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1. Document n‡jv AvBbMZ gh©v`v m¤úbœ ( Legal capacity) e¨vw³ KZ©„K ¯v̂ÿwiZ wjwLZ `wjj hvnv
†Kvb NUbvi wjwLZ weeib _v‡K | e¨vsK mvavibZ F‡Yi wbivcËvi Rb¨ nBv MÖnb K‡i Ges Bnv F‡Yi ¯^vÿx
wn‡m‡e KvR K‡i|

2. Documents are related to written record created for the purpose of evidence and serve
as an official record while lending the bank funds.

3. According to section 3 of Evidence Act. 1872 Document means ‘any matter expressed or
described upon any substance by means of letters, figures or by more than one of these means. intended to be used or
which may be used for the purpose of recording that matter with an intention of producing the same as evidence. Thus
any thing which is obtained for the purpose of recording is called documents.

What is Document ?
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The execution of documents (`wjjcÎ m¤úv`b) in proper form and according to the requirement
of law is known as “Documentation”.

It can also be defined as the compliance the all rules and procedure to secure loan or advance.

So, obtaining all concerned documents properly and correctly from the particular loanees is
called documentation. If the bank failed to get documents properly ,advance will not get legal
protection.

Importance of Documents:
• 1. Identification of borrower 4. Documentary evidence

• 2.Written Evidence 5. Deciding Period of limitation

• 3. Legal coverage 6. Filling of cases.

• 7. settle the dispute between the bank and the borrower.

What is Documentation ? Why?
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Stages of Documentation

1.Primary stage:
2. F‡Yi aib I D‡Ïk¨ (Nature and purpose)

3. MÖvn‡Ki aib (Ownership status)

4. Rvgvb‡Zi aib (Types of securities)

5. PvR© wµ‡qk‡bi aib (Mode of charging securities)

6. WKz‡g‡›U  ó¨v¤ú jvMv‡Z n‡e wKbv I KZ UvKv ó v¤ú jvMv‡Z n‡e| 

7. Aby‡gv`b cÎ Abyhvqx we‡kl wKQz Kibxq Av‡Q wKbv ?

2. WKz‡g‡›Ukb ce© ev ¯Íi (stages) : 

WKz‡g›Uk‡bi 2wU ce© Av‡Q| 

• FY Aby‡gv`‡bi c~‡e© (Before sanction)

• FY Aby‡gv`‡bi c‡i (After sanction)
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1. Charge Documents 

2. General Documents 

3. Security Documents 

4. Collateral Documents

5. Mortgage Documents
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Charge Document :

it establishes the right of the
bank to get back of the
loan/advance extended to
the borrower. In Rupali bank
we called it Charge form
(C.F).

1. DP note (1,2)

2. Letter of continuity (CF-11)

3. Letter of Guarantee (CF-06)

4. Letter of Pledge (CF-04)

5. Letter of Hypothecation (CF-8)

6. Letter of deposit of title deeds (CF-10)

7. Other Charge documents

1. Instruction Mannual of Rupali Bank limited page no. 149-150
2. ‡µwWU g¨vby‡qj -2013, iƒcvjx e¨vsK wjwg‡UW- c„óv bs 182| 
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General document: Incase of individual borrower
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1. Loan application

2. Loan application in Bank format (if any)

3. NID of borrower & guarantor

4. Up to date e-TIN certificate of borrower

5. Photograph o f borrower & guarantors 

6. Personal net worth statement

7. CIB undertaking

8. Salary certificate/income declaration (if applicable)

9. Bank account statement

10. Others bank liability

11. Cash Memo/invoice/quotation

12. Undertaking/declaration etc.

General document: Incase of Proprietorship concern 
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1. Application in the letterhead

2. Application in the Bank 

format (if any)

3. Up to date trade license 

4. Business license (if applicable)

5. Up to date e-TIN certificate

6. NID of proprietor

7. Photograph of Proprietor

8. Personal Net worth statement

9. Stock report

11. Financial statement

12. Cash memo/invoice/quotation (if necessary)

13. Bank statement

14. Other Bank’s liability (if any)

15. Bonded warehouse 

15. List of machineries

16. Rental deed/title deed of shop, go-down etc.

17. NOC from department of environment (if necessary)

18. Fire license (if necessary)

19.  Membership of trade bodies. (if any)
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General document: Incase of Partnership concern
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1. Application in the letterhead

2. Application in the bank format (if any)

3. Up to date trade license 

4. Business license (if necessary)

5. Up to date e-TIN certificate both firm and partners

6. NID of partners

7. Photograph of Partners

8. Personal Net worth statement of partners

9. Profile/Bio data of partners

10. Partner’s resolution availing loan and execution of documents

11. Partnership deed (registered)

12. Partnership deed (Registered with RJSC and F)

13.  Partnership account agreement

14. Stock report

15. Financial statement

16. Cash memo/invoice/quotation (if applicable)

17. Bank statement

18. Other Bank’s liability (if any)

19. Bonded warehouse (if any)

20. List of machineries (if any)

21. Rental deed/title deed of shop, go-down etc.

22.  NOC from department of environment (if necessary)

23. Fire license (if necessary)

24. Membership of trade bodies.

General document: Incase of Company
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1. Application in the letterhead

2. Application in the bank format (if any)

3. Up to date trade license 

4. Business license (if necessary)

5. Up to date e-TIN certificate both Company and 

Directors

6. NID of Directors

7. Photograph of Directors

8. Personal Net worth statement of Directors

9. Profile/Bio data of Directors

10. Board resolution availing loan and execution of 

documents

11. Memorandum of Association (MA) and Articles of Association (AA)

12.  Certificate of incorporation

13. Certificate of commencement (in case of public ltd company)

14.  Form XII Certified by RJSC and F (List of Directors)

14. Form X Certified by RJSC and F (share position)

16. Form XVIII duly certified by RJSC regarding properties owned by

the company.

