






































.T \ '8-6 
lftfi&,.aolb-

To
All Heads of Circles/Regions
Addl. Director General, APS, New Delhi.

Subject: -

Sir/ Madam,

Introduction of new scheme "Sukan
Savings Schemes.

Pleas;e refer to this office letter of even nu
Finance (DEA) Notification No. G.S.R gOB (E) dated 2
Finance was circulated, This office is receiving
on sqme of the features of the scheme. Following cl

On the date of opening of account, girl child should
initial grace period of one year is up to 2.122015 on
should not be more than 10 Years.

tl Accounts can be opened at BOs also. BO has to
accounts just like BOSB Joumal. BPMs should be
Certificate, lD and Address Proof of Guardian) to be
minimum amount (i.e Rs.1000i- ) to lre taken while
deposits to be accepted (i,e in multipte of Rs.100/-),
financial year (i.e Rs.1,50,000/-) in an account and
by a guardian etc. BC)s will send Passbooks to
in the first week of April every year.

iii.

lv.

V.

vi.

In case proper Birth Certificate of girl child is not avai
school given by Headmaster or a certificate from
the child or a certificate from the hospitalwhere the gi
HOs have to allot separate block numbers for HO
in operation) for this Scheme in Sanchay post and inti
SBCO will maintain separate registers manually for
All post offices working on Sanchay post or working
birth of girl child manually on the first page of
Scheme will be centralized and all accounts opened
for which patch from Sanchay Post will be deployed
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lx.
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F.No. 1 1 3-0 1 /20'1'1 -SBNol-ll)
Government of lndia

Ministry of Communications & lT
Department of Posts

Dak Bhawan, Sansad Marg,
New Delhi-1 1000'1, Daied: 29 .05.2015

To
All Heads of Circles/Regions
Addl. Director General, APS, New Delhi.

Subject: Competent Authority to issue "Reconciliation Certificate" under Rule 87(15) of POSB
Manual Vol-l and 50(16) of POSB Manual Vol-ll.

Sir / Madam,

The undersigned is directed to say that a question has been raised regarding "Competent Authority to
issue Reconciliation Cerlificate" under Rule 87(15) of POSB ManualVol-l and Rule 50(17) of POSB ManualVoi-
il.

2. The competent authority has reviewed the existing provisions of these rules and decided to replace the
existing rule with the following text:-

Rule 87(15) & Rule 50(16) Reconciliation Certificate:- lf there is a difference in the name of the deceased
depositor/investor, the claiment will apply to the concerned Head of the Postal Divisional /Head of the
GPO/Gazetted HO for issue of reconciliation certificate by giving an application in manuscript declaring the facts
supported by documentary evidence(s) if any and two wittnesses with their lD and Address proof. Head of the
Postal Divisional /Head of the GPO/Gazetted HO, after satisfying himself through the documantry evidence(s)
submitted or after conducting any inquiry, which he deems necessary, shall issue Reconciliation Certtficate in the
following format:-

Reconciliation certificate in case of a difference in name of deceased depositor/investor

Certified that the real name of the deceased depositor/investor of POSB AccounUSavings Certificate

to be called by................. ...(name). The name as mentioned in POSB AccounUSavings
Certificate and in the Death Certificate, is that of one and the same person viz., the deceased depositor/investor.

Date /Place
Signature

Name (in block letters)
Designation stamp ..........

Claimant will attach the above Reconciliation Certificate with the claim application Form.

3. This issues with the approval of Competent Authority.

Assistant Di

1. DDG (FS)/DDG (VlcyJS&FA/DDG (PAF)iDDG (RB)/DDG (Estt.)/DDG(PG & Inspections)/ DDG (PCo)
2. Director (Tech) O/o Pr. CPMG T.N Circle.
3. Director (FS)/Director (CBS), Dak Bhawan.
4. Director of Audit (P&T), Delhi.
5. All DirectorsiDy. Directors of Accounts, Postal
6. Director, Postal Staff College, Ghaziabad.
7. All Directors, Postal Training Centres.
8. Director CEPT Mysore for uploading the SB order on India Post Web Site
9. Dy. Director CEPT, DMCC/SDC O/o CPMG T.N.Circle,
'1 0. AD /lnspection/PF/Vigilance
11. All Accounts Officers ICO(SB)
12. All recognized unions.

P-Te- 
"n

ll rt

C 4 JUN Ii;;

13. MOF(DEA), NS-ll, North Block, New Delhi
14. Director, NSl, CGO Complex,'A'Wing, 4'n Floor, Seminary Hills, Nagpur-440006
15. PS to Member (T)

ib. PPS to Secretarv Posts.

Singh



F.No. 116-57/2014-SB
Government of India

Ministry of Gommunications & lT
Department of Posts

SB ORDER NO. 5/2015

Pre

Dak Bhawan, Sansad Marg,
New Delhi-l 10001, Dated: 08.06.2015

To
All Heads of Circles/Regions
Addl. Director General, APS, New Delhi.

Subject: - Provisions of lncome Tax Rebate in the deposits under "Sukanya Samriddhi Accounts"
regarding.

Sir / Madamr

This office has been receiving references regarding provisions of lncome Tax rebate in the
deposits under Sukanya Samridhi Accounts. Following provisions are now available in the lncome Tax

Act 1961 amended up todate:-

(a) Sukanya Samriddhi Account has been specified under clause (viii) of Sub Section (2) of Section
80(C) of Incoem Tax Act 1961 and deposits under these accounts enjoy benefit of this lncome Tax
Section up to the overall maximum limit of Rs.One Lakh Fifty Thousand (1,50,000).

(b) By Finance Act 2015, a new clause (11A) has been inserted under Section 10 of lncome Tax Act
1961 under which any amount withdrawan from Sukanya Samriddhi Account will not be included in the
total income of a previous year of a person for the porpose of calculation of lncome Tax.

(c) By Finance Act 2015, a new clause (ba) has been inserted under clause (viii) of sub-section 4 of
Section 80C of Income Tax Act 1961 under which a Legal Guardian can claim lncome Tax benefit for the
amount deposited by him or his/her girl child under the Sukanya Samriddhi Account.

2. This may be brought to the notice of all the Post Offices for information, guidance and wide
publicity for opening of Sukanya Samriddhi Accounts. These amendmends are available in the web site
of lncome Tax Department.

3. This issubs with the approval of Competent Authority.

t
Yours ftithfullv.nl
-(9%4'o
Kawal{it Stn$h)

Assistant Director (SB-ll)

Copy to:-
1. DDG (FS)/DDG (Vle)/JS&FA/DDG (PAF)/DDG (RB)/DDG (Estt.)/DDG(PG & lnspections)/ DDG (PCO)
2. Director (Tech) O/o Pr. CPMG T.N Circle.
3. Director (FS)/Director (CBS), Dak Bhawan.
4. Director of Audit (P&T), Delhi.
5. All Directors/Dy. Directors of Accounts, Postal
6. Director, Postal Staff College, Ghaziabad.
7. All Directors, Postal Training Centres.
8. Director CEPT Mysore for uploading the SB order on India Post Web Site.
9. Dy. Director CEPT, DMCC/SDC O/o CPMG T.N.Circle,
1 0. AD /lnspection/PFA/igilance
11. All Accounts Officers ICO(SB)
12. All recognized unions.
13. MOF(DEA), NS-ll, North Block, New Delhi
14. Director, NSl, CGO Complex,'A'Wing,4'h Floor, Seminary Hills, Nagpur-440006
15. PS to Member (T)
16. PPS to Secretary Posts.

,f 2 JUil eofi

Director



9l0u ilnP z e

0 I 00/ g€tosrtyy,{6o1ouqca.1
telsod u!a.rueflerxS /ot ajtuac

(Ola) COCt 7(srrorlradsrr 1

(lr-ss) r)rar!o luElslssY

's1so4 ,{:vlarcas ol Sdd GI
(Uff ry Suplueg) r?quahtr ol Sd (tI

9ggg77-rnd8zN 'slllH ,(ruutuag ':oo1g u,p'3u116;y,'xa1durof, OCf, '151ri 'rolceltq (g1

rqleq 
^AeN,rpo1g 

qgro51 ,II-SN,(yAq)gOW (Zt

. 'suolun pazlu8ocer lly (ll
(qS)OJI srecuJO stunoccy ItV (01

arur:1r?r,1/g47uor1radsu1i 61' (6

'etrl.) N'J, ONcII orO JqSiJll4lO 'IdSl.ro1ra.r1q'Aq (8
'a]!S qeA\ lsod r;rpul uo.rap-ro gS eql Surpr.lo1dn -ro1 e-ros,(4 IdgJ rolrarrO (t

'5.r.rtu,r J iirrrtrrr:.rJ llrl\od 's.rolJarlO lll {g
'puqurzsrlD'ydN)VU'rolrarrO (9

1e1sog 'slunocJvJo srolf,erlq 'Aq7srolcattq 11y ('
tqtaq '(J?d) llpny Jo rolcarlq (g

'uB^\Bqg IuO'(Sgf,) rolrorre/(Sd) rolrarle Q
b- cd)too/('rlss) 5oo/(BU) cflo/(J\'.t) coc/r'd*sli(31 ) coo/(srl) roo..._(,.,^^

-:o) AooS-
'll {' l-arnxouuv',{Oy a1duu5 -:1rug

',9;:oq1ny lueledruo3;o ye,ro:ddu eql qll,t\ sansq s-rql 'V

r'lggjtft
'rlrnJqrlEJ

gAEX)

'{1;-roqs l)a}ttlIt.)-rt.) oq IllA\ sul-ro]l Jtll .]o uots-lJA lputl-l 'tl(]ll.']t: ,{.tt:55J.r.rtt ltttg

acuuprn8'uo1luuro3ug roJ saJUJO lsod puaH puu sarlIJO lsod qns aql llu Jo orrlou aql o1 }q?no,rq eq Auu srqa 'C

'slunocry ddd/SSJS;o Suluodo loJ seclJJo lsod SgJ rod -: Il 5t l-ernxouuy 'dOY(^l)
.selscgprea Jo esuqc.rndT(g4d/SSCS ueql raqlo)slunocru;o Suruado roJ secrJJo lsod SgJ rod-:II-elnxauuyrydOY(lll)

'qunoccy ddd/SSJS Jo Suruedo roJ sacgJo lsod SgJ uou rod -rl-eJnxauuY TSOY(!!)
'saluclJluef,;o asuqrrndT(ddd/SSOS uuql raqlo)slunoccu yo Sutuado .rog secggo lsod SgJ-uou :og -:ggy (t)

:repun su aq

ll!^r asn aq1 'Q1-e.rnxauuy) ru.rog JAX pue (1-a:nxauuy) trrod luuotllppY'dOY pesolcua pug'atoqe.red sy 'Z

'acg;o lsod lE .{Ov q}!,!\ euus aql e,rrasard puu slunoccY ddd/SS3S;o Sutuedo;o astsc u! I

-?rnxauuv atu1 osle plnoqs saatggo lsod aseql 'p+iaoiloJ aq plnoqs SHZ'902 puu 9I0Z'E LZ pelEp llntu a ecg;o slql ep!^

palBlncrlc ssecold puu secUJO lsod S{C 11u ,(q pesn oq ol sl (11-e.rnxeuuy) ru.rog JAX qll^€uolu dOV sHI (,tl)

'uoqe:31ur re1;B salucgll.rac asuqclndTslunoocB

,neu uedo ll!^r oq,r srolse^u!/srol;sodap eq1 uorJ ualsl oq ol osls sr (11-e.rnxeuuy) ur.rog 3a11 alu.redes

pue pe[U eq ol ars doy Jo spleu eseq] 'pe1u:31ur st ocuJo aql fep eql ulorJ pue SgJ o1 pe1Y.r81ru q or$Jo pod p1

(a-req1 aq lou plnoda f,aq; se) spleg pelelerlos/.{lJ erou81 {uur seclJJO }sod SgJ uou 'ggy qq1 Sursn e11q16 (lu)

'ecg;o lsod ul doy qla,riuole deel pue (1-elnxauuy) IrJol lBuollppY a{Bl ol

11u 'slueruallnbe.r ;uuorlppe 3u1eq ereql 'slunoccY ddd /SSJS Jo osec uI .(tl)
'selecugrec Jo asvqc:nd puu (ddd/SSJS

surroJ uolucllddv alerggpe3 Jo esullcrnd/€-Ss Jo {?ols elqullB^E aq1 8ul1snuxa

eq ,le ur (ggy) ur.rog alBcgqre3;o asuqcrn4T?uruadg lunoc?Y uouuoJ (l)

