it on behalf of its Clients into an 
account or accounts open with a third party who is license by CMA, or by an equivalent 
regulatory entity, to keep Clients’ assets. The Company shall take care of a prudent 
person while selecting this person and thereafter in respect of it keeping and possessing 
the relevant Clients’ assets. 

 

1.39 The Company shall ensure segregation between its Clients’ assets deposited with a third 
party and any other assets belonging to the Clients of such person by maintaining 
separate accounts with the person where the Clients’ assets are held. 

 

1.40 The Company shall keep safekeeping ownership documents which prove ownership in 
the name of the Client or where applicable in the name of the Company who manages 
client’s investments. 

 

1.41 The Company shall keep safe documents relating to sale and purchase transactions 
performed for the Client. 

 

1.42 Client funds and assets should be used only for the benefit of Client. 
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1.43 Any funds paid into the account of the Client, by the Company, will always be treated 
as funds of the Client. 

1.44 Funds can be transferred from one Client account to another Client account, solely for 
the purpose of settlement of deals entered by and between them, or as a guarantee in 
compliance of any specific agreement. 

1.45 Client funds and assets should not be used by for the operations of Company. 
1.46 Client Funds and Assets should not be used for the benefit of another Client. 
1.47 The Company should not pay into the Client’s account any amount unless it pertains to 

the Client. 
1.48 Funds received for and on behalf of the Client, should not be held back by the Company 

for deposit into account at a subsequent time or date. 
 

1.49 The Company should make and document a risk assessment of the third-party before 
placing Client’s assets with the outside investment trustee and/or investment custodian. 

1.50 The Company should notify the Client in advance, prior to handing over custody of Client 
assets to any investment trustee of the Company’s group and receive Client’s approval. 

1.51 The Company shall always consider Client’s benefit and endeavours to achieve its 
Clients’ benefits and care for their investment. Accordingly, the Company shall enable 
the Client which holds an investment portfolio of any type to exercise all his rights arising 
from his ownership of securities, such as rights of taking any action on securities, voting, 
nomination and appointment to Board except if there is a condition in the agreement 
between the Client and the Company and other person(s) which restricts the Client’s 
right of exercising all or part of his rights arising from securities ownership. The 
Company may not exercise any such rights on behalf of the Clients without a written 
authorization by the Client whether in the contract or via special authorization.   
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1.52 The Company shall not establish Investment portfolios for its interest with another 
Licensed Company by CMA, except for the Portfolios established with another Licensed 
Company for investment in foreign markets or an Investment Portfolio mortgaged as 
guarantee for any bank. Both Portfolio Agreement parties and the bank are required to 
have agreed on the mechanisms for managing the Investment Portfolio concerned. 

1.53 The Company shall not make internal transfers between Investment Portfolios it 
manages. 

1.54 The Company shall not establish Securities Investment Portfolios for individual 

institutions. 

1.55 The Manager of Investment Portfolio is prohibited from purchasing or selling Treasury 
Shares in a Portfolio owned by the Company which has issued those Shares. 

1.56 The Company shall ensure that a person managing the Investment Portfolio is not a 
member of a Board of Directors of, and shall not hold any Executive Positions in, any 
other Licensed Companies. 

1.57 The Company, while practicing an activity involving Securities shall not pay any fees or 
commissions, provide monetary or non-monetary benefits or gifts, whether directly or 
indirectly, to its Clients. Furthermore, it shall not receive any of the mentioned except 
in the following cases: 

           1.57.1 Fees, commissions or non-monetary benefits that are not intended to encourage 
the Company to provide better service for its clients, such as symbolic gifts. 

1.57.2 Any charges or monetary amounts incurred by the Company for providing 
services to its clients such as, costs of safekeeping, commissions of settlement 
and clearing and fees that do not contradict in its nature with the duties of the 
Company to act honestly, fairly and professionally in a way that fulfils the  
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            interests of its clients. The prohibition set out herein shall apply to the 

Company’s employees. 
1.58 The Company shall categorize its Client as either retail or professional Clients. The 

professional Client shall be divided into professional Client by nature and Qualified 
Professional Client. Each Client who is not professional shall be categorized as retail 
Client. 

1.59 The Company shall notify each Client of his categorization at the beginning of dealing 
with him or when such categorization is changed; and the Client must be informed of 
the following: 

        a. The benefits and limitations of each category. 
        b. The right of the Client related to the change of his category.  
1.60 The Company shall prepare a specific record for Client categorizes including: 

           a. Category of the Client, and reasons and justifications of such categorization. 
           b. Sample of notices, declarations and agreements related to the Client’s category. 

1.61 The Company must notify the Client – as applicable – in writing with the required 
information under Articles (2.11) to (2.15) of Book 8 (Business Conduct) before 
providing its services related to securities activities and any changes that may occur. 

1.62 The Company has a Chinese Wall Policy to limit cases of conflicts of interest. Also, the 
Company obliged all its employees or agents to withhold the information held from any 
other employee or person working in favour of the Company in other activities. 

1.63 When executing the Client order, the Company must take into account the following 
criteria: 

            a. Nature and needs of the Client. 
            b. Client’s categorization as a as a retail or professional Client. 
            c. Characteristics of the order to be executed. 
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            d. Characteristics of securities subject of order, including type and nature. 
            e. Characteristics of the execution venues to which that order can be directed. 
            f. Execute orders with priority according to the order they were received by the Clients. 

1.64 If the transactions are executed based on the Client’s orders, then the Company shall 
be released from the obligations mentioned above. 

1.65 If the Company executes an order on behalf of a retail Client, the best possible result 
must be determined in terms of the total consideration, representing the price of the 
security and the costs related to execution, including expenses, fees and commissions. 

1.66 In case there is more than one venue through which an order could be executed, then 
the Company must compare such venues while taking into consideration fees and other 
expenses related to the order execution. 

1.67 The Company may not receive any commissions in a way as to discriminate unjustifiably 
between execution venues. 

1.68 The Company shall execute any order or instructions that may be issued by the Client. 
1.69 The Company shall provide its Clients with any information that may be required by 

those Clients regarding policies and procedures of executing their orders. 
1.70 The Company must review the policies and procedures of executing its Client’s orders 

regularly, such review must be performed in case of any material change that may affect 
such policies and procedures, and such review shall include evaluating these policies 
and procedures and what extent they are complied with. 

 

2. Primary Default Event 
 

2.1 A primary default event shall be deemed to occur in the following cases: 
2.1.1 Disclosure of the financial or administrative status of the Company, including 

inability to fulfil an obligation on the due date or appointing a liquidator or a receiver 
or bankruptcy administrator or any attachment of its assets. 
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          2.1.2 When CMA imposes a limitation on the Company prohibiting it from holding Clients’ 
funds. 

 

2.2 In the event of primary default event, the following actions shall be taken: 
 

         2.2.1 Notifying the CMA immediately. 
 

         2.2.2 Instituting, and informing the CMA of, a plan within 5 business days as of the date 
of primary default event. 

 

         2.2.3 Suspending all the Company’s dealings of, except in the cases approved by the 
CMA. 

 

2.3 In the event that the CMA rejects the plan proposed by the Company in the event of a 
primary default event, the following actions shall be taken: 

 

          2.3.1 All Clients’ funds held in a Client Bank account and all Clients’ transaction 
accounts of the Company shall be treated as pooled and placed in an independent 
account, except for Clients’ funds held in a Clients’ transaction account at a 
Clearing Agency as a part of clearing and settlement process. 

 

          2.3.2 The Company, the liquidator, receiver, administrator, or the person who manages 
the Company shall distribute Clients’ funds after settlement of required expenses, 
so that each Client who is a beneficiary receives a sum which is in proportion to 
his entitlement to the Clients’ funds. 

 

          2.3.3 If, in connection with a clearing arrangement, Client’s funds are remitted directly 
to the Company, any such remittance shall be included in the notional pool referred  
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                  to in paragraph (2.3.1), and they shall be distributed in accordance with paragraph 

(2.3.2), except for the cash monies of a specific Client which shall be                  
transferred directly to him after deducting any transfer charges in the following 
cases: 

                   a. No Client funds in excess of the amount recorded in the relevant Client 
transaction account are held by the Company as margin in relation to the 
positions recorded in that Client transaction account. 

 

                   b. If the accounts or reports of clearing agency clearly indicate that these funds 
are for specific Client of the Company. 

2.4 The CMA may require implementation of precautionary actions or procedures other than 
the ones above in respect of any primary default events. 

2.5 The Company shall immediately stop receiving Clients’ funds upon the occurrence of a 
primary default event. In the event that a transfer of an any Client’s assets to the 
Company occurs, it shall return the same immediately to the Client, except in the following 
cases: 

         2.5.1 The funds are Client’s funds relating to a transaction that has not settled at the 
time of primary default event of the Company. 

         2.5.2 The funds are due from the Client to the Company at the time of the primary default 
event. 

3. Secondary default Event 
    3.1 A secondary default event occurs upon disorder of the financial or administrative status 

of a third party who holds funds of the Company’s Clients, including the inability of the 
party to fulfil any obligation on its due date or the appointment of appointing a liquidator, 
receiver or administrator or the attachment of any of its assets. 
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3.2 In the event of a secondary default event, all Clients’ assets shall be treated as a pooled 
and deposited in an independent account with a local bank or the Company Client’s 
account held with the defaulted person pursuant to Article (3.1) and shall be treated in 
the following way: 

 

         3.2.1 Any shortfall in Clients’ funds held shall be borne by all the Clients pro-rata in 
accordance with their entitlements unless a breach of the Company’s obligations 
stipulated herein would then occur. 

 

         3.2.2 The Company’s accounts and registers shall be amended to reflect the result of 
applying paragraph (3.2.1). The Company shall prepare a record showing the total 
shortfall resulting from the secondary default event and each Client’s share 
thereof. 

 

3.3 The CMA may require implementation of any action or procedure differing from the actions 
set out above to resolve any secondary default event. 

 

3.4 The Company shall not transfer Clients’ funds to an insolvent after the incidence of a 
secondary default event only under the Client’s order to settle a commitment for the Client 
towards another insolvent person, these funds should return to the Client immediately or 
transfer to another person based on the Clients instruction. 

 

4.  Client Contact and Agreement 
 

4.1 The Company could either receive contacts from prospective Clients or initiate contacts 
itself. Upon establishing means of contact, an initial meeting with the prospective Client 
is arranged by the Asset Management Group represented by the Senior Vice President. 
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4.2 Before providing any services to the Client, the Company shall take all required actions 
to obtain correct and full information and data which enable the Company identify the 
Client and determine his/her investment purposes according to article (5.1.1) of Book No. 
7 of the executive Bylaws of CMA. Accordingly, the following procedure shall be followed 
by the Asset Management Group employees to open an account: 
4.2.1 Send a blacklist inquiry form to the Compliance Officer by the name of the Client. 

(Appendix 1) 
 

4.2.2 If the Client is not listed in the blacklist, the said form will be approved by the 
Compliance Officer and send it back to the Asset Management Group. 

 

4.2.3 The Client should fulfil the Know Your Client Form (KYC) (Appendix 2).  
 

4.2.4 All forms and applications will need to be approved by the Compliance Officer. 
 

4.3 All applications and supporting documentation should be carefully reviewed and studied 
by different Company Personnel prior to final approval or denial of the application. These 
entities review the latter in the following order: 

  4.3.1 The responsible Employee. 
         4.3.2 The SVP – Asset Management Group. 
         4.3.3 The Compliance Officer. 
         4.3.4 The CEO. 
 

4.4 The CEO could reject the application. 
 

4.5 If the application meets minimum requirements, then the final decision is vested to the 
CEO. 
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4.6 The CEO provides the final decision to the SVP- Asset Management Group, and as such, 
the Client is informed of acceptance or denial of the application. 

4.7 If the decision is to accept, then the Client is required to sign the Investment Portfolio 
Agreement. 

4.8 The Company shall not take any fee for establishing an Investment Portfolio. 
4.9 The Company shall not ensure validity of the information provided by the Client as 

stipulated in article (4.2).  
4.10 The Company may provide services for Clients based on the provided information unless 

it knows or may know invalidity or inaccuracy of the same. 
4.11 If there is sufficient information relating to the Client in respect of article (4.2), the 

Company shall notify him that it shall suspend services to him unless such information 
is provided within 3 business days as of the notice. The Company shall suspend such 
services to a client who fails to provide the information after the expiry of the notice 
term. 

4.12 The Company shall be exempt from obtaining the information referred to in sub (4) and 
(5) of article (5.1.1) if the services to be provided are for a Qualified Professional Client. 

4.13 The Company shall be exempted from obtaining the information referred to in sub -
articles (3) and (4) of article (5.1.1) if the services to be provided are for a Professional 
Client by Nature. 

4.14 After final approval, the Company shall enter into an agreement with the Client Including 
the following information:  
4.14.1 Profile of the Company and the services it provides. 
4.14.2 Conditions of the services to be provided and the mutual obligations between 

the parties. 
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4.14.3 A report on the proposed investment strategies, including the necessary 
guidelines and precautions regarding the risks accompanying investments, or 
regarding specific investment strategies in case the company shall manage the 
Client’s funds. 

4.14.4 Information that enables the Client to understand the nature of the service and 
its risk. 

4.14.5 The procedures that need to be followed in case of any error committed while 
executing the Client’s orders, and mechanism for resolving such an error and 
the person responsible for such error, whether it was committed by the 
Company, one of its employees or a third party. 

4.14.6 The departments entrusted with making decisions for the benefit of the 
Company’s Client. 

4.14.7 The related expenses, fees and charges for the services provided by the 
Company and the method of its calculation. 

           4.14.8 The contract should state the limits of the authorization issued by the client to 
the company which indicate the extent of the powers and authorities of the 
company in managing the investment portfolio as appropriate to the form of the 
portfolio. 

4.14.9 The contract should define the form and type of investment portfolio, goals and 
purpose thereof, relevant controls, and where the portfolio is to be managed by 
the company, the investment policy which shall be followed, provided that the 
company shall obtain written consent of the client in the event that the 
investment policy is to be changed. 
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4.14.10 The contract should include the documentation of order transmission and 
confirmation, stating whether this shall be done in writing or via recorded 
phone calls or e-mail. 

4.14.11 The contract should include the way the company should manage clients’ funds 
and the way of maintaining documents and accounts. 

4.14.12 The contract should describe the way of delivering the investment portfolio’s 
components, including Securities, funds and any other assets to the client, or 
to the party concerned with holding, managing, or safe-keeping, in the event 
that the client requires the same or upon non-renewal or termination of the 
contract between the company and the client, or upon the cancelation of the 
company’s license, taking into account the care of the Prudent Person, 
immediately and without delay in the execution of the Client’s requests and 
the delivery of the investment portfolio’s components, taking into account the 
stipulations in Appendix (3) of the Book No. (7).   

4.14.13 The contract should include the way to compute commission charged by the 
company managing the portfolio. 

4.14.14 The contract should indicate whether it is intended to persist for a specific or 
indefinite time and the notice period which shall be considered and applied by 
the two parties should any party wish to terminate the contract. In the event 
of a contract with a specific time limit, any party may terminate the contract 
before the expiry date provided that such termination is in proper time and for 
reasonable excuse. The Company shall not terminate the contract before its 
expiry date if there is an agreement with a third party gives him a right against 
the Investment portfolio and in such case the Company shall notifies the third 
party of the termination with sufficient notice to enable him to take proper 
actions to protect his interests.  
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4.14.15 The contract should state that the contract is in compliance with Kuwaiti 
applicable laws and other governmental regulations and announcements. 