17. Board resolution of the mortgagor company duly supported by the

provision of memorandum and Articles of association

18. Joint venture agreement in case of joint venture company

19. Bangladesh Investment Development Authority (BIDA) Permission

in case of joint venture company
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General document : Incase of Company
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20. Financial statement

21. Cash memo/invoice/quotation (if applicable)

22. Bank statement

23. Other Bank’s liability (if any)

24. Bonded warehouse (if any)

25. List of machineries (if any)

26. IRC & ERC (if necessary)

27. Rental deed/title deed of shop, go-down etc.

28. NOC from department of environment (if necessary)

29. Fire license (if necessary)

30. Membership of trade bodies.

General Documents : Other Documents
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1. CIB report

2. Sanction letter

3. Letter of acceptance

4. Letter of authority

5. Letter of disbursement

6. Letter of arrangement

7. Internal Credit Risk Rating System (ICRRS)

8. Credit rating report

9. Legal opinion (Clean and unconditional)

10. Lawyer’s satisfaction certificate

11. Valuation certificate

12. Documentation checklist

13.  Balance Confirmation
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Security Documents
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1. Acceptance Letter

2. Charge document

3. Personal guarantee

4. Corporate guarantee

5. Counter guarantee

6. Cheque (if applicable covering the full 

amount)

7. Insurance policy covering applicable risks

8. Undertakings/declaration

9. Loan Agreement

10. Collateral Related documents

11. Genuineness Certificate from both lawyer and 

surveyor

12. IPGA to sell the hypothecated goods

13. RJSC charge creation (in case of limited company)

14. Assignment deed
15. others
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Collateral Security 

Related Documents :
Collateral security is a secondary
security ,also called additional
security. It the additional security
over the primary security. The
borrower puts up the security to
secure the loan.

1. Original title deed of proposed properties.

2. Certificate copy of purchase deed along with deed delivery receipt

duly endorsed (in case of original title deed)

3. Partition deed (if required)

4. Mutation khation along with DCR

5. CS, RS, SA, BS khation as applicable

6. Affidavit before 1st class magistrate.

7. Unconditional and clean legal opinion.

8. Photograph of collateral security

9. Up to date holding tax, union perished tax

10.Up to date rent receipt

11. Up to date non-encumbrance certificate (NEC) from sub register office

12. Tahasil office Searching report duly signed by Manager and advance officer

13. Manager’s certificate regarding the VP Plot
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Collateral Security 
Related Documents
(Contd)

14. Board resolution of the mortgagor company duly supported by the

provision of memorandum and Articles of association

15. Form XVIII duly certified by RJSC regarding properties owned by

the company.

16. Approved plan and approval letter from concerned authority

17. Recent survey report with sketch map and valuation certificate of

existing /proposed collaterals by the enlisted surveyor as per circular

18. Location map and Mouza map

19. Mutated parcha from relevant government office for lease hold

property

20. Original lease hold property (in case of lease hold property

21. Allotment letter favoring lease (in case of lease hold property

22. Mutation about lease (in case of lease hold property

23. NOC from relevant authority to mortgage the land

24. Physical visit report by the bank official.
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Mortgage Document
1. Registered mortgage deed with SRO receipt

2. Registered IGPA with SRO receipt

3. Memorandum of deposits of title deeds

4. Undertaken of borrower

5. An Affidavit before 1st Class magistrate

6. Genuineness certificate from Panel lawyer

7. Satisfaction certificate from panel lawyer

8. Valuation certificate by bank enlisted surveyors

9. Redemption deed (if mortgage earlier with other bank)

10. Further charge f(if limit  enhanced against same mortgaged 
land)

Mortgage documents
documents by which
the borrower transfer
his right in specific
immovable property to
banks for securing a
debts.

11/26/2023 16

All security documents are 
not mortgage documents , 
but all mortgage 
documents are security 
documents
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1. Drafting/Taking Proper Documents/Printed Formats.
2.Stamping.  
3. Filling Up documents properly as per sanction letters . 
4. witnessing.
5. Execution of the documents
6. Verification of signature
7. Checking.
8. Records of documents.  
9. Registration . 
10. Preservation/Safe custody.
11. Documents as per approval letter.

( RBL Credit Manual -2014 P-118)

Procedure of Documentation

18

1. Correct name of borrower/guarantor. 

2. Issuing date 

3. Borrower’s address 

4. Loan account number/section advice no. 

5. Sign of the both party 

6. Properly stamped. 

7.  Description of security and goods. 

8. Amount of loan/limit. 

CONTENTS OF DOCUMENTS  (WKz‡g‡›Ui Dcv`vb mgyn)|

9. Terms of Repayment . 

10. Date   & Place of execution . 

11. Valid & Legally enforceable. 

12. Expiry date 

13.Other Terms mutually agreed upon. 
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 Documents should be properly filled in

 All additions, insertions, alterations, cutting etc must be properly 
authenticated under full signature of the borrowers. Overwriting 
,erasing in a document should not be allowed

 Execution should be in the presence of officer responsible for obtaining 
them as he should be able to identify the executants personally. 