-: lBql pepltap uaeq

seq 11 puy ,{lrJoqJnB lueladuoc aq1 {q pe-raprsuoc uaaq seq srqJ 'sarlJJO lsod llE o1 parlddns pue palur.rd aq uBc uuoJ

auo ,(1uo lsql os osle saclJJo SgJ -uou ul secgJo SgJ roJ paqgcsard (ggy) ru:og alBcU.UraJ Jo asuqrlnd/8u;uadg

lunoccv uoluuroc aruBs eql Jo esn naollB ol sllun plau uro{ suollsaSSns Sutatecel uaaq sBr{ aJUJo slqJ.

enuq (gg3-uou T SSJ) sacggo lsod

ueql raqlo)slunocJu;o Suruado ro;
relJu secgJo pod gg3 uou ur p?sn

9I0Z'90' 60 :pelBo'I000II-lqloq 
^aeN

'8.ru141 pzsuug'uerlluqg {u{

'Surp.ruial cle sd1y/salecutueC Jo surrod uopecllddy asuqcrnd puu t-gs Sutlsrxe 3u-tceldar

secgJo ]sod SgC uou puu SgJ roJ (ggy) ur:og Suruadg lurrurJy-tr6wdoc ;o uollcnpo.rlul

'urEp€r4l / rIS

-:pe[qn5

'rqlec 
^raN'SdV'lsreue9 

Joperl(l lppY
suor8egTsaqc.rlJ Jo spseH IIV

otr

slsod Jo lueurlrudaq
JI ? suorlBcrunuuroJ 1o ,(.r1stuttr41

elpuJ Jo luaururaabg
ffi I.ttno

2 Ld



AOF
POST OFFICE SAVINGS BANK

ACCOUNT OPENING/PURCHASE OF CERTIFICATE APPLICATION FORM FOR INDIVIDUALS

For Office Use
Post Office: Date: SOL ID:

AccounURegistration
No.

crFrD(1)

crFrD(2) crFrD(3)

For Applicant(s)
"1. lM/e r:equest you to open Savings (withlwithout cheque
book)/Basic Savings/RD/1/2/3/5 Years TD/MIS/SCSS/PPF/SSA or issue NSC(8'"/9" issue) or KVP) in myiour name(s)'

*2. Full Name of appticant(s)/Guardian (in case of minor/Lunatic AJC), in CAPITAL Letters (leave space between words)
Mr./Mrs./Ms./Other First Name MiCCle Name Last name Gender

*3. Full Name of father/husband/Mother, in CAP]TAL Letters

1

2

*4. Residential Address First Aoplicant 2"' Applicant 3'" Applicant
Flat No./Bldg. name

StreeURoad/LocalityA/i I Ia g e

Tehsil/Post Office

Gity and District
State

Pin-Code

Tel./Mobile No.(optional)

Email (optional)

PAN Number or Form 60/61

'6. oDeratinq Instruction (olease tick l the emptv bo)
Single/Self Either or Survivor (Joint-B) Jointly (Joint-A,) Through literate agent

*7. Detail of Know Your. Customer (KYC) documents submitted:-
I Photo lD ot Applicant(s)
I --r--- i - -z:da . i - --,-. I Addreqq P

,1
rn oT of npc, r,.intG t ----l-..ir' ' ^rr IllJl

"B. Detail of Flrst deposit:- Amount Rs.(figures) .(words)
Mode of Deposit

1 873 to be the sole recioient{s of the amount s at the credit of the account in the event of death
Snire of I Name & address of person who may receive the said amount

nomination during the minority of the nominee(s)

Signature of witness in case depositor wish to make nomination
Name & Address of witness

Type of Document

9, Nomination:- lAn/e nominate the person(s) named below under Section 4 of the Government Savings Bank Act, 1873 (5 of

Name & address of
nominee(s)

Date of Birth
(in case of

*Mandatory Fields to be filled by customer.

L

l



10. AADHAR NUMBER:

ll.T"*--i""r'r.6:.,1"s::"r:ll-:T:::l"iSardian/Btind/Phvsicartv 
Handicapped/rtriterate

ii;"[lTin"i['i;ensionerrept-/sB Basic savinss
and his/her RelationshiP with

of minor/Lunatic Account' please fill Name oI Minor/Lunatic

12. ln case
Guardian

-----13. ln case of other than Minor/Lunatic, please enter Name of sanchayika/Government welfare scheme and

PPO/BPURegistrationEnioilment 
numbe "'

14.AmountofMonthlylnstallment(lncaseofRDAccount):-Rs.(infigjuret)(inwords)*

15. rn case seryices of SAS/PPj{*PIBY on"nt rynr 
'

i,;.' 
-------.--Vatid 

uP to

1,6. Standing lnstructions if anY : to receive

17. l/We authorize Aoent (name)-
' i"".[ooxlc"ltificates oi my/our behalf '

Office

r,*e hereby decrare that r/We..n:':."I,:1v^ :*:':'.".":l?:'.".THi'.ffiT;i:J.iljff*1ffi::1ffi',::::',"*:$*:":il1*T,HT'g:"Hl"Jl$.xi"-$::'ffilifi"5i,'::iii',ilJ.',""",5;s.5'J[H:[ts&''il:l"till:lt*!::';;"n:'m:":ui"fiffi/We hereby declare tnat l'YYe l:"-.":T-'^ l -^ ^-^^.it Rules 1981/ Monthly lncome Accourrl ^u'E-.Yv'' iro o,.,-o lamended from time to

ffiJiT;,h:Tsliht*i.l*iini:'T"1"".''"'l'l:#i::irtr:;ht**"x"':itr'Tll**+i*rt#ixxRecurring DePosit Rules lvo " : .".:'. : - -:.-. o,.r-. rni 4. PPF Rules 1968' Nsc(vllll ano l^rl '-""- '*'- 
- I 

^^-rF.t r:^vernment as may be

[*?ljJj"T;l"i"#b#;t"*,'',::;rlii=*:"*l"gj[*m:*{.':[i:#*",.ttl*lt;,:::ii:?1.".",'#ffll,i],T"""'lffi;i"'"f;: il:"ffiil[;*i.'::i:.::l*:JJ:,:T""ff*1i,'ffi:'ff":ffi:i";.::J:,"1'F,{h:1;;;' rimit notiried under various

.ooti"lit" to tti-e account o- 
^___.._.- oh,r ih c-ase 

" "Jr;;: 
i"r"r,r"" is found, will not claim interest'

"il;ilr; tie3ccg.urit lom 
time to time' l^Ne t*"K::"J::="'*"rir".i," 

round, will not claim interest'

:#;.;;;;;lr4oinuttno' accounts and in case or a

18. ReceivedCertificate(s

Declarations

DATE:

Signatureffhumb lmPression:'

2'd APPIicant
3'd Applicant

1't Applicant

Soace for affixing phoro of appricarrts(in case of SCSS Joint Account, prease affix,oint photograph of both spoltses)

Alt Fietds to be entered into svstem,by"9.31"-t;;l1;
******i***s**t************t******

that I have verified the documents

,intit. rlrl"-*i"g t"tl3l ""*b'

For Office Use onlY - , ^.-'.
.uUtitt"d with this application form arrd c'onlrrfll

r:rs\/KVP{S} issued (i@

Signature of Sub/Head '":T1tt::^ 
( \

llJ,Jt['o \.--/

I

KYC norrns are fullY

c

Certified

ffiat Nos.ot certiflcates

Signature of BPM

Date StamP

Oate of encashment

| ,_.- - -

-:$:



To be filled by customer:-

ANNEXURE-IAdditional FORM to be taken for opening Sr. Citizen Savings Scheme(SCSS)/ppF Account
(to be attached with AOF)

To be filled by Post Office:-
CIF lD No. (in case of CBS post Office) .Account No. 

- 

(for all post Offices)

lN GASE OE NOMTNATION tN SCSS ACCOUNT FILL THE FOLLOWING TABLE

1. I hereby declare that the details of other Public Provident Fund/Sr. Citizens Savings Account(s) opened earlier by me/us
under SCSS-2004/PPF Rules, are as under:-

2. I hereby that I am not maintaining any other Public provident Fund Account/sr. cit en Savings Scheme Account
exceot declared above

3 l also declare that i sh€lladhere to the ceiiing on deposits as provided fc.r bi Celtral Governmelt fi-i-iin tr;1e to t;nre, in each of
the following types of PPF Account:-
Individual Self Account and Account(s) opened on behatf of minor(s) of whom I am a guardian.
In case, at any time, the said declaration is found untrue/false, no inierest shall be pafable to me/the subscriber on the
amounts of deposits found in excess of the prescribed limit.

4 I also declare that the information provided by me/us in the application for opening of account is true to the best of my
knowledge and belief and in case, at any time, any of the information and/or decljration is found false, no interest on the
deposits shail be payable to me/us, the post office shall close the account(s) and refund the deposits after recovery of
tnterest, if any, already paid on the deposits.

Following documents are enclosed (tick whichever is appticable):-

(i) Age Proof (mandatory for SCSS Account). Self attested copies of the following documents can be given as Age
Proof:- Birth Certificate issued by Municipal Authority/Gram PanchayaVDistrict Office of Registrar of Aiins & Deathr-s;
Voter lD Card; PAN Card; Passport; Ration Card; Date of birth certificate issued by School last atiended by the applicant
or any r:ther recognlzed eCucational jnstitution or- Driving Licence.

(ii) lf PAN is not allotted, copy of ieceip t f o r a pplication form fo r a llotmen t of PAN. The applica n is, who are not assessed to
lncome tax, may furnish a self declaration, that their income from i.ll soirrces (including intere,si rncone irom ihe account
tc be ooened) does not cross ihe exempilon ljnrii and the apclicani s nli required to obiail pA;.j urloer iIcorne 

.l'ax 
Acr,

1961, as amended from tirne to time.
(iii) Certificate from Employer indicating the fact of retirement, retirement benefits, employment held and period of employment

if age on the date opening of SCSS account is less than 60 years and above 55 yejrs.

Photograph of Nominee(s) Si gnaturelthumb impression of tfre nomi neels;

Name of Post Office/Bank
Branch

DATE/PLACE.... SIGNATURE/THUMB IMPRESSION OF SUBSCRIBER/DEPOSITOR



POST OFFICE SAVINGS BANK
NEWCHANGE KYC ( Know Your Custo Form tobe sent to CPC

Siqnature Recent Photoqraph

Applicant (1)

Name:-

CIF lD No.

AccounURegistration No.

(1)

(2\

Applicant (2)

Name:-

CIF lD No.

AccounURegistration No,

(1)

(2)

Applicant (3)

l{ame:-

GIF lD No.

AccourrURegistration No.

(1)

{2)

erebV submit Dhoto coDV of the 'ollowilrq documents (sell-attested) for the OI

Proof of ldentity (doc. tVpe & no.)

Proof of address (doc. tvpe &no.)
do hereby solemnlv declare that the information provided above with respect to my account is up to date and correct

Signature/Thumblmpression:- l"Applicant
lln d3s" of ioiat i/c holde6 all ipolicanis ha.,,e io sign)

2^' Applicant 3'd Applicant

For Office Use oniy
Certified that I have verified the documents submitted with this application form and confirm that KYC norms are fully complied
with.

Signature of BPM
Date:

Date Stamp:-

Please fill all the information below in case of new account and onlv relevant information in case of Change in KYC

Name (in caoital leftersl

FlatlHouse No. !oca!ity _
LandmarkRoad

City PIN

State Countrv

rel (off) Tel (Res)

Mobile No E Mail lD

Signature of SPM Signature of Postmaster



PTa
SB Order [qJ12015

F.Nu.l | 6-15i2(|1 3-SI]
Government of India

Ministry of Communications & IT
Department of Posts

Dak Bhawan, Sansad Marg,
New Delhi-l10001.
Date: 18.06.2015

To
All Heads of Circles/Regions
Addl. Director General, APS, New Delhi.

Subject:- Clarifications on different scenarios being faced or likely to be faced by Post Offices after
implementation of CBS.

