
ACCOUNTOPENING 
 
Guidelines in respect ofdepository account opening in case of Individuals (Non 

body Corporate) ,Minor, Karta of HUF, Partners in case of Partnership firm, Body 
Corporate, Guardian in case of minor account In-person verification of applicant(s): 
 

1.PROCEDUREFOROPENINGOFA INDIVIDUALACCOUNT 

AnIndividualAccount eitherResidentorNonResident canbe inthe formofanindividual, Karta 
or Minor. Below mentioned are proofofidentityand proofofaddress required while opening 
a new Demat Account which should be self attested. 

(A) Dulyfilledaccountopeningform 
 
(B) Anyofthefollowingdocument asProofofIdentity(POI): 

 Passport 

 VoterIDcard 

 Drivinglicense 
 UniqueIdentificationNumber(UID) (Aadhaar) 

  PAN card with photograph (Mandatory), Customer’s name and other details 

like father’s name and date of birth on PAN must match data filled in form. Pan 
verification through Income Tax website must also be done and verification 
report must also be enclosed along with PAN. 

 Identitycard/documentwithapplicant’sPhoto,issuedby 
a)Central/State Government and its Departments, 
b) Statutory/RegulatoryAuthorities, 
c) PublicSectorUndertakings, 
d) ScheduledCommercialBanks, 
e) PublicFinancialInstitutions, 
f) Colleges affiliated to Universities (this can be treated as valid only till the 
time the applicant is a student), 
g) Professional Bodies such as ICAI, ICWAI, ICSI, Bar Council etc., to their 
Members, and 
h) Creditcards/DebitcardsissuedbyBanks. 



(C) ProofofAddress(POA): 
 Passport/VotersIdentityCard/RegisteredLeaseorSaleAgreementof 

Residence/DrivingLicense/FlatMaintenanceBill/InsuranceCopy. 

 UtilityBillslikeTelephoneBill(onlylandline),ElectricityBillorGasBill(Notmore than 3 
months old). 

 BankPassbook/BankStatement(Notmorethan3months old) 
(Note : The bank statement must be on the stationery of the bank and must 
carry the logo and name of the bank, display the name, address and bank 
transactions/holdings of the client for the latest quarter ending. In case, the 
same is printed on a plain paper it should clearly mention the nameaddress 
and bank holdings of the Client for the latest quarter. Such plain paper 
bank statement should be duly attested by the authorised official of the 
bank mentioning the name and designation of the authorised official.) 

 Self-declaration of High Court and Supreme Court judges giving the newaddress 
in respect of their own accounts. 

 Proof of address issued by any of the following: Bank Managers of scheduled 
Commercial Banks / Scheduled Co-operative Bank / Multinational Foreign 
Banks / Gazetted Officer / Notary Public / Elected representatives to the 
Legislative Assembly / Parliament / Documents issued by any Govt. orStatutory 
Authority. 

 RegisteredLeaveandLicenseagreement/Agreementforsale. 

 UniqueIdentificationNumber(UID) (Aadhaar) 
 Identitycard /documentwithaddress,issued byanyof thefollowing: 

- Central/StateGovernmentanditsDepartments 

- Statutory/RegulatoryAuthorities 

- PublicSectorUndertakings 

- ScheduledCommercial Banks 

- PublicFinancialInstitutions 

- Collegesaffiliated to Universities (this can be treated as valid only till the time 
the applicant is a student) 

- Professional Bodies such as ICAI,ICWAI,ICSI, Bar Council etc, to their 
Members. 

 For FII/ sub account, Power of Attorney given by FII / sub-account to the 
Custodian(whichare duly notarized and/or apostiled or consularised thatgives 
the registered address should be taken. 



 The proof of address in the name of the spouse / landlord/ close relative/ office 
authoritymaybeaccepted.Insuchcasedeclarationinaccountopeningformto 
besignedbyconcernedpersonandselfattestedPOAandPOIshouldbe submittedalong 
withthe accountopeningform. 

 In case of joint holdings, POI and POA is collected in respect of all the account 
holders 

 Self-declarationby HighCourt&SupremeCourtjudges,givingthenewaddress 
inrespectoftheirown accounts. 

 13.IncaseofAdditionalAddressasCorrespondenceAddress,Customershould 

1. Provideseparateproofofcorrespondenceaddress. 

 
(D) IndividualFATCAformdulyfilledandsignedbyholder/s 

 
(E) Bankaccountdetails 
- CancelledChequeof15DigitAccount(CBSenabled)OR 

- Self attested photo copy of1stpageofBankPassbook of Account Holder. Onfirst page of 
passbook account holder/s name/s, branch name and address, 15 Digit Bank Account 
number, 9 digit MICR code and IFSC code must be available. 

