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PART A - LOCKER POLICY FY 2024-27

PART 1: Customer Due Diligence (CDD) for Lockers

1  Customer Due Diligence

1.1 The existing customers of a the Bank who hove made application for locker facility and

who are fully compliant with the Customer Due Diligence (CDD) criteria under the Master

Direction - Know Your Customer (KYC) Directions. 2016 (as updated from time to time)

shall be given the facilities of safe deposit lockers subject to on-going compliance.

1.2 Customers who are not having any other banking relationship with the Bonk shall be

given the facilities of safe deposit locker after complying with the Customer Due

Diligence (CDD) criteria under the Master Direction - Know Your Customer (KYC)

Directions. 2016 (as updated from time to time) and subject to on-going compliance. The

due diligence shall be carried out for all the customers in whatever rights and capacities

they may be hiring the locker. He/She/They will be required to open saving/current

account at the branch which will be used for recovery of annual locker rent and

recovery of other charges (If any).

1.3 The locker-hirer/s shall not keep anything illegal or hazardous substance in the Safe

Deposit locker. If the Bank suspects the deposit of any illegal or hazardous substance by

any customer in the safe deposit locker, the Bonk shall have the right to take appropriate

action against such customer as it deems fit and proper in the circumstances.

1.4 The bank shall obtain recent photographs of locker-hirer/s and individual{s) authorised by

locker-hirer/s to operate the locker (through power of attorney(s)) and preserve the same

in the records pertaining to locker-hirer/s being maintained in the Bank's branch.

1.5 Branches shall carry out customer due diligence for both new and existing locker-hirer/s

at least to the levels prescribed for customers classified as medium risk. If the locker-hirer/s

is/are classified in a higher risk category, locker-hirer/s due diligence as per KYC norms

applicable to such higher risk category should be carried out.

PART 2: Locker Allotment

in order to facilitate customers making informed choices, the Bank shall maintain a

branch- wise list of vacant lockers as wet! as a waitlist in Core Banking System (CBS)

compliant with Cyber Security Framework issued by RBI. for the purpose of allotment of

lockers and ensure transparency in allotment of lockers. The Bank shall acknowledge the

receipt of all applications for allotment of locker and provide a wait list number to the

customers, if lockers are not readily available for allotment.
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2.1 Locker Agreement

2.1.1 At the time of allotment of the locker to a customer, the Bonk shall enter into an
agreement with the customer to whom the locker facility is provided, on a paper duly
stamped. A copy of the locker agreement in duplicate signed by both the parties shall
be furnished to the locker- hirer to know his/her rights and responsibilities. Original
Agreement shall be retained with the branch where the locker is situated.

2.1.2 The Model Safe Deposit Locker Agreement, as framed by Indian Banks' Association vide

their circular no.; IBA Legal Circular No. 1/2022 dated 27-01-2022 and Circular No. 1/2023

dated 28-02-2023, have been adopted for implementation by branches with suitable

modifications and forms part of this policy. (Proforma of Locker Agreement is given in

Annex 2)

2.1.3 As per the said Locker Agreement, the Bonk as a LICENSOR shall grant to the customer as
a LICENSEE, the LICENCE to use the safe deposit locker, subject to the terms and
conditions as set out in the Agreement.

2.1.4 The period of Licence shall be 1 [One) year from the date of Agreement, which at the
end of such 1 (One) year, shall stand automatically extended for a further period of
1 (One) year every time, unless terminated in terms of the Agreement.

2.1.5 Locker applicants will be allowed to avail of, the facility of online locker agreement
execution in selected States/UTs through the NeSL platform or any other platform as
approved by the Operational Risk Management Committee (ORMC) or any other
Competent Authority. Charges for execution of online locker agreements are available in
the Bank's Board approved Schedule of Non-Credif charges FY 2024-25, which is subject
to revision from time to time.

2.2 Locker Rent

2.2.1 The customer is granted the licence to use the safe deposit locker against payment of an
annual rent to the Bank in advance.

2.2.2 The Locker shall be hired out for a period of minimum one year and not for a period of
less than one year.

2.2.3 Locker rent is recoverable in advance on annual basis starting from 1st April every year,
and recovery on quarterly or six-monthly basis shall not be agreed to. At the time of
allotment of locker, proportionate locker rent will be realised for the Financial Year
concerned ended 31st March.

2.2.4 Locker rent will be realised from the savings/current accounts of the locker holders
through centralised locker rent recovery during first week of April every year, for which
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necessary mandate will be obtained from them. It will be the responsibility of the locker
holders to maintain sufficient balance In their linked account to facilitate realisation of the
annual locker rent.

2.2.5 Schedule of Locker rent on various sizes of Lockers is available in the Bank's Board-
approved Schedule of Non-Credit Charges FY 2024-25 , which is subject to revision from
time to time. During the year of revision, the rent at revised rate will be recovered
proportionately from the date of revision, and prior to that date, rent at old rate will be
realised.

2.2.6 When locker rent is collected in advance, in the event of surrender of a locker by a
customer, the proportionate amount of advance rent collected shall be refunded to the
customer.

2.2.7 In case of default in payment of annual rent, locker-hlrer/s will not be allowed to operate
the locker till the overdue rent is paid and he/she/they will also be liable to pay penal
rent.

2.2.8 The Bank may face situation where the locker-hirer/s is/are neither operating the locker
nor paying the rent. To ensure prompt and regular payment of locker rent, branches are
allowed to obtain a Term Deposit at the time of allotment, for an amount which would
cover three years' rent, the charges for breaking open the locker and refixing of new lock
& key in case of such eventuality. The said Term Deposit Receipt will be kept with the
branch along with the safe deposit locker agreement after marking "Lien" in the system
against the allotted locker. The Bank's lien will be released only after surrender of the
locker by the customer without any dues to the Bonk. The packaging of allotment of
locker facility with placement of term deposits beyond what is specifically permitted
above, will be considered as a restrictive practice. Break open charges for locker is
approximately ?. 5,000/-+ GST per locker at present and Is subject to periodical review.

2.2.9 The Bank, however, shall not insist on such Term Deposits from the existing locker holders or
those who have satisfactory operative account.

PART 3: Infrastructure and Security Standards

3.1 Security of the Strong Room/Vault

3.1.1 The Bank shall take necessary steps to ensure that the area in which the locker facility is
housed is properly secured to prevent criminal breok-ins. The risks of accessibility of an
allotted locker from any side without involvement of the locker-hlrer/s concerned may be
assessed and kept on record. Branch shall have a single defined point of entry and exit to
the locker room/vault. The place where the lockers are housed must be secured enough
to protect against hazard of rain / flood water entering and damaging the lockers In
contingent situations. The fire hazard risks of the area should also be assessed and
minimized. The bank shall conduct necessary engineering / safety verification regularly to
identify the risks and carry out necessary rectification.
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3.1.2 The area housing the lockers should remain adequately guarded at all times. The branch
shall cover the entry and exit of the strong room and the common areas of operation
under CCTV camera and preserve its recording for a period of not less than 180 days. In
case any customer complaint to the branch that his/her locker has been opened without
his/her knowledge and authority, or any theft or security breach is noticed/observed, the
Bank shall preserve the CCTV recording till the police investigation is completed and the
dispute is settled.

3.1.3 If there is any event such as merger / closure / shifting of branch warranting physical
relocation of the lockers, the branch/bank shall give public notice in two newspapers
(including one local daily in vernacular language) in this regard and the locker hirer(s)
shall be intimated by letter/SMS/E-mall at least two months in advance along with options
for them to change or close the facility. In case of unplanned shifting due to natural
calamities or any other such emergency situation, bank shall make efforts to intimate their
locker-hirer/s suitably at the earliest.

3.2 Locker Standards

3.2.1 All the new mechanical lockers to be installed by the Bank shall conform to basic
standards / benchmarks for safety and security as prescribed by Bureau of Indian
Standards (BIS) or any other enhanced industry standards applicable in this regard.