Sir / Madam,

The undersigned is directed to refer to this office letter of even number dated 06.08.2014 (SB Order
No.8/2014) & 14.8.2014 (Addendum to SB Order No.8/2014) on the subject.

2. The competent authority has reviewed the process of all the 14 scenarios circulated vide above
references in the light of roll out of CBS in 800 HOs and 1790 SOs accross the country as well as change in
the process of Circle Processing Centres (CPC), Process mentioned in the scenario No.2,3,5,6,10, I I and l4
have been revisecl. Revised process pertainirrg to these scenarios is attached as ANNEXUITE with this
letter. This will supersede the process circilated vide SB Order No.8/1014 and Addendum to SB Order
No.8/2014.

This may kindly be circulated to all post offices for guidance and necessary action.

Yours ithfully,

l)-
)

(sB-rr)
Encl:- ANNEXURE
Copy to:-

1) 1. DDC (FS)/DDC (VIG)/JS&FA/DDG (PAF)/DDG (RByDDG (Estt.)/DDG(PG & Inspections)/ DDG (PCO)
2) Director (FS)/Director (CBS), Dak Bhawan.
3) Director of Audit (P&T), Delhi.
4) All Directors/Dy. Directors of Accounts, Postal
5) Director, RAKNPA, Ghaziabad.
6) All Directors, Postal Training Centres.
7') Director CEPT Mysore for uploading the SB order on lndia Post Web Site.
8) Dy. Director CEPT, DMCC/SDC O/o CPMG T.N.Circle,
9) ADilnspeetion/PF/Vigilance
l0) All Accounts Officers fCO(SB)
l l) All recognized unions.
12) MOF(DEA), NS-II, North Block, New Delhi
13) Director, NSI, CGO Complex,'A'Wing,4'h Floor, Seminary Hills, Nagpur-440006
14) PS to Member (Banking & HR)
15) PPS to Secretary Posts.

A
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ANNEXURE,

Revised procedure to be followed in case of following scenarios which wiII
supersede the existing procedure.

2.Scenario:- When a Certificate holder attends any CBS Post Office to encash
certificates either on maturify or for premature closure where certificates were
purchased from other CBS Post Office.
The Counter PA should first go to HACLI and see that Certificates are genuine and stand
in Finacle. HeiShe will veriff signatures of the holder(s) on the certificates with that
available in Finacle. Once, it is confirmed from the signatures that holder is genuine,
holder should be asked to fill NC-32 and give fresh ID as well as Address Proof and
Mobile number. After proper verification of KYC documents, Certificates first be
transferred IN by using HACXFSOL. Customer's new address and mobile number
should be entered through account modification menu and it should be verified by
Supervisor. Then payment should be made by crossed cheque or credit to savings
account. Payment should not be made bv cash in anv case.
An intimation of Transfer/Discharge should be sent to the office of issue by service
rcgistered post which u'ill make Transfer/Discharge entry in the Purchase Application(in
case of old certiticates) or AOF.
NC-32 and KYC documents should be preserved in the CBS Post Office in a A4 size
Ring Guard File.

3.Scenario:- When any claimant (in case of death of holder) presents certificates
issued by another CBS Office alongwith claim application form for payment or
transfer to the claimant's name.
In CBS environment, claim form can be submiued at any CBS post office. When such a
claim is presented at any CBS post office, first of all, user has to enter date of death in
the CIF and supervisor has to veri$r. Then procedqre of settlement of deceased claim
case has to be followed. After sanction of claim, if claimant wants payment, procedure
mentioned in scenario 2 should be followed. If claimant wants to transfer of certificates
in hisftrer name, open new CIF in his/her name based on new AOF(if no CIF is available
in hisArer name) and attach the existing Certificates (Accounts) with new CIF. Name of
holder can be changed through menu HAALM.
In this case also, an intimation of Sanction of Claim/TransferlDischarge alongwith copy
of sanction memo should be sent to the office of issue by service registered post which
will mdke Death/Transfer/Discharge entry in the Purchase Application(in case of old
certificates) or AOF.
Claim Application Form and KYC documents of claimant and Account Opening Form
(AOF) should be preserved in the CBS Post Office. If certificates are transferred in the
name of claimant, KYC Form has to be taken from the claimant and sent to CPC of the
office where claim is sanctioned. CPC will scan the Photograph and signature and attach
the same with new CIF.
S.Scenario:- When Account Holder of MIS/SCSS/TD scheme approaches any CBS
Post Office for taking interest or closing accounts.
The Counter PA should first go to HACLI and see that Account(s) are genuine and stand
in Finacle. He/She will verifu signatures of the holder(s) on the withdrawal Form or
Account Closure Form with that available in Finacle. Once. it is confirmed from the



signatures that hoider is genuirle, pa)tnent of interest should be rnade to the acoount
holder as per proccs being follou,cd for normal rvithdrarval. If account closure is
requested, take SB10(b) form, frcsli ID as well as Address Proof. After proper
verification of KYC documents, Accounts(s) first to be transferred IN by using
HACXFSOL. Whenever any account is closed at the office-other than the office where
account was opened, in any case, payment should not be made by cash and payment
should either be made by crossed cheque or credit to savings account (where required
KYC documents have been taken and signatures are available in the system) only.
SB10(b) and fresh KYC documents obtained should be presen,ed in the CBS Post Officc
where payment is made. An intimation of Transfer/Closure should be sent to the officc
from where the accouilt was transfc'rretl by sen,icc registered pclst rvhiclr rvill make
Transfer/Closure entry in the original AOF.

6.Scenario:- When any claimant presents documents for preferring claim (in case of
death of depositor) in respect of any MIS/SCSS/TD/RD/PPF account(s) stand at
another CBS Office alongwith claim application form for payment or transfer of
account (RD/TD/SCSS {only spouse}) in the name of claimant.
Death should be noted in the relevant field in CIF of deceased depositor. Follow the
procedure laid down for settlement of deceased claim case. After sanction of claim,
follow the procedure mentioned in scenario 5 above. If claimant wants to transfer
RD/I'D/SCSS (only spouse) account in his/her name, open ne\ ' (llF (based on new,
Account Opening Form (AOF)) in his/her name (if not already exists) and attach the
existing Accounts with new CIF. Name of holder can be changed through menu
HAALM.
Claim Application Form and KYC documents of claimant or Account Opening Form
(AOF) should be preserved in the CBS Post Office and in case account(s) is/are
transferred in the name of claimant, KYC Form has to be obtained and sent to CPC of the
office where claim is sanctioned. CPC will scan the Photograph and Signature and attach
the same with new CIF.

l0.Scenario:- An account holder of a CBS Post Office applies for transfer of
account to any Non CBS Post Office or any account holder of non-CBS post Office
to a CBS Post Office.
Transfer of account from CBS Post Office to Non-CBS Post Office and vice versa is not
allowed. However, Postmaster or Sub Postmaster of SO/FIO where transfer of account is
applied will go to DMCC Chennai website to see list of CBS Post Offices and confirm
that post office to which transfer is applied is a CBS Office or not. If SO is completely
manual and unable to see the list, it will be the duty of HO that before issue of AT, list
should be consulted and if that post office is already in the list of CBS Post Offrces, AT
should not be issued.
In case transfer is sought from CBS to a non CBS Post Offrce, Account holder should be
advised to select a nearby CBS Post Office (from the list) and get account transferred or
avail services of that CBS Post Office.
In case transfer is sought from a non CBS Post Offrce to a CBS Post Office, account
holder should be advised to set his/her account transferred to a nearby non CBS Sub Post
office.

11. Scenario:-Inter CBS Post office Transactions (INTERSOL TRANSACTIONS)
In CBS environment, transactions can be initiated in any CBS Post Office. Any depositor
of Savings, RD, TD, MIS, SCSS, PPF or Certificates can initiate Financial Transactions



at arly CIIS l'ost Oflice. 'I'ransaction will appear in the Report No.19 i.e Common.
Counter Wise Transactions Report-Inter Branch of the office where transaction is

initiated. Amount of the transaction would also appear in Consolidation of the same'
office. No transaction would appear in the office where account/certificate stands. Extra
care should be taken at the time of such transactions. In respect of withdrawal from
savings Account for more than for Rs. 50,0001- , it should be allowed only if signatures

are available in the system and are tallied. In respect of accepting deposits, no extra care

is required to be taken. As regards, payment of maturity value of
IvIISiRD/SCSS/TD/PPF/Certificates, procedure given in the relevant scenario should be

followed.
Non Iiinancial transaclion iike modification in account or CIF can be made only the

office where account stands and it should be supported by docr-rmentary proof. In case of
change in name or photograph or address, fresh KYC Form (in duplicate) has to be

obtained with documents and one copy of KYC Form has to be sent to CPC for scanning

of fresh photograph or signature. Please ensure that all Financial or Non Financial
Transactions should be verified by Supervisor/SPM at the same office when initiated by
PA.

14. Scenario:- A customer wants to do re-investment of matured amount in CBS
post office.
In case, depositor wants rc-investment from one schetne's maturitl' valua to another

scheme, customer should be asked if he/she has a Savings Account in any CBS Post

Office. If yes, then signature in that account available in the system should be tallied
with the signature on the Closure Form or Certificate & if not, customer should be asked

to open new savings account under the same CIF (fresh KYC documents and Form
should be taken if account/certificate matured belong to pre-migration period). Customer
should write on the receipt side of the Account Closure lrorm or Certificate, tlie amount

to be re-invested, name of scheme and Savings Account number under hisftrer signatures.

In case of new AOF presented for re-investment, under the filed "Mode of Deposit",
he/she has to write savings account number. In such a case, no separate withdrawal form
is required to be given and this transaction has to be treated os rron.cosh transaction for
the purpose of eligibility of commission to agents (if AOF contains detail of agent).

Once Postmaster/Sub Postmaster is sure about genuiness of the depositor (from
signatures/photograpVany other identification), total maturify value*interest should be

credited into that Savings Account and then amount to be re-invested should be

debited/withdrawn from this savings account and credited/deposited in the concerned
new account while fi;nding.

No re-investment should be accepted if customer does not have a savings account in a
CBS Post Office or customer is not ready to open new savings account, in such a case,

payment shotrld be made by Postmaster Cheque only.

3
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F. No. 1 13-0 Il 201"1-SB (Vol.II)

Government of India
Ministry of Communications & IT

Depaftment of Posts
Dak Bhawan, Sansad Marg,

New Delhi-110001, Dated: 19.08.2015
CI-ARXFNCATTOT$

lo
All Heads of Circles/Regions
Addl. Director General, APS, New Delhi.

Subject: - Enhancement in cash
Savings Schemes - !'eg.

Sir/Madam r

This office is receiving references from field units seeking clarification as to
whether the enhancement of cash handling limit conveyed vide this Jffice SB Order No.
08/2015 dated 10.07.20t5 is applicable to both sAS and MpKBy agents.

2. In the said SB Order, it is mentioned that cash handling limit by the authonized
agents of Small Savings Schemes is modified and increased from Rs 10000/- to Rs 20000/-
on behalf of depositor.

3. It is therefore clarified that increased of cash handling limit is applicable to authorized
agents i,e. SAS and MPKBY agents,

4. This issues with the approval of Competent Authority.
: Yours faithfully,

I

handling I lirnlt of authorized agentr6 of Small

Copy to:-

I

1

A

tr

-7

6Dctr

9.
1n

ll

11
LL'

13.
1Ar-t,
15.
1A

, Assistant Directon General (FS-X)

DDG(FS)iDDG(VIG)/JS&FA/DDG(PAF/DDG(RB)/DDG(Estt.)/DDG(PG & Inspections)/
DDG (PCo)
Director (Tech) Olo Pr. CPMG T.,N Circle.
Director (FS)/Director (CBS), Dak Bhawan.
Director of Audit (P&T), Delhi.
All Directors/Dy. Directors of Accounts, Postal
Director, Postal Staff College, Ghaziabad.
All Directors, Postal Training Centres,
Director PTC Mysore for uploadimg the sB order on trndia post web site.
Dy.Director (CEPT) Chqnnai OiO CPMG T.N.Circle, Chennai.
AD /Inspection/PFlVigilance .-/
All Accounts Officers ICO(SB)
All recognized unions
MOF(DEA), NS-Ii, North Block, New Delhi
Director, NSi, CGO Complex,'AWing,4th Floor, Seminary Hills, Nagpur-440006
PS to Member (T)
PPS to Secretary Posts.

cenrre tor excciiincelF poffii
Technology, Mysore.S700l 0

2s AU6ruu

G.M. Director A.O.







se oRoen io. rrlzors
F.No. 116_57AA14_S8
Govemment of lndia

Ministry of Communications & lT
Department of posts

. Dak Bhawan, Sansad Marg,

To 
New Delhi_110001, Dated: 

,2g.09.2015

All Heads of Circles/Regions
Addl. Director General, APS, New Delhi.