 Same handwriting, same ink for maintaining continuity and uniformity 
in the fields. 

 Full signature (not initials) & each page to be signed at same style 
(specimen signature card) at the end and at also the places wherever 
blanks (information to be filled in) appear. 

Precaution in Execution of document 

20

 Word ‘ONLY” should not to be put after the amount 
particularly in the DP Note. 

 Illiterate person – contents of the documents to be explained 
in the language understood by him. Declaration to be 
obtained from borrower duly countersigned by responsible 
officer to be kept on record. 

 Normally we obtain Right Hand Thumb Impression (RHT) 
in case of females & Left Hand Thumb Impression (LHT) 
in case of males. 

 Documents should not be punched.

Precaution in Execution of document 
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 The date of the document should be later than the date of the 
stamp paper.

 Better if the cost of stamps is debited to the borrower A/C

 Date of CF  to coincide with first disbursement. 

 Documents in case of limited company , partnership firm, 
association etc. the laws and regulations of the company, firm , 
association etc. must be consulted and satisfaction of charge is 
necessary in case  of charging assets of the ltd company.

Precaution in Execution of document 
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WITNESSING under section 3 of Transfer of Property act -1882 If
document is not duly witnessed will be treated as not executed, must be
executed first then witnessed by 2 or more persons not a party to the
transaction.

1. Mortgage Deed

2. POA 

3. Loan contract 

4. Sale deed.

5. Assignment on Instrument 

6. Will. 

7. Personal guarantee. 

8. Others.

WITNESS OF THE DOCUMENTS
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Stamp

Adhesive 

Stamp

Judicial 

Stamp
Non-Judicial 

Stamp

Stamp Act 1899 (Act No. II  of 1899) in in force in Bangladesh. 
Stamp duty has been revised on 28 june-2012 and introduce from 1, July – 2012.

STAMPING  OF DOCUMENTS

Revised Stamp
BB Cir. No DFIM cir.11 ,Dated- 12/12/2012 .

24



11/26/2023

13

25

26

F‡Yi wbivcËvi Rb¨ †h ¯’vei/
A¯’vei m¤úwË MÖvnK KZ©„K e¨vs‡Ki
AbyKz‡j nšÍvšÍi Kiv nq Zv‡K
RvgvbZ (Security) e‡j|

Types of security:

1. cÖv_wgK RvgvbZ

(Primary security).

2. mnvqK RvgvbZ

(Collateral Security).

 Charge k‡ãi A_© AwaKvi ev
Right| eÉvsK F‡Yi wbivcËv
weavb I Zv †dir cvIqvi j‡r eÉvsK
FY MÖwnZvi wbKU †_‡K wewfbœ †hvMÉ
RvgvbZ MÖnb K‡i _v‡K| GB
RvgvbZ ïay †hvMÉ n‡jB Pj‡e bv ,
Gi Dci eÉvs‡Ki AvBbMZ AwaKvi
cÖwZôv Ki‡Z nq| †h cÖwµqvi
gvaÉ‡g eÉvsK Rvgvb‡Zi Dci
AvBbMZ AwaKvi cÖwZôv K‡i Zv‡K
PvR© (Charge) m„wó e‡j|

Securities Charges

PvR© I wmwKDwiwU wK I †Kb ?
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1. FIXED CHARGE : A fixed charge is a charge on fixed security (such as land, property, plant and
machinery. etc) taken by a bank for a debt. Mortgage is the example of fixed charge. The borrower
cannot sells the assets without bank’s permission. (¯’vqx cªK…wZi m¤ú‡`i Dci e¨vs‡Ki AwaKvi cÖwZôv Kiv)

2. FLOATING CHARGE : A floating charge is security that is taken on all of a business's moveable
assets which is constantly changing such as stock in trade, receivables and moveable plant and machinery
used in the business. (m`v cwieZ©bkxj m¤ú‡`i Dci e¨vs‡Ki AwaKvi cÖwZôv Kiv‡K FLOATING CHARGE )

3. PARI-PASSU CHARGE : Pari-passu charge is created in favor of several creditors with the condition
that they have equal priority . It is generally created in case of consortium or syndicate accounts. (GKB
m¤úwËi Dci GKvwaK FY `vZvi AwaKvi cÖwZôv‡K PARI-PASSU CHARGE e‡j| )

4. 2ND CHARGE : hLb GKB RvgvbZ‡K eÜK †i‡L ỳB e¨vsKFY wfbœ ỳBwU cÖKí ev e¨vmv‡q FY †`q ZLb wØZxq e¨vs‡Ki
PvR©‡K 2ND CHARGE e‡j|

TYPES OF CHARGES

28

What is security ?
Definition of Security:

Security, in relation to a loan extended by a Bank to a borrower, means, an asset, of any kind
or description, having monetary value, that can be possessed/sold out by the Bank, in the
event of default, and applied toward repayment of the loan. It is a evidence of specific claims
on a particular assets.