 
(F) Latestphotographofclient/s 

 PhotooftheCustomershouldbepastedontheAccountopeningform[photo should 
not be stapled 

 WhereverphotoispastedacrosssignatureofAccountholderonphotoisrequired 

 
(G) Nomination 

 Up to three nominees can be provided. If Nomination is provided, it should be 
witnessed by one person. Witness Signature & Address to be mentioned 

 Photograph OR self attested POI of Nominee is required. Nominee should put 
two signatures one across his / her photo AND other below his / her photo. 

 Relationship and share of each nominee in case of more than 1 nominee, to be 
mentioned. If share is not mentioned in case of multiple nominees, equal share 
will be considered. 

 
In addition to the above mentioned documents, photo identity and proof of residence 
documentsoftheauthorisedsignatoriesshouldalsobeobtained.Allthedocuments 



attached should be marked as "Verified from the original" and signed by the concerned 
officer along with his/her name and the staff code number. 
 
2. PROCEDUREFOROPENINGOFAMINOR ACCOUNT 
 
2.1 -Bankfollowsthebelowgivenprocedure foropeningdemataccountofa minor: 

 Accountopenedinthenameofminorshouldnothavejointholder(s). 

  PAN, POI, Proof of Address and the photograph of the Guardian as well as of 
minor isobtained. 

 Photocopy of school leavingcertificate /Mark sheetissuedbyHigherSecondary 
Board of respective states, ICSE, CBSE / passport of the minor / original or 
attestedornotarized(incaseofphotocopy)birthcertificateoftheminoristaken 
toascertainthedateofbirthoftheminor.Atthetimeofacceptingeitherofthese 
documents, the same is verified with the original. 

 PANdetails oftheminoriscapturedin theDPMSystemafterdueverification. 
 

 
3. PROCEDUREANDDOCUMENTSREQUIREDFOROPENINGHUF ACCOUNT 
 
The HUF account is opened in the name of the HUF. The Karta of the HUF has to be male 
memberonly.ThesignatureoftheKARTAhastoaccompany therubberstamp “Forandon behalf 
of HUFxxxxxxxKarta.” 

A.In addition to the documents mentioned for individuals, the following documentmay 
also be obtained: 

- TheHUFdeclarationletterasobtainedincaseofHUFsavingsaccount. 

- PANof HUF 

- Deed ofdeclarationofHUF/ListofCoparceners alongwithphotos. 
- Bankpassbook/BankstatementinthenameofHUF 

- Photograph,POI,POA,AadhaarcardandPANofKarta 

- IndividualFATCAform 

 
NominationfacilityisnotavailableforHUFaccounts. 

 
In case of Death of Karta the name of deceased Karta in the Beneficial Owner (BO) account 
bereplacedbythenewKartaappointedbythememberoftheHUFwhoinsuchacaseshall be 
senior most member of the family. 



4. -NON-RESIDENTINDIAN/FOREIGNNATIONAL(NRI/FN) 
 
(A) Inadditiontothedocumentsmentionedforindividuals,thefollowingdocumentsare required: 

 Thedulyverifiedcopyofpassport

 DocumentofForeignaddressproofdulycertified.
 FEMADeclaration
 Separate NRE/NRO account to be opened with Girgaum Branch (Licenced for 

opening PIS-NRI Account) which will be linked to NRE Demat account and 
specifically used for demat transactions only.

 FATCAForm

 
(B) In order to comply with RBI and NSDL guidelines in case of NRIs accounts, Portfolio 
investment scheme (PIS) forms (Form NRI for investment on Non Repatriable basis and 
form FPI – for Investment on Repatriable basis) duly signed by the NRI customer, 
alongwithDemataccountopeningformanddocumentsisobtainedfromtheclientatthebranch. 

 
(C) The client’s signature on the PIS form should be attested by the branch official and 
theformshouldbeforwardedtoForexDepartmentforRBIpermissioninncapacityas 
AuthorisedDealerI.NRIcustomersarealsorequiredtosignonthePISchargesform. 

 
(D) OnreceiptofpermissionfromForexDepartment(sanctionletterwillbeprovidedtothe 
customer and copy of it will be despatched to the Demat Dept. 