Subfecfi 'Acceptance of Passport, Aadhar card and PAN card as a valld document for
age proof of glrl child for opening of Sukanya Samriddhi Account- reg.

Sir/ Madam,

The undersigned is directed to say that this office has received some complaints
regarding non acceptance of Passport, Aadhar card and PAN card as a valid document for
age proof of girl child for opening of sukanya samriddhi Account.

2. The mafter was examined and it has been decided by the Competent Authority to
aqcept Passport, Aadhar card and PAN card as a valid document for age proof of girt child for
onefry of Sukanya Samriddhi Account in case date of birth certificate of girl cnitO is not
available. lt is, therefore, requested to circulate this instruction to all field units for information
and necessary action.

This issues with the approvat of DDG (FS).

qr

Yours taftnruily,

w
(Kawa/rffSingh)

Assistant Directbr (SB-ll)

Copy to:-
1' PP9(LQ/-qDGVIGyJS&FA/DDG(PAF/DDG(RByDDG (Esft.)/DDG(PG & Inspections)/

DDG (PCO)
2. Director (Tech) O/o Pr. CPMG T,.N Circle
3. Director (FS)/Director (CBS), Dak Bhawan,
4. Directorof Audit(P&T), Dethi.
5. All Directors/Dy. Directors of Accounts, postal
6. Director, Postal Staff College, Ghaziabad.
Z. All Directorc, PostalTraining Centres.
8. Dlrc-ctor PTC Mysorc for uploading the SB orderon India post Web Site.
9. A.D (Tech), $DC GhennaiO/o CPMG T.N.Circle, Chennai.
1 0. AD /l nspectionlPFMgilance
1 1.All Accounts Officers ICO(SB)
12. Nl recognized unions.
13.MOF(DEA), NS-lt, North Btock, New Delhi
'!!. Director, NSl, CgO Complex,'AWing, 4h Floor, Seminary Hills,
15. PS to Member (T)
16. PPS to Secretary Posts.

C*ntrC-
Technorog y,,ut y C,il.iroo ru

pur-440006

0 1 0|lr 2015
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F.No.{ 1g-AAZ0l5-SB
Government of Indla

ilinietry of Communications & fT
Department of Posts

SB 9ndgr No.12l20i!

To

Dak Bhawan, Sansad tlarg,
New Delhi.11000{.

Date: 05 .10.20is

All lleadc of GtrclestRegionr
Addl. Dlroctor Generel,ApS, llew Dethi,

subleet' U":r{.!"..V 
- 
use/opening of Savlngs Account In cBS post Offtces for

malntalningtdevelopment of relafionstrip of customers wlth poaa Om"" Sa";ng"
Bank (pOSB)- regarding

Slr/ilrda$

,- The undecigncd ls dlrccted to_say that In viqu of growlng number of cBg port ofllccc andvadous frclllter'beiry provlded in the P . oF": -savhgJ iccounfetano& il 
" 

cBS post ofrtce, thecompebnt au0|otty has taken the tullowlng-decislons-t! m implementea fom fc.ro.eoii 1ei""pt nODeposltr thrcugh ilIPKBY fgents and Gash-P_aymeni oiintercst-wtrero the date of imptemontagon has
been men0oned reparatety) ln alt CBS poEt Offider:_

L' --]l!! exlrtl-ng PgsBr-qq cu3tomep of GBS Post offces who do not have Savtngs Account in eny ofthe cBS Pod ofno..chould { rcegelted to__opon s"uhgJAcctiuni in anyfi-s-p*tomce to aval r1the' Uenofitl mentioned in the encroaiO laanet nr'ose, wrro f,ave Savrngs Accounts but aru not oporating theaame or have not updahd KYGs shoul! oe ryguisted to rcvlve ttriir savmts ac"ount" and update l(ycstetus of thelr Guetomer Infiormatton Flle (cF) m rinicle cBS Apptic"iibn to pnomotdmaintatn andcontlnue rclationshlp wlth POSB.

2;" Varlous FREE.benifits-bellg provided In Post office savings Account ctanding In a GBS poet
Ofnce mentomd In sre attached tea'f,et should be prlnted In the iorm ora ioiter and placed on theNotlce Boad and on all the POSBTSC counters.

3.' Whenever any customer atbnds any GBS Post ofice for investnent In any scheme, he/she
:L}gh:!1T!d-to- first open Savlngs Account_wffii propoer t(yG documents to etart rrtaoonship
Y:.nS!^!: be-ing follo-vued by vafious Banks on GBS) adc tiren invest In any of Sman Savtngs C"t ememrcugn ttme savings Account In cale any customer wanE to Invest ttrrougtr other gadi( chcque
{.ng the3ue should !e lo<lged only througf, hirltrer savlngs account and then new accounucerflficate
should be funded from that sivings a-ccountly putting ctreqie crudit dab as vafue 6ael ---'-*:'" '-:'

1- --.-11-l-*lry.qstonpp wnry1e_q9fllo to post orfrice eltherdirccuy orthrougtr SAS/mpKBy agont
for any-sub8equent deposlt_in any RD/PPF/$SA Account through other Ba-nk Chequee ehou6 be etkel toopen 9avlngs Acco. u1t wlth cheque book and prosent pOSi Cheqqe for suUeiquent depooit to avail
immediate credlt lnstead of waltlng forthe clearing of 

'other einkicheq6;;;;"il"
Standlng InrbucUon for automatlc deblt fiom tholr savlngs acEount and credlt.into.theiiRD account lf
any cuctomer stlll inrlsts on deposlt thryugh other bank-cheque, his/her cnequJ snbu6 be toOgpd onlythtough hldher savlngr account and furtrer deposit strouid be mado 5yl oeOlung friener-tavtnts
account

5. All TPKBY Agents who arc submit$ng 
-o{rer Bank Ghequeb pertalning to some RD depocitorc

should be sultably Infomed that fiom lst Nov.101i, all such customerl shoutd-be asked to subdft POSB
lheque only for their cubsequent deposlt and if they donot have savings accoum opened tn tny CaS
P_oct-Qffice, they hale Q op?n gavlnga Acco_unt witlr cheque Bootcs. In iase of RD Deposlts thiough
MPKBY Agentc, otlrer bank cheques can be accepted up to 3{.i0.2015 only.

6. All Glosur 
-Matgrlty ValuedPrcmaturc Closurs Vatues/Death Glalm values of any

AccounUGertlftcate ( lf value ls Rs,20,000J- or above) shoutd be credited to the poet Offce Savtngs
Account of the customer/Legal Helr/l{ominee only In all clis post offices.

! l! ngp"ct of pd$ number 6, no cheque ftom Portmaster bank Account should be lssued and
foctqg!9r^Repayment office Account numbei 03rO shoutd not be used for any iucrr purpose wtth efiect
from 15.10.2015.

8. cuctomon/l{oml$erleg{ hefus should be rcquerted to menfion Savings Account Number on thercceipt slde of 8B7/SB7A or Certflcates. SBCODhP while cheklng of c6sed Vouche6/dlrchargod
cert'ficabe of cBS Poat off,ces should Invadably check this and Inforfr rrighei Atg1orlges in 

"alJorin'dbcrcpancy ----------s---

ffillencarlForhn
Technology, M y son€IUll 0

.0 I tlcT ?015

T,,
G.j\A. Director A.Da(A)
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: iiti

l;, ooff"'il?if"llLft$l,H"f,fiT#ij1;,T,nee,raear Heir"s savings ecigunt $mdrns at any GBn

l0' Bofon entarlng-savlngc Account number, counter pA and-supervisor have ti-ensup thet ctafusof l(YC in ttre ctF is "tiyc b;;ffi;iliutmnoo,, and the account ls not cilent
11' lf lffc ehtE of the account ls ' l(YC Document not submftted", thosl l(yG documente rro to betaken from the curtome.qpnlncenelat'rreq ano riiC ii'ri c rerrt lo'tCpc-ii scanntngfuptoading.Gounter PA har to enter ]ffc d;;u;iiioetanc rnb|F;;d Jitlt status to , Kyc Documenrr submrtred"go surervlcor has to verifv tne Jiiii.-rrritn 5#no" il;,ffih"ffi;:#'Jiln"*rr"nt nccount

12' lf any custot:.t1!9t!'!"e/legal helrhls no savrngs Accoy.ntln any of the GBs port ()ftfce, He/sheshould be polrbtv rcqTsPd.t9;d;;;;r savrnss n"Eouni*ltrr ns.io7-;;ilJdil- (rf Gheque Book orATM card is rcquireof lv l.T-t-n{rf,g-bir iiirlqger 
"io 

Clg-n;ture on. *re nor tr irrir.rirer is rrruady havrnsGIF end rubmltled proper-rvc aoclminirl. n custalner'c'oes iot rr_aye clF, thrn a,new account har to beopenod as per normar pracuce tmav uJin caee of nominee/regar heir).

ll;rollj"T:ff:YPrf:X*jlH::-:p.:i:_:pTft_s !o q*t orncc ror rarrrns Inre.st In cash;ll1H"TT*Tl"#,S_"trj;.*fi #;;;;#l[,:""Hrlffi 'l3itr"fil,ff 
lfl ,I]fff ilffi:l

il:l$"Xfi ff*liJg'"*m*,"*",11i;;i,il#'ilffi tlt'r"'.i;ffi :iliil jfr jllfil,lH,il
from 1.iZ.ZAl6.H#T;ljl,trb*cardtoi,r*ioiii;ffiT;ii3i,T"Hffi ;il"J].'?lff#,?,1$$:rH"il$1,:;

14' lt b tDqu€tted to clrculate this order to all cBs post Qfficec and non cp_s poct offices may rtartrcqueetlng cugtomert to open savin!- aecounts to avait arr ne uenents d;;;fn;; L,rgot c to cBS.

Encl: -'Sample LeafleUposter

Copy to:.

Asslstant plre*or aSB-f ti

t) 
1""9"f 

FSyDDG MGyJsaFA'DDc (PAF)/DDG (RByDttc (EsttyDDc(pc 6, Inspecgons! DDG
2l DlrBctor (IslDlroctor (cBs), Dak Bhawan.3) Dtrcctor of Audir (p&ri; DJlhl.4) All Dhuctorc/Dy. olrecibrg of Accounts, postaf5) Dlrcctor, RAKl,ipA, Ghaziabad.0) Aff Dirrectorc, postat tralnlng cenhes.7) OrrucrorcEpr mr"s-lot.rFr"irng d," sB orderon India postweb srte.!l Dy. Dlrector cEpi oucclsbc olobFile r.ncir"r".
91. +-P /lnrpec{on/pFMgilance
10t All Aceountr Omcerr tCOlSallll All ncognlzed unions.
121 tpF(DEA)J8-tl, lloiltr Btock, New llsthl

fi iSl[?:#;1,?g*?Igiill'i-;f, ln'n*,,semrnaryHire,rrraspur.f {0006
15) PPS to Secrctary posts-.

Yo

(f,aw



OPEN SAVINGS ACCOUNT IN A CBS POST OFFICE TO AVAIL ALt
BEN EFtTSlt NSTANT ALERTS

1. Instant cash withdrawal and view of all Financial Transactions under one
Passbook/Statement. '

2, Instant lssue of ATM cum Debit Card FREE of Cost.

3. Instant issue of Cheque Book FREE of cost.

4. No Annual Charge for ATM card and cheque Books are also FREE of cost.

5. No Need to visit Post Office and stand in queue for withdrawal of Interest.

6. lnternet Banking/Mobile Banking facilities FREE of cost.

7, Instant FREE SMS on cash withdrawal

8. lnstant FREE SMS on Fund Transfer.

9. Instant FREE SMS on RD Deposit.

10. Advance FREE SMS against accounts MtS/TD/SCSS/PPF/Certificates maturing.

11. Deposits/Withdrawals at any CBS Post Offlce across India FREE of cost

t2. Account Closure Facility at any CBS Post Office across India FREE of Cost.

