SB Order No. 09 /2018

F.No. 116-17/2017-SB
Government of India
Ministry of Communications & IT
Department of Posts
DakBhawan, Sansad Marg,
New Delhi-110001.
Date: 17 .07.2018

To

All Heads of Circles

Addl. DG APS, New Delhi

All Heads of Regions.

Subject:- Circulation of POSB (CBS) Manual [ Standard Operating Procedure (SOP)] for
operation of POSB schemes in Core Banking Solution (CBS) platform.

Sir / Madam, ;

| am directed to say that Implementation of CBS platform for operating POSB
Schemes was started in December 2013 and now CBS has been implemented in 23557
Post Offices. From the year 2014 to 2017, when migration of legacy data and CBS
operations was going side by side, FS Division had issued various guidelines, SB Orders,
SOPs of some functionalities, clarifications, FAQs for smooth working of Post Offices
migrated to CBS Platform. Many statutory rules of various POSB schemes were also
changed by Ministry of Finance. As CBS operations were not stabilized and migration was
going on, relevant procedural rules in POSB Manual Vol-l and Il were not modified during
this period.

2. Since POSB operation in CBS platform has now been stabilized, the competent
authority has decided to prepare and circulate Standard Operating Procedure to be
followed by offices working on CBS platform in the shape of procedural rules. These
SOPs may be called as POSB (CBS) Manual and shall be applicable to offices working
under CBS platform only and existing procedural rules of POSB Manual Vol-l and Il shall
continue to be applicable for NON-CBS offices till these are migrated to CBS platform.

5\ This Standard Operating Procedure (POSB (CBS) Manual) with Rule Nos.1- to
170 and Appendices from | to XIX duly approved by competent authority is attached. This
is also being uploaded on India Post Web site shortly.



4,

9.

It is requested that staff dealing with operations of POSB schemes in various

offices working on CBS platform and all others concerned should carefully read these

procedural rules and may refer for their day to day activities.

This issues with approval of competent authority.

Yours faithfully,

Assistant Director (SB-I)

Encl:- One hard copy of the complete Manual is attached for information of the Circle. Soft

copy of the Manual will be uploaded in India Post Web site.

Copy to:-

1)

2)
3)
4)
5)
6)
7)
8)
9)

1. DDG (FS)/DDG (VIG)/JS&FA/DDG (PAF)/DDG (RB)/DDG (Estt.)/DDG(PG &
Inspections)/ DDG (PCO)

Director (FS)/Director (CBS), Dak Bhawan.

Director of Audit (P&T), Delhi.

All Directors/Dy. Directors of Accounts, Postal

Director, RAKNPA, Ghaziabad.

All Directors, Postal Training Centres.

Director CEPT Mysore for uploading the SB order on India Post Web Site.

Dy. Director CEPT, DMCC/SDC O/o CPMG T.N.Circle.

AD /Inspection/PF/Vigilance

10) All Accounts Officers ICO(SB)

11) All recognized unions.

12) MOF(DEA), NS-II, North Block, New Delhi

13) Jt.Director & HOD (HQ),GOI, Ministry of Finance, NSI, ICCW Building. 4 Deen

Dayal Dayal Upadhaya Marg, New Delhi-110002.

14) PS to Member (Banking & HR)
15) PPS to Secretary Posts.



POSB (CBS) Manual

Note:- These rules apply to the Post Office Savings Accounts and, also mutatis, to

(1) National Savings Recurring Deposit Accounts,
(2) National Savings Time Deposit Account

(3) P.P.F. Accounts

(4) National Savings Scheme Accounts

(5) National Savings Monthly Income Accounts
(6) Senior Citizens Savings Scheme Accounts

(7) Sukanya Samriddhi Account

(8) Kisan Vikas Patra Accounts

(9) National Savings Certificates

except where separate rules are made with regard to the particular type of accounts, in which
case, such rules relating to the particular type of accounts will apply.

SAVINGS BANK OFFICES

1.

All Head Offices (H.O.), Sub-Offices (S.0.) and Branch offices (B.O.) with the exception of
those which are not vested with Saving Bank powers or from which the Savings Bank powers
have been withdrawn by the Head of Circle are Savings Bank offices. The facilities of
deposits and withdrawals by cheque are available only in Head and Departmental Sub
Offices. All Department Post Offices are called Service Outlets (SOL) in Core Banking
Solution.

DUTIES AND RESPONSIBILITIES OF THE SUPERVISOR AND TENURE

2(1) The term Supervisor used in this chapter includes a Sub-Postmaster, a Deputy Postmaster, an

Assistant Postmaster or Assistant Sub Postmaster.

(2)All the duties of the Supervisor in connection with the Savings Bank Department may be

performed as may be assigned in the memo of distribution of work. The following duties shall
be the personal responsibility of the Head Postmaster: -

Sanctioning claims in respect of savings bank accounts of deceased depositors which lie within his

3)

“)

power of sanction and the safe custody of the records relating to such claims.

The Postmaster will however remain personally responsible for the general functioning of the
S.B. Branch.

If the officer to whom the duties of the S.B. branch have been delegated notices any erasures
or alterations in Pay-in-Slip (SB-103) or applications for withdrawal (Form SB-7) or account
closure form (SB-7A) or Account Opening Form (AOF) or Annexure-I or Annexure-II or any
Know Your Customer (KYC) document or any other suspicious circumstances attending a
S.B. transaction, these will be brought to the personal notice of the Head Postmaster who will
report the matter at once by name to the Divisional Head confidentially, unless he is under the
direct control of the Regional/Circle Office, after taking appropriate action at his level as laid
down in the rules. He should preserve all relevant records which may have a bearing on the
case in his personal custody until they are transferred to the investigating authorities.



(5) Tenure of SB/SC Counter Assistants: - The following tenure has been fixed for SB/SC
Counter Clerks in various offices: -

SL.No. Type of Office Tenure

(a) Tenure in single-handed and double handed | 4 years
offices.

(b) Overall tenure in ‘A’ Class and bigger offices. | 4 years.

(c) Overall tenure in Head Office and bigger sub | 5 years
offices having full time SB/SC Assistants.

Note:- Any Official who has been given training of Finacle End User should not be posted at any
branch other that POSB/SC unless there are compelling circumstances. Otherwise staff can be rotated
within the office on POSB/SC related seats.

DISTRIBUTION OF WORK

3. The work in the SB Branch of a Head Post Office should be distributed in the following
manner:-
1) The common duties of the SB branch as mentioned below should be assigned to one person
who may be given other duties also so as to utilize him fully.
(1) Receipt and distribution of dak.
(i) Maintenance of statistics and preparation of statements.
(iii) Maintenance of the register of undelivered pass books.
(iv) Maintenance of the files of instructions and circulars.
(v) Settlement of objections.
(vi) Deceased claim cases.
(vii) Correspondence including complaints.
(viii) Maintenance of Register relating to transfer of accounts.
(ix) Issue of ATM debit cards and maintaining related registers
(x) Delivery of Welcome KIT to the depositors

Note: - Postmaster can assign some of these duties to Counter Assistant.

2) Each of the remaining Assistants should be given rest of the Savings Bank work to be
determined on the average number of transactions, such as: -

(i) Maintenance of Savings Bank Accounts.

(i) Maintenance of Account Opening Forms (AOF) and KYC documents for accounts opened.

(iii) Transfer of accounts and maintenance of registers as well as KYC documents of accounts
transferred.

(iv) Entry of interest in pass books belonging to EDBOs and Pass Book Printing.

(v) Revival of silent accounts and maintenance of register and separate guard file to keep the
KYC documents of customers of such accounts.

(vi) Issue of fresh/duplicate pass books.

(vii) Maintenance of Index to Preliminary receipts (SB-26) issued by the ED Branch Post Offices.
(viii) Issue of sanction of withdrawals and closure of accounts of /EDBOs.

Note: -The list given above is not exhaustive and covers some of the salient points only.
3) Statistical Registers: All reports and statistical registers shall be maintained by the

FINACLE CBS Software except those which have been specifically mentioned for manual
maintenance.



CBS PASS BOOK

4.

4.1

Two uniform common CBS Pass Books (SB-5) and (SB5A) have been introduced. SB5 will
be used of SB/RD/MIS/SCSS/SSA and PPF schemes whereas SB5SA will be used for
NSC/KVP and TD Accounts. The entries in the said CBS Pass Books will be made through
Pass Book printer only. The uniform common CBS Pass Books need to be stitched and not
stapled so that it can be Pass Book printer friendly. Information and entries shown in the CBS
Pass Books is for the information of public and there will be no legal liability of the
department with regard to the balance or transactions shown in the CBS Pass Books. Entries
relating to Penalty Fee charged in case of RD and PPF as well as Rebate paid only should be
made manually by hand by the user. Except these entries, no entry should be made by hand in
the passbooks in any departmental post office.

For the new accounts opened in CBS post offices, this Pass book should be issued. For,
migrated accounts, as and when old passbook is presented at the counter, first page of
passbook shall be re-printed on right hand side of next blank page and further transactions
happened in FINACLE CBS shall be printed from next page. Blank space left if any, on the
page being used currently before migration, should be cancelled by drawing lines in red ink.
On the title page, word “CBS” is to be printed. Title of passbook will not be printed by
FINACLE CBS application and counter assistant has to fill the information by permanent
marker.

STOCK REGISTER FOR CBS PASS BOOKS IN HEAD POST OFFICES

5(1) The H.Os., will obtain supply of CBS Pass Books by placing an indent in the first week of

January, April, July, October on the Postal Stores Depot. The stock on hand and the indented
quantity together will be equal to the requirement of six months. The indent will be in
manuscript and in the following form: -

(INDENT FOR THE QUARTER ENDING........... 20............ )

Number of CBS Pass | Stockinhand | Number required Remarks
Books used during the last
quarter

1

The indent will be prepared in duplicate; one copy being retained in the Head Post Office.

2

3)

It will be the duty of the Postmaster to ensure proper maintenance of Passbooks and stock of
Passbooks. Immediately when the supply of new CBS Pass Books is received, the Supervisor
should verify that the number of CBS Pass Books noted in the invoice has actually been
received. He should then make an entry of the receipt in the Stock register maintained
manually. He should enter the invoice number and date of the invoice and the balance in hand
in the stock registers maintained separately for both SB5 and SB5A.

The particulars of CBS Pass Books issued to S.Os should be entered in the registers
maintained separately for SB5 and SB5SA. The account numbers of the CBS Pass Books
issued for new accounts and in lieu of used up one and the account numbers of all duplicate
CBS Pass Books issued for lost and spoilt CBS Pass Books will be entered in the relevant
columns of stock register and balance will be struck.



“4) At the close of the day, the Supervisor should check the stock registers and see that the
balance of passbooks in hand is the tallied with stock shown in the register.

(5) Postmaster should check the stock of physical passbooks with reference to the stock register
and see that: -

(a) The entries showing the number of pass books issued for new accounts and serial numbers of
the accounts in question are correct by reference to the new accounts opened on that day..

(b) The entries showing the number of pass books issued in lieu of used up and spoilt pass books
and the serial numbers of the accounts in question are correct by reference to the receipts
taken from the depositors in respect of the accounts standing at the H.O. and the entry in the
S.B. Slip or B.O. Slip in respect of accounts standing at a S.O. or its B.Os or at a B.O. in
direct account with the H.O.

(c) The entries showing the number of duplicate pass books issued and the serial numbers of the
concerned accounts are correct by reference to the relative application containing his orders
for the issue of duplicate pass books; and

(d) The balance of passbooks in hand is the same as shown in the Stock Register.

(e) The stock of CBS Pass Books should remain in the Supervisor’s custody and be verified by
him daily with the balance shown in the stock register.

STOCK REGISTER OF CBS PASS BOOKS IN SUB OFFICES

6(1) For each sub post office, the Divisional Head will fix the authorized stock of CBS Pass Books
i.e SB5 and SB5A which should be the average requirement of two months.

(2)(a) The S.O. will place an indent on the Head Post Office at the beginning of every month for
replenishment of stock of CBS Pass Books upto the authorized limit fixed. The indent will be
prepared in duplicate in the following form, copy being retained in the SOs.

Stock in Hand Authorized stock Number required

The Head Office will make supplies to the Sub Post Office, after proper check over the
quantity indented for with reference to the authorized stock, under separate series of invoice
to each Sub Post Office. The invoice will be prepared in triplicate, serially numbered for each
Sub Post Office and two copies will be sent to the sub post office with the CBS Pass Books.
The serial number of invoices will run consecutively for each financial year. The Sub Office
will return one copy of the invoice to the Head Post Office duly acknowledged. The
acknowledged copy will be filed with the original invoice.

(b) In Sub Post Office stock register of CBS Pass Books in form SB-4(a) will be maintained in the
format given below separately for SB5 and SB5A:-



SPECIMEN OF FORM

SB-4(a)Stock Register of CBS Pass Books of Sub Office

Date | CBS Pass Books | CBS Pass Books issued Balance | Initials of | Remarks
received *Account number should be | in hand | sub-
mentioned for new accounts. after Postmaster
each
receipt
or issue
Particulars | No of | For new | In lieu of | Issued
of the | passbooks | accounts | used up | duplicate
invoice passbooks
(a) (b) (@) (b)
1 2 3 4 5

TRANSMISSION OF CBS PASS BOOKS

7.(1)When a CBS Pass Book is made over by a depositor to a Post Office for any purpose, a receipt
will be issued from SB-28.and handed over to the depositor.

(2) When a CBS Pass Book is made over by a depositor to a Post Office for dispatch to another
post office, it should be dispatched by service registered post and the receipt for the registered
article being given to the depositor. The words “CBS Pass Book of Post Office Saving/ RD/
TD/ PPF/NSS/MIS/SCSS/SSA (Account NoO.............cceeeveenn.n with a balance of
| T should be written on the receipt. When a CBS Pass Book is returned by the post
office to the depositor or sent by one Post Office to another, a similar note should made on the
receipt which should be given to the Saving Bank Assistant who should paste it in his receipt
book or case file.

(3) In the following cases, free transmission of CBS Pass Books from one post office to another is
allowed:

(i) As enclosure to a complaint or a deceased claim.
(ii) In response to a call from the post office for presentation of CBS Pass Book.

(iii) From a depositor on active service through the Field Post Office to his near relative for
operating on the account and vice versa..

REGISTER OF UNDELIVERABLE CBS PASS BOOKS IN DEPOSIT IN THE HEAD
OFFICES AND SOs

8.(1) Register of CBS Pass Books in deposits in H.O. :- If a depositor fails to take delivery of his
CBS Pass Book within 30 days from the date of its receipt in the HO or SO, the S.0. will
forward the CBS Pass Book to the H.O. duly entered in the list of documents with remarks




“Undelivered”. Whenever a CBS Pass Book is returned undelivered by a subordinate office
or is received by the H.O. from any other source (e.g. from the depositor himself) and remains
undelivered for any reason, particulars thereof should be entered in the Register of
undeliverable CBS Pass Books in deposit in the H.O. in the format given below:-

SPECIMEN OF FORM

SB 12(c)Register of undelivered CBS Pass Books in deposit in the Head Post

Office....

