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The Akola District Central Cooperative Bank

T.

II.

POLICYAND SOP ON SAFE DEPOSIT LOCKE,RS

INTRODUCTION-
Sal'e dcposit lockers are the l'acilities provided by the Bank to their customers 10 keep
thcir valuabli-s.
Extension of Sale deposit l,ocker facilities to the customer plays a pivotal ro]e irl
meeting the growing demands of the ctlstomers, expanding the customer base an.l
alrgmentiDg the no[-interesl income ofthe Bi]nk.
Relationship bet\\,een a banker a11d the locker holder is thal of Lessor arrl Lessee.
Although the Bank has no knorvledge of the conteits of the locker, it shall e\crcise
reasonable care and precaution of the vault and the locl<ers, as a man of ordinarv
fr,rderlcc rnoLr.d tal,c of lri. oun lucl.cr.
It is therofore imperative that the Bank sha1l put in place a Comprehensive policy on
Safe Deposit Locl(eN so as to enable the custorners to a\ail lhese thcilities \\ith ease.
It is expected that this document will impart greater transparency in dealing wirh tl.re
iuclividual custoners and create awareness anong customers.
Alfiough tlis lacility may rot be offered tlrrough all bank branches, whelever the
facility is offered. allotment of safa deposit vaulr will be subject to availabijilv and
\n,rf -r .'r u rlr orh(t r(rnl. ano .und:t'nn. r. .pecilecl b1 ic Rarr ir .cco,. .,..
*'ith RIll guidelines issued lion] time 10 tinle.
The policy on Safe Dolosit Lockers has been drawn up within the broad glrideljnes
issued by Rese e Bad( of hdia vide circular ref no RBI/2021-2022/86
DOR.I,EGREC/4o.09.0'7.005/2021 -22 dated 1 Srh August,202 t.
The Locker-hirer shail trot keep an),thing illegal or any hazardous substarce jn safe
Dcposil lockcr. Il fie bank suspects the deposit of any iiiegal ot haziudous srLbsrancc
by aoy crLstomer in saf'e deposit locker the bank sh:rll have the rjglrt to lake
appropriate action against such customer as it deenrs fit ald ploper in the
cilcumstances.

OWNERSHIP.
The orvnership of the Policy oli Safe Deposit Lockers will rest lvith The Akola
District Centrnl Cooperative B:rnl( Ltd Akoln.

III. VALIDITY OF THE POLICY
l-lte policy ot1 Sali Deposit lockcrs $ill becotne operative liom the date of approval
bv the Boald of Dir.ectors aDd shall renain valid lill aneDdrrent. Iur-tlter. need basecl
changes, il required, will bc ma.le fi.om time ro time witl.t the approval ofthe Boal..i.

IV. BASIS FORALLOTMENT OFLOCKERS TO PUtsLIC
1. Issuance of locker:s:
I The Bank shall allot loclier thciiities to existing cuslomers of the banl( .s \\cll as

rlc$,custontcrs who have made a0 application for lockcr licility and *,hich are iirliv
(-t tnli1. I ui I t.r( ( DD ..r ter:., ,rrdcr th< V:r.rcr Direcriol knou yo,tr.( rrrt.u,ei
(KYC) Directions, 2016 (as updated from time to time) subiecr to on-going
compliance.

Ltd Akola
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! In orcler ro facilitate customers making info ned choices, the Bant sl]all maintair a
bmrch r.visc list ofvacant locliers as wcll rs r $aitlist tor rhe purpose ofallotment of
lockeis zmd ensute tlansparencY in the allotment of lockeri. The banks shall
acloou,ledge the roceiDr of all applications for ailounent ol locker ancl provide a wait
list number to d1e custumers, ifthe lookers are not availablc for allotmenl.
. ,\ locker shall be rnadc a\,ailab1e 1C) a cuslomer who has satisfactory bal dng

relations with the Bank. New custornL-r.\ dcsjrins lo a\ l l,,ckel, hr:jljtt shali be
required to opcn r)e!v savitgs account (for rnllivicluil:l xnd Currcnt .\ccount (lor
Entities). I'lis rvill cnable thc Bank to recover sale dcposit locket rent by executing
slirnding iDstluction fiom the oustomets to auto dcbil the operative account towards
recovery of anDual lockel lcnlal charges. Security dcposit may l1ot be insistecl liorr
<.:'i,plo.'lcrlruldels\\'rol.r.,::11is1i11.11. lirr b.rt,i,.grclarions
: At the tirne of allotmcnt of the iocker to a customer, the birnk shall enter into an

agrecnrenl with thc customel to whonl the locker l,acility is providecl, on a paper dulv
stanped. A copy oI lhe iocker agree]rent (in confornity with IBA guidelines) srg|ccl
by both the parties shail be fuinished to the locker hirer to know his/her rights and
responsibilities.
u Oliginal Agreemeot sirall be retained wilh the bank,s branch wlrcre the locker is

situated. The stamp duty chargcs pertaining to locker apreeuent shajl be borne bv the
lockelhire/s. In additiorl to the agreerncnt. r scl)arJl; Locker +pplicatron Lbrm (as
per Balks plescribed ibr ma1) shall be obtained liorn the locker. lriier which shall bc
duly lilled atd signed by all loclier hlrer/s.
L- Thc Bank shall obtain recent passport size photogmphs of locker_hirer(s) 10 opelate
the locker and the same shall be pasted on Locker application lbrm.-- The locker hirer shali be insisted to avail Nomination thcililv
il To ensure prompt pa)mcnt of locker rcnt. the Bank sh.rll obtlin .r securit) cleposit,

al the timc of allotment of new locke$, r.vhich would cover tltree vcars Lent and
appiicable charges 1-or bteaking open th. locksr (srLbjecl tn re\rsion br the Banl<) in
ii,.c ol e! e I U:rlit). lloue\cr.
! At the lilne of issuance of locker to the customer, one_tine Locker legistl-ation

charges of Rs.1000,/- plLrs GST sha11 be collecled from the locker holder/s aid locker
holder-s are permifted to operate the locker ma\imum g tines in a month. if locker
holder operate locker-norc than 8 tines jD a onth, Rs.i00/- plus GST u,ill be
applicabJe for each operating entr1,. l'he entire schedulc of senice iharges pertaining
to lockers shall be infolned to lockel hirer at the time of allotment oi neir, lockcr.s
(details o1'senics cllargcs pertaini[g to lockers is made al,ailab]e on the $,ebsite of
lhc Bank for public viewing)