 
(E) PhotocopiesofProofofAddressinrespectofforeignaddresswheretheNRI/FN 
isresidingareobtainedandverifythesamewithoriginals. 

 
 In case the NRI/FN Clients have Indian address, photocopies of Proof ofAddress 

of local address is obtained and verifies the same with originals.
 Further, in case if the NRI/FN has submitted only Proof of Address of the 

country (foreign address) where the NRI/FN is residing, in such a situation, the 
bankcapturestheforeignaddressinbothlocal andforeignaddressfieldgivenin the 
DPM System.



5-GUIDELINESINRESPECTOFACCOUNTOPENINGINCASEOFBODY- CORPORATE 
 
Additional documents to be obtained from non-individuals, over& above the POI& 
POA, as mentioned below: 

 
The authorised signatory intending to open a corporate demat account has to visit the 
department personally and sign in presence of the branch officers. The prescribed 
CorporateAccountopeningformistocollectedalongwiththefollowingdocuments: 

 
 The Rights andObligationdulyexecutedbytheclient/s. 
 Copyofthebalance sheetsforthe last2 financialyears(to besubmittedevery year) 

 Copy of latest share holding pattern including list of all those holding control, 

either directly or indirectly, in the company in terns of SEBI takeover 

Regulations, duly certified by the company secretary/whole time director/MD 

(to be submitted every year) 

 Photograph, POI, POA, Aadhaar card, PAN and DIN numbers of whole time 

directors/two directors in charge of day to day operations. 

 Photograph, POI, POA, Aadhaar card, PAN of individual promoters holding 

control – either directly or indirectly. 

 KYCformAnnexureKforfirm,AnnexureJforauthorisedsignatories 

 PANcopyofthecorporateaccountandalsotheauthorisedsignatories 

 Authorisedsignatorieslistwithspecimensignatures 

 KYCdocumentsandtheCustomerRegistrationForm(forindividuals)ofthe 

authorised signatories to be obtained. 

 CertifiedtrueCopyofMemorandumandArticlesofAssociation 

 Certifiedtruecopy ofBoardresolution forinvestmentinsecuritiesmarket. 

  OpeningDematAccountwithourBankauthorizingthesignatoriestooperate the 

demat account mentioning their names and mode of operation. 



 DulyfilledandsignedCorporateAccountOpeningdematForm 

 Anyoneofthefollowingdocumentscanbesubmittedasproofof address 

 Proofofaddressofthecorporateevidencedbythedocumentregisteredwith 
Registrar of Companies. 

 Acknowledged copyofIncometaxReturnduly verifiedfromtheoriginal. 

 Bankstatement 

 VerifiedtruecopyoftheLeaveandLicenseagreement/Agreementforsale. 
 CorporateFATCAForm 

 
6. ACCOUNTSOPENEDINTHENAMESOFPARTNERSFORHOLDINGSECURITIE
S THAT BELONG TO A PARTNERSHIP FIRM 
 
A. TheaccountisopenedonlyinthenameofPartnersandthesecuritiesthatbelongto the 
Partnership Firm can be held in this account. 

 
B. FollowingdocumentstobecollectedwhileopeningpartnershipDemataccount. 

 Copyofthebalancesheetsforthelast2financialyears(tobesubmittedeveryyear). 

 Certificateofregistration(for registeredpartnershipfirmsonly). 

 Copy ofpartnership deed. 
 Authorisedsignatorieslist withspecimensignaturesandphotograph. 

 Photograph,POI,POA,PANofPartners. 

 Undertaking in the prescribed format from the Partners to the effect that the 
PartnerswouldcomplywiththeprovisionsoftheCompaniesAct,1956and 
otherapplicablestatutesinrespectofsecuritiesofthePartnershipfirmheldin theaccount 
openedin thenameof thePartners,is obtained. 

 
7. PROCEDUREFOROPENINGDEPOSITORYACCOUNTOFREGISTERED 
SOCIETY 
 

 ThedepositoryaccountisopenedinthenameofSociety. 
 Copy ofRegistrationCertificateunderSocietiesRegistrationAct. 
 ListofManagingCommitteemembers. 
 Committee resolution for persons authorised to act as authorised signatories 

with specimen signatures. 
 TruecopyofSocietyRulesandByeLawscertifiedbytheChairman/Secretary. 



8-PROCEDUREFOROPENING DEPOSITORYACCOUNTOF TRUST: 
 

 Copyofthebalancesheetsforthelast2financialyears(tobesubmittedeveryyear). 

 Certificateofregistration(for registeredtrustonly). 