3.2.2 The Bank shall ensure that identification Code of the Bank / branch is embossed on all the
locker keys with a view to facilitating identification of lockers / locker ownership by law
enforcement agencies in case of need. Further, the custodian of the locker shall,
regularly/periodically, check the keys maintained in the branch to ensure that those are
in proper condition. Branch shall permit the locker-hirer/s to operate the locker only with
the key provided by the branch, although there is no restriction in allowing the locker-
hirer/s to use an additional padlock of his /her/their own if there Is such provision in the
locker.

PART 4: Locker Operations

4.1 Regular Operations by Customers

4.1.1 The locker-hirer/s and/or the persons duly authorized by him/ her/them (through power of
attorney(s)) only shall be permitted to operate the locker after proper verification of their
identity and recording of the authorization by the officials concerned of the branch. The
branch shall maintain a record of all individuals, who have accessed the lockers and the
date and time [both check-in and check-out time) on which they have opened and
closed the lockers and obtain their signature. The Ingress and egress register for access to
Vault Room by locker-hirer/s or any other Individual including the branch staff shall be
maintained to record the movement of Individuals in the Vault Room area with their
signatures at appropriate place in the records.
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4.1.2 The branch officer oufhorizing the iocker-hirer/s to access the tocker, after unlocking the
first key shall not remain present when the locker is opened by the locker-hlrer/s. The
branch shall ensure that there is adequate privacy to the locker-hlrer/s in the operations
when more than one customer access the lockers at the same time.

4.1.3 The Bank shall send an e-mail and SMS alert to the registered email id and mobile number
of the locker-hirer/s before the end of the day as a positive confirmation intimating the
date and time of the locker operation and the redressal mechanism available in case of
unauthorized locker access.

4.1.4 SOP (Standard Operating Procedure) for operofional aspect is also annexed to this policy
as Part B, and Standardised Specimen Forms which is given in Part C, which forms an
integral part of it.

4.2 Internal Controls by the Bonk

4.2.1 There shall be a system of inter-change of locks whenever the locker is surrendered by the
locker-hirer/s. The keys of vacant lockers shall be kept in sealed envelopes. The duplicate
master keys shall be deposited with another branch of the Bank. There shall be proper
record of joint custody of master keys. Bank shall conduct surprise periodic verification of
suirendered/vacant lockers and their keys by an officer of the bank who is not
connected with their custody and proper record shall be maintained as a proof of such
verification.

4.2.2 Branches shall ensure that the Locker Register and the Locker Key Register are
maintained in CBS compliant with the Cyber Security Framework issued by the Reserve
Bank. The Locker Register shall be updated in case of any change in the allotment with
complete audit trails.

4.2.3 The locker custodian shall check whether the lockers are properly closed post locker
operation. If the same is not done, the lockers must be immediately closed, and the
locker-hirer(s) shall be promptly intimated through e-mail, if registered, or through SMS, if
mobile number is registered, or through letter so that he/ she / they may verify any
resulting discrepancy in the contents of the locker. The locker custodian shall record the
fact of not closing the locker properly in the register and its closure by the branch with the
date and time. Further, the custodian of the locker room shall carry out a physical check
of the locker room at the end of the day to ensure that lockers are properly closed, and
that no person is inadvertently trapped in the locker room after banking hours.

PART 5: Nomination Facility and Settlement of Claims

5.1 Nomination Facility

The branch shall offer nomination facility in case of safe deposit lockers, in accordance
with the provisions of Sections 45-ZC to 45-ZF of the Banking Regulation Act, 1949 and
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Banking Companies (Nomination) Rules, 1985/Co-operative Bonks (Nomination) Rules.

1985. In cose the nominee Is a minor, the same procedure as prescribed for the bank

accounts shall be followed by the branches. A passport size photo of the nominee

attested by the customer shall be obtained from the customers, at his/her option and

preserved in Bank's record.

5.1.2 For nomination/ cancellation of nomination/ variation in nomination, various Forms SLl,

SLl A, SL2, SL3 and SL3A for Safety Deposit Lockers prescribed under Banking Companies

(Nomination) Rules, 1985/Co-operative Banks (Nomination) Rules, 1985, are to be used
and only Thumb-impression (s) shall be required to be attested by two witnesses.

Signatures of the account holders need not be attested by witnesses.

5.1.3 The Bank has a proper system of acknowledging the receipt of duly completed form of

nomination, cancellation and / or variation of the nomination in the Finacle. Such

acknowledgement shall be given to all the customers irrespective of whether the same is

demanded by them or not.

5.2 Settlement of Claims In cose of deotti of a Customer.

5.2.1 The Bank is having Board approved Policy on Settlement of Claims in Respect of

Deceased Account Holder & Missing Persons FY 2024-27.

5.2.2 The said Policy covers norms for release of contents of safe deposit lockers to the

nominee and protection against notice of claims of other persons in accordance with the

provisions of Sections 45 ZC to 45 ZF of the Banking Regulation Act, 1949 and the Banking

Companies (Nomination) Rules, 1985/Co-operative Banks (Nomination) Rules, 1985 and

the relevant provisions of Indian Contract Act and Indian Succession Act.

5.2.3 In order to ensure that the contents of lockers are returned to the genuine nominee, as

also to verify the proof of death. Bank has devised claim formats, which are available in

Board approved Policy on Settlement of Claims in Respect of Deceased Account Holder

& Missing Persons FY 2024-27, in terms of applicable laws and regulatory guidelines.

5.2.4 Time Limit for settlement of claims.

The Bank shall settle the claims in respect of deceased locker hirers and shall release

contents of the locker to survivor(s) / nominee(s), as the case may be, within a period not

exceeding 15 days from the dote of receipt of the claim complete in all respect, subject

to the production of proof of death of the depositor and suitable identification of the

claimant(s) with reference to nomination, to the bank's satisfaction.

5.2.5 The Bonk shall report to the Customer Service Committee of the Board, at appropriate

intervals, on an ongoing basis, the details of the number of claims received pertaining to

deceased locker-hirers and those pending beyond the stipulated period, with reasons

therefor. Customer Service Committee of the Board of the Bank shall review the

settlement of claims and make suggestions to ensure that the claims are settled as early

as possible unless there is any litigation pending before the Courts or any difficulty is being
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faced in identifying the true cloinnant with reference to nomination.

5.3 Access to the articles in the safe deposit iockers.

5.3.1 If the sole locker hirer nominates an individual to receive the contents in the locker, in

case of his/her death, after verification of the death certificate and satisfying the identity

and genuineness of such individual approached, the branch shall give access of the
locker to such nominee with liberty to remove the contents of the locker, after an
inventory is taken in the prescribed manner. In case the locker was hired jointly with the
instructions to operate it under joint signatures, and the locker hirerjs) nominates any

other individual(s), in the event of death of any of the locker hirers, the Bank shall give

access of the locker and the liberty to remove the contents jointly to the survivor(s) and

the nominee{s) after an inventory is taken in the prescribed manner. In case the locker
was hired jointly with survivorship clause and the hirers instructed that the access of the
locker should be given to "either or survivor", "anyone or survivor" or "former or survivor" or
according to any other survivorship clause permissible under the provisions of the Banking
Regulation Act, 1949, the Bank shall follow the mandate in the event of death of one or
more of the joint locker-hirers.

5.3.2 Branches shall, however, ensure the following before giving access to the contents to

nominee/ survivor:

1  Exercise due care and caution in establishing the identity of the survivorjs) / nominee[s}

and the fact of death of the locker hirer by obtaining appropriate documentary
evidence;

ii Make diligent effort to find out whether there is any order or direction from Courts/Forums

restraining it from giving access to the locker of the deceased; and

Hi Make it clear to the survivor(s) / nominee(s) that access to articles in the locker is given to
them only as a trustee of the legal heirs of the deceased locker hirer, i.e. such access

given to them shall not affect the right or claim which any person may have against the
survivorjs) / nominee(s) to whom the access is given.

5.3.3 The branch shall ensure that the contents of locker, when sought to be removed on

behalf of a minor nominee, are handed over to a person who is, in law, competent to
receive the articles on behalf of such minor. Further, the branch shall prepare an

inventory of the articles in the presence of two independent witnesses, two officers (of
which one who Is not associated with the locker facility) and the claimant (s), who may

be a nominee or an individual receiving the articles, on behalf of a minor.