I All rentals arc pa),able striclly in adyancc. Rent is coljectecl in advance in the monti]
o1'April ever1, l ear for the entire llnancjal year. Il an,v locker. is rented out in bcrween
thc financial year: proportioncte rcnt shall be collccted till jlst March and thercaller
rent shall be coilected irl advance eveLy yeaL as mcntioned above. The locker holder.
shall be intinated bi tvay of Str4S/ Euail alert regarding tl.ie recovery of locker rent
ard therefore ro sepante receipt shail be issued to rhe lt,cker hiret. Ii is to bc notcd
that if the Locl<er fent is in al.reirs, the iocker hirer shail not be a]lol\,ed to operate tl.ie
loclier.

Ol coniplelion of the above necessary formalities. the iockel hirer/s shirll be
allotted the locker and necessary lockcl.details shall be marked in CBS.'l-lle looker hirer/s shall be acquainted \lith the conditions basecl on which the
lockeis are rented out such as schedule oI seF,rice charges, banking hours of locker
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ope.ations, impofiance of the password and the need for safekeeping of the locker
key.

B, Locker 0perations-
I The locker hir'er/s shall be pcflnittcd to opcrate dre locker after-prcrper r'eriic.rtion
of their id entit-v. signatures ol the locker hile(/s and rccordi ng of the au l oriza tio n by
the custodiarrs ofthe Bank betbre allo*ing locker operations.
a The ke) ()1'the L,ocker shal1 be tested i.e.. to check whether it opers and locks c

assigned Locker smoothly, belbre handiig over to the hirer.
! The Bank shall maintain a record (entry in Visit register as uell as CBS) of all
locker hircrs. u,ho have accessed the lockers and the date tu1d lime (both check-in anct

check out time) on wlich they have opened and closed the locker and obrai1l thcir
sigratrLre.
fl Ba.1k shall send an email and SNIS alert to the registered email ID alld nobile

iumber ()1'the locker holder before the end of the day as a positive confirlation
illtilnating the date and tilne of the lockcr opclation and the rodressal mcchanisnr
availablc in casc ofunauthor-ized locker access.

f l he Blanch custodian holding the N{mter Kev shall accompany the lockcr hilcr/s
11) the loclier. Ihe key to operate the locker is u,ith the help of the lllestcr Kcy and
'Hirer's Key" i.e., opening the loclier with both the keys simultaneouslv. llorvc\'er.
the hirer shall close the locker u'i1h lis,rher key alone. The lock closes auto1nalioally
and thus thele is no necessity to usc the Nlastor Key for closing the locker.
t The locl<er hirer(s) is/ are permitled lo operate the locker \\,ith thc key ploviclcd by

the Bank and no opemlion of the locker shall be permitted with a key other than the
key provide.l by the Ba11k at the lime of execuling ihe Agreement. Tf the key oI the
locker', supplied by the Bank is lost by ihe locker hirer(s), it shall be Dotillecl in
w ting withoLrl delay by the loclier- hirer 10 the bmnch. AII charges ibl opening Lhe

locker', r'eplirciug the lost key and of chaiging the lock, shall be boole by the loc(er
hircr(s).

L- The custodian ol]jcial autho ziDg the locker-hirer to access the locker, alier
unlocking the oraster key and rcIters key shall oot remain present when the locker ls
openecl by the locker-hirer-.

The Bank shall ensure that there is adequ.rte p vac) to the locker-hirers in the
operatiorls wheD custonlers rccess the locke$ al the same litne.
I The Ba.l< custodial sha1l check \r'hether the lockers are properly ciose.] posl

locker operation. ln case, il lockers are Dot closcd properl), the lockers nrust be
imrrediately closcd, and the locker-hilcr shall bc promptiy intimated by the Banli. 'lhe

Bilnk cLrsl(lian shall record the lact ofnot closiug the lockcr pt-oper11 in tlte rcgistcf
and its closure by the banli with le dale an.l line.

l additior to the irbove precautions, at lhe end ofeach working da1,, befire closing
the vault doors^ the custodjan of locker sLall canJ out a pilysioal check of thc lockcl
room to verily that no one is lcft insidc thc Locker room i]nd that all the lockers *hich
rvere operated cluring tlut day have been properiy locked by the hirers irnd no altioie /
valuables are lell behind by the Locker hire.s in the strolg / Locker toou1.

V. TYPES OF LOCKER HIRERS-
A. Locker ill IndiYidual namcs:
f Lockers nay be hireal to an individual (single hirer) or t\.vo ol nrorc indiviciulls
(joinL hirers). Irr crse ofa ]ocl<er-. r-enled tri an incliviclual in single name, on11.the
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locker holder shall be allowed to cperate the locker, The Bank does not allou, the
iocker holder to give a Poler ofAttootey perso[ to opemte the locker The bad< does
not allou, the iocker holder to give an autho ty to another person to operate the
locke. But , in case ofpower ofattorney holder it will be permissible.
I Lr case loci<er is rented to 2 or more individuals. appropriate instructiois iegalding