4.14.16 The contract should state the policy for informing the client of completed 
transactions as well as frequent reports regarding the results of client 
request. 

4.14.17 The contract should state the reports to be provided to the client, including their 
frequency and method of presentation. 

4.14.18 The contract should indicate whether the client is member of a board of 
directors of any listed company or holds an executive position or is an insider 
with inside information. The Client shall provide the Company with any 
changed thereof. 

4.14.19 The contract should state the company policy for keeping the accounting 
records and the relevant supporting documentation. 

4.14.20 The contract should state the method of delivery of reports, notices and other 
communications whether written to be delivered by courier or mail, or through 
fax or e-mail or any other modern communication mechanism. 

4.14.21 The contract should include the procedures that should be followed by the 

Company in the event of termination of the contract at the request of the 

Client or the Company, or the cancelation of the licensed activity of the 

Investment Portfolio Manager by the Authority, provide they include – as a 

minimum- the following: 

            A- Mechanism of delivering the funds and assets components of the Client’s 

investment portfolio managed by the Company under the activity of 

Investment Portfolio Manager to be operated by another licensed person. 
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            B- Mechanism of delivering the investment portfolio’s components, including 

assets, securities and funds held, to the Client or to the party concerned 

with holding, managing, or safe-keeping. 

4.15 In executing the Client’s transactions, the Company shall abide by the mechanisms 
stipulated in the Agreement and in addition shall comply with the following: 
4.15.1 Secure the Client’s interest when transmitting the Client’s orders to another 

entity for execution. 
4.15.2 Not to combine orders regarding Securities traded on an exchange received 

from one Client with those of any other Client. In the case of non-listed 
Securities, the Client’s orders may be combined with those of another Client or 
of other Clients provided that all the Clients concerned are informed accordingly. 

4.15.3 To execute the Client’s orders for Securities sales or purchases without 
interfering directly or indirectly in the Client’s decision concerning the same, 
without prejudicing any duties required of the Company to give advice and 
guidance. 

4.15.4 To abide by the tools and mechanisms approved by the Exchange when 
executing relevant transactions. 

4.15.5 Not to execute the Client’s order concerning a sale or purchase unless their 
sufficient funds or Securities respectively, in the Client’s account and also, not 
to use any other Client’s funds or assets for the benefit of another Client. 

4.15.6 Keep safe documents relating to sale and purchase transactions performed for 

the Client. 

4.15.7 Paragraph 4.15.2 shall not apply to Investment Portfolios managed by the 
Company. 



28 
 
 

 

 
INVESTMENT PORTFOLIOS DEPARTMENT 

POLICIES AND PROCEDURES 
 

ISSUE DATE: February 2012  

VERSION:  

APPROVED BY: BOD 

 

5. Reporting System and Notices 
 

5.1 The Company should provide to the Client comprehensive periodic reports – on monthly 
basis at least– which indicate the composition of the assets of the portfolio and the value 
of the investment portfolio, and including the following at least: 

a. Investment portfolio number. 
b. Report date. 
c. Cash balances available for the Client. 
d. Securities included in the investment portfolio. 
e. Total value of investment portfolio on the report date. 
f. Realized and unrealized profits/losses ratio for the year to date. 
g. Mortgage details and determining the person/entity to which the portfolio is mortgage 

and the rank of such mortgage. 
h. Total fees and commissions whether for the purchase and / or sale of securities or 

managing an investment portfolio or for any other service provided by the company 
within the period. 

i. Description of each security in the investment portfolio: 
1. Security name. 
2. The exchange the security is listed on. 
3. Security average purchase cost. 
4. Market value of security listed on the exchange. 
5. Value of each security according to purchase currency thereof, complying with 

international accounting standards in determining and evaluating the security value 
as per exchange rate. 

6. Security weight to total investment portfolio. 
j. Statement of movements within the investment portfolio for the period. 
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5.2 The Company shall set up a comprehensive reporting system for providing its Clients a 
clear and accurate image of the status of their investment portfolios and complete 
transactions’ including notices concerning any matters related to securities in the 
investment portfolio owned by the Client. The notices are as follows: 
5.2.1 Notices regarding the dates of companies’ general assembly meetings where the 

Client owns securities and of other meetings of securities holders. 
 

5.2.2 Notices regarding declarations of general assembly where the Client owns 
securities of any profits or revenues distribution whether in cash or bonus shares 
or physical assets or other rights. 

5.2.3 Notices regarding the Company receiving any profits and revenues distributions in 
cash or bonus shares or physical assets or other rights, provided that profits          
receipt period shall not exceed ten business days as of distribution 
commencement. 

5.2.4 Notices regarding the resolutions taken by Boards of companies where the Client 
owns securities and related to any amendments in the capital of the issuer, limited 
to the authorized capital or converting securities to shares in company capital. 

5.2.5 Notices of any subscription or capital increase or acquisition offer or merger or 
liquidation or changing a security issuer company’s objectives or name or in the 
event that suspension thereof or withdrawal from the exchange. 

5.2.6 Notices regarding any resolutions issued by regulatory bodies against the 
companies where the Client owns securities. 

5.3 The Company shall provide the Client with the notices set out above immediately upon 
the occurrence of any amendment on securities as above mentioned.     

5.4 The Company shall provide the CMA with Quarterly reports concerning all Securities 
Investment Portfolios for which the Company is responsible, whether managed by the  
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   Client or by the Company or for is held for custody purposes pursuant to the forms 

stipulated in appendix (2) of Book No. (7) of the executive bylaws of Capital Market 
Authority. These reports are to be submitted within a period not exceeding (10) business 
days from the end of each quarter. 

5.5 The Company should inform the CMA immediately of the following: 

5.5.1 Upon any change or development which genuinely affect the Company’s 

performance of its duties in managing investment portfolios activity. 

5.5.2 Upon refraining from executing transactions for a Client pursuant to paragraph 8 of 

Article (5.1.8) of the Book No. (7). 

5.5.3 Upon any problem or default in the internal control system of the Company. 

5.5.4 Report indicating name of the entity authorized to manage Investment Portfolios. 

This report shall define in detail the managerial entity which manages each Clients’ 

Investment Portfolio and any company portfolios. This is in addition to immediately 

informing the CMA of any change in the identity of the entity authorized to manage 

any investment portfolio. 

5.5.5 A copy of the Investment Portfolios management manual and its policies for 

managing Investment Portfolios as approved by the Company’s Board of 

Directors. This is in addition to notifying the CMA of any amendment od such 

manual.  
 

 

 



31 
 
 

 

 
INVESTMENT PORTFOLIOS DEPARTMENT 

POLICIES AND PROCEDURES 
 

ISSUE DATE: February 2012  

VERSION:  

APPROVED BY: BOD 

 

5.6 The Company shall, when its license is cancelled by the CMA, submit monthly reports on 
the condition of the portfolios subject to the closure, according to forms No. (1) and (2) 
stipulated in Appendix (2) of the Book No. (7) of the executive bylaws of Capital Market 
Authority. These reports are to be submitted within a period of (5) business days at the 
end of each month.  

6.  Registers, Accounts and Reconciliations 
6.1 The Company should keep records and accounts to enable it to distinguish assets and 

funds held for one Client from the assets and funds held for any other Client or for the 
company. The Company shall ensure that each Client’s assets and funds are recorded 
in a separate account in the name of the Client. 

6.2 The Company should, on regular basis, conduct reconciliations, either when there are 
transactions or on weekly basis whichever comes earlier, between its internal accounts 
and records with the bank accounts in which clients’ funds are held and with the records 
of any third party by whom clients’ funds and assets are held in respect of any security 
activity. 

6.3 The Company should, in the event that any difference or discrepancy arises as a result 
of a Company’s reconciliation concerning Client’s records and accounts, revolved at the 
end of the business day on which the reconciliation is performed; and in no case later 
than three business days after the day on which the discrepancy arose. When any 
discrepancy arises as a result of reconciliation between the Company’s internal records 
and with a Clients’ account at a bank where Clients’ funds are held or with the records 
of any third party which holds Clients’ funds, the Company shall correct the discrepancy 
immediately. If the Company’s reconciliation identifies that the sum required to be held 
in such an external account is greater than the sum reported by the party concerned, 
then the Company shall pay the difference from its own account. The Company shall 
inform the CMA immediately in such an event. 



32 
 
 

 

 
INVESTMENT PORTFOLIOS DEPARTMENT 

POLICIES AND PROCEDURES 
 

ISSUE DATE: February 2012  

VERSION: 

APPROVED BY: BOD 

6.4 The Company is required to maintain accurate records for each executed deal and all 
records must be updated at all times and sufficient enough to demonstrate compliance 
with CMA executive regulations. These records must: 
6.4.1 Clearly indicate, at all times, the assets and liabilities of each Client and liabilities 

of all Clients collectively. 

6.4.2 Include the necessary information to enable the Company to prepare a statement 

of the assets and liabilities of each Client and details of the deals executed for his 

account. 

6.4.3 Determine all Client’s funds and assets for which the Company is responsible 

whether under its control or under the control of another person. 

6.5 Company’s records must include the following: 
6.5.1 Details of all orders entered by any client concerning a security whether it was 

modified, cancelled, executed or not executed. 
6.5.2 Details of all purchase and sale deals of any securities performed by the company 

for a client or performed by the company for its own account. 
6.5.3 A record of income and expenses related to each client along with an explanation 

of their nature. 
6.5.4 Details of all received amounts and expenses from the client’s funds and assets. 
6.5.5 A record of the client’s funds and assets. 

6.6 Only pre-approved brokers in the Kuwait Stock Exchange are to be dealt with. 
6.7 Expected returns from each investment activity should be clearly defined and accordingly 

continuously monitored by the Asset Management Group on behalf of the company and 
clients in its effect on portfolio performance. 
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6.8 Stop loss limits should be clearly conveyed to and followed by the Portfolio Management 
Dept. personnel as set by the client and the company. 

6.9 Per deal limits should be clearly conveyed and followed by the Portfolio Management 
Dept. personnel for company portfolio. 

6.10 It should be ensured that appropriate procedures are in place to ensure that deals 
executed for the customer account are in accordance with granted authorization / 
powers awarded. 

6.11 Portfolio Management department should have adequate authorization controls to 
ensure that carrying out operations and disposal of assets are duly authorized. 

6.12 The company must maintain records, reports, telephone conversations and written and 
electronic correspondences as well as documents related to its activity; for no less than 
five years commencing from the date the record was created or until settlement of a 
dispute between the company and the client or any other person; provided that they 
shall be valid for review on request during such a period, and that they shall remain 
subject to inspection and audit at all times by the authority or anyone appointed for 
this purpose. 

6.13 Creditors of the Company shall not have recourse on Company’s Clients’ funds and 
assets. 

7.  Portfolio Main Principles and Theory 
7.1 The expected rate of return on an investment is determined using an expected value 

calculation. The greater the variation and volatility in the rate of return (represented by 
the standard deviation), would implicate in a wider range of possible returns, but higher  

      rates of investment risk. All share Market index should be followed as benchmark of 
discretionary Portfolios. 

7.2 Whether the expected return entices an investor depends on its risk, the risks and returns 
of alternative investments, and the investor’s attitude toward risk.  
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7.3 Most investors are risk averse, and due to that, risky securities must have higher expected 
returns. 

7.4 When a portfolio is held, risk and return should be evaluated for the entire portfolio, not 
for individual assets only. Thus, the expected return on a portfolio is the weighted 
average of the returns on the individual securities. 

7.5 Portfolio management involves determining how much to invest and which securities to 
choose so as to maximize expected return and minimize risk.  

7.6 A feasible portfolio that offers the highest expected return for a given risk or the least 
risk for a given expected return is an efficient portfolio. 

7.7 An optimal portfolio is the best portfolio selected from a set of efficient portfolios, usually 
providing the optimal combination of least risk and highest rate of return. 

7.8 Portfolio investment should be based on expected net cash flows and cash flow 
uncertainty evaluations.  

7.9 Arranging a portfolio so that the maturity of funds will coincide with the need for funds 
will maximize the average return on the portfolio and provide increased flexibility. Maturity 
matching ensures the following: 
7.9.1 Securities will not have to be sold unexpectedly. 
7.9.2 The cost of debt funding in case of short cash positions will be minimized. 
7.9.3 Transaction costs are a consideration in the forecasting of net cash liquidity 

positions resulting from investment portfolio transactions. 
7.9.4 Portfolio risk can be eliminated by proper diversification of investments. 
7.9.5 The relevant risk of an individual security held in a portfolio is its contribution to 

the overall risk of the portfolio. 
7.9.6 When much of a security’s risk can be eliminated by the diversification, its relevant 

risk is low. 
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7.10 In principle, diversifiable risk should continue to decrease as the number of different 
securities held increases. In practice, the benefits of diversification become extremely 
small when more than 30 to 40 different securities are held. 

7.11 There is one type of risk which cannot be minimized by diversification which is the 
market or systematic risk. 

7.12 In light of the above portfolio management principles, the company should focus on the 
following: 
7.12.1 A company’s operational functions should be designed to regulate the custody 

and movement of securities to account for trading transactions in client portfolio.  
7.12.2 Because of the high money volume and speed of portfolio trading activities, 

operational inefficiencies can quickly result in major problems and losses that 
the company and the client could incur. 

7.12.3 The legal responsibilities of company’s management require ensuring that client 
portfolio trading activities are conducted based on a sound investment and legal 
bases. This can be accomplished through a sound set of policies and 
procedures to be implemented in the portfolio securities trading activities within 
the Asset Management Group. 

 

8.  General Portfolio Investment Guidelines 
8.1 Allocate a portion of the portfolio to securities investment transactions to meet the 

portfolio’s profit needs. 
8.2 Invest to maximize profits, within risk constraints. 
8.3 At acquisition, securities in a portfolio will be classified as held to maturity, available for 

sale, or trading account securities. 
8.4 Securities bought and held for the purpose of selling them in the near short term (one 

day to one month) will be designated as trading account securities. 
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8.5 Securities bought and held for the purpose of selling them in the medium term (one 
month to one year) will be designated as available for sale securities. 

8.6 Securities bought and held not for the purpose of sale in the short and medium terms 
will be designated as securities held to maturity in the context of long-term investments. 

8.7 Investment Portfolio is one of main investment tools which consist of various Securities 
that differ in type or revenue or maturity term, and which is managed or archived or 
pursued by a person licensed by the Authority. It is often for trading and investment in 
local and foreign markets, as well as achieving the highest possible revenue for Clients 
under acceptable level of risks. There are three different client portfolio agreements as 
follows: 
8.7.1 Type I – Investment Portfolio Managed by the Client   

In this portfolio the client shall identify goals, risks level and portfolio 
investment policy. The client shall personally manage and vary investments 
as per his trends and investment vision. The company role shall be limited 
to executing client’s orders and instructions, pursuing investments and 
providing him with all investment portfolio-related services. 