5.3.4 The branch shall obtain a separate statement from the nominee (claimant) or the person

competent to receive articles on behalf of the minor, as the case may be, that all the
contents in the locker are received and the locker is empty and they have no objection

to allotment of the locker to any other customer as per norms.
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5.3.5 While giving access to the survivor(s) / nomlnee(s) of the deceased locker hirer, branch

may avoid insisting on the production of succession certificate, letter of administration or
probate, etc., or obtain any bond of indemnity or surety from the survivor{s)/nominee(s),

unless there is any discrepancy in nomination. In this regard, branches should take note of

our instructions under para 5.3.2. hereinabove.

5.3.6 In case where the deceased locker hirer hod not made any nomination or where the joint

hirers had not given any mandate that the access may be given to one or more of the

sun/ivors by a clear survivorship clause, branches shall follow the laid down provisions in the

Board approved. Policy on Settlement of Claims in Respect of Deceased Account Holder

& Missing Persons FY 2024-27, to facilitate access to legal heir(s) / legal representative of
the deceased locker hirer. In this regard, branches shall take note of the instructions

under para 5.3.2 hereinabove.

PART 6: Closure and Discharge of Locker Items

6  This part refers to the breaking open of the locker in a manner other than through the

normal access by the customer using her/his original key or password under any one of

the following circumstances:

i  if the hirer loses the key and requests for breaking open the locker at her /his cost; or

ii if the Government enforcement agencies have approached the Bank with orders from

the Court or appropriate competent authority to seize lockers and requested for access

to the lockers; or

III if the Bonk is of the view that there is a need to take back the locker as the locker hirer is

not co-operating or not complying with the terms and conditions of the agreement

Including payment of rent.

6.1 Discharge of locker contents at the request of customer.

6.1.1 If the key of locker, supplied by the Bank is lost by the locker-hirer, the customer (locker

hirer) shall notify the bank immediotely. An undertaking may also be obtained from the

customer that the key lost. If found in future, will be handed over to the bank. All charges

for opening the locker, changing the lock and replacing the lost key will be recovered
from the hirer. The charges applicable for replacement of lost keys shall be

communicated to the locker hirer.

6.1.2 The opening of the locker has to be carried out by the Bank or its authorized technician

only after proper identification of the hirer, proper recording of the fact of loss and written

authorization by the customer for breaking open the locker.
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6.1.3 The operation shall be done in the presence of the locker hirer(s) and an authorized

official of the branch. It has to be ensured that the adjoining lockers are not impacted by

any such operations and the contents of the lockers are not exposed to any individual

other than the locker-hirer(s) during the break-up or restoration process.

6.2 Attachment and recovery of contents in a Locker by any Law Enforcement Authority

6.2.1 In case of attachment and recovery of the contents in a locker of a customer by any

Authority acting either under the orders of a Court or any other competent authority

vested with the power to pass such orders, the Bank shall co-operate in execution and

Implementation of the orders.

6.2.2 Branches shall verify and satisfy itself about the orders and the connected documents

received for attachment and recovery of the contents in a locker. The customer (locker-
hirer) shall be informed by letter as well as by email/SMS to the registered email id/mobile

phone number that the Government Authorities have approached for attachment and
recovery or seizure of the locker or articles deposited for safe custody. An inventory of the

contents of locker and articles seized and recovered by the Authority shall be prepared

in the presence of such Government Authorities, two independent witnesses and two

officers of the branch and shall be signed by all. A copy of the inventory will be

forwarded to the customer to the address available in the Bank's records or handed over

to the customer against acknowledgement. It must be ensured by the Branch concerned

that at the Branch Head or the next senior-most officer is compulsorily present to witness in

person the entire proceedings of attachment and recovery of contents of a locker by

and law-enforcement agency.

6.2.3 Branch shall also record a video of the break-open process and the inventory assessment,

wherever legally permissible, and preserve the video to produce as evidence in case of

any dispute or Court or fraud cose in future.

6.3 Discharge of locker contents by the Bonk due to non-payment of locker rent

6.3.1 The Bonk shall have the discretion to break open any locker following due procedure if

the rent has not been paid by the customer for three years in a row. The branch shall

ensure to notify the existing locker-hirer/s prior to any changes in the allotment and give

him/her/them reasonable opportunity to withdraw the articles deposited by

him/her/them. A clause has been incorporated in the locker agreement to this effect.

6.3.2 Before breaking open the locker, the branch shall give due notice to the locker-hirer

through a letter and through email and/or SMS alert to the registered email id and mobile

phone number. If the letter Is returned undelivered or the locker-hirer Is not traceable, the

branch shall Issue public notice in two newspaper dailies (one in English and another in

local language) giving reasonable time to the locker-hirer or to any other person/s who

has interest in the contents of locker to respond. The locker shall be broken open in the
presence of two officers of the branch and two Independent witnesses. Branch shall also
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record a video of the break open process together v^ith inventory assessment and its safe
keep and preserve the same so as to provide evidence in case of any dispute or Court
case in future. Branch shall also ensure that the details of breaking open of locker is
documented in CBS or any other computerized systems compliant v/ifh the Cyber
Security Framev^ork issued by RBI, apart from locker register. After breaking open of
locker, the contents shall be kept in sealed envelope v/ith detailed inventory inside
fireproof safe in a tamper-proof v^ay until customer claims it. A record of access to the
fireproof safe shall invariably be maintained. While returning the contents of the locker,
the branch shall obtain acknov/ledgement of the customer on the inventory list to avoid
any dispute in future.

6.3.3 Branch shall ensure that the inventory prepared otter breaking open of the locker and
during settlement of claims, is in the appropriate forms Annexed to this policy or as near
thereto as circumstances require. Further, branch shall not open sealed packets / covers,
if any, found in locker while releasing them to the nominee(s) and surviving locker hirers,
unless required by law.

6.4 Discharge of locker contents if the locker remains inoperative for a long period of time.

6.4.1 If the locker remains inoperative for a period of seven years and the locker-hirer/s cannot
be located, even if rent is being paid regularly, the branch shall be at liberty to transfer
the contents of the locker to their nominees/legal heir or dispose of the articles in a
transparent manner, as the case may be, after complying the guidelines regarding
settlement of claims in respect of missing persons. Before breaking open the locker, the
branch shall follow the procedure as prescribed in paragraph 6.3.2 and 6.3.3
hereinabove.

PART 7: Compensation / Liability

7  Liability of Bank
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The Bank has a Board-approved Customer Profecfion and Compensaf/on cum Customer
Relation Policy FY 2024-26, outlining the responsibility owed by them for any loss or
damage to the contents of the lockers due to their negligence as the Bank owes a
separate duty of care to exercise due diligence in maintaining and operating their locker.
The duty of care includes ensuring proper functioning of the locker system, guarding
against unauthorized access to the lockers and providing appropriate safeguards against
theft and robbery.

7.1 Liability of the Bank arising from nafural calamities like earthquake, flood, fhundersform,
lightning etc. or due to sole negligence of fhe customer

The Bank shall not be liable for any damage and/or loss of contents of locker arising from
natural calamities or Acts of God like earthquake, floods, lightning and thunderstorm or
any act that is attributable to the sole fault or negligence of the customer. Bank shall,
however, exercise appropriate care to their locker systems to protect their premises from
such catastrophes.
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7.2 Liability of the Bonk arising from events like fire, theft, burglary, dacoity, robbery, building
collapse or in case of fraud committed by any employee of the Bank

It is the responsibility of Bank to take all steps for the safety and security of the premises in
which the safe deposit vaults are housed. It has the responsibility to ensure that incidents
like fire, theft/ burglary/ robbery, dacoity, building collapse do not occur in the Bank's
premises due to its own shortcomings, negligence and by any act of
omission/commission. As Bank cannot claim that it bears no liability towards their
customers for loss of contents of the locker, in instances where loss of contents of locker

are due to incidents mentioned above or attributable to fraud committed by its
employee(s), the Bank's liability shall be for an amount equivalent to one hundred times
the prevailing annual rent of the safe deposit locker.