 CopyofTrustdeed. 

 Listoftrusteescertifiedbymanagingtrustees/CA. 

 Photograph,POI,POA,PANofTrustees. 
 For registered trust where a registration certificate is issued by a Statutory 

AuthorityundertheprovisionsoftheBombayPublicTrustAct,1950orThe Indian 
Societies Registration Act, 1860, in addition to the above, Obtain certified copy of 
the resolution passed by the Board of Trustees giving the names of trustees 
authorised by the Board of Trustees to open and operate the depository account. 

 
TRANSFER OF SHARES AND SETTLEMENT THROUGH
 DELIVERYINSTRUCTION SLIPS (DIS) 
 
MARKETTRADE 
 
An instruction for transfer of security from beneficiary account (investor account) to 
clearing member account (broker account) is termed as market trade. If client wish to 
transferthesharesonaccountoftransactiondoneonthestockexchange,hehastofill 
theNKGSBBankDeliveryInstructionSlipcolumnmeantformarkettradeandcancel 
thecolumnofoff-markettrade.Thefollowingdetailswillhavetobefilled: 
CM-BP-ID, CM name, Market type, Settlement number, UCC slip, ISIN, Security Name 
and Quantity, signature 

 
OFFMARKETTRADE 
 
An instruction to transfer security from one beneficiary account to another beneficiary 
account is termedas offmarket transfer.Forthis Client has to fillthe NKGSBBank 
DeliveryInstructionSlipcolumnmeantforoff-markettradeandcancelthecolumnof for-
markettrade.Thefollowingdetails willhavetobefilled: 
DP ID, DP name, Client Id, Reason/ Purpose, ISIN, Security name and Quantity, 
signature 



DEMATERIALISATIONANDREMATERIALISATION 
 
DEMATERIALISATION 
Dematerialisation is the process of converting securities held in physical form to an 
equivalentnumberinelectronicformandcreatingthesametothebeneficiaryaccount 
oftheclient.AsperSEBIrules,allinvestorsneedtodematerializetheirexisting physical share 
certificates. Trading and transfer (except in case of transmission) is not allowed in physical 
formats. For facilitating dematerialization of existing physical share 
certificates,customersopenDemataccountwithusandthen havetosubmit tous 
DematRequestForm(DRF)alongwithphysicalsharecertificatestobedematerialized. 

In case of any spelling mistakes or abbreviation on name appearing in Share 
Certificates, duly filled ‘Name Declaration Form’ to be submitted by client. 

In case order ofnames mentionedin ShareCertificatesis not as perdemataccount, e.g. 
name on share certificate is B & A and if the Demat Account is opened in order A & B, 
then client has to submit“Transposition Form” from the clients. 

Client to submit originally verified and self attested copy of POI and POA, utility bill 
(electricity/ landline/ Mahanagar Gas) not older than 3 months, Address/ sign/ photo 
verification and original cancelled cheque. 

A duly certified Client Master Report printed either from the DPM system or from 
Participant’sback-officesystem;ORAcoveringlettergeneratedfromtheDPMsystem or from 
Participant’s back-office system which incorporates the aforesaid details while 
forwardingthe dematrequeststobe enclosed byDP. 

Signature, address, photo verification certificate from Banker is to be submitted with 
DRF request 

In case of Transfer of Shares on account of Death of Demat Account Holder , 
TransmissionForm along with original/notarizedDeath Certificate,PANCardcopy of the 
Survivor for every DRFto be obtained, please note that Survivors to open separate 
Demat Account before Transmission. 

 
REMATERIALISATION 

Rematerialisationisaprocessbywhichabeneficiarycanconverttheelectronicbalance in his 
account into physical share certificate. 

Onremattheinvestorwillgetnewsharecertificatewithnewfolioandcertificate number. 



PROCEDUREOFCREATIONOFPLEDGE 

PleasenotepledgecreationcanonlybecreatedonsharesinDemataccountwithNDSL 
 
 
Loanapplicanthaving DematAccountwithNKGSBCo-op.BankLtd. 

 Oncethecreditfacilitygetssanctionedthecustomerhastofillrequisitionslip for 
obtaining pledge form, from our Demat Department. 

 BranchtosendthefilledPledgeFormandsanctionLettertoDemat 
DepartmentbyaffixingBranchManagerStampandsignatureonit. 

 OnreceiptofPledgeFormalongwithsanctionletter,pledgecreationwillbe 
initiated by Demat Department. 