Date of receipt of | Account | Balance Name of Sub | Particulars regarding | Remarks

undeliverable CBS | Number or Branch | the final disposal of
Pass Book from sub Post  Office | the CBS Pass Book
or branch post from  which | with date of its
office or from any received  or | dispatch from the
other source. the person | HO or delivery to

from  whom | the depositor
received

2 3 4 5 6

2)

3)

4)

5)

6)

7)

8)

When a CBS Pass Book which has been brought on the register is returned to the depositor
either directly or through a subordinate office or in any other way, particulars regarding its
final disposal should be entered in the register.

The register and the CBS Pass Books entered in it should remain in the personal custody of
the Supervisor.

If a CBS Pass Book is not claimed within a period of three months from the date of its
original receipt at the H.O. it should be forwarded to the SBCO for safe custody. The
acquaintance of the SBCO for such CBS Pass Book will be obtained in the remarks column
of the relevant entry in the register.

Before the CBS Pass Book is sent to the SBCO, the balance shown therein should be
verified with that shown in the Finacle CBS application using relevant menu and the
remarks “Balance Rs............ verified and Passbook transferred to control organization
for safe custody on...............oooiiiiiinnn, ”

If an application for a CBS Pass Book which has been transferred to the SBCO is received
in the H.O., the CBS Pass Book should be called for from the SBCO by sending a
requisition duly signed by the Postmaster. On receipt of the CBS Pass Book from the
SBCO, a suitable note should be made in the register against the particular entry. A note in
the Register should be made as follows” Recalled and delivered to the depositor
on......... /dispatched to SO on............... ”

Such an application received in a SO should be forwarded to the HO indicating the date on
which the CBS Pass Book was returned to the HO as undelivered.

Register of CBS Pass books in deposit in SOs: The CBS Pass Books received from the
head office or any other source for delivery to the depositors will be entered in a manuscript
register to be maintained for this purpose in the form given below in order to keep their




proper account. The date of receipt will be noted on the top in the register. The serial
number in the register will run in an annual series starting from No. 1 in April each year.
The CBS Pass Books should be delivered to the depositors as soon as possible on their
surrendering the receipt (SB-28) granted to them duly signed and date of delivery noted in
the register. The details of CBS Pass Books sent to branch offices will be entered in the
register in the prescribed columns. The date on which the CBS Pass Book is finally
returned as undelivered to the Head Office will be noted in the register under initial of the
SPM in the prescribed column. A summary of the CBS Pass Books in hand showing the
closing balance on a day when there is change in the balance will be prepared in the
remarks column of the register by the sub postmaster under his dated signature. The receipt
should be pasted to the office copy of the receipt in the receipt book (SB-28).

Summary

(2) OPenINg DalanCe. ........o.euinii i
(D) CBS Pass BOOKS Ie€CEIVEA .. .vviiriintitit ittt e ettt et et eaeaanss
5 TR e
(d) CBS Pass Books delivered/returned to H.O. /sent to Branch Office.......................

(€) CloSING DALANCE ....coueniiii e

Date

Signature of the Sub Postmaster

The closing balance should be verified with the CBS Pass Books in hand. The register and the CBS
Pass Books entered in it should remain in the personal custody of the Sub Postmaster.

SPECIMEN OF FORM

Proforma for the Register of CBS Pass Books in Deposit in Sub Offices

Sl | Account | Type of | Name  of | Date of | Date on | Initial of | Remarks
No. | No accoun | branch delivery which the

t office to | To the | returned as | Supervisor

SB,RD | which the | depositor or | undelivered

, etc. CBS Pass | date of | to the Head

Book sent dispatch to | Office.
the B.O.

1 2 3 4 5 6 7 8

PAY-IN-SLIP (SB-103)

9.

(i)

(i) All deposits presented at the counter of Post Office will be accompanied by pay-in-slips
with counterfoil (SB-103) duly filled in by or on behalf of the depositor. The Counter
Assistant accepting the deposit should check the entries in both parts to see that they agree in
all respects and after transaction is done in Finacle CBS Application, note Name of Scheme
and Transaction ID in red ink on the upper right hand corner of the Pay-In-Slip.. The date-
stamp should be impressed at the marked place on both parts. The counterfoil will be signed,
detached and handed over to the depositor or his messenger. The pay-in-slip will serve as a
voucher for deposit. This voucher will be included in the Voucher Bundle along with other
vouchers.

The pay-in-slip is in two different colours viz. white (SB-103) for
Savings/TD/MIS/NSS/PPF/SSA accounts and yellow (SB-103) (a) for RD accounts.

Note: - The pay-in-slip can be filled in either in English or in Hindi or in the Regional language at the
option of the depositor.



10. Preliminary Receipt (SB-26): - (1) Preliminary receipts SB-26are printed in books of 50
receipts in triplicate for Branch Offices and are machine-numbered.

2)

3)

4)

5)

6)

7)

8)

In Extra-Departmental Branch Office, these receipts are to be prepared by the ED-BPM for
the first deposit in triplicate by double sided carbon paper with indelible pencil entering the
name of the person and the amount of deposit. The type of account for which receipt is
issued should be prominently noted at the top on both copies of the receipt, e.g., SB, TD
(------ year/s), RD/SSA, etc. After all three copies of the receipts are signed by the ED-BPM
the pencil copy should be given to depositor after noting the date on which he may attend
the post office to collect the pass book, the second copy to be sent to account office duly
entered in list of documents and third copy being retained in the book as office copy. The
number of receipt issued should be noted in the remarks column of BOSB/RD/TD/SSA
Journal and Specimen Signature book in red ink.

If a preliminary receipt is spoiled, the word “Spoiled” should be written across all the
copies of the receipt under the dated signature of the E.D.B.P.M. First and second copies
should be sent to the Account Office (HO/SO) duly entered in the BO Daily Account with
appropriate remarks.

On receipt of the original and duplicate copies of a preliminary receipt from a Branch Post
Office with the remarks “Spoiled”, the Sub/Head Postmaster will, after verification and
counter-signature, return the original to the Branch Office and file the duplicate in his
office. When the receipt is receive back at BO from the Account Office after verification
and counter signature by the Postmaster, it should be pasted to the office copy of the receipt
by the BPM

The Account Office of a Branch Office will maintain an Index to Savings Bank preliminary
receipts issued by the Branch Offices in account and keep a watch over the use of the
receipts in serial order. The duplicate copies of the preliminary receipts received from the
Branch Offices should be filed in the Account Office in monthly bundles Branch Office-
wise.

A designated Savings Bank Assistant in HO/SO will maintain an index of preliminary
receipts which will have entries for Extra-Departmental Branch offices. The index should
be in the form of index to preliminary receipts (MS-15). On receipt of the vouchers from
BO, he will check that the first serial number is in continuation of the last serial used and
that all serial numbers are in a consecutive order. He will enter the numbers of preliminary
receipts issued by each ED Branch Office in the index (MS-15) and initial the entry. He
will put up the index to the Supervisor who will initial the entry with date after satisfying
himself that the prescribed check has been carried out. In case of any discrepancy in
continuity of serial numbers, the SB Assistant should promptly bring the fact to the notice
of the Supervisor for necessary action.

The Head Office/Sub Office is responsible for supply of preliminary receipts book to Extra-
Departmental Branch Office in direct account only when the receipts in the book in use are
about to be exhausted. To ensure against double supply, a note with the date of supply of
the receipt book should be made in the index to preliminary receipt books (MS-15). In
case of Branch Offices, in account with the Sub Office, HO on recipt of requisition, will
supply SB-26 to Sub Office for supply to its BOs. The date of supply of receipt book
should be intimated to the Divisional Superintendent for verification at the time of
inspection.

When a Branch Office is closed, the Savings Bank preliminary receipt book should be sent
to the Head/Sub Office concerned where the unused receipts will be examined. The unused



11.

9)

receipts will be destroyed personally by the Supervisor after making suitable remarks in the
index to the preliminary receipts.

In case the loss of original receipt is reported by the depositor at EDBO, following
procedure is to be adopted:- When a depositor reports the loss of the original receipt, he
should be asked to submit a written application giving full particulars of the first deposit
and stating the circumstances in which the original receipt was lost. If the depositor is
illiterate, his mark or seal on the application should be attested by a respectable person
known to the applicant and known to the post office. The signature and other particulars
mentioned in the application should be carefully verified and when the genuineness of the
application has been established, the following certificate should be recorded on the
application by the GDSBPM under his dated signature:-“Certified that the particulars of the
first deposit and the signature of the depositor have been verified by me and found correct”.
The application should be forwarded to the Account office for verifying the signature of the
depositor and for orders (to be recorded on the application itself) regarding delivery of the
CBS Pass Book to the applicant. After the orders are passed by the Postmaster, the
application with the orders thereon should be pasted to the office copy of the preliminary
receipt. The CBS Pass Book should be delivered to the depositor on obtaining his receipt
on the office copy of the preliminary receipt (PR) on which the following endorsement
should be made by the GDSBPM under his dated signature. “Delivered on proper
identification and after verification vide application dated..................... of the depositor
pasted herewith”. The application will then be pasted along with office copy of PR.

Receipt for depositor’s CBS Pass Book(SB-28):- (1) A receipt (SB-28) printed and
machine numbered in books of 50 receipts will be given to the depositor when his CBS Pass
Book is taken from him and cannot be returned to him immediately but has to be retained in
the office.

2)

3)

4)

5)

6)

The receipt is to be prepared in duplicate by carbonic process using double sided carbon
paper with an indelible pencil by the Counter Assistant entering the account number, name
of the depositor and the balance at credit. Both copies should be impressed with the date
stamp and signed by him before the receipt book is placed before the APM/SPM for check.
After the entries are checked and both copies of the receipt signed by the APM/SPM, the
pencil copy will be given to the depositor after noting the date on which he should attend
the post office to collect the CBS Pass Book and the carbon copy retained in the book.

When the CBS Pass Book is delivered to the depositor, his copy of the receipt (SB-28),
duly signed by him in token of having received the CBS Pass Book, will be taken back
from him and pasted to the office copy of the receipt. The signature of the depositor
appearing on the receipt should be compared with the specimen signature on record before
delivering the CBS Pass Book.

The current book of receipts should remain in the personal custody of the APM/SPM at the
close of the day’s transactions when he should see that the unissued receipts in book are
intact and put his dated signature on the reverse of the last used receipt.

The APM/SPM will review the receipt books at the close of each month in order to see that
all the receipts are properly accounted for and that the depositor’s copies of the receipt
containing acknowledgement for the CBS Pass Books are on record duly pasted to the
office copies before the books are transferred to record.

If the receipt is spoilt the word “spoilt” should be written across both the copies of the
receipt under the dated signature of the APM/SPM which may be kept on record. If the
receipt is spoilt in the branch office, the branch office will forward the original copy of the



spoilt receipt to its account office which will return the same to the branch office after
verification and counter-signature.

7) The Head/Sub Post Office will maintain an index of receipts (SB-28) issued by the Branch
offices in account with it in form MS-15 with reference to the relevant entries in the BO
daily account and ensure that the receipts are serially issued.

8) The Head Office is responsible for the supply of receipt books (SB-28) to the sub and
branch post offices. A fresh receipt book will be supplied to the sub and branch office in
direct account on receipt of requisition from SPM/BPM. In case of branch offices in
account with the sub office, a fresh receipt book will be supplied on receipt of requisition
from the sub office. Care should be taken to guard against double supply of receipt book
against the same requisition. The date of supply of the receipt book should be intimated to
the Divisional Superintendent/Inspector of Post Offices, as the case may be, for verification
at the time of inspection.

9) When a branch office or sub office is closed, the receipt book should be sent to the H.O.
where the unused receipts will be examined. The unused receipts will be destroyed
personally by the Supervisor after making a suitable remark in the index receipts (MS-15).

10) When a depositor reports the loss of the original receipt, he should be asked to submit a
written application indicating the account number and last balance in the CBS Pass Book
and stating the circumstances in which the original receipt was lost. If the depositor is
illiterate, his mark or seal on the application should be attested by a respectable person
acquainted with the applicant and known to the post office. The signature and other
particulars mentioned in the application should be carefully verified and when the
genuineness of the application has been established, the following certificate should be
recorded on the application by the APM/SPM under his dated signature.

“Certified that the last balance shown in the application and Signature/L.T.I. of the depositor have
been verified by me and found Correct.”

After the orders are passed, the CBS Pass Book should be delivered to the depositor on obtaining his
receipt on the reverse of the office copy of the receipt on which the following endorsement should be
made by the APM/SPM under his dated signature.

“Delivered on proper identification and after verification vide application dated......... of the
depositor pasted herewith.

The application with orders thereon should be pasted to the office copy of the receipt.
SUPPLY OF SAVINGS BANK ACCOUNT STATEMENT

12.  Adepositor may obtain account statement of his Savings Account in Post Office working on
CBS platform in lieu of passbook on payment of such fees specified by the central
government by notification in the official gazette. Balance and transactions shown in the
passbook or statement of accounts shall be for the information of the depositor.

TYPES OF SAVINGS ACCOUNTS
13. From 13.5.2005, only individual accounts can be opened under Rule 4 of Post Office Savings
Account Rules, 1981. Following types of accounts can be opened in the FINACLE CBS

Software:-.

(i) Single/Joint account with Cheque Book or without cheque book.



(il)) Minor account opened through Guardian.
(iii)) Lunatic Account opened on behalf of a person of unsound mind through Guardian
(iv) Pension Account.

™)

Sanchayika Account. (discontinued from 1.10.2016)

(vi) Account not bearing interest
(vii) Basic Savings Account (Zero Balance)

A brief detail of each type of account is given below: -

(i) Single and Joint Account with or without cheque book: -

(@)

(b)

(i)

Single accounts can be opened by an adult or a minor of the age of 10 years or more. Joint
account can be opened by two or three adults to be operated by them (a) jointly or by the
survivors/survivor which is called Joint-A type account (b) either of them/any of them or
either of the survivors or survivor which is called Joint-B type account. Any number of
accounts can be opened by the depositor(s) but NOT more than one single, one joint account
and one Minor Account as Guardian can be opened in each post office. A person can open
two joint accounts with two different partners at the same post office. For example, if A,B and
C open a joint account in one post office, A can also open separate joint accounts wirh B & C
respectively. In other words, A can open one separate Joint Account with B and another
separate Joint Account with C. If the applicant applies for cheque book, account can not be
opened with initial deposit of less than Rs.500/-. Otherwise, account can be opened without
cheque book with Rs.20/- as initial deposit.

Any individual of the age between 10-18 years, who opens account in POSB without
guardian, has to submit revised account opening form (AOF) on attaining the age of 18 years
with fresh KYC documents. Revised AOF and KYC documents should be attested by the ex-
guardian. Otherwise, all transactions of such accounts will be frozen from the day he/she
attains the age of 18 years.