13. Instant Account Transfer aqoss CBS Post Offices FREE of Cost.

14. Automatic lnterest credit of MIS/SCSS/TD across CBS Post Offices FREE of
Cost.

15. Automatic credit of RD deposits from Savings Accounts across CBS Post
Offices in India FREE of Cost.

t6. lnstant credit of maturity amount of any MIS/TD/SCSS/PPF/SSA/Certificate
product FREE of Cost.

t7. No Need to wait for Postmaster cheque and deposit it in any other account or
walt for clearing. Credit into Savings Account Saves delay is getting
payme nt/rei nvestment.

18. Passbook can be updated at any CBS Post Office FREE of cost.

19. Cheque issued from POSB Cheque Book is treated at Par by all CBS Post
Offices agoss India.

20. Many more facilities to come.
NoteF

til Savings Account can be opened u,'tth Rs.2O/-. lf Cheque Book or ATM Card ls requlred, Account can be
opened wlth Rs.500/-

(l|} No need to furnlsh fresh KVC lf any type of account/certlflcate already opened/purchased after mlgration
of that Post Offlce to CBS.

(liil No need to fill whole Account opening Form again lf lffCs are already submltted. Only furnlsh CIF number
and sign the Form with cash of Rs,20 or Rs.Sdt/- (as the oase may bel to open Savings Account in CBS Post
Office.

(lvl Do not forget to get Passbook after openlng of Savings Account.
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Annexure-I 

 (to SB Order No.14/2015 Dated 19.10.2015) 

 

Role of SBCO in CBS environment. 

In the CBS Environment, following procedure will be followed by Post Offices and SBCO 

Officials  for Transactions happened in CBS Post Offices:-  

1. General 

1.1 As and when SOs are migrated to CBS, staff working in SOSB Branch should be reduced 

and re-deployed either at POSB Counters or at CPC or in the SBCO Branch for assistance 

in physical voucher checking. 

1.2 Incharge SBCO will identify one SBCO PA who will take vouchers bundles with 

consolidation from Sub Account and tally totals shown in consolidation with amount shown 

in SO Daily Account and SO Summary.  

1.3 Handling of Agent Commission Schedules and ACG-17 by SBCO will be discontinued. 

ACG-17 will be preserved alongwith Agent Commission Report/schedule in the Accounts 

Branch of HPO and sent to PAO alongwith other schedules. 

1.4 In case of RD deposits accepted through MPKBY Agents, only two copies of Agent LOT is 

to be taken from the agent alongwith pay-in-slip and ACG-17. One copy of Agent LOT will 

be kept in the office guard file and second copy Agent schedule (LOT) should be attached 

with the pay-in-slip and placed at the end of RD Voucher Bundle.ACG-17 is to be attached 

with the Agent Commission Report/schedule and sent to Accounts Branch of HO. 

1.5 Account Opening Form (SB-3/AOF) where KYC documents are attached will not be 

transferred to SBCO alongwith 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. SBSO branch of HOs will 

send all SB-3 of SOs (migrated to CBS) to the respective SOs. In case of Accounts closed 

at the Post Office other than the one where account was opened, Account Transfer Form 

collected by the Post Office at the time of closure should be attached with the closure 

voucher. 

1.6 In case of any adjustment if required in interest, Postmaster/Sub Postmaster will write error 

book and raise the issue to Head Postmaster who will raise the issue with Incharge SBCO. 

In case of any adjustment related to pre-migration period, Head Postmaster will raise the 

issue with Divisional Head with copy of error book who will after necessary inquiry (if 

required), approve adjustment and send letter to SBCO Incharge. 

1.7 Postmaster/APM/SPM will be held personally responsible for all transactions happened in 

the Finacle Office Accounts in the post office. They should be vigilant while verifying the 

transactions to see the Office Account Number used by the User. 
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2. Change in procedure of Sealing of Vouchers and LOT by CBS Post Offices 

2.1 Post Office staff will write name of Scheme and TRAN ID in red ink on the right hand side of 

the voucher. 

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

Savings and Savings to RD. 

2.3 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. 

2.4 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. 

2.5 At the closing of counter hours, all vouchers should be sorted scheme-wise and TRAN ID 

wise. Vouchers should be tallied with LOT shown in the system by Counter PA and 

Supervisor.  

2.6 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. 

2.7 All vouchers including closed vouchers are to be sealed alongwith 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 alongwith No. of Deposit/Withdrawal vouchers included in the 

bundle. If any manual correction is made, it should be supported by copy of error book (one 

copy to be attached with voucher, one copy with office copy of consolidation and one copy 

to be sent to Divisional Office.  

3. Overview of Proposed work of SBCO 

SL  PRESENT NATURE OF 
WORK 

After implementation of CBS  Postal 
Manual of 
SB Control 

1  Receipt of Returns  Will be discontinued. SBCO PA will 
receive Vouchers and Consolidations 
of SOs directly from Sub Account and 
APM (SB) HO Counter for HO. 

Rule -3  

2  Checking List of 
Transactions  [SB -60/76]  

Will remain continued as at present. 
SBCO has to match account number 
on LOT (to be viewed from Finacle) 

Rule – 4  
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and account number on voucher and if 
there is any difference, print out of 
LOT may be taken and objection 
should be raised. 

3  Un-posted Items  Not applicable Rule – 6  

4  Register of Non-cash 
transactions  
SB-62 [a]/85 [a]  

Not applicable Rule – 7  

5  Register of Office wise [SB-
63/RD85] Balances. 

Not applicable Rule – 8 & 
10  

6  Consolidated Journal of all 
the Schemes * 

Has to be separately prepared for 
CBS Post Offices (if all SOs are not 
migrated) by SBCO for the purpose of 
tallying totals of SOs with SO 
Summary and HO with HO 
Summary.Total amount has to be 
added below Consolidated Journal of 
Sanchaya Post received from SOSB 
and tallied with HO Cash Book. 

Rule – 9 * 

7  General check of vouchers 
& checking of vouchers  

Will remain continued as at present   Rule – 11 & 
15  

8  Checking of Non-cash 
Transactions  

Not applicable Rule – 12  

9  Revival of Accounts pre 
01.01.2003  

Not applicable Rule – 12 
[3]  

10  Objection Register  Will remain continued without any 
change. 

Rule – 13  

11  Reporting of Minus balance  Not applicable Rule – 13 
[2]  

12  Verification of binder 
balances  

Not applicable Rule – 14  

13  Checking of Annual Interest  Not applicable Rule – 16  

14  Preparation of Interest cum 
Silent Accounts * 

Report taken from Finacle is to be 
compiled and Only summary will be 
required to be sent to DAP.  

Rule – 16*  

14.a  Annual Listing balances 
RD/MIS/TD/SCSS  

Not applicable. Rule – 38  

15  Silent Account Revival 
Procedure  

Not applicable Rule – 17 
(3) 
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16  Un-used Cheque Foils  Continued as it is. Rule – 18  

17  Un-deliverable & spoilt Pass 
books  

Continued as it is. Rule – 19  

18  Statistical Register  Only non financial part will be 
continued. 

Rule – 20  

19  Custody and preservation of 
records  

Continued as it is (without LOT). Rule – 25  

20  Monthly progress Report  Not applicable. Rule -  26  

21  Checking of Agents 
Commission bill  

Not applicable  

22  Submission of returns to AO 
& DAP * 

Only Statistical Register (non 
financial)and Interest Summary will be 
continued. * 

Rule - 40  

*This will be discontinued once CSI and FSI both are rolled out in all Post Offices. 

 

4 Mode of handling of work  

1  Receipt of Vouchers  Physical  

2  Checking List of Transactions    In system& print out is to be taken only if there 
is any objection. 

3  Consolidated Journal*   In MS Excel.* 

4  General check of vouchers & checking 
of vouchers  

Manual&In system  

5  Objection Register  Manual 

6  Reporting of Minus balance  Not applicable 

7  Verification of office wise balances  Not applicable 

8 Checking of Annual Interest  Not applicable 

9 Preparation of Interest statement*  Only grand summary will be prepared 
manually/MS Excel (not in system) * 

10 Annual Listing balances 
RD/MIS/TD/SCSS  

Not applicable. 

11 Un-used Cheque Foils  Manual  

12 Un-deliverable & spoilt Pass books  Manual 

13 Statistical Register*  Manual/MS Excel* 
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14 Custody and preservation of records  Manual  

15 Monthly progress Report  Not applicable 

16 Checking of Agents Commission bill  Not applicable 

17 Submission of returns to DAP * Manual/MS Excel* 

*This will be discontinued once CSI and FSI both are rolled out in all Post Offices. 

5. Proposed duties of SBCO PA/Supervisor 

5.1 Examination of scheme-wise consolidation received from HO and SOs. 

5.2 Checking of entries in LOTs viewed from Finacle MIS server and checking the daily/ 

progressive totals in the Cash Book and general check of vouchers. 

5.3 Writing of Objections and maintenance of Objection Registers. 

5.4 Entries of Interest Adjustments in Finacle and maintenance of Interest Adjustment 

Register. 

5.5 Unused Cheque Foils. 

5.6 Undelivered/Spoiled Passbooks. 

5.7 Maintenance of Statistical Registers (non financial) 

5.8 Submission of Returns 

5.9 Requisition of Vouchers for Inquiry. 

5.10 Safe Custody of Keys. 

5.11 Preservation of Record. 

5.12 Any other work which may be entrusted by the Supervisor/Divisional Head/AO(ICO) and 

through any subsequent order issuedfrom time to time.  

 

5.1 Examination of scheme-wise consolidation received from HO and SOs, Checking 

of entries in LOTs viewed from Finacle MIS server and checking the daily/ 

progressive totals in the Cash Book. 

 

5.1.1  SBCO PA 

 The designatedPostal Assistant SBCO will receive Scheme-wise sealed and stitched 

Voucher Bundles with Consolidation placed at the top from Sub Account PA and tally the 

amount shown in the consolidation with SO Daily Account. Voucher Bundle of HO will be 

received from APM(SB) of HO Counter and amount shown in the consolidation should 

be tallied with the HO Summary.  All Voucher Bundles of each scheme will be handed 

over to Incharge SBCO. 

5.1.2 SBCO Incharge 

  SBCO Incharge  will examine the voucher bundles and verify that the Scheme-wise 

Consolidation bears signatures and designation stamp of the Supervisor (APM)/Sub 

Postmaster and number of vouchers written on the consolidation are tallied with number 

of vouchers attached with the bundle. He will countersign each consolidation and mark 
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to concerned SBCO PA as per workload and availability of staff. In case of any 

shortcoming, he will write objection and send copy of objection to the Postmaster.  

 

5.2 Checking of entries in LOTs viewed from Finacle MIS server and checking the 

daily/ progressive totals in the Cash Book and general check of vouchers. 

Following checks should be exercised:- 

5.2.1 SBCO Incharge 

Incharge SBCO, before handing over consolidation and voucher bundle to SBCO PA, should 

prepare consolidation in MSEXCEL* for each scheme for CBS Offices. He can download 

consolidation from Finacle (in MSEXCEL)* by selecting SOL SET ID as input criteria and 

remove the data of SOs from where vouchers are not received on that day and add data of 

those SOs from where vouchers are received but these are not in the excel (due to transit). He 

will struck total and if all SOs and HO are in CBS, the total will be tallied with the Cash Book and 

progressive totals will be entered manually. If all offices are not in CBS, totals of CBS Offices 

should be manually entered at the end of Sanchay Post Consolidation at the end and totals are 

to be tallied with cash book as usual.(where there is no transit, consolidation can be 

generated from Finacle by entering set id as input criteria.) 

*Once CSI and FSI are rolled out all over India, this activity will be discontinued. 

5.2.2 SBCO PA 

On receipt of Voucher Bundle and Consolidation, SBCO will login to MIS server and view 

LOT of the concerned office from Finacle Application and execute following checks:- 

(i) The entries in the vouchers are complete and there are no suspicious erasures and 

alterations. 

(ii)  The date stamp of the office has been affixed on the voucher. 

(iii)  The application for withdrawal bears the signature of the depositor. 

(iv)  The warrant of payment bears the signature of the Postmaster in token of having 

authorized the payment. 