Types of security:

1. Primary security. 
2. Collateral Security.

Characteristics of Securities:
1. Free from encumbrances.                2. Easily salability.
3. Easily storability.                            4. Durability.
5. Free from price fluctuations.          6. Easy ascertainment of value.
7. Less cost of handling.
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Mode of charging on 
Securities

1. Lien.

2. Mortgage .

3. Hypothecation.

4. Pledge .

5. Assignment .

6. Set-off .

11/26/2023
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Definition: Lien means the right to retain customer’s
property until some debt or claim is paid. In other words, the
right of a bank to retain a customer’s securities until a
liability (debt) of a customer to the bank is paid is called lien.

2.FY cwi‡kva bv nIqv ch©šÍ FY MÖwnZvi †Kvb A ’̄vei m¤úwË AvUK
ivLv‡K Lien e‡j|

1. LIEN (c~e©¯̂Zt)
(CONTRACT ACT-1872, SEC.170,171)
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1. General Lien t G ‡ÿ‡Î e¨sK FY MÖnxZvi m¤ú` AvUK iv‡L Ges †Kv‡U©i AbygwZ e¨wZZ m¤ú`

weµq Ki‡Z cv‡i bv| (Pzw³ AvBb 1872 aviv-171)

2. Particular Lien t †Kvb wbw`ó †mev cÖ`v‡bi wecix‡Z MÖvn‡Ki †Kvb m¤ú` AvUK K‡i ivLv‡K

Particular Lien e‡j| (Pzw³ AvBb 1872 aviv-170)

3. Banker’s Lien t F‡Yi wecix‡Z MÖvn‡Ki †Kvb wnmve (SB A/C, CD a/c, FDR, DPS etc) ev

†Kvb Avw_©K cÎ (Financial obligations)ev icÍvwb FYcÎ (Export LC) a‡i ivLv/AvUK ivLv‡K

Banker’s Lien e‡j|

4. Negative Lien t MÖvnK KZ©„K wj‡qbK…Z m¤ú` `vqgy³ _vKv, `vqgy³ ivLv Ges fwel¨‡Z e¨vs‡Ki

AbygwZ e¨wZZ weµq bv Kivi †Nvlbv cÎ †K Negative Lien e‡j

KINDS OF LIEN.

32

Commercial bank generally extends loan facility to its 
customers against the lien of  ;

1. Fixed deposit Receipt (FDR).

2. Credit balance of DPS,SPS etc

Documentation checklist:
1. Application from the customer.

2. DP note

3. Letter of continuation (CF-11).

4. CF.12,19,19A as applicable

5. CF-6 in case of third party

6. Letter of authorization

6. Sanction advice

7. Letter of acceptance.

Documentation of Lien
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1| mvavibZ FY ev wewb‡qv‡Mi RvgvbZ wn‡m‡e †Kvb ¯’vei m¤ú‡`i AwaKvi ev

¯^Z¡ eÉvs‡Ki Kv‡Q n¯ÍvšÍi Kiv‡K Mortgage ev †i‡nb/eÜK e‡j|

m¤úwË n¯’všÍi AvB‡bi (1882) aviv 58 †gvZv‡eK-

2| Ò FY wnmv‡e AwMÖg cÖ`Ë ev cÖ‡`q UvKv A_ev †Kvb eZ©gvb ev fwelÉ‡Z †`bv

cwi‡kv‡ai A_ev Avw_©K `vq m„wó Ki‡Z cv‡i, Giƒc †Kvb Kvh© m¤úv`‡bi

wbðqZv weav‡bi D‡Ï‡k †Kvb wbw`©ó ¯’vei (immovable) m¤úwËi ¯^Z¡

n�া�র†K Mortgage e‡j|

2.  Mortgage (eÜK)

34

There are different types of mortgage such as;

1. mij eÜK (Simple/registered/legal mortgage).

2. Bs‡iwR eÜK (English mortgage).

3. kZ©vaxb weµ‡qi gvaÉ‡g eÜK (Mortgage by condition of sale).

4. `wjj Rgv †`qvi gvaÉ‡g eÜK (Equitable mortgage)

5. LvBLvjvmx ev ‡fvM eÜK (Usufractuary mortgage)

6. msÁvnxb eÜK (Anomalous mortgage).

wewfbœ ai‡bi eÜK t
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cÖ_g avc t
1| F‡Yi Aby‡gv`b MÖnb|
2| eÜKx †PKwjó Abyhvqx KvMRcÎ/`wjjvZ msMÖn|
3| óÉv¤ú (Adhesive stamp) msMÖnKiY|
4| PvR© WKz‡g›U cÖ ‘̄ZKiY , óÉv¤ú jvMv‡bv h_vh_ eÉvw³ KZ©„K ¯v̂ÿiKiY, FY Pzw³cÎ 

m¤úv`b , exgvKiY BZÉvw`| 

wØZxq avc t
1| AvBbRxexi gvaÉ‡g eÜKx `wjj (Mortgage deed) cÖ ‘̄ZKiY | 

2| Avg‡gv³vi (Power of Attorney) bvgv cÖ ‘̄ZKiY|  
3| eÜ‡Ki wba©vwiZ miKvix wd-RgvKib c~e©K †c-AW©vi/ MÖnY| 

eÜKx `wjj m¤úv`b/cÖwµqvKiY| 

36

Z…Zxq avc t
1| Aby‡gv`b c‡Îi mv‡_ eÜKx `wjj I Avg‡gv³vi bvgvq wewfbœ Z_É †hgb- Aby‡gv`b

b¤̂i I ZvwiL, eÜK`vZvi bvg I wVKvbv, F‡Yi aib, F‡Yi cwigvb I cwi‡kv‡ai ZvwiL,
eÜKx m¤úwËi Zdwmj BZÉvw` cybivq hvPvB Kiv|