Minor’s Accounts: - Only guardian can open account on behalf of a minor. Guardian in
relation to a minor means: -

Father or mother, and

* Where neither parent is alive, or where the only living parent is incapable of acting, a person

entitled under the law for the time being in force to have the care of the property of the minor.

a) If an account is to be opened on behalf of a minor, the application form for opening the account

should be submitted by the guardian of the minor. If only year of birth is known by the
guardian and exact month and date of birth is not known, the 1* July of that year will be taken
as Date and month of birth and in case only date is not known, 16™ of the month will be taken
as the date of birth.

b) The minor, on whose behalf account has been opened by the guardian, on attaining majority

should fill in account opening form (AOF) duly attested by the guardian and present his
Identification/Address proof and photograph to post office where account stands. If he/she
desires to continue the account, a following additional declaration is required to be given on
plain paper in manuscript:-

“] further declare that I have/I shall have, after the expiry of one month from the date of my
attaining majority, not more than one account standing in my own name at any Post Office
Savings Bank. In the event of this declaration proving incorrect, I shall be liable to forfeit



interest from the date of my attaining majority to the date of closure of all such accounts
found open in any Post Office”. The declaration should be attested either by the person who
was operating the account or by a trustworthy person known to the Post Office.

¢) The revised AOF alongwith Annexure-I or II and KYC documents including separate
declaration if given should be kept in the post office in A4 size Guard File. Duplicate KYC
Form should be sent to Circle processing Centre (CPC) for further processing.

Note: Once the minor attains majority, the status of account will automatically be shown as “freeze”
in FINACLE CBS Application. During the next transaction, in CMRC menu option, in account
modification option, “mode of operation” to be changed to 012- self to enable the ex-minor to operate
the account independently.

(iii) Lunatic Accounts opened on behalf of persons of unsound mind through Guardian: -

a)

b)

An account may be opened on behalf of a person of unsound mind under the conditions
mentioned in rule 4(1)(d) of the Post Office Savings Account Rules, 1981.

An account opened on behalf of a person of unsound mind by a manager or guardian
appointed by a Court of Law or the Superintendent of a Mental Hospital, may, in the event
of the court or the Superintendent of Mental Hospital subsequently declaring such person of
unsound mind to be sane, be operated by the ex-lunatic on his/her furnishing the following
additional declaration in addition to a fresh account opening form (AOF) ,“I further declare
that I have/I shall have, after the expiry of one month from the date of my becoming sane,
not more than one account standing in my name at any Post Office Savings Bank. In the
event of this declaration proving in-correct, I shall be liable to forfeit interest from the date
of my being declared sane to the date of closure of all such accounts found opened in any
post office”.

The revised AOF along with Annexure-I or II and KYC documents including separate
declaration if given should be kept in the post office in A4 size Guard File. Duplicate KYC
Form should be sent to Circle processing Centre (CPC) for further processing.

(iv) Pension Accounts: -

a)

b)

A pension account can be opened by the Pensioners of Railway, Postal, Telecom or any
other Organization (with whom agreement has been signed by the Department) for the
credit of monthly pension automatically in their pension account by the Postmaster. Only
one pension account can be opened by the Pensioner. He can also open an ordinary single
and joint account in addition to the pension account in the same post office. In this
account, the amount of pension will be credited by the Postmaster every month and the
pensioner can withdraw the amount from the account at his convenience. The pensioner
cannot deposit any other money in this account. A Pension account can also be opened in
Joint capacity but only with spouse of Pensioner whose name is entered in the PPO.

In a pension account, the Head Savings Bank or Sub Savings Bank is authorized to recover
any amount credited in excess of the eligible amount. An application for withdrawal will
be used for the purpose with suitable remarks showing the reasons for the withdrawal. An
intimation to the pensioner should be sent in that case explaining why the balance in his
account is reduced.

(iv) Sanchayika Accounts: - This was introduced by MOF(DEA) from 22.06.1970 and
discontinued for opening of these accounts from 1.10.2016. However, already opened
Sanchayika Accounts shall be treated as normal savings account.



(vi) Accounts not bearing interest:- If at the time of opening an account, the intending depositor

b)

expresses his unwillingness to receive interest on the deposits in his account, he should be
requested to record a statement to that effect under his own signature in the application form
for opening of the account. The words “No interest” should then be written prominently in red
ink across the top left hand side of the application form, on page one of the pass book given to
the depositor and at the head of the depositor's account in the FINACLE CBS Application.

If a depositor who has opened an account not bearing interest applies afterwards to get
interest in his account, he should be allowed to change the option midway during the currency
of the account.

If a depositor who has opened Savings account(s) bearing interest, declines afterwards to
accept interest, interest will cease to accrue from the year in which the application is made.
The words “No Interest” should be written in the pass book and entered in FINACLE CBS
Application. The depositor should submit a fresh application form (AOF) which should be
kept along with the old form.

Note: - Only Savings accounts can be opened under this option.

(vii)

(a)
(b)

(©)
(d)

(e)
)

(2
(h)

(@)

0

(k)
M

Basic Savings Account:-Ministry of Finance (DEA) has vide its notification issued vide
F.No. 2/6/2006-NS-II dated 20.5.2011 has introduced another category of savings account
called “Basic Savings Account” under newly inserted Rule 4A (1) of Post Office Savings
Account Rules 1981 and renamed all “Workers Wage Accounts” opened under Rule 4A of
POSA Rules 1981 as well as all Old Age/Widow/Disabled Pensioners Accounts opened under
Indira Gandhi National Old Age Pension Scheme, Indira Gandhi National Widow Pension
Scheme and Indira Gandhi National Disabled Pension Scheme vide Rule 4B of POSA Rules
1981 as “Basic Savings Accounts” from 20.5.2013. Rule 4B of POSA Rules 1981 has been
deleted from 20.5.2013. Main features of this type of savings account and the procedure to be
followed for opening and operating this type of account(s) is given below: -

A registered adult member of any Government Welfare scheme can open Basic Savings
Account at any Post Office including EDBO.

A guardian of a minor whose name is registered for any Government Welfare Scheme can
also open Basic Savings Account at any Post Office including EDBO.

Only one account can be opened by the beneficiary.

No minimum amount will be required to open such account and no minimum balance
needs to be maintained in such accounts.

Any Government benefit or any other deposit can be made in these accounts.

These accounts will have all the facilities that have been provided for normal Savings
Account except that these will be non cheque accounts.

Only a single account may be opened under this category.

The depositor who desired to open Basic Savings Account under this category has to
provide copy of letter/card issued by a competent authority of any State or Central
Government Department mentioning registration/enrollment number under any welfare
scheme. No account will be opened without providing this information.

The Branch/Sub/Head Postmaster will compare this document with the original under
his/her dated signatures. The depositor has to provide one document as Address Proof from
the documents prescribed for Low Risk Accounts and photograph(s) as required for Low Risk
Category of Accounts.

All other formalities applicable to normal savings account i.e. Specimen Signatures, issue
of PR in EDBO, issue of passbook etc. will be followed.

Interest will be credited in such accounts by following the normal procedure laid down
for savings accounts.

These accounts will not be treated as silent.



(m) All existing Zero Balance Accounts opened either under NREGS module of Sanchaya
Post or opened manually for NREGA Workers or Indira Gandhi National Old
Age/Widow/Disability Pensioners will be renamed as “Basic Savings Accounts”.

SPECIMEN SIGNATURES AND PHOTOGRAPH

141) For each type of accounts, specimen signatures and photograph of the depositor(s) are required
to be maintained for verifying the signature and their identity. The account opening forms
(AOF) containing specimen signatures and photograph are to be retained in the Post Office
and kept safely in A4 size Binder and KYC Form (Annexure-II) (to be taken only once unless
there is a change in the same) should be sent to CPC which will scan and upload the same
against the relevant account number for future reference.

2) The specimen signature/photograph in the FINACLE CBS Software should be used to verify
the signature or identity of the depositor at the time of withdrawal, closure, transfer or change
of status of the account etc. This can be viewed by using the relevant menu in Finacle CBS
Application.

3)If it is noticed that the signature of a depositor has changed owing to any change in his
handwriting or that a depositor has altered his manner of signing his name, he should be
requested to give fresh specimen of his newly adopted signature and fresh Identity as well as
Address proof in Annexure-II in duplicate. After satisfying that the documents are genuine,
the Supervisor should send one copy of the Annexure-II to CPC for scanning and attaching to
the account and keep the office copy in Guard File.

4) When there is change of incumbent in the case of an account opened by the Superintendent of a
Mental Hospital on behalf of a patient confined in any such hospital, same procedure as
mentioned in (c¢) above shall be followed.

5) In case of illiterate depositors, left hand thumb impression (LTI) of female and right-hand
thumb impression (RTI) of male depositors are required to be taken instead of signatures.

6) Supervising Officers should make a point of checking at random the specimen signatures
uploaded to Signature Verification System (SVS) in FINACLE CBS Application at the time
of inspection. Head and Sub Postmasters should examine the Signature Verification System in
FINACLE CBS Application periodically to see that the signatures are uploaded for all the
accounts opened in their office and ensure that withdrawals in accounts of other SOL IDs
from Savings Bank accounts are not allowed in the absence of specimen signature in SVS.

NOMINATION

151) Individual(s) opening a single or joint account may nominate any person or persons who in
the event of his/their death shall become entitled to receive the payment of the amount due on
the account by filling in the required details in the account opening application form (AOF).
In case of first nomination, the counter PA will enter all the details in the option of nomination
in the FINACLE CBS Software. The depositor(s) of an existing account may also apply for
registration of nomination, its cancellation or variation in the Post office where account stands
at any time after opening the account in form (SB-55) together with the CBS Pass Book. The
depositor has to submit fresh identity as well as Address proof along with SB-55 form. The
depositor has to bring in one witness for registration of nomination whose ID and Address
proof should also be attached. The Counter PA/Supervisor, after satisfying with the identity of
the depositor and accepting of witness, will go to Account Modification menu and modify the
nomination details in the Finacle CBS software and keep relevant documents in a separate
Guard File.



2) No nomination shall be made in respect of an account opened by or on behalf of a minor or a

person of unsound mind.

3) The nomination, its cancellation or variation, when it is registered, takes effect from the date on

which it is entered in the FINACLE CBS Software.

4) The nomination status as ‘Y’ for Yes and ‘N’ for no will be printed in the Passbook. In case

)

6)

7

8)

9

10)

11)

12)

depositor desires to have name of the nominee or nomination registration number in
Passbook, the same should be entered manually.

A nomination made by a depositor under sub-rule (1) may be cancelled or changed by the
depositor. A fee of rupee one shall be chargeable on every application for registration of a
nomination or of any variation in nomination or cancellation thereof; provided that no fee
shall be charged on an application for registration of the first nomination. Whenever depositor
desires to change or cancel a nomination he should fill in the prescribed form of application
(SB-55) and present the same along with the pass book with the prescribed fee in postage
stamps affixed on it. The application will be verified in the same manner as an original
application for nomination. In the account modification menu, the counter PA has to enter the
nomination details with reference to the SB-55 and supervisor has to approve the same.

In case of cancellation, a rubber stamp “Nomination cancelled” should be affixed on (a) the
original application for nomination form (SB-3)/AOF/application (SB-55) (b) the pass book.
The application for cancellation should be filed with the original application for nomination
for all types of accounts.

In case of change, a rubber stamp ‘“Nomination altered under No......... on (date)......
should be affixed on (i) the original application in form (SB-3)/AOF/application for
nomination (S.B.-55) (ii) the pass book. In the account modification menu, the counter PA has
to enter the new nomination details with reference to the SB-55 and supervisor has to approve
the same and the new nomination registration number to be entered in the passbook manually.

The postage stamp affixed on the application should be defaced with the date stamp of the
office.

The application for nomination (Form SB-55) will be kept in a guard file. The application for
cancellation or change (SB-55) should be filed in the guard file along with original
application for nomination or application form (SB-3)/ (AOF).

Note: -If for any reason the application for nomination or change in nomination given by the
depositor is not accepted, he should be informed in writing the reasons for non-acceptance.

When a depositor makes a nomination or cancels/changes the nomination already made, using
form SB-55 at the sub office, the Sub Postmaster will make change/cancel/alter the
nomination using Account Modification Menu in Finacle. Sub Postmaster will keep SB-55 in
the guard file in SO.

For an account standing at a Branch Office, the Branch Postmaster will send the form SB-55
to the Account office along with Passbook to Account Office. The Account office will deal
with it as it would have tendered at the Account Office. First Page of Passbook should be
printed again from Passbook Printer showing Nomination as “Y” and return the pass book to
the Branch Post Office for delivery to the depositor.

When an account is transferred from one SOL ID to another SOL ID, there will not be any
change in already registered nomination details.



Note: -If the nomination was not registered in the usual course due to omission on the part of post
office, it can be registered at a later stage even after the death of the depositor. The nomination will be
valid in such cases.

OPENING OF SAVINGS ACCOUNT
GENERAL RULES

Collection of Know Your Customer (KYC) documents and Account Opening Form (AOF)

16.

(1)

All customers according to the amount involved at the time of opening of account or purchase
of Savings Certificates or credit of maturity value into an existing account (where KYC are
not submitted) have been categorized with the perspective of risk involved. The
categorization is as under: -

Low Risk
Where the customer opens account or applies for purchase of certificates or applies for credit

of maturity/prematurity value of any existing savings instrument with an amount up to Rs.
50,000/- and balance in all accounts and savings certificates does not exceed Rs. 50,000/-.

(ii) Medium Risk

Where the customer opens account or applies for purchase of certificates or applies for credit
of maturity/prematurity value of any existing savings instrument with an amount exceeding
Rs. 50,000/- but up to Rs.10 lakh and balance in all accounts and savings certificates does not
exceed Rs.10 lakh.

(iif) High Risk

Where the customer opens account or applies for purchase of certificates or applies for credit
of maturity/prematurity value of any existing savings instrument with an amount exceeding
Rs.10 lakh and balance in all accounts and certificates exceed Rs.10 lakh.

16(a) Customer Identification Procedure: Customer Due Diligence/Know Your Customer

(KYC) norms

Following will be the CDD/KYC norms to be followed in case of opening of new accounts/purchase
of certificates falling under different types of accounts or Savings Certificates: -

Applicable to all types of Savings schemes including Certificates excluding Pension and Basic
Savings Account.

FOR LOW RISK CATEGORIES

PHOTOGRAPH
Two (three in case of EDBO) recent Passport Size Photographs are to be given. In case of Joint Account,
separate photo of all joint holders should be given.

IDENTIFICATION PROOF ADDRESS PROOF
Any one of the following documents

Proof

Electoral Photo Identity card,

Ration Card with photograph. address

Any one of the following documents for Address

® Bank or Post Office Passbook/Statement with current




® Passport,

® Driving License,

® POSB Identity card/ Post Office Identity Card,
Identity card from Central/State Government
or PSU e.g PPO, BPL card, Job card issued
under MG-NREGA duly signed by an officer
of State Government.

® Photo Identity Card issued by recognized
University/ Board/
/College/School.

® The letter issued by the Unique Identification
Authority of India (UIDAI) containing details
of name, address and Aadhaar number.

Education

Passport with current address.

Ration Card with current Address.

Electricity Bill of not more than three months old
Telephone Bill of not more than three months old
Salary Slip of reputed Employer with current
address.

Certificate from any Public Authority/Postman or
Gram Dak Sewak Delivery Agent or Branch
Postmaster.

The letter issued by the Unique Identification
Authority of India ( UIDAI) containing details of
name, address and Aadhaar number.

FOR MEDIUM RISK CATEGORIES

PHOTOGRAPH

Two (three in case of EDBO) recent Passport Size Photographs are to be given. In case of Joint Account,
separate photo of all joint holders should be given.