 ThePledgecreationwillbeconfirmedbyDematDepartmentontheduplicate 
pledge form by assigning Pledge Order No.and returned to the branch. 

 The requested quantity is then marked pledge in the client‘s demat 
accountandstatusofthesesharesstandschangedtopledgedfrombeneficiaries. 

LoanapplicanthavingDematAccount withOtherDP 

 OncethecreditfacilityissanctionedtheapplicantapproacheshisDPfor pledge 
creation. 

 The applicant after creation of pledge willhandover the duplicate copy 
ofPledgeformwhereinhisDPmentionsthePledgeorderNo.Alongwithhis demat 
statement. 

 OurDematDepartmentwillconfirmthepledge creation. 

 The requested quantity is then marked pledge in the client‘s demat 
accountandstatusofthesesharesstandschangedtopledgedfrombeneficiaries. 

 
MARGINPLEDGE/RE-PLEDGEFUNCTIONALITY 
 
As per SEBI guidelines, Margin Pledge instructions will beinitiated on the basis of UCC 
mapped in client demat account (on the basis of PAN), segment and linkages of 
respective TM details. Further, Margin Re-pledge will be initiated on the basis of TM- 
CM linkages provided by the Clearing Corporations to NSDL. NSDL has mapped active 
UCC provided by Stock Exchanges in demat account on the basis of PAN details 
available in client maintenance module in NSDL depository system. 



ThedetailedprocessofMarginPledge/Re-pledgefunctionalityisasgiven. 

 
InitiationofMarginPledge /Re-pledge: 

Client can initiate a margin pledge instruction in favour of ‘TM – Client Securities 
Margin Pledge Account’ or ‘TM/CM – Client Securities Margin Pledge Account’ by 
submitting a physical Margin Pledge Form 43 to its Participant or electronic 
instructions through NSDL e-Services. 

 
SPEED-eFACILITY- 
 
“Speed-E” facility enables demat account holders to submit delivery instructions 
directlyontheInternetthroughSPEED-ewebsitehttps://eservices.nsdl.com,insteadof 
submittingDeliveryInstructioninphysicalformtoBank.TheusersofSPEED-ecanalso check 
latest balances and transactions in their demat accounts through a facility called 
Internet-based Demat Account Statement (IDEAS) and monitor the status of execution 
of instructions. SPEED-e is available only to those Depository Participants who have 
subscribed to it and the Users signan agreement with the Participant. 
 
Demat account holders will have the option of accessing SPEED-e either as a PasswordUser 
or as a Smart Card / e-Token User. Password Users can debit their demat accounts 
onlyinfavourofspecifiedPre-NotifiedClearingMemberaccounts(uptosix),while SmartCard/e-
TokenUsercansubmitinstructionsinfavourofanynumberof accounts. 

FeaturesandadvantagesofSPEED-efacility Clients 

(Beneficial Owners) 

PasswordUsers: 
 PasswordbasedUserscansubmitmarketinstructionsinfavourofmaximumsix pre-

notified Clearing Member Accounts 
 PasswordBased Users cansubmit instructions pertaining to MutualFund units 

(forredemptionpurpose)tothedesignatedPoolAccountsofNSCCLandICCL 
 Usercanopte-DISfacilityandconfirm thePay-in instructionsuploadedbytheir Clearing 

Member 
 UserscanViewandChange theirexisting emailID 
 
 
 
 



E-token Users: 

E-token Users can avail the following features both on interactive as well as on a batch 
Submission mode 

 DeliverytoClearingMember 
 InterDepositoryDelivery 
 Submission of instruction(s) to freeze / unfreeze account(s) / ISIN(s) and / or 

specific quantity of securities under an ISIN. Further, freeze request executed by 
Clients through SPEED-e cannot be unfrozen by the Participant (applicable for e- 
token based Users 

 
 
INCAPACITATED INVESTORS : 
 
 
Common SOP for operation of accounts in case of an incapacitated investor : 
 
Background: 
SEBI vide its Circulars dated January 10, 2025 and February 28, 2025 revised the norms for 
nomination for demat accounts and Mutual Fund (MF) folios in the Indian Securities Market. 
In order to have uniformity in dealing with incapacitated investors and those with special 
needs or sick or old investors in the securities market, SEBI has mandated the Depositories 
and AMFI to put in place common Standard Operating Procedure (SOP). This SOP is intended 
to provide more clarity on the processes to be followed in alignment to the current regulatory 
guidelines and may undergo changes based on regulatory/statutory guidelines or due to other 
legal aspects from time to time. Please check the latest guidelines before reliance on the same. 
 
