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Introduction 

This guide explains the process to mutate (or change) a trust or mutual fund. We will go 

through it step by step, but if you want to view a specific section, you can use the 

clickable table of contents to navigate the instructions quickly. 

This manual is the second in a series of 3: ‘registering a trust’, ‘making changes’, and 

‘ending a registration’. Go to the other manuals in both in Dutch and English 

 

Some background 

Before we start, it is helpful to provide some background information and explain the 

terminology. After all, why do you even need to register your trust or mutual fund? 

In 2015, there was a terrorist attack on the Bataclan nightclub in Paris. After an 

international investigation, it was found that the costs incurred in planning and carrying 

out the attack came from trusts. It was then decided at the European level to create a 

law that would combat fraud, money laundering, and terrorist financing. Each member 

state must maintain a registry showing which persons have financial interests in 

organisations or trusts, and how large that interest is. Read more about what the UBO 

registers are 

 

 

The terminology 

Trust: is an Anglo-Saxon (UK, Ireland, Canada, US, Australia, etc.) legal structure in which 

individuals put their assets into a trust and entrust it to third parties (the trustees). The 

money in a trust can be used to start businesses, buy real estate, or it can be invested. 

Read more about trusts 

Mutual fund: a structure in which a group of people put money together to use that 

money for a common purpose - often investing the money or buying real estate. In 

Dutch, this is called fonds gemene rekening and is often shortened to FGR. You will see 

this Dutch term used in the application. Read more about mutual funds 

Similar legal construction: any other legal construction that is not a trust or mutual fund 

but has stakeholders and does business or buys property in the Netherlands. 

Ultimate beneficial owner (henceforth UBO): UBO is an abbreviation for ‘ultimate 

beneficial owner’. That is a person who is an owner, stakeholder, or someone who has 
control of a trust, mutual fund, or similar legal construction. 

Natural person: a flesh-and-blood human who has rights and duties. A natural person is 

the legal opposite of a legal entity. 

https://www.uboregistertrusts.nl/veelgestelde-vragen/handleidingen
https://business.gov.nl/regulation/ubo-register-ultimate-beneficial-owner/
https://www.rijksoverheid.nl/onderwerpen/financiele-sector/ubo-register#%3A~%3Atext%3DDe%20UBO%2Dregisters%20helpen%20fraude%2Cde%20persoon%20die%20zeggenschap%20heeft
https://www.rijksoverheid.nl/onderwerpen/financiele-sector/ubo-register#%3A~%3Atext%3DDe%20UBO%2Dregisters%20helpen%20fraude%2Cde%20persoon%20die%20zeggenschap%20heeft
https://en.wikipedia.org/wiki/Trust_(law)
https://fundworld.org/mutual-funds-in-the-netherlands/
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UBO group: this is a group of beneficiaries (trust) or participants (mutual fund) when the 
number of participants is very large, or currently unknown. Also, beneficiaries or 
participants may change frequently. You cannot register a group for a mutual fund until 
you have made an offer to at least 150 individuals. In the register, the website, and this 
manual, we call both types of groups a UBO group. 

 

Questions 

If you have questions or something is not clear, please contact us. 

 

Before you begin 

To make a change (mutation), you will need the following: 

• your DigiD login details; 

• your proof of identity; 

• relevant details of the UBOs; 

o personal details; 

o address details; 

o copies or scans of their proof of identity; 

o email addresses; 

o citizen service numbers (BSN); 

• the trust document, certificate of incorporation, agreement, or other document 

relating to the formation of the trust or similar legal construction. 

Is it necessary to shield a UBO's basic information? Then you can file a shielding request. 

You will need transcripts (from the court) showing this. Have these documents ready as 

well. 

 

General tips 

• Save your information occasionally to avoid losing data. To do this, click Opslaan 

voor later (Save for later) on the screen you are on. 

• Close as many other applications or websites as possible. The registry uses a lot of 
computer memory. By closing other programs, you reduce the chances of long load 
times or crashes. 

• Make sure there is a substitute available. For example, you may be absent for an 

extended period and changes may need to be made. A substitute can take this 

over from you. For example, another trustee, an authorised person, legal owner, 

or administrator. 

• Make sure you have the most recent software version of your browser. Recommended 
browsers: 

o Chrome; 

https://www.uboregistertrusts.nl/service/contact
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o Firefox; 

o Edge Chromium; 

o Safari. 

To cancel a registration or task 

To cancel the registration of a natural person, UBO group, or trust or mutual fund, click 

the Annuleren (Cancel) button in the upper-left blue box: 
 

 
If you want to specifically cancel the part you are currently busy with (for example, 

uploading proof of identity, entering address information, etc.), click the Taak annuleren 

(Cancel task) button. 
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Log in 

On the homepage of www.uboregistertrusts.nl, on the left side under Direct naar (Direct 

to), click on Inloggen (Log in). 
 

 
You will then be taken to a page that will redirect you to the DigiD identification platform. 

At the bottom of this page, click the green Inloggen (Log in) button. 