IDENTIFICATION PROOF
Any one of the following documents

ADDRESS PROOF
Any one of the following documents for Address
Proof

® PAN card or letter issued by I T Authority
quoting PAN or Declaration in Form 60 or 61.

If only Declaration in Form 60 or 61 is

provided then one of the following
documents are to be given for Identification
Proof.

® Electoral Photo Identity card

® The letter issued by the Unique Identification
Authority of India (UIDAI) containing details
of name, address and Aadhaar number.

® Passport,

® Driving License,

® Ration Card with photograph.

® Photo Identity Card issued by recognized

University/ Education Board/
/College/School.

® Identify card from Central/State Government
or PSU.

Bank or Post Office Passbook/Statement with
current address

Passport with current address.

Ration Card with current Address.

Electricity Bill of not more than three months old
Telephone Bill of not more than three months old
Salary Slip of reputed Employer with current
address.

Certificate from any Public Authority/Postman or
Gram Dak Sewak Delivery Agent or Branch
Postmaster.

The letter issued by the Unique Identification
Authority of India (UIDAI) containing details of
name, address and Aadhaar number.

FOR HIGH RISK CATEGORIES

PHOTOGRAPH

Two (three in case of EDBO) recent Passport Size Photographs are to be given. In case of Joint Account,
separate photo of all joint holders should be given.

IDENTIFICATION PROOF

| ADDRESS PROOF




Any one of the following documents

Any one of the following documents for Address
Proof

® PAN card or letter issued by I T Authority quoting | ® Bank or Post Office Passbook/Statement with

PAN or Declaration in Form 60 or 61.

current address
® Passport with current address.

If only Declaration in Form 60 or 61 is provided | ¢ Ration Card with current Address.

then one of the following documents are to be | o

given for Identification Proof.

® Electoral Photo Identity card

® The Iletter issued by the Unique Identification
Authority of India (UIDAI) containing details of

name, address and Aadhaar number.
® Ration Card with photograph.
® Passport,
® Driving License,

® Photo Identity Card issued by recognized

University/ Education Board/ /College/School.

® Identify card from Central/State Government or

PSU.

Note: - In case of SCSS account, where interest
payment in exceeding Rs 10,000/- in a financial
year and declaration in Form 15G or 15H is

not given, copy of PAN Card is mandatory.

Electricity Bill of not more than three months old

® Telephone Bill of not more than three months old

e Salary Slip of reputed Employer with current
address.

® The letter issued by the Unique Identification

Authority of India (UIDAI) containing details of
name, address and Aadhaar number.

PROOF OF SOURCE OF FUND

The customer has to submit copy of document showing source of receipt of funds tendered for

investment

KYC documents required for opening of Pension Accounts.

PHOTOGRAPH

Two (three in case of EDBO) recent Passport Size Photographs are to be given. In case of Joint Account,
separate photo of all joint holders should be given.

IDENTIFICATION PROOF ADDRESS PROOF

Any one of the following documents for Address Proof

Copy of PPO issued by competent Authority.

Bank or Post Office Passbook/Statement with current
address

Passport with current address.

Ration Card with current Address.

Electricity Bill of not more than three months old
Telephone Bill of not more than three months old

The letter issued by the Unique Identification Authority of
India (UIDAI) containing details of name, address and
Aadhaar number

Certificate from any Public Authority/Postman or Gram
Dak Sewak Delivery Agent or Branch Postmaster.

KYC documents required for opening of Basic Savings Accounts: -




PHOTOGRAPH
Two (three in case of EDBO) recent Passport Size Photographs are to be given.

IDENTIFICATION PROOF ADDRESS PROOF
Any one of the following documents for Address Proof

e Ration Card with current Address.

Copy of Registration/Enrollment | e Electricity Bill of not more than three months old
card/letter issued by competent | o

i ; Telephone Bill of not more than three months old
Authority with photograph.

® The letter issued by the Unique Identification Authority of India
(UIDAI) containing details of name, address and Aadhaar number

® (ertificate from any Public Authority/Postman or Gram Dak Sewak
Delivery Agent or Branch Postmaster.

GENERAL

ATTESTATION OF PHOTOCOPY OF DOCUMENTS

Documents should be self-attested or in case of illiterate depositors should be attested by Gazetted
Officer/Sarpanch/ Branch/Sub/Head/Chief Postmaster or Postman/Gram Dak Sewak Delivery Agent. In case
of investment through agent, these documents should also be attested by the agent.

IN CASE OF JOINT ACCOUNT
In case of Joint Account, ID and Address proof of all depositors are required.

IN CASE OF MINOR ACCOUNT
In case where the account/certificate holder is minor, the norms shall be applicable to the guardian.

IF ID PROOF IS HAVING ADDRESS ALSO

In case of Passport, Ration Card and Aadhaar Card, if address mentioned in account opening or Purchase
application form matches with the address given in these documents, there is no need to give separate address
proof.

IN CASE OF WIFE, SON, DAUGHTER, PARENTS etc.

In case, wife, son, daughter and parents etc. who live with the father/mother and son, as the case may be, ID
proof and Address Proof of the relative with whom the prospective customer is living along with a declaration
from the relative that the prospective customer who wants to open an account or purchase a certificate is
staying with him/her.

OPENING OF ACCOUNT IN FINACLE CBS SOFTWARE EITHER IN HO OR SO
Scrutiny of Account Opening Form (AOF)
16(b) Application of depositor: -

1)If a person wishing to open an account attends the post office or sends his messenger, he or his
messenger should be requested to fill in AOF for opening of account and pay-in-slip (SB-
103). In case he is an illiterate person, the post office staff may guide him or his messenger in
filling in the AOF. The depositor should be asked to fill KYC Form (Annexure-II) and also
submit Know Your Customer (KYC) documents as per risk categorization given in Rule 16(a)
above (to be submitted only once at the time of CIF creation).

2)The AOF and KYC Form (if submitted) should be scrutinized by the Counter Assistant to see
that all the mandatory fields marked as * are correctly and legibly filled in. He will also
check the entries on the foil and the counterfoil of the pay-in-slip to ensure that the entries in
both parts agree in all respects. The following points should be particularly looked into: -

(i) The depositor has given his/her full name and address to enable the department to distinguish
him/her from another person of the same name.



(i)

(iii)

(iv)

™)

(vi)

The depositor has filled the field of last name as it is mandatory in Finacle CBS for opening
an account. If depositor is not having last name, he/she should be asked to fill first name as
last name.

The depositor has filled his/her date of birth as it is mandatory to fill the same in Finacle CBS.
If the date and month of birth of any individual is not known, the 1% of July of the year of
birth will be taken as the date of birth. If only the year and month are known, 16" of the
month should be taken as the date of birth.

The entries in the application form regarding nomination have been filled in legibly and
witness has signed at the relevant place. Self-attested, Identity and Address proof of witness
has been attached.

In the case of an illiterate, blind and physically handicapped applicant wishing to avail the
facility of operating his/her account through a literate agent, letter in prescribed form duly
attested by a respectable person known to post office authorizing the agent to transact on
his/her account should be obtained. Self-attested Identity and Address proof of the agent and
witness should be obtained. The words “through agent” should be got noted on the application
form and the specimen signature of the agent should be obtained on the application form in
the presence of the Supervisor who should attest it.

If depositor has applied for ATM card or e-Banking or Mobile banking or SMS Banking,
relevant fields in the account opening form has been properly filled and e-mail ID as well as
Mobile number has been furnished.

(vii) Pasting of photo in AOF and KYC Form (if submitted) in the relevant field is mandatory.

Counter PA has to ensure that photo is horizontally pasted and the same should not go beyond
the space provided in the form.

(viii)In case of Joint Accounts, separate photo of each depositor should be pasted at the relevant

(ix)

space.

Note 1: - The signature in the application form, if it is in English, must be in running hand
and not in block letters.

Note 2: While anyone else can fill the form and pay-in-slip on behalf of the depositor, the SB
Assistant, the Sub Postmaster and the Branch Postmaster of the post office of the deposit is
prohibited from filling the form on behalf of the depositor.

Note 3: The initial deposit for opening of savings account shall be accepted only in cash
from 1.1.1990. This restriction will not apply to accounts of other schemes.

Note 4: - Printers ink which is supplied for use with metal stamps and also Magenta ink can
be used for taking thumb mark of the illiterate depositors who desire to open an account in the
Post Office Savings Bank on application for opening of account.

Note 5: - Adepositor whether literate or illiterate who has lost both of his/her hands can
operate the account through the toe impression of his/her foot.

If a person wishing to open an account is a minor, and he/she desires to open account in
his/her own name and operate it, he/she must himself submit the application form signed by
him/her. No minor, however, has the right to open an account in his/her own name, unless
and until he/she has attained the age of ten (10) years on the date of opening of account.



x)

When a person other than the Superintendent of a Mental Hospital or the Guardian applies for
opening an account on behalf of a person of unsound mind, he should be requested to produce
the order of a court appointing him as the person of unsound mind’s manger or guardian.

(xi) The normal AOF should be used and after the entry of the name of the person opening the

(xii)

account, the name of the person of unsound mind should also be noted in the AOF.

The counter PA will hand over all the documents to Supervisor for scrutiny who will verify the
genuiness of KYC documents from the original documents produced, tally photograph either
with the person or with photo ID proof submitted, name and address written in the application
with the KYC documents and allow for opening of account by placing his/her dated signatures
on the application form and return the same to the Counter PA.

Creation of customer Information File (CIF)

16(c)

The Counter PA should first check if the customer is an existing depositor or a new

customer. For doing this check, following procedure should be followed: -

1)

2)

3)

4)

5)

The Counter PA has to use CDEDUP menu option in FINACLE CBS Software to do a De-
duplication check by using the relevant function in the menu. This search will have following
fields: -

First Name

Middle Name

Last Name (Mandatory Input)

Passport Number

PAN Number

Driver’s License Number

Date of Birth

Preferred Phone Number

Postal code

Any combination of the above parameters can be entered to perform a de-duplication search.

The matching records for the given search criteria will be displayed by the system. The
Counter PA will validate the records displayed by the system to check if the match is valid. If
the match is confirmed to be valid, then the he will search Customer Information File(CIF)
Number and see the KYC status of that CIF. If status is KYC Doc. Submitted and name and
address mentioned in AOF tallied with that of mentioned in the CIF, then there is no need to
obtain fresh KYC documents. Otherwise, these documents will be taken as usual and User
should modify the CIF based on fresh documents by following the CIF modification process
and submit to Supervisor for verification. Fresh KYC documents should be filed in the office
and KYC Form (Annexure-II) should be sent to CPC for further process.

If no matching record is found then the Counter PA will perform the following actions: -

Enter the data into the CBS system through the CCRC menu option. CBS system will not
allow customer creation unless all the mandatory fields are not filled. User should enter
details of KYC documents in the relevant fields and change KYC Documents to “KYC
Documents Submitted”

The Counter PA should write CIF ID number generated by the CBS System on AOF and
Annexure-II i.e. KYC Form and submit the same along with other related documents to the
Supervisor for verification.

Supervisor should verify all the documents with the data entered by Counter PA through
his/her own Login ID and Password using same menu and after satisfying him/herself, will
click on submit button. The CIF ID generated will become active in CBS system.



17.

(1)(@)

(1)(b)

2

3)

Opening of account

The Counter PA should open Account Opening screen in CBS system using CASBAO menu
and enter CIF ID in the relevant field. Most of the fields will be auto-populated based on the
data entered at the time of CIF creation. Scheme code should be selected from the drop down.
If status of KYC Documents is shown as “KYC Documents not submitted”, Annexure-II i.e.
KYC Form along with KYC documents should be obtained and through CIF Modification
menu i.e. CMRC, KYC details should be entered. Then user has to change status as “KYC
Documents submitted”. This should be verified by Supervisor using its own login ID in the
same menu. If nomination details are filled in AOF, Counter PA should examine the
nomination details and see that all required columns have been filled correctly. It should be
ensured that self-attested Identification and address proof documents of witness are attached
with AOF. The witness has to be accepted on the AOF by Supervisor. Nominee details should
be entered in the relevant fields. During opening of accounts, transaction details should be
filled in the relevant fields except Savings, Sukanya Samridhhi and PPF accounts as specified
in relevant Rule. Then the Counter PA should click on Submit button and account number in
10 digits will be generated by CBS system. Account number should be noted on all the
documents and then all documents should be handed over to Supervisor for verification.
Transaction ID generated by FINACLE CBS should be noted on the upper right-hand corner
of the Pay In Slip in red ink prefixed by name of the scheme e.g.MIS,
SCSS,RD,NSC,KVP,1/2/3/5 TD etc.

The supervisor after scrutinizing all the documents, should go to verify option in FINACLE
CBS System and after satistfying himself by comparing all the data entered by Counter PA,
verify the account in CBS system. If supervisor finds any deficiency in the data, he should ask
the Counter PA to modify the data. If, even after modification, supervisor is not satisfied, he
should reject the account creation in CBS system and return the documents to the Counter PA.
In such a case, Counter PA should return all documents to the customer and the account will
remain as rejected account in the system. Once the account is verified by Supervisor in the
Finacle CBS, the account will become active for any further transaction. Transaction if done
should also be verified by the Supervisor.

Minor Account: -If the account opened is on behalf of a minor, two CIF IDs are to be created
— one for the minor and another for the guardian. The following additional entry will be
printed on page 1 of the pass book.

“To be operated through minor's guardian during minority of the depositor. The minor will
attain majority on............. ”. date to be calculated from the date of minor's birth as declared
by the guardian in the application form.

In case the account is operated by the minor himself, the date of birth and the date of
attainment of majority will be printed on page 1 of the pass book.

In the case of an account opened by an illiterate and physically handicapped depositor to be
operated through a literate agent, the following entry should be made in red ink on page 1 of
the pass book: Through the agent Shri” ...................... ” (name of the agent). The letter of
authority obtained from the depositor should be filed in a separate guard file, after noting the
account number on it.

Note: -Provision for the date stamp and signature of the Branch, Sub and Head Postmaster has been
made in the Account Opening Form (AOF) . If an account is opened at branch post office, the date
stamp of Branch Office, Account Office and Head Office will be impressed on the form. The Branch
Postmaster, the Sub Postmaster, where branch post office is in account with a sub post office, and the
Head Postmaster will affix their signature in the place provided. The date stamp of the sub post office



and the head post office will be impressed and the form will be signed by the Sub Postmaster and the
Head Postmaster.

18.  Acceptance of deposit/Funding in Savings, Sukanya Samridhhi and PPF account.

In case of Savings, Sukanya Samridhhi and PPF Accounts, account can be funded only after
verification of account opening by Supervisor. Once account is verified by the Supervisor, Counter PA
should fund the account through CTM or CXFER as the case may be and submit SB-103 to
Supervisor for verification. Transaction ID generated by FINACLE CBS shall be written on the upper
right-hand corner of SB-103 in red ink prefixed by scheme name e.g SB, SSA, PPF etc. Supervisor
has to verify the transaction in FINACLE CBS using same menu with his own Login ID and once
verification is done, account will be funded and balance can be seen using HACLI menu. At the day
end, all Account opening forms (AOFs) along with KYC documents should be placed in the relevant
Ring Guard Files of A4 size and Annexure-II i.e KYC Forms (if taken) should be dispatched to
concerned CPC in a service registered packet duly sealed.

