
                      Modification – Checklist               

Types Of Modification 
 

 

              Individual Client document Checklist 
 

1) Address Modification 
 

 

 

 
Aadhar Card 

 

 
 Coloured Photocopy of Name and Address matched with 

system with proof  
 Aadhaar First Eight Digit masked to be required  
 IPV\OSV Stamp & Authorized Person Signature Required 
 Client Self Attestation required in Form and all Supporting 

Document 
 The Request Punched person pertains to BA\Branch ( Check 

with IPV Master ) 
 
 

 

 
Driving License 

 

 Learning License is NOT ACCEPTABLE  
 Driving Licence Expiry to be check 
 IPV\OSV Stamp & Authorized Person Signature Required 
 Client Self Attestation required in Form and all Supporting 

Document 
 The Request Punched person pertains to BA\Branch ( Check 

with IPV Master ) 
  

 

 
Voter ID 

 

 Coloured Photocopy of Name and Address page is required. 
 IPV\OSV Stamp & Authorized Person Signature Required 
 Client Self Attestation required in Form and all Supporting 

Document 
 The Request Punched person pertains to BA\Branch ( Check 

with IPV Master ) 
 

 

 
Passport 

 

 Passport should be valid for at least next two months from the 
date of document received at Head Office. 

 IPV\OSV Stamp & Authorized Person Signature Required 
 Client Self Attestation required in Form and all Supporting 

Document 
 The Request Punched person pertains to BA\Branch ( Check 

with IPV Master ) 
 

 

 
Telephone/Electricity/Lease and 

license bill 
(Proof acceptable for only NRI Clients 

) 
 

 The proof should not be more than 3 months old from the 
date, documents are received at Head Office & should be valid 
for next 10 day’s post modification. 

 Only Landline phone bill provided by the respective service 
provider is acceptable. 

 IPV\OSV Stamp & Authorized Person Signature Required. 
 Client Self Attestation required in Form and all Supporting 

Document. 
 The Request Punched person pertains to BA\Branch (Check 

with IPV Master). 
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 2) Email and Mobile  
 

 

 

  Family Declaration Require if email and mobile exist with 
multiple account only. 

 Daughter if married will not be considered under 
dependent children. 

 DEPENDENT PARENT—FATHER and MOTHER, DOB 
should be validated more than age 18 years. 

 DEPENDENT-SON and DAUGHTER, DOB should be 
validated as less than age 30 years 

 IPV\OSV Stamp & Authorized Person Signature 
Required. 

 Client Self Attestation required in Form and all 
Supporting Document. 

 The Request Punched person pertains to BA\Branch 
(Check with IPV Master). 

 Video IPV if Ledger or holding more than 5Lac  
 

   

 
 

 4) Bank Modification  
  

 
 Original Cancelled Cheque Leaf. 
 Xerox Cancelled Cheque Leaf with Client Signature Self 

attestation). 
 Client beneficiary name matched with client name in 

system and bank proof.  
 Required Client name on Cheque, Bank Passbook and bank 

Statement with Client Self Attestation. 
 Filled-up Cheque is not acceptable  
 IPV\OSV Stamp & Authorized Person Signature Required. 
 Client Self Attestation required in Form and all Supporting 

Document. 
 The Request Punched person pertains to BA\Branch (Check 

with IPV Master) 

 Video IPV if Ledger or holding more than 5Lac 

 
 

 
 
 5) DP Addition and Default  
 

  

 

 CMR Copy/ Holding statement with Depository 
participant stamp and client self- attestation  

 Round Seal of DP And Authorized Person’s Signature is 
required  

 IPV\OSV Stamp & Authorized Person Signature Required. 
 Client Self Attestation required in Form and all 

Supporting Document. 
 The Request Punched person pertains to BA\Branch 

(Check with IPV Master). 
 

  

 
 

7) DDPI  
  

 

 Filled-up Complete DDPI Form with transaction 
specifications  

 DP ID is mandatory on DDPI Form  
 Select Correct DDPI Type for proper transactions  
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 8) Nomination  
  

 
 Nomination Form needs to be duly signed by the Client  
 Require PAN copy Aadhar card Copy of the Nominee  
 In case of minor nominee, guardian details are required 

with their ID and address proof.  
 Aadhar First Eight Digit should be mask  
 Nominee Relation With Account holder should be 

mentioned  
 Opting Out form not acceptable  
 IPV\OSV Stamp & Authorized Person Signature Required. 
 Client Self Attestation required in Form and all 

Supporting Document. 
 The Request Punched person pertains to BA\Branch 

(Check with IPV Master). 
 

  

 

 9) Name Modification  
 

 
 Require New pan copy as per PAN site name  
 Name Change – As per CDSL guidelines, Name change can 

be done only if client has Gazette Copy ( For Male); 
Marriage Certificate/Passport/ Gazette copy (for Female)  

 IPV\OSV Stamp & Authorized Person Signature Required. 
 Client Self Attestation required in Form and all Supporting 

Document. 
 The Request Punched person pertains to BA\Branch (Check 

with IPV Master). 
 

 

 

  
 10)  DOB Modification  

  

 
 PAN Copy, Passport Copy, Driving License and Aadhar Copy 

required  
 Punch DOB As per Proof  
 IPV\OSV Stamp & Authorized Person Signature Required. 
 Client Self Attestation required in Form and all Supporting 

Document. 
 The Request Punched person pertains to BA\Branch (Check 

with IPV Master). 
 

 

 