8.7.2 Type II – Investment Portfolio Managed by the Company in favour of Client  
Components of this portfolio are managed and investment resolutions are 
taken by the company in accordance with the client’s investment desires 
and aims, which are agreed with the company based on set or non-set 
scale investment policy as below: 
a. Set scale (restricted) investment policy: The client shall determine goals 

and risks level as well as the desired investment tools for example, not 
limited to: Securities type, risks degree, economic activity sector and 
targeted markets. The company shall manage the investment portfolio 
in accordance with the client’s goals. 
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b. Non-set scale (absolute) policy: The client shall determine goals and 
risks level without identifying the portfolio investment policy. The company 
shall identify and manage the portfolio with full investment powers 
pursuant to client’s policies and goals. 

 

     8.7 3 Type III – Custody Investment Portfolio  
                                 This type serves the client’s desire to maintain securities at average or 

long term through achieving with the company. The client shall set a 
fixed policy to maintain investment portfolio components. The role of 
the company shall be limited to pursuing the client’s portfolio 
components and provision with all investment portfolio relevant 
services, especially using portfolio’s components for archive and long-
term investment in order to – possibly – prevent using components 
thereof in other purposes.  
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Policy Code:     IPD - 2  
Policy Name:     Discretionary Portfolio Management strategy, constraints  
  
Purpose 
The following policy has been developed to assist company personnel directly involved in trading 
in local and International Markets to establish pertinent policies and procedural steps that could 
be followed in local and International Markets trading operations strategy, stop loss mechanisms. 
 

Scope 
The scope of monitoring implementation of this policy is within the jurisdiction of the Board of 
Directors and senior management represented by the CEO and SVP - Asset Management 
Group. However, this policy should be performed taking into consideration the delegation of 
authority structure in trading in the financial Markets on behalf of the company and clients. 
 

Contents 
1. General Policy Statements 

1.1 The following statements represent the guiding policy, as set by the Board of Directors, 
in implementing the Local and International Financial Market Trading policy. 

 

1.2 It is the policy of the company to comply with all laws and regulations governing local 
and International Financial Market trading activities including the Central Bank of Kuwait, 
Kuwait Stock Exchange guidelines and rules and Capital Market Authority and other 
regulators. 

2. Portfolio Management constrains/limitation 

    2.1 Based on Client’s investment plans, time horizon, Portfolio Manager will design an 

investment strategy for the clients in Local or International markets or in both markets. 

The Portfolio manager must give priority for investments being made in “Blue Chip” large  
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         capital Stocks, Growth Stocks and Value Stocks (see Definitions). However, the client will 

have the authority to change the investment policy by written instructions either in terms 

of concentration or stock classification, stop loss policy.       

2.2 International Portfolios 

2.2.1 The International Markets (IM) encompasses a wide range of sectors, including 

technology, healthcare, finance, and consumer goods. By investing in International 

stocks, client can gain exposure to industries that may not be as prevalent or well-

developed in the GCC market. This diversification across sectors can help Client’s 

capture opportunities and reduce sector-specific risks.  

2.2.2 The US market is one of the top choices to invest in when it comes to diversifying your 

portfolio across geographies since many top Global companies are listed in US Market. 

The country is home to some of the best technology and other wealth-creating 

businesses that offer great investment opportunities.  

2.2.3 Clients get the benefit of a reduction in volatility and risk when they decide to diversify 

their portfolio by investing in International markets and other asset classes. As per 

historical returns and data, for example, the US markets are less volatile and more 

stable as compared to any major stock markets. As Clients diversifying their funds  
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across the stocks of multiple companies all over the world, the overall risk is reduced 

while client get the benefit of the best returns from diversified markets. 

2.2.4 With regard to Professional clients, based on the market regulations in which allows 

clients to trade in differ asset classes (e.g. USA or European market), the client may 

be allowed to trade in numerous financial instruments, to enhance the Clients risk 

rewards. Coast will be using a multimarket system which searches for opportunities in 

financial instruments for best investment opportunities.  

2.2.5 The Traders checks which market is the best for the day based on fundamental and 

technical research and trades accordingly. The Trading System keeps positions for 

short term, medium term, and long term. The Traders follows the Intermarket Analysis 

that is intergraded in the System.  

2.2.6 Traders implement always a Stop Loss, and the Money management is set from the 

beginning of the account according to the client’s risk management requirements.  

2.3 AMG will review the list of the stocks based on the below defined stock classifications on 

an annual basis.   

2.3.1 Blue Chip large capital 

Stocks of a large, well-established, financially stable and sound company that has 

operated for many years. A Blue chip company typically posts stable to growing earnings.  
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A Blue-chip stock typically has a market capitalization that is among the top fifty 

companies in the market. The average liquidity should be among the top 20 companies 

of the aforementioned large cap companies. Most blue chip companies have a long 

standing record of consistently paying dividends or profitability growth. 

2.3.2 Growth Stocks  

Growth stocks are companies who are expected to undergo a rapid increase in value. 

They are companies whose earnings have grown at a minimum of 10% year on year 

aggregate growth in the past four quarters. These companies do not necessarily have 

dividend payments. Growth stocks have P/E ratios that are above the sector average and 

up to 20% above the sector P/E.  

2.3.3 Value Stocks  

These are stocks that are neither considered Blue-Chip or Growth but rather are 

somewhere in between. Value companies have a market cap that is among the top one 

hundred companies in the market. They typically reside in mature industries with positive 

net profits for many years. Value stocks typically but not necessarily post stable to growing 

dividend payments. Value stocks typically trade at below average sector levels for P/BV 

or P/E ratios.  

2.3.4 Speculative Stocks 

 Stocks with high risks relative to potential returns. Speculative stocks are usually 

purchased with a short-term gain in mind and are typically bought and sold within 5-10 

business days. Due to that speculative stocks have high volatility, and liquidity in terms 

of a 90 days weekly average when compared to the market as a whole. 
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2.4 For all portfolios managed under our discretion, the Portfolio Manager should have a cost 

exposure in a company based on its stock type and its liquidity ratio as follow: 

         2.4.1 Single exposure in Blue Chip large capital stock cost exposure shall not exceed 

35% of the NAV of the portfolio. 

         2.4.2 Single exposure in Growth and value Stocks cost exposure shall not exceed 15% 

of the NAV of the portfolio. 

         2.4.3 Single exposure in Speculation Stocks cost exposure shall not exceed 10% of the 

NAV of the portfolio. 

        2.4.4 However, client will have the authority to change the investment policy by stating 

the risk and exposure parameters in KYC or by written instructions either in terms 

of concentration or stock classification, stop loss policy.  

2.5 In the event a stock or scrip has a market value weight that exceeds the above-mentioned 

limits, the portfolio manager shall have the right to hold a cost exposure up to its market 

cap weight, but not to exceed the above-mentioned liquidity ratio limits. The Investment 

manager should reduce the exposure once the single exposure limit exceeds the market 

cap unless approved by the Client. 
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2.6 Maximum Exposures as per Stock Classifications for Discretionary Portfolios  

Stock Classifications Conservative 

management  

Balanced 

management 

Non-Conservative 

management 

Blue Chip Stocks maximum 100.0% 100.0% 100.0% 

Value Stocks maximum 50.0% 50.0% 50.0% 

Growth Stocks maximum 35.0% 50.0% 50.0% 

Speculative Stocks 

maximum 

20.0% 25.0% 75.0% 

 

 2.7 Discretionary Portfolios   

The customer should choose his/her risk appetite by choosing in the customer contract 

whether the company should follow a conservative, balanced or non-conservative policy 

in managing the portfolio asses (Asset allocation limits described in 2.3 & 2.4). Based on 

these instructions, the Operations department at the time of customer due diligence 

understand customers investment preference and shares the same with portfolio 

management team so as to make the transactions as per customers instructions and 

preferences fulfilling Customers’ request without compromising the authorized purposes 

of the Company. The portfolio manager based on the customer investment preference 

will categorize the asset allocation based on the customers instructions. Method of 

determining target markets are subject to the Customer’s instructions. At the time of filling  
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the client application form, the client service officer through its due diligence process 

identifies the markets and financial instruments the client would like to target its 

investments and the same information will be shared by the operations department with 

the Portfolio manager. 

2.8 In the event where the customer transfers new shares to his investment portfolio, these 

shall not be counted within the mentioned limitation in the preceding item. 

2.9 In the event where the customer wishes to sell or buy any of the constituent parts of the 

portfolio during the validity of the contract, the customer should request this from the 

Operations Dept by means of written instructions before performing any deal, these shall 

not be counted within the mentioned limitation in the preceding item.  

2.10 The above-mentioned Limits and Constraints have to be adhered by the Portfolio 

Manager and any deviations to the limits are to be approved by the CEO or by the 

Client. However, if any of the above limits or Constrains conflicts with the CMA bylaws, 

then the CMA bylaws will overrule the above limits and constrains.  

2.11 Portfolios under Company’s discretion diversify by investing in a minimum of one sector 

with a maximum exposure of 100% of the cost of investments of the portfolio to each 

sector. Minimum exposure to any sector could be even 0%. Cash held in hand without 

investing will also be considered as a sector for the purposes, cash positions can be 

maintained by the portfolio manager if he believes there is no attractive sector for 

investing. A maximum exposure up to 100% on the market value basis of the portfolio 

to a sector is allowed. The portfolio’s diversification and distributions in various sectors 

for the investment portfolio should be as per the customer instructions, if any. 
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2.12 The Manager may reduce/increase his exposure once any opportunities are identified 

in the scrip/sector to invest. 

2.13 The manager should also pay due attention to the constantly moving market situation 

and maximize his chances of exploiting the market opportunities as and when they 

arise. In portfolios/Equity Funds under our discretion in the Local Market, daily trading 

activity turnover (buy and/or sell) could be up to 100% of the portfolio value.  

2.14 For Local Market Portfolios should, within 5 working days, maintain cash balance of 5% 

in the portfolio to take advantage of a declining market condition. Cash as a sector 

could be 100% of the portfolio value, considering liquidating all investments in case of 

an unfavorable market condition. 

2.14 Furthermore, with reference to the above points, the Portfolio manager should once a 

month review his exposure in the shares he has invested in and decide if he requires 

shifting or modifying his exposure in these investments. The manager should consider 

the risk return scenarios and strive to realize profits to protect the portfolio from any 

downturn in the market. 

 3. Stop Loss Limits for Discretionary portfolio’s  

3.1 The proposed policy is applicable for all Discretionary assets managed by the company. 

However, this policy could be altered by a formal client written instruction. 

 3.1.1 Stop loss, deal and trader limits should be clearly conveyed to and followed by 
the AMG personnel for Discretionary portfolio management.  
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 3.1.2 The Operations and Settlement Department function should constantly monitor the 
Discretionary portfolio positions and notify the SVP – AMG in case of any limit 
violation. 

3.1.3 The SVP – AMG is responsible for taking remedial action to return within operating 
limits. 

 3.1.4 For Local & International Market, the initial target return of a security for 
Discretionary investments are 20%. In case of a single asset achieving capital 
gains of more than 20%, the Operations and Settlement Department should notify 
the SVP - AMG and VP/AVP- Clients’ Portfolios Dept. 

 3.1.5 The SVP – AMG should liquidate any of the asset holdings in the case of that 
asset achieving capital gains of 20% or higher. If the Portfolio manager decides 
not to sell the asset after achieving 20% gains, the SVP-AMG will have the 
authority to stop the liquidation of the asset, subject to the fact that the stop loss 
be raised below 20% of the new market value of the security unless the client 
approves to continue in the investment.  

 3.1.6 In case of a single trading asset incurs capital loss of more than 20% from the 
investment cost, the Operations and Settlement Department should notify the SVP 
- AMG and VP/AVP - Clients’ Portfolios Department 

 3.1.7 The SVP – AMG should liquidate any of the trading asset holdings in the case of 
that asset achieving capital loss higher than 20%. In case the SVP-AMG decides 
to retain the position, which has suffered a loss of 20%, he can do so after acquiring 
an approval from the Client.   

 3.1.8 If any discretionary portfolio clients officially inform by writing not to liquidate an 
asset fallen under the stop loss limits, the department could hold such assets based 
on the instruction of the client. 
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3.1.9 The Dividend pay-out, splits, Bonus shares distribution will have price drops. The 
SVP- AMG can authorize to revise the stop loss limits based on the pro-rata 
adjustments from the distributions or capital adjustments.  

 

3.2 Local & International Investment Exposure Limitations for Discretionary 

portfolios 

3.2.1 Geographic Limitations: The geographical limits will be as mandated as per the 
clients’ contract for Local & International Markets. 
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Policy Code:    IPD - 3  
Policy Name:   Securities Trading 
 

Purpose 
The following policy has been developed to assist company personnel directly involved in trading 
in local shares to establish pertinent policies and procedural steps that could be followed in local 
securities trading operations. 
 

Scope 
The scope of monitoring implementation of this policy is within the jurisdiction of the Board of 
Directors and senior management represented by the CEO and SVP - Asset Management 
Group. However, this policy should be performed taking into consideration the delegation of 
authority structure in trading in the Kuwait Stock Exchange or other markets on behalf of the 
company and clients. 
 

Contents 
1. General Policy Statements 

1.1 The following statements represent the guiding policy, as set by the Board of Directors, 
in implementing the Securities Trading policy. 

 

 

1.2 It is the policy of the company to comply with all laws and regulations governing local 
securities trading activities including the Central Bank of Kuwait, Kuwait Stock Exchange 
guidelines and rules and Capital Market Authority or competent foreign authorities. 

2. Operational and Reporting Controls 
 

2.1 The portfolio position should be reviewed on a daily basis to be checked according to 
the present requirements and policies within the portfolio agreement and this policy. 
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 2.2 The Investment Portfolios Department should confirm, on a daily basis, that the portfolio 
operations comply with all the conditions and procedures set by the company’s 
investment policies, in addition to compliance with the Kuwait Stock Exchange, Central 
Bank of Kuwait’s guidelines and CMA regulations or competent foreign authorities. 

 

3. Research Prior to Trading 

3.1 Following a thorough understanding of the current state of market(s), Sectors(s), 
Industry(s), each dealer will target specific investment opportunities for potential 
investment, as per the guidelines of the respective portfolio(s). 

3.2 Prior to the establishment of a position in a quoted security, dealers must decide 
on the course(s) of analysis to be followed (i.e., fundamental and/or technical) 
and perform the following: 
3.2.1 Fundamental research discipline: 

a. Review average weekly/monthly liquidity. 
b. Review quarterly earnings (actual vs. estimate) for the previous two 
quarters. 
c. Review earnings estimates for the current/upcoming quarters. 
d. Review the P/E ratio. 
e. Review externally conducted research material. 

3.2.2 Technical research discipline: 
a. Review the price action of the position (i.e. advancing, declining, 

ranging). 
b. Review and compare the price action of the position with that of 

competitors and/or the associated industry/sector. 
c. Review the trend of the underlying market. 
d. Review support/resistance levels for the position. 
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The above, depending on the chosen discipline, is the minimum that each dealer is 
required to do prior to the establishment of a position. Due to the dynamic nature of 
financial markets and the multitude of information sources available, each dealer is at 
liberty to conduct additional research at his discretion, or at the request of the division’s 
manager. However, there is no requirement for a formal documentation of the research. 

4. Procedural Work Steps – Review Prior to Trading 
 

4.1 Dealers should review and perform the following on a periodic basis (preferably on a 
daily basis whenever applicable): 

4.1.1 Review the closing prices of securities from the previous trading day and compare 
with the opening prices of the current day through the on-line information 
connection with Kuwait’s Stock Exchange provided to the Vice President and the 
senior dealer.  