19. Printing of Passbook

After funding the account, if customer ask for Passbook, Counter PA should print the Passbook
through Passbook Printer and hand over to the customer. No manual entries should be made in the
passbook in the office where Passbook Printer is supplied.

20. Process in CPC

After receiving the KYC Forms from the PO, Registered Packet will be examined to see that all the
seals are intact and there is no tempering to the packet. Packet should be opened carefully and number
of Forms received should be matched with the list attached with the bundle. The Forms will then be
transferred to “Scanning Section”. In Scanning Section, Photograph and signature portion of the form
will be scanned/cropped and then uploaded into Finacle CBS Application.

Procedure for acceptance of deposit/funding of account when initial deposit is made by cheque

21.(1) With effect from 1.1.1990 the initial deposit for opening a savings account should be made in
cash only. This restriction will not apply to other types ofaccounts where the account can also
be opened by cheque. The procedure detailed below will apply to these types of accounts.
Commission on outstation cheques wherever applicable will be recovered in cash from the
depositor.

Note: -The cheque should be drawn in favour of either the Postmaster to whom the application for
opening of account (AOF) is presented or in the name of depositor. If the cheque is drawn in favour
of the Postmaster by the depositor or by a person other than the depositor, it must be endorsed on its

back as, “For opening of ......... account in the name of ..., (Signature
of drawer).” In case the cheque is drawn in favour of depositor, it must be endorsed by the depositor
for payment to Postmaster on its back as,” Pay to Postmaster .................c.cooiiiiiiini. PO for
opening of ................... Accountinthenameof ........................... (Signature of depositor).”

(2) Head Office/Sub Office: - (a) If cheque is tendered for opening of account, Account Opening
Form (AOF) should be scrutinized as per provisions laid down in relevant Rule and cheque
will be examined in the manner laid down in the relevant Rules. Once it is satisfied that
customer is eligible to open account and has submitted all relevant documents, a receipt in the
counterfoil of the pay-in-slip for the cheque will be issued to the depositor. The AOF,
Annexure-I i.e KYC Form (if submitted) along with KYC documents and pay-in-slip should
be kept securely by the supervisor. Cheque or image of the cheque as the case may be should
be sent for clearance as laid down in Appendix-I of this manual and once credit is received



from the bank, the account should be funded against that credit. All other procedure will be
same as laid down for the account opened by cash.

Note: -In respect of all types accounts, the date of encashment of cheque will be taken as the date of
deposit.

Procedure for acceptance of deposit/funding of account when initial deposit is made by transfer
of funds

22. When initial deposit is made by transfer of funds from an existing Savings Account following
procedure should be followed: -

When fund transfer from existing account is requested by the depositor for opening of another
account, the customer has to present POSB Cheque or withdrawal Form from the savings
account from which funds are to be debited or withdrawn. The Counter PA has to follow the
procedure laid down in the relevant Rule for allowing withdrawal and select transfer mode
while funding the new account. Counter PA should then enter that Savings Account number
and POSB Cheque number in the FINACLE CBS Software in the relevant menu as debit
account. Transaction ID generated by FINACLE CBS should be written on right hand corner
of POSB Cheque or Withdrawal Form by Counter PA prefixed by word “SB”. Counter PA
will submit relevant documents to Supervisor who will also follow the procedure laid down in
the relevant Rule for verifying withdrawal. Once Supervisor is satisfied, he will verify the
transaction and the relevant Savings account will be debited and the new account will be
credited.

Opening of Account-Procedure in Extra Departmental Branch Post Offices (Non RICT)

23.(1) On presentation of the AOF and Annexure-I i.e. KYC Form (if submitted) of account and
KYC documents, BPM should see that AOF and KYC Form has been filled correctly and
required KYC documents have been given as per risk categorization. An additional specimen
signature of the depositor should be obtained on a separate specimen signature slip. The
amount for deposit should be accepted along with the pay-in-slip. A preliminary receipt in
form SB-26 for the amount of the first deposit should be prepared in triplicate by carbonic
process by the Branch postmaster and signed by him. If the depositor has furnished particulars
of nomination in the application form, a remark” Nomination made” should also be noted on
the top of the preliminary receipt. All three copies should be impressed with the office date-
stamp. An entry of the deposit will be made in the BOSB Journal and Daily Account. The
BPM should sign the application form and both parts of the pay-in-slip at the places marked
“SB Assistant”. The pay-in-slip should be date-stamped at the marked places on both parts.
The pencil copy of the preliminary receipt should be given to the depositor after entering the
date on which the CBS Pass Book is expected to arrive from the Account Office in the space
provided for the purpose on the reverse of the preliminary receipt drawing the depositor’s
attention to the ‘notice’ printed thereon. The counterfoil of the pay-in-slip will be detached
and handed over to the depositor. The foil will serve as voucher for deposit. The duplicate
copy of the preliminary receipt (SB-26) should be sent to Account Office with Account
Opening Form and third copy should be retained as office copy which should not be detached
from the receipt book. The number of the preliminary receipt should be noted in the BOSB
Journal and on the back of the daily account where transactions should be entered. The
specimen signature slip should be countersigned by the Branch Postmaster and pasted at both
ends in the specimen signature book at the appropriate place in the order of the serial number
of preliminary receipts issued on the day and impressed with date-stamp in such a way that a
portion of the impression falls on the slip and the other on the leaf of the specimen signature
book. One photo should be pasted in the SS Book. Account Opening Form, KYC Form, KYC
documents and duplicate copy of SB-26 should be sent to Account Office duly entered in the
BO Journal and BO Daily Account.



(2) When the CBS Pass Book is received from the Account Office duly entered in the SB slip, the

BPM should note account number in the BOSB Journal,SS Book and SS Slip. The date of
transaction entered in the BOSB Journal will be the actual date of deposit and will be shown
as a fraction, i.e. if the entry in the Journal is made on 6™ and the actual date of transaction
was 4™ the entry should read as 4/6.

(3) When the depositor presents the original copy of the preliminary receipt, the number of the

account and the amount of the first deposit should be written on it in the spaces provided
above the place for the depositor’s signature. The CBS Pass Book shall be delivered on his
surrendering the receipt, duly signed in the place provided, in acknowledgement of having
received the CBS Pass Book and the depositor’s signature on the receipt should be compared
with the specimen in the specimen signature book before delivering the CBS Pass Book. The
original copy of the preliminary receipt obtained from the depositor should be pasted on the
respective third copy on record in such a manner as to admit of the inspection of the entries
on both the original and third copies by the inspection officer.

Procedure in the Account Office for accounts opened at their Branch Post Offices (Non RICT)

24.
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Head Office/Sub Office: - (1) In the case of branch offices in direct account with the
Head/Sub Post office, the Counter Assistant should compare the amount of the deposit as
entered in the pay-in-slip and preliminary receipt with that in the branch office daily account.
The number of preliminary receipt will be entered by him in the Index to the preliminary
receipts (MS-15). He should see that the preliminary receipts of the branch office in account
with the Head/Sub Post office run in a consecutive unbroken series and should initial the
relevant entries in the daily account and the index to preliminary receipts in token of having
carried out the check. PRs should be placed in guard file to be maintained BO-wise and
preserved by Postmaster as per prescribed preservation period.

The Counter Assistant will first create new CIF if not already exists and open the account in
the FINACLE CBS Software in the computer by following the same procedure as laid down
for the account opening at the counter. He will select relevant scheme code and BO Code
from the relevant drop down in FINACLE CBS account opening screen and enter the value
date as the date of acceptance of deposit at BO. Account will be funded by debiting BO
Settlement Office Account. After verification by the supervisor, passbook will be printed and
handed over to Sub Account PA for sending the same to BO duly entered in the BO Slip. For
handling AOF, KYC Documents and KYC Form, procedure as laid down in relevant Rule
prescribed for opening of account at HO or SO should be followed.

When the Branch office reports loss of the preliminary receipt by the depositor, an application
to the effect from the depositor duly verified will be received in the head/sub office.
Necessary action will be taken in the head/sub office as laid down in the relevant Rule.

Note: - Procedure for EDBOs working on RICT should be followed as laid down in APPENDIX-

II.

ACCOUNTS OPENED IN CONTRAVENTION OF RULES

25(1)

If an account is opened in contravention of the P.O.S.B. General Rules, 1981, the account
should be closed under the orders of the Head Postmaster. No further transaction should be
allowed in it. If any annual interest has been credited in the account, it should be adjusted at
the time of closure of the account through the register of rectification of interest and a remark
of adjustment made in the ledger folio. A written notice in the following form should be sent
to the depositor indicating the irregular opening with a request to close the account within 30
days of issue of notice and take the withdrawal payment personally or through an agent. If the



depositor does not comply with the request within 30 days, the account may be closed and the
amount remitted by crossed cheque after deducting the interest if any already paid.

SPECIMEN OF NOTICE

NOTICE

Dear Sir/Madam,

It is noticed that your account No. ......... has been opened in contravention of rule (4) of the Post
Office Savings Account Rules, 1981. As no interest is admissible on the deposits in such account vide
rule 17 of P.O.S.B. General Rules, 1981, I request you to close the account immediately. You may
present your pass book at ...... office together with an application for withdrawal and receive
payment of the amount at your credit either personally or through an agent. If, however, you failed to
close the account within 30 days of issue of this notice, the amount will be remitted to you by cheque
after deduction of amount of interest if paid any and the postage charges from the amount at credit.

Yours faithfully,

Postmaster

2) At the Head Office: - If an account had been opened at the head office, action for its closure
will be taken in the usual manner when the pass book is presented by the depositor. Since no
interest will be admissible, care should be taken to see that annual interest, if any, allowed on
the account prior to the issue of the notice is adjusted from the balance at credit while making
the payment.

Note: When the fact of opening the account in contravention of Rules come to the notice,
supervisor has to take steps to freeze the account immediately so that no further
transactions can be done in such accounts.

A3) At the Sub Office including its Branch Offices: - In case the account had been opened at
sub/branch office, sub postmaster will send a notice to the depositor the notice should contain
instructions to the effect that no further transaction should be allowed in the account. The
balance in the account as in the sub office record as also the amount of annual interest
credited to the account, if any, that has to be adjusted at the time of closure of the account
should be intimated. When the pass book is presented at the sub office and the balance in the
pass book tallies with Finacle, the sub postmaster should take action to close the account
without further reference to the head office and return his copy of the notice along with the
warrant of payment.

Note: When the fact of opening the account in contravention of Rules come to the notice, sub
postmaster has to refer the case to head office along with prescribed documents to freeze
the account immediately so that no further transactions can be done in such accounts

4 In case of branch office, the application for withdrawal and the pass book will be received in
the account office which should take action to authorize payment and return the warrant of
payment and the pass book to the branch office. In case, there is a difference between the
balance in the pass book and balance in Finacle CBS Application, the pass book and the
application for withdrawal should be sent to the head office and further action taken in
accordance with the instructions received from the head office.

SUBSEQUENT DEPOSITS/CREDITS-MODE OF DEPOSITS/CREDITS

26. In case of an account standing at any post office with CBS platform deposit may be made at any
other post office with CBS platform within the limits prescribed and by paying such fee as



may be specified by the Central Government by notification in the official gazette. Deposits
in an account may be made in any of the following forms, namely: -

(a) Cash

(b) A cheque or a demand draft drawn in favour of the depositor or the Postmaster and crossed

generally or specially in favour of the Post Office Savings Bank.

(c) Transfer of funds

(d) By electronic mode.

(e) Closure value and Interest due of any Small Savings Scheme.

(f) By SB money orders received from Field Post Offices

26(1) Deposit by cash in Head/Sub Post Offices.

26(2)

(i1)
(iii)
(iv)

™)

For deposit of cash in an existing account, the account holder should come either personally
or through a messenger. Cash along with Pay-in-slip will be presented at the counter. Counter
PA should first enter account number in the relevant menu of FINACLE CBS software and
validate that account is active. Counter PA should then count the cash and tally it with the
entry made in the Pay-in Slip. Once he is satisfied that cash is tallied, place initial on the
counter foil and return it to the depositor duly date stamped. Counter PA should go to CTM
menu in the FINACLE CBS software and enter the amount deposited and submit. Transaction
ID generated by CBS should be noted on the right-hand corner of the Pay-in-Slip prefixed by
scheme name e.g SB-IN123456, RD-IN123456 etc. If amount of deposit is less than
Rs.5000/-customer should not be asked to wait and Passbook can be updated instantly without
verification by Supervisor. If deposit is more than Rs.5000/-, Pay-in-slip then should be
handed over to supervisor for verification. Supervisor will go to CTM menu with his/her own
login ID in CBS and select verify function and enter Transaction ID. Details of the transaction
done by Counter PA will be displayed. If satisfied, verify the Transaction ID and return Pay-
in-Slip to Counter PA. Counter PA or any other designated PA should print passbook if
presented and hand it over to the depositor. In Single Handed Offices, the SPM has to first
enter the transaction with Counter PA Login ID and then verify the same with Supervisor
Login ID.

Deposit by cheques, drafts etc.:-

When a depositor presents a cheque or draft for deposit in a saving account, Counter PA will
go through the following checks to satisfy that cheque is in order:-

The cheque is neither postdated nor is more than 3 months old.
It is not mutilated or torn and there are no over writings, erasures or corrections.
The amount of the cheque is for an amount not less than the Rs. 5/-.

The cheque, if drawn in favour of the postmaster, it is endorsed by the depositor on the back
of the cheque for the crediting the in his savings account No.....................

If the cheque is drawn in favour of the depositor, account number has been written on the
back of the cheque.



(a) Counter PA should follow the same procedure as laid down for acceptance of cheque at the

time of opening of account in the relevant Rule and procedure laid down in Appendix-I.

26(3) Deposit by Transfer of funds:- If a depositor wants to deposit amount in his savings account

26(4)

by transfer of funds from any other savings account standing at any post office working on
FINACLE CBS Software, he has to submit a withdrawal Form or POSB Cheque along with
Pay-in-Slip. Counter PA has to follow the procedure laid down for allowing withdrawal from
a savings account as laid down in relevant rule and then enter the savings account number
mentioned in the Pay-in-slip in the relevant field after selecting the mode as TRANSFER
using CXFER menu of CBS. This can be allowed if the amount sought to be transferred is
within the limit prescribed from time to time in case of inter-sol transaction. Transaction ID
generated by CBS should be noted on the right-hand corner of both withdrawal form or POSB
Cheque and Pay-in-slip by counter PA and both vouchers should be handed over to Supervisor
for verification. Supervisor through his/her login in CBS will see the transaction by using
CXFER menu in CBS. If satisfied after following the procedure laid down for allowing
withdrawal, transaction will be verified in the CBS application. If not satisfied, Supervisor
can return the documents to the Counter PA for modification or supply of any additional
information/document. He can even reject the transaction in the CBS Application. He will
return the documents to the Counter PA. Passbooks of both accounts if presented should be
updated through the printer and handed over along with counter foil of the Pay-in-slip duly
signed and date stamped.

Deposit by electronic mode

In accounts standing in Post Offices working on FINACLE CBS Application, deposits can be
made through different electronic mode like Internet Banking, Mobile Banking, SMS
Banking, ATMs, NACH etc. All such deposits will be accounted for in designated Post
Offices.