PART 8: Risk Management, Transparency and Customer Guidance

8.1 Branch Insurance Policy

The Bank regularly purchases branch insurance policy duly approved by the Board to
minimize loss that may arise due to incidents like robbery, fire, natural calamities,
shifting/merger of branch, etc., affecting contents of lockers.

8.2 Insurance of locker contents by the customer

In the locker agreement, it has been clarified that as the Bonk does not keep a record of
the contents of the locker or of any articles removed therefrom or placed therein by the
customer, they would not be under any liability to insure the contents of the locker
against any risk whatsoever. The Bank shall under no circumstances offer, directly or
indirectly, any insurance product to its locker hirers for insurance of locker contents.

8.3 Customer Guidance and Publicity

8.3.1 The Bank shall display the model locker agreement with all the Terms & Conditions and
the Standard Operating Procedures (SOPs) on various aspects on its website and/or at
branches where locker facility is being provided, for public viewing. The Bank shall ensure
that the customers are made aware of the Bank's terms and conditions to avail those
facilities.

8.3.2 The Bank shall display updated information on all kinds of charges for safe deposit lockers
on their website.

8.3.3 The Bonk shall place on its website, the instructions together with the policies / procedures
put in place for giving access of the locker to the nominee(s) / survivor(s) / legal heir(s) of
the deceased locker hirer/s. Further, a printed copy of the same shall also be given to the
nominee(s) / survivorfs} / legal heir{s).
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Part 9: Policy - Review/ Amendment/ Modifications

9.1 Review of Policy

Review of the policy will be undertaken once in three years.

9.2 Amendment/ Modification of Policy

This policy will remain in force till the policy is amended by the Board.

The Bank reserves the right to amend/modify this policy as and when deemed fit and

proper, at its sole discretion.

MD & CEO and in his absence, Executive Director is authorized to approve modifications

pertaining to operational issues and to issue clarifications on all operational matters

relating to this Policy. Regulatory changes as per RBI will form part of the Policy.

9.3 Standard Operating ProcedurefSOP) & IT arrangement

Necessary Standard Operating Procedure (SOP) have been formulated and adopted for

the implementation of the Policy.

Adequate IT arrangements are also in place.
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Part B - STANDARD OPERATING PROCEDURE ON SAFE DEPOSIT LOCKER

1. Issuance/Allotment of Lockers

1.1 The existing customers of the Bank who hove submitted applications for locker facility and who
ore fully compliant with KYC and Customer Due Diligence shall be given the facility of safe
deposit locker subject to on-going compliance.

1.2 Non-Customers shall be given the facility of safe deposit locker after complying with the KYC
and Customer Due Diligence subject to on-going compliance. He/She/They will be required to
open savings/current account at the branch which will be used for recovery of annual locker
rent and recovery of other charges (if any).

1.3 Application along with stamped locker agreement, two photographs & KYC Documents will be
obtained from person (s) willing to take the facility of safe deposit locker. (Proforma of
Application for Locker is given in Annexure 1, Proforma of Locker Agreement (New Format) is
given in Annexure 2). Agreement executed between the Bank and Locker Holderjs) needs to be
duly stamped as per the Provisions of the Indian Stamp Act 1899, and as per the stamp duty
applicable in the respective State of Branch in which locker is located.

1.4 All communications sent by post / e-mail / SMS shall be considered to be fully served on the
locker hirer(s), if sent to the last registered address/ e-mail id/ mobile number of the locker
hirer(s).

1.5 Specimen Signature Card (Proforma given in Annexure 3) - The full name(s) and addresses of
locker-hirer/s shall be filled in legibly, preferably in block letters. Other particulars such as locker
and key number, password, mode of operation etc., shall be filled in property. All the locker-
hirers shall be required to sign at the space provided on the front page as well on the reverse of
the Card in front of branch official. Portion relating to 'Release' shall be left blank. Photograph[s)
of locker-hirer/s shall be obtained and pasted on the Specimen Signature Card. The
photograph(s) shall bear the signatures of both of the locker-hirer/s and the Custodian of the
Locker Cabinet/ Assistant Manager/Manager.

1.6 Locker will be allotted by the branches on first come first serve basis.

1.7 The Bank will not allow locker to be let out in the single name of a minor as the minor does not
possess contractual capacity.

1.8 Branches will obtain a Term Deposit (duly discharged on revenue stamp), as Security Deposit,
from the locker hirer/s at the time of allotment of locker, for an amount which will cover three
years rent and charges for breaking open the locker in case of such eventuality. In case of non
payment of locker rent, the some shall be collected from the Term Deposit. The deposit shall be
for a minimum period of three years with an option to auto renew till the continuance of locker
facility. Amount of Term Deposit to be obtained from Locker hirer(s) availing small size locker is
approximately f. 11,000/- (i.e., three years' annual rent and breakopen charge) and is subject to
periodical review.

1.9 The said term deposit receipt will be kept with the branch along with the safe deposit locker
agreement form after marking "Lien" In the system against the allotted locker. Bank's lien will be
released only after surrender of the locker by the customer and without any dues to the Bank.

1.10 Normally one locker is issued to a single customer. In case that customer needs second locker,
prior permission has to be obtained from Zonal Office. Zonal Office may take decision based on
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1.n Mobile Number & E-Mail Id of locker applicant(s) will be captured in CBS/Finacle, as bank will
send e-mail & SMS to the customer before the end of the day as a positive confirmation of the
date and time of the locker operation.

1.12 Addition of Hirer - To add a hirer, a request letter signed by all the locker hirers is required.
Additionally, fresh locker application to be obtained, fresh locker agreement to be executed,
fresh specimen signature card and KYC of new hirer and photographs of all the hirers will be
required.

1.13 Deletion of Hirer - To delete a hirer, a request letter signed by all the locker hirers is required.
Additionally, new mode of operation needs to be mentioned in the request letter. At least one
hirer should have operative Saving/Current Account, for collection of the locker rent with proper
mandate. Further, fresh locker agreement is to be executed and fresh specimen signature card
will be required.

1.14 Register for Application for Lockers - All the applications received by the branch shall be entered
serially in the Register for Application for Lockers. All particulars, such as name(s) and addresses
of the locker hirer/s, locker no., class of Locker, etc., shall be carefully filled in. Dotes of release
shall also be recorded therein. (Proforma given in Annexure 5)

1.15 Branch will maintain a register to keep a record of total number of Lockers hired and number of
Lockers surrendered so that it is possible to find out at a particular point of time the number of
Lockers let out and number of Lockers lying vacant.

1.16 For detailed process flow and accounting procedure for e-stamping and e-signing of Locker
Agreement Execution process through the NeSL Platform or any other platform as approved by
the Operational Risk Management Committee (ORMC) or any other Competent Authority,
branches to refer to Bank's instructions on some which are subject to revision from time to time.

1.17 Bank shall have the right to take appropriate action against such customer as it deems fit and
proper if it suspects the deposit of any illegal or hazardous substance by any customer in the
safe deposit locker. Branch Head after getting permission from Zonal Office will exercise this right.

1.18 In addition to physical application by visiting the Branch, the existing Customers/ Non-Customers
of the Bank may also apply for locker facility online through E-Banking facility, M-Bonking plus
App and through website of the Bank.

1.19 Locker cabinets will only be provided to Branches, which are with regular RCC made Strong
Room with TRTL Safe.

1.20 All entry/exit of locker room and desk of the officer dealing with locker allotment in the Branches
will be covered with CCTV camera and the footage will be stored for of least 180 days.

2. Nomination

2.1 Nomination facility is available in respect of lockers hired singly as well as jointly. In respect of
lockers in joint names, nomination can be mode only when the mode of operation is stipulated
as "Jointly". When a locker is hired by two or more persons with mode of operation stipulated as
"Jointly", each hirer may appoint a nominee on his/her behalf.

2.2 Section 45 ZE of the Banking Regulation Act, 1949 does not provide nomination facility in respect
of lockers with "Either or Survivor" / "Former or Survivor" /" Anyone or Survivors" /" Latter or
Survivor", mandate.

