
SOP On online Account Closure

 The client can initiate request for online closure of trading and/or demat account.
 In case of demat account with Nil Balance, request for account closure can be initiated either through 

mobile app or from registered mail id of BO.
 In case of demat account closure having holding, account closure can be initiated only through the app.

No other mode of communication is allowed for account closure in this scenario.  Target account details
are required to be obtained in case of account closure with holding.

 Online account closure cannot be done in case of demat accounts having more than one holder.
 The request for closure of trading account can be initiated through mobile app or through registered 

mail id of the client.
 Trading account can be closed only if the client doesn’t have a negative account balance and / or client

do not have any open position and there are no pending arbitration matters / orders prohibiting the 
release of the client funds & securities at the time of account closure request. In case the client has 
debit balance (after considering balance across Stock Exchanges) or open positions and applies for 
closure of trading account, the member shall send a written response to client asking him to clear the 
debit balance / open positions prior to initiating the process for closure of trading account.

 Upon receipt of application for account closure, member is required to provide acknowledgement to the
client about receipt of closure request and no further trades must be executed in the account where 
account closure request is received.

Roles and Responsibility 

Process Person
Responsible

Role TAT

Closure of demat account 
Client will send a Vimal Singh The request will be forwarded to Upon receipt of request, support 



request through 
mobile app or 
through mail id in 
case of Nil Holding

from Support/ 
Front End Team

Ops Team where the holding and 
ledger balance (demat and 
trading) will be checked. It must 
be further ensured that there 
must be no open position in 
derivatives segment. Trading 
account process must also be 
initiated in case we receive 
request for demat account 
closure. In case of negative 
ledger balance, the support team
will establish communication 
with the client to clear the debit 
balance and /or square off open 
positions.

team will send a communication 
to Ops team on real time basis. 
In case if there is Nil holding, Ops
team will send a communication 
to front end team confirming that
the account may be closed. Front
end team will initiate process to 
mark clients inactive in 
Techexcel Trading and DP module
and close account in exchange 
UCC and CDSL platform.
In case of account closure with 
Nil holdings and zero ledger 
balance, demat account should 
be closed within T+1 day. 

Client will send a 
request through 
mobile app or 
through mail id in 
case of Holding

Vimal Singh 
from Support/ 
Front End Team

It must be ensured that the BO 
uploads digitally signed online 
closure form along with CMR of 
target DP before further process 
is initiated and it must also be 
ensured that the ledger balance 
is not negative. Once the same is
received, the Ops team will 
transfer the holding in the target 
demat account and once 
completed, we need to follow 
steps mentioned above.

The holding must be transferred 
to the target DP based on 
instruction received from the 
client. This process must be 
initiated only of the ledger 
balance is not negative. Once 
done the account should be 
closed by T+1 day.

Closure of trading account
Client will send a ________ from In case of open positions or In case if there are pledged 



request through 
mobile app or 
through mail id

Support/ Front 
End Team

negative balance , support team 
to communicate with the client 
to clear the same and process to 
be initiated post competing the 
process. Trading must not be 
allowed upon receipt of the 
closure request except for 
squaring off open positions. 

shares, the same should be 
unpledged subject to the 
condition that there are no open 
positions. In case of credit 
balance, the funds to be 
transferred to the client. Both 
the activities must be completed 
within T+3 days from date of 
receipt of closure receipt subject 
to completing the conditions 
mentioned above. Once this is 
done, Front end team will initiate
process to mark clients inactive 
in Techexcel Trading module and 
close account in exchange UCC.

Imp Points:
 In case if the closure request is rejected, reasons for the same must be communicated to the client. In 

case the account is not closed due to non-fulfillment of closure conditions, then the account be may 
normalized by removing the freeze flag.

 In case of receipt of closure of trading account, we may continue to maintain demat account but in 
case of receipt of closure for demat account, steps must be taken to close trading account as well.

Process Manual For Online Account Closure



Login with your Emint ID and Password

Go to Account Info



Click on Account Closure Request



Mention appropriate reason for closure



Confirm of request. 



Click on the document link to execute closure form digitally



Log-in to the Digio portal



Digitally Sign the closure form



Enter your Aadhar Number



Enter OTP





Closure Form has been signed now. Upload Client Master incase of transfer of holding and/or click on Submit