2| eÉvs‡Ki ZvwjKvfz³ AvBbRxex (cÉv‡bj jÕBqvi) KZ…©K cÖYxZ eÜKx `wjj I Avg‡gv³vi
bvgvq Aby‡gv`b c‡Îi kZ© †gvZv‡eK hveZxq kZ© D‡jøL Kiv n‡q‡Q wKbv Ges †Kvb Z_É ev
kZ© ev` c‡o‡Q wKbv Zv PzovšÍfv‡e hvPvBKib|

PzovšÍ avc t
1| LvRbvi iwk`, me©‡kl LwZqvb BZÉvw`mn eÜKx `wjj I Avg‡gv³vibvgv mve-‡iwRóv‡ii

wbKU Dc¯’vcb|
2| mve- †iwRóªvi KZ©„K ¯v̂ÿwiZ nIqvi ci iwk` MÖnb|
3| eÜKx `wjj I Av‡gv³vi bvgvi bKj D‡Ëvjb| eÜK m¤úbœ nIqvi 2/3 w`b ci D³

`wj‡ji bKj D‡Ëvjb Kiv hvq|
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eÜ‡Ki w`b eÉvsKv‡ii KiYxq t 
1| eÜK`vZv ev `vZvM‡bi ¯v̂ÿi (cy‡iv bvg) I wUcmwn mwVKfv‡e Ges mevB w`‡”Qb wKbv wbwðZ
Kiv | 

2| mve-‡iwRóªvi eÜKx `wjj , Av‡gv‡gv³vi bvgv, SRO iwk‡` mwn Ki‡Qb wKbv Zv mZ©KZvi
mv‡_ †Lqvj Kiv| 

3| eÜKx `wjj I Avg‡gv³vi bvgv m¤úw`Z nIqvi ci gyj `wjj ‡Zvjvi Rb SRO iwk` H 
w`bB msMÖn Kiv| SRO iwk‡`i Dëv cv‡k mve- †iwRóªv‡ii ¯v̂ÿi Av‡Q wKbv Zv wbwðZ nIqv
Ges eÜK `vZvi ¯v̂ÿi †bqv| 

4| `wjj mbv³Kvix I mvÿx‡`i bvg Av‡Q wKbv| 

5| Avg‡gv³vi bvgv (Power of Attorney) `wjj mwVKfv‡e eÉvs‡Ki eive‡i m¤úv`b I 
‡iwRwóª n‡”Q wKbv| 

6| `wj‡ji bb-RywWwmqvj stamp †fÛi Gi ¯v̂ÿi I ZvwiL Av‡Q bv| 

38

Source : the business standard , dated: 28/04/2021
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1| miKvix m¤úwË|

2| AwaMÖnbK…Z m¤úwË|

3| Kei ’̄vb I †`‡evËi m¤úwË| 

4| cwiZÉ³ m¤úwË I Awc©Z m¤úwË| 

5| †h mKj m¤úwË miKv‡ii AwaMÖn‡bi AvIZvq Av‡Q| 

6| †KvW© Ae IqvW©m m¤úwË| 

7| †Kv¤úvbxi Ggb m¤úwË hv †g‡gv‡iÛvg Ae G‡mvwm‡qkb KZ©„K Aby‡gvw`Z bq|

8| cvMj, AcÖK…Z ’̄ eÉw³i m¤úwË|

9| †Kvb dvD‡Ûk‡bi m¤úwË|
10| miKvix Lvj, b`x, a©gxq cÖwZôvb, wk�v cÖwZôvb BZÉvw`i m¤úwË| 

11| cyKzi †Wvev eÜK †hvMÉ bq | 

12| AwefvRÉ m¯úwZi AvswkK eÜK‡hvMÉ bq| 
13| MÖv‡gi emZ wfUv 33 kZvsk ch©� eÜK‡hvMÉ bq| 

†h mKj m¤úwZ eÜK‡hvMÉ bq|

40

Further Charge wK ? Gi wbqg wK?

1. hw` eZ©gvb ‡Kvb F‡Yi MÖvn‡Ki FYmxgv e„w× cvq Ges Fb F‡Yi wecix‡Z hw`
†Kvb AwZwi³ RvgvbZ bv _v‡K †m ‡ÿ‡Î F‡Yi RbÉ Further Charge
wb‡Z nq|

2. Further Charge ‡ÿ‡Î gyj eÜKx `wjj I Avg‡gv³vi bvgvq GB kZ©
_vK‡Z nq|

ÒD³ eÜKxKib `wjj/Avg‡gv³vi bvgv cieZx© FY bevqb/ewa©Kib Gi †ÿ‡Î ejer I envj

_vwK‡e|Ó

3. 300/- UvKvi bb-RywWwmqvj �Év¤ú Gi Dci Further Charge wb‡Z nq|

eÉvs‡Ki ZvwjKvfz³ AvBbRxwe KZ©„K Further Charge cÖbqb Ki‡Z nq|
Z‡e eZ©gv‡b 100% †iwRóvW© eÜ‡Ki kZ© _vKvq Further Charge cÖPjb
Kg|
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hLb GKB RvgvbZ‡K eÜK †i‡L `yB eÉvsK FY wfbœ `yBwU cÖKí ev eÉemv‡q FY †`q 
ZLb wØZxq eÉvs‡Ki PvR©‡K wØZxq eÜK ev Second Mortgage e‡j| G‡K 
2ND CHARGE I ejv nq| 

