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INTRODUCTION

1. Preamble:— Before the take over of S.B. control work from Audit, the
branch audit offices used to maintain duplicate Savings Bank ledger card in respect
of every S.B. account in addition to the ledgers maintained in the Head Post
Offices. Irregularities and discrepancies noticed by them at the time of posting the
transactions in the ledger cards from the savings bank returns received from head
post offices used to be taken up with the head offices in the form of lengthy
objection statements. The interest used to be calculated by the audit and sent to
Head Offices in the form of interest statement in the middle of June every year. It
was then posted in the ledgers and thereafter the pass books were called for the
entry of interest in them. The entire procedure meant a check by a remote office on
the transactions and the procedure entailed duplication and delay. It was, therefore,
felt necessary to set up a local departmental machinery for ensuring an on the spot
check on the maintenance of ledger accounts in head offices and ensure their
correct maintenance. The P&T Board decided in 1960 to take over the SB control
work from the A.G. P&T and abolish the duplicate ledger cards maintained in
branch audit offices. The approval of the A.G. P&T, C. A. G. and Ministry of
Finance was also obtained. The scheme was first tried on an experimental basis in
5 Head Offices w.e.f. 1.1.1961. The experience then gained showed that the new
system was workable and was in the interest of efficiency and economy. The
scheme was then extended to all Head Offices in a phased programme. The work
was taken over in phases and last phase completed on 1-10-1965. The C.T.D.
control work was also taken from the audit offices in phases w.e.f. 1.4.1966 and
the last phase completed on 1.7.1976. Thereafter the pairing work of SB accounts
on transfer was also taken from the A.G. P&T w.e.f. 1.2.1973 and entrusted to
Pairing Organisation set up in each Circle.

2. Setting up of Control Organisation:—The Savings Bank accounts of the
depositors are maintained in the ledger cards by the SB Branch of the Head Post
Office. The deposit/withdrawal transactions as and when made by the depositor are
posted in the ledger card and balance is worked out after each transaction. The
ledger cards are kept in binders for the sake of convenient handling and
accounting. Each binder contains 300 ledger cards. The control accounts of these
binders i.e, binder-wise and office-wise balances of these accounts, are maintained
by a separate Organisation named as Savings Bank Control Organisation set up in
each Head Post Office.

3. Control Organisation — Organisation and significance :— The
Savings Bank Control Organisation has been set up in each Head Post Office to
maintain control accounts of Savings bank and carry out day-to day checks of the
work done by the SB Branch. The Control Organisation consists of
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Supervisor and Postal Assistants. The Senior Postal Assistants are required to do
the work of checking of vouchers, cash and non-cash transactions, verification of
binder balances, checking of interest calculation, revival of silent accounts, etc.
The Junior Postal Assistants do only posting and listing work in the various control
registers. This Organisation is under the administrative control of the Senior
Superintendents/Superintendents of Post offices/Gazetted Postmasters and
functionally responsible to these authorities. The Organisation has a very important
role in respect of Savings Bank operations. Unless the performance of this
Organisation is efficient, the working of Savings Bank Branch will suffer and
frauds may be facilitated.

4. Functions of Control Organisation :—
The main functions of the Control Organisation are as under :-
(i) To maintain control accounts of all the Savings Banks Schemes.

(ii) To carry out percentage checks of vouchers and other items of work.

(iii) To verify binder ledger balances periodically.

(iv) To keep in its safe custody important records such as vouchers,
undelivered pass books, list of transactions, silent accounts lists,
interest cum silent accounts statements, various control registers, etc.

(v) To check annual calculation of interest in SB/PPF/NSS accounts.

(vi) Preparation of annual interest and silent accounts statements.

(vii) To submit periodical returns to various authorities such as Postal
Accounts Office, Divisional Office, Circle Office and Internal Check
Organisation (SB).

5. Relation of Control Organisation with the Postal Accounts Office and
Audit:—

After the take over of control accounts from the erstwhile audit and accounts
offices the Control Organisation is now required to submit a monthly statement
containing statistics of number of accounts, transactions, balances, etc. at the close
of the month to the Postal Accounts Office. In the Postal Accounts Offices these
statistics are consolidated for all the Head Offices in the Circle in order to arrive at
the final closing balance of the Circle at the end of each month. The consolidated
statistics of deposits, withdrawals and closing balance under each category of
accounts are intimated by the Postal Accounts Office to the Directorate by the due
date.

The Control Organisation is not required now to submit any return to the audit
office. This Unit is, however, inspected periodically by the audit party.
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6. Pairing Organisation :—A Pairing Unit in each Circle and one Central
Pairing Office has been set up in New Delhi. The Pairing Units are responsible for
pairing the credits and debits of Home Transfers (Transfer of accounts from one
Head Office to another in the same Postal Circle) and the Central Pairing Office
for pairing the credits and debits of Foreign Transfers (Transfer of accounts from
one Head Office to another in different Postal Circles). The Circle Pairing Unit is
under the administrative control of Accounts Officer, Internal Check Organisation
(Savings Bank) in each Circle whereas the Central Pairing Office is under the
charge of Accounts Officer, Central Pairing Office. New Delhi. The Central
Pairing Office also functions as a Circle Pairing Unit for Delhi Postal Circle and
Base Circle of Army Post Offices. A separate section for this purpose has been
formed in this office.

The Staff of the Circle Pairing Unit and Central Pairing Office consists of
Supervisor and Postal Assistants. The main function of Pairing Units/Office is to
compare the debit and credit items of Transfer from one Head Office to another in
order to check frauds in wrong opening of accounts with higher balance in the
transferee head office. These Units are inspected in detail by the Accounts Officer,
ICO (SB) once a year in addition to the routine weekly/monthly checks which are
carried out by him. The units are also inspected by the audit party periodically.

7. Internal Check Organisation (SB) : — (1) The Internal Check
Organisation (SB) is an effective inspecting organisation for the inspection of the
S.B. Branch of Head Post Offices and Control Organisation. It has been set up in
each Postal Circle. It is under the administrative control of the Postmaster
General/Regional Director of Postal Services and under the charge of an Accounts
Officer, who is assisted by a Junior Accoints Officer, one or more Postal
Assistants and a Stenographer. The Accounts Officer is a technical advisor on SB
matters to the Regional Director/Postmaster General under whom he may be
working. The main functions of the Internal Check Organisation are summarised as
under:—

(i) To see that the staff of the Head Post Offices and the Control Organisation
carry out their functions as prescribed in the rules and orders issued from
time to time.

(ii) To see that the prescribed checks by the Control Organisation on the day-to-
day functioning of the Head Office are carried out properly.
(iii) To see that the registers of binder balances are maintained properly.

(iv) To see that the various registers and documents prescribed to be maintained
by the Control Organisation are being properly and regularly maintained.

(v) To see that the pending objections are settled without any abnormal delay.
To review the objections pending over three months in order



16 INTRODUCTION
to find out the ways for their early settlement.

(vi) To see that the verification of binder balances is done regularly and
properly.

(vii) To see that the work relating to annual listing of balances in respect of
CTD/RD/TD/MIS accounts has been completed without any delay.

(viii) To see that the annual interest calculation work and Reparation of interest
statement for SB/PPF/NSS accounts has been properly done and completed
without any delay.

(ix) To see that the various periodical returns are prepared correctly and sent in
time to the concerned authorities by the Control Organisation.

(X) To see that the old records are maintained properly and obsolete records are
weeded out periodically as per rules by the S.B.C.Os.

(xi) To see that the work of treating savings accounts as silent account is taken
up every year in March by the S.B. Branch and silent accounts lists are
prepared by the SBCOs in April without any delay.

(xii) To see that the regrouping of binders is done by the head office periodically
as prescribed in order to reduce the number of binders and all other
connected work.

(xiii) To see that the work in Pairing Unit is performed according to rules and
pairing work is kept upto date.

(2) The Accounts Officers should solve the problem of the SBCOs during the
course of their visits to Head Offices by discussing the matters with the Head
Postmasters/Divisional Supdts. of Post Offices and concerned officers of the Circle
Office/Regional Director of Postal Services. The main aim of the Internal Check
Organisation is not to find faults and write lengthy reports but to improve the
working of SBCO and SB Branch of the head office. The Accounts Officer is to
guide the SBCO staff in the day-to-day problems and solve their difficulties. For
this purpose the Accounts Officer should keep contact with all other
Administrative Heads of the Post Offices and get the things done.



CHAPTER 1

SAVINGS BANK CONTROL PROCEDURE

1. Preamble:- The Savings Bank procedure has undergone considerable
changes due to the discontinuance of the maintenance of duplicate ledger cards in
the Branch Audit Offices and setting up of Control Organisations in the Head Post
Offices. The procedure has been simplified to ensure expeditious disposal of
business and correct maintenance of accounts. The procedure to be followed by the
S.B. Branch has been published in P.0.S.B. Manual Volume I. The Control
Organisation is responsible for proper maintenance of the S.B. Accounts of the
Head Office and will follow the following procedure.

[Para 1 of Manual of S.B. Control Procedure]
Composition and Functions

2.(a) Composition: -The Control Organisation ordinarily consists of an
J.A.O./Supervisor and Postal Assistants.

Note |:-The term "Supervisor" used in this chapter will also include
"J.A.O. and Postal Assistant Incharge" of the Control Organisation.

Note2:-TheUDCsandLDCs working in the SBCO have been replaced by
postal assistants w.e.f. 1.8.1991. It has been decided that the work being done by
the Senior and Junior Postal Assistants in the SBCO shall hereafter be combined
and divided amongst all the Postal Assistants (SBCO)and UDCs, if any, in any
office. This will be effective from 1.10.1993. Fresh Memo of distribution of work
shall be approved by the A.O. 1CO (SB) as usual.

[D.G. Posts letter No. 2-1/92-SB dated 24.8.1993]

Note 3:- Change of designation of supervisory cadres in SBCO and
Pairing Unit:-The designation of supervisory cadres in SBCOs and Pairing Units
has been changed as under:-

SI.No. Existing Designation New Designation
(1) HSG-I Head Clerk Chief Supervisor
2 HSG-11 Head Clerk Senior supervisor
3 LSG Head clerk Supervisor

Note 4:- The change in designation will not entail any change in scale of
pay or change in duties and responsibilities. These orders take effect from the date
of their issue.

[D.G. P&T letter No. 7-13/76-PE-1 dated 17-9-1980]

(b) Functions:-
(i) Duties of Supervisor

1. Supervision over the staff of the Control Organisation.

2. Distribution of work among the start

3. To ensure that the sta ff performs the duties properly as prescribed in these
rules and orders issued from time to time.