(v)  There is acquaintance of the depositor or his messenger on the warrant of payment in 

token of having received the amount. 

(vi)  The identification of the depositor, wherever taken, is in proper form. 

(vii)  In the case of illiterate depositor, the thumb impression has been attested on both the 

sides of the voucher. 

(viii)  Whether the amount of deposit/withdrawal/Interest/Default Fee/Rebate etc. as shown in 

the Pay-in-Slip and Withdrawal Form/Cheque/Account Closure Form  by the post office 

and the depositor agrees with that in the List Of Transactions (viewed from Finacle MIS 

server). Date shown on the voucher and value date shown in LOT is same and if there is 
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a difference in both, it is supported by proper error extract or approval of competent 

authority (except in case of clearing entries). If there is any difference, full transaction 

should be checked in Finacle through HTI and objection should be raised if required. 

While sending copy of the objection to Postmaster of HPO, print out of LOT/Screen Shot 

of HTI should be taken and attached. 

(ix)  That in case of withdrawal exceeding Rs. 5000/- the signature of the depositor on the 

withdrawal form has been attested by two postal officials  except in Single Handed 

Offices (list of Single Handed offices to be taken from the Divisional Head by Incharge 

SBCO). 

(x)  In case of transactions by cheque, the rules relating to cheques have been observed. In 

case of CTS clearing, image of the cheque should be treated equivalent to the hard copy 

of the cheques. 

(xi)  The vouchers do not bear any erasure or over-writing. 

5.3.  Writing of Objections and maintenance of Objection Registers. 

5.3.1 Any irregularity noticed will be entered in clear and concise words in theRegister and 

copy of objection should be sent to Postmaster of HPO supported by printed copy of 

LOT/Finacle screen. 

5.3.2 If the irregularity relating to a transaction is such as would affect its validity e.g., if there 

is erasure or overwriting or the depositor's acquaintance is wanting, the amount involved 

should be placed under objection. Vouchers once received by the Control Organization 

should not be given back to the Head Office. 

5.3.3 Every irregularity should be brought to the notice of the Postmaster for necessary action.  

5.3.4 Incharge SBCO will write to Head of Postal division in case of those objections where 

inquiry is required and those which are not settled within 30 days.  

5.4  Entries of Interest Adjustments in Finacle and maintenance of Interest 

Adjustment Register. 

5.4.1 Incharge SBCO will maintain Interest Adjustment Register manually and execute Interest 

Adjustments in Finacle through HIARM menu after getting approval from the competent 

authority. 

5.4.2 Details of interest adjustments will be communicated to PAO (DAP) with copy to 

AO(ICO) on monthly basis. 

5.5 Unused Cheque Foils 

5.5.1 If the depositor of the cheque account closes his account or ceases to avail of the 

cheque facilities, the Postmaster will take over from him the cheque book containing 

unused cheques. Counter Supervisor will cancel each cheque under his dated 

signatures and designation stamp. 
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5.5.2 At the close of the day the Postmaster will transfer the partly used cheque books to the 

Control Organization duly entered in the voucher list. 

5.5.3 The Incharge SBCO will verify that all unused cheque foils have been cancelled by 

Counter Supervisor and keep them in his personal custody. In case of any missing 

cancellation, Supervisor will cancel the cheque under his own signatures. 

5.5.4 The Control Organization will enter the particulars of unused cheques in a manuscript 

register in the following form after noting the date of receipt on the top. The serial 

number of the register will be in an annual series starting from No. 1 in April. 

5.5.5 These cheque leaves should be destroyed during inspection of AO(ICO) in his presence. 

5.6 Undelivered/Spoiled Passbooks/Will Follow items 

5.6.1 As and when a fresh pass book is issued in lieu of a spoilt one, spoilt pass book will be 

transferred by the Head Office to the Control Organization duly entered in the Savings 

Bank voucher list. 

5.6.2  The Control Organization will enter the particulars of the spoilt pass books in a 

manuscript register in the following form.  

5.6.3 The Serial No. in the register will be in an annual series starting from No. 1 in April. The 

pass books will be kept in an almirah in the personal custody of the Supervisor.  

5.6.4 If for any reason, a voucher does not accompany the list/of transactions, the remark "will 

follow" must have been noted by the head office against the relevant entry.  

5.6.5 In case such a remark has not been noted by the head office, the official should bring 

this to the notice of the Postmaster immediately without damaging the seal on the bundle 

of vouchers.  

5.6.6 An entry should also be made in the "Register of vouchers not received" in form 

prescribed (Annexure 3 of Rule 4 of Postal Manual of SB Control) and the Serial number 

of the entry in the register should be noted against the relevant account number in the 

list of transactions . 

5.7  Statistical Registers (Non Financial) 

5.7.1 The Supervisor/PA incharge Control Organization will at the end of each month will 

generate Statistical report with HO SOL Set ID (non financial) from Finacle MIS server. If 

all Post Offices under HO are on CBS, copy of the report should be sent to PAO and 

AO(ICO) and if some offices are in CBS, totals of this report should be added while 

sending Statistical Report to PAO(DAP). 

5.7.2  Note:- Non- financial means statistical information of number of accounts and number of 

transactions etc. 
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5.8  Submission of Returns* 

Sl. 
No. 

 Particular of 
return  

Office to which 
due  

Due date 

1 Copy of the 
statistical 

register (non 
financial if all 

Post Offices in 
CBS) 

Postal Accounts  
Office 

By the 10th  of the 
following month 

2. Report of Silent 
Accounts 

( to be taken from 
Finacle 

Application) 

PAO By the 10th  of the 
following month 

3 Annual Interest 
Summary 

PAO & AO(ICO) In the month of April. 

* Once CSI Data Warehousing solution will be in place and DAPs/AO(ICO) are also online 

, these reports need not to be sent by SBCO as these reports can be viewed  on line by 

DAP/AO(ICO). 

5.9 Requisition of Vouchers for Inquiry 

5.9.1 May be given to the Divisional Supdt/Postmaster under receipt. 

5.9.2 Requisition be signed personally by the Divisional Supdt/Postmaster. 

5.9.3 If any voucher is required for investigation by the police, the police should send the 

application to the Head of the Postal Circle. 

5.9.4  keeping an a nested copy of the voucher in its place, the voucher should be delivered to 

the Police authorities after getting the copy of the voucher attested by the officer 

concerned. 

5.9.5 The voucher/document should be sent by insured post when it cannot be conveniently 

transferred by hand under receipt. 

5.9.6 Record of the vouchers given be maintained in a separate register and case pursued by 

the C.O. to obtain back the voucher/document. 

5.9.7 When the voucher/document is received back, it is kept in its proper place by the in 

charge SBCO The requisition slip and the attested copy will be removed and kept in a 

separate file. The bundle will be again resealed. 
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5.9.8 The vouchers/documents required to be preserved in connection with fraud cases will be 

made over to the Divisional Supdt till the finalization of case and need not be preserved 

by the SBCO. 

Note:- It is not open to Postmasters, Inspectors, etc. to see in person or to call back any record 

or document except on a written requisition. Whenever any voucher or document is required by 

these officers, the same may be obtained on a written requisition only. 

5.10   Safe custody of Keys, 

5.10.1 The duplicate keys of steel almirahs, etc. supplied to S.B.C.O. will be kept by the 

A.O.ICO(SB) in his personal custody. 

5.10.2 The Supervisor SBCO will send all the duplicate keys by parcel post registered and 

insured for Rs. 100 to the A.O.ICO(SB) after entering their number in a list to be 

prepared in triplicate. 

5.10.3  When the original key is lost by the SBCO the matter will be reported to the 

A.O.ICO(SB) who will authorize the issue of duplicate key. The A.O. will make necessary 

entries in the register and attest them.  

5.10.4 The duplicate key will be sent by parcel post registered and insured for Rs.100. 

5.11   Preservation of Record 

  
(i) VOUCHERS with Consolidation  - 5  YEARS 
(ii) CONSOLIDATED JOURNAL  - 1 YEAR 
(iii) UNDELIVERABLE PASSBOOKS    -  1  YEAR 
(iv) STATISTICAL REGISTER  - 3 YEARS 
(v) OBJECTION REGISTER  - 2 Years after settlement of all objections. 
(vi) Interest Adjustment Register  - 5 Years. 

 
 

 

 

 

 

 

 



F.No.119-0212O15-SB
Governinent of India

Ministry of Communications
Depaltment of Posts

&IT

Dak Bhawan' Sansad Mar1,
New Delhi-l1OOO1.. I'

Date z 26 .1O.2O15

All Heads of Circles/Regions
Addl. Director General, APS' New Delhi.

Subject:- Mandatory use/opening of savings Agcorlnt:,in cBs p".* offices for
m a i nta i n i n g I aeveiop me-nt-of rel ati-onsh i p of customer_s with- Post 9ji ::
3l"iirJ" iir,r -tposey further clarifications tb SB order No.12l2o15
regarding

In continuation of SB Order No.12l2O15 issued vide this office letter of even number

dated os.to.2ots'L-i'tit-;rbj."t, ttra ona".signed is_'directed to convey that a numbel of

;;;;"e" iro-niiuUqic by mails, letters i$ qhi* calls have been received, mentioning that
opening of new savings Account at tis Foit om"" is taking too mub-h time/even days due

to which maturity payments are getting delayed. folt Officel are not'issuing cheques-to the

customers. The ""[p'ii."i""irt"ittv 
hi" renf.-ed the matter.p-aqticulary-i1tlte backdrop of

i":il;;;i;s ;;p;;i-i",iiicr.ation and Modification menus of Finacle cBS Application and

has decided to issue following clarifications:-

1. The objettive of the letter dated 05.10.2015 was to'educate the customers for
i-vairing'-n"i'iJu"--u.nefits of post -office 

savings Account in cBs Post offic9 -?-"q. Io
ilili"ili"i"t in retationship with the posB custgmers through'savings Account' 'with this,

a customer ca-n ;l; h";e' a nonstic view "r llt transactions happening in vqrious

accounts/certificafJ-standing at aifferent post offices in his/her name. Looking'to he

benefits of savini"-g";[-A"iount, ti-ta units may be asked_ to continue to persue the

customers to ope-n savings account ior uetter and sustainable relationship with PosB'

However, in case of extreme exegencies like ' a Bank ol-3nt Institution presenting

Certificates after i"*"iti,ig security,-iny'aepoistor becomes NRI after investment and.now

;;;;;i;G maiurity ".iue 
o"lvr-irte-ir.iil case where there are rnultiple- nominees/legal

ilii:j';'r- iiri=,;il;r ca:9 where postamiter/sub Postmaster is :sati:fied that depositor is

genuinely not in a position to op.n-"i.rings'account immdietaly may-issue cheque for the

;;ili;idii."i".ity vatue. _Deposito." i,.y be_ m_ade aware that facititv of transfer of

funds through freflinfCs and usl 9i n9"t OtR"" Savings Bank ATM cum Debit Card in other

Bank's ATM;will also be provided shortly'

2, In case a depositor of RD o" ipf is also gentrinely unable to oPen Savings Account

immediately, ttren=L=rybto"rt ctreque Li .irt"i uank for deposit but for future deposits-;;7;;;#b" 
i"qu""f"a to open savlnes account'

3. For all new investments in any scheme i19r-1aip throurgh as5:11ts, customer should

open savings e"""uit-ir"-ori"rily_,"!t[-.ntry1 Kyc documentl to start relationship with
posB and then,,invest in,any-of small savif,gs'scheme ttrrougtr the- same savings Account''In

!i,tij.}*Ti';n;;il;.;;;i"-lto-i'""."i [lnoush cheque oi.Pt_h-"ll:"1, his/her cheque

shoutd be todged-i-"ii-irtro.ig-n ii"frt.r savings-1.c3ouni and then ngw accglntlceftificate
;til; ;ru-io"Jti""i gtit-".-"ines€c€ount by putting *.1t" *edit date as value Date'

4.. For subsequent deposits by RD, PPF and ssA Accounts, Gustomers/MP{lY Age.nts

lo"rJi. ;ffiil;;ffi ;. ir;; i;i fin iQr6, ?fr su:h.::,.iton ers shourd be askbd
'eIJ;;i. p6'Ji-tn"que _ofv ror uriii zur".qf1llepos-it and-if. thev- donot have savinss

account in any GBS Post Office, tfrey may have to 
"p"i-Siyirr9"'A"potni 

wjth cheque Books'

..:
5. All Mlslscss/TD Account Holders *ho 'op"n further new 

-1c9ount 
or extend the

existing accountffi;_qtd ;6;:f. i"tu."1ed to open savings account mandatorily and'give

standing initructioi tor credit or inteies! so that they TT3- - T9t visit post office

frequently and stancl in queue' ,;J;;aE.y ""n'U. 
issued ATM/Debit Card to



withdraw from ATMs. Existing account holders should also be convin
Account for getti ng monthly/ q ua rterly/yearly i nterest.