the operations of the locker shall be incolporated in clear and unaunbiguous ternls il!
the Locker agreement as u'e11 as Locker application 1brm. Ifthe operative ir$l rctions
indicate "Jojntly "dren in uo case the locker shall be allowed to be opented
individualiy by either olthejoirt locker hirers.
! AII KYC documents pertaining to individual customers shall be applicable as per
KYC and AML policy of the Banl( ard shall be obtained on record, (ifnot obtained)
B. Limited Companies, Associations, P,utnership Fimrs, Societies as Rellters
L- Lockers may be let out 10 Partnership firms, Public/ Private Limited companies'
/Societies/ Associations or Clubs/ Trusl etc in special cases and genuine requirements
ofthe oryanization.
! KYC documents as applicable under KYC -AML policy of the Bank shall be
ob,rrned. ifnor obtaincd orr record
fl A cctified copy oI the necessary (esolution irLtthorizing hir.ing of a locl(er and

giving the nanes and designations of the persons authorized to operate the locker
shall be obtained and kept oD record.
tl ln case of chalge in the nanes of the autlto zed persons suitable resolutions_
properly certified shall be obtained and kept on record. Fresh specimen signaftrre of
all the authorized persons duly attestcd by the authorized peNon of the
society/association/club shall be taket. The same Agreement will continue, and the
t*msaction will iot be in the nature ofa new locker-
lf. all lypes of customers are not complying KYC and AML guideline. bad( has right
to iDform customer' by rvrifien one month nolice 10 closed the locker.

VI. INFRASTRUCTURE, AMENITIES AND UPKEEP
OF LOCKEI]. ROOMS

\. Sccrrritr of th( Sl!-ung l{oom/\:rull
! Bank shall take nccessary steps to ensurc that the area iD $hich the locker
f'aci1if" is houscd is pl-operlv secured b prevent criminal break-ins.

Nccessary amenities sha11 be proyided in thc vault tbr the oonvcnicnce of the
locker holdcr when they \.isit the vault for operating the lockers.
I Bank s]rall luve a si[g]e defirled point of entry and cxit to the lockcr

room/\ault.
Ihe placc where the lockers arc housed is secured enough to protect asirinjr

hazard of rain / flood water entering and dauaging the lockers iD conllllgLrnt
sit[ations.
u Therc sha11 be periodioal checkups to prevent the appearance of imects or other
pests in the vault and the vault premises sLrall be subjectcd to treatment against
Iermite menace al regular illtervals- It shall be ensured that there is ]to danrpncss
or seepage ofsubsoil u'atcr in the \,ault.
I The firc hazard risks ct1-the alca shall also be assessed and minimizcd.
- The Bank, as per the policy, shal1 conduct necessaln ergiieeriDg / safcty

verilication regularly to identit the tisks and carry out necessary rcctification.
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a As per the internal seclLrity polic),. the Bani( shall covet the ently and exil ol the

strl)ng room and the col]lmon areds oloperation under CC'I'V camera and prescrve

its recolding ibr a period oinol less than 180 days. ln case aDy locter holder llas

complaincci to the bank that his/her looker is opeled \iithout his/her knowlc.lgc
ard iillthorit), or ary thell or security breach is noticed/rlbserved, thc bal1l' shall
presene the CCTV rcccrdirg till the police investigation is completccl alld lhe

.lispu1e is settlcd.

B. Locker Standards-
! All the new mechanical locl(ers inslalled by the Bank are confomled to basic

standards / benclxnarks for safety and security as prescribed by Bureau of lndian
Standards (BIS) oi any other enhanced industry standards applicable in this
regard.
l The Bank shall ensue that identification Code ofthe bank / brarcb is embossed
on all the locker keys *ith a view to facilitating identification of lockers / loclier-

ownership by law enforcemett agencies in case ofneed and as per RBI dilecrir es.

! Further, the custodian ofthe Iocker shall periodically check the keys l]lairtilircd
in the branch to ensure that they are in prcper condition.
! The Banl shall pemrit the locl(er-hirer to opemte the locker oDiy with 1-lle key
plovided by the Bank, although there is no restdction in allowing the loclcer
holder to use an additionaL padlock ofher /his oum if there are such plovisiols in

lochers.

VII LOCKER RENT & SECURITY DEPOSIT
l'he ltc!rt/'charges will be decided by Board of Directors or Flxcclitive
Colrmittee and it shzrll applicabie to customeN time to time- The Bank rvill hale
|i rrru rr|itc ult lor . li, i^'c d,r. ( r.

The Bank may face potential situations whel-e lhe locker-hirel neiLher opcral.s
the locker nor pays the renl. To ensure plompt payment of locker rcnt. lhc llenk
shall oblaiD a Security deposit, at the time of allotment, \\'hich \iould oo\el Lhree

years' reit and the charges for breaking open the locl(er in case crf such
eventualitv. No interest is payable on security deposil.
Ll 'lhe security deposits shall be pledged with the Ba11k and the same shall be li!0

! The said Secudty Deposjt rcceipt duly discharged need be in thc possession o1-

the Baik.
I The tsank shall have the gh1 to liquidate tLe secority deposit lor adjustirg

towards urpaid locker rentirl charges and other incidental charges in thc ovent of
breaking open oflocket in case the lcsscc fails to pay the locker.eotals.