17



18 S.B. CONTROL PROCEDURE

4. To perform the duties specifically assigned to him in these rules and in the
orders issued from time to time.

To ensure that the periodical returns are sent by due dates.

To maintain Nominal Roll (MS-12) [Annexure 1] in respect of staff of the
SBCO and put up the Roll once a week to the Postmaster for check.

o o

(ii) Duties of Postal Assistant

Examination of the lists of transactions.

Maintenance of register SB-62, SB62(a) and SB-63.

Preparation of the list of binder balances for verification.

General check of vouchers. .

Checking of H.O. and S.O. transactions.

Checking of non-cash transactions and entries in the register SB-62.

Verification of binder balances.

Making entries in the consolidated journal (SB-72) and checking the daily

and progressive totals of different columns.

Any other work which may be entrusted to him by the Supervisor and also
in the orders issued from time to time.

CNouusrwNE

©

The P.A. will maintain various registers as prescribed from time-to time
for the above mentioned items of work. hi respect of objections raised by him he
should ensure that the wanting information is furnished and satisfactory replies are
given by the S.B. branch in time.

[D.G. Post letter N0.2-1/92-SB dated 24.8.1993]

Clarification:- It is clarified that the checking of posting in SB-62/SB-S5
registers for which time factor is already provided for staff assessment has not
been dropped. The work in the SBCO including checking of SB-62/SB-85
registers may be divided amongst the staff with the approval of A.O. ICO (SB) as
required vide paras 2 and 4 of this office letter of even number dated 24-8-1993.

[D.G. Posts letter N0.2-1/92-SB dated 9-2-1994]

Author’s Note:- In SBCOs having 4 or more Postal Assistants it will be
better if the work of miscellaneous character i.e. Receipt of vouchers from H.O.,
Posting of SB-62(a)/SB-85(a)/SB-63 register, making of entries and their checking
in the Consolidated Journals SB-72/SB-86, revival of silent accounts, listing of
balances on the machine for agreement purpose, etc. is given to one official plus
other work if justified. The other officials may be given a set of offices as per work
load justified who will perform the complete work of these offices from posting in
SB-62/SB-85 registers to Ledger agreement which was being done by Senior and
Junior Postal Assistants previously. The checking of posting work in SB-62/SB-85
registers done by one P.A. may be checked by another P.A. and vice versa.

(c) Distribution of work:- The Supervisor will prepare the Memo of
distribution of work among himself and Postal Assistants and send it to the A.O.
ICO(SB) for approval. After it is approved by the A.O., it will be followed rigidly

by
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the staff and the Memo will be kept in a file in the personal custody of the
Supervisor. Any change found necessary thereafter will also require approval of
the Accounts Officer.

[Para 2 of Manual of S.B. Control Procedure]

Receipt of S.B. Vouchers from the Head Office

3 (i) The official incharge of the Control Organization receives every
morning from the S.B. Branch, duly entered in the voucher list (S.B-22)
[Annexure2] in duplicate, the following journals and vouchers in respect of S.B.
transactions at the head and sub offices incorporated in the accounts of the Head
Office on the previous day:-

(1) Two copies of the list of transactions of the Head Office and one copy
of the list of transactions of Sub-Offices and sealed voucher bundles arranged in
alphabetical order.

(2) Journal of accounts transferred from one office to another under the
same Head Office.

(3) Home and Foreign Journal of accounts received on transfer from other
Head Offices along with advices of transfer.

(4) Home and Foreign journal of accounts transferred to other Head
Offices.

(5) A consolidated Journal of S.B. transactions (SB-72) at the Head and
Sub Offices. It may be transferred in the course of the day if it cannot be sent along
with the list of transactions, etc.

(6) List of transactions and vouchers in respect of petty S.B. Accounts
closed.

(7) Any other document/list.

(ii) The official receiving these documents, will be responsible for seeing
that all the lists of transactions, voucher bundles and journals as entered in the
voucher list have been correctly received duly sealed. He will return one copy of
the voucher list duly signed in token of having received the contents to the SB
branch. The lists and documents will then be transferred to the P.A. concerned
under receipt to be obtained on the voucher list. The voucher list will be filed in
monthly bundles properly stitched. The P.A. will transfer the voucher bundles to
the Supervisor after doing the needful. The transfer of vouchers from P.A. to P.A.
and P.A. to Supervisor will be done under receipt and for this purpose every
official will maintain a hand to hand receipt book.

[Para 3 of Manual of S.B. Control Procedure]
Checking of Lists of Transactions(SB-60)

4.(1) The Postal Assistant entrusted with the work of writing up of the
Register SB-62 will exercise the following checks:-
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(a) The account numbers in the list of transactions are entered in the serial
order of the accounts.

(b) The list of transactions bears the name and date stamp of the office (in the
case of S.O. the date stamp of the H.O. as well) and it has been signed by
the counter clerk and the Postmaster.

(c) The account number, the amount of deposit, withdrawal and interest on
closed accounts have been noted correctly.

(d) The totals of the various columns have been struck correctly.

(e) The list of transactions of Sub Offices have been signed by the S.O.
Counter Clerk, Sub Postmaster and ledger clerk and Postmaster of the
Head Office.
Any irregularity noticed while carrying out the above checks, will be noted in
the Objection Register, if the same has not already been included by the head
office ledger clerk in his objection register.

[Sub para amended made D.G. Posts letter No. 1-2-88/SB dated 17-
10-1990]

(ii) 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. 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. An entry should also be made in the
"Register of vouchers not received” in form prescribed at Annexure 3 and the
Serial number of the entry in the register should be noted against the relevant
account number in the list of transactions. The number should be in an annual
series starting from No. 1 on 1st April. The transaction may, however, be taken
into account. When the voucher is subsequently received, a suitable remark should
be made against the entry in the register and the voucher kept in a separate
monthly bundle in the same order as the entry in the register. The M.A.Ps. and
certificates of payments will, however, be attached to the relevant original
vouchers in which a note to this effect should be recorded under initials of the
Supervisor.

The Supervisor will examine the register at least once a week and see that the
wanting vouchers are furnished by the Head Office without delay. In case a
voucher is not received within a week of the date of the transaction, this should be
brought to the personal notice of the Head Postmaster. In case the voucher is still
not received within a fortnight of the date of the transaction, the matter should be
reported to the Divisional Supdt. for necessary action endorsing a copy thereof to
the A.0.1.C.0.(SB).

(iii) The clerk will then group the accounts in the list of transactions binder-
wise by referring to the binder chart and note the binder No. in column 6 of the list.
He will then take the total amount of deposits, withdrawals and interest on closed
accounts for each binder and note them in columns 7,8 and 9. The total of columns
7,8 and 9 will then be taken and agreed with the totals shown by the P.O. in the list
of transactions.
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(iv) If there is any entry of Part Il transaction, he will verify that each of the
Part Il entries has been correctly entered in Part Il of the respective list of
transactions and the binder number noted against each entry in part Ill. The
Assistant will note the amount of deposit, withdrawal, etc. in the Part 111 list of
transactions and take action as laid down in sub para (iii) above.

[Para 4 of Manual of SB Control Procedure]

Register of Transactions Binderwise (SB-62)

5. (i) In this register (Annexure-4) the binders of head office should be entered
first and then the binders of sub offices in an alphabetical order.

(ii) The name of the office, the number of the binder and the opening binder
balance (the total of the balances of the accounts in the binder as on the last
working day of the previous month) will be noted at the top of the page.

(iii) Entries in the columns 2,4 and 6 of the register will be made from columns
7,9 and 8 respectively of the list of transactions. Column 3 (Deposit at other
offices) and column 7 (withdrawals at other offices) will be written up from part 111
of the list of transactions. Columns 5 and 8 will be written up from the register SB-
62(a) (column 11 of the credit transactions and column 9 of the debit transactions).

(iv) After posting the entries in register SB-62 from the list of transactions the
official should put his dated signature in the list of transactions (Parts | and I11).

(v) Each entry in register SB-62 will be checked from the lists of transactions
by another P.A. The binder marking in the list of transactions will be checked with
the binder chart. The official checking the entries will check the totals for each
binder as noted in the list of transactions and ensure that these totals have been
correctly transferred to register SB-62. The total of columns 7, 8 and 9 of list of
transactions will also be checked and agreed with the totals of columns 3,4 and 5
respectively. He will put his dated initials in the remarks column of the register in
token of having carried out the check.

(vi) At the end of the month, the official maintaining the register SB-62 will
total up all the columns in the register for each binder and note the closing balance
for each binder in the space provided. The totals may be obtained on the matching
where it is possible.

[Para 5 of Manual of SB Control Procedure]

Note :- In head office where SB work has been computerised, the SB-62
register need not be maintained. Only SB-63 register of office-wise transactions
will be maintained.

[D.G Posts letter No, 113-1/2002-SB dated 5.5.2003]

Unposted Items

6. (i) Whenever an item remains unposted by the head office in its binder a
remark "Unposted" will be made by the head office against the entry in the list of
transactions. If, however, transactions could not be posted in the binder due to non
receipt of the list of transactions with the vouchers, an intimation to this effect will
be received by the Control Organisation from the head office.
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(i) In the Control Organisation a note of the unposted items will be made by
filling in columns 1 to 6 in the register of unposted items in the form prescribed in
Annexure 5. The serial number of the entry in the register shall be noted in the list
of transactions.

(in) Whenever an item which remains unposted in the binder is subsequently
posted in the binder by the head office, an intimation will be received by the
Control Organisation in the form of list of transactions marked "Unposted items
cleared”. On receipt of this list, necessary entries will be made by the Control
Organisation in columns 7 and 8 in the register of unposted items and the amount
transferred to the proper binder in SB-62 register.

(iv) The register of unposted items will be reviewed by the Postmaster once a
week and action taken to settle the pending items vide Rule 45 of P.0.S.B. Manual
Volume-I

[Para 6 of Manual of SB Control Procedure]

Register of Non-Cash Transactions [SB-62(a)]

7. (i) The Register SB-62(a) is to be maintained for noting particulars of non-
cash transactions affecting the binder balances. The particulars will be found in the
journals referred to at items 2 to 6 of rule 3. The non-cash transactions appearing in
the journal will have to be grouped office wise and binder wise by referring to the
binder charts and then posted in the appropriate credit or debt columns of the
Register SB-62(a) (Annexure 6). The debit and credit entries will be serially
numbered in monthly serials. Posting in this register will be made as indicated
below:-

(A) Credit items:-
(1) Column 5: The amount in this column will be noted from the credit side
of the combined local credit and debit journal.