A. Operational guidelines for operation of accounts in case of investors who are 
physically incapacitated, but are competent to contract: 
 
1. Operational procedures to appoint nominee to act on behalf of incapacitated 
Investors: 
The registered intermediaries shall provide the investors having single or joint holding in the 
account / folio, the option to: 
 

a) empower, any one of the nominees (excluding minor nominee) to operate the investor’s 
account / folio, if the investor is physically incapacitated, but still has the capacity to 
contract, 

b)  specify either the percentage or absolute value of assets in the account / folio that can 
be encashed by such nominee, 

c)  change such nominee any number of times without any restriction. 
 

The above clause shall be applicable for an account / folio having multiple holders, irrespective 
of mode of holding and only in the event where all the holders are simultaneously 
incapacitated and having registered nominee/s. 
 
2. Definition of Incapacitation: 
Incapacitation referred to here is the physical incapacitation but having capacity to enter into a 
contract in terms of section 11 of the Indian Contract Act, 1872. Hence, this SOP does not 



include investors who are otherwise incapacitated because of being in coma or are 
unconscious or in support of a ventilator. 
 
3. Procedure to be followed for operation of accounts in case of an incapacitated 
investor, after the person has become incapacitated: 
 

a) Intimation of incapacitation – An intimation by way of a written request (format 
attached viaAnnexure A) stating that the Client/investor is incapacitated to sign 
(specifying the reason therein and its tenure of Incapacitation), can be received by 
DP/AMC/RTA from an “empowered nominee” of the investor/Client (Empowered 
Nominee means a Nominee who has been given power by the investor to act on his/her 
behalf during incapacitation). The intimation of incapacitation request can be accepted 
from any other person as well. 

b) In case there is no nominee registered, or Nominee Opt-out has been registered in the 
account/folio, investor has to first register nominee in the presence of DP/RTA/AMC 
personnel, followed by appointing him/her as “empowered nominee”. 

c) The empowered nominee or any other person shall provide a medical certificate issued 
by an appropriately qualified doctor which clearly states that the Client / investor is 
unable to sign, the reason for the same and period since the Client is unable to sign. 

d) Upon receipt of written request accompanied with medical certificate regarding 
incapacitation of investor, a responsible officer of the DP / AMC / RTA shall visit the 
incapacitated investor inperson. 

e) This officer shall first hand ascertain whether the investor has the capacity to contract 
in terms of section 11 of the Indian Contract Act, 1872 (i.e. to exclude investors who 
may be in ventilator, coma or are in an unconscious state). 

f) Additional checks to be done by the officer include, (i) where the Client cannot put 
his/her signature, then is he/she in a position to put his/her thumb or toe impression 
or ‘a mark’ on his/her own, without the assistance of any other person, and (ii) whether 
the Client understands the consequence of putting his/her thumb impression on a 
document to facilitate a transaction or empower the nominee to carry out the 
transaction on his/her behalf.  

g) Depending on the nature and degree of incapacitation, this officer shall obtain a thumb 
or toe impression or ‘a mark’ of the Client, as the case may be, on the written request 
allowing empowered nominee for transacting in the account / folio of the incapacitated 
investor, in the presence of an independent witness. (Independent witness shall be an 
individual who is not directly related to the Client or the intermediary) 

h) This officer shall record his/her name, signature and suitable remarks to the effect that 
“Thumb impression / toe impression / mark affixed in my presence” on the written 
request. 

i) POI document number of such nominee (which should match with details of 
Empowered Nominee as registered in the demat account/folio), who will act on behalf 
of incapacitated investor, shall be taken on record and capture the same against the said 
nominee in the Depository/AMC/RTA system. 

j) Upon registration of incapacitation details in the depository/AMC/RTA system, 
DP/AMC/RTA shall intimate the client and empowered nominee about the same 
suitably. 

k) Empowered Nominee should intimate the respective broker/trading 
member/DP/AMC/MFD/RTA through whom transactions are going to be performed 
during incapacitation of Client. This has been included in the letter for intimating 
incapacitation under the heading ‘Declaration from Empowered Nominee’. 



l) Upon receipt of the instruction from such Empowered Nominee, DP/AMC/RTA shall 
match the signature, as available on the record, against such Empowered Nominee. If 
the signature is matched, DP/AMC/RTA shall execute the instruction in the 
Depository/DP/RTA/AMC system for such incapacitated investor/ Beneficiary Owner 
(BO). If the signature does not match, DP/AMC/RTA shall not execute the instruction 
and shall inform the Empowered Nominee accordingly, clearly stating the reason for 
non-execution of instruction. DP/AMC/RTA shall also inform such nominee to submit 
fresh instruction with the proper signature. 