UII. SURRENDER OF A LOCKER-
I For sulrendering the locker. all lockel holders l1lust visit the bmnch personally

and submit a wrilten lequest lbr sulrendering the locker wlich sLall bc Lluly

signed by all locker holders.
t-l If lockcr holder,ls desires to su ender the locker. dre oveldue reit" if anv. shall
be recovered llrst and then the locker holdel/s 1nay be pennitted to renlolc the
contenls.
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r The normal procedure lor giving arccess to the locker holcier to the locl(el rnavfe olJor.eu lo. tht5 p po5e.
L-] Afier renoring the contents ofthe locker, the locker holder sl.rall hand over the
renter's ke,v to the Custodian. The Custodian shall verit the key number liom the
record. seal it :1nd kecp iD the key cabinet.
l Ifthe locker is slurelder.ed in the nriddle olthe financial year, the propoftionate
amoltnt 01'advance .el1t collected shall be refunded to the locker l.rirer..
L-l fhe security deposit keFt [,ith the Bank unde:. I_ien shall be relcased to the
lcjicr.tul.ic. at lhc ttm( o,'strtr(nd(t L,floil,(r.
ll Once rhe iocker is surendered, the iock of the su[ender-ed l-ocker sha]l be
irlercharlged qith thar o1 a vacant locker Only after changing the lock of the
surclrdered Locker the same could be hirecl out to another cuslo;cr

As a tlrecautioDary measure. thc Bank custodian shall carry orLt a physical check
ofthe loclier to ensrn.e that thc lockers aie proper.ly closed. iithe same is not doDe.
the locliers shall be iDmcdiately closed ancl the locker.holder shall be pr.oIrpfl1
intinated.

- If there.is al]y event such as merger / ciosure / slifiing of branch warrantrng
physical relocat;on ofthe lockers, the Batk shall give nJtice to all sucit locker
holdcrs at least 2 monlhs in adviurce intinlatilg about shifting of lockers to nerv
pretnises and to vacate thc lo.ker befbre shit-tin!,

. Ihe Blnl shrll alsu scnd a prrhlic nolice ir t\\,.o neu,spapers (incluclins onc
tocill .t.rt) rIenrrcul:rr hnJrrrg.,ill rIri. reg:rrd rnJ rlt< lorkcI r.lJer.,rilt b..
intimated at least 1u,o months iD aclvance arlong wirh optious fe,r.th.m to ehanse or
close the facility. In case of urlplanneLl sl)jttiDg due to naturol calamitics ur ar}v
other such emelgerlcy situation, the Banh shill ntake elibrts to nrtnnate rtreir
lockel holders suitably at thlr earliest.

IX. BREAK OPEN OFA LOCKER-
Blcak opening of a locker ntay happen under the lbllowjng ci1-cunlstances_
(i) If the hirer loses the key and requesrs tbr hrcaking;cf lh( lockcr 1t hi.rrher

cost- lf rhe l(ey repo ed losr, is nor found by the toikei trolder. despite diligent
sea(ch. the lockei hirer shall Dorif), the B.rnL irnnediatell. A letrer srgned bv'all
the lockers holders shall be obtained tolqthei \ rth thc lequisrte 

",ro,,i,, 
ot Ul."ot

opcn. charges and other applicable bank charges. All the locker holders shall
remain prcsenl at the time ofbreak open oflhe lochcr unless theyjointly a,,ttroLlr.
olle or itol.e ofthcn to be present on their behalf.
. An urdertaking may also bc obtained from thc locke. hircr that the key lost, il.
lbund ir lutrre. rvill be ha[ded over to the Bank
Ll Arangeme,tts shall be made for the authol.ised dcalet.ol lockcl to breaL otcrr
the locker in the p.esence of the locker holder.,s cnd the cLr"toctial anJ Jor
changing the lever of the lock and making a neu, kc). by the authorisccl clealer ot
loclrer
. The entire cost illvolved in llis connection regarding opening the locker,

uhauging the Iock and replaciug the lnst key shall be comminicated irci recorerea
hunr the lorlcr holdcr ir advance. lhe Bauk shall a[ange with the authoriscd
dealer 01'locker ro break open thc lockcr.. If the locker hJder f"it. to ot",ia if.,"
vaull at lhe appoirlted time and re authodsed deirler of Iocker chargc again lbr
their meclunic to call at the Bank, the extra charge shall also b"l.""iu"r.icl frorl
the loc]<el holder.
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r The opening of the locker shall be caded out by the Bank or its aLrthiJrized
technician orly after proper identillcalion ofthe hiret proper recording !,1 lhj i.ct
ofloss and wrilten authorization by the locker holder for brealdng open the Io.l(cr.
! It has to be ensured thal the adjoining lockers are not impacteci by a.y such
operations ard the contents ofthe lockers arc not exposed to any indivi.ln:1l olher
thal the locker hirer duing the break'up or restomtion process.
Ll After the locker is brol(e opered, the authorised dealer of locliel sball be
entrusted with the task of changing the levers and cutting a new key. The lori(er
holder shall be recluested to take away all the contents ofthe locker.
! If the lost key is found by the hirer or a third pady and retluned to rhe Bank

after the locker has been broke opened, it shall be effectively deslro_ved r the
presence of tlre Custodian and fie Branch Head / Manager and a note to lis et'lect
shall be made in the Salb Deposit Lockex Register.
(ii) If the Govemment elforcement agencies have approached the B.rnl \\,ith
orders frorn the Court or appropriate competent authol ity to seize locliet.s and
requested for access lo lhe lockers
! In case of any attacllment orders received {iom Lau' enforcemelt alllhoii1 .s,
the Banl<s shali co-operate in oxecution and implementation ofthe orders.
! The Bank shall verif] and satisfy ilself about tfie orders and the co1tn..1ed

documents received for attachment a1ld tecovery ofthe contents in a loolicr.
a At the same time, the locker holder shall be notified thal the Govcr-llrncot
Authorities have approached lbl attaclxnent and recovery or seizure of iite l()ciier.
The Bank shall send an e-mail and SMS to the registercd e-mail lD anil mobile
number oflhe locker holder about dle same.
- An iliventory of d]e coltents ofthe locker and afiicles seized and recovered by
the Authorit] shall be prepared in the presence of such govemment aurhoiilres,
two ildependent witnesses, 2 Bad( otEcials and shall be signed by all.
! A copy of the inveotory may be forwarded to the locker holder to thc arldtess
available in the Bank's record or handed over to the locker holder alliDst
ackno\ ,ledgement.