(2) Column 6: Entry in this column will be made from the Home and Foreign
journals of accounts opened on transfer from other Head Offices.

(3) Columns 7 and 8: These will be written up from the register of silent
accounts revived.

(4) Column 9: It will be written up from the intimation received from the
Director of Postal Accounts, Calcutta and the relevant schedule for the same
furnished by the S.B. branch.

(5) Column 10: Credit items of miscellaneous nature which are generally not
covered by the columns 5 to 9 will be posted in this column. As for example,
adjustment of interest short or excess passed will be posted in this column with
suitable indication.

(6) Column 11: Totals of column 5 to 10 will be struck in this column.

(7) Column 12: Total of column 11 for all the binders in an office will be
entered in this column.
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(B) Debit Items:-

(1) Column 5: 1t will be filled up from the debit side of the combined local
credit and debit journal.

(2) Column 6: It will be filled up from the Home and Foreign journals of
accounts transferred to other Head Offices.

(3) Column 7: Amounts in this column will be posted from the list of
accounts treated as silent.

(4) Column 8: This is meant for posting miscellaneous items which cannot
be posted in columns 5, 6 and 7. If items more than one category are posted in this
column, suitable indication will have to be given against that item and the total of
the items under each category shown separately at the bottom.

(5) Column 9 : In this will be shown the totals of columns 5 to 8.

(6) Column 10: Totals of column 9 for all the binders in an office will be
entered in this column.

(if) The official posting the transactions in Register SB-62(a) will note
against each item in the journal, list, intimation, etc. the Serial No. of the register
against which that item has been posted. In the case of transfer of accounts from
one head office to another the name of the H.O./S.O. to which an account is
transferred and the name of the H.O. from which an account is received on transfer
will be noted in the remarks column. After posting the transactions from all the
non-cash journals and registers, totals of each of the columns namely 5 to 12 on the
credit side and columns 5 to 10 on the debit side will be struck. The progressive
total at the end of the day will also be cast The grand totals of the columns "Total
credit for each office' and "Total debit for each office on the credit and debit sides,
both daily and progressive, should also be written in words by the official posting
the register after cross agreement of various columns. The daily as well as the
progressive total of debit and credit under each of the different columns must agree
with the corresponding totals in the respective journals and other records from
which these items have been taken. The credit and debit amounts for each binder
and office will then be posted in columns 5 and 8 in the page relating to that
binder/office in Register SB-62 and SB-63.

The concerned Postal Assistant will ensure that each of the items of non-cash
transactions has been posted against the correct binder in SB-62(a) register. He
will also ensure that the amounts of the respective binder in SB-62(a) are correctly
transferred to the proper binder pages in SB-62 register. He will put his dated
initials in the remarks column in token of having carried out the check.

(iii) At the end of the month, the progressive total of different items of non-
cash transactions as worked out in the register SB- 62(a) will be checked and
verified with the corresponding figures in the non-cash journals as on the last day
of the month and the following certificate recorded by the Supervisor under his
dated signature.



24 S. B. CONTROL PROCEDURE

"Agreed with the monthly figures of the respective lists, journals and
registers".

(iv) In respect of accounts opened on transfer after 31st March but which
were transferred from other H.Os. before 31st March, a separate transfer journal
with the inscription: "March Supplementary” will be received by the C.O.
Accounts included in the "March Supplementary" journal will be adjusted against
March (final) through the register SB-62(a) as indicated below. Interest for such
accounts will be calculated by the transferee H.O. and these 2EC™"'ts included in
the annual interest statement by the Control Organisation.

(v) (a) At the end of March every year the register SB-62(a) will be closed
only after posting all transactions included by the H.O. in March supplementary
account. Annual interest and rectification of mistakes detected in course of making
agreement of binder balances with reference to interest statement but before
closure of the March final account by the Postal Accounts Office will also be
included in the account of March. For this purpose the progressive figures under
each of the debit and credit heads after inclusion of transactions of March
supplementary account will be carried toward to a separate page superscribed
"March final". Annual interest and rectification of mistakes, etc. will be adjusted
against March final in this register.

(b) The amount adjusted in March final in SB-62(a) register will be similarly
adjusted in SB-62 and SB-63 register against March final. In the register SB-62
and SB-63 a separate sheet need not be opened for adjustment of annual interest.
The amounts may be noted below the total of March supplementary and then the
grand total of March (final) worked out.

[Para 7 of Manual of SB Control Procedure]
Register of Transactions Office wise (SB-63)

8. (i) This register (Annexure 7) will be maintained office wise for each
month. One page will be used for making entries for one month for each office.
Pages should first be earmarked for the H.O. and then for each S.O. in their
alphabetical order.

(ii) The name of the office and the opening balance of the office will be noted
at the top.

(iii) Entries in the different columns of this register will be made as follows:-

(@) Columns 2, 4 and 6 viz, deposits, interest on closed accounts and
withdrawals from columns 7, 9 and 8 of the list of transactions,

(b) Column 3 (deposits at other offices) and column 7 (withdrawals at other
offices) from Part 111 of the list transactions.

(c) Columns 5 and 8 (viz. non-cash credits and debits) from the Register SB-
62(a). At the end of the month, the closing balance of each office will be
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worked out in SB-63 register and this closing balance as also the totals under each
head should agree with the corresponding totals and balance arrived at in register
SB-62. The official posting the entries in this register will initial in the remarks
column.

[Para 8 of Manual of SB Control Procedure]
Consolidated Journal of S.B. Deposits and Withdrawals (SB-72)

9. (i) The Head Office will prepare daily a consolidated journal of S.B.
deposits and withdrawals, etc. at the Head and the Sub Offices under it (in
alphabetical order) in form SB-72. (Annexure 8)

(ii) The clerk of the Control Organisation will copy the progressive figures of
all columns at the end of the previous day and work out the progressive figures at
the end of the day at the bottom of the consolidated journal. He will check the
daily as well as the progressive totals of all the columns and sign the journal in
token of having carried out the checks.

(iii) The Supervisor will check each entry of consolidated journal with the
corresponding entry in SB-63 register. He will then check the totals of deposits and
withdrawals both daily as well as progressive with the corresponding figures in the
Head Office Cash Book. He will put his dated initials in the Head Office Cash
Book against the respective amounts in token of having carried out the check. He
will then record the following certificate on the journal under his dated signature:-

"Certified that each entry in the journal has been checked with the
corresponding entry in SB-63 register and the totals of columns 6, 10 and 14
verified with the amounts shown in the Head Office Cash Book".

(iv) At the end of the month the total amount of deposits and withdrawals as
shown in the consolidated journal will be checked and agreed by the Supervisor
with the corresponding figures in the H.O. Cash Account The Certificate "checked
and agreed with the HO Cash Account” will be recorded under the Supervisor's
dated signature on the consolidated journal in addition to the certificate prescribed
in sub-para(iii) above.

[Para 9 of Manual of SB Control Procedure]

Working out of the total SB balance of the Head Office as a whole

10. At the end of the month, following action will be taken to agree the
figures of Registers SB-62, SB-63 and the consolidated Journal:-

Q) In the Register of binder balance (SB-62) the monthly totals of
columns 2 to 5 of each binder will be taken. The totals of columns 2
to 5 will be added to the opening balance and the totals of columns 6
to 8 will be subtracted from the same to arrive at the closing balance
of the binder on the last working day of the month. A summary of the
totals of different columns including the opening and closing
balances worked out for each binder of an office in the Register SB-
62 will then be prepared and the closing balance of the office as per
entries in the Register SB-62 worked out. The Register of unposted
items should be seen to find out whether any amount relating to this
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office remains unposted. If any amount is outstanding it will be added under the
proper head and the closing balance of that office arrived at by totalling the closing
balance of all the binders in SB-62 register.

(i) The closing balance of each office will be similarly worked out in SB-63
register. The totals of different columns including the opening and closing balances
as worked out in the SB-63 register should be reconciled with the total closing
balances worked out in SB-62 register vide sub-para (i) above.

(iii) A summary will be prepared in the SB-63 register in respect of all the
columns including the opening and closing balances for all the offices to work out
the closing SB balance at the end of the month for the HO as a whole.

(iv) The balance of the HO as a whole (including that of sub-offices) will then
be worked out from the consolidated journal of SB deposits and withdrawals and
SB-62(a) register as follows :-

(a) Opening balance.

(b) Add monthly totals of columns 6 and 11 of consolidated journal and
column 12 (Credit side-total credits) ofSB-62(a) register.

(c) Total of item (a) and (b)

(d) Deduct monthly totals of Column 10 of the consolidated journal and
column 10 (Debit side-total debits) ofSB-62(a) register.

(e) Closing Balance—item (c) - item (d).

The closing balance should agree with the closing balance as worked out in the
summary prepared in the SB-63 register vide sub-para (iii) above. The following
certificate will be recorded by the Supervisor under his dated signature below the
closing balance thus worked out and agreed :-

"Closing balance as shown above has been checked and agreed with the

closing balance worked out in the SB-63 register".

Note :- For the month of March, the SB-62 register should comprise of
transactions at an SO upto 31st March and the interest for the year adjusted in
March final.

[Para 10 of Manual of SB Control Procedure]

CHECK OF VOUCHERS AND DOCUMENTS

11. (a) General check of vouchers and checking of vouchers with reference to
entries in the ledger cards :- The PA of the Control Organisation should carry out
the general check of vouchers as well as checking of vouchers with reference’ to
ledger cards in respect of the following vouchers :-

(i) All vouchers of payment in respect of withdrawals exceeding Rs. 5000/- at
head and sub offices and Rs. 2500/- at ED sub offices and branch offices.
(if) Warrants of payment of 20% of closed accounts of heavy amounts.

(iii) 4% of deposits in head and sub offices.
(b) The checks will apply uniformly to accounts either maintained manually
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or on computers and will include checking with reference to the entries in the
ledger cards.

[Rule amended vide D.G Posts letter No. 5-2/99-SB dated 5.3.2003]

(c) While carrying out the checks, following points should be kept in mind:-

(1) The entries in the vouchers are complete and there are no suspicious
erasures and alterations.

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

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

(4) The warrant of payment bears the signature of the Postmaster in token of
having authorised the payment.

(5) There is acquittance of the depositor or his messenger on the warrant of
payment in token of having received the amount.

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

(7) In the case of illiterate depositor, the thumb impression has been attested on
both the sides of the voucher.

(8) While carrying out the checks of SO transactions it should be ensured that
all sub offices come up for check at regular intervals.

Note:- In some SBCOs, V-2 software is in use but SB Branch is functioning
under LAN. At such places, the SBCO will attend to the work based on data entry
already available in LAN Sanchaya Post.