26(5) Closure value and Interest due of any Small Savings Scheme.

26(6)

If a depositor of any Small Savings Scheme desires that closure value or interest due of any
account standing at CBS Post Office has to submit Mandate Form in the office where account
stands mentioning Savings Account number for linking. On the due date, interest will be
credited into the linked Savings Account. Similarly, when depositor attends post office for
closure or premature closure of any account, closure/premature closure value will be credited
to the linked Savings account.

S.B. Money Orders received from Field Post Offices:-

In the case of receipt of S.B. money order from the field post office for credit into account
already opened and standing in any CBS Post Office, the amount should be credited into the
account as if it had been tendered at the same office, except that the pass book would have
been filled in and returned to the depositor by the field post office. CBS menu CXFER should
be used and debit entry should be made in the designated office account. In every case, a pay-
in-slip should be prepared by the post office and signed by the Postmaster. The date of issue
of the money order should be accepted as value date of the deposit. The receipted counterfoil
of pay-in-slip will be pasted on the reverse of the money order acknowledgement which
should be transferred on the same day to the M.O. paid branch by entry in the hand to hand
receipt book of the S.B. Branch. The M.O. paid branch will post these SB MO
acknowledgements to the concerned Field Postmaster in a service envelope for delivery to the
depositors.

27(1) In case Account Stands at Extra Departmental Branch Post Office:-



If depositor of an account standing at a BO of a Departmental Post Office working on
FINACLE CBS Software attends any post office working on FINACLE CBS Software for
deposit of cash, it is mandatory to tender CBS Pass Book along with cash. He can deposit in
any Departmental Post Office working on FINACLE CBS Software within the limit
prescribed from time to time for intersol transactions and any amount in the Account Office of
the Branch Post Office where account stands. Departmental Post Office/Account Office will
follow the normal procedure for accepting cash deposit into existing savings account but it is
mandatory to make entry into the Passbook through Passbook printer after accepting deposits.
An intimation should be sent by the Supervisor of the Departmental Post Office/Account
office to the Branch Postmaster of the B.O. in the manuscript form containing A/c No., date
of deposit, the amount of deposit, balance after transaction and date of last transaction by an
entry in the next B.O. slip if it is an account office or by Registered Post if it is otherwise.

27(2) Procedure for Deposits at Branch Offices (Non-RICT): -

In a Branch Office whenever a deposit is made in an existing account, its particulars should
be entered by the Branch Postmaster in the Branch Office Savings Bank Journal and on the
reverse of the Branch Office daily account. The pay-in-slip should also be attached to the
B.O. daily account. The Sub Account Assistant in the Account Office should satisfy himself
that the amount of deposit has been credited against item “SB” deposits” in the branch office
daily account. He should then transfer the pay-in-slip to the SB Counter Assistant. The
Counter Assistant should follow the same procedure as laid down for the acceptance of
deposit through transfer mode using relevant menu of CBS Application at the counter and
debit BO Settlement Office Account. BPM should accept cash deposit within the limit
prescribed by the Department from time to time.

Note:- For EDBOs working on RICT, Standard Operating Procedure —SOP of SB work should

be followed as mentioned in Appendix-II.

27(3)Deposit at an office other than that where the accounts stand (INTERSOL): -

(i) A Deposit can be made in cash at any post office working on FINACLE CBS Software
other than the one where the account stands within the limit prescribed from time to time for
intersol transactions. The Post Office will treat the transaction as done for the account stands
in its own office. These transactions would appear in the Inter branch transaction LOT and
consolidation of the office where transaction is initiated.

WITHDRAWALS/DEBITS FROM SAVINGS ACCOUNT

28.
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In CBS environment, a depositor can use following modes of withdrawals:-

Withdrawal through SB-7

Withdrawal through POSB cheque
Withdrawal through ATM debit card.
Withdrawal through any electronic mode

Withdrawal/Debit through Withdrawal Form (SB-7)

(a) Withdrawal by literate depositors:-



(b)

(@)

(@)

To withdraw money through a withdrawal form (SB-7), a literate depositor who can sign is
required to present or send withdrawal formproperly filled in and signed. If such depositor
does not attend post office for payment personally, the counter Assistant should see that the
name and signature of the messenger has been entered in the space provided for the purpose
in the form of withdrawal and the depositor has signed in the prescribed space provided for
this purpose.

(i1)The postmaster of the post office making withdrawal should not act as an agent or messenger of

(ii1)

(iv)

(@)

(i)

(b)

a depositor for the purpose of withdrawal. The term postmaster includes Sub Postmaster,
Branch Postmaster, Deputy Postmaster, Assistant Postmaster and SPMs in charge of S.B.
Branch.

Any SAS/MPKBY agent also cannot act as an agent or messenger of a depositor for the
purpose of withdrawal from his/her savings bank account.

In case of withdrawal through messenger, if there is any reason for suspicion, careful enquiry
should be made and the withdrawal allowed only if the result of the enquiry is satisfactory.

Withdrawal by illiterate or Blind or physically disabled depositors:-

An illiterate or blind depositor or a depositor who is unable to write, unless he operates his
account through an agent under the P.O. Savings Account Rules, 1981, should attend post
office in person along with Passbook. If, however, he/she is absolutely unable to attend
personally, he/she can send his application for withdrawal and Pass Book through a
messenger. The thumb impression or mark of the depositor on the application for withdrawal
should be attested by a respectable witness (who should note down his own permanent
address) who is personally acquainted with him and known to the post office and who should
certify in the following terms: “The depositor is known to me and his thumb impression/mark
has been affixed in my presence.” Entry in Passbook through Passbook Printer is mandatory
for all such withdrawals.

If an account of an illiterate or blind or physically handicapped depositor is opened through a
literate agent, the agent should furnish the following certificate on the application for
withdrawal under his dated signature when the withdrawal is made by him on behalf of the
depositor.

“Certified that the depositor is on this day alive and sane.”
Scrutiny of withdrawal through (SB-7):-

Counter PA has to see that the depositor has filled all required columns of withdrawal form
and account belong to the same depositor. He will enter the account number into the
FINACLE CBS Software by using HACLI and ensure that account is active and there is no
lien marked in this account. He should also ensure that sufficient balance is available in the
account. He should then tally signature of the depositor (s) with the specimen available in
the FINACLE CBS Software and sign below the depositor’s signature in token of tallied
the same. In case of difference in signature or if withdrawal form is presented by messenger
and signature differs, withdrawal should not be allowed unless depositor is identified
through one of the means mentioned in relevant Rule. in case withdrawal is sought through
messenger, depositor (s) should be asked to attend the post office for identification. When
depositor(s) attends post office, identification should be done through one of the means
mentioned in the relevant Rule.

Allowing withdrawal through SB-7:-
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Note 1:

Note 2:

Note 3:

(i)

Once counter PA is satisfied that signatures of depositor (s) agreed or depositor is identified,
he may enter the amount of withdrawal in the concerned account by using CTM menu of
FINACLE CBS Software and submit entry along with withdrawal form to supervisor for
validation if amount exceeds Rs.5000/-. Counter PA should write Transaction ID on the upper
right-hand corner of SB-7 in red ink prefixed by scheme name e.g. SB, RD, TD, MIS etc. In
case amount of withdrawal is up to Rs.5000/-, Counter PA should himself sign on the warrant
of Payment and ask depositor or his messenger or agent or witness as the case may be to
sign in the receipt portion by writing amount sought to be withdrawn in words and figures.
Cash should be paid and Passbook (if presented) should be updated through Passbook printer.
In case amount is more than Rs.5000/-, SB-7 should be handed over to Supervisor for
allowing transaction at Supervisor level. Supervisor should also tally signature(s) of
Depositor (s) with that available in the FINACLE CBS Software and if he is satisfied put
initials at the relevant place. Accept witness is depositor is illiterate. Supervisor should open
CTM menu through his/her own login ID in FINACLE CBS Application, enter Transaction
ID written on SB-7 and validate the withdrawal in the CBS software. Once Transaction ID is
verified, sign warrant of payment. If there is any doubt as to the signature(s), he can ask the
counter Assistant to get the depositor(s) identified and resubmit the withdrawal. On
resubmission, if he is still not satisfied, he can reject the withdrawal in the system and return
withdrawal form to the Counter PA who will return the same to the Depositor(s) or messenger.
Withdrawal form should then be returned to Counter PA who will ask  depositor or his
messenger or agent or witness as the case may be to sign in the receipt portion by writing
amount sought to be withdrawn in words and figures.

- A minor cannot appoint an agent to act for him and must attend the post office personally to
withdraw money if account is directly operated by him/her.

- When the difference in the signature is due to slight change in the mode of signing by the
depositor with the lapse of time after furnishing the specimen on record, etc., the Postmaster
may, in his discretion, obtain a fresh specimen signature in the KYC Form (in duplicate) for
his record, if in his opinion this is necessary to avoid inconvenience to the depositor
subsequently and send one copy of KYC Form to CPC for further processing.

- In single handed sub offices, SPM will work as Counter PA as well as Supervisor but has to
use both login IDs separately.

When depositor is illiterate or blind or physically disabled, his/her thumb impression/mark
has to be obtained on aquittance portion of warrant of payment side and the literate witness
should, certify as “ The depositor is known to me and has received Rs. by putting
his/her thumb impression in my presence.” There is no objection to the Postmaster or a Clerk
(if the Postmaster or Clerk is not performing the duties of the savings bank Clerk) or a
Postman or Village postman or MTS witnessing the Thumb Impression, provided that he is
personally acquainted with the person whose Thumb Impression is attested. The Postmaster
should see that the entries and attestation in such cases are clear and legible so that they can
be easily checked. After completion of transaction, Passbook should be updated through
Passbook printer. Full address and contact number (if available) of the witness should be
obtained on SB-7. In the CBS Application same procedure to be followed as prescribed for
literate depositor.

Note:- If an illiterate depositor has sent his application for withdrawal through a messenger, with his

thumb impression on the application duly attested by a respectable witness, the Postmaster
should make payment to the messenger after satisfying himself by such enquiries as he may
think proper of the inability of the depositor to attend the post office personally and after
getting the signature of the messenger on the warrant side attested by a witness known to the
Post Office. The attestation should be in the following terms:-



(e)

Note 1:

“The payee is known to me and his signature has been affixed in my presence”.

In case of blind/visually impaired depositors operating their accounts independently, same
procedure as prescribed for illiterate depositors will be followed. Also for all cash
withdrawals, the blind/visually-impaired person should be advised to come in person only.
Cash payments to a blind/visually impaired either literate or illiterate should always be made
in the presence of a respectable witness who is personally acquainted with the depositor and
known to post office who will attest signatures/thumb impression of the depositor on the
application side and certify on the warrant of payment the amount actually paid to the
blind/visually-impaired depositor.

- Thumb impression mark of illiterate depositors who desire to open an account in POSB may

be obtained on the application for opening an account by using printer’s ink, or magenta ink.

Note 2:- At the time of withdrawal from a minor account opened through guardian, the following

()]

certificate is required to be given by the guardian on the withdrawal form (SB-7):-

“Certified that the amount sought to be withdrawn is required for the use of
Shri/Kumari............. who is minor and is alive this day”.

Withdrawal through POSB Cheque.

(a) Scrutiny of POSB Cheque: A depositor who has converted his ordinary account into a cheque

(1)
(i1)
(iii)
(iv)
(v)
(vi)
(vii)

(viii)

(ix)
(x)

(x1)
(xii)

Note 1:

account or opened a cheque account will have to make withdrawals through the cheque and
not through the SB withdrawal (SB-7). If depositor of a cheque account wants to withdraw by
means of an application for withdrawal, the postmaster should carefully examine the same
and after due satisfaction that the withdrawal is genuine may allow the withdrawal subject to
presentation of passbook by the depositor. On presentation of the POSB Cheque, following
checks are required to be carried out:-

It is written and signed in ink or ball point pen.

The cheque is neither cancelled by the drawer nor it is mutilated or torn.

The cheque is not drawn for a sum less than Rs. 5/-.

The cheque contains no corrections.

There are no stop payment instructions from the drawer.

Cheque is from the cheque book issued to the depositor through FINACLE CBS
Application.

The signature of the drawer (depositor) on the cheque tallies with his specimen
available in the FINACLE CBS Software.

In case of joint-A account, the cheque has been be signed by all the depositors and
signatures of all of them are tallied with that in the system.

A cheque is current for a period of 3 month from the date of issue.

It should be seen that the amount as entered in the cheque in words tallies with
amount as entered in figures. If there is any difference the cheque should not be paid.

If intimation has been received regarding the death of the drawer, the cheque should
not be paid.

It should be seen that the balance at credit in the account on which the cheque is
drawn is sufficient to meet the amount of the cheque. If this condition is not satisfied, the
cheque should not be paid.

(i) The facility of withdrawal by cheque will be permissible in all types of accounts except in
an account (i) opened by a minor (ii) on behalf of Iunatic. In all other types of accounts viz.



Single account, Joint account, Pension account, minor account operated through the guardian
and Sanchyika account this facility is permissible.

Note: 2 At the time of withdrawal from a minor account opened through guardian, the following
certificate is required to be given by the guardian on the reverse of cheques:-

“Certified that the amount sought to be withdrawn is required for the wuse of
Shri/Kumari............. who is minor and is alive this day”.

(b) If cheque is found to be in order as per above checks then cheque should be processed as per
following guidelines based on the type of cheque:-

Open Cheques (uncrossed)
Order Cheques.

(i)  To the payee of the cheque.

(il))  If the cheque has been endorsed by the payee to another person to that person giving an
endorsement in blank, i.e. signing the cheque without any specific endorsement.

(iii)  If the cheque bears an endorsement in blank (signature) of the last endorsee and is presented
by a bearer, to the bearer on his signing below the signature of the endorsee.

(iv) If the cheque is drawn or endorsed restrictively, e.g. “pay to X only” it will be paid to the
person to whom payment is restricted.

In every such case, satisfactory identification of the person receiving payment by a one of the means
mentioned in Rule-33 will be required.

Bearer cheques

It will be paid to any person presenting it at the counter even if he is not the payee of the cheque
subject to the condition that depositor has also signed on the back of the cheque. But this does
not mean that the bearer cheque can be paid without any precaution. If there are reasons to suspect the
bonafides of the person presenting it, enquiries may be made and identification obtained.

Crossed Cheques

A crossed cheque is not payable otherwise than to a banker. It can only be paid to or through a bank
including Post office Savings Bank. These cheques should also be subject to the same scrutiny as
other cheques except when a bank collects an order cheque on behalf of payee, the payee’s
endorsement in blank (signature) is not necessary.

Notel:- A bank collecting a cheque on behalf of its customer can obtain payment in cash from the
Post Office Savings Bank irrespective of whether the cheque is an open or crossed one.

Note 2:- In case the person claiming payment of a cheque is required to establish his identity through
an identifier, the identifier should record the following certificate on the back of the cheque
and furnish his address below his signature to the certificate:

“Certificate that Shri.................... is known to me and that his endorsement on this cheque
was recorded by him in my presence.”

Note 3:- If the cheque presented for encashment does not satisfy all the required conditions, the
cheque will be returned to the presenter along with a Cheque Return Memo in form (SB-105)
stating the reasons why the cheque is being returned unpaid. The form will be signed by the
postmaster.