4.1.2 Review the daily market index, Kuwait Investment Company index, and the Global 
index. Compare performance of such indices to the performance of particular 
portfolio being managed by the Department. 

4.1.3 Read daily, weekly, and monthly investment publications, newspapers, and 
magazines. 

4.1.4 Read incoming mail from brokers, investment counterparties, and publications from 
investment publishing houses for new developments in the local and regional 
securities area and new services provided by financial intermediaries and brokers. 

4.1.5 On an ongoing basis, ensure compliance with the investment policies for trading. 
4.1.6 Dealers should also review back office daily and weekly reports on investment 

details of portfolio they are managing including amounts, quantities, and expected 
returns. At a minimum, that includes review of: 
a. Total limit for a particular investment activity. 
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b. Expected return per activity. 
c. Average cost of funding per activity. 
d. Net return. 
e. Amount in KD. 
f. This projection includes the maximum and minimum allowable amounts of stock 

to be traded as well as the maximum and minimum allowable buying and selling  
prices for each stock in the market per each portfolio and in each economic 

sector. 
g. Particular to client portfolios, the dealers should review the following before 

trading on client portfolios’ behalf: 
1. Client portfolio position report. 
2. Client account and cash positions with the company to which dealing is 

intended to transact on his/ her portfolio’s behalf. 
3. Differentiation between client portfolios which are being funded and managed 

by the client directly and client portfolios which are being funded by a 
“margin” trading credit facilities agreement.  

4.1.7 After the dealer decides on which client portfolio, he/ she is trading for, that entails 
the dealer to check for the following: 
a. Availability of sufficient funds in the client’s cash position. 
b. Securities position of the client as per the books of the company pertinent to the 

client’s securities position account. 
c. Limits allowed per the client portfolio agreement or written instructions of the 

client. 
d. Consideration for whether the portfolio agreement is discretionary or non-

discretionary in relation to the trading decision. 
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4.1.8 Dealers should also review back office daily reports on investment details of 
portfolio they are managing including stop loss limits. 

4.1.9 On a monthly basis, dealers should review the monthly trading report as a 
monitoring and review tool over all transactions taking place in a particular client 
portfolio. 

5. Procedural Work Steps – Trading 
 

5.1 Dealers review the material described above. 
5.2 By doing so, the dealer is updated on the cash and security position restrictions and 

would allow the dealer to forecast any short position in company or client funds needed 
for trading. 

5.3 The dealer is then ready to deal who performs his deals by contacting a broker in the 
Kuwait Stock Exchange by the direct phone line. 

5.4 The deal could encompass one of the following transactions: 
a. security purchase,  
b. security sale,  

5.5 The latter deal transaction includes details related to the following:  
a. Type of deal (sale – purchase) 
b. Order number, 
c. Booking time, 
d. Deal date, 
e. Client portfolio/ company, 
f. Floor broker, 
g. Stock,  
h. Number of stock, 
i. Price of stock, 
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j. Nominal amount, 
k. Deal charges (such as commission), 
l. Net amount (after deduction of all deal charges),  
m. Whether the deal has been affected or not,  
n. KCC account. 

5.6 After the deal is agreed upon by phone with the broker/send via email/entered in Brokers 
trading application system, the dealer fills in a deal ticket which includes all the latter 
details. 

5.7 The deal is treated as a “good” deal once the broker sends a confirmation on affecting 
the deal. This confirmation is received by email / automated computer systems for deals 
that have been affected. 

5.8 The confirmation includes the following: 
a. Coupon number. 
b. Printing date. 
c. Floor Brokerage Company. 
d. Brokerage company address. 
e. Telephone. 
f. Fax. 
g. Printed by. 
j. Order number. 
k. Order time. 
l. Stock of (name of company). 
m. Deal number. 
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n. Deal time. 
o. Type of deal (purchase/ sale). 
p. Number of shares. 
q. Price. 
r. Nominal. 
s.  

5.9 Upon the receipt of the deal confirmation from the broker, the Operations and Settlement 
Dept. updates the deals in the System. 

6. Trading Errors Procedures  

6.1 This section specifies the policies and procedures on handling Trade errors. Examples 

include: 

a. Buying or selling the wrong security. 

b. Buying or selling the wrong amount of security. 

c. Buying instead of selling a security. 

d. Executing at the wrong price. 

e. Trading in the wrong account. 

f. Violating a client’s investment program or trading restrictions. 

g. Duplicating trades. 

h. Allocating incorrectly among clients, among other errors.  

 

 

 
INVESTMENT PORTFOLIOS DEPARTMENT 

POLICIES AND PROCEDURES 
 

ISSUE DATE: February 2012   

VERSION:  

APPROVED BY: BOD 



55 
 
 

 

 
INVESTMENT PORTFOLIOS DEPARTMENT 

POLICIES AND PROCEDURES 
 

ISSUE DATE: February 2012   

VERSION:  

APPROVED BY: BOD 

6.2 A trading error is defined as an error in the placement, execution, or settlement of a 

client’s trade. The trading error does not include a situation where Asset Management 

Group recommends a particular investment that does not perform as expected. Such an 

occurrence, which happens quite frequently, is a bad investment choice and not a trading 

error. It is not a trading error if the mistake is corrected before the trade is settled with no 

loss or gains. A Trading Error occurs when the company incorrectly executes various 

online and/or offline transactions.  

6.3 the company and/or its employees shall be responsible for any mistake that may occur 

while executing Clients’ transactions and orders. The Company shall take necessary 

actions to recover the same. Defaults of gross negligence or bad intention or deliberate 

violations of employees’ duties in managing Client’s investments shall not be waived.  

6.4 The trader shall be responsible to avoid trade errors by adhering to the following 

guidelines:  

a. Order should be carefully taken from client to avoid any errors. 

b. Clearly and completely review order/transaction by referring to voice recordings of calls 

in case of any ambiguity, emails or a signed letter from the client.  

c. Confirm the status of order/transaction. 

d. Confirm the order by repeating it back to the client in case of telephone conversations.  

6.5 Upon identifying a trade error, the concerned trader shall inform the error in full to the 

concerned SVP-AMG/VP-AMG/AVP-AMG. 
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6.6 The employee shall then fill in a Trading Error Report (Appendix 15) within the same 

working day with the following information and submit to SVP-AMG: 

a. Date (in which a Trade Error occurred). 

b. Account number (in which a Trade Error occurred). 

c. Market (in which a Trade Error occurred). 

d. Side responsible for error (The company/Trader/ External Broker).  

e. Error Description (full and detailed account of events). 

f.  Action(s) taken (what action was taken on/after error). 

g. Signatures (handling order/transaction when error occurred). 

6.7 Once a Trading Error Report is prepared and handed in, an internal inquiry ensues by 

SVP-AMG. The aim of the inquiry is to determine the details of the trading error, its 

effects (gain/ loss), disciplinary measures to be taken (if any), future steps to be taken 

for avoiding further occurrence of the same.  

6.8 Where an error has been identified, the SVP-AMG shall conduct a review and give 

recommendations for system and control enhancements, and accordingly take remedial 

action to prevent the same incident from re-occurring in the future.  

6.9 Where the error results in losses to the portfolio, the portfolio must be reimbursed so as 

to bring it back to the position it would have been in, had the error not occurred. The 

SVP-AMG can approve for payment of KD 500 loss to be reimbursed to the client  
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     portfolio, or corporate portfolio. For above KD 500, the CEO’s approval must be obtained 

before making any such payment into a portfolio.  

6.10 Trade errors are a risk to the company both financially and in its reputation. To 

discourage, limit and/or avoid such errors, Traders will be liable to handle parts of costs 

incurred should a Trade Error occur where the Trader is found to be at fault. (Appendix 

16) 

6.11 If the trade error resulted in a short position in a client’s portfolio, an action to be taken 

to cover the short position the same day or subsequent days maximum to avoid any 

market risk. If the error is due to a Broker error, the Broker is responsible for covering 

the position and the expense.  

6.12 SVP-AMG will decide on the reasons for the error and take necessary action to assign 

the responsibility for the loss to the Staff, Company, or the Broker. 

6.13 AMD obligations relating to trading errors:  

6.14 As part of their compliance obligations, AMG must create and retain trading error files 

and records.  

6.15 These trading error records should explain what errors occurred, how they were 

corrected, and must be maintained for five years.  

6.16 AMG must retain records of all trading errors including the following:  

a. Transaction date. 
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b. Security. 

c. Account and broker- dealer involved. 

d. Summary of the error and its ultimate disposition, including the conditions of any 

financial settlement.  
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Policy Code:            IPD - 4  

Policy Name:                  Operations & Settlements Dept.  – Trading Operations 
 

Purpose 

The purpose of this policy is to set the boundaries within which the Operations and Settlement 

Department support function is performed in co-ordination with Operations and other 

Departments in relation to local trading. This policy is also intended to provide basic steps to be 

followed in processing Operations transactions whilst controlling business risks to comply with 

company and client requirements within the local regulatory and legal constraints. 

Scope 

The scope of implementing this policy is within the jurisdiction of the Board of Directors, CEO 

and the VP, AVP – Operations and Settlement Dept. under the direct supervision of SVP- 

Support Group. 

Contents 

1. Opening a New Portfolio 

After signing two original copies of the Agreement between the Company and Client, the 

following procedures shall be followed:   

1.1 The Client Services & Regulatory Reports Dept. (CSD) will keep one original and the 

second original copy shall be delivered to the client. A copy of the original is send to 

Operations and Settlement Dept.(OSD) 
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1.2 The CSRD personnel will initiate system data entry in the CRM module of the Asset 

Management software. 
 

1.3 Data entry of new portfolio in the system is done according to prearranged classifications. 

1.4 The client’s number and the portfolio number are entered into the investment portfolio 

management system. 

1.5 The KYC information provided by the client to the company is entered into the investment 

portfolio management system. 

1.6 Files are opened for each client by the CSRD, where the portfolio and client’s number are 

put on each file. File contents includes all correspondence between the company and the 

client, between the company and other parties concerning the same client, copy of the 

portfolio contract, purchases and sale deals taking place in the stock exchange, copies of 

deal confirmations and details of cash and stock transfers, copies of reports sent to client. 

2. Change & Transfer of Stock Ownership 

2.1 The client sends a letter to the company concerning the transfer of ownership of his/ her 

stocks to Coast. 

2.2 CSRD sends a letter to the Kuwait Stock Exchange to approve the transfer of ownership 

of the stocks to Coast.  

2.3 Attached to this letter is a copy of the stock that is to be transferred, a copy of the client’s 

letter, and a copy of the client’s portfolio contract.  
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2.4 After getting the approval and payment of transfer charges, which are to be borne by the 

client, a letter is received from Kuwait Boursa, which states the approval to the transfer of 

ownership. 

2.5 A new certificate with Coast’s name is issued or the share is electronically credited to the     

Coast Account - Clients with KCC. 

2.6 The client is notified of the transfer of ownership by CSRD, and the stocks information is 

fed into the portfolio management system by OSD at the closing price of the stocks at the 

date of transfer or at the intimated price by the client. 

3. Transfer of shares of unlisted companies 

Unlisted securities may not be transferred or traded before the lapse of two financial years after 

the date on which the company is entered into the commercial register. 

4. Transfer of Cash Amounts 

4.1 From Portfolio Account to the Client 

4.1.1 A letter is sent from the client to Coast stating the amount he/she would like to be 

transferred.  
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4.1.2 The CSRD receives the letter. A copy of the letter is emailed to SVP-AMG, SVP-

SG and VP/AVP - Operations and Settlement Department. 

4.1.3 The Operations and Settlement Department confirms the presence of cash balance 

in the client’s account and prepares a letter/cheque/electronic transfer to affect the 

transfer. 

4.1.4 The Operations and Settlement Dept. deducts the amount transferred to the client 

from the system and informs the client of the transfer. 

4.1.5 The letter received from the client and the journal vouchers are filed by the Operations 

and Settlement Dept. personnel. 

4.2 From the Client to the Portfolio Account 

4.2.1 A letter is received from the client, stating the amount transferred to the portfolio, 

name of bank, and the account number. 

4.2.2 The CSRD receives the letter. A copy of the letter is emailed to SVP-AMG, SVP-

SG and VP/AVP - Operations and Settlement Department.   

4.2.3 The Operations and Settlement Department confirms the transfer of the amount 

stated in the client’s letter.  

4.2.4 The Operations and Settlement Dept. adds the amount transferred to the client in 

the system and informs the client of the transfer.  
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4.2.5 A copy of the sent letter, system prints out and the intimations to the client are filed 

by the Operations and Settlement Dept. Personnel. 

5. Processing deals 

 5.1 The deal report is reviewed by Operations and Settlement Dept. staff for accuracy. 

5.2 Operations and Settlement Dept. prints out deal allocation report, which is given to the 

dealers, so they allocate the deals to the different portfolio. 

5.3 Each dealer reviews the portfolio under his management, after feeding all the documents 

into the system by Operations and Settlement Dept., whom should be notified by the dealer 

of any mistakes on the same day, so that necessary corrections can be made, in order 

not to allow the accumulation of mistakes. 

5.4 After allocation by dealers, the report is sent back to the Operations and Settlement Dept. 

to enter the allocation data in the portfolio management system to the portfolio that was 

selected by the dealers. 

6. Printout of Portfolio Positions 

Print outs of portfolio position are sent by e-mail, fax and hard copies to the clients who are 

requested for the report. 

7. Preparing & Sending Letters to Clients 

7.1 Clients are addressed by sending them letters/ system generated reports by fax or e-mail 

or by direct delivery, and that is when there are transactions in the client’s portfolio 

(purchase, sale, transfer of funds, receipt of cash dividends, stock dividends, management 

fees, or interest, … etc.).  
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7.2 The letters/ system generated reports are prepared by the Operations and Settlement Dept. 

personnel.   
 

7.3 The SVP – SG or VP / AVP-OSD normally signs on any outgoing letters, and a copy of 

this letter is put in the client’s file.  

8. KCC Statements 

8.1 KCC statements are received electronically on a daily basis by the Operations and 

Settlement Dept. 

8.2 Based on these statements, the portfolio and cash balances are reviewed, prepared, and 

reconciled. 

8.3 Based on these statements, Coast issues cheques to KCC on T+2 basis, if there are any 

payments to be made on behalf of any one of the accounts as a result of purchase 

transactions from 2 days before. 

8.4 Transactions that took place in the account are accurately reviewed, including all the 

purchases and sales deals from the previous day, and stock transfers to and from the 

account, in addition to any other transaction that took place in that account. 

8.5 KCC statements are also available on a daily basis. 

8.6 These statements include all the transactions that took place in that account, in addition to 

the consolidated account fees, commission, and brokerage.  

8.7 These statements clarify if there is any cheque to be received from KCC.  
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 8.8 When the cheque is received from KCC, the representative sends the cheque to the 

Operations and Settlement Department to be deposited in the pertinent bank account. 

9. Management Fees 

9.1 Management fees are calculated at a previously agreed upon percentage as noted in the 

agreement between the client and the company and are payable on a quarterly basis.   

9.2 It is calculated based on the daily market value of the portfolio and then added up on a 

quarterly basis. 