2.3 In case of a sole hirer of a locker, nominafion will be made in favour of only one Individual.

2.4 Where two or more individuals hire the safe deposit locker with mode of operation stipulated as
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nominees there are locker hirers. That is, the number of nominees cannot exceed the number

of hirers.

2.5 Where the locker is nominated in the name of a minor, the locker holder shall appoint another
person (who is not a minor) lawfully entitled to act on behalf of the minor.

2.6 If the locker hirer(s) prefer not to nominate, the fact of refusal may be recorded by obtaining a
letter from the applicant(s) for safe deposit locker.

2.7 Any nomination in favour of other than an individual will not be valid and hence must not be
accepted. Nominee cannot be an Association, Trust, Society or any other organisation.

2.8 Illiterate person con also be appointed as a nominee.

2.9 On the death of one of the joint hirers of the locker, the contents of the locker are only allowed
to be removed jointly by the nominee and the survivor(s) after an inventory is taken. Further a
Discharge Slip as per proforma given in Annexure 6 is to be taken from nominee(s}/survivor(s).

2.10 Nomination, cancellation of nomination or variation of nomination can be made at any time
during locker is under licence.

2.11 Variation or Cancellation in the nomination in case of locker hired by two or more individuals
jointly con be made only by all the hirers jointly. Nomination form should be signed by all the
hires for nomination addition, variation or cancellation.

2.12 In case of surrender of lockers or cancellation/ variation of nomination, appropriate noting
under proper authentication must be made in the system.

2.13 The forms relating to nominations mode by locker hirer(s) should be kept along with the
application form and locker agreement form in chronological order. As and when any variation/
cancellation of nomination is made, the fresh forms will be token from the locker hirer(s) and filed
with the old forms after making appropriate noting, under proper authentication, on the old
form. Then nomination should be recorded / modified in the Finacle too.

2.14 At the time of nomination, locker hirer has the option to provide a photograph of the nominee.

2.15 Branch will acknowledge the receipt of duly completed form of nomination, cancellation and /
or variation of the nomination. Such acknowledgement shall be given to all the customers
irrespective of whether the same is demanded by them or not.

2.16 Various forms to be used for nomination

Nomination Form Usage Annexure

Form SL 1 Mokina Nomination bv Sole Locker Hirer Annexure 7

From SL 1A Making Nomination by Joint Locker Hirers Annexure 8

Form SL 2 Cancellation of Nomination Annexure 9

Form SL 3 Variation of Nomination bv Sole Hirer Annexure 10

Form SL 3A Variation of Nomination by Joint Hirers Annexure 11

3. Operation of Locker

3.1 Locker con be operated only during Banking / Business Hours.

3.2 The locker hirer(s) desirous to operate the Locker shall be required to sign in the "Daily Register of
Access of Licensed Lockers" (Proforma given in Annexure 12). He/she/they shall also be
requested to fill in and sign Admission Slip for Lockers (Proforma given in Annexure 13). The locker
number, password and specimen signature shall be carefully verified with the Specimen
Signature Card. Then locker hirer(s) shall be allowed to operate his/her/their Locker with the help
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be QDDlied simultaneously.

3.3 The bank's officer / custodian authorizing the locker hirer(s) to access the locker, after unlocking
the first key shall not remain present when the locker is opened by the locker hirer(s). The locker
hirer(s) can himself / herself /themselves close the locker and custodian's presence at the time
of closing the locker is not necessary.

3.4 The branch shall maintain a record of all individuals, who have accessed the lockers with the
date and time (both check-in and check-out times) on which they have opened and closed
the lockers, and obtain their signature.

3.5 The branch shall maintain the ingress and egress register for access to Vault Room by locker-
hirer/s or any other individual including the branch staff shall be maintained to record the
movement of individuals in the Vault Room area with their signatures at appropriate place in the
records.

3.6 Bonk shall send an e-mail and SMS alert to the registered email id and mobile number of the
locker hirer(s) before the end of the day as a positive confirmation of the date and time of the
locker operation and the redressal mechanism available in case of unauthorized locker access.
Branches should moke entry in Finocle on locker operations by locker hirer(s).

3.7 The Custodian/ Officer-in-charge should inspect the locker room after the locker hirer(s) leave(s)
the Locker to see that no valuables are left out inadvertently. The Custodian /Officer-in charge
shall also make sure after physical inspection that at the end of the day, all the lockers operated
during that day have been properly locked, and that no person is inadvertently trapped in the
locker room after banking hours. Utmost caution shall be exercised in allowing the locker hirer(s)
or the nominees to have access to the Lockers and operation thereon. Safe Deposit Grill Gate
should be kept locked at all times and shall be opened only when a locker hirer(s) wants to
operate on a Locker.

3.8 The Master Key shall always remain in the personal custody of the Custodian during the working
hours and even during his/her temporary absence from his/her seat, he/she shall hand over the
key to the Manager personally. The key should be kept overnight in the cash safe in the strong
room. Under no circumstances, the key shall be allowed to go out of the branch premises and
no unauthorized person shall be allowed to hove an access to it. UNDER NO CIRCUMSTANCES
CUSTODIAN'S KEY SHOULD BE HANDED OVER TO LOCKER HIRER(S) OR ANY OTHER UNAUTHORISED
PERSON.

3.9 No operation on a Locker on which rent is in arrears will be allowed unless the overdue rent has
been cleared. In case of overdue rent, a note shall be made on a slip of paper which shall be
kept attached to Specimen Signature Card, so that access to a Locker on which rent is overdue
may not be allowed inadvertently. The Admission Slip shall be destroyed after operation of
Locker as it contains the pass word and specimen signature and there is danger of its misuse.

3.10 Branch will allow locker hirer(s) to operate the locker for specific nunnber of
times(operations) in a year (starting from the dote of execution of safe deposit locker
agreement) or as decided by the Bank from time to time. If the customer wonts to
operate locker for more than the allowed number of times (operations) specified by the
Bank, then the customer has to pay additional amount as operational charge(s) as
decided by the Bank from time to time.

3.11 Branches shall display a board with the following notice in three languages, viz, Regional. Hindi
and English, which shall be strategically placed in the locker room:

Before you leave, please check

WHETHER YOU HAVE CLOSED YOUR LOCKER PROPERLY
&

ANY OF YOUR BELONGINGS HAS BEEN LER OUTSIDE
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4. Key Maintenance

4.1

4.2

4.3

4.4

4.5

4.4

4.7

Locker Key Register - The branch shall maintain a Locker Key Register. This will be maintained key
wise to locker wise and locker wise to key wise so as to facilitate tracing the number of Locker
from the key number and also tracing the number of key from the Locker number. Moreover,
when the locks of the lockers are interchanged, such changes shall be immediately recorded in
the Locker Key Register. A proforma of Locker Key Register is given in Annexure 14.

There is no restriction in allowing the customer to use an additional padlock of her/his/their own if
there are such provisions in lockers.

During the daytime, the custody of the master key must remain with the Incumbent In-charge or
with the Authorised official who act as a custodian. Overnight, it will be kept in the strong room,
under the joint custody of the Incumbent In-charge and the Cash-In charge / Head Cashier. A
record of such joint custody will be kept in the branch which must be signed, both by the
Incumbent In-charge and the Cash in-charge / Head Cashier.

Duplicate Master key of the safe deposit locker must be deposited in safe custody, with another
branch of our Bank and in its absence with the branch of nearby branch of other bonk,
deliverable on joint signatures of the incumbent in-charge and the Cash in-charge / Head
cashier.

At branches the keys of vacant lockers will be kept under the joint control of the Incumbent In-
charge and the Cash in-charge/ Head cashier.

Once a month, at regular intervals, the keys of vacant lockers should be physically checked by
the incumbent In-charge. Such a checking should be evidenced by his certificate under date. If
the Incumbent In-charge himself is the custodian, such exercise should be done by him and the
Cash in-Charge / Head cashier and certificate given under their joint signatures.

It should be ensured that no locker cabinet is acquired without engraving of Bank Name and
Branch Code on the locker keys.