6. It is further reiterated that for
Inward/Outward, BO Settlement and
User are to be verified by Supervisor.
of that User and Supervisor.

7. It is requested to circulate this order to all CBS Post Offices and
may stdrt requesting customers to open Savings Accounts to avail
office is migrated to-CBS.

all the entries made in Clearring Inwa rdl Ouward, ECS

Postmaster Repayment Office Account (0340) byjllg .,..-

For these entries, it will be the personal responsibility
'a

. .".rf .|l

.l

niin cBS Poit offic63 "

all the benefits once

Yours rdithfully,
IW' (Kawal dit Singh)

Assistant Directoh (SB-II)

Copy to:-,-tj' --,ooc 
,(FS)/DDG (Vrc)/Js&FAlDDG (PAF)/DDG (RB)/DDG (Estt.)/DDc(PG &

Inspections)/ DDG (PCO)
2, Director (FS)/Director (CBS), Dak Bhawan.
Si Dirctor of Audit (,!&T), Delhi.
+i All Directors/Dy. Directors of Accounts, Postal
5) Director, RAKNPA' Ghaziabad.
el A|| Directors, Postal Training Centres.
Zi Director CEPT Mysore for uploading the SB order on India Post Web Site.
ei Dy. Director GEPT, oucc/sbc o/o CPMG T.N.circle.
9) ADllnspecrionlPFlVigilance
fO) All Accounts Officers ICO(SB)
rri Alt recognized unions.
12) MOF(DEA), NS-II, Nofth Block, New Delhi
13) Director, o}i Et.i'4ffi;;i*t;ttt Ftoor, seminary Hills, Naepur-44ooo6
t+i PS to uemuei (Banking & HR)
15) PPS to Secretary Posts.







F.No.116-1 912015-5B
Government of India

Ministry of Communications & lT
Department of Posts

SF Order Nq,l9/,201[

Dak Bhawan, Sansad Marg,
New Delhi-l10001.

Date: 03.05.2016
ADDENDUM

To
AII Heads of Gircles/Regions
Addl. Director General, APS, New Delhi.

lmplementation of Pradhan Mantri Jeevan Jyoti and Suraksha Bima Yojnas (PMJJBY&PMSBY)
in CBS Post Offices.

.-

The undersigned is directed to refer to this office letter of even nuniber dated 04.09.2015 on the
subject.

2. lt is further informed that now solution for joint account has been developed an{ accounting
procbdure has also been approved by DG df Audit (P&T). All CBS HOs and SOs can now start enrollment of
PMSBY and PMJJBY for all types of savings account i.e Single and Joint. For Jolnt Account, CIF lD has to be
cumpulsory entered. Following reports are now available in Finacle under HFINRPT monu:-

(i) Administrative Report for Social Security Schemes (For Gircles & HOs)
(ii) Post Office Report for Social Security Schemes (For Post Offices)
(iii) Statistical Reports for Social Security Schemes (For circles)

3. Accounting procedure is enclosed for informalion and may kindly be circulated to all GBS Post
Offices for guidance and necessary action.

This has approval of competent Authority. 
'

Subject:-

Sir / Madam,

Encl:- as above

Copy to:-

Yours faithfufly,

ft.
, (Babuldl Barolia)

Ass istant Director (SB-l)

1l l:DDG (Flil/DDG (VlG/JS&FA/DDG (PAF)/DDG (RB/DDG (Estt.)/DDG(PG & tnspections)/ DDG (PcO)2l Director (FS)/Dlrector(GBS), Dak Bhawan,
3) Director of Audit (P&T), Dethi.
4l Af f Directors lDy. Directors of Accounts, postaf
5) Diiector, RAKNPA, Ghaziabad.
.,6) Alf Directors, Postal Training Centres.
7l Dir.ector CEPT Mysore for uploading the sB order on India post web site.
9) Dy. Director !EPJ, DMGG/SDC O/o CPMG T.N.Circle for executing necessary changes in Finacle andF Sinchay Post sofwares
9) AD/lnspection/PF/Vigitance
10) All Accounts Officers |CO(SB) I

11) All recognized unions.
12) MOF(DEA), NS-tt, North Btock, New Dethi
13) Director, Nsl, cco Gomplex,'A'wing,4th Floor, seminary Hills, Nagpur-440006
14| PS.to Member (Banking & HR)
15) PPS to Secretary Posts.

Crnt-
Teehnof ogy, Myg;;€,ig 0 iil'

16 1ffYffi6

: 
A.D,{A) i
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.,,dho. No.6-L /2015 -10-pA (Tech-l)
DEPARTMENT OF POSTS

PA WING: TECH-| BRANCH
DAK BHAVAN: SANSAD MARG

NEW DELHI-110001.

\-

(S.Sekar)

or General
(Accounts)

,Direct

I

.{-b

\ e q3(

Sub: Regarding Operational and Accounting Procedure for New Scherne called
"Pradhan Mantri Jeevan Jyoti Bima yojna,, (pMJjBy). .

Sir,

The Provisional Accounting Procedure prepared on the basis of Standard
Operating Procedure for the scheme called "Pradhan Mantri Jeevan Jyoti Bima
Yojna" (P,$!jBY) was forwarded to Director General of Audit (p&Tg Delhi vide
this office letter of even No. D-226-228 dated 28,og.z0i.5 for seeking Audit
a pp rova l/concu rrence.

Director General of Audit (p&T0 Delhi vide its letter No. No. Report
DoP/Heads of Account/F .1,51,/21,5/dated 17,1.L.201,5 has sent the Audit
Approval on the Accounting Procedure for opening of Sub and Detailed Heads
of Accounts for the New Scheme in the Boqks of the Department of posts. The
same is forwarded for information, guidance and necessary action at your end.

Engl: As above

Asstt.

irector (SB-f ), F.S Division

o+'crl e Ut6
Dated--W



Copy for information and necessary action to:

ACAO (Book) along with copy of Accounting Procedure and Standard
Operating Procedure for the scheme for information and necessary action, The
Accountint8 Heads are concurred by DGP&T Audit Delhi vide No. Report
D o P/H ea&of Acc o u nt / F .Lst / 2t5ld ate d t7 .I1,.2O1,5 .

Asstt. Chief Accounts Officer
(rechlBPR)
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AccountingProcedurefor"PradhanMantrireevan'::::Yojna"

''*'il;';,standardoperating.lT:i::'.:1,*ff 
:[:!:iiil]f ]H.Jl

reevan Jyoti Bima;;;J' (t*l':.,:l No. F. No.115-lelzorio":1.:Tt 
201s

this Directorate. u'it'*ot" ot-fi. 
No. F. No.116-rld iiiuand other records

re ceive d th rou gn F!-o ivi si o n ca':.t::'ol i;til.1ffi;i;;;" r nti n g P ro ced u re ror

,ffi;,y.:'Jlil:Hilj:il.'#i$tfii:irJf;K j*;,til'j:''*
the Scheme calleu.. '--^;r.,nosed to be allotted/
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Custorner'
iU tt"ior Head-

Sub-Nlaior Head-

I{inor-Head

Sub Head

Detailed Head

8446-Postal DePosits

00- Postal DePosits

102-Other Postal DePosits

- 0 e - G r o s s Am o unt with draw nrr o m 
i:U"t"i;:llilH:

Customer under Pradhan Mantrt

j#ff#frJ"Hlr'It:;'ilnF;::Effi 
.*,

,, -' ::: ::k b: ::T'T:,::tlffitiTillHtJJaHi
Mantri )eevan tYoti Bima Yoln:

'n"t rii'"rmentForrn)r 
n^n o*rrF on account of Pradhan

0 3 - D e d*w:m 
i ffi ;#"'il,"l^f iii 

"ilon' 
r't

rrobe,.*:l"T,.i;fr lllTl:**','r?ffi i'Hiililt"fi "*raccount of Pradnan lvldrrLr L t-- .

I

tir) Maior Head

Sub-lvlaior Head-

L2,A1-Postal ReceiPts

00- Postal ReceiPts

y;;"J ffil e d H e a d.' 
|{1:ffi i*J.|,"ff I":m m:U i n a (p Nu r BYxRs a l /')

' l'1T#'^fi}?:i,X'J:i'lmi#' 
oi na tPI{ I I BY) rRs' 4L |')



:

02-Deduct- Incentive payable to staff entrusted with the
work of Pradhan Mantri Jeevan |yoti Bima Yojna IPMJIBY)

3. Accounting Procedure: Role of different units of the Department relating
to the Scheme as far as accounting procedure is concerned, is furnished below.

i) Role of Sub Post Offices/Head Post Offices:

(a,) On close of each day, the Sub Post Offices/HOs will account for the amount

withdrawn @ Rs. 330/- per Enrolment Form from the Saving Account of the

Customer on the Receipt side of the Sub Office/HO Summary and SO/HO Cash

Book distinctly indicating "Withdrawal on account of Pradhan Mantri Jeevan

Jyoti Bima Yojna (PMJJBY) Premium. Similarly, amount to be remitted to LIC @

2891-per per Enrolment Form should be accounted on payment side of the

SO/HO Summary and Cash Book. At the end of each month, progressive totals
under this Head should be intimated to Hos/Divisional Head by SO/HOs

respectively. Rs. 4L/- beinglncome share of DoP on account of incentive payable

to Fostal staff entrusted with the work of Pradhan Mantri Jeevan Jyoti Bima

Yojna (PMJJBY) and other expenses relating thereto will be retained by HO for
making payment of incentive and other expenses.
. ;: , 

tLt lnPvt 
'JUJ'

(b) For this purpose, HO will prepare a monthly schedule" as' prescribed in
Annexure-A in triplicate showing the details of amount withdrawn from the
Saving Bank Account of the Customer, amount to be remitted to LIC and share

of DoP to be retained at HPO and he.yvill ensure that total of column 3&4 of the

Annexure is tallied with column 2 and send a copy of the same to its Postal

Accounts Office along with Cash Account, another copy to its Divisional Office

and retaining third copy as office record.

(ii) Role of Nodal Head Post Office:

The Sansad Marg Head Post Office which has been nominated as the Nodal

Office under the Scheme will watch the credit of amounts received from various

Head Post Offices of Delhi Circle and from the HOs of the rest of the country

through System generated statements, consolidate the same and arrange to
remit the same to LIC under Pradhan Mantra Jeevan Jyoti Bima Yojna(PMJJBY)

and send its details to FS Division of Postal Directorate for monitoring purpose
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Cash Accounts Returns :'':'iU 
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statements/schedule 
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in nnne111e.A of Premium. withdrawn from

savine n..o;;.s of the cu*onio, of Derhi alro" rre wi* verify the same from
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Asstt. Chief
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Accounts Officer
(Tech IBPR)



Annexure-A

Mont heduf e showing detaif s of amount
Acc o u n t or . r, 

" 
c,'* ;;;' : ff iil JJ#:,:T,:', # :i: : j",""T :I il g B a n k

,:::ii1:,:?:ra 
-yojna 

(pMrrBy),, in respect of
to LIC under ,,pradhan 

Mantri
Head Post office for the month of

Note: lt must be
and there should

ensured that totaf of cof u;,
be no variation at any cost.