9.3 The daily fees are then added up on a quarterly basis to be due at the end of March, June, 

September, and December. 

9.4 Performance incentive fees as per agreement could also be charged by the company in 

Type II portfolio, which are based on a ratio of the difference between the market index 

performance and the portfolio performance. 

9.5 The outstanding management fees are ageing schedule be prepared on quarterly basis. 

9.6 Management fees due are deducted within a week from the end of each quarter. In case 

of portfolios which don’t have cash, the management fees due shall be deducted when the 

cash injected by portfolio. The outstanding management fees will be shown as payable on 

the balance sheet and also in portfolio position. 

9.7 The Operation and Settlements Department is keep tracking the schedule on excel by the 

end of each quarter of outstanding management fees. 
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9.8 All the Clients whose don’t have a cash balance in their portfolios will receive a reminder 

letter with instructions to transfer the outstanding management fees. 

9.9 Each quarter the Operation and Settlements Department preparing a memo for the 

management fees due and preparing a memo for each management fees payment to be 

sent to the Finance Department after it get approved by the SVP - SG or/and VP Operations 

and Settlements Department. 

10. Declaration of Profits & Losses for Listed Companies 

 10.1 Declaration of profits and losses for the companies listed in the Kuwait Boursa takes 

place after the company declares its own profits and losses on a quarterly, semi-annually, 

or annual basis. 

10.2 This information could be declared in the daily newspapers, or through the Kuwait Boursa, 

where Coast receives a copy of the declaration of profits and losses via Kuwait Bourse 

company’s disclosure, or from the daily press. 

10.3 After receiving the declaration, the steps below are followed by the Operations and 

Settlement Dept.: 

10.3.1 Prepare a sheet including the names of all the companies listed in the Kuwait 

Boursa. 
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10.3.2 The sheet is updated and reviewed on a continuous basis, after reviewing and 

correcting any mistakes. 

11. Declaration of Cash & Stock Dividends 

11.1 Declaration of profits and dividends takes place at the beginning of every year. Declaration 

takes place through the daily newspapers, or through the Kuwait Boursa. When these 

announcements are received, the following are done: 

11.1.1 Receipt of Cash Dividends 

11.1.1.1 Cash dividends are received in the form of a cheque/direct transfer to 

Coast-Client Bank account from Kuwait Clearing company.  

 11.1.1.2 The dividend value is equal to the number of shares owned at the date 

of general assembly meeting multiplied by the percentage of cash 

dividends. 

11.1.1. 3 Dividends are received in favor of Coast-Clients’ name, which later on 

are allocated to the clients as per the holding. 

11.1.2 Receipt of Stock Dividends 

 

11.1.2.1 Stock dividends are received  electronically in KCC account of Coast with 

KCC.  
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11.1.2.2 The number of stock dividends would be equal to the number of shares 

owned at the date of the ex-date of the Company’s distribution multiplied 

by the percentage of stock dividends. 

11.1.2.3 The stock dividends are distributed between the portfolios depending on 

each client’s holding, which is also fed into the portfolio management 

system. 

11.1.2.4 Confirmations are sent for Cash or Stock dividends by OSD upon receipt 

of the dividend. 

12. Listed Companies’ Financial Statements 

 12.1 At the beginning of each quarter, listed companies declare the issuance of their financial 

statements. 

12.2 Coast representative gets the financial statements and delivers them to the Research 

from the Kuwait Boursa site.   

13. Client Reports 

13.1 Reports are prepared by the Operations and Settlement Dept. on a monthly basis, in 

which the report shall include all the information stated in the article (5.3.1) of Book No. 

7 of the executive by-laws of CMA.  

13.2 Client portfolio reports are sent to the SVP – Support Group/VP-Operations and 

Settlements for review. 
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13.3 After review and approval of senior management, client reports are sent to clients through 

the company’s representatives. 
 

14. CMA Reports 

  14.1 Reports are prepared by the Operations and Settlement Dept. on a quarterly basis, in 

which the report shall include all the information stated in the article (5.3.2) of Book 

No. 7 of the executive by-laws of CMA.  

  14.2 CMA Reports are sent to the SVP – Support Group/VP-Operations and Settlements 

for review. 

  14.3 After review and approval, CMA reports are sent to CMA. 

 15. General procedures in the event of the cancelation of the Company license by the 

CMA 

  15.1 The Company shall announce immediately within a maximum of (3) Business Days 

from the date of issuance of the cancelation resolution in the following means of media: 

  a. Company’s Website. 

  b. All approved social media accounts and official approved electronic applications of 

the Company. 

c. Two local daily newspapers.   

    15.2 The announcement Shall include the CMA resolution and evidence that the Company’s’ 

Clients are asked to hand over their funds and assets and the end date of the hand over 

period. 
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15.3 In case the Clients assets and funds are managed by specialized companies licensed 

to manage Clients’ investments outside the State of Kuwait, the Company should inform 

these companies by the CMA resolution and activate the terms of handing over Clients’ 

funds and assets to the party concerned with holding, managing or safe keeping 

concluded in the contract between the two parties. 

15.4 The Company shall within a maximum of (10) business days from the date of the 

resolution submit to CMA a clear plan for the procedures that the Company shall 

undertake to hand over the Clients’ assets and funds and the time periods for 

implementing the handover process, including the following: 

 a. Mechanism for handing over Clients’ assets and funds to the party concerned with 

holding, managing or safe keeping. 

 b. Reports Form (1) & (2) stipulated in Appendix (2) of Book No. (7). 

15.5 The Company shall update and submit a follow – up report of the process of handing 

over Clients’ funds and assets to the party concerned with to holding, managing or safe 

keeping to CMA on a monthly basis. 

15.6 The Company shall communicate with its Clients according to what is agreed upon in 

the contracts concluded between them to implement the procedures for handing over 

Clients’ Assets and funds and settling their obligations immediately or transferring them 

to another person’s account in accordance with the Client’s instructions for each Client 

separately according to the terms of contracting with Clients. 
 

15.7 The Company shall communicate with its Clients according to what is agreed upon in 

the contracts concluded between them to implement the procedures for handing over  
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       Clients’ Assets and funds and settling their obligations immediately or transferring them 

to another person’s account in accordance with the Client’s instructions for each Client 

separately according to the terms of contracting with Clients. 

15.8 The Company shall take the Care of a Prudent in the process of handing over Clients’ 

funds and assets to the party concerned with holding, managing or safe keeping. 

15.9 The Company shall provide the CMA and the concerned authorities in the handover 

process with all information in a clear and accurate manner and notify the CMA 

immediately of any material developments that may delay the handover process. 

15.10 The Company shall preserve supporting documents regarding the Client’s receipt of 

his assets and funds, or the receipt of the party concerned with holding, managing or 

safe keeping. 

15.11 In the event that the Company is committed to carrying out the hand over process 

within the period specified by CMA, the final report of the hand over process and 

clearance certificates shall be submitted from the concerned authorities inside and 

outside the State of Kuwait (If any). 

15.12 In the event that the Company does not comply with the implementation of the hand 

over process within the period specified by the CMA, for several reasons, for example, 

but not limited to, failure to contact some of the Company’s clients, the Company shall 

keep the unclaimed Funds and Assets of its Clients with the obligation to ensure the 

continuity of separating those funds and assets from the company’s funds and assets. 
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16. General procedures in the event of termination of the client’s contract based on the 

company’s or client’s request 

16.1 When the client is willing to terminate his/her contract with the company, the client 

shall send a formal request to the company by email, fax or by hand. 

16.2 When the company or client is requesting to terminate the client’s contract for any 

contractual or non-contractual reasons, the company shall deliver all the portfolio’s 

components including securities, funds and any other assets within a period of three 

months from the date of the client’s or company’s termination request. 

16.3 the company shall comply with the client’s instructions in delivering the portfolio’s 

components to the Client or to the party concerned with holding, managing, or safe 

keeping.  

16.4 As per the client’s instructions, the company shall transfer the cash amounts available 

in the client’s portfolio to his bank account or to any licensed person and shall also 

transfer the remaining assets available in the portfolio to his name or to any licensed  

person through the Kuwait Clearing Company (KCC) in order to finalize the transferring 

of the deal.  

16.5 In case of the company is intended to transfer the client’s assets to another licensed person, 

the company shall arrange with the concerned licensed person in order to take the 

necessary approvals and execute the transferring deal unless the portfolio is mortgaged to 

others against a debt owed by the client.  
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16.6 The company is not liable or responsible for any losses which maybe arises due to the 

liquidation of the client portfolio’s assets at an inconvenient time. 

 

 

    

 

 

 

 

  



74 
 
 

  

 
 

INVESTMENT PORTFOLIOS DEPARTMENT 
POLICIES AND PROCEDURES 

 
 

ISSUE DATE: February 2012  

VERSION:  

APPROVED BY: BOD 

 
Policy Code:       IPD - 5 
Policy Name:       Periodic Meetings 

 

Purpose 
This policy defines the work steps needed in implementing periodic meetings within the 
Investment Portfolios Dept. and with other company entities. The purpose of such meetings could 
include the discussion and agreement on unified sets of department investment guidelines and 
distribution of operational functions in a most efficient and least costly manner. 
 

Scope 
The scope of implementing this policy is within the jurisdiction of the Board of Directors, CEO 
and the Asset Management Group.  
 

Contents 
1. General Policy Statements 
 

1.1 The following statement/s represents the guiding policy, as set by the Board of Directors, 
in implementing the Periodic Meetings policy. 

1.2 It is the policy of the department to arrange for periodic meetings to provide Investment 
Portfolios Dept. personnel with clear instructions in respect of duties expected of them 
in affecting investment transactions and other administrative needs. 

1.3 It is the policy of the department to arrange for continuous meetings with the CEO, VP 
and AVP– Investment Portfolios Department, VP and AVP – Operations and Settlement 
Department, SVP-Support Group and SVP- Asset Management Group to liaise the core 
function of local investment operations of the company each in its own direction and 
special area of responsibility. 
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1.4 Whenever needed, meetings could be arranged with other company entities for various 
support services needed in affecting core function transactions. 

 

2. Quarterly Management Meetings 
 

2.1 It should be practice for the SVP/VP/AVP to meet with all Investment Portfolios 
Department personnel by the end of every Quarter for discussion of operational and 
investment matters as well as administrative matters. 

 

2.2 The meeting is headed by the SVP. In case of his absence, then the VP – Investment 
Portfolios Department will assume this responsibility. 
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Policy Code:         IPD - 6  
Policy Name:        Filing 
 

Purpose 
This policy pertains to the work steps followed by Investment Portfolios Department in the process 
of transfer, filing, mail, record keeping of Department documents, references, internal and external 
correspondence, and other written communication material.  
 

Scope 
The scope of implementing this policy and related procedures is within the jurisdiction of 
Investment Portfolios Department. 
 

General Policy Statements 
The Investment Portfolios Department shall: 
 

1. Maintain a fully secured environment for all transactions resulting in documentary evidence. 
 

2. Safeguard documents, references, internal and external correspondence against theft, loss, 
unauthorized access. 

3. The Client account applications, personal information and securities related transactions’ 
records should be retained minimum for a period for five years and even if the retention 
period expires, accounting records should be maintained during tendency of court cases, etc. 

 

4. All files will be physically stored, within the Operations and Settlement Department custody, in 
a separate and secure room with adequate security measures: 
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4.1 Locked storages and filing cabinets. 
4.2 Viewed and accessed only to authorized personnel. 

 

5. All files will also be copied and stored electronically utilizing very secure software and are only 
viewed and accessed by authorized personnel. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



78 
 
 

 

 
 

INVESTMENT PORTFOLIOS DEPARTMENT 
POLICIES AND PROCEDURES 

 
 

ISSUE DATE: February 2012   

VERSION:  

APPROVED BY: BOD 

 

Policy Code:     IPD - 7  

Policy Name:  Regulating The Relation Between the Client, The Company and Any 

Subsidiary or Associate or Related Parties 

 
Purpose 
This policy regulating the relation between Clients’ investments with those of the Company and 
any Subsidiary, Associate company, or Related Party.  
Scope 
The scope of implementing this policy and related procedures is within the jurisdiction of 
Investment Portfolios Department. 
General Policy Statements 

1. An Interested Person is any person who has an interest that represents 5 % or more in a 

Listed Company’s Capital. This interest may be held directly, indirectly, as a Group or in 

Alliance with others, even if such interests result from multiple sources or cases as set out in 

article (2-1) of Module 10 of CMA Bylaws. 

2. An interest reaching 5% or more of a Listed Company’s capital shall be regarded as an indirect 

interest or in alliance with others in the following cases: 

2.1 Shares owned by the Interested Person through Investment Portfolios, electronic trading 

accounts, or through third parties provided that he controls the voting rights of such 

Shares. 

2.2 Shares owned by minor children included under the custody of the Interested Person. 
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2.3 Voting rights held by a third party under an agreement concluded with that Interested 

Person providing for the temporary or permanent transfer of the voting rights of those 

Shares. 

2.4 Voting rights attached to shares lodged as collateral with a lender (the Interested Person). 

2.5 Voting rights attached to Shares deposited with an Investment Portfolio or electronic 

trading account, provided that the Person holding the Investment Portfolio or electronic 

trading account (the Interested Person) controls the voting rights of such shares. 

3. The Company, its subsidiary companies, and the companies over which it has effective control 
shall be deemed as a Group acting as an interested person if its collective ownership of 
Shares reaches 5% or more of a Listed Company’s capital. In this case, that Company shall 
be liable to disclose such collective ownership, its details and any change occurring to it that 
exceeds 0.5 % of the Listed Company’s capital, even if the change is made by one of its 
subsidiary companies or companies in which it has effective control on owning 5% or more in 
the same Listed Company. Disclosure shall be made in accordance with Appendix 3 of Module 
10 of CMA Bylaws. 

4. In all cases, subsidiary companies of the Company and the companies in which it has effective 

control shall immediately notify the Company of any ownership they have in a Listed Company 

or any change occurring to that. 

5. The disclosure shall be made to the CMA, the Boursa Kuwait, and the Listed Company within 

not more than five business days from acquiring the interest by CSRD. In addition, any change 

occurring to this interest that exceeds 0.5% of the Listed Company’s capital, shall be made 

within not more than ten business days as of the date of the change; such notification shall 

remain  
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    mandatory when the change results in a decline of interest below 5% of the Listed Company’s 

capital. 

6. The disclosure of an interest, or change to an interest, shall include, in particular, the following 

information: 

6.1 Name of the Interested Person. 

6.2 The date on which the relevant threshold was reached or crossed. 

6.3 Name of persons associated with the interest. Refer Article (2-1) of Module 10 of CMA 

Bylaws. 

6.4 The purpose of acquiring the disclosed interest. 

6.5 The type of interest. 

6.6 The percentage of previous interest in comparison with percentage of the disclosed 

interest. 

7. If the purpose of acquiring the disclosed interest has been changed, the Interested Person 

shall immediately disclose to the CMA, the Exchange and the Listed Company such a change, 

and he shall not dispose Shares subject to the interest unless such disclosure is made. 

8. In the event that the Company owns alone or in alliance more than 5% of the Shares of a 

Listed Company on the Exchange and desires to increase such share to less than 30% of the 

Listed Company’s Shares, it shall do so in accordance with the rules of trading applicable on 

the Exchange provided that the provisions of disclosure of interests in accordance with 

regulations of Module 10 of CMA Bylaws. 