5. Rent Recovery

5.1 The Locker shall be hired out for a period of minimum one year and not for a period of less than
one year.

5.2 Locker rent is recoverable in advance on annual basis and recovery on quarterly or half yearly

basis shall not be agreed to. At the time of allotment of locker, proportionate locker rent will be
realised for the concerned Financial Year ended 31 st March.

5.3 Locker rent will be realised from the savings/current account of the locker holder(s) through
centralised locker rent recovery during the first week of April every year, for which necessary
mandate will be obtained from them. It will be the responsibility of the locker holders to maintain
sufficient balance in their linked accounts to facilitate realisation of the annual locker rent.
(Proforma of Locker Rent Recovery Mandate is given in Annexure 15}

5.4 One month before the annual locker rent is due, Renewal Notice (proforma given in Annexure
16) by letter/ SMS / e-mail will be sent to the locker hirer(s) intimating him/her/them to maintain
sufficient balance in his/her/their savings/current account so that centralised locker rent
recovery during first week of April every year is executed.

5.5 In those coses where centralised locker rent recovery fail for wont of sufficient balance in the
locker hirer's savings/ current account, a First Reminder Notice (proforma given in Annexure 17)
by letter / SMS / E Mail will be sent requesting for depositing the locker rent forthwith. In cose the
locker rent is still not forthcoming, Second Reminder Notice (proforma given in Annexure 18) shall
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5.6 Even after sending Second Reminder Notice for payment of annual rent and overdue rent, if no
response is received, then branch w\\\ liquidate the Term Deposit which was obtained as Security
Deposit at the time of allotment of locker, of defaulting locker hirer(s). After realising the annual
advance rent and overdue rent, surplus amount (if any) will again be used to make Term
Deposit for the period of one year with auto renewal. The said term deposit receipt will be kept
with the branch along with the safe deposit locker agreement form after marking "Lien" in the
system against the allotted locker. Bank's lien will be released only after surrender of the locker
by the customer and without any dues to the Bank. After realising the annual advance rent and
overdue rent the locker hirer(s) will be informed about the breaking/liquidating of Term Deposit
which was obtained as security deposit.

5.7 In case of default in annual locker rent by locker hirer(s), he/she/they will not be allowed to

operate the locker till the overdue rent is paid and he/she/they will also be liable to pay penal
rent.

5.8 Schedule of Locker rent on various sizes of Lockers is available in Bank's Board approved
Schedule of Non-Credit Charges FY 2024-25 which is subject to revision from time to time. During
the year of revision, the rent at revised rate will be recovered proportionately from the date ot
revision, and prior to that date, rent at old rate will be realised.

5.9 When locker rent is collected in advance, in the event of surrender of a locker by a customer,

the proportionate amount of advance rent collected shall be refunded to the customer.

6. Surrender of Locker

6.1 On surrender of a locker, written application from locker hirer(s), is to be taken.

6.2 If the locker hirer(s) desires to surrender the locker, the overdue rent, if any, should be recovered
prior to locker surrender.

6.3 All locker hirers should be present for surrender. In case any of the locker hirer(s) is/are not in
position to be physically present at the branch for surrendering the locker for valid reason (s),
letter should be obtained from him/her/them explaining the reason(s) for absence and also
authorising the other locker hirers to surrender the locker in their absence. Locker operation will
be allowed as per the mode of operation, to empty the locker contents. Locker should be
surrendered in vacant condition and by handing over the original key to the bank official.

6.4 In the case of a Locker to be surrendered by locker hirer(s), he/she/they should sign the Daily
Register of Access of Hired Locker and take the Admission Slip as usual. He/she/they shall
remove the contents of his/her/their Locker and handover the key to the Custodian. Locker
hirer(s) shall also be required to sign the release portion on the reverse of Specimen Signature
Card. If the condition is to operate the Locker jointly, then all the Locker hirer(s) shall sign the
release portion of Specimen Signature Card.

6.5 The lock of the surrendered Locker must be inter-changed with that of a vacant Locker. In case

no vacant Locker is available in the branch then a spare lock should be procured from the
company which supplied the Locker units and the same should be fitted in the surrendered
Locker retaining the lock of that Locker as a spare one. These costs will be borne by the branch.

6.6 Only after changing the lock of the surrendered Locker the same should be licenced to another
customer.

7. Break Open of Locker

Bank will conduct break open of safe deposit locker under any one of the following
circumstances in a manner other than through the normal access by the customer using original
locker key. Details of break open of safe deposit locker will be captured in Locker Break Open
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7.A When the hirer loses the key and requests tor breaking open the locker at her /his cost.

When intimation has been received from the locker hirer{s) about loss of key, the following

procedure shall be adopted for breaking open the Locker:

7.A.1 An application shall be obtained from locker hirer(s) (jointly in case of joint-hires) requesting for
breaking open the Locker. No Locker shall be broken open without the written consent of all the
locker hirer(s).

7.A.2 An undertaking to be obtained from the locker hirer(s) that the lost key, if found in future, will be
handed over to the bank.

7.A.3 The charges applicable for replacement of lost keys/ Issue of new locker key shall be
communicated to the locker hirer(s).

7.A.4 The charges for breaking open the Locker, changing the lock and replacing the lost key shall be
realized from the locker hirer(s) in advance and kept in Sundry Creditors Account. The arrear
locker rent, if any, should also be realised prior to breaking open the locker.

7.A.5 An appointment, in consultation with the locker hirer(s) shall be fixed with the agents of the
maker of locker cabinets, to send their mechanic to drill open the Locker. In no case should a
Locker be allowed to be broken open or the lock be replaced by a mechanic who is not a
representative of the manufacturer of the locker cabinet.

7.A.4 Locker shall be broken open in the presence of the locker hirer(s) and 2 (two) officers of the

bank, inventory of articles found at the time of break open will be prepared as per proforma
given in Annexure 19. A suitable remark about breaking open of Locker shall be made in Locker
Register and Specimen Signature Card.

7.A.7 After breaking open of the locker ond delivery of the articles to the locker hirer(s) a declaration
should be obtained from him/her/them thaf the locker has been broken open in his/ her/ their
presence and the articles have been found intact and removed by him/ her/ them from the
locker.

7.A.8 The lock and door of the Locker which was broken open, shall be sent to manufacturers for

repair.

7.A.9 When the door and lock ore received back duly repaired by the company, the balance of

deposit lying in Sundry Creditors A/c after deducting actual charge and Bank's incidental
charges of t. 1000/- + GST, shall be refunded to the locker hirer(s).

7.B When the Government entorcement agencies hove approached the bank with orders from the

Court or appropriate competent authority to seize lockers and requested for access to the
lockers.

7.B.1 In case of attachment and recovery of the contents in a locker of locker hirer(s) by any Authority
acting either under the orders of a Court or any other competent authority vested with the
power to pass such orders, the bank shall co-operate in execution and implementation of the
orders.

7.B.2 The branch shall verify and satisfy itself about the orders and the connected documents
received for attachment and recovery of the contents in a locker of the branch. The locker
hjrer(s) shall be informed by letter as well as by email/SMS to the registered email id/mobile
phone number that the Government Authorities have approached for attachment and
recovery or seizure of the locker.

7.B.3 The date and time for breaking open the locker shall be decided in consultation with the
concerned Govt Agency and the same shall be informed to the locker hirer(s), requesting
her/him/them to be present on the scheduled date and time.
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7.B.4 After breaking open the locker, on inventory of the contents of locker and articles seized and
recovered by the Authority shall be prepared in the presence of such Government Authorities,
committee consisting of 2 (two) officers of the bank and 2 (two) independent persons
(preferably one will be Bank's empanelled advocate) acting as witnesses and shall be signed by
all. A copy of the inventory will be forwarded to the locker hirer{s) at the address available in the
branch record or handed over to the customer against acknowledgement.

7.B.5 Branch shall also record a video of the break-open process and the inventory assessment,
wherever legally permissible, and preserve the video to produce as evidence in case of any
dispute or Court or fraud case in future.

7.C When the bank Is of the view that there Is a need to take back the locker as the locker hirer Is

not co-operating or not complying with the terms and conditions ot the agreement including
payment of rent.