Ll The Bank shall record a video ofthe brcak open prooess on his/ her mobile and
the i[venlory assessment, u,herever legally pennissib]e, al1d preseNe the \ri(iro to
produce as evidence in case ofany dispute or Coufl/ liaud case jn future.
(iii) If the bank is of the view that there is a need to take back thc locl(er iis ihe
locker hirer is not co-opelating ot Dot cornplying with the tenls and cortrlitio:ts of
tl'ie agreement- A. Locker Rent is ir alleal-s alld not recoverable.
i The Bark shall have the disctetion to break open auy Locker i'ollori.ing rlue

p.ocedue ifthe rent has not been paid by the locker holder for 3 yea6 ir l l.o\i,.
The Bank shall notify such locker-hirer and give lim/her reasonable tirre of l5
Days to withd.aw the afiicles deposited by him,fter
! The Bank shall give due notice to the locker-hiler by sending notificalors on

the registered contact detaiis ofthe locker hjrer.ifrental ofa locker is noi Prj.j o11

due date. Reminder notices shall be sent at periodic inteNals to all srich locl(er
hirers for payment ofrental in areals.
! ID case ofnon-recovery ofoverdue rent, fufiher action such as seltdinlt a Lrrarlch

official again to see the locker holder aDd obtaiD a prornise to pay, shall ho\\r\er,
be taken only after serving the final Notice.
- ID spite of diligent effo s, the locker-hirer is not traceable, and reni is o\.r'iiue
for-3 years in a row, then such lockers will go for bleak open. llelirre pil)o.:e.irng
lbr break open exercise, a suitable note shall be placed belbre the aplroil;tte
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authoritv. Thercafter a notice shall be published in two newspaper (one in Inglish

ffiH'#i;;"J ilg""g"l gi'itg **"""tle time of thlee morth to Lhe loctcr-

il'i"rl, i"'"rt 
",1,", 

o"rion-, *-ho hut ir,t"'"st Ln the contenr.: of locker io e"r "' l'

;:;""J1'";";';i ;r," iot*"' r.ora*lt' rhe lo(ker shall be broke op-' .q ',:.r 're

,*r.,,." "L' 
gl""n \4anager' Cuslodian Brn-k-s lawler \olar) I (' lrc'

Lir,.li*a a"uf", of focker, trt=o more person - othel that branch employee' shall be

Dresent. as witness.
;i:;; t;;i,"; oDen or'rhe lockcr' havirrc lolloued rhe Proccdr"c ' r Jl

.b":..",;.";;;i'".#i p'"pu" in'"n'.," ol-tlr' conterr* of the locl'i : et

;;"i; "iil" ";;r"nt, 
aon" tv tl'" e;''k's approved valuer,and t1':.::'1:11'' "f

;;;;;.-.hrii be kept nr seuled envelop along with detailed inventoD' insirlri a

frre proof safe in a lamper ploofway'
I Durinp the Drocess ot brcak opeD of loc]<ers' the branch sha1l record a vidc'r of

'iJ;:i: ;il';;;.i"e"tt'"''*ul, inventolY assessment ard i1s sare keep and

;i".:;;;;J;;"i; ';a" 
ro'p'o'ide .'id'nce incaseolanl dispu'e or (u "' ;n

firture.
J'Ii inu"r,to.y of the articles found in a broke opened.locker shall be rrr;dc in

rrinlicate and lecorded b) uay ol'PJnchanama \ hici 
"hall 

be srgned b1 ' e F 'ch

Mi""*"r,'s;k. ta*yeil Nota'y public, Custodian' two more person ectrng as

"ii,"i rf,"ff be present at rlte iime ofooerrinp the Iocker

lj;;il?#-;; t,ottt op"o"a to"t'"t s'hall be placed in a Pectr'et s lrir I shali

b; ;;;i;;ii; [. ;"als of the Bank and Bank's lawver/Notarv Pub]ic as drc :ase

;;"#il';il;* safe under joint custodv after entry ir the valuablcs (iiher

than Cash Register.

;H;;;;i;;;", "f 
a locker, the contents shall be kept ir sealed envelopc !!ith

;il; i;;;t6 ild" fit"pioof safe in a tamper-proof' wa) untiL rhe,l'!l(er

ffii;;i;t;; it'A .""otd oi access to the fireproof safe shcll in\ 'rricbl-r' be

maintained.
u oii.r,ir" f""t". i. oroke opeoed, the lock shall be sent to the autholised clealtr of

i""t"r'f". "fr*gi.g 
*le Levers and preparing a neu key with the same.nrrmbcr i'his

Iocker shall then be treated as a surendtteilocker and the locker shrll be tloscd in

ifl"-ry.i"r',. N"""..uty updations shall be rccorded in the system'

tl while returning the contents of the locker' the BanI sLall. Irblain

::*ll;i:"or#il?tnJlo"t"'l*ra"' "' ti'e inventorv list to avoid an'r' LiisprrLr in

fiiture.
n Futher, the Bank shali oot open sealed/closed packets found. in loclier r"'hile

;";;;';L; ; it," no.in""('j and surviving loiker hirers / deposit'r. .l' :afe

cu..ody arli,le. r-rnlcc' rcquired b) lau

C. If thc locker remains inoperativt foru period of one ycar or mcr':(t:s 
'er

(u:lomcr gcnuine re'ason) lime_

r: it" gu;]k shall can) out customer due diligence 1br both new and exisLrng

Ju.io-.r.lo uri tir" r"vels prescribed under risk categorization'

; il;;;; iil;;t" not operated for considerable feriod of one vear' IlrnlL sh.ll

."m ifr" i""t* n"fd"t u"d u'k the Iocker holder to give il witirg the reason

li:;"'.");;;;; t i'"*i""a re locker In case the locker holder has some

;"J;" k;;; ;;;il; 
'"'" 

of NRI. or persons who. are out of lowrr due 10 a

*ffierj;"i;';,'r,t"rr"r'"t nr"y allow the locker hol'ler to cortinuc \'!irlr llle

locker'
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il ln case the lockor holder neither respoDds / operates the locker nor is tlaceable,

and lockers remaining inoperative for a period of seven years, the Bank shall be at

liberty to talNfer the contents ofthe locker to their nominees/legal heir or dispose

ofthe afiicles in a transparellt mannel, as the case may be even if rent is be;rrg

paid iegula y.

b n"fo're Ut"at<ing open the locket the Banl( shall follow the same procedule as

prcscribed in the above cases.