Note 4:- Whenever the balance in a cheque account falls below Rs.500/- as a result of any
withdrawal, system will throw an error and will not allow withdrawal. The Postmaster should
apprise the depositor of the position.

(c) Allowing withdrawal through Post Office Savings Bank (POSB) Cheques: When a
cheque on scrutiny is found to be in order in all respects, it may be paid as under:

(@) Process by Counter Assistant:- Once satisfied that cheque in genuine and signatures are
tallied with the signatures available in the system, Counter PA should put his signature in red
ink below the depositor’s signature. He will make necessary entries of withdrawal in the
account by using CTM menu in the FINACLE CBS Software. Transaction ID generated by
CBS Application should be noted on the right hand upper corner of cheque as prescribed for
SB-7. Same procedure should be followed as prescribed for withdrawal through SB-7 up to
the amount Rs.5000/-. If amount exceeds Rs.5000/-, then POSB Cheque should be handed
over to Supervisor for verification and approval.

(ii) The Supervisor should:-

(a) see that the cheque bears the signature of the counter assistant below the depositor’s
signature and tallies the signature of depositor with the specimen signatures available in the
system.

(b) cancel the depositor’s signature on the cheque by running a thin wavy line in red in ink
through it in such a manner as to ensure that his signature is not obscured,

(c) impress the “Pay Cash” stamp across the face of the cheque or write the word “Pay Cash” and
sign in full in red ink in token of having authorized payment.

Supervisor, should open CTM menu in CBS with his/her own login ID and enter Transaction ID
mentioned on the cheque. He/she will validate the withdrawal in the CBS Application as prescribed
for withdrawal through SB-7 and return the cheque to counter PA for making payment. Counter PA
will pay cash to the depositor or bearer of the cheque and either write or impress with the rubber
stamp as “Paid Cash”. If it is a bearer cheque, signatures of bearer should be obtained on the back side
of the cheque.

(d) Withdrawal by POSB cheque received through clearing

Cheque/image of cheque received through clearing should also be examined in the same way as it is
presented at the counter. Procedure prescribed for Inward Clearing in Appendix-I should be followed.
The Postmaster should, if the cheque is being returned unpaid, satisfy himself that the reasons for
non-payment of the cheque are valid. If the cheque is to be returned as unpaid under objection, it
should be entered in the Register of Returned Cheques in the prescribed form (SB/CQE-9) before it is
returned.

(3) Withdrawal through ATM Card.

The Depositor who has been issued ATM cum Debit Card, can make withdrawal in either any ATM
installed by the Department or any ATM of any Scheduled bank. Such depositors should be asked to
get their Passbooks updated at any CBS Post Office after the transactions done through ATMs.
Charges if any notified from time to time for transactions done through either Departmental ATMs ot
other bank ATMs shall be deducted from the account of the customer.

(4) Withdrawal through an electronic mode

The depositor whose account stands at any CBS post office may make withdrawal through any
electronic mode i.e Internet banking, Mobile Banking, SMS Banking, ECS. NACH etc.
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(1

Presentation and writing up of CBS Pass Book:-

The passbook shall ordinarily be presented for all withdrawals or deposits made at the counter
and in case deposits or withdrawals are made by using cheque or any electronic mode, the
pass book, wherever issued, may be presented to the post office savings bank as soon as
possible thereafter for bringing it up to date. It is not mandatory to present Passbook for every
deposit and withdrawal except the scenarios mentioned in sub rule (3) and (4) below.

(2) Whenever or wherever, the CBS Pass Book is presented at any time in any CBS Post office for

bringing it up-to-date, the CBS Pass Book should be updated using Passbook Printer.

(3) If an illiterate depositor attends any post office for deposit/withdrawal, presentation of

Passbook is mandatory.

(4) If depositor whose account stands at any Extra Departmental Branch Post Office attends any

)
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(a)
(b)

(©)
(d)

(e)
)

CBS Post Office for deposit/withdrawal, presentation of Passbook is mandatory.

Depositor will be responsible for any fraudulent withdrawal by a person obtaining possession
of the pass book or Automated Teller Machine or Debit Card or a cheque from the cheque
book of the depositor or by using any electronic mode of withdrawal.

Withdrawal on the basis of general power of attorney either at HO or SO:-

A person holding a power of attorney from the depositor can withdraw money from the
depositor’s account. A power of attorney is a document where by one or more persons give
authority to one or more persons to act on his or their behalf. It is a delegation of authority in
writing by one person empowering another to act on his behalf. The giver of the authority is
called the “Principal” and the recipient is called the “Constituted Attorney”. If the
appointment is made general for certain acts, the deed is called “General Power of Attorney”.
The constituted attorney generally on the death of the Principal or after the revocation of the
power of attorney ceases to be the agent of the Principal.

The attorney will sign the application for withdrawal and warrant of payment on behalf of the
depositor. He should be required to add, below his signature on the application for
withdrawal, the words “Duly Constituted Attorney for A.B. (Name of depositor)”. On receipt
of the application of withdrawal along with the power of attorney the Postmaster should
examine the power of attorney on the following points:-

The deed is in writing and has been duly signed by the “Principal”.

That the signature of the Principal on the deed tallies with the specimen signature kept
with the post office.

That the Constituted Attorney is properly identified in the document.

That the deed is properly stamped under Article 48 of the Stamp Act (as applicable to
each state).

That specific power to receive the money has been clearly given.

That the deed has not been revoked or the Principal is not dead.

If the power of attorney is found in order and the constituted attorney is properly identified,
the payment should be made. The Postmaster should record a certificate below the
applicant’s signature on the form of withdrawal or on the back of the cheque to the effect that
the power of attorney was examined by him and found to be in order. Special care should be
taken to see that the certificate has been recorded in clear and legible characters so that it can
be easily checked. The first time a withdrawal is made from an account by such a person, a
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specimen of his signature should be taken on the application written in manuscript and
preserved in Post Office in a Guard File.

Withdrawal at Branch Offices (Non RICT) : - (1)A Branch Office is authorized to allow
withdrawal of amount not exceeding Rs. 5000/- without obtaining prior sanction of its
account office subject to the condition that not more than one withdrawal is allowed on any
day from any account. If an amount exceeding Rs.5000/- is to be withdrawn at a branch
office, the application for withdrawal together with the Pass Book will be received by the
account office entered on the reverse of the branch office daily account. On receiving the
application and the Pass Book, Counter PA will first check the status of the account in the
FINACLE CBS application. The balance entered by the depositor in the application for
withdrawal and given in the Pass Book should be compared with the balance in the account
and the signature of the depositor therein should be compared with specimen signature on
record in CBS Application.

The account number, the amount sought to be withdrawn and the date of receipt of application
for withdrawal for sanction should be entered in the register in form (SB-45). The warrant of
payment should then be stamped by the Savings Bank Assistant and then transferred to the
Postmaster together with the Pass Book and the register (SB-45). The entry of withdrawal
alongwith withdrawal form and passbook should then be placed before the supervisor for
validation who should sign the warrant of payment after satisfying himself by reference to the
balance and signatures available in the FINACLE CBS System and the Pass Book that the
amount to be withdrawn is at the credit of the depositor and that necessary entries have been
made in the register (SB-45). The warrant of payment together with the Pass Book should
thereafter be made over to the sub account Assistant under receipt in the register (SB-45) who
will forward the same to the branch office by first post entered in the branch office slip.

(3) Warrants of payment after withdrawals are made at branch offices will be received at the

(1)
(i1)
(iii)

@iv)
™)

“4)

Note:-

account office with entry of details of the transaction on the reverse of the daily account. The
Savings Bank Assistant should :-

Compare the signature on the warrant of payment with that on the application for withdrawal
and the specimen signatures of the depositor available in the system.

Satisfy himself that the amount of the warrant of payment is charged against the item “SB
Withdrawals” in the branch office daily account.

Make an entry of transaction in the relevant account in FINACLE CBS Software in the
computer using Transfer option. Relevant BO settlement Office Account is to be credited.
Enter the date of withdrawal in the register (SB-45) in case of warrants above Rs.5000/-.

If the depositor is illiterate, it should be seen whether his thumb impression has been attested
in the manner laid down in the rules. In case of withdrawals exceeding Rs.5000/- entries in
the warrant of payment should be checked with those already made in the register (SB-45)
referred above. If any discrepancy is noticed or in case the signature of the depositor in the
warrant of payment is found not tallied with that on the application for withdrawal, the matter
should at once be reported to the Divisional Superintendent for necessary action.

The warrant of payment should then be placed before the Supervisor along with the register
(SB-45). The Supervisor should check the entries in the warrant of payment and in the
computer and if found in order, he will sign the warrant of payment. The Supervisor should
also see that the date of payment has been properly entered in the register (SB-45).

If the entry of balance at credit of the depositor or the amount to be withdrawn is erased or
altered in the application for withdrawal or if there are any other circumstances attending the
withdrawal creating suspicion, the matter should be brought to the notice of the Postmaster.
The warrant of payment for the amount stated in the application should, however, be
forwarded in due course to the Control Organization.
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The sanctioned warrant of payment will be received lapsed from the branch office if the
withdrawal is not made by the depositor within the prescribed period. The date of receipt of
lapsed warrant should be scrutinized, noted in the register (SB-45) and the warrant of
payment cancelled. The register with the cancelled warrant of payment should be put to the
Supervisor who should, after check, initial the entry and destroy the cancelled warrant
himself. The Supervisor should review the register (SB-45) every week to see that the lapsed
warrants of payment are returned promptly and they are called for if over due.

Note:- For EDBOs working on RICT , Standard Operating Procedure —SOP of SB work should

32.

be followed as mentioned in Appendix-II.

Withdrawal from any CBS Post Office including Account Office in respect of accounts
standing at EDBO (Non-RICT):- A depositor whose account stands at a Branch Office can
take a withdrawal at any CBS Post Office including the Account Office within the limit
prescribed from time to time subject to the condition that depositor has to present Passbook
along with withdrawal form and only one withdrawal can be made in one day i.e either at
EDBO or at any other post office. In CBS Post Office or Account Office, same procedure will
be followed as laid down for withdrawal at the counter except that an intimation should be
sent to the branch office by means of entry in the next branch office slip showing the account
number, date of withdrawal, amount of withdrawal, the balance after the transaction and date
of last transaction. The entry in the B.O. slip should be attested by the dated signature of the
Sub Postmaster/Postmaster (Savings Bank). If EDBO is not in account with that SO or HO,
intimation should be sent by registered post to the respective BPM. The Branch Postmaster
should make entry of the transaction in his SB Journal in red ink under the actual date of
withdrawal on the day on which the intimation is received from the Account Office. The
amount of withdrawal should not be included in the daily total of withdrawals for that day in
the Branch Office Savings Bank Journal. The GDS Branch Postmaster should sign the entry
in the BO slip after making necessary entries in the SB Journal.

D.G. POSTS INSTRUCTIONS

Whenever a cheque issued prior to the opening of Savings Account is presented for deposit into
savings account and the depositor immediately applies for withdrawal of the deposited amount, the
payment should be made after proper verification of the identity of the depositor.

(DG Posts Letter No. 50-14/98-SB dated 17.11.1998)

MEMO OF ADMISSION OF PAYMENT

33.(1) If a warrant of payment is lost before its submission to the Control Organization,

2

omission/difference in signature of depositor in SB7/SB7(a), discrepancy in the amount
receipted found during scrutiny/audit, a Memo of Admission of Payment (MAP) in form (SB
43) should be prepared. To complete the memo, the depositor or his agent, as the case may
be, should be asked to sign the memo in the place provided for the purpose admitting that he
has received the amount for withdrawal. The memo should then be impressed with the date
stamp, attested by the Postmaster at the office of payment and its Head Office, and then
forwarded to the Control Organization duly entered in the voucher list.

If the signature of the depositor or his agent, as the case may be, cannot be obtained, the case
should be reported to the Head of the Circle for order.




Note:  Where the amount does not exceed Rs.500/- the Gazetted Postmaster or Superintendent of
Post Offices may pass the orders personally.

SPECIMEN OF FORM
SB-43

MEMO OF ADMISSION OF PAYMENT

S1.No.

Name of Head Post Office

Name of Post Office at which account stands open

Saving Bank Account No.

Date of application of withdrawal

Amount sought to be withdrawan

Date of withdrawal

Amount withdrawan

Balance after withdrawal

O QA[N[n|[h= W[~

Amount of interest in case of closed account

—_
=

Signature of depositor or his agent admitting that he has
received payment of the amount withdrawn plus Rs,
........ as interest in case of closed account

Postmaster of the office of payment
Date Stamp

Postmaster of HO

ATTESTATION OF SIGNATURE OF THE DEPOSITOR

34, If the signature of a depositor on an application for withdrawal or POSB Cheque differs from
the specimen on record, payment will be made to the depositor only after the depositor has
been identified by one of the following means:-

6))] his signature has been attested by the identifier (other than the SAS/MPKBY agent or
messenger of the depositor) who is known to the post office or by anyone of the following
with whose signature and seal of office the post office is familiar or on production of any

proof mentioned in preceding sub rules:-

(a) A respectable person (other than the agent or messenger presenting the application) known to
the post office.

(b) A Gazetted Officer of the Government including a Commissioned Officer of Army, Navy or
Air Force.

(©) District Savings Officer with the seal of office affixed.
(d) Justice of Peace, Magistrates (including Honorary Magistrates) and judges.

(e) Members of Parliament or Legislative Assemblies/Councils, President of Municipalities and
Local Bodies, Block Development Officers, Sarpanchs of Panchayats.

® Principals of Colleges and Heads of Recognised Schools.



Note :- Attestation of signature by a person will be in the following form:-

“The Depositor is known to me and has signed in my presence”. The seal of the office must
invariably be affixed.

If, however, the signature of a depositor is attested by a scheduled bank, the form of
attestation may be in the following terms :-

“The depositor is known to the Bank and his signature is confirmed”.

A Bank can attest the signature of the depositor even when it is acting as an agent of the
depositor.

(i)  The Postmaster should also accept identification by means of a Postal Identity Card, a Passport,
Aadhaar Card or any other identity card issued by a competent authority, bearing the
depositor’s photograph or signature or by other document like a driving licence, C.G.HS.
card, Voter card, PAN Card etc., where the photograph or signature of the depositor is
available. In such cases, the Postmaster should make a remark on the application for
withdrawal “Depositor identified by passport
NO. et ettt sttt eeneas etc.” under his initials.

WITHDRAWALS FROM MINOR'S ACCOUNTS

35(1) The guardian who opened the account must furnish over his signature a certificate “Certified
that the amount sought to be withdrawn is required for the use of Master/Kumari
......................................................... who is minor and is alive this day” on the
application for withdrawal, when the withdrawal is made by cheque, the above certificate may
be obtained on the reverse of the cheque.

Exception:- The certificate is not necessary when the withdrawal is made for the purpose of Saving
Certificate in the name of the minor.

2) Should any person other than the guardian wish to withdraw money; from an account opened
on behalf of a minor and claims to do so as guardian of the minor he should be required to
produce a guardianship certificate from a court of competent jurisdiction.