m) The Empowered Nominee can only be one of the registered nominees. No third party 
including legal heirs can be allowed, if they are not registered as nominee. In case of 
court appointed nominee, it will overrule the existing nominee. Further, in case where 
the investor does not have the capacity to contract (for eg.: investor is on ventilator 
support or in coma or in unconscious state or is of unsound mind), operation of the 
account / folio shall be as per the norms under the applicable laws. 

n) The Empowered Nominee shall require to be KYC compliant before carrying out 
transaction on behalf of the incapacitated investor/s (not at the time of nomination). 

o) The registered intermediaries shall upload the details of mobile number and email 
address of Empowered Nominee on the KRA system. It shall be ensured that the mobile 
no. / email addresses of their employees / authorized persons, distributors etc. are not 
uploaded on behalf of Empowered Nominee. 

 
4. Further, the DP / RTA / AMC are advised to ensure the following: 
 

a) Take into account, the available transaction limits flagged off to the Empowered 
Nominee dealing on behalf of incapacitated investor. 

b) b) DP/AMC/RTA shall inform the investor and empowered nominee regarding the 
transaction threshold limit along with the utilised and un-utilised limit suitably, as and 
when transaction is processed. After the expiry of a cooling off period of 48 hours post 
updation of such incapacitation, DP/RTA/AMC shall permit the transactions in those 
account(s) – offline and online mode, if it is signed or initiated by the Empowered 
nominee, subject to limit specified by the investor in amount or percentage* on the date 
of updation of incapacitation status in depository/AMC/RTA systems. Further, on the 
date of updation of incapacitation status in depository/AMC/RTA systems, the 
percentage limit of the holding would be converted to the absolute limit value based on 
last available price/NAV. This will remain static throughout incapacitation period and 
will not be undergoing any change owing to market movement or subsequent 
investments. In case of mutual funds, Percentage / value limit will be for the PAN, 
encompassing all folios under the PAN, where incapacitated investor is the first holder 
and covering all transactions made by the Empowered Nominee during incapacitation. 

c) If any partial transaction limits are available, transactions should be settled with the 
available transaction limits. 

d) If at the time of settlement of transactions e.g. traded on exchange at “X” value and at 
the time of settlement, value is “X +/- 5 %” of the available limits in depository systems, 
such transactions up to + / - 5 % value would be allowed for settlements to avoid any 
failure of transactions / loss to the incapacitated investors.  

e) In case of demat account, the transaction limits will be applicable for all market transfer 
instructions initiated through physical / POA / DDPI / online. 

f) In case of mutual fund transactions, redemption / switch-out shall be allowed subject to 
95% of the transaction limit only at the time of acceptance, as NAV for the day may go 
up or down. 



g) Any credit transaction such as fresh purchase/SIP/IDCW reinvestment etc., will be 
allowed during the incapacitation period, subject to existing regulations such as third 
party etc. However,fresh pledge creation (includes the margin pledge) would not be 
allowed. 

h) In case of investments in Mutual Funds, funds should be received from the investor’s 
bank account and not from empowered nominee’s bank account and MF/RTA/CC is 
able to validate the same independently at their end. 

i) Any encashment by such Empowered Nominee shall be credited only to the bank 
account linked to the account / folio of the incapacitated investor. 

j) DP / RTA/ AMC shall not allow any service request, including change in bank account, 
email address, mobile number etc. by such Empowered nominee. 

k) Initially, after the expiry of a cooling-off period of 48 hours post updation of 
incapacitation, the DP / RTA / AMC shall allow empowered nominee to carry out online 
transactions on behalf of the incapacitated investor, using the investor’s login 
credentials (i.e. using registered email ID and mobile number of incapacitated investor), 
subject to the transaction limit specified by the investor. Going forward, the DP / RTA / 
AMC shall put in place necessary system changes to allow empowered nominee to 
operate the account / folio of incapacitated investor using his / her own login 
credentials (i.e. using registered email ID and mobile number of empowered nominee), 
after completing KYC process of such nominee, subject to the limit specified by the 
investor. This facility shall be revoked once the investor recovers from incapacitation. 