X. NOMINATION FACILITY _
! The B,urk shall offer nomination facility in case of safe deposit lockers in

accordance with the provisiors of section 45-ZC to 45-ZF of the Banking

Reglrlation Act, 1949 and Bankirg Companies (Nonination) Rules. 1985'/Co-

operative Banl$ (Nomination) Rules, 1985.

I Nomination enables the Bank to release the contents ofa locker to the Dominee

ofthe locker hoider, after making an iDventory ofthe contents ofthe locker'

tl Addition / Variatior/ Crncellation in the nomiiation in case of sale deposit

lockers shall be macle only by all the locker holders jointly at aoy timc during

which the locker is under hire. The following foi-ms sha1l be utilised fbr making,

cturcellaliou ot- valiatio]] of nonination.
Form SLl F-or maldng nomiDation b-v an individuai who is sole lentef ol the

locker
Form SLl A For makilg nomilarion by individuais who are joilt rcnters oI locker

Fonn SL2 For cancellation ofthe nomination nade
Fo n SL 3 For vadation of nominatioD made by the individual who is sole reiter

oflocker
Fo]m SL 3 A For variation of nomilation made by individuals who ille.ioint
renLers oI locket:
The relevait guideiines in respect ofsafe deposit lockers are given beiow:

! Nomination can be made in respect of lockers whictr are held in the inclividrral

capacity of the renters and not in a rcpresentative capacity as the holder of an'v

office or otherlvise.
! Nomination facility is intended only fol individuals, and heirce a notrinec

cannot be all EDtity-Association, Trust, Society ol any other Organization or-any

office-bearer thereofin his olficial capacity.

! Bank shall generaily insist that the person/s opening a Safe deposit Locker

makes a nomination- Under no circumstances, the bEnch official shall reluse to

allot Safe deposit Locker facility solely on the grou)d that the person openirg the

Lockel has refused to nominate
ti Nomirution or its caucellation or variation. can be made by the sole locker

l'rolder case it is hired by sole locket holder and by all dre locker holders.jointly

in case, locker is l'tired by more than one locker hoider'.

! ln case of sole locker hirel ofthe locket Eomination can be made in thvollr of
onll or,e pelson.

! \iher nomination is made h favou ofa minor, the locker holder' while n'laliiDg

the nomination. woulcl appoinl anothet individual, not being a ilinot" to rcc"'i\ e

the co[teDts on behalfofthe minor nominee in the event ofthe clealh olt]re locl(e1

holder during the minority ofthe nominee.

! A passport size photograph ofthe nominee attested by the locker holdcr may be

obtained as per his/ Ilei option and p.eseNed on record.
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'fhe Bltnk shali acknou,ledge. in rvriting. to the concemed lor-lter lroldcr. thc
filing ofrclcvant duly completed form of nomination, ils oancellat;on or variation
as the oase mav be *hethel thc sarne is demandeci by the lockcr'holder or not.

XI. SETTLEMENT OF CLAIMS
\1. I 4ccc.. lu thc :rrlicl(s in calr o[ dcalh of locker hircr-
A. Dcath ol'sole locker hirer- If the sole locker hiler nomirates iur iDdividual to
leceive the qontents in the locker, in case olhis death after verificatio[ of the
dealh certificale and satisi,ing the identit-y irnd genuineness of such lndividual
approachcd. thc Banl( shall give access of the lool<er to sucl] nominee lvith libe{y
to r.move the conlents ol_the lockcr. after an inventor\ \!as taken in thc prcscribed
lllanner.
13. Lockcr is hiredjointly with the instructions to operate it under ioint sipnatures-
ii case the locker is hired iointly with the instRrctiors to operale it urde| joiut
sicnaturcs. and the locker lire{s) nonrinates any other individual(s), in the eveDt
()1' death of any of thc locker hilers, the Bank shall give access of the locker aid
the liberty to r-emove the colttents iointly to the survivor(s) and the nomjnee(s)
altcr al] il]venlor--y is taken in the plescribed manner.
C. l,ocLiel is hiled jointly u,ith survivorship ciausc-ln case the locker is hired
ioitllly rvith survivolslip chuse and the hirers instructed that the .iccess of the
lockcr shall be given to "either ol survivor", "anyone or survivor" or'lbrmer oa
sur-\,iYor' or accordiig to an,v other sulvirorship clause pemissible under te
provisions ofthe Bankjng Regulation Act, 19.19, the Bank shall fol1ow the andate
in drc event o1-dealll of one or more (]1'the joint locker-hirers. Il1 thc case 01_

looker-s hircd iointl) \\ith arrd rvith aoy o1- the aboYc mode ol opemtious.
nolrlinalion uould be pelrissible- Hotvever, such nonlination tvould be in 1ar,our.
of only onc persolr. Bank shall, ho$ever, ensule the follorving belble giving uccess
oflhe contents to the nomilee / survivor:

(i) [xercise ciue care and cautior in estab]ishing the identity of the suNivor(s) ,,

nominee(s) and the lact of death of the looker hirer by obtaining appropiaie
documentarv c!idence.
(ii) Make diligent effort to find out whether there is any order or direction honr

Courts/Forums restraining it from giving acccss to the locker ofthe deceased: and
(iii) Make it clear to the survivor(s) / nomince(s) that access to articles irl the
locker / safo custody articles is given to them only as a trustee ofthe 1ega1 heirs of
the deceased locker hirer i.e., such access givei to them shall not allect thc right
or clajm \\'hich aDy person may have against the s[rvivor(s) / no]ninee(s) to \&hom
the access is glven. The Bank shall ensl[e that, the coDtents of ]ockel. rvhel
sought 10 be renoved on behalf of a minor noninee, are handed over to a pcisoll
\\'ho is. in lau. co]t1petenl to receive the x ioies on behalfofsuch ninor..