 ‡Kvb m¤úwË GK Avw_©K cÖwZôv‡b eÜK _vKvq Ae ’̄vh H GKB m¤úwËi wecix‡Z AbÉ †Kvb eÉvsK
†_‡K FY myweav †bIqvi RbÉ wØZxq eÜ‡Ki cÖ‡qvRb †`Lv †`q|

 G †�‡Î cÖ_g eÜK MÖnxZvi (1st Mortgagee bank) m�wZ wb‡Z nq| G��‡Î m¤úwËi gyj

`wjj cÖ_g eÜK MÖnxZvi wbKU _v‡K| cÖ_g eÜK MÖwnZvi m¤মwZ eÉwZZ wØZxq eÜK `vZv

GKKfv‡e †Kvb AwaKvi (weµq/wbjvg) PP©v Ki‡Z cv‡i bv| 

Second Mortgage (wØZxq eÜK) wK ? Gi wbqg wK?

 1872 m‡bi Pzw³ AvBb Abyhvqx bvevj‡Ki Pzw³ Kivi AwaKvi bvB| †iwRóªkb AvBb
1908 Gi aviv 35 Abymv‡i †Kvb bvevjK `wjj m¤úv`b Ki‡Z cv‡i bv| ZvB
bvevj‡Ki m¤úwË n¯ÍvšÍi A‰ea|

 bvevj‡Ki hw` †Kvb ¯̂vfvweK AwffveK bv _v‡K AvBbvbyM AwffveK wb‡qv‡Mi RbÉ
Ô‡gRwiwU GÉ±P-1875Õ G †Rjv RR†K ÿgZv †`qv n‡q‡Q|

 G †ÿ‡Î Dchy³ Av`vj‡Z gvgjv `v‡qi Ki‡Z nq| Av`vjZ †_‡K eÜ‡Ki AbygwZ wb‡q
Av`vjZ KZ…©K g‡bvbxZ AwffveK bvevj‡Ki ‡ÿ‡Î m¤úwË eÜK w`‡q cv‡ib|

bvevj‡Ki m¤úwË eÜK †bqvi weavb wK ?
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 wjwg‡UW †Kv¤úvbxi †ÿ‡Î eÉvs‡Ki F‡Yi wecix‡Z Register of Joint stock 
companies and Firms (RJSC & F)Gi mv‡_ PvR© wµ‡qkb Ki‡Z nq| PvR© wµ‡qk‡bi
wbqg:

1| †Kv¤úvbxi wbR¯^ bv‡gi m¤úwË eÜK w`‡j mve-‡iwRwóª Awd‡m eÜKx `wjj †iwRwóª nIqvi 21 
w`‡bi g‡aÉ RJSC& F Gi mv‡_ PvR© wµ‡qkb Ki‡Z nq| 

2| 21 w`b cvi n‡q †M‡j nvB †KvU© Gi AbygwZ eÉwZZ †Kvb cÖKvi PvR© wµ‡qkb Kiv hv‡e bv | d‡j
eÉvsK FY Av`vq Awbivc` n‡q ‡h‡Z cv‡i| 

3| 21 w`‡bi g‡aÉ PvR© wµ‡qkb bv Kiv n‡j cÖwZ w`‡bi RbÉ nvB-‡KvU© 1000-2000 UvKv Rwigvbv
Ki‡Z cv‡i| 

4| hw` ïay gvÎ †UªwWs/IqvwK©s KÉvwcUvj Gi wecix‡Z Fb cÖ`vb Kiv n‡j †m †ÿ‡Î ïay fvmgvb PvR© 
(Floating Charge) Ki‡Z nq| 

wjwg‡UW †Kv¤úvbxi †ÿ‡Î eÜ‡Ki weavb wK ? aviv- 159-160

44

5| FY myweav hw` †gwkbvixR I †UªwWs nq GKmv‡_ nq †m ‡ÿ‡Î ïay †d¬vwUs PvR© Ki‡Z nq| 

6|  Fb mxgv e„wÜ ev n«vm Kiv n‡j †gvwWwd‡Kkb PvR© Ki‡Z nq| 

7| wjwg‡UW †Kv¤úvbxi Book Debts/Assets Gi Dci K…Z nvB‡cvw_‡Kkb‡K PvR© m„wói

(†jUvi Ae nvB‡cvw_‡Kkb ¯v̂&ÿi Kiv n‡j) 21 w`‡bi g‡aÉ RJSC & F Gi gvaÉ‡g †iwRwóª 
Kwi‡q wb‡Z nq Ges †mLvb †_‡K GKwU Certificate of Registration msMÖn Ki‡Z
nq| 