After this you will be redirected to DigiD and you can log in with the DigiD app. You can 

click EN at the top to see the DigiD login page in English, if this is not automatic. Find out 

about the DigiD username and password 

https://www.digid.nl/en/login-methods/username-and-password
https://www.digid.nl/en/login-methods/username-and-password
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Please note: You can only view a registration you have created yourself, or if you have 

one of the roles below: 

Within a trust: 

• Trustee; 

• Authorised person. 

Within a mutual fund: 

• Authorised person; 

• Legal owner; 

• Administrator. 

Please note: This is not an official extract and no rights can be derived from it. Third 

parties also cannot request extracts. 

View trust or mutual fund 

Would you like to check the data entered before making changes? You can. When you are 

logged in, click on Registraties (Registrations) at the very top. 

 

 
You will be taken to a page with a table. Click on a number under the table heading 

Registerkenmerk (Register reference number). 
 

 

Click Overzicht geregistreerde gegevens downloaden (Download registered details 

summary) to view your data. 
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What can you change? 

Currently, you can change (mutate) the following: 

• In a trust or mutual fund 

o Name 

o Place of establishment 

▪ Country of establishment 

o Purpose of realisation 

o Documents 

• UBOs 

o Natural person 

▪ Address details (due to a relocation or previous error) 

▪ Adding natural persons 

▪ The type of interest 

▪ Ending the involvement of a natural person 

o UBO group 

▪ Contact 

▪ Address details for contact person 

 

Starting a mutation 

Under Openstaande activiteiten (Open activities), click on Muteren (Mutate) on the right. 
 

Select your trust or mutual fund from the next screen and click Uitvoeren (Execute). 
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Please note: You can only do this for registrations that are fully completed. 

If you do not see your trust or mutual fund listed, go to the ‘Complete the registration’ 

section in the Registration manual. 

 
 

 

Indicate what you are going to change 

In this part of the process, you’re going to choose what you want to change. Except for 

the trust or mutual fund, you do not make the changes right away. You will do that later 

through the Natuurlijke personen (Natural Persons) and UBO groepen (UBO Groups) 

tabs, in the same way as registering. 

All sections where you do not need to change anything can be skipped by clicking Volgende 
(Next). Or if you missed something, you click Vorige (Previous) to go back to the previous 
section. 

Trust or mutual fund 

This is the only section where you make immediate changes and do not have to enter 

additional data later. You can do this for the following fields: 

• name; 

• place of establishment; 

• country of establishment; 

• purpose of realisation; 

• documents. 

https://www.uboregistertrusts.nl/veelgestelde-vragen/handleidingen
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If you want to upload additional documents, click Bijlagen aanpassen (Update 

attachments) and select a file that is about the establishment of your trust or mutual 

fund. 

Each file must be a .PDF, .JPG, or .JPEG. The file size cannot exceed 20MB. The file name 

can be up to 55 characters long. 
 

Click Volgende (Next) when you are finished. 
 

 

 

 

 

Natural person 
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Via the checkboxes, select the natural person for whom you want to make a change. This 

can also be more than one. Click Volgende (Next) when you are ready. 

 

 

Add a natural person 

In this step you can add additional natural persons if necessary. This is done the same 

way as registering natural persons: click +Add at the bottom left of the table and enter 

the data. Fields include: 

• start date; 

• first names; 

• initials; 

• prefix; 

• surname; 

• email address. 

If you want to add someone else, click +Add again. In the Registration manual you can read 
more about adding natural persons. You complete the additional personal details later in 
the process. 
 

https://www.uboregistertrusts.nl/veelgestelde-vragen/handleidingen
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Please note: After this step, you can only make changes for what you just selected. Do 

you still want to add a new natural person or change a UBO group or natural person? 

Then click Vorige (Previous) and go through the steps. 

Click Volgende (Next) to continue. 

UBO group 

Select which UBO group you want to make a change for and click Uitvoeren (Execute). 

 
 

 
 

 

Once you have indicated what needs to be changed, you will see the screen below. On the 

left side, click on the tabs Natuurlijke personen (Natural persons) or UBO groepen (UBO 

groups) to enter changes for those sections.  

If you only wanted to change the information about the trust or mutual fund: click 

Uitvoeren (Execute) to submit the mutation. 
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Please note: If you have the role of trustee, legal owner, or authorised person, you 

cannot end your own role yourself. Another person with one of these roles must do that 

for you. 

Changing UBOs 

We will now look at making the changes for natural persons or UBO groups. 

Natural person 

Click on the name of the natural person for whom you want to the change details. 
 

 

Then click Ga (Go) to continue. 
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After this, the screen changes to what you see below, click Go to continue. 

Next, choose what you want to mutate for this natural person: 

• Wijzigen (Edit) allows you to change address information. 

• Beëindigen (End) means that you will end the involvement of this natural person – 

you indicate that they are no longer involved in the trust or mutual fund. 

 

Click Indienen (Submit) to change what you have selected. 

 

On the next screen you’ll indicate whether you want to: 

• report a move (Verhuizing doorgeven),  

• change an address (Adresgegevens doorgeven),  
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Please note: Use the tabs on the left side of the screen to switch from natural persons 

to UBO groups. 