Bank shall have the discretion to break open any locker following due procedure if rent is
outstanding for a very long period (3 consecutive years)/ if the branch is of the view that there is
a need to take back the locker as the locker hirer/s is/ore not co-operating or not complying
with the terms and conditions of the agreement including payment of rent/the locker remains
inoperative (irrespective of whether rent is paid or not) for a period of 7 (seven) years or more
end the locker hirer(s) cannot be located by the Bank.

7.C.1 The branch shall ensure to notify the defaulting locker hirer(s) by issuing Termination Notice
(Proforma given in Annexure 20) giving him/her/them reasonable time [not less than 3 (three)
months] to pay the overdue locker rent and penal rent or/ond to surrender/vacate the locker
allotted to him/her/them and handover the key failing which Bank will terminate the locker
agreement after expiry of the notice period and shall proceed further against him / her /
them for breaking open the locker.

7.C.2 In case no response is received from the locker hirer(s) to the Termination Notice and the notice
period of 3 months expires, the locker agreement and the licence shall stand terminated. The
branch, after obtaining permission from the Zonal Office, shall issue a Break Open Notice
(Proforma given in Annexure 21) to the locker hirer(s), advising him/her/them that in case
he/she/they do not pay the overdue locker rent, penal rent and/or surrender and vacate the
locker within the notice period of not less than 3 (three) months. Bank will break open the locker
and the entire cost of break open process will be borne by the locker hirer(s). The Break Open
Notice will be issued through a letter, email to the registered address/ email id and SMS alert to
mobile phone number.

7.C.3 Serving of Break Open Notice will terminate the locker agreement and licence which was
granted to the locker hirer(s) and he/she/they will have to execute fresh agreement with the
bank to avail the safe deposit locker facility.

7.C.4 If the letter is returned undelivered or the locker hirer(s) is/are not traceable, the branch shall

issue public notice in two doily newspapers (one in English and another in local language) giving
date and time fixed for conducting Break Open Process (the date should be at least 3 months
from the date of break open notice or later) to the locker hirer(s) or to any other person/s who
has/have interest in the contents of locker to respond.

7.C.5 If still no positive response is forthcoming, the branch shall fix the date and time (which is as per
the date and time mentioned in Break Open Notice or later) for breaking open the locker in
consultation with the agent of the locker manufacturer and inform the same to the locker
hirer(s).

7.C.6 Locker shall be broken open in the presence of committee consisting of 2 (two) officers of the
branch and 2 (two) independent persons (preferably one will be Bank's empanelled advocate)
acting as witnesses. So far as the bank's lawyer is concerned, his/her charges would be required
to be paid and should be added to the dues of the defaulting locker hirer(s) to the Bank.
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7.C.7 Further, branch shall also record a video of the break open process together v/ith inventory
assessment and its safe keep and preserve the same so as to provide evidence in case of any
dispute or Court Cose in future.

7.C.8 Branch shall also ensure that the details of breaking open of locker ore documented in CBS or

any other computerised systems compliant with the Cyber Security Framework Issued by RBI,
opart from locker register.

7.C.9 After breaking open of locker, the contents found (if any) shall be kept in sealed envelope with
detailed inventor/ after getting valuation of the contents done by the Bank's empanelled
valuer, inside fireproof safe in a tamper-proof way until locker hirer(s) claims it.

7.C.10 While returning the contents of the locker in future, the branch shall obtain acknowledgement of
the locker hirer(s) on the inventory list to avoid any dispute in future.

7.C.11 Branch shall ensure that inventory is prepared in triplicate as per proforma given in Annexure 22
or OS near thereto as circumstances require. If the locker is found empty, it should also be
recorded in the inventory.

7.C.12 After completion of Break Open of Locker, the Term Deposit, if obtained by the branch at the
time of allotment of locker to the customer, will be used to recover the overdue rent, penal rent
and other charges (break open charges/ wages paid to mechanic/ cost incurred in sending the
lock and door to company for getting it replaced/ repairing charges/ fitting charges/ charges of
advocate/ incidental charges, etc), on the strength of right to set off available with bank.
Surplus amount, if any, shall be credited to Sundry Creditors Account/ designated saving/current
account of locker holder.

7.C.13 Cash and FDRs/RDs (in same right and capacity) pertaining to our Bank, if any found in the
Locker, should be used first to recover the overdue rent, penal rent and other charges (break
open charges/ wages paid to mechanic/ cost incurred in sending the lock and door to
company for getting it replaced/ repairing charges/ fitting charges/ charges of advocate/
incidental charges, etc) and the remaining cash and other certificates / receipts (if any) will be
kept in a packet which shall be sealed and signatures of all persons concerned put thereon.
In case articles of bullion, sovereign, ornaments or jewellery etc is found, same (sufficient to fetch
on amount equivalent to branch's dues and other charges) will be got valued from bank's
empanelled valuer and then auctioned after serving auction notice as per point no. 7.C.18
below and remaining articles (if any) will be kept in a packet which shall be sealed and
signatures of all persons concerned put thereon. Full particulars shall be stated in the relative
voucher under authentication of all the witnesses. The packet containing contents of the Locker
together with original copy of the inventory shall be kept in safe custody for delivery to the
locker hirer(s) or nominee, as the case may be, in due course. Second copy of the inventory
should be sent to Zonal Office and third copy kept in branch file. Branch shall not open sealed/
closed packets if any found in the locker, unless required under law.

7.C.14 Locker hirer(s) will be informed that his/her/their locker has been broken opened and also
intimated about liquidation of the Term Deposit and recovery of overdue rent, penal rent and
other charges from its proceeds, by sending letter to him/ her/ them.

7.C.1S A report of the action taken, the names of persons before whom the locker was opened and a
copy of the inventory shall be sent to Zonal Office.

7.C.16 In case the Locker on being broken open is found empty, an intimation should be sent to the

locker hirer(s) as per proforma given in Annexure 23.

7.C.17 If some items are found in the Locker, a further notice should be sent to the locker hirer(s) as per

proforma given in Annexure 19.

7.C.18 In case, amount recovered by pre mature closure of Term Deposit account, if obtained by the
branch at the time of allotment of locker to the customer as a security deposit, is not sufficient to
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recover overdue rent, penal rent and other charges [break open charges/ wages paid to
mechanic/ cost incurred in sending the lock and door to company for getting it replaced/
repairing charges/ fitting charges/ charges of advocate/ incidental charges, etc), next step will
be to auction a portion of the inventory which may be considered sufficient to fetch on amount
equivalent to branch's dues and other charges. In terms of Clause 3.3.9 of Locker Agreement,
the Bank has a right to sell the contents of the Locker for realization of rent and other charges by
public auction. After obtaining permission from Zonal Office, arrangements shall be made for
Public Auction. Before sole of the contents of the Locker by conducting public auction, an
"Auction Notice" (proforma given in Annexure 24) of not less than 3 (three) months should be
sent to the locker hirer(s) in writing by registered post/ speed post (and also by (i) email where
email id of the locker hirer(s) is available; and (ii) SMS and/or WhatsApp where the mobile phone
number of the locker hirer(s) is available, conveying about the intention of the branch to auction
the contents of the locker for recovery of the dues to the Branch. The said notice shall contain
the date, time and place of Auction and a copy of the inventory of the contents of the Locker
made in terms hereof.

7.C.19 At the time of auction, proper list of bids of sale shall be prepared by the Manager and
Custodian in the presence of two respectable persons. It shall be got signed by bidders. After
the auction is over, the amount of sale proceeds shall be appropriated towards the bonk dues,
and the balance, if any, shall be credited to Sundry Creditors Account/ designated
saving/current account of locker holder. An intimation about the auction and the appropriation
of sale proceeds towards the Bank's dues shall be sent to the locker hirer(s) at the address
recorded with the branch as per proforma given in Annexure 25.

7.C.20 If the proceeds of auction are not sufficient to meet the bank's dues, steps shall be taken to
recover the balance amount from locker hirer(s).