8| PvR© m„wói †ÿ‡Î Fixed ev Floating †h †KvbwU n‡Z cv‡i| hw` Rwg ’̄vcbv, †gwkbvwiR Dci
PvR© nq  Zv Fixed Charge Avi hw` gRỳ  c‡YÉর Dci PvR© nq Zv Floating Charge 

wnmv‡e MYÉ n‡e| 

9| cÖwZôv‡bi m¤ú‡`i Dci PvR© m„wói cvkvcvwk †Kv¤úvbxi gvwjK‡`i eÉw³MZ MÉvivw›U wb‡Z nq | 
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msÁv t F‡Yi wecix‡Z RvgvbZ wn‡m‡e e¨emv‡qi óK ev weµq‡hvM¨ cY¨ MÖvn‡Ki wbR¯^ `L‡j †i‡L D³ c‡Y¨i Dci e¨vs‡Ki AvBbMZ

Aw_Kvi cÖwZôv Kivi‡K Hypothecation e‡j|

cÖv_wgK RvgvbZ wn‡m‡e /gRỳ cY¨ nvB‡cvw_‡Kk‡bi wecix‡Z G FY myweav †`qv nq| GLv‡b c‡Y¨i `Lj I gvwjKvbv MÖvn‡Ki
wbKU _v‡K| kyay FY MÖwZnv Letter of hypothecation ¯v̂ÿi K‡i c‡Y¨i AwaKvi e¨vs‡Ki eive‡i n¯’všÍi K‡i| d‡j e¨vsK
†h †Kvb mgq PvB‡j FY MÖwnZv D³ gvjvgvj e¨vs‡Ki wbKU n¯ÍvšÍi Ki‡Z eva¨| G&B RvZxq FY myweav m¤ú~Y©iƒ‡c wbivc` ivLvi
Rb¨ e¨vsK mnvqK RvgvbZ (Collateral Security) MÖnb K‡i _v‡K|

nvB‡cvw_‡Kkb Kivi mgq mZ©KZvt

1| MÖvnK GKB cY¨ eÜK †i‡L Ab¨ †Kvb e¨vsK †_‡K FY wb‡”Q wKbv Zv wbwðZ nIqv|

2| MÖvn‡Ki wbKU †_‡K GB g‡g© GKwU A½xKvi cÎ wb‡Z n‡e hv‡Z MÖvnK c~ev©bygwZ e¨wZZ Ab¨ †Kvb e¨vs‡K G cY¨
nvB‡cvw_‡Kkb Ki‡Z bv cv‡i|

3| e¨vsK wbqwgZfv‡e eÜKK…Z cY¨ cwi`k© Ki‡Z n‡e Ges e¨emv‡qi ÷K †iwRóv‡ii mv‡_ wgwj‡q wb‡Z n‡e Ges cÖwZ
gv‡m ÷K wi‡cvU wb‡Z n‡e|

4| †`vKv‡b /¸`v‡g mvBb‡evW© jvvM‡Z n‡e Ges gRy`K…Z c‡Y¨i Dci wegv Kiv‡Z n‡e|

3.Hypothecation (`Ljnxb eÜK)|

46

1. D.P note. (C.F-1). incase of joint account/ joint stock company (C.F-2)
2. Letter of continuity.(C.F-11)
3. Letter of Hypothecation.(C.F-8)
4. Power of attorney to sell the hypothecated goods 
5. Letter of authority.
6. Letter of arrangement.
7. Letter of disbursement.
8. Letter of guarantee. (C.F-6)
9. Letter of disclaimer in case of rented godown.
10. Insurance of the goods as per approval letter.
11. Others.

DOCUMENTATION OF HYPOTHECATION.
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4. Pledge (cY¨ eÜK)|

1| A¯’vei m¤ú`  Kv‡iv Kv‡Q eÜK ivLv‡K †cøR e‡j|
2| Pledge  is the bailment of goods as security for payment  of a debt  of 

performance of a promise.

GB RvZxq FY †`qvi ‡ÿ‡Î mZ©KZv t 
1| †cøRK…Z   gvjvgv‡ji ¸bv¸b I   cwigvb h_vh_fv‡e wb©avib Ki‡Z n‡e| gvjvgv‡ji
cÖK…wZ m¤ú‡K© Aek¨B e¨vs‡K fvjfv‡e Rvb‡Z n‡e| 
2|  gvjvgvj e¨vs‡Ki ¸`v‡g/gvwj‡Ki ¸`v‡g/fvov Kiv ¸`v‡g ivLv hv‡e|  Z‡e G †ÿ‡Î
†jUvi Ae  wWm‡K¬gvi wb‡Z n‡e|  
3|   gvjvgv‡ji gvwjK e¨vsK bq|   ZvB †h   †Kvb mgq MÖvnK UvKv Rvgv w`‡q gvjvgvj
wb‡q †h‡Z cvi‡eb| 
4| cPbkxj cY¨, †h me cY¨ gyj¨ `ªæZ DVvbvgv K‡i ,we‡ùviK `ªe¨ ,‡fRvj I wb¤œgv‡bi
cY¨ †cøR Kiv hv‡e bv| 
5|  ch©vß gvwR©b ivL‡Z nq| BZ¨vw`| 

48

1 .D.P note. (C.F-1. incase of company or joint  borrower C.F-2)

2. Letter of continuity.(C.F-11)

3. Letter of pledge .(C.F-4)

4. Cash memo/receipt of locally purchased goods/identification of cash price in case of 

locally manufactured goods. Invoices incase of  imported goods.