• file a shielding request (Afscherming toevoegen), 

• change the type of interest or add a new one (Aard van het belang toevoegen of 

wijzigen), 

• change the size of an interest (Omvang van het belang), 

• change personal data (Persoonsgegevens wijzigen). 

Choose a move if someone has actually moved. Choose to change address information to 

correct a previous error, i.e.  a misspelling or an incorrect house number. 

Click Uitvoeren (Execute) to continue. 

Change of address 

These steps are the same for correcting address and reporting a change of address. 

On the new screen, indicate whether the address is a Buitenlands adres (domestic address) 
or a Buitenlands adres (foreign address). Then fill out the fields shown: 

• start date (from when on this address has been in use by the natural person); 

• post code; 

• house number; 

• house letter; 

• house number additions; 

• house number instructions (i.e. next to or across from). 
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Click Volgende (Next) to continue 

 
 

Above is an example of a false address in Qatar. As you can see, you may have to put a 

lot of information in the 3 address lines. If in doubt, ask the natural person themselves 

or search online to see how the address from that country is constructed. 

 

Click Indienen (Submit) to make the changes. 

 

Adding a shielding request 
Choose to add a shielding request (afscherming toevoegen) on the screen where you indicate 
which data you exactly want to edit.,Click Uitvoeren (Execute) to continue. 
 
In the new screen you’ll see the +Add button in the bottom-left . Click on it to add a schielding 
request. Once you’ve done that, you can fill out the columns in the table (from left to right): 

• Reason for shielding  

o minderjarig (minor); 

o staat onder politiebescherming (is under police protection); 

Please note: When you are going to enter a foreign address for a natural person, make 

sure the address is correct. Check the format. For example, is a PO Box required (United 

Arab Emirates)? Do you know the Eircode and county (Ireland)? Or the street number 

and zone (Qatar)? When in doubt, check with the natural person. 
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o onder curatele of bewind gesteld (placed under guardianship or 
administration). 

• Who requested the shielding 

o the natural person (UBO) themself or the trustee/legal owner/authorised 
person/administrator. 

• Any notes. 

 
 

Click on Volgende (Next) to continue. 
 

 
 

Lastly, check all data you’ve entered and click Indienen (Submit). 
 

Ending an interest in a trust or mutual fund 

You have clicked that the natural person is no longer involved in the trust or mutual fund 

and then clicked Ga (Go). You then see the screen below, where you select Beëindigen 

(End) and click Indienen (Submit). 
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Next, enter the end date, as of which this person is no longer involved in the trust or 

mutual trust. After that, click Volgende (Next). 
 

Finally, check the details and click Indienen (Submit) to complete this section. 
 

 

 

Returning to your mutation 

Click on the mutation number on the left side to return to the mutation and make other 

changes or submit it in its entirety. 
 

UBO group 

To make a change for the contact person of a UBO group, first click on the UBO groepen 

(UBO groups) tab on the left. 

Then click on the name of the UBO group for which you are going to make a change. On 

the next screen, click Ga (Go). 
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Please note: If you want to change the address of the current contact, select 
Contactpersoon vervangen (Replace contact) and add the person again with the 
changes. 

 

 
Then select Wijzigen (Change) and click Uitvoeren (Execute). 
 

After this you will come to a screen with two checkboxes: Contactpersoon vervangen 

(Replace contact) and Geen wijziging doorgeven (Make no changes). At the moment, 

‘Make no changes’ doesn’t do anything. In the future, this will take you to a screen where 

you will also be able to change personal details for the contact person. This manual will be 

updated when that feature is ready. 
 

Below that, you will see who the contact currently is and their address.  

Click Volgende (Next) to continue. 

 

First, enter the start date and personal details of the new contact and click Volgende 
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(Next). The fields are: 

• start date; 

•  first names; 

•  initials; 

•  prefix; 

•  surname; 

• email address. 
 

 

 

 

Next is the address. The fields are: 

•  start date; 

•  postcode; 

•  house number; 

•  letter; 

•  house number addition 

• number indication (dropdown).  

Click Volgende (Next) to continue. 
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Finally, confirm the change. Check the data you entered and click Indienen (Submit). Then 

click the mutation number again to return to the mutation. 

 

 

Submit change 

When you are done with all the changes you want to make, all you need to do is submit the 

changes. This will ensure that your changes are updated in the system. 

In the mutation, click Ga (Go). 
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You stay on this page, but you will see a pop-up with text that asks you to confirm your 

authority to make changes. And it warns that any changes you make by continuing will be 

permanent. If you agree, click Uitvoeren (Execute). 
 

Finally, you must confirm the changes. Check the box (Hiermee verklaar ik dat alle 

gegevens accuraat, actueel en compleet zijn) to declare that the information is current 

and accurate. Then click Uitvoeren (Execute). 

 

 

Congratulations, the changes have been sent. It may take approximately 24 hours for them 

to take effect. Click Registraties (Registrations) or Openstaande activiteiten (Open 

activities) to exit the mutation. 
 