8. Procedure to be followed wfien Hirer has left Locker Open

8-1 The custodian shall inspect Locker soon after it has been used by the locker hirer(s) to find out
that Locker has been properly closed and no article has been left outside inadvertently.

8.2 It may sometimes happen that the locker hirer(s) has departed leaving his/her Locker wide open
or closed but not locked. Whenever any Locker is found open, the locker hirer(s) shall be called
to come to the Branch immediately with the key and shall be informed of the position on his
arrival at the branch. (When calling the locker hirer(s), no Indication shall be given to him/her
about the unlocked Locker). The locker hirer(s) shall be asked to check the contents of the
Locker and be satisfied about them. He/she shall give a statement in writing to that effect to
branch. Zonal Office/Head Office shall be advised in the matter.

8.3 It may so happen that the locker hirer(s) who has left his/her Locker open is not immediately
available. If the locker hlrer(s) has left the key in the Locker, it shall be closed after a list of all the
contents is mode in the presence of and signed by the Manager, the Asst. Manager, the
Custodian and two respectable persons preferably customers known to the branch. Key shall be
sealed and kept in the custody of Manager until the locker hirer{s) comes to the bonk, checks
the contents of his/her locker and gives a statement stating that those are intact. A report shall
be sent to Zonal Office/Head Office in this connection.

8.4 It may be that the Locker is found open without the key and locker hirer(s) is not immediately
available. In that case, the contents of the Locker must be removed immediately in the
presence of the Manager, the Asst. Manager, the Custodian and two respectable persons
preferably customers known to the branch. A list of all the contents shall be prepared and
signed by all the stated persons. The contents shall be put in an envelope which shall be sealed
in the presence of all including Manager and Chief/Head Cashier. When the locker hlrer(s) calls
on bank, the contents of Locker shall be given to him/her against his/her receipt stating that
those are intact. Zonal Office/Head Office shall be advised in the matter.
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9. Lost Locker Key Found by a Third Party

9.} Sometimes it may so happen that the locker hirer(s) has misplaced the key and it has been

found by a third party and the latter comes to bank to handover the key. In such cases, the

following procedure should be followed provided the Locker has not already been broken

open:

i  Branch officials should scrutinize the locker register, locker key register to identify the

locker hirer(s) to whom the found key actually belongs.

ii THE BRANCH SHOULD NOT ACCEPT THE LOST KEY FROM THE FINDER, AS FAR AS POSSIBLE

because the Custodian is in possession of the master key. Attempt shall be mode to

contact the locker hirer(s) and call him/her/them to branch. If that is not possible, the

finder should be supplied with the address of the locker hirer(s) and asked to contact the

locker hirer(s) directly.

lii If the finder insists on the branch accepting the key as he/she has no time to get in touch

with the locker hirer(s), the Custodian may accept the key and keep it in a sealed

envelope and it shall be signed by Manager, Custodian and Finder. The address with

mobile number and e-mail address of the finder should be noted. The sealed envelope

shall be kept at the branch under joint custody of Custodian and Manager. The locker

hirer(s) shall be informed and whenever he/she calls on the branch, the key should be

handed over to him/her by the Custodian in the presence of Manager and the following

declaration should be obtained from him:

A  That I had lost my key of the Safe Deposit Locker No

B  That I have today received the key in a sealed envelope from the Custodian of the

locker cabinet to whom it was delivered by the finder. The envelope bears the

signature of the Custodian, the Manager and the Finder.

C  That I have opened the locker in the presence of Custodian and Manager.

D  That I have checked the contents of the Locker and found them intact and in order.

E  That I indemnify the Bank and its staff for any subsequent damage that may be

caused to or claim that may be made upon the branch with regard to the locker.

9.2 Matter shall be reported to Zonal Office under whose jurisdiction branch falls.

10. Appointment of an Attorney

10.1 A locker hirer{s) has a right to appoint an Attorney or Attorneys to have access to the Locker.

In

case the locker hirer(s) is/are desirous of appointing an Attorney to have access to the Locker,

a mandate (Proforma given in Annexure 26) shall be got signed. This form should be signed by

the locker hirer(s) on branch premises in the presence of an Officer of the branch.

10.2 A general Power of Attorney is too broad and not specific enough to be recognized for

access to Safe Deposit Locker. The locker hirer(s) shall therefore, be asked to execute a

Special Power of Attorney, granting the power of access to Locker to the attorney and also

mentioning the locker number therein.
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10.3 The signature of the Attorney shall be recorded on the right side of Specimen Signature Card
below specimen signature(s) of the locker hirer(s). The reverse side of the above Card shall
contain only the locker hirer(s) specimen signature(s}. Signature of the Attorney shall not be
recorded in the original Application Form.

10.4 The photograph and KYC of the Attorney should be obtained invariably and pasted to the
Specimen Signature Card. The photograph(s) should bear the signature(s) of the locker
hirer(s),

Attorney and the Custodian / In charge of the locker cabinet.

10.5 Regarding appointment of Attorney, the following points shall be borne in mind:

a When there is more than one locker hirer, all of them shall join together in giving the
power of access to the locker to a third party. Instructions from one of the locker hirers(s)
deputing an Attorney shall not be accepted. However, authority vested in an Attorney
can be revoked by any one of the locker hirers singly.

b  Similarly in case of locker allotted to a partnership firm, all the partners shall join in
appointing on Attorney.

c  The appointment of an Attorney shall not cancel the access authority of the existing
Attorneys, if any, previously appointed. Therefore, branch shall preferably remind the
locker hirer(s) of the others who hove access at the time a new Attorney is appointed.

d  An attorney cannot appoint any other Attorney unless there is an express provision in the
Power of Attorney authorizing him/her to do so.

e  A minor shall not be accepted as an Attorney.

f  An Officer or other employee of the bank shall not be permitted to be Attorney for
Lockers.

g
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Fiduciaries such as Executors, Administrators and Legal Guardians cannot appoint

Attorney. Such fiduciaries are court appointees and as such they do not themselves hove
the power of appointment. Consequently, they cannot delegate authority of access.

Similarly, since Officers having access to lockers rented to Limited Companies. Municipal
Committees or such other Public Bodies and Associations etc., are appointed by

resolutions of Directors or other governing bodies, they cannot appoint Attorneys.

Death, insolvency of locker hirer or any of the locker hirer(s) revoke the authority given in
favour of a third party to have access to locker.

An Attorney will not automatically get power to give instructions to the bank to break
open

the locker if there is no specific provision to that effect in the original power of attorney.

The iocker hirerjs) can at any time revoke the authority given by him/her/them to an
Attorney. On receipt of notice of revocation of authority, the bank shall not allow the
Attorney to hove access to Locker, His/her signature shall be cancelled on Specimen
Signature Cord and proper note to the effect shall be given therein.
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I  Any instruction given over the telephone/mobile or e-mail or any other electronic mode

cancelling the Attorney's Power to have access to Locker shall be Immediately followed

by written confirmation and until such time the confirmation Is received, access to the

Lockers shall not be allowed. At the same time a letter should be written to the locker

hlrer(s) to confirm his/her oral Instructions by return mail.

10.6 Difference between Joint Hirer and Attorney

10.6.1 The difference between joint locker hirer and attorney should be clearly understood. If a
Locker Is licensed in joint names, the bonk cannot delete the name of one of the locker hirers

at the Instance of the other locker hlrer(s). If any one of the joint locker hirers Informs the bank
that instructions regarding operation of Locker by either or any one of them is to be cancelled,
the bank will have to abide by these Instructions and In that event, access to the Locker can
be allowed only to the locker hirers jointly.

10.6.2 However, In case of an attorney, the locker hirer can at any time revoke the authority and
bank cannot allow the attorney to operate on the Locker after receipt of notice of revocation
of authority. In the case of joint locker hirers, although attorney can be appointed under the
signatures of all locker hirers, his/her authority can be revoked by anyone of the locker hirers.
Such authority Is also determined automatically on the death, insanity or bankruptcy of sole
locker hirer or any of the joint locker hirers. Further the attorney unlike joint locker hirer, cannot
demand that Locker should be operated jointly by him/her and locker hlrer(s).

UCn
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