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TRADING STANDARD OPERATING 
PROCEDURE
Crude Oil  ·  Petroleum Products  ·  Natural Gas

A step-by-step visual process guide for all FITC Energy trading operations
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TRADING PR OCESS — MA STER FLOW  OVERVIEW

01

ORIGINATION

Lead & 
opportunity 

identification

02

COUNTERPARTY 
KYC

Due diligence & 
sanctions screen

03

CREDIT REVIEW

Exposure &  credit 
limit approval

04

NEGOTIATION

Term sheet & 
price agreement

05

CONTRACT

Execution & legal 
sign-off

06

LOGISTICS

Shipping & 
inspection

07

SETTLEMENT

Invoice, LC & 
payment

08

POST-TRADE

Reporting &  
archiving

COMPLIANCE GATE: KYC  ·  Sanctions  ·  Credit  ·  Legal  ·  Regulatory Reporting  — applied at every stage

PRE-TRADE PHASE

→ Opportunity origination & market analysis

→ Counterparty identification & initial screening

→ KYC documentation collection

→ Sanctions list screening (OFAC, UN, EU, UK)

→ Credit assessment & limit approval

TRADE EXECUTION PHASE

→ Price negotiation & term agreement

→ Term sheet issuance & review

→ Contract drafting (ISDA / AIPN framework)

→ Legal review & compliance sign-off

→ Contract execution by authorised signatories

POST-TRADE PHASE

→ Logistics coordination (vessel, inspection)

→ Shipping document management

→ Invoice issuance & Letter of Credit

→ Payment settlement & reconciliation

→ Trade reporting & regulatory filing
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STEP 2 — COUNTERPARTY KYC & SANCTIONS SCREENING FLOW

1
1. Receive Counterparty Info

Name, registration, jurisdiction, UBOs

2
2. Preliminary Screening

Google / media / PEP initial check

3
3. Sanctions Screening

OFAC · UN · EU · UK OFSI lists

4
4. Enhanced Due Diligence

For high-risk / PEP counterparties

MATCH FOUND? NO MATCH → PROCEED MATCH → ESCALATE

SANCTIONS HIT? CLEAR → CONTINUE HIT → BLOCK TRADE

HIGH RISK? LOW RISK → APPROVE HIGH RISK → EDD

EDD PASS? PASS → APPROVE FAIL → REJECT
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STEP 5 — CONTRACT NEGOTIATION & EXECUTION FLOW

TRADING DESK

1

Initiate negotiation

2

Agree commercial 
terms

3

Issue term sheet

4

Review final contract

LEGAL & 
COMPLIANCE

1

Legal review of terms

2

Compliance clearance

3

Sign-off on risk

4

Execute contract

SENIOR MGMT

1

Credit approval

2

Exposure sign-off

3

Delegation of authority 
check

4

Board notification if 
required

REQUIRED DOCUMENTS: Term Sheet  ·  KYC Package  ·  Credit Approval Memo  ·  Signed Contract  ·  Compliance Clearance Certific ate
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STEP 7 — SETTLEMENT, PAYMENT & DOCUMENTARY FLOW

01

Cargo Loaded

Bill of Lading issued by 
captain / agent

DOCS:

B/L · Cert of Origin

02

Inspection

Independent SGS / 
Bureau Veritas 

inspection

DOCS:

Quality Cert · Quantity Cert

03

LC Presented

Letter of Credit 
submitted to buyer's 

bank

DOCS:

LC · Invoice · B/L

04

Bank Review

Documentary 
compliance check

DOCS:

All shipping docs

05

Payment Released

Funds transferred on 
conforming docs

DOCS:

SWIFT confirmation

DISCREPANCY & ESCALATION PROCEDURE

DOCUMENTARY DISCREPANCY

Trading desk notified within 24 hrs · Counterparty 
informed · Amendment requested

PAYMENT DISPUTE

Finance escalates to CCO · Legal hold placed · 
Mediation initiated within 5 days

FRAUD / SUSPECTED CRIME

Immediate trade freeze · CCO + Legal activated · 
Regulatory notification within 24 hrs
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ROLES, RESPONSIBILITIES & DELEGATION OF AUTHORITY

ROLE RESPONSIBILITY TRADE LIMIT KYC SIGN-OFF

Trader Source deals, execute within approved limits, maintain trade blotter Up to USD 2M Level 1 (Standard)

Senior Trader Manage book, approve trader deals, monitor exposure limits Up to USD 10M Level 1 + 2

Head of Trading Approve major transactions, manage counterparty relationships Up to USD 25M Level 1–3

CFO / Finance Director Credit risk approval, LC structuring, settlement oversight Countersign >USD 10M Level 2–3

CCO Compliance clearance, sanctions sign-off, regulatory reporting Compliance gate Full authority

CEO / MD Board-level approval for major exposures and strategic trades >USD 25M or Board Board-level
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For queries on this SOP, contact:

trading@fitc-energy.com ·  compliance@fitc-energy.com
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