5. Letter of authority for deductions of any expenses including interest.

6. Letter of arrangement.

7. Letter of disbursement.

8. Letter of guarantee. (C.F-6)

9. Letter of disclaimer in case of rented godown.

10. Insurance of the goods as per approval letter.

11. Others.

Documentation checklist For Pledge
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5.  Assignment  (¯^Z¦ wb‡qvM)|

F‡Yi RvgvbZ wn‡me †Kvb MÖvnK KZ©„K Zvi cvIbv A_© (Bills receivables, Bill against
Work order, life insurance policy) A_ev Ab¨ †Kvb e¨vs‡K msiwÿZ Zvi mÂqx wnmv‡ei
eZ©gvb I fwel¨Z e¨v‡jÝ‡K e¨vsK KZ©„K D‡Ëvjb Kivi AwaKvi cÖ`vb Kiv †K Assignment
e‡j|

• Transfer of ownership of a property, or of benefits, interests, liabilities, rights
under a contract (such as an insurance policy, work order), by one party (the
assignor) to another (the assignee) by signing a document called deed of
assignment.

• It is a right or authority given by the Assignor (borrower) to the Assignee (Bank)
to collect the proceeds payable at present or future on his behalf for
adjustment of liabilities.

Parties to the Assignment :
1. Assignor: Client.

2. Assignee : Bank

3. Obligor : Remaining party.

Documentation of Assignment.

Documentation checklist Disadvantages

1. An application

2. A registered irrevocable power of
attorney where the transfer of
actionable claim is clear and absolute.

3. Written notice of assignment
containing the name and address of
the assignee is to be sent by the
obligor

4. Confirmation of POA by obligor

5. Tripartite Agreement

Other relevant documents as per
sanction advice.

 Breach of the terms of contract
between assignor and his
debtor/obligor.

 It depends on the value and
integrity of assignor’s debtors.

 The assignor debtor can exercise
his right of set off, if the assignor
has any debt or breach of contract
to him.

 It is weak and risky security

11/26/2023 50
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6. Set –off (`vwe)

• ‡mU Ad Ggb GKwU AwaKvi hvi e‡j cvIbv`vi Zvi †`bv`v‡ii Rgvi wnmv‡ei
e¨v‡jÝ w`‡q Zvi cvIbv wnmve mgš^q Ki‡Z cv‡i| ‡mU Ad e¨vsKv‡ii GKwU AvBbMZ
AwaKvi|

• A set off is right which enable a creditor (Banker) to adjust wholly or
partially a debit balance in the debtors account with any credit
balance lying in his (debtor) favor.

• If the customer has two or more accounts with a same bank , the
banker has no right to move either assets or liabilities from one
account to the other account without consent of the customer. The
very basis of his agreement with his customer is that the two
accounts shall be kept separate.

• In view of the above mentioned two opinion, the banker can be on
the safer side by taking an agreement from the customer authorizing
him to combine the account at any time without notice and to return
cheques

 Mutual debts must be certain.

 Debts must be due .

 Debts in the same right and 
same parties.

 No agreement to the contrary.

 Notice of  set-off.

 Set off- right not available in 
joint account (Tannan’s Banking 
–P-978)

 Set –off cannot exercise in case 
of time-barred claim (Tannan’s
Banking –P-981)

 On the death, insanity, 
bankruptcy of the customer

 On the insolvency of a partner of 
a firm.

 On the winding up of a 
company.

 On receipt of a garnishee order.
 On receipt of an information of 

a second mortgage over the 
security which is charged to 
bank.

 On receipt of a notice of 
assignments of the credit 
balance of the customer.

Essential Feature of Set-off Right of Set off without notice

Documentation 
Checklist of Right of Set-
off (As applicable) :

1. Notice to the client.
2. Letter of Authority of 

the client to combine 
account

3. Garnishee order in 
case of other bank 
account
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Bank Guarantee (BG)
Parties to BD Kinds of BD Revocation 

of BD

Surety 
(Guarantor)

Specific 
Guarantee

By notice
(sec-130)

Principal 
Debtor 
(Customer)

Continuing 
Guarantee

By Death 
(Sec-131)

Creditor
(Beneficiary)

A ‘Contract of
Guarantee” is a
contract to perform
the promise or
discharge the
liability, of a third
person in case of
his default.
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54Types  of Guarantee

 Bid bond/Tender guarantee.

 Performance guarantee.

 Advance payment/re-payment/supplier’s credit guarantee.

 Retention money guarantee.

 Customs guarantee

 Shipping guarantee

 Others guarantees.

 Payment guarantee

 Others guarantee
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55Local Guarantee                                  Documentation of BG

 Manager in the rank of SPO & Above can
issue/sanction BG in any amount by taking
100% cash margin or 100% FDR.

 In 100% cash margin or 100% FDR, no
commission and charge is applied.

 For issuing guarantee for more than 2 years,
Head office approval will be need.

 Guarantee to be issued below 100% margin,
Necessary collateral security will be needed &
mortgage to be done.

 Letter of Request.

 Necessary security.

 CF- 1,11,6,8,12 as 
applicable.

 Sanction Letter.

 Counter guarantee (CF-
25)

56

Any questions?

You can find me at:

⦿ 01720093050

⦿ shajahan.rupalibank@gmail.com

THANKS!THANKS!