Xl.2 Death chim scttlemcnt pr0cess wherein nominatioD is registcred-
i 'lhe rominee shall have the aocess al]d the ]iberty to remove thij conterts

of thc locker upon the death ol sole iocket. holder or in the event o1. death
ofall survivi1lg ]ockel holders utdel survivomlip clause.

! flpon death of a locker hokler who lus made a nomiDation. the death
cenificate shall be obtained along rvith KYC of nominee .who is the
clail1laDt.
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) The Bank shall prepare a1l inventory of the articles inthe prescncc 'rfnro
inclepenrielt $il-rlesses, ore olficial ofthe bank and the claimanl \!ho ay

ben nortitteeoran irlditidrr.rl rcccirirlglhesrlicl(s on beh:rllo' n u'

- A (op) ol lhs in\(rrlor) 'hrll be kcpt o1 r(corJ 
'nd 

tlr' 'rtlr' '1" ll L'e

handed over to lhe nomiiee.
> irl ";." the key is not tlaceabie or lost, the locker u'ill be.broke opcned in' 

il" f."."n." of the nomin"e, 2 witnesses one each liom bofi sides'

authiriserl dealel o1'locker and Banks's laul'er' The conterts 01-lhc iocl(er

*lli-fr" ."*"f.a b-v rvay of Panchnarna *hjch shall be signcd bl all rhe

or,.i.'.'na * ,,,." ,t .op1 of tlr< senrc sh"ll be gi\(n ' ' hc \^ r'rcc

iri"g "i,,,rlre corr'( rrs,t jne locl'<r lhe 'lrrrie' olb(Jk olcr' 'r''lll'e
Uo,ii" fy ,fr" rominee. When a nomirce (with o1 r'vitllout any ioint
.r.ui.ro.i *i.h", to coitinlLe to hold the Locker' a ftesh agrcenent sh'll be

enLerlrcl. and other fornralities follorved as in the ol case ()1'r'entins x new

locker.
> The Bank shal1 oblain a separate letter from the nomir1ee or the Lrersoi

corrpetenl to reoeivc articlei on behalf ol tlle minor' as the case )ray be'

that all the conlents in thc locker are received a1ld the lockel is eNpr)' aDd

they have no objection to allotmont ofthe locker to any other loolier lrolder

,, i". nn.rrtr. iir" nomince shaii sunender the key of tlre lockct and hand

ovir the lettet oldischarge to the Bark olljcials-

I As access givel to the 
-survivors / lominees, as above constittrles Lr lirll

ai."tr"rg" 
-ot 

the Bank's liability and hence production of legal

..pr","itotiurt, Succession Ceftificate' Letter of Administmtlon or Probete'

ary boncl of inclemnity or sur'ely clc. lrom the suNjvols / r'roninees shell

noi therelbre be aslied lot living them access to the loclier' urlcss iberc is

any discrePancY in nominatioo.

i ft ;hall bc-made clear to the noninee(s) that access 10 the locker is sli\ cn to

them only as a trustee ofthe legal heirs of the deceased looker hirer i'e''

such access given to hin,/them shall not affect the ljght ol clain \\hich aDy

p"aaon nr"y l"u" against the suNivors / llomirees to rvhom the access is

given.

XI.3 Death claim settlemcnt proccss rvhcreilr nomination is not rcgistclc'l
> Tn the event of death ;f sole locker hirer or all the locker lircrs' rvhere

rornination is not registered and in absence of any sur'r'iving locker' hir'e s'

access to the locker-caI be allowed to known legal heirs ol the clcccased

for naking an invcnlory ofthe contents ofthe locker fcrr'the purpr'se of

obtaining iecessary legal r:epresentation (by u'ay of Succession ccftilicrtu:/

Probate,;etLer of Adrllinisrlation, etc) in the plesence ol Iltrlll's ;icirocatr'1

Notary public o[ the percons authodze'l by the coufi of lau' in this regxr'']

! A request to prepare an inlentory of the contents of the loclier to oblrin

legal .epre."rttation to the estate of a deceased lochel holder ma1' he

aclceded to upon proper identification and ploduction of proof ol dea$ o1'

fic locker holderi s.

> l he Inventory of the coDlents ol the locker shall be Dlade in the prcsence

of thc person claiming to obtain legal representation, Bank's lauler'/

Notary public, Valuer, 2 indepeltdent witness aud 2 branch ollicials

(Cust;dian and other offlcial). The conteits shall then be kepl bacli in the
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locl(er after i/erifying wilh the inventory and the locker shall be locked.
The contents of the iocker shal1 be recorded by way of Pachananla in
lriplicale \,vhich will be sigDed by all the above persons. Ore copy shall be

furnished to the claimaot and other copies will be kept wilh the Banl(.
> Before settling the claim, the br,u1ch shall recover affears of rent and

lockel bleak open charges and othel applicable cLarges if any, flom the
clainant.

XI.4 Time limit lbr settlement of claims:
Banhs shall sellle the clains in respect oi-deceased locl<er hirels anrl shall

l'eleasc contents of the locker to survivol(s) / nomiliee(s), as the case may be,
within 0 period nol e.\ceeding 15 da)s liom the date ofreceipt ofthe claim subjcct
to the production of prooi of death of the deposilor and suitable identification of
thc claimant(s) with rcfercncc to nomination, to the bal' ('s satislaction.