[D.G Posts letter No. 5-2/99-SB dated 29.9.2000]

(d) A record of the vouches checked should be kept by the PA in a separate
register in the form given below and all the vouchers checked should also be
signed with date by him in token of having carried out the check. The register will
be signed by the P.A. below the entries of the day and reviewed once a week by
the Supervisor in order to see that it is maintained properly and the number of
vouchers checked is not less than the percentages prescribed above.

REGISTER OF VOUCHERS CHECKED

Date of checK........ccooe.......
SI. Name of  Account Amount Date of Deposit Remarks
No. office No. of the voucher or
voucher withdrawal
1 2 3 4 5 6 7

(e) The following points may be kept in view while carrying out the above
checks:-
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(1) Whether the balance as shown in the Pay-in-Slip and application for
withdrawal by the post office and the depositor agrees with that in the ledger card
on the date of deposit/withdrawal. If the difference is due to non-addition of
interest in the pass book, whether the pass book is received for entry of interest.

(2) That in case of withdrawal exceeding Rs. 2000 the signature of the
depositor on the withdrawal form has been attested by two postal officials.

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

(4) The interest on closed accounts has been calculated correctly.

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

(6) If IBBs is to be noted after the transaction in the ledger card, whether it has
been noted correctly.

(7) The ledger headings have been made properly and correctly in case of new
accounts. Whether the ledger card has been authenticated by the Postmaster with
his designated stamp.

(8) Whether appropriate remarks have been made in the ledger card as and
when an account is carried over to a fresh card or the account is closed.

(9) Whether the balance, DLT and the IBBs have been correctly brought
forward to the fresh ledger card.

(10) Whether in the case of accounts closed or transferred necessary remarks
have been made in the index to ledger cards.

(11) Whether the balance after the transaction has been correctly cast in the
ledger card.

(12) Whether the ledger Assistant and the Postmaster have signed the ledger
card against the transaction.

(13) All the "Will follow" vouchers received subsequently should be checked
similarly.

(f) The above mentioned points are not exhaustive. In addition the Control
Organisation is responsible for ensuring that all the relevant rules and orders issued
on the subject from time to time are followed.

[Para 11 of Manual of SB Control Procedure and D.G Posts
letter No. 113-4/2002-SB dated 16.5.2002]

Clarification:- As per clause (e) (2) above in case of withdrawal exceeding
Rs. 2000 it is to be seen that the signature of the depositor on the withdrawal form
has been attested by two postal officials. In this connection the following
clarifications have been issued.

(i) In single handed sub offices the question of obtaining signature of second
official will not arise. The SBCO should obtain the list of single handed sub offices
from the Postmaster or the Divisional Superintendent for this purpose. In case of
double handed sub offices when the second official goes



S. B. CONTROL PROCEDURE 29

on leave, the SPM will give a suitable remark to this effect on application of
withdrawal for the information of the head office/SBCO so that unnecessary
objections are avoided.

[D.G. Posts letter No. 30-9/83-SB dated 23-1-1986]

Note:- Delegation of power to the Incharge of SBCO to waive excess/short
payment of interest/principal not exceeding Re. 1/- on closure of Savings and other
accounts:- (1) At present SBCO raises all objections regarding excess/short
payment of interest/principal on closure of Savings and other accounts detected by
the SBCO on checking of vouchers which are pursued for recovery/payment. The
time and labour spent in pursuing the recovery/payment, where the amount is
petty, in disproportionate. The question of delegating the power of waiver of petty
excess/short payment to the incharge of the SECO has been under consideration in
this office for some time. It has now been decided in consultation with the Ministry
of Finance (DBA) to delegate to the incharge of the SBCO the power to waive
excess/short payment of interest/principal not exceeding Rupee If in each case on
the closure of savings and other accounts with immediate effect For this purpose
the following procedure will be followed:-

(2) When an excess/short payment of interest not exceeding rupee one on
closure of the account is detected by the SBCO, a remark "Excess/short payment
of Re........ is waived" should be made on the warrant of payment over the dated
signature of the incharge of the SBCO. The payment will be taken as final and no
objection raised on that account.

(3) When only principal upto Re. 1/- is paid excess or short, the amount of
interest to that extent may be increased or decreased, as the case may be, in the
ledger card and the warrant of payment. If no interest has been paid the amount of
principal paid excess or short will be taken as interest and S.B. balance under
principal restored to that extent. Ultimately the amount of interest will be taken as
paid excess or short. Further procedure to be followed will be the same as
prescribed in para (2) above.

(4) In order to have a watch on recurring instances of such excess/short
payments and to take general corrective measures for minimising the incidences, a
register will be maintained by the SBCO in the proforma given below in which the
waived excess/short payments will be recorded. The serial number of the register
will start afresh from 1st April each year. The register will be reviewed by the
incharge of the SBCO after the close of every month to assess if the instances on
the part of any official are frequent. If frequent, the matter should be brought to the
notice of controlling authority, viz. Postmaster (not under the control of the
Divisional Supdt.) or the Divisional Supdt. for taking action.

Proforma

Register of accounts closed with waiver of excess/short payment of
interest/principal not exceeding rupee one relating to Head Office (including its
sub offices)



30 S. B. CONTROL PROCEDURE

SI.No. Type of account Office where Account Date of

(Savings/CTD/ stands number closure
RD/TD/NSS/MIS/PPF)

1 2 3 4 5

Amount paid Name of SB clerk and Initials of Initials of

excess/short supervisor responsible PASBCO Incharge

(+) ) for the mistake SBCO

6 7 8 9 10

[D.G. Post letter No. 1-27/88-SB dated 17-10-1990]
Checking of Non-Cash Transactions

12. All the items of non-cash transactions as shown in the various lists,
registers and journals by the S.B. branch will be checked by the Control
organisation and it will also ensure that all non-cash transactions have been
included in SB-62(a) register. Following checks will be carried out in respect of
different categories of non-cash transactions:-

(1) Accounts transferred to other Head Offices and also from one office
to another under the same H.O.

(i) The last binder agreement sheet should be referred to and the balance in
the account as on the date of agreement verified with the balance in the ledger card
on that date. If there are subsequent transactions, the same should be verified from
the concerned list of transactions. This will establish the correctness of the balance
sought to be transferred. It should be seen that suitable entries of closure have been
made in the ledger card correctly under the dated signature of the Postmaster. It
may also be verified that the entries in the Home and Foreign transfer journals
have been made correctly. The official of the Control Organisation will sign in the
prescribed column of the office copy of the Home and Foreign transfer journal or
the combined debit and credit local transfer journal in token of having carried out
the check.

(ii) In the case of transfer of accounts to other Head Offices the official
incharge of the Control Organisation will sign both the copies of the advice of
transfer under his dated signature and designation stamp. He will ensure that the
account number, balance and the total of IBBs of all the months since April as well
as the minimum IBB for the month of transfer have been correctly noted on the
A.T. Since the advice of transfer has to be sent to the transferee head office on the
date of transfer, it is necessary that the Control Organisation should carry out the
prescribed checks and return the book of advice of transfer, transfer journal and
ledger card to the S.B. Branch on the same day.

[D.G. Post letter No. 1-2/88-SB dated 17-10-1990]
(iii) The Postmaster of the transferee H.O. will fill in the intimation portion of
the advice of transfer, sign it and transfer it along with advice of
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transfer, ledger card and relative journal to its Control Organisation. The
Supervisor of the Control Organisation will verify the entries in the intimation
portion of the advice of transfer and countersign it after affixing his designation
stamp on the same. He will then return all the documents to the Postmaster for
further disposal.

(iv) Whenever any mistake is detected in the balance of an account already
transferred to another head office, correction thereof will be intimated by the SB
Branch to the transferee Head Office and the Control Organisation of its own
office through a revised debit transfer journal in the form prescribed in Rule 65 of
P.0.S.B. Manual Volume I. The revised transfer journal will be impressed with
the oblong stamp and checked by the Supervisor SBCO under his dated signature
and designation stamp before despatch. A revised advice of transfer is not required
to be prepared. The Control Organisation will post the revised transfer journal in
its SB-62(a) register and send it to the Central/ Circle Pairing Unit alongwith the
monthly return. The entry of correction in SB-62(a) register will be linked with the
original entry with suitable remarks for cross reference.

(v) On receipt of the intimation of the correction of the balance, the transferee
H.O. will take necessary action to incorporate the correction in the relevant ledger
card and prepare a revised credit transfer journal in the prescribed form given in
the Rule 65 ibid. The journal will be checked by the C.O. and intimation of
transfer of the revised amount will be prepared by the SB Branch like regular
transfer of accounts. The intimation will be checked by the Supervisor, SBCO
before it is despatched by SB Branch to the Postmaster of the transferring head
office. The revised transfer journal will be sent by the S.B. Branch to the C.O.
along with the daily return who will post it in its SB-62(a) register and send it to
the Central/Circle Pairing Unit alongwith the monthly returns. The entry of
correction in SB-62(a) register will be linked with the original entry with suitable
remarks for cross reference.

(2) Opening of accounts on transfer from other Head Office : (i) The A.T.
will be examined to see if the same bears the oblong stamp of the transferring
H.O. and the signature of the Postmaster and Supervisor of the Control
Organisation of that office.

(ii) The particulars of the account including balance and IBB's as shown in the
A.T. have been correctly entered in the ledger card under the signature of the
Postmaster. .

(iii) The amount has been correctly entered in the Home/Foreign transfer
journal and in SB-62(a) register.

(iv) The PA (SBCO) will sign in the prescribed column of the transfer journal
in token of having carried out the above checks.

(3) Revival of accounts treated as silent : (i) The account has not already
been revived in the list of silent accounts revived.

(if) The entry of revival of the silent account has been correctly made in the
register of silent accounts revived.

(iii) The balance of the amount has been correctly copied in the ledger card.
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the new clerk as also the date from which he is posted will be entered. Entries in
each of the objection registers will be numbered serially starting from I on the first
April each year.

Note:- For this purpose the Postmaster will intimate the particulars of
changes made in the staff of the S.B. Branch to the Control Organisation.

(iii) Each objection written in the register will be checked and signed by the
Supervisor before the register is sent to the S.B. branch. As and when the objection
is settled, the date and the manner of settlement will be noted in column 7 and 8 of
the register under the dated signature of the Supervisor.