l) l) The requisite system changes allowing empowered nominee to operate the account / 
folio of incapacitated investor using own login credentials shall be put in place by the 
DPs and AMCs / their RTAs together after deliberation and go live at the same time, in 
order to have uniformity across demat accounts and MF folios.  

m) IDCW payout/Cash Corporate Action process can be allowed and paid to the investor’s 
bank account only. 

n) Procedure as specified above in Para 3 shall be followed in case the investor recovers 
from incapacitation and the incapacitation flag / date in the demat account/folio shall 
be removed, and the signature of the empowered nominee shall be removed from the 
depository/AMC/RTA system. Post removal of incapacitation flag / date, if any change 
(non-financial transactions including nominee registration, change of empowered 
nominee to transact on investor’s behalf, etc.) is initiated by the investor after recording 
such incapacitation, then appropriate due diligence has to be made before allowing 
such updates/changes. 

 
Request format for Incapacitation intimation is provided in Annexure B 
 

B. Specialized Doorstep Support for Senior Citizens, investors with special needs or sick 
investors may be provided by DP / RTA / AMC. 
SEBI envisages that specialized doorstep support needs to be facilitated for Senior Citizens, 
investors with special needs or sick investors, not only related to incapacitation but also for 
other services like; 

a) collection of transaction requests, service request including nomination 
registration/changes thereto, registration of empowered nominee, etc., subject to the 
availability of the nearest branches, distance between branch and investor location, 
based on the specific request with relevant proofs thereof for sick investors and 
investors with special needs.  

b) For Senior Citizens, based on the age as per records, such specialized services may be 
facilitated. 



 
Disclaimer: 
Compliance with the SOP does not substitute compliance with applicable laws. Accordingly, 
while following the SOP, compliance with laws, as may be applicable, shall also be met. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Annexure B 
 

Letter for intimating Incapacitation of the investor and relevant authorization 
 
Date: 
To: _______________________________________________ (Name of the Intermediary) 
 
Location/ City Name: ________________________________ 
 
Sub: Intimation about Incapacitation of the investor and Authorization letter 
PAN of the 
Incapacitated 
investor 
 

         

Demat 
Account / 
Folio 
No 

         

 



I/We hereby wish to inform you that the above referred investor has become incapacitated from 
__/__ /____ to ___ / ___ / ______ (tentatively) for reason_________________________________ 
due 
to which he is unable to transact though having the capacity to contract. Refer the medical 
certificate from our doctor indicating the same.. 
 
I/We request you to record the same in your records and approve the transactions only if the same 
is 
initiated by the person(s) authorized by him and is within the limits prescribed, if any. I/We also 
hereby authorize you/your team to independently validate the above incapacitation by visiting the 
incapacitated investor (tick appropriately / provide information as requested), take appropriate 
thumb / toe impression or complete any other prescribed processes and procedures as mandated 
by the regulator(s). 
 
o at the registered address (or) 
 
o at the address where investor stays now 
(specify)_______________________________________ 
o at the hospital specify the details 
___________________________________________________ 
o   Contact Number(s): ____________________________ to fix appointment (if required). 
Documentary Proof enclosed (tick as applicable): 
o  Original Medical certificate indicating incapacitation. 
o  Self-attested PAN card copy / Masked Aadhaar copy of the incapacitated investor. 
o  Copy of the court order or letter from the competent authority (where applicable). 
o  ID Document number of authorized nominee (which should match with details of 

 registered nominee) 
 
I/We extend all support and cooperation to complete the processes and tag the account as 
Incapacitation wherever the above referred PAN / Folio(s). 
 
Declaration from Empowered Nominee 
 
I hereby confirm my understanding and the responsibility that I own for limited purpose transaction 
as per the wish of the investor(s) in the above referred account/folio and help your esteemed 
organization with all the required information/documentary proof and support as required from time 
to time. 
 
 
Signatures: 
 
Holder  
 

Name Signature 

First holder 
 

  

Joint Holder1 
 

  

Joint Holder2 
 

  

Authorized Nominee 
 

  

 
 
 

For Office Use only to be filled only by Regulated Entity employee 



 
I, ____________________ Emp No. ___________, DP/AMC/RTA Name ______________________ visited 
the above address/hospital and met the incapacitated investor and noted the incapacitation and obtain the 
following: 
Date of Visit Thumb Impression* Toe Impression  Marks noted 

 
    
 
 

*Signature of Witness: 
 
Name of the Witness: 
 
Address of the Witness : 
 
 
 
 
Signature of the DP/AMC/RTA employee: _______________________________ 

 