BrnL .lr:rll |eport t.r rhc Bn.rrJ. nt affrofri rrc ir,r. rral.. on !r' orJoi t! lJ i..
the delails of fie trurtrber of clairrs received peftaiDing to deccascd ]ockcrhircrs /
dcpositors of safc custody afiicie accounts and those pending bevond thc
stipulated period. with reasons. therefore. l'lle Boaid ()1'tlle biurks shall revieu, thc
se11lel11enl of cleims and nrakc sugecstions to elNure dlat the clailrs are scttlcd as

car11_ as possible unless lhere is any litigation pcnding beibre dl. flolilts or iLn\,

dilficulty is being faceci in identilying the lnre claimallt with rel'erenoe to
nominatidl-

XII. LIABILTTY OF THE BANK-
f The Bank shall exercise due diligcnce in maintai ng and operating their locker
or sale deposit syslelu. The Bank sha1l ensure proper fuuclioning oi'thc locker
systeln. guarding agaiDst unauthorized access to the lockers and plor icliug
applopriale safeguards against lhel't ard robbery. Fufthet the Bank slrall adhcrc to
the N4aster directions on liauds for repo irlg requteDeits about the insta[ces of
lnl b- ie,. Jireoiries. tlrell" xnJ b rgl -i(..
f The Bank shall not be JiabLe for any damage ancl/or loss of contents of Iockcr

arising hun natural oalamitics ot Acts of God like earthquake, lloods, lighlning
ard dlLrnderslorm or any acl thal is attributabLc to the sole fault or neglii:ence o1'

lhe locker holder-. Bank shall. lrorvever'. cxcrcisc appropriate care to their' locker
s_vsteDs lo prolect lheir plemises hom such catastrophes.

I The Bank shall take all Lhe steps lbr the saftt) aDd secudty ofthe prentises rn
rvhich thc safc deposit vaults ale housed- -AllhoLrgh the Bank lras no knou,lcdge of
the cortents of the lockcq it shall exercise r'easorilble care and precaution of thc
!,ault and lhe lockers. as a man ofordinary prudcncc u,(ruld lahe ol his oul1 loclter.
Entrv of unauthorizccl persons in the vault shall be carefuily prevenlecl lo olr\iate
aDy risl(. The Bank u,ill, in no \\'ay, be responsible / liable for tho contcnts l(ep1 1

the locker by the hirer It has the rcsponsibilitl to ensure that inoi.lents ljl(c firc,
thetn bulglaly/ robbery. dacoity, buiiding collapse do nol occur in thc bank s

prcnises due to ils own shortcomjngs, ncgligence aid bl any act of
omission/commission.
: For instance. u,here loss of contents (]1'locker are due to incidcnts mentio|ed
above or altdbLrtable to liaud co[nnittcd by i1s emp]oyee(s). the banlis' liability
sltall bc 1br'au arnourt equivalent to one huudrcd tin'ies the prevailing rDnual rent
ofthc safe deposit locker.
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XIII. INSURANCE OF LOCKER CONTENTS:
Sincc Banh do not have access lo the conlents of lockcr and they do not kccp a
rccord oflhe contents of thc locker or of an) articies removed thcrclrom or piaced

thelein by the lockel hiler. the Bank, woukl nol be under any liabiliq'to insLrrc lhe

aontents of the locker agairlst any risk \\,halsoever. Rank shall undcl no

oir-orLmslturces offcr. direclly or irdirectly. any insurance product to ils Iockcr'

hirers lol insurancc oflockel conleDls.

XIV. SECRECY AND CONFIDENTIALITY:
'l'he Banli rvill crlsure utmost secrec), of the Sal'e Deposit Lockers hiled bl the

locker holder and wili not divulge any inforntation about hiring of lockcrs, r'lode

oI operalion etc. to anyolle, except u,hen the disclosule is lcqtlired to be made

with drc clear consertt ofthc hirer(s) or in compliancc ofthe orders o1 a collrpctcnt
eLrthority l1a\,i11g statubry poNers.

XVI- INTERNAL CONTROLS BY BANK: -
i The sectuity procedures shall be *,e11-documented ard 1-l]e staJf conccnred

shall be properl.v trained in lhe proceduro. Ihe iuteual auditols shall verily
and report the compliance to ensurc dlat the procedues are strictly adheled to.

) Whencver the locker is sulendored by the lirer. The keys ol vacarrt looken
shall be kept ii seaied envelopes- The duplicate master keys shail be deposited
r,r,ith another lrranch oi the bank. Thire shall be ploper recorrl ofjoiDt custo.ly

01' aster keys. Banks shall conduct sllrprise periodic veriicalion of
surrendered/vacant lool<ers iurd their keys by an ollicel of the ba[L rvho is not

connected with lheir custody and proper.ecord shdll be maintained as a procrf

of such verification-
! Ihe Florving Forms SC1, SC2 aDd SC3 are used fo1 Arlicles lelt iD Safe

Custody and Forms SLi, SL1A, SL2, Sl,i and SL]A for Safety Locl<cts,
prescrjbed undel BankiDg Companies (Nomination) Rules. 1985/Co-opcrati\ e

Banks (Nornination) Rules, 1985. Signatures of the account holdcrs necd not

be attested by wihesses.

t'l

XV. CI]STOMER GUIDANCE AND PUBLICITY-
The Bank shall display the model locker agreement with all the l'eflrs &
Colditions and the Policy a11d SOP on Saf'e deposit locker on thc wcbsite lbr
public liewing. 'lhe Banl< shall ensure that the customers are lnaale a\uarl- of thlr

IJa {'s tclms end condilions aud reat /'service charges to avail salt dcposil locli.er

facilities.
The lessee shall abkLe and shail be bould by the torms and condilions as

mentioned in locker acreement and lhe schedule of service charges displayed by
the Ba[k on the u,ebsite liom time 10 tinre.
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