(iv) The totals of amounts placed under objection should be carried forward
from page to page in the objection register so as to arrive at a monthly total. At the
end of the month a review of the objections raised and settled during the month
should be carried out The serial numbers of the items remaining unsettled as also
the amount should be noted in red ink and the progressive total of the number and
amount lying under objection worked out in the following summary. The
information relating to the objections raised and settled during the month by the
SB Branch in their objection registers will be obtained by the Supervisor from the
DPM/APM Incharge of the SB Branch before preparing the summary.

Summary of the Pending Objections

1 2 3 4
No. Amount

1. Total No. and amount under (a) Raised by C.O.
objection at the close of the (b) Raised by the S.B.
previous month. Branch

2. Total No. and amount placed (a)
under objection during the

month (b)

3. Totalof1land 2 @
(b)

4. Total No. and amount @)

settled during the month . (b)

5. Closing balance of the No.  (a)
and amount under objection (b)
at the end of the month (3-4).

Serial Numbers of objections pending will be entered separately under each
category.

(a) Objections raised by Control organisation.

Serial No. Amount.
Signature of P.A. Signature of Supervisor
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(iv) Arrear interest has been correctly calculated.

(v) The balance and the amount of interest has been correctly entered in the
SB-62(a) register.

The clerk of the Control Organisation will put his dated initials in the remarks
column of the register of silent accounts revived in token of having carried out the
above mentioned checks.

(4) Correction to ledger balances.

Whenever a correction to the ledger balance is made by the S.B. Branch on
receipt of an authority from the Postal Accounts Office, necessary entry will be
made by the Post Office in the Register of O.B. corrections in the form given at
Annexure 9. One or two pages should be allotted for each ledger/binder. The
register will contain all the corrections made in each ledger/binder after the
introduction of the control organisation. It will be handed over on the same day to
the C.O. for making adjustment in their SB-62 register. The Control Organisation
will ensure that the corrections made are genuine by referring to the authority of
the Postal Accounts Office. It may be ensured that the corrections in the balance
relating to the period prior to the introduction of the Control Scheme are only
entered in this register. The corrections relating to misposting in the ledger/ledger
cards after the introduction of control scheme will not find place in this register but
will be adjusted directly in SB-62 register. The official incharge of the Control
Organisation will also put his dated initials against the relevant entry in the register
in token of adjusting the amount in SB-62 register.

[Para 12 of Manual of SB Control Procedure]

Objection Register

13.(1)(i) Any irregularity noticed will be entered in clear and concise words in
the objection register (SB-61) unless it has already been noticed by the Head
Office. 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 acquittance is
wanting, the amount involved should be placed under objection. Vouchers once
received by the Control Organisation should not be given back to the Head Office.
Every irregularity should be brought to the notice of the Postmaster for necessary
action. It is the personal responsibility of the Postmaster and the Ledger Clerk to
ensure that objections raised by the Control Organisation are got settled by
supplying the wanting information and particulars. The Postmaster should also see
that the same type of irregularities are not repeated by the sub and branch offices
and if any office continues the same mistake the facts should be reported to the
Supdt. of Post Offices/Head of the Circle, as the case may be, and to the Accounts
Officer, Internal Check (SB) for appropriate action. (See Annexure 10 for form
SB-61)

(ii) Separate Objection Register shall be maintained for each of the ledger
clerks. The number and name of the ledger clerk as also the date from which he
works will be written on the cover page of the register. Whenever a ledger clerk is
changed the date upto which the clerk worked and the name of
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the new clerk as also the date from which he is posted will be entered. Entries in
each of the objection registers will be numbered serially starting from I on the first
April each year.

Note:- For this purpose the Postmaster will intimate the particulars of
changes made in the staff of the S.B. Branch to the Control Organisation.

(iii) Each objection written in the register will be checked and signed by the
Supervisor before the register is sent to the S.B. branch. As and when the objection
is settled, the date and the manner of settlement will be noted in column 7 and 8 of
the register under the dated signature of the Supervisor.

(iv) The totals of amounts placed under objection should be carried forward
from page to page in the objection register so as to arrive at a monthly total. At the
end of the month a review of the objections raised and settled during the month
should be carried out The serial numbers of the items remaining unsettled as also
the amount should be noted in red ink and the progressive total of the number and
amount lying under objection worked out in the following summary. The
information relating to the objections raised and settled during the month by the
SB Branch in their objection registers will be obtained by the Supervisor from the
DPM/APM Incharge of the SB Branch before preparing the summary.

Summary of the Pending Objections

1 2 3 4
No. Amount

1. Total No. and amount under (a) Raised by C.O.

objection at the close of the (b) Raised by the S.B.

previous month. Branch
2. Total No. and amount placed under (a)

objection during the month (b)
3. Total of 1 and 2 @

(b)

4. Total No. and amount @

settled during the month . (b)
5. Closing balance of the No. @

and amount under objection (b)

at the end of the month (3-4).

Serial Numbers of objections pending will be entered separately under each
category.

(a) Objections raised by Control organisation.

Serial No. Amount.
Signature of P.A. Signature of Supervisor
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(v) For the prompt disposal of objections the objection register itself will be
handed over to the concerned DPM/APM Incharge of the S.B. Branch under receipt for
furnishing the necessary replies early. The register will be returned by them on the
following morning.

Note:- The D.P.M./A.P.M. Incharge of the S.B. Branch is required to see that
replies to the objections and wanting particulars are furnished within, a fortnight at the
latest. The register will be put up once a month to the Postmaster for review indicating the
items pending for more than a month due to non-receipt of information and particulars
from the S.B. branch. The D.P.M./A.P.M. Incharge of the S.B. branch will also be
responsible to ensure that there is no repetition of the irregularities pointed out by the
Control Organisation and appropriate action is initiated to avoid their recurrence.

Manner of settlement of objections in case of wanting particulars
(2)(i) The voucher will not normally be sent by the Head Office to the sub-office.

Similarly the sub-office will also not return the voucher to the branch office. The

Head Office will obtain a certificate of payment/memo of admission of payments

as the case may be from the Sub or Branch Postmaster concerned and send the

same to the Control Organisation.

(i) In cases where the depositor's acquittance is wanting or doubtful, in addition
to obtaining a memo of admission of payment the case should be taken up direct with the
depositor to establish the genuineness on otherwise of the payment. The reference should
only ask tile depositor to confirm the withdrawal and balance.

(iii) In case of withdrawal exceeding Rs.500 in which the signature of two
officials are wanting, a certificate that necessary check was exercised by the concerned
Postal Assistants will be obtained by the Head Office.

(iv) Remarks regarding the settlement of objections should be clear and concise
and not merely "settled". The remarks shall be supported by the dated signature of the
Supervisor admitting the explanation.

(V) The-Supervisor is required to review the objection registers once a month. He
will make a list of such objections as have been pending for more than 3 months indicating
in brief the particulars of each of the objections and forward the same to the Divisional
Supdt. by name, if he is the immediate superior officer of the Postmaster; otherwise the list
should be sent to the D.P.S. with a copy to the Postmaster. Objections pending for more
than 6 months should be listed separately and a report made to the D.P.S.

[D.G. Posts Idler No. 1-2/88-SB dated 10-2-1988]
[Para 13 of Manual of SB Control Procedure]
Director General's Instruction

Subject:- Reporting of Minus Balances in SB Accounts detected by SBCO
It has since been decided that henceforth the SBCO Branches in Head Offices will
report the cases of minus balances upto Rs.100/- to S.P.Os/A.O., ICO(SB) and
cases beyond that to Regional Post Masters General through monthly statements so
that necessary enquiries can be taken up immediately. All such reported cases
should also find a place in the SBCO Objection Registers (SB-61).

[D.G. Posts letter N0.3-1/93-SB dated 20.7.1993]

Verification of Binder Balances

14.(1)(i) The balance of each binder is required lo be verified once in

six months, viz. two rounds in a year. The first round will cover the period
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from October to March and listing of balances will be based as on 31st march. This
will be a interest statement. The second round will cover the period from April to
September and listing of balances based as on 30th September will be done.

[D.G. Posts letters No. 1-4/86-SB dated 31-3-1986 & 25.11.1986 effective

from 1.4.1986 and No. 1-2/88-SB dated 10.2.1988]

(ii) The Supervisor will, at the beginning of the day, inform the Postmaster
the number of binders selected by him for agreement of balances. These binders
will be given one at a time to the machinist The machinist will list the balances in
the binder as on 31st March or 30th September as the case may be noting the date
at the top of the list

(iii) Immediately the list of balances of a binder is ready, the machinist will
hand over the list to the PA. The PA. will work out on the list of balances, the
balance of the binder in the register SB-62 by adding the total credits to and
deducting the total debits till the end of the month upto which transactions have
been included in the list of balances from the opening balance of the month. He
will then see if that balance agrees with that shown in the list If it agrees, he will
write in the list "Agreed" under his dated signature. The list will then be placed
before the Supervisor. The Supervisor will verify and note it in the binder
verification check sheet under his dated initials.

(iv) If, however, the two sets of balances differ, the PA. Will immediately
write the name of the office, binder No. and the two sets of balances in the binder
discrepancy register. He will then take action to reconcile the discrepancy and to
have the two sets of balances agreed. The following method may be useful in
finding out the mistakes:-

(1) The previous agreement sheet should be checked with the balances shown
in the list prepared. Accounts having no change in balance should be ticked.

(2) The binder in respect of accounts whose balances have undergone a
change should then be examined to see if the balances in respect of these accounts
have been cast correctly in the binder. In case of correction to binder balances it
should be seen if the same is supported by entries in SB-62 register.

(3) Accounts which have been transferred to other offices should be, checked
with reference to entries in SB-62(a) and SB-62 registers. In case of accounts
opened on transfer (which will be generally in the last one or two binders it should
be checked whether the amount has been correctly included in SB-62(a) and SB-
62 registers. Silent accounts revived should be checked with reference to the
entries in SB-62(a) register.

(4) Accounts which have been closed should be checked with reference to the
entries in the list of transactions and SB-62 register.

(5) The above mentioned steps will generally lead to the detection of all the
mistakes which led to the disagreement of binder balances. If, however,
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two sets of balances still do not agree, the postings in the SB-62 register should be
checked with reference to the list of transactions. For this purpose it should be seen
if the items in the list of transactions have been grouped and posted correctly as per
binder chart in the SB-62 register. Even after this check, if the binder still does not
agree, it means that there is a totalling mistake, either in the list of balances or in
the balance cast in SB-62 register. The totals of list of balances and balances cast
in SB-62 register should be checked again.