 9. The Company shall transfer unlisted securities by recording such action on the Security’s 

register maintained by a Clearing Agency.  
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10. The Clearing Agency shall set the rules and regulations of transfer, prepare the transfer 
forms and shall be responsible for verifying the procedures of transferring unlisted Securities. 
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Appendix 1 – Blacklist Form 

 

 
 

 



83 
 
 

 

 
 

INVESTMENT PORTFOLIOS DEPARTMENT 
POLICIES AND PROCEDURES 

 
 

ISSUE DATE: February 2012  

VERSION:  

APPROVED BY: BOD 

 

Appendix 2 – KYC Form – Individual 
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Appendix 4 – W9 Form  
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Appendix 5 – Individual Self Certificate Form/FATCA  
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Appendix 6 – Corporate Self Certificate Form/FATCA  
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Appendix 7 – Opening and Closing of Securities Investment Portfolios by the Company 

Form  
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Appendix 9 – Trading by Board Members and Employees of the Company on Securities 

Investment Portfolios with the Company Form  
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Company or the Parent Company or Subsidiary or Associate Companies Form  
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Appendix 11 – Trading by Stock - Listed Securities Investment Portfolios (non-Kuwaiti) 

Clients Form  
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Appendix 15 – Trade Error Report Form 

 

 

Trade Error on side of:               ⃝ Coast Trader ⃝ System Vendor / External Broker                                        ⃝ Other:    
 

Error Description: 

 

ـــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــ  

ـــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــ  

ـــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــ  

ـــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــ   

Action Taken: 
 

 ـــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــ ـــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــ  

ـــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــ  

 

Trader:          _____________________________________      

  

 

SVP - AMG:   _____________________________________                                            VP - AMG: __________________________________ 

Date of Error:  
Client Portfolio #   
Account #  
Market(s):  
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Appendix 16 – Trade Error Cost Coverage Matrix 

         
        