2 shourd be agreed to totar of corumn 3&4

signature of Head Postmaster
& Office Seaf

Copy to: j.. pAO concerned.
z, Divisionaf office concerned

t
-.grri

51. No. &
Date

Amount withdrrm Arnount to befrom Customer Saving
Banf< Account as
Premium under pMJJBy 

/

@ Rs. 330/-per 
l

rem itted to LIC

@ Rs. 289/-per
Enrofrnent Form

Lnrolrnent Form

Share of Dop to
be retained at
HPo @ Rs. 4r/-
per i enrofment
Formi

Remarks if any
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Annexure-B

Month|ySchedu|eshowingCirc|e-wisedetailsofamountremittedto
,,pradhan Mantri Jeevan Jyoti Bima Yojna (PMJJBY)" by sansad Marg

Head Post Office for the month of ----------------- -----

.|-#

i Amount
I

LIC under
Nodal

Remarks if anY
l-me of Circle

lreceived from

I Oif.rent H Pos

I or the

l.oncerned Circle

i o Rs. 2B9l -pe r
i

i Enrolment Form

:

Note: lt must be ensured tiiat total of colgmn 3 should be agreed with column 4'and there

should be no variation at any cost'

signature of Head Postmaster

Sansad Marg HO & Office Seal

CopY to: 1i PAO Delhi'

Clf S Division, Posta I Directorate '

Amo u nt

remitted to Llc -

@ Rs. 7891-Per

Enrolment Form

Sl. No. &

dD"
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),J'h,

D?94U

sub: Regarding operational and Accounting procedure for New scheme called,,FradhanMantriSurakshaBimaYojna,,(PMsBY).

Sir,

The Provisional Accounting Procedure prepared on the basis of standard

l;:ri,ffi ;i:f ;L*"Ti:T;,::i5l.J;:,Tlntil,**;:**:
this office letter of even No. D-233-235 dated 13.10.2015 for seeking Auditapprova l/concu rrence.

Director General of Audit (p&T) Delhi vide its letter No. No. ReportDoP/Heads of Account/F.t5L/23s/dated L4.tz.2ors has sent the Audit
Approval on the Accounting proceduru to.. ";.;;;f sub and Detaired Heads
of Accounts forthe New Scheme in the Books of the o.p.rtr.* 

"ir"irs. Thet.tt,u is forwarded for information, guidance and necessary action at your end.

Encl: As above '

Asstt.

Asstt. Director (SB-ll, F.S Division

No .6-2 /ZOL5 -16-pA (Tech-l) /
DEPARTMENT OF POSTS ;

PA W|NG: TECH-| BRANCH
DAK BHAVAN: SANSAD MARG

NEW DELHI-11OOO1 Ir/
Dated--0 1.-2016

1M6u-4*
,, ]l

I
I
II '.

.a ttl.

I h/tr

(S,Sekar)

Director General
(Accounts)



Copy for information and necessary action to:
I

ACAO (Book) along with copy of Accounting frocedure a,nd standard

Operating Procedure for the scheme for informationiand necessary action' The

Accounting Heads are concurred by DGP&T Audit Delhi vide No' Report

DoP/HeadsofAccount/F.t5t/235/datedL4,t2.2ot5.;

'ffiI)*",,Asstt. Chief Accounti Officer
(Tech/BPR)
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'

Accounting Procedure for "pradhan
(PMSBY).

Mantri Suraksha Bima yoj na,,

As per Standard Operating Procedure for the new scheme ',pradhan Mantri
Suraksha Bima Yojna" (PMSBY) issued from Financial Services Division of this
Directorate vide Note bearing No. F. No.116-19/201,5-dated 01,09.2015
received ihrough FS Division case file No. F. No.116-19 /zots"nU oti.rlr.cord,
relating thereto, the following Heads of Accounts/Accounting procedure for
the Scheme called t'Pradhan Mantri Suraksha Bima yojna" leVrSavy to classify
the transactions are proposed to be allotted/formulated as under.

2' When the amount is withdrawn by Postmaster from Saving Account of the
Customer.
(i) Maior Head- 8446-posral Deposits

00- Postal Deposits

I02-0ther Postal Deposfts

- L0-Gross Amount withdrawn from Saving Account of
customer under Pradhan Mantri Suraksha Bima

, Yoina (PMSBY)
Detailed Head - 01- Gross Amount withdrawn from saving Account of

Customer under Pradhan Mantri Suraksha Bima
Yoj na IPMSBY) (Cr) (Rs. tZ / - per Enrolment Form)

02-Deduct- Amount to be remitted to NIC on account ofr Pradhan Mantri suraksha Bima yojna I pMSBy) (DFc)[Rs. rz/-)

Sub-Major Head-

Minor-Head

Sub Head

(ii) Major Head
Sub-Major Head-

Minor-Head

L201,-Postal Receipts
00.- Postal Receipts

800-Other Postal Receiprs

':

'f.|:
a.

i':. n

r.'

:

'..

:a:

:...

i.
i

Sub & Detailed Head- 58-Share of DoP to be received from NIC on account of
Incentive payable to staff entrusted with the work of
Pradhan Mantri Suraksha Bima yojna( pMSBy) and other
expenses relating thereto. (Cr)

0L- Share ofDoP to be received from NIC on account of
Incentive payable to staff entrusted with the work of
Pradhan Mantri Suraksha Bima yojna( pMSBy) and Other
expenses relating thereto. (Cr)

02- Deduct- Incentive payable to staff entrusted with the
work of Pradhan Mantri suraksha Bima yojna

IPMSBY) and other expenses relating thereto. (DFC)



I

ofdifferentunitsoftheDepartmentrelating3. Accounting Procedure: Role

to the Scheme as far as accounting procedure is concerned' is furnished below'

i) Role of Sub Post Offices/Head Post Offices:

r^l

(a) on close of each day, the Sub Post offices/HPos wi|l account for the amount

withdrawn @ Rs. 121- per Enrolment Form from the Saving Account of the

customer on the Receipt side of the sub office/Ho Summary and so/HO Cash

Book distinctry indicating 
,,pradhan Mantri suraksha Bima yojna (PMSBY) Premium

,,.Simi|iar|y,amounttoberemittedtoN|C@|s|z/-perEnrolmentFormshou|d

be accounted on payment side of the 5O/HO Sumrirary and Cash Book' At the end

of each month, progressive totals under both this Head should be intimated to

Ho/Divisiona| Head by so/Ho respectively. Rl. 027 6.'n' s,hare of DoP ''^'*:.,.1,
of lncentive payable to staff entrusted with the work of Pradhan Mantri Suraksha

Bima yojna (pMSBy) and other expenditure rerated thereto wit be credited by Nlc

later on in the Bank Account of Postmaster sansad Marg HPO at the closing of the

month from which payment of Incentive and other expenses relating thereto will

be made. Postmaster sansad Marg HPO will intimate si16ls-wis€ receipt of funds

to pAO Delhi. lt may please be ensured that no payment of incentive is made

untilthe amount is transferred from NIC to PAO Delhi'

(b)Forthispurpose,Howillprepareamonthlyschedu|e-asprescribedin
Afnexure-A in triplicate showing the details of amount withdrawn from the

saving Bank Account of the customer, amount to be remitted to Nlc' He will

ensure that total of column 3 0f thehnnexu're is tallied with column 2 and send

a copy:of the same to its Postal Accounts office along with cash Aciount'

. another copy to its Divisional office and retaining third copy as office record

(ii) Role of Nodal Head Post Office:

TheSansadMargHeadPostofficewhichhasbeennominatedastheNoda|
' office under the scheme will watch the credit of amounts received from

various sos/Head Post offices of Delhi circle and from the HOs of the rest of

'. the country through System generated statements, consolidate the same and

arrangetoremitthesametoNlCunderPradhanMantrisurakshaBimaYojna
(PMSBY) and send its details to FS Division of Postal Directorate' DAP Delhi for

recofd in the prescribed schedule in Annexure-B showing circle-wise details'

. However, he will monitor the credits to be received from Nlc at the close of the



month on account of DoP share i.e. Incentive payable to staff entrusted with
the work of Pradhan Mantri Suraksha Bima Yojna (PMSBy) and other expenses
relating thereto, prepare schedule as pr,escribed in Annexure-C of crediting of
DoF share of various Cirbles to PAO Delhi for its onward issuance oi Circle-wise
ATCs to concerned eROiiby pAO Delhi

(iii| Role of PostalAccaunts Offices:

(a) At the end of the month, on receipt of the Cash Accounts Re.turn along
with the supporting documents relating to the scheme from thelHead post
offices, the PA Section of Postal Accounts office will book the amount under
the Head 8/t46-OO-102-10-01 Gross Amount withdrawn from Saving Account
of Customer and remitted to NIC under Deduct-O2- under premium pradhan
Mantri suraksha Bima Yojna (pMsBy) (cr.). Also, on receipt of ATCs from pAo
Delhi (Nodal PAo), of the amount of DoP share received at Sansad marg HpO
from NIC for whole of the country, on account of Incentive payable to the
staff engaged in the work of the Scheme and other expenditure related
thereto will acknowledge and accept the same and will classify it under IZOL.
Postal Receipts and then expenditure as Deduct-01. PAO Delhi will receive the
amount booked under1201-00-800-58 share of DoP on account of pardhan
Mantri Suraksha Bima Yojna (PMSBY).

(iv! Role of N-odal Circle PostalAccounts Office:

P{o Delhi, on receipt of cash Accounts Returns along with the
statements/schedule as,prescribed in Annexure-A of Premium withdrawn from
Saving Accounts of the Customers of belhi Circle, he will verify the sam'b from
the system generated statements the amount of premium to be remitted to
NIC through Postmaster, Sansad Marg HO and will ensure that they are tallied
with the figures received through schedutes/returns. Similarly, PAO Delhi will
verify the figures received through'schedule as prescribed in Annexure-B from
the HPOs of rest of the country and ensure that they are tally. Simultaneously,
on the basis of schedule as prescribed in Annexure-C, received from
Postmaster Sansad Marg HPO, he will transfer the Circle-wisq Dop share @ Rs.

2/- per Enrolment Form to respective Circle PAOs by issuing Circle-wise ATCs

for the amount to be spent on payment of incentive to staff entrusted with the
work of Pradhan Mantri suraksha Bima yojna (pMSBy) and accept the
acknowledged ATCs from respective circle pAos and monitor the same.



(v) Role of Divisio nallRegionaUCircle Office
SOP except that Role of DDG (PAF) will be

figures of premium collected, Premium sent
received from NIC and spent on incentive and

lr

as stated in

of amount
DbP share

,,h.*anI
Chief Accounts Officei

(rech/BPR)
i

e

.;

Asstt.
,

'

;



I

Monthly Schedule showing details of amount withdrawn from Saving Bank
Account of the Customers and to be remitted to NIC under "pradhan Mantri
SurakshaBimaYojna(PMsBY)"inrespectof----------
Head Post Office for the month of ----------

Amount withdrawn
from Customer Saving
Bank Account as
Premiurn under ;PMSBY
@ Rs. 12/-per
Enrolrnent Form l

Amount to be remitted
to N lC @ Rs. IL/-per
Enrolment Form

Rernarks if any

Note: lt must be ensured tfiat total of column 2 should
should be no variation at any cost.

be agreed to column 3 and there

Signature of Head Postmaster
& Office Seal

Copy to: L. PAO concerned.
2, Divisional Office concerned



Anqexure-B

wtonthly Schedule showing Circle-wise details of arnount remitted
,,Pradhan Mantri suraksha Bima Yojna (PMSBY)" by' sansad Marg

Post Office for the month of ----------

to NIC under
Nodal Head

.i

Sl. No. & Name of Circle Amount
received from
diffe rent H POs

of the
concerned Circle

@ Rs.12l-per
Enrolment Form

Amount
remitted to NIC

-@ Rs. I2l-Per
Enfolment Form

't
. rl

Remarks if any

L. 2. 3. 4. 5.

C

)

Note: lt must be ensured that total of column 3 should be igreed wlth column 4 and there

should be no variation at anY cost.

Copy to: L, PAO Delhi.

2, F,S. Division Postal DireCtOrate.

Signature of Head Postmaster

Sansad Marg HO & Office Seal



Annexure-C

Monthly schedure showing circfe-wise detaifs of amount on accountshare received from Nfc to be intimateJ;;;;;;.l"rr* Nodal HpoDelhi for crediting to other pAos through nrc, under: ,,pradhan
Suraksha Bima yojna (pMSBy)" for the month of ________

of DoP

to PAO

Mantrl

Narne of Circle Share of Dop r'...i".d
from NfC for payment of
incentive to staff of the
concerned Circle @ Rs.2/_
er Enrof ment Form

Remarks if any

signature of Head Postmaster
Sansad Marg HO & Office Seaf

Copy to: j.. pAO Delhi.
Z, F.S. Division postaf Directorate.