(v) While making agreement of binders which do not agree automatically, the
PA. is likely to detect three kinds of mistakes, namely, (a) mistakes in listing (b)
mistakes in binder posting and (c) mistakes in SB-62 register. The mistakes found
in any balance in the list will be rectified by the plus or minus entry as the case
may be. The account number and nature of mistake will be shown by the side of
the balance corrected for reference. The total of the list will also be corrected.
After the binder is agreed, a summary of agreement in the following form will be
prepared at the end of the list by the P.A. The Supervisor will verify the detail of
discrepancies noted by the PA. and initial the summary.

SUMMARY
Amount Amount
Balance as per list of balances A Balance as per X
SB-62 register.

(a) Mistakes in listing.... B (c) Mistakes in SB-62 Y

Account No....... register......
(b) Mistakes in Binder postings C Date and Account No......

Account No.......
Totals D Total = Z
Initials of PA. Initials of Supervisor

Note :- D and Z should agree.

(2) listing of balances in offices where the agreement work is in arrears:-

The listing of balances in offices where the ledger agreement work of
previous years is running in arrears will be done on yearly basis by the machinist
The listing will be done for the balances as on 31st March each year. Only one
combined round of agreement for the fall year will be done. There is no need to
carry out agreement of six monthly rounds.

[D.G. Posts letter No. 6-1/85-SB dated 11-4-1986]

(3) Register of binder discrepancies.

(i) Particulars of binders which do not agree automatically will be brought on
to the register of '‘Binder Discrepancies' which will be maintained in the following
form:-
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Date selected Name of Office Balance as Balance as per list
for agreement and binder No. per SB-62 prepared by the
register
1 2 3 4
Difference of Agreed No. of mistakes  Dated initials Dated
(3-4) minus balance  detected under of the P.A initials of the
different to each category Supervisior
be noted in a,b,c
red ink.
5 6 7 8 9

(ii) On reconciliation of the discrepancy, columns 6 and 7 of the register of
binder discrepancies will be filled up by the PA. by giving the number of mistakes
under each category thus (a)2 (b)i (c)z. The P.A. will then initial in column 8 and
put up the register with the list to the Supervisor for check. The Supervisor will see
that the entries made in the register agree with those noted in the list of balances by
the P.A. and initial in column 9 of the register.

(4) Binder Verification Check-Sheet In order to ensure that the binders are
systematically taken up for the verification of balances, a binder verification check
sheet as prescribed below will be maintained by the Supervisor.

Binder Verification Check Sheet for the year...................

Name of Sl. No. of Initials of Supervisor with date
Office binder of verification of binder balance.
1 2 3

Note:- The binder verification check-sheet will be reviewed by the
Supervisor periodically to find out if all the binders have come up for verification
in the round which is in progress. If not, he will take action to have these verified.

(5) Security Deposit Accounts.

Security Deposit accounts of all types are treated as H.O. accounts and
assigned separate block numbers. Whenever these accounts are dosed, the usual
check of vouchers will be made by the Control Organisation. At the end of the day
cards of dosed accounts will be removed by the H.O. from each binder and kept
separately in serial order. The amount shown as withdrawn in the ledger cards of
each binder during the month should be listed and verified with the total amount of
withdrawals in that binder in SB-62 register. These lists should be signed by the
PA. and the Supervisor before being recorded. The balances of these accounts will
be agreed once a year at the time of
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preparation of interest statement as an 31st March each year. There will be only
one round of binder agreement in a year for these accounts.

(D.G. Posts letters No. 1-1/86-SB dated 28-5-1986 & 25.11.1986 effective

from 1.4.1986 and No. 1-2/88-SB dated 10-2-1988)

(6) Skipping over rounds of Binder Agreement.

If in any office one or more rounds of binder agreement in a year fall into
arrears due to unavoidable reasons, the round fallen into arrears may be skipped
over after obtaining formal approval of the A.O.1.C.O. (SB) or Head of the Circle
as the case may be. The A.0.1.C.O. (SB) will approve the skipping of only one
round of agreement in a year in respect of each bead office under his control. The
cases involving skipping of more than one round will be approved by the Head of
the Circle. For this purpose the Postmaster will refer the case to the A.O. I.C.O.
(SB) giving full justification for the skipping of round(s) asked for. The Accounts
Officer will accord the sanction if the proposal is-upto one round otherwise he will
forward the case to the circle office along with his recommendations. In the circle
office the Director Postal Services will accord necessary approval oil-the merit of
each case. He will also take remedial measures to check the recurrence of such
skipping over in future.

A formal sanction of skipping over will be issued by the A.O. IC.O. (SB) for
information. The D.P.S. will also see that skipping of more than two rounds in a
year is allowed in exceptional cases and after thorough investigation. The
particulars of the sanction issued by the A.O. I.C.O. (SB) or the circle office will
be noted in the remarks column of the monthly binder agreement statement by the
Incharge SBCO and the memo of sanction filed in the relevant file to be shown to
the inspecting parties as and when required by them.

(7) Outturn register of the Machinist:-

(i) The Machinist doing the work of listing of balances will maintain a
register showing the particulars of daily outturn given by him in the following
form.

Date Name of Binder No. No. of accounts
office listed

1 2 3 4

No. of mistakes Initials of Initials of the

detected during Machinist Supervisor

agreement

5 6 7

(i) The register will be filled up daily by the Machinist and put up to the
Supervisor for check. The Supervisor will see that the machinist is giving the daily
outturn according to the prescribed standards as given below.



S. B. CONTROL PROCEDURE 39

SLLNo.  Particulars of machine Daily outturn

(1) Ascora with 1 or 2 totalizers 4,000 accounts
(2 Burrough 3,200

(3) POSBAS 4,000

4) Manual operation 1,800 "

Note 1:- In addition to the above out-turn the machinist will list account
numbers of 10% of the accounts listed in the margin for the sake of reference.

Note 2:- When Burrough machine is operated by handle due to failure of
electricity or any other reason, the machinist may give the daily oat-turn of 2800
accounts. If the machine is operated by handle for a pan of the day the out-turn will
be given on pro-rate basis.

Note 3:- The daily outturn of POSBAS machine has been fixed at 4000
accounts per day vide D.G. Posts letter No. 43-32/86-PMR dated 30-10-1987.

(iii) For the listing work the machinist is entitled to a special pay of Rs.40 per
month subject to the condition that his work is found satisfactory. The Supervisor
will review the register of the out-turn of the machinist at the close of the month
and give a following certificate to the account branch of the H.O. for the drawal of
the special pay in case the work is found satisfactory.

"Certified that Shri........cc.c.cocn.. Machinist............. S.B.C.O. is entitled to
special pay of Rs......,......for the month of............... The official has given the
prescribed out- turn during the month and the quality of his work has been
found satisfactory."

Date.............. Signature of Supervisor
[D.G. Posts letter No. 1-2/88-SB dated 17-10-1990]

(8) History Sheet of Adding and Listing Machines:-

The Supervisor will maintain a history sheet of adding and listing machines
supplied to the Control Organisation in the proforma given at Annexure 11. The
history sheet will be maintained in the form of a register and kept up-to-date. It
may be ensured that all the particulars as given in the proforma are entered in the
history sheet. It will be checked by the Visiting/Inspecting officers during the
course of the visit/Inspection.

(9) Regrouping of binders:-

The binder of the HO/SO is required to contain not more than 300 ledger
cards at the time of the opening. As and when any account is closed or transferred
or treated silent, the ledger card is removed and kept separately in office wise
bundles. After the lapse of some period the ledger cards are considerably reduced
in the binder. In order to avoid the multiplicity of binders and reduce the
expenditure on their supply, all the binders in each office will
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be periodically reviewed by the Postmaster and ledger cards of two or more
complete binders amalgamated into one binder so that the new binder should
contain about 300 ledger cards. The regrouping of the binders will be done by the
Postmaster in consultation with the official incharge of the Control Organisation
on the last date of the accounting month to enable the Control Organisation to
adjust the balance of SB-62/SB-85 register correctly and without any difficulty.
After ledger cards of 2 or 3 binders are amalgamated into one binder, the Control
Organisation will add the closing balances of regrouped binders in the new binder
and take it as opening balance on the first of the following month. After regrouping
the serial number of the binders in the office will be changed and binder chart also
prepared afresh, the copy of which will be supplied by the S.B. Branch to the
Control Organisation.
(10) Transfer of closed and transferred ledger cards to the SBCO.

(1) The ledger cards of the transferred and closed accounts may be transferred
to SBCO duly entered in the voucher list alongwith other vouchers on the next day.
The Supervisor of SBCO branch will distribute the closed cards to the concerned
PA alongwith other vouchers for necessary check. After the check, the PAs will
return the ledger cards to the Supervisor SBCO for preservation in his safe custody
till the agreement of that particular round to which the ledger card relates is
competed. This procedure will be followed for all categories of accounts.

(2) The incharge SBCO will maintain a register in manuscript in the
proforma given below:-

S.No. Name of Office Account No. Amount Remarks

The entries in this register will be made by allotting different folios for the
various categories of accounts. After the ledger agreement of a particular round is
completed, these ledger cards will be transferred to the APM(SB) concerned for
further preservation. The SBCO branch will also check with reference to their list
if an account is already closed.

(D.G. Posts letter No. 35-2/89-SB dated 6-4-1989
(Para 14 of Manual of SB Control Procedure]
Checks by the Supervisor

15. The Supervisor will carry out the following checks daily. He will put his
dated initials against all the entries checked in SB-62 and SB-63 registers and full
signature in SB-62(a) register below the entries of the date both on the credit and
debit side in token of having carried out of the checks.

(a) Register SB-62:- Check the entries in this register to see that they have
been correctly made in respect of 10% of the offices with the list of transactions
and register SB-62(a).

Note:- The 10% offices should be selected in such a manner that every
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office is covered during the course of a month.

(b) Register SB-62(a):-(i) That the register is correctly posted from the
documents mentioned at items 2 to 6 of para 3 and the totals of the register agree
with the totals of these documents.

(i) That the total of column 5 of credit side agrees with the total of column 5
of debit side.

(c) Register SB-63:- Check the entries in this register with the corresponding
entries in the consolidated journal of deposits and withdrawals and SB-62(a)
register to see that these have been correctly made in this register.

(d) Selection Register:- The Supervisor will maintain a selection register in
respect of the checks exercised by him in SB-62 register in the following form.

Date of check Office selected Initials of Supervisor ~ Remarks

1 2 3 4

After completion of one round of each office the subsequent round will be
taken up.