Error 
Occurrence 

Error Cost Coverage Disciplinary  
Action 

Trafer Company 

First Error 100% First Notice  

Second Error 25% 75% First Warning Letter 

Third Error 50% 50% Second Warning Letter 

Fourth Error 75% 25% 1-day Wage Deduction 
Final Warning Letter 

Fifth Error 100% Possible Employee 
Dismissal  
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	Preface
	Coast Investment & Development Company (hereinafter ‘Coast’ / Company) is an investment Company operating in the State of Kuwait and is engaged in investment activities in the Local and International Markets.
	This Policies & Procedures Manual details the policies and procedures that are followed in managing the Investment Portfolios Dept. of the company.
	It is the responsibility of the VP & AVP – Investment Portfolios Dept. Under the supervision of SVP – Asset Management Group to ensure that the department functions are in line with this Manual.
	If any Company entity within Coast considers that compliance with any of the guidelines, policies, instructions, and procedures set out in this manual is not possible for any reason, it should refer the matter in writing to the CEO for resolution.
	The manual is divided into five sections and fifteen appendices.
	The general main section applicable to all investment activities includes the following headings in the following format:
	Policy Code: IPD
	Policy Name:                  ___________________________
	Purpose:
	xyz
	Scope:
	Xyz
	Contents:
	Distribution of this manual is made against a Manual Distribution Form which is sent to each designated resource person with the manual. The resource person should sign and return the form to the CEO. The form is enclosed at the end of this preface.
	Any future updates to this manual will be distributed to all resource personnel and it will be their responsibility to ensure that the manual is properly updated in adding new pages or appendices, removing superseded pages or appendices, or making any...
	The manual and its contents are strictly for internal use and are as such treated as highly confidential material.
	Changes to the manual are usually made as a result of one – or a combination of – the following reasons:
	1. Changes in trading laws.
	2. Changes in Central Bank of Kuwait, CMA regulations.
	3. Changes in Kuwait Stock Exchange regulations.
	4. Changes in functions and activities of the company.
	5. Changes in business processes
	6. Changes in company organizational structures
	7. Changes in authority structures
	8. Changes in job roles, duties, and descriptions.
	If any company entity requires amending the contents of this manual, it should complete a Request for Amendment Form enclosed at the end of this preface.
	The request has to be processed according to the following steps:
	1. The company entity has to fill out the Request for Amendment Form and addresses it to the CEO.
	Manual Distribution Form
	Manual for: ___________________________________
	Distributed By: ________________________________
	Date of Distribution: ____________________________
	To the resource person,
	When you sign this form, you agree to adhere to all cited policies and procedures included in this manual.
	You may be asked to sign additional material and changes thereto to give effect to these policies and procedures currently and in the future.
	To acknowledge that you have reviewed and understood all of this material in the manual, please sign this form with date and return it to the CEO within 10 days of receipt of this manual.
	__________________________________________________________________
	I acknowledge that I have read, understood, and am subject to all of the material contained in this manual.
	___________________________ _____________________________
	Signature    (Please print name)
	_____________________________
	Date
	Policy Code:                  IPD - 1
	Policy Name:                 Investment Portfolios Management Policy
	Purpose
	The company recognizes its responsibility to direct the portfolio investment operations of the company’s’ clients through a set of procedures assisting company personnel in managing these portfolios. The investment policy of the company defines the pr...
	Scope
	The scope of implementing this policy is within the jurisdiction of the Board of Directors, CEO, SVP-Support Group and the SVP – Asset Management Group.
	Contents
	1. General Policy Statements
	The following statements represent the guiding policy, as set by the Board of Directors, in implementing the Investment Portfolios Department policy:
	1.1 Investment Portfolios Department should have hierarchy of organizational structure and job descriptions and detailed authority matrix that lays down the areas of authority and responsibility, and powers delegated to officials at different hierarch...
	1.2 Continuous appraisal of risks involved is required from all cores functional personnel, including the Investment Portfolios Department under the direct supervision of the SVP – Asset Management Group and the CEO.
	1.3 Risk management and assessment includes assessing the performance of securities being traded in comparison to the local indices of the Kuwait Stock Exchange and Global index.
	1.5 The Company should prohibit entering any arrangement or transaction that releases it from the responsibility towards the client unless the CMA decides to exempt the company from such responsibility.
	1.6 The Company should not use the Clients’ assets and funds or rights arising from the same for its own account or any other Client or third party unless it is under written approval from the Client.
	1.7 Prior to providing services or performing a transaction for the Client, the Company shall not offer to share any loss which the Client would be exposed to unless there is a joint investment agreement between the Client and the Company which provid...
	1.8 The Company shall not make unnecessary purchases and sales in respect of any Client’s account for the purpose of gaining resultant commissions and fees.
	1.9 The Company shall not enter into any transaction or dealing in respect of any Client’s account which may have any of the following purposes or consequences:
	1.9.1 Influencing prices of securities listed on an exchange of or any relevant security.
	1.9.2 Creating any false or illusionary impression of the value of any security listed on an exchange or of the level of interest in selling or purchasing the same.
	1.9.3 Setting an artificial price of any security listed on an exchange or of that of any relevant security.
	1.10 The Company Shall not execute the Client’s order if such would incur a penalty set by a regulatory body or nor issue any order when a ruling or instruction of an investigatory authority or judicial entity has ordered the suspension of the Client’...
	- Improper and misleading practices for the purpose of securities manipulation.
	- Insider trading.
	- Not abiding by applicable laws and rules concerning securities activity, especially the clearing and settlement rules applicable in the Exchange and Clearing Agency.
	1.11 The Company should determine the investment portfolio related risks and the securities therein, as well as the applicable ways to reduce such risks.
	1.12 The Company shall separate all transactions and orders executed by it for its own benefits from the transactions and orders it executes for Clients.
	1.13 The Company shall manage the Client’s investments by itself and shall not delegate any other licensed person so to do. Subject to the Client’s approval given in writing, the Company may delegate specialist companies to manage Client’s investments...
	1.14 The Company shall commit to establishing one primary Investment Portfolio for each Client, and for every Investment Portfolio category subject to the system managing the
	portfolio. This in addition to the possibility of establishing Investment sub-Portfolios of the primary Investment Portfolios owned by the Client in order to strictly control the components of each portfolio and procure effective and sufficient...
	1.15 The Company shall not participate in the shares of newly established companies on behalf of the Client, yet without violating its rights to subscribe on behalf of these Clients. Subscription applications shall be provided to each subscriber and s...
	1.16 The Company and its employees shall be responsible for any mistake that may occur while executing Client’s transactions and orders. The Company shall take the necessary actions to recover the same. Defaults of gross negligence or bad intention or...
	1.17 The Company shall not provide false or exaggerated data or information about any existing or possible investments in order to direct Clients to take decisions serving the Company’s own interests.
	1.18 The Company shall not provide any guarantee for the Client against losses arising from securities dealings unless the nature of the security so guarantees.
	1.19 The Company shall not make any promise of, nor promote any investment by promising, profit or gain from making an investment in an Investment Portfolio.
	1.20 The Company shall not use the Investment Portfolios it manages for Clients in different purposes nor for its own benefit, especially in financing purposes of whatever type, whether in the form of giving loans or credit facilities or mortgaging In...
	1.21 Trading in locally non-listed securities is not allowed without written instruction from the Client.
	1.22 For securities to be held to maturity, the Investment Portfolios Department should strictly follow a maturity schedule as approved by the Client (for Client Portfolio), and the company (for the Company Portfolio).
	1.23 The Company must, upon execution of any purchase or sale of a security, send to the Client a notification related to execution of such deal, as long as the Client waives such notification, according to the form prepared by the Company.
	1.24 The Company must prepare notifications on executing securities deals and send them on the same day of the execution of the deal.
	1.25 The format of the deal execution notice may be prescribed by CMA.
	1.26 The Company may transfer Clients’ funds to third parties such as a clearing Agency for the purpose of fulfilling the Clients’ obligations arising from Securities transactions, provided that such transfer shall be limited to the amount necessary f...
	1.27 The company should ensure that the Client is the interested person of all his fund related transactions in regard of deposit, withdrawal and money transfer. Besides, these transactions shall be issued and received from Client’s named accounts.
	1.28 The company should maintain separate registers and records for each client portfolio in the company.
	1.29 The company should ensure that client portfolio related documents should be stored safely within the company premises.
	1.30 The company should, at a minimum, maintain a register that includes the name of the client and number of shares.
	1.31 The company should ensure that client portfolio does not include the clients’ own shares (if the client is a listed company).
	1.32 The investment company should restrict dealing in shares of a company in which the client is a BOD member.
	1.33 Sufficient controls should be maintained over the basis of distributing the purchased shares among managed client portfolios.
	1.34 The company should ensure that the client portfolio manager is competent and maintains required expertise to manage a portfolio.
	1.35 The Company shall adopt policies and procedures for maintaining confidentiality of available information or inside information it obtains while practicing Securities activities, more specifically, data and information related to its Clients and t...
	1.35.1 Disclosure requirements in accordance with the applicable laws.
	1.35.2 Disclosure based on judicial orders and judgments or investigation authorities.
	1.35.3 If Clients approve such disclosure.
	1.36 It is obligatory on the part of External auditor to ensure the Company’s compliance with CMA regulations and provide it with an annual report of the same.
	1.37 The Company should, on receiving any Client funds, shall immediately place such funds into a separate and independent account opened with a local bank except in cases where settlement of a Client’s dealing is to be performed in a foreign market i...
	1.38 The Company may deposit Clients’ assets held by it on behalf of its Clients into an account or accounts open with a third party who is license by CMA, or by an equivalent regulatory entity, to keep Clients’ assets. The Company shall take care of ...
	1.39 The Company shall ensure segregation between its Clients’ assets deposited with a third party and any other assets belonging to the Clients of such person by maintaining separate accounts with the person where the Clients’ assets are held.
	1.40 The Company shall keep safekeeping ownership documents which prove ownership in the name of the Client or where applicable in the name of the Company who manages client’s investments.
	1.41 The Company shall keep safe documents relating to sale and purchase transactions performed for the Client.
	1.42 Client funds and assets should be used only for the benefit of Client.
	1.43 Any funds paid into the account of the Client, by the Company, will always be treated as funds of the Client.
	1.44 Funds can be transferred from one Client account to another Client account, solely for the purpose of settlement of deals entered by and between them, or as a guarantee in compliance of any specific agreement.
	1.45 Client funds and assets should not be used by for the operations of Company.
	1.46 Client Funds and Assets should not be used for the benefit of another Client.
	1.47 The Company should not pay into the Client’s account any amount unless it pertains to the Client.
	1.48 Funds received for and on behalf of the Client, should not be held back by the Company for deposit into account at a subsequent time or date.
	1.49 The Company should make and document a risk assessment of the third-party before placing Client’s assets with the outside investment trustee and/or investment custodian.
	1.50 The Company should notify the Client in advance, prior to handing over custody of Client assets to any investment trustee of the Company’s group and receive Client’s approval.
	1.51 The Company shall always consider Client’s benefit and endeavours to achieve its Clients’ benefits and care for their investment. Accordingly, the Company shall enable the Client which holds an investment portfolio of any type to exercise all his...
	1.52 The Company shall not establish Investment portfolios for its interest with another Licensed Company by CMA, except for the Portfolios established with another Licensed Company for investment in foreign markets or an Investment Portfolio mortgage...
	1.53 The Company shall not make internal transfers between Investment Portfolios it manages.
	1.55 The Manager of Investment Portfolio is prohibited from purchasing or selling Treasury Shares in a Portfolio owned by the Company which has issued those Shares.
	1.56 The Company shall ensure that a person managing the Investment Portfolio is not a member of a Board of Directors of, and shall not hold any Executive Positions in, any other Licensed Companies.
	1.57 The Company, while practicing an activity involving Securities shall not pay any fees or commissions, provide monetary or non-monetary benefits or gifts, whether directly or indirectly, to its Clients. Furthermore, it shall not receive any of the...
	1.57.1 Fees, commissions or non-monetary benefits that are not intended to encourage the Company to provide better service for its clients, such as symbolic gifts.
	1.57.2 Any charges or monetary amounts incurred by the Company for providing services to its clients such as, costs of safekeeping, commissions of settlement and clearing and fees that do not contradict in its nature with the duties of the Company to ...
	interests of its clients. The prohibition set out herein shall apply to the Company’s employees.
	1.58 The Company shall categorize its Client as either retail or professional Clients. The professional Client shall be divided into professional Client by nature and Qualified Professional Client. Each Client who is not professional shall be categori...
	1.59 The Company shall notify each Client of his categorization at the beginning of dealing with him or when such categorization is changed; and the Client must be informed of the following:
	a. The benefits and limitations of each category.
	b. The right of the Client related to the change of his category.
	1.60 The Company shall prepare a specific record for Client categorizes including:
	a. Category of the Client, and reasons and justifications of such categorization.
	b. Sample of notices, declarations and agreements related to the Client’s category.
	1.61 The Company must notify the Client – as applicable – in writing with the required information under Articles (2.11) to (2.15) of Book 8 (Business Conduct) before providing its services related to securities activities and any changes that may occur.
	1.62 The Company has a Chinese Wall Policy to limit cases of conflicts of interest. Also, the Company obliged all its employees or agents to withhold the information held from any other employee or person working in favour of the Company in other acti...
	1.63 When executing the Client order, the Company must take into account the following criteria:
	a. Nature and needs of the Client.
	b. Client’s categorization as a as a retail or professional Client.
	c. Characteristics of the order to be executed.
	d. Characteristics of securities subject of order, including type and nature.
	e. Characteristics of the execution venues to which that order can be directed.
	f. Execute orders with priority according to the order they were received by the Clients.
	1.64 If the transactions are executed based on the Client’s orders, then the Company shall be released from the obligations mentioned above.
	1.65 If the Company executes an order on behalf of a retail Client, the best possible result must be determined in terms of the total consideration, representing the price of the security and the costs related to execution, including expenses, fees an...
	1.66 In case there is more than one venue through which an order could be executed, then the Company must compare such venues while taking into consideration fees and other expenses related to the order execution.
	1.67 The Company may not receive any commissions in a way as to discriminate unjustifiably between execution venues.
	1.68 The Company shall execute any order or instructions that may be issued by the Client.
	1.69 The Company shall provide its Clients with any information that may be required by those Clients regarding policies and procedures of executing their orders.
	1.70 The Company must review the policies and procedures of executing its Client’s orders regularly, such review must be performed in case of any material change that may affect such policies and procedures, and such review shall include evaluating th...
	2. Primary Default Event
	2.1 A primary default event shall be deemed to occur in the following cases:
	2.1.1 Disclosure of the financial or administrative status of the Company, including inability to fulfil an obligation on the due date or appointing a liquidator or a receiver or bankruptcy administrator or any attachment of its assets.
	2.1.2 When CMA imposes a limitation on the Company prohibiting it from holding Clients’ funds.
	2.2 In the event of primary default event, the following actions shall be taken:
	2.2.1 Notifying the CMA immediately.
	2.2.2 Instituting, and informing the CMA of, a plan within 5 business days as of the date of primary default event.
	2.2.3 Suspending all the Company’s dealings of, except in the cases approved by the CMA.
	2.3 In the event that the CMA rejects the plan proposed by the Company in the event of a primary default event, the following actions shall be taken:
	2.3.1 All Clients’ funds held in a Client Bank account and all Clients’ transaction accounts of the Company shall be treated as pooled and placed in an independent account, except for Clients’ funds held in a Clients’ transaction account at ...
	2.3.2 The Company, the liquidator, receiver, administrator, or the person who manages the Company shall distribute Clients’ funds after settlement of required expenses, so that each Client who is a beneficiary receives a sum which is in prop...
	2.3.3 If, in connection with a clearing arrangement, Client’s funds are remitted directly to the Company, any such remittance shall be included in the notional pool referred
	to in paragraph (2.3.1), and they shall be distributed in accordance with paragraph (2.3.2), except for the cash monies of a specific Client which shall be                  transferred directly to him after deducting any transfer cha...
	a. No Client funds in excess of the amount recorded in the relevant Client transaction account are held by the Company as margin in relation to the positions recorded in that Client transaction account.
	b. If the accounts or reports of clearing agency clearly indicate that these funds are for specific Client of the Company.
	2.4 The CMA may require implementation of precautionary actions or procedures other than the ones above in respect of any primary default events.
	2.5 The Company shall immediately stop receiving Clients’ funds upon the occurrence of a primary default event. In the event that a transfer of an any Client’s assets to the Company occurs, it shall return the same immediately to the Client, except in...
	2.5.1 The funds are Client’s funds relating to a transaction that has not settled at the time of primary default event of the Company.
	2.5.2 The funds are due from the Client to the Company at the time of the primary default event.
	3. Secondary default Event
	3.1 A secondary default event occurs upon disorder of the financial or administrative status of a third party who holds funds of the Company’s Clients, including the inability of the party to fulfil any obligation on its due date or the appointmen...
	3.2 In the event of a secondary default event, all Clients’ assets shall be treated as a pooled and deposited in an independent account with a local bank or the Company Client’s account held with the defaulted person pursuant to Article (3.1) and shal...
	3.2.1 Any shortfall in Clients’ funds held shall be borne by all the Clients pro-rata in accordance with their entitlements unless a breach of the Company’s obligations stipulated herein would then occur.
	3.2.2 The Company’s accounts and registers shall be amended to reflect the result of applying paragraph (3.2.1). The Company shall prepare a record showing the total shortfall resulting from the secondary default event and each Client’s share...
	3.3 The CMA may require implementation of any action or procedure differing from the actions set out above to resolve any secondary default event.
	3.4 The Company shall not transfer Clients’ funds to an insolvent after the incidence of a secondary default event only under the Client’s order to settle a commitment for the Client towards another insolvent person, these funds should return to the C...
	4.  Client Contact and Agreement
	4.1 The Company could either receive contacts from prospective Clients or initiate contacts itself. Upon establishing means of contact, an initial meeting with the prospective Client is arranged by the Asset Management Group represented by the Senior ...
	4.2 Before providing any services to the Client, the Company shall take all required actions to obtain correct and full information and data which enable the Company identify the Client and determine his/her investment purposes according to article (5...
	4.2.1 Send a blacklist inquiry form to the Compliance Officer by the name of the Client. (Appendix 1)
	4.2.2 If the Client is not listed in the blacklist, the said form will be approved by the Compliance Officer and send it back to the Asset Management Group.
	4.2.3 The Client should fulfil the Know Your Client Form (KYC) (Appendix 2).
	4.2.4 All forms and applications will need to be approved by the Compliance Officer.
	4.3 All applications and supporting documentation should be carefully reviewed and studied by different Company Personnel prior to final approval or denial of the application. These entities review the latter in the following order:
	4.3.1 The responsible Employee.
	4.3.2 The SVP – Asset Management Group.
	4.3.3 The Compliance Officer.
	4.3.4 The CEO.
	4.4 The CEO could reject the application.
	4.5 If the application meets minimum requirements, then the final decision is vested to the CEO.
	4.6 The CEO provides the final decision to the SVP- Asset Management Group, and as such, the Client is informed of acceptance or denial of the application.
	4.7 If the decision is to accept, then the Client is required to sign the Investment Portfolio Agreement.
	4.8 The Company shall not take any fee for establishing an Investment Portfolio.
	4.9 The Company shall not ensure validity of the information provided by the Client as stipulated in article (4.2).
	4.10 The Company may provide services for Clients based on the provided information unless it knows or may know invalidity or inaccuracy of the same.
	4.11 If there is sufficient information relating to the Client in respect of article (4.2), the Company shall notify him that it shall suspend services to him unless such information is provided within 3 business days as of the notice. The Company sha...
	4.12 The Company shall be exempt from obtaining the information referred to in sub (4) and (5) of article (5.1.1) if the services to be provided are for a Qualified Professional Client.
	4.13 The Company shall be exempted from obtaining the information referred to in sub -articles (3) and (4) of article (5.1.1) if the services to be provided are for a Professional Client by Nature.
	4.14 After final approval, the Company shall enter into an agreement with the Client Including the following information:
	4.14.1 Profile of the Company and the services it provides.
	4.14.2 Conditions of the services to be provided and the mutual obligations between the parties.
	4.14.3 A report on the proposed investment strategies, including the necessary guidelines and precautions regarding the risks accompanying investments, or regarding specific investment strategies in case the company shall manage the Client’s funds.
	4.14.4 Information that enables the Client to understand the nature of the service and its risk.
	4.14.5 The procedures that need to be followed in case of any error committed while executing the Client’s orders, and mechanism for resolving such an error and the person responsible for such error, whether it was committed by the Company, one of its...
	4.14.6 The departments entrusted with making decisions for the benefit of the Company’s Client.
	4.14.7 The related expenses, fees and charges for the services provided by the Company and the method of its calculation.
	4.14.8 The contract should state the limits of the authorization issued by the client to the company which indicate the extent of the powers and authorities of the company in managing the investment portfolio as appropriate to the form of t...
	4.14.9 The contract should define the form and type of investment portfolio, goals and purpose thereof, relevant controls, and where the portfolio is to be managed by the company, the investment policy which shall be followed, provided that the compan...
	4.14.10 The contract should include the documentation of order transmission and confirmation, stating whether this shall be done in writing or via recorded phone calls or e-mail.
	4.14.11 The contract should include the way the company should manage clients’ funds and the way of maintaining documents and accounts.
	4.14.12 The contract should describe the way of delivering the investment portfolio’s components, including Securities, funds and any other assets to the client, or to the party concerned with holding, managing, or safe-keeping, in the event that the ...
	4.14.13 The contract should include the way to compute commission charged by the company managing the portfolio.
	4.14.14 The contract should indicate whether it is intended to persist for a specific or indefinite time and the notice period which shall be considered and applied by the two parties should any party wish to terminate the contract. In the event of a ...
	4.14.15 The contract should state that the contract is in compliance with Kuwaiti applicable laws and other governmental regulations and announcements.
	4.14.16 The contract should state the policy for informing the client of completed transactions as well as frequent reports regarding the results of client request.
	4.14.17 The contract should state the reports to be provided to the client, including their frequency and method of presentation.
	4.14.18 The contract should indicate whether the client is member of a board of directors of any listed company or holds an executive position or is an insider with inside information. The Client shall provide the Company with any changed thereof.
	4.14.19 The contract should state the company policy for keeping the accounting records and the relevant supporting documentation.
	4.14.20 The contract should state the method of delivery of reports, notices and other communications whether written to be delivered by courier or mail, or through fax or e-mail or any other modern communication mechanism.
	4.15 In executing the Client’s transactions, the Company shall abide by the mechanisms stipulated in the Agreement and in addition shall comply with the following:
	4.15.1 Secure the Client’s interest when transmitting the Client’s orders to another entity for execution.
	4.15.2 Not to combine orders regarding Securities traded on an exchange received from one Client with those of any other Client. In the case of non-listed Securities, the Client’s orders may be combined with those of another Client or of other Clients...
	4.15.3 To execute the Client’s orders for Securities sales or purchases without interfering directly or indirectly in the Client’s decision concerning the same, without prejudicing any duties required of the Company to give advice and guidance.
	4.15.4 To abide by the tools and mechanisms approved by the Exchange when executing relevant transactions.
	4.15.5 Not to execute the Client’s order concerning a sale or purchase unless their sufficient funds or Securities respectively, in the Client’s account and also, not to use any other Client’s funds or assets for the benefit of another Client.
	4.15.7 Paragraph 4.15.2 shall not apply to Investment Portfolios managed by the Company.
	5. Reporting System and Notices
	5.1 The Company should provide to the Client comprehensive periodic reports – on monthly basis at least– which indicate the composition of the assets of the portfolio and the value of the investment portfolio, and including the following at least:
	a. Investment portfolio number.
	b. Report date.
	c. Cash balances available for the Client.
	d. Securities included in the investment portfolio.
	e. Total value of investment portfolio on the report date.
	f. Realized and unrealized profits/losses ratio for the year to date.
	g. Mortgage details and determining the person/entity to which the portfolio is mortgage and the rank of such mortgage.
	h. Total fees and commissions whether for the purchase and / or sale of securities or managing an investment portfolio or for any other service provided by the company within the period.
	i. Description of each security in the investment portfolio:
	1. Security name.
	2. The exchange the security is listed on.
	3. Security average purchase cost.
	4. Market value of security listed on the exchange.
	5. Value of each security according to purchase currency thereof, complying with international accounting standards in determining and evaluating the security value as per exchange rate.
	6. Security weight to total investment portfolio.
	j. Statement of movements within the investment portfolio for the period.
	5.2 The Company shall set up a comprehensive reporting system for providing its Clients a clear and accurate image of the status of their investment portfolios and complete transactions’ including notices concerning any matters related to securities i...
	5.2.1 Notices regarding the dates of companies’ general assembly meetings where the Client owns securities and of other meetings of securities holders.
	5.2.2 Notices regarding declarations of general assembly where the Client owns securities of any profits or revenues distribution whether in cash or bonus shares or physical assets or other rights.
	5.2.3 Notices regarding the Company receiving any profits and revenues distributions in cash or bonus shares or physical assets or other rights, provided that profits          receipt period shall not exceed ten business days as of distribution commen...
	5.2.4 Notices regarding the resolutions taken by Boards of companies where the Client owns securities and related to any amendments in the capital of the issuer, limited to the authorized capital or converting securities to shares in company capital.
	5.2.5 Notices of any subscription or capital increase or acquisition offer or merger or liquidation or changing a security issuer company’s objectives or name or in the event that suspension thereof or withdrawal from the exchange.
	5.2.6 Notices regarding any resolutions issued by regulatory bodies against the companies where the Client owns securities.
	5.3 The Company shall provide the Client with the notices set out above immediately upon the occurrence of any amendment on securities as above mentioned.
	5.4 The Company shall provide the CMA with Quarterly reports concerning all Securities Investment Portfolios for which the Company is responsible, whether managed by the
	Client or by the Company or for is held for custody purposes pursuant to the forms stipulated in appendix (2) of Book No. (7) of the executive bylaws of Capital Market Authority. These reports are to be submitted within a period not exceeding (10) ...
	5.6 The Company shall, when its license is cancelled by the CMA, submit monthly reports on the condition of the portfolios subject to the closure, according to forms No. (1) and (2) stipulated in Appendix (2) of the Book No. (7) of the executive bylaw...
	6.  Registers, Accounts and Reconciliations
	6.1 The Company should keep records and accounts to enable it to distinguish assets and funds held for one Client from the assets and funds held for any other Client or for the company. The Company shall ensure that each Client’s assets and funds are ...
	6.2 The Company should, on regular basis, conduct reconciliations, either when there are transactions or on weekly basis whichever comes earlier, between its internal accounts and records with the bank accounts in which clients’ funds are held and wit...
	6.3 The Company should, in the event that any difference or discrepancy arises as a result of a Company’s reconciliation concerning Client’s records and accounts, revolved at the end of the business day on which the reconciliation is performed; and in...
	6.4 The Company is required to maintain accurate records for each executed deal and all records must be updated at all times and sufficient enough to demonstrate compliance with CMA executive regulations. These records must:
	6.5 Company’s records must include the following:
	6.5.1 Details of all orders entered by any client concerning a security whether it was modified, cancelled, executed or not executed.
	6.5.2 Details of all purchase and sale deals of any securities performed by the company for a client or performed by the company for its own account.
	6.5.3 A record of income and expenses related to each client along with an explanation of their nature.
	6.5.4 Details of all received amounts and expenses from the client’s funds and assets.
	6.5.5 A record of the client’s funds and assets.
	6.6 Only pre-approved brokers in the Kuwait Stock Exchange are to be dealt with.
	6.7 Expected returns from each investment activity should be clearly defined and accordingly continuously monitored by the Asset Management Group on behalf of the company and clients in its effect on portfolio performance.
	6.8 Stop loss limits should be clearly conveyed to and followed by the Portfolio Management Dept. personnel as set by the client and the company.
	6.9 Per deal limits should be clearly conveyed and followed by the Portfolio Management Dept. personnel for company portfolio.
	6.10 It should be ensured that appropriate procedures are in place to ensure that deals executed for the customer account are in accordance with granted authorization / powers awarded.
	6.11 Portfolio Management department should have adequate authorization controls to ensure that carrying out operations and disposal of assets are duly authorized.
	6.12 The company must maintain records, reports, telephone conversations and written and electronic correspondences as well as documents related to its activity; for no less than five years commencing from the date the record was created or until sett...
	6.13 Creditors of the Company shall not have recourse on Company’s Clients’ funds and assets.
	7.  Portfolio Main Principles and Theory
	7.1 The expected rate of return on an investment is determined using an expected value calculation. The greater the variation and volatility in the rate of return (represented by the standard deviation), would implicate in a wider range of possible re...
	rates of investment risk. All share Market index should be followed as benchmark of discretionary Portfolios.
	7.2 Whether the expected return entices an investor depends on its risk, the risks and returns of alternative investments, and the investor’s attitude toward risk.
	7.3 Most investors are risk averse, and due to that, risky securities must have higher expected returns.
	7.4 When a portfolio is held, risk and return should be evaluated for the entire portfolio, not for individual assets only. Thus, the expected return on a portfolio is the weighted average of the returns on the individual securities.
	7.5 Portfolio management involves determining how much to invest and which securities to choose so as to maximize expected return and minimize risk.
	7.6 A feasible portfolio that offers the highest expected return for a given risk or the least risk for a given expected return is an efficient portfolio.
	7.7 An optimal portfolio is the best portfolio selected from a set of efficient portfolios, usually providing the optimal combination of least risk and highest rate of return.
	7.8 Portfolio investment should be based on expected net cash flows and cash flow uncertainty evaluations.
	7.9 Arranging a portfolio so that the maturity of funds will coincide with the need for funds will maximize the average return on the portfolio and provide increased flexibility. Maturity matching ensures the following:
	7.9.1 Securities will not have to be sold unexpectedly.
	7.9.2 The cost of debt funding in case of short cash positions will be minimized.
	7.9.3 Transaction costs are a consideration in the forecasting of net cash liquidity positions resulting from investment portfolio transactions.
	7.9.4 Portfolio risk can be eliminated by proper diversification of investments.
	7.9.5 The relevant risk of an individual security held in a portfolio is its contribution to the overall risk of the portfolio.
	7.9.6 When much of a security’s risk can be eliminated by the diversification, its relevant risk is low.
	7.10 In principle, diversifiable risk should continue to decrease as the number of different securities held increases. In practice, the benefits of diversification become extremely small when more than 30 to 40 different securities are held.
	7.11 There is one type of risk which cannot be minimized by diversification which is the market or systematic risk.
	7.12 In light of the above portfolio management principles, the company should focus on the following:
	7.12.1 A company’s operational functions should be designed to regulate the custody and movement of securities to account for trading transactions in client portfolio.
	7.12.2 Because of the high money volume and speed of portfolio trading activities, operational inefficiencies can quickly result in major problems and losses that the company and the client could incur.
	7.12.3 The legal responsibilities of company’s management require ensuring that client portfolio trading activities are conducted based on a sound investment and legal bases. This can be accomplished through a sound set of policies and procedures to b...
	8.  General Portfolio Investment Guidelines
	8.1 Allocate a portion of the portfolio to securities investment transactions to meet the portfolio’s profit needs.
	8.2 Invest to maximize profits, within risk constraints.
	8.3 At acquisition, securities in a portfolio will be classified as held to maturity, available for sale, or trading account securities.
	8.4 Securities bought and held for the purpose of selling them in the near short term (one day to one month) will be designated as trading account securities.
	8.5 Securities bought and held for the purpose of selling them in the medium term (one month to one year) will be designated as available for sale securities.
	8.6 Securities bought and held not for the purpose of sale in the short and medium terms will be designated as securities held to maturity in the context of long-term investments.
	8.7 Investment Portfolio is one of main investment tools which consist of various Securities that differ in type or revenue or maturity term, and which is managed or archived or pursued by a person licensed by the Authority. It is often for trading an...
	8.7.1 Type I – Investment Portfolio Managed by the Client
	In this portfolio the client shall identify goals, risks level and portfolio investment policy. The client shall personally manage and vary investments as per his trends and investment vision. The company role shall be limited to executing client’s or...
	8.7.2 Type II – Investment Portfolio Managed by the Company in favour of Client
	Components of this portfolio are managed and investment resolutions are taken by the company in accordance with the client’s investment desires and aims, which are agreed with the company based on set or non-set scale investment policy as below:
	a. Set scale (restricted) investment policy: The client shall determine goals and risks level as well as the desired investment tools for example, not limited to: Securities type, risks degree, economic activity sector and targeted markets. The compan...
	b. Non-set scale (absolute) policy: The client shall determine goals and risks level without identifying the portfolio investment policy. The company shall identify and manage the portfolio with full investment powers pursuant to client’s policies and...
	8.7 3 Type III – Custody Investment Portfolio
	This type serves the client’s desire to maintain securities at average or long term through achieving with the company. The client shall set a fixed policy to maintain investment portfolio components. The role of the c...
	Policy Code:     IPD - 2
	Policy Name:     Discretionary Portfolio Management strategy, constraints
	Purpose
	The following policy has been developed to assist company personnel directly involved in trading in local and International Markets to establish pertinent policies and procedural steps that could be followed in local and International Markets trading ...
	Scope
	The scope of monitoring implementation of this policy is within the jurisdiction of the Board of Directors and senior management represented by the CEO and SVP - Asset Management Group. However, this policy should be performed taking into consideratio...
	Contents
	1. General Policy Statements
	1.1 The following statements represent the guiding policy, as set by the Board of Directors, in implementing the Local and International Financial Market Trading policy.
	1.2 It is the policy of the company to comply with all laws and regulations governing local and International Financial Market trading activities including the Central Bank of Kuwait, Kuwait Stock Exchange guidelines and rules and Capital Market Autho...
	3. Stop Loss Limits for Discretionary portfolio’s