Note :-In case the person who opened an account on behalf of minor dies and there is no legal
guardian, the account may be allowed to be operated by the minor if he has attained the age of
ten years. A fresh application form along with KYC documents should be obtained from the
minor duly certified by a respectable person that he is the actual depositor accompanied by a
certificate of death of the person who operated on the account. Necessary entries using
CMRC menu are made by the counter PA for the newly collected AOF and KYC documents.
Further in account modification menu, the mode of operation is to be changed to “minor
operated by self -018”. AOF and KYC documents are retained in the office and the KYC form
is forwarded to CPC for further disposal

3) In HO when a guardianship certificate is produced the amount should be paid in the usual
course. The guardianship certificate should be kept in a guard file serially numbered. The
mark “Payment made vide guardianship certificate at serial No........................ in the
guard file” should be made in remarks column of the ledger folio against the entry of the
withdrawal. If the Account stands open at a SO or at a BO under the SO, payment should be
made as usual and the guardianship certificate produced should be sent to the HO along with
the warrant of payment duly entered in the list of documents.

WITHDRAWALS FROM LUNATIC’S ACCOUNTS



36(1)
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3)

If any one, other than the person who has opened an account on behalf of a lunatic wish to
withdraw money from the account he should be required to establish his claim by producing
an order from a court appointing him as the manager or guardian of the lunatic. A copy of the
order attested by the Postmaster should be attached with the withdrawal form.

When an account opened on behalf of a lunatic is to be closed because a Court of Law has
declared him to be sane, the closure of the account should be allowed on proper identification
of the depositor and on the production of the order of the court a copy of which, attested by
the Postmaster should be sent to the control organization entered in the voucher list.

The guardian or Superintendent of Mental Hospital should furnish the following certificate at
the time of each withdrawal:-

“Certified that the amount sought to be withdrawn is required for the use of ................
Who is of an unsound mind and who is alive this day.”

CLOSURE OF SAVINGS ACCOUNT

37(1)

(i)

Procedure in Head Office/Sub Office :- (i) When a depositor wishes to close his account, he
should present or send his CBS Pass Book with Account closure form (SB-7A) for the
withdrawal of the balance plus interest at his credit. If account is a cheque account, all unused
cheques leaves should also be presented along with SB-7A. If the depositor does not attend
the post office himself for payment, the counter Assistant should see that the name and
signature of the agent (in case of account opened through agent by illiterate/blind/physically
handicapped/Person of unsound mind with authority in form SB3(a) or messenger( other than
Postmaster, Sub Postmaster, Branch Postmaster, APM, SPM, and SAS/MPKBY agent) have
been entered in the space provided for the purpose in the form and signatures of depositor are
available below the signatures of messenger. The counter Assistant should take action as in
the case of normal withdrawal in the manner as laid down in the relevant Rule above except
that entry will be made in the HCAAC menu of FINACLE CBS Software. He should collect
all unused cheques if it is a cheque account and cancel any Standing Instruction if given by
the depositor. Account Closure Form SB7-A should be handed over to Supervisor after
writing Transaction ID on the right hand upper corner prefixed with scheme name i.e SB-
XXXXXX. along with unused cheque leaves. Supervisor should login into CBS Application
and see the transaction details in the relevant account closure menu. Supervisor, using his/her
login ID will validate the transaction in HCAAC menu after verifying the signature (s) in the
CBS application and return the documents to the Counter PA along with Account Closure
Form duly signed on warrant of payment. All unused cheques collected by Counter PA if any
should be sent to SBCO.

The Counter Assistant should follow the same procedure as laid down for withdrawal of more
than Rs.5000/-to obtain receipt of the depositor/ messenger on the warrant of payment,
compare the signature with the application side and pay the amount as per mandate given by
the depositor in the Account closure form and return the closed CBS Pass Book to the
depositor/messenger after obtaining the receipt of CBS Pass Book on the warrant of payment
by adding the word “The closed CBS Pass Book returned to me” under the heading’
Acquittance’. The remark “Account closed” should also be made on the first page of the CBS
Pass Book and all unused pages in red ink.

Note 1:- In case of any SB-3 or AOF where KYC documents are not attached (subsequently opened

accounts), SB-3 or AOF is to be attached with the closed voucher and sent to SBCO. Account
Opening Form (SB-3/AOF) where KYC documents are attached should not be
transferred to SBCO along with Account Closure Voucher. APM/SPM should record on the
closed vouchers that “ SB-3/AOF retained with KYC documents”.



()]

Closure of Account in office other than office where account was opened:- If a depositor
wants to close account at the post office other than the office where account was originally
opened, the depositor may be asked to fill the form for Transfer of Account. Procedure laid
down for transfer IN in the relevant rule should be followed and when account is closed, the
account transfer Form should be sent to SBCO along with Account closure Form In such
cases PAYMENT SHOULD NOT MADE BY CASH. All CBS post office should generate
report of Transfer of accounts from CBS menu HFINRPT daily for the BOD-1 day and see
the details of accounts transferred out from their office to another CBS Offices. Status of
these accounts should be checked in Finacle CBS and if status of account is CLOSED, AOF
of these should be taken out from the Ring Guard File put remarks by crossing two lines in
RED INK “ Account Closed at XXXXXXXXXXX SOL” and Send AOF to local SBCO
which will maintain these AOFs in a separate guard file. In case of any suspicion, matter
should be reported to Divisional Head.

Note:- In case of non-availability of SB-3/AOF for any reason, revised Annexure-I (KYC form)

(&)

should be obtained in duplicate and 1 copy should be attached with Account Closure Form
and one copy CPC for further disposal.

Closure of account without CBS Pass Book:- If the CBS Pass Book of a depositor who
wishes to close his account is not forthcoming, the depositor should be requested to give an
application stating the reason why the CBS Pass Book is not available. The signature on the
application should be compared with the specimen signature on record. The head postmaster
may authorize the closure of such an account provided he is satisfied as to the identity of the
depositor. When the account is closed a remark “Closed without production of the CBS Pass
Book” should be made in the warrant of payment under his dated signature and the
application of the depositor should be pasted to the warrant of payment.

PROCEDURE IN ACCOUNT OFFICE IN RESPECT OF ACCOUNTS RECEIVED FROM
BRANCH OFFICES FOR CLOSURE.

(C))

(i)

(iii)

Accounts received fromBranch Offices :- (i) The branch office will send the CBS Pass Book
and the application for closure to the account office entered on the reverse of the branch office
daily account. A note of this will also be kept in the branch office Journal.

The application on receipt should be examined and dealt with like other applications for
withdrawal of Rs.5000/- and above. The counter PA of SO/HO will generate current year
interest using the menu HACACCR and make the necessary entries in the warrant of payment
side of SB-7 A and update the pass book with remark “Account Closed” on the first page and
all unused pages of Passbook in red ink or by means of a rubber stamp. The Passbook and
Account Closure Form should be sent to EDBO after making entry in register (SB-45). On
receipt of Account Closure Form from EDBO after payment, the date of receipt of the SB-7A,
account should be actually closed in CBS Application by following the procedure laid down for
closure of account when presented at the counter and credit entry should be made in the
relevant BO Settlement office Account. Date of receipt of SB-7A should also be entered in
register (SB-45) against the relevant entry

If lapsed SB-7A along with the cancelled CBS Pass Book is received back, the date of its
receipt should be entered in the register SB-45. A fresh CBS Pass Book will be prepared in lieu
of the cancelled one. All the documents should be placed before the Postmaster who should
initial the entry in the register and issue fresh CBS Pass Book after check and destroy the
lapsed SB-7A. The fresh CBS Pass Book will be sent to the branch office and cancelled one to
the S.B.C.0.”



38.

List of Transactions, Consolidation and Voucher Bundle:- List of Transactions (LOT) is a
document which shows the details of deposits and withdrawals carried out in a day in an office.
The LOT will be generated in Finacle at the close of counter transactions. Hard copy should not
be generated through Finacle. The SBCO at HO has to generate LOT through MIS server and
the check the correctness of LOT with reference to the vouchers received from HO/SO.

At the end of the day (EOD), following steps should be followed:-

(M
)

3)

“)

)

(6)
(7

@®)

©)

(10)

(11)

(12)

(13)

Counter PA should sort all the vouchers transaction ID wise and scheme wise.

One deposit slip and one withdrawal slip will be prepared for auto-credit of MIS/SCSS/TD to
Savings and Savings to RD.

One deposit slip will be prepared for the total of each type of Agent commission credited into
savings accounts supported by consolidated list of commission paid.

One withdrawal slip will be prepared by SPM/APM for the POSB Cheque clearing amount
(based on the clearing amount intimated to Clearing House/HO) and print out of cheque’s
images should be attached to it.

A consolidation of the scheme should be generated and printed by all CBS post offices. Where
laser printers are not available, while executing command in HFINRPT, user has to select
“XLS” instead of “PDF” (which is shown by default) in the field “Output File Name”. Then
report can be printed on Dot Matrix printer

Tally list of transactions (LOT) generated by FINACLE CBS Application with vouchers.

Account Opening Form (SB-3/AOF) where KYC documents are attached will not be
transferred to SBCO along with Account Closure Voucher.

APM/SPM should record on the closed vouchers that “ SB-3/AOF retained with KYC
documents”.

In case of any SB-3 or AOF with whom KYC documents are not attached (subsequently opened
accounts), SB-3 or AOF is to be attached with the closed voucher and sent to SBCO.

Supervisor will tally all the vouchers with LOT in the FINACLE CBS Application with his
login ID and tally with the LOT and total amount with the consolidation.

All vouchers including closed vouchers are to be sealed along with print out of consolidation.
One copy of consolidation (scheme-wise) is to be preserved in post office in guard file to be
maintained scheme-wise and date-wise. APM/SPM will sign the consolidation and write the
amount in words and figures along with No. of Deposit/Withdrawal vouchers included in the
bundle.

Postmaster/APM/SPM will be responsible for tallying the account entered into SB Cash
Module/CSI F&A Module by post office with the amount shown in consolidation of each
scheme/agent commission/TDS in Finacle. In case of any discrepancy or manual correction in
consolidation/any report, proper error should be noted and sent to Head Postmaster, Divisional
Head and SBCO (with the voucher bundle) i.e., one copy to be attached with voucher, one copy
with office copy of consolidation and one copy to be sent to Divisional Office.

Postmaster/APM/SPM will be held personally responsible for all transactions happened in the
Finacle Office Accounts in the post office. They should view the office accounts used by



counter PAs using HACLINQ menu and cross verify the transactions. They should be vigilant
while verifying the transactions to see the office account numbers used by user.

(14) All Supervisors should tally Teller Office Account of each counter PA with Treasurer's Cash
Book and ensure that balance in all Teller Office Accounts has become 0 (zero) before start of
EOD.

DISPOSAL OF LIST OF TRANSACTIONS (LOT) AND LIST OF DOCUMENTS IN
HEAD OFFICES

39(1) A designated S.B.C.O PA should receive the Voucher Bundles along with Consolidation from
the Sub account Assistant under receipt (to be given on the reverse of the daily account or in
the case of large offices in the hand to hand receipt book. Before acknowledging, the SBCO
Postal Assistant should see that the seal of the SO on the stitched vouchers is intact. He
should then sort out the bundles for each SBCO PA as per distribution of work and hand them
over under receipt in the hand to hand receipt book for voucher checking.

(2)  Every SBCO PA should see that the seal is intact and view Consolidation from the FINACLE
CBS Application using relevant menu and compare the same with the printed Consolidation
attached with the Voucher Bundle. Number of vouchers noted on the consolidation should be
counted and tallied. if there are any manual corrections in the printed consolidation, he should
see that the same is supported by copy of error book or sanction/approval of competent
authority. If not, he should note objection in the objection register and submit to In charge
SBCO who will report to the Divisional Superintendent with one copy to the concerned SO or
HO and one copy to AO(ICO) of RO or CO. He should also examine vouchers as per role of
SBCO laid down in the relevant rules.

SB SLIPS (SB-27)

40. Whenever any SB document is sent by the HO to a SO it should be entered in SB Slip (SB-27)
prepared in duplicate by means of carbonic paper and duly date stamped and signed by the
Savings Bank Assistant in token of the correctness of the entries made therein. The lower
(carbonic) copy should be dispatched to the SO, the upper (Pencil) copy being retained as HO
record. The slip should be filed sub office wise in monthly bundles.

CONSOLIDATED JOURNAL OF DEPOSITS/WITHDRAWALS

41. Consolidated Journal of Deposits and Withdrawal will be generated through HFINRPT
menu of FINACLE CBS Software (Production) by SBCO and amount of each SO should be
tallied with SO Summery and HO with HO Summery. In charge SBCO should see that total
of all entries in the Consolidated Journal tallies with the HO Cash Book. He will sign in the
HO Cash Book in token of having tallied the same with Consolidated Journal.

42. TRANSFER OF ACCOUNTS
(1) Post Office Savings Accounts can be transferred free of charge from one post office to
another except in the following cases:-

(1) After the death of the depositor.
(ii) After an account has been ordered to be closed.

(2)(a) A discontinued RD account can be transferred from one post office to another even after date of
maturity.



(b) A silent savings account can be transferred only after it is revived by the depositor with a

transaction.

(c) An account opened on behalf of a minor who has attained majority can be transferred after the

ex-minor has furnished revised application form (SB-3) for further continuation of the
account by him and account is transferred in ex-minor’s name..

PROCEDURE FOR TRANSFER
43(1) Application for Transfer:-

)

2
(b)

Note 1

A printed form for the application for transfer SB-10(b) has been prescribed for the
convenience of the depositors but the use of this form is not obligatory and application for
transfer presented on the plain paper must not be refused merely because it is not in the
prescribed form. The depositor has to submit fresh KYC documents while applying for
transfer of accounts from one post office to another.

(a) When a depositor wants to have his account transferred he must present or send his pass
book with a written application for transfer signed by him.

If the depositor is illiterate, his mark or thumb impression/mark should be affixed to the
application which should be attested by the signature of a witness as provided in the case of
an application for withdrawal.

:- The attestation of the thumb impression/mark of the illiterate depositor should be got done

from the person known to the post office in the following form:
“The depositor is known to me and his thumb impression/mark has been affixed in my
presence.”

Note 2:- The attestation of the signature if it does not agree with that of post office record should be

3)

“4)

)

got done in the following form from a person known to the Post Office:
“The depositor is known to me and has signed in my presence.”

In the case of an account opened by an illiterate person and operated by a literate agent, the
illiterate depositor himself should put his thumb impression on the application for transfer
which should be attested by a respectable person, (other than the literate agent) known to the
post office.

In the application for transfer of an account opened on behalf of a minor or a lunatic the
certificate “Certified that the depositor is alive this day” should be given.

In the case of a joint account either 'A' type or 'B' type, all the depositors should sign the
application for transfer.

TRANSFER OF ACCOUNT FROM ONE HO TO ANOTHER HO AND TO ANOTHER SO
UNDER SAME HO OR UNDER DIFFERENT HO ON CBS.

43(2)

Procedure in Head Office when request for transfer is received at HO:- (a) Transfer of
account/certificate from one CBS office to another or from post office to bank should also be
done at HO level only. If the account stands at a Head office and if the application for
transfer along with pass book and fresh KYC documents is presented at the Head office, the
counter Assistant should see that the restrictions laid down in Rule 41 on transfer of accounts
are not attracted. He should impress date stamp on the application for transfer and compare
the signature on the application for transfer with the specimen signature in available i