(e) Checking of H.O. and S.O. transactions:

The Supervisor will be responsible to see that the P.As carry out the requisite
checks effectively by test checking 5% of the vouchers checked by them. He will
put his signature with date on the vouchers in token of having carried out this
check. The vouchers for closed accounts and withdrawals of higher amounts
should be selected for this test check. If 5% of vouchers is large in certain offices
(say more than 10 vouchers per day) the head of the circle may prescribe a lower
percentage for these offices. The record of vouchers test checked should be
maintained in a register in the form given below. The Supervisor will note the
particulars of mistakes and omission committed by each of the PAs as detected by
him in a Review Register. Separate page/pages will be allotted to each of the PAs.
The instances of mistakes and omissions will be got noted by the PAs concerned.
Instances of recurring irregularities will be brought to the personal notice of
A.O.1.C.O. (SB) by the Supervisor for necessary action.

Register of vouchers test checked

1. Date of test check.

2. Name of P.A. whose work test checked.

3. Office selected for test check.

4. Particulars of vouchers test checked.

5. Irregularities, if any, noticed.

6. Initials of the Supervisor.

() Review Register- The Review Register mentioned in sub-para (c) above
will be maintained in the following form.
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Particulars of mistakes detected in the test check of vouchers checked

DY, P.A.
Sl Date of Particulars of Nature of Initials Dated initials
No. test voucher test mistake of the of the P.A.
check checked detected Supervisor  noting the
irregularity
1 2 3 4 5 6

[Para 15 of Manual of SB Control Procedure]
Checking of annual interest and preparation of interest cum silent
accounts statement

16.(1) (i) After 31st March, as soon as calculation and posting of interest in all
the accounts in a binder is completed, the binder should be handed over to the
Control organisation for checking the calculations in 20 per cent of the accounts
where calculations are done manually and 5% where calculations are done on
computers. The interest will be calculated and added by the computer where the
SB branch has been computerised. In other head offices the calculation of interest
will be done manually.

At the time of calculation of interest if it is seen that there has been no
transaction in the account for the last three complete financial years, a remark
"Account treated as silent” will be made in the ledger card by the Ledger Assistant.
If the last balance including interest is less than the minimum balance prescribed
for non cheque accounts then a service charge of Rs. 20 will be deducted and
opening balance for the next financial year arrived at.

[D.G Posts letter No. 5-2/99-SB dated 5.3.2003]

(ii) The P.A. concerned will initial against the entry of interest in the ledger
card in token of the check. A record of the account numbers whose interest has
been checked should be kept by the PAs in a manuscript register. The mistakes
detected by Control Organisation will be noted in a separate manuscript register
showing the name of office, account number, amount of interest calculated by the
P.O., correct interest as calculated by the Control Organisation and percentage of
mistakes in the binder. The register will be handed over every day to the
Postmaster for effecting necessary corrections in the binders. The Postmaster will,
after carrying out necessary corrections, intimate the correction to the S.O. in case
the account standing at the sub office if interest has already been added in the pass
book and return the register to the Control Organisation after recording a certificate
that the needful has been done. In the course of carrying out the check, if the
percentage of mistakes in the accounts checked is found to be more than 5, the
interest calculation in all the accounts in that binder should be rechecked by the
ledger Assistant concerned without any additional OTA.

(iii) The Supervisor will test check calculation of interest in 10% of the
accounts in the binders containing mistakes more than 5 per cent and re-checked
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by the SB branch in order to see that the binders have been re-checked
satisfactorily. He will also maintain the record of accounts test checked in a
separate register like that maintained by the P.A. If the number of mistakes
detected in the course of 10 per cent test check by the Supervisor exceeds five in
any of the re-checked binders irrespective of the numbers of accounts in it, the
OTA admissible for calculation of interest of that binder will be disallowed to the
ledger Assistant on account of unsatisfactory work. The binders in which OTA has
been disallowed to the ledger Assistant will be re-checked 100% by the PA of the
SBCO and he will be paid OTA for these binders. The PA of SBCO while
claiming OTA for these binders will ignore those accounts which have already
been checked by him and the Supervisor in their 20% and 10% check as he will not
be required to check these accounts again. For 10% test check of interest
calculation the Supervisor/Incharge SBCO is not allowed any OTA or honorarium.
The work will be done by him as part of his normal duties.

Note 1:- As far as possible accounts with large amount of interest will be
checked by the Control Organisation.

Note 2 :- The 20% checking of interest calculation is to be done only by the
PAs and the Supervisor is not allowed to do this work in any circumstances.

Note 3 :- At the time of checking the interest calculations the officials of the
Control organisation need not check the correctness of the IBBs already cast in the
ledger cards as the same would have been checked by the supervisor (SB) at the
time of posting the entries. The totals of IBBs already cast in the ledger cards will,
however, be verified by the Control Organisation.

(iv) The following procedure may be followed for preparation of the interest
statement. From 1.4.2003 the interest statement will be interest cum silent accounts
statement for the year 2002-2003 onwards. In head offices where the SB work has
been computerised the interest cum silent accounts statement will be prepared on
the computer. In other head offices the statement will be prepared 04 the adding
and listing machines supplied to these head offices.

(@) In case of Ascota machine with two totalizers, all the columns of statement
except the total of the interest column can be typed in one operation and the total
of the interest column in the second operation. In case of POSBAS machines the
whole process car. be completed in one operation. As soon as the calculation-of
interest and checking thereof by the Control Organisation is completed, the
Machinist of the Control Organisation should take up the binder for preparation of
the interest statement.

(b) In the case of Burrough and Ascota (with one totaliser) machines, the
accounts No., the closing balance as on 31 March and column 4 and 6 can be
typed in one operation and the interest and the closing balance after addition of
interest in the second operation; In the second operation the machine will give the
total of the closing balance (after addition of interest) only. The total of interest
will be obtained either manually or on the machine.

(c) From 1t April itself the machinist can take up preparation of the interest
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statement in triplicate in respect of accounts standing at sub post offices including
ED sub offices and in duplicate in respect of accounts standing at Head Post
Offices and their BOs in form SB-81 (revised) given at Annexure- 12 without
waiting for the calculation or checking of interest calculations typing the account
number and the closing balance as on 31st March (i.e.) excluding interest for the
preceding year. This work should be completed by the machinist as soon as
possible. If the machine goes out of order, the work should be done by hand. By
the 1% week of April, the calculation of interest in all the accounts of certain
binders and checking of 20 per cent thereof will be over. The machinist will then
take up those binders one by one for typing out in the interest statement, the
interest for the year, the resultant opening balance for the year and other columns
of the statement. A* the time of the second operation, care should be taken to see
that the duplicate and triplicate copies of the statement are set properly. The
machinist using Ascota (with one totaliser) and Burrough listing machine will take
total of the interest column in the third operation and the PA will see that it agrees
with the difference of the totals of column 3 and 7.

(d) In the case of offices not supplied with any machine the preparation of
interest statement should be taken up immediately as and when each binder is
ready. The entries of account number, closing balance as on 31 March, interest
for the year and the resultant balance including interest and other columns will be
entered. As the interest and balance including interest are noted in red ink by the
Head Office, it will be easy to pick up the amounts while preparing interest
statement.

(e) The amount of silent accounts will not be withdrawn from the SB deposits
through SB-62(a) register as at present but will continue to form part of the balance
of the office. This will take effect from the interest statement to be prepared from
31.3.2003 onwards.

(F) (i) A summary of the interest statement will be prepared binder wise for
each office separately after agreement of all the binders in the following form in
duplicate either on computer or listing machine as the case may be. These
summaries will be stitched with the interest statements of the respective offices.

Summary of interest Statement
Name of the office.

Binder Total No. Total Closing Amount  Service Closing
No. of live No. balance of interest Charge Balance
Accounts  of silent Levied Including
accounts Interest
1 2 3 4 5 6 7
Total:

(if) A grand summary of the interest statement will then be prepared office
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wise in the following form in triplicate :-

Sl. Name of Total No. Total No. Closing Amount Service Closing

No office of live  ofsilent balance of interest charge  balance
accounts accounts levied including
interest
1 2 3 4 5 6 7 8
Total:

(iii) The SBCO will then prepare in duplicate for HO and in triplicate for sub
offices a list of silent accounts with balances below the prescribed minimum from
the interest cum silent accounts statements in the following form office-wise.

List of silent accounts with balance below the prescribed minimum
Name of the office

S.No. Account No. Service charge levied
1 2 3
Total:
Signature of Supervisor SBCO Signature of Postmaster

(iv) The consolidation of the lists will be prepared for the head office as a
whole. The lists of interest cum silent accounts and the lists of service charge
levied will be sent to the Postmaster for further action.

(9) (i) The interest statement will be rechecked by the Postmaster for any
transactions taken place after commencement of work of interest calculation.
Corrections in respect of accounts in which any transactions may have been taken
place will be made in the list as well as the ledger card.

(ii) After the check is complete, an entry regarding account having been treated
as silent will be made in Index to ledger cards and the concerned application cards
and specimen signature cards, if any. The entries will be initialled by the
Postmaster.

(iii) The Postmaster will furnish a certificate that the entries relating to the list
of silent accounts in the interest statement received from the SBCO have been
made in the ledger cards, application cards (SB-3), specimen signature cards (SB-
106), if any, and in the Index to ledger cards, etc. The certificate will be given on
the last page of the original copy of the list of each office under the dated
signature of the Postmaster. The original and the duplicate copies of all the lists
and the consolidation will then be returned to the SBCO.

[Para 16 amended vide D.G Posts letter No. 35-15/86-SB dated 27.3.2003]

(h) (i) A copy of the grand summary of the interest statement will be sent to the
Postal Accounts Office. Alongwith the grand summary, a consolidated annual
statement showing the figures monthwise under all the Heads including
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0.B. and C.B. as incorporated by the CO in its statistical register during the course
of the year should be sent to the Postal Accounts office to facilitate, at their end,
the reconciliation work with reference to the closing balance shown in the
summary of the interest statement. If the binder agreement work is for any reason
delayed, the total amount of interest should be intimated by registered post to the
A.O. (SB) of the Postal Accounts Office by name for adjustment of interest in the
accounts of the year by the 7th June at the latest. The difference, if any, between
the figures thus intimated and the actual amount arrived at after agreement of all
the interest statements should be furnished subsequently to the Postal Accounts
Office for adjustment of the difference. It should be distinctly understood that the
Supervisor is responsible to ensure that the amount of annual interest is adjusted in
the accounts of the year concerned.

(if) The duplicate copy of all the offices will be sent to the AO, ICO(SB)
immediately after it is prepared without waiting for its agreement. After the
agreement work is over, the incharge SBCO will send an intimation to this effect
to the AO, ICO (SB) and call for the copy of the interest statement from him to
incorporate changes, if any, which are found necessary after the agreement work.
The interest statement thus modified, alongwith grand summary will be sent to the
AO, ICO (SB) within a week of its receipt. The transmission of the interest
statement will be by registered post at all stages and will be acknowledged by the
receiving office to the despatching office.