	3.1.1 Stop loss, deal and trader limits should be clearly conveyed to and followed by the AMG personnel for Discretionary portfolio management.
	3.1.2 The Operations and Settlement Department function should constantly monitor the Discretionary portfolio positions and notify the SVP – AMG in case of any limit violation.
	3.1.3 The SVP – AMG is responsible for taking remedial action to return within operating limits.
	3.1.4 For Local & International Market, the initial target return of a security for Discretionary investments are 20%. In case of a single asset achieving capital gains of more than 20%, the Operations and Settlement Department should notify the SVP ...
	3.1.5 The SVP – AMG should liquidate any of the asset holdings in the case of that asset achieving capital gains of 20% or higher. If the Portfolio manager decides not to sell the asset after achieving 20% gains, the SVP-AMG will have the authority t...
	3.1.6 In case of a single trading asset incurs capital loss of more than 20% from the investment cost, the Operations and Settlement Department should notify the SVP - AMG and VP/AVP - Clients’ Portfolios Department
	3.1.7 The SVP – AMG should liquidate any of the trading asset holdings in the case of that asset achieving capital loss higher than 20%. In case the SVP-AMG decides to retain the position, which has suffered a loss of 20%, he can do so after acquirin...
	3.1.8 If any discretionary portfolio clients officially inform by writing not to liquidate an asset fallen under the stop loss limits, the department could hold such assets based on the instruction of the client.
	3.1.9 The Dividend pay-out, splits, Bonus shares distribution will have price drops. The SVP- AMG can authorize to revise the stop loss limits based on the pro-rata adjustments from the distributions or capital adjustments.
	3.2 Local & International Investment Exposure Limitations for Discretionary portfolios

	Policy Code:    IPD - 3
	Policy Name:   Securities Trading
	Purpose
	The following policy has been developed to assist company personnel directly involved in trading in local shares to establish pertinent policies and procedural steps that could be followed in local securities trading operations.
	Scope
	The scope of monitoring implementation of this policy is within the jurisdiction of the Board of Directors and senior management represented by the CEO and SVP - Asset Management Group. However, this policy should be performed taking into consideratio...
	Contents
	1. General Policy Statements
	1.1 The following statements represent the guiding policy, as set by the Board of Directors, in implementing the Securities Trading policy.
	1.2 It is the policy of the company to comply with all laws and regulations governing local securities trading activities including the Central Bank of Kuwait, Kuwait Stock Exchange guidelines and rules and Capital Market Authority or competent foreig...
	2. Operational and Reporting Controls
	2.1 The portfolio position should be reviewed on a daily basis to be checked according to the present requirements and policies within the portfolio agreement and this policy.
	2.2 The Investment Portfolios Department should confirm, on a daily basis, that the portfolio operations comply with all the conditions and procedures set by the company’s investment policies, in addition to compliance with the Kuwait Stock Exchange,...
	3. Research Prior to Trading
	3.2.1 Fundamental research discipline:
	3.2.2 Technical research discipline:

	4. Procedural Work Steps – Review Prior to Trading
	4.1 Dealers should review and perform the following on a periodic basis (preferably on a daily basis whenever applicable):
	4.1.1 Review the closing prices of securities from the previous trading day and compare with the opening prices of the current day through the on-line information connection with Kuwait’s Stock Exchange provided to the Vice President and the senior de...
	4.1.2 Review the daily market index, Kuwait Investment Company index, and the Global index. Compare performance of such indices to the performance of particular portfolio being managed by the Department.
	4.1.3 Read daily, weekly, and monthly investment publications, newspapers, and magazines.
	4.1.4 Read incoming mail from brokers, investment counterparties, and publications from investment publishing houses for new developments in the local and regional securities area and new services provided by financial intermediaries and brokers.
	4.1.5 On an ongoing basis, ensure compliance with the investment policies for trading.
	4.1.6 Dealers should also review back office daily and weekly reports on investment details of portfolio they are managing including amounts, quantities, and expected returns. At a minimum, that includes review of:
	a. Total limit for a particular investment activity.
	b. Expected return per activity.
	c. Average cost of funding per activity.
	d. Net return.
	e. Amount in KD.
	f. This projection includes the maximum and minimum allowable amounts of stock to be traded as well as the maximum and minimum allowable buying and selling
	prices for each stock in the market per each portfolio and in each economic sector.
	g. Particular to client portfolios, the dealers should review the following before trading on client portfolios’ behalf:
	1. Client portfolio position report.
	2. Client account and cash positions with the company to which dealing is intended to transact on his/ her portfolio’s behalf.
	3. Differentiation between client portfolios which are being funded and managed by the client directly and client portfolios which are being funded by a “margin” trading credit facilities agreement.
	4.1.7 After the dealer decides on which client portfolio, he/ she is trading for, that entails the dealer to check for the following:
	a. Availability of sufficient funds in the client’s cash position.
	b. Securities position of the client as per the books of the company pertinent to the client’s securities position account.
	c. Limits allowed per the client portfolio agreement or written instructions of the client.
	d. Consideration for whether the portfolio agreement is discretionary or non-discretionary in relation to the trading decision.
	4.1.8 Dealers should also review back office daily reports on investment details of portfolio they are managing including stop loss limits.
	4.1.9 On a monthly basis, dealers should review the monthly trading report as a monitoring and review tool over all transactions taking place in a particular client portfolio.
	5. Procedural Work Steps – Trading
	5.1 Dealers review the material described above.
	5.2 By doing so, the dealer is updated on the cash and security position restrictions and would allow the dealer to forecast any short position in company or client funds needed for trading.
	5.3 The dealer is then ready to deal who performs his deals by contacting a broker in the Kuwait Stock Exchange by the direct phone line.
	5.4 The deal could encompass one of the following transactions:
	a. security purchase,
	b. security sale,
	5.5 The latter deal transaction includes details related to the following:
	a. Type of deal (sale – purchase)
	b. Order number,
	c. Booking time,
	d. Deal date,
	e. Client portfolio/ company,
	f. Floor broker,
	g. Stock,
	h. Number of stock,
	i. Price of stock,
	j. Nominal amount,
	k. Deal charges (such as commission),
	l. Net amount (after deduction of all deal charges),
	m. Whether the deal has been affected or not,
	n. KCC account.
	5.6 After the deal is agreed upon by phone with the broker/send via email/entered in Brokers trading application system, the dealer fills in a deal ticket which includes all the latter details.
	5.7 The deal is treated as a “good” deal once the broker sends a confirmation on affecting the deal. This confirmation is received by email / automated computer systems for deals that have been affected.
	5.8 The confirmation includes the following:
	a. Coupon number.
	b. Printing date.
	c. Floor Brokerage Company.
	d. Brokerage company address.
	e. Telephone.
	f. Fax.
	g. Printed by.
	j. Order number.
	k. Order time.
	l. Stock of (name of company).
	m. Deal number.
	n. Deal time.
	o. Type of deal (purchase/ sale).
	p. Number of shares.
	q. Price.
	r. Nominal.
	s.
	5.9 Upon the receipt of the deal confirmation from the broker, the Operations and Settlement Dept. updates the deals in the System.
	Policy Code:       IPD - 5
	Policy Name:       Periodic Meetings
	Purpose
	This policy defines the work steps needed in implementing periodic meetings within the Investment Portfolios Dept. and with other company entities. The purpose of such meetings could include the discussion and agreement on unified sets of department i...
	Scope
	The scope of implementing this policy is within the jurisdiction of the Board of Directors, CEO and the Asset Management Group.
	Contents
	1. General Policy Statements
	1.1 The following statement/s represents the guiding policy, as set by the Board of Directors, in implementing the Periodic Meetings policy.
	1.2 It is the policy of the department to arrange for periodic meetings to provide Investment Portfolios Dept. personnel with clear instructions in respect of duties expected of them in affecting investment transactions and other administrative needs.
	1.3 It is the policy of the department to arrange for continuous meetings with the CEO, VP and AVP– Investment Portfolios Department, VP and AVP – Operations and Settlement Department, SVP-Support Group and SVP- Asset Management Group to liaise the co...
	1.4 Whenever needed, meetings could be arranged with other company entities for various support services needed in affecting core function transactions.
	2. Quarterly Management Meetings
	2.1 It should be practice for the SVP/VP/AVP to meet with all Investment Portfolios Department personnel by the end of every Quarter for discussion of operational and investment matters as well as administrative matters.
	2.2 The meeting is headed by the SVP. In case of his absence, then the VP – Investment Portfolios Department will assume this responsibility.
	Policy Code:         IPD - 6
	Policy Name:        Filing
	Purpose
	This policy pertains to the work steps followed by Investment Portfolios Department in the process of transfer, filing, mail, record keeping of Department documents, references, internal and external correspondence, and other written communication mat...
	Scope
	The scope of implementing this policy and related procedures is within the jurisdiction of Investment Portfolios Department.
	General Policy Statements
	The Investment Portfolios Department shall:
	1. Maintain a fully secured environment for all transactions resulting in documentary evidence.
	2. Safeguard documents, references, internal and external correspondence against theft, loss, unauthorized access.
	3. The Client account applications, personal information and securities related transactions’ records should be retained minimum for a period for five years and even if the retention period expires, accounting records should be maintained during tende...
	4. All files will be physically stored, within the Operations and Settlement Department custody, in a separate and secure room with adequate security measures:
	4.1 Locked storages and filing cabinets.
	4.2 Viewed and accessed only to authorized personnel.
	5. All files will also be copied and stored electronically utilizing very secure software and are only viewed and accessed by authorized personnel.
	Policy Code:     IPD - 7
	Policy Name:  Regulating The Relation Between the Client, The Company and Any Subsidiary or Associate or Related Parties

	Purpose
	This policy regulating the relation between Clients’ investments with those of the Company and any Subsidiary, Associate company, or Related Party.
	Scope
	The scope of implementing this policy and related procedures is within the jurisdiction of Investment Portfolios Department.
	General Policy Statements