Note : Annual interest calculation, preparation of interest statements and
posting of interest in respect of Post Office Savings Accounts and NSS-87 and
92 accounts by the Mukhya Dak Char- procedure regarding:- (1) Consequent
upon creation of Mukhya Dak Ghar (MDG) at District Headquarter to resolve the
concerns of the customers efficiently and promptly, decentralization of powers
from Head Post Office to Mukhya Dak Ghar, the work pertaining to the
calculation of annual interest and preparation of interest statement in respect of the
Post Office Savings Accounts and the National Savings Scheme Accounts,
1987/1992 will be done in Mukhya Dak Ghar independently. Existing procedure
will be applicable mutatis mutandis. The Head Office will exclude accounts of
Mukhya Dak Ghar and offices in account with Mukhya Dak Ghar from annual
interest calculation and interest statements. One copy of the interest statement will
be sent by the Mukhya Dak Ghar to its Head Office for further action. The posting
of interest in the pass books will be done by the Mukhya Dak Ghars.

(2) As the Mukhya Dak Ghar will function as MIS Centre in Districts where no
HO exists for all small savings schemes to facilitate District authorities in
accessing this information readily, required staff may be deployed to Mukhya Dak
Ghar to handle customer care/MIS and to discharge the liabilities of the SBCO
respectively.

(3)Annual calculation of interest by the Mukhya Dak Ghar will start from the
financial year 2002-2003 onwards.

[D.G Posts letter No. 113-1/2002-SB dated 19.4.2002]

(J) In order to watch the progress of the calculation of interest, 20%
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checking and preparation of interest statement the SB branch and SBCO will send
a fortnightly statement after 15th March and 1% April respectively to the AO,
ICO(SB) in the form given below. The columns 5 and 6 relate to Control
Organisation and information in these columns will be furnished after 1t April.
The statement may be discontinued after the completion of the interest statement.
The Accounts Officer, ICO (SB) will consolidate the statements of his Circle and
submit a fortnightly statement commencing from 16th March to D.G Posts direct
with a copy to his Circle Office till the completion of the interest statement.

Fortnightly statement showing the calculation of interest and preparation of

interest statement for the year.................. for the fortnight ending.........
Name of Total number Total number Number of accounts in
H.O. of binders of accounts which interest calculated
(a) During (b) Progressive
the fortnight total
1 2 3 4
Number of binders transferred to No. of binders for which interest
SBCO for checking of interest statement prepared
() During the  (b) Progressive (a) During the (b) Progressive
fortnight total fortnight total
5 6

(v) The interest for the year will be adjusted by the Control Organisation
through the register SB-62(a) in March Final Accounts. The register SB-62 (a) and
SB-63 will be closed as usual on 31st March after accounting all the transactions
included by the HO in Supplementary Accounts of March. For adjusting interest
separate sheets should be allotted in the register SB-62 (a) superscribed "March
Final".

(vi) The closing SB balance for the HO as a whole will be worked out in the
month of March twice viz, once after including of all transactions by the HO upto
31t March Supplementary and again after adjustment of annual interest and
correction and rectification, etc. of mistakes detected while agreeing balance of the
interest statement and the same intimated to the Postal Accounts Office. The
closing balance after adjustment of interest should agree with the total balance
shown in the summary of interest statement referred to above. The Supervisor will
record the following certificate in the summary of interest statement under his
dated signature.

"Certified that total balance as shown above agrees with the balance in the
register SB-63 worked out in March final".

(vii) (@) The work of checking of interest calculation by the PA of the Control
Organisation will be done on OTA basis. For the purpose of norm for hourly out-
turn will be fixed from time to time.

(b) The record of actual OT performed should be kept for each official by the
Supervisor in the following form. The register will remain in the
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custody of the Supervisor and referred to at the time of preparation and checking of
O.T.A. hills. The register will also be checked by the Postmaster before signing the
OTA hill.

Date Hours of attendance Total hours of work  Particulars of binders
from-to- in which interest

checked

1 2 3 4

Number of  Signature of the Signature of the Remarks

accounts in  offical checking the Supervisor SBCO/

which interest Postmaster

interest

checked

5 6 7 8

(viii) The preparation of the interest statement by the PA of the Control
Organisation will be done as a part of the binder balances listing work. For output
beyond normal out-mm on the machine as indicated below and for work on
Sundays and Holidays he may by paid honorarium at the following rates.

Type of machine Rate of honorarium
for 100 accounts
(i)  Burrough 2.85
(i)  Burrough (when operted by hand) 3.30
(iii)  Ascota (with one tatalizer) 2.40
(iv)  Ascota (with two tatalizer) 2.25
(v) POSBAS 2.25

Author's Note :-The above rates of honorarium on machines and by manual
operation as given in clause (b) below are effective for the work relating to the
year 1993-94 onwards vide D.G. Posts letter No.4-1/94-SB dated 6-1-1994 and 25-
1 -1994. The rate for honorarium for POSBAS machine revised vide D.G. Posts
letter No. 4-1/96-SB dated 4.2.1997 and is effective for the work relating to the
year 1996-97 onwards.

(a) Normal daily out-turn for interest statement

Type of machine Daily outturn
0] Burrough 1100 accounts
(i) Ascota (with one totalizer) 1400 accounts
(iii)  Ascota (with two tatalizers) 1600 accounts
(iv) POSBAS 2200 accounts

[D.G. Posts letter No. 2-6/92-SB dated 31-1-1996 for item (iv)]
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(b) Manual Operation :- The PA is required to prepare interest statement in
respect of 600 accounts a day during working hours. For out-turn beyond 600
accounts and for work on Sundays and Holidays, his rate of honorarium will be \
Rs. 5.10 per 100 accounts.

Note 1;- When Burrough machine is operated by handle due to failure of
electricity, or any other reason, the machinist may give the daily out-turn of 1000
accounts. If the machine is operated by handle for a part of the day, the out-turn
will be given on prorata basis.

Note 2 :- No additional honorarium will be admissible for totalling the
interest column in the interest statement prepared on Ascota and Burrough
machines.

Note 3 :- In offices where full time PA / Machinist is not justified for doing
the work of listing of balances for agreement purposes, the normal daily out-turn of
the PA / Machinist for the purpose of interest statement will be fixed in proportion
to the time available to the PA / Machinist for daily listing of balances of all types
of accounts in the office according to standards laid down in D.G. P&T. letter No.
29-3/79-PE-| dated 21-2-1980. To cite an instance, if there are 50,000 accounts of
all types in the office supplied with Burrough machine and the time available per
day for daily listing of balances according to the above standards comes to say,
150 minutes, the daily out-turn will, therefore, be ———— - 367 accounts. The
machinist in that office will get an honorarium beyond his out-turn of 367
accounts.

Note 4:- The Machinist/PA preparing the interest statement will get the
benefit of the above rates of honorarium for work on Sundays and Holidays
provided at least the daily normal out-turn is given during the working days of the
week.

Note 5:- The preparation of the interest statement is the function of the
machinist (PA). If the PA is absent or on leave and no substitute has been
provided, the services of senior PA can be utilised for preparation of the interest
statement but he will be paid only the honorarium at the rates prescribed for
machinist.

(2) Interest short on excess passed :-

() Interest short or excess passed when detected after completion of the
interest statement will be rectified by the S.B. Branch and checked by the
Supervisor of the Control Organisation. For this purpose the S.B. Branch will
maintain a register of rectification of interest in the following form :-

Register of rectification of interest

Name of Office Binder No. Account No. Interest calculated

1 2 3 4
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Revised interest Difference  Plus or Minus Initials of
Ledger Clerk
5 6 7 8
Initials of P.M. Initials of the Date of adjustment
Supervisor of C.0. by C.O.
9 10 11

The binder along with the register after the recalculation of interest will be
put up to the Supervisor, SBCO by the S.B. Branch. After checking, the Supervisor
will ensure that the correction is duly incorporated in register SB-62 (a) on the
same day.

(b)At the end of the month the register will be totalled and the net amount
(plus or minus) agreed with the monthly total arrived at in S.B-62 (a) register. The
supervisor of the SBCO will give a certificate to this effect below the entries of the
month in the register over his dated signature.

(3) Calculation of interest in respect of " will follow'" accounts by the Post
Office
It is likely that there may be some accounts in a binder in which interest
could not be calculated for one reason or the other. To enable the HO to have the
particulars of such accounts for their further liquidation, the following procedure
will be followed by the C.O.

() At the time of preparation of the interest statement an indication of W.F.
will be given in the interest statement against such accounts. After interest
statement of all the accounts is prepared, the PA/Machinist will prepare a
statement of such accounts with reference to the indication given in the interest
statement. This list will be prepared in duplicate for head office and Time Scale
sub-offices and in triplicate in respect of other sub-offices in the form given below:

Statement of "will follow interest' account
Name of the Post Office

Binder No. Account No. Amount of interest when calculated
1 2 3
Date of calculation of Initials of the ledger ~ Remarks
interest clerk

4 5 6

These lists will be prepared office-wise and one copy of all these statements
will be handed over to the S.B. Branch and one copy sent to the sub
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office concerned i.e. other than Time Scale sub offices.
[D.G. Posts letter No. 1-2/88-SB dated 17.10.1990]

(b) As and when interest is calculated necessary entries will be made in the list
by the concerned ledger Assistant. Particulars of such accounts will also be noted
in the Register of "Interest short or excess passed”. On the basis of the entries in
the register of interest short or excess passed, the Control Organisation will make
suitable entries about the date of calculation of interest in the copy of the list kept
with them.

(c) After the despatch of the interest summary to the Postal Accounts Office,
the Supervisor SBCO will scrutinise in detail 10 per cent of the accounts in which
the interest could not be calculated and satisfy himself that the reasons for not
calculating the interest were genuine. The result of the scrutiny will be noted in a
special register to be maintained for the purpose.

(d) This list will be reviewed by the S.B. Branch once a month and watch
maintained over the calculation of interest of pending items. The Control
Organisation will also review the position once in three months and take up with
the Postmaster for having the interest calculated in respect of remaining accounts.

[Para 16 of Manual of S.B. Control Procedure]

SILENT ACCOUNTS-TREATMENT OF SAVINGS ACCOUNTS
AS SILENT ACCOUNTS

17. Silent Accounts :- (1) An account in which no transaction (deposit or
withdrawal) has taken place for a period of 3 complete financial years will be
treated as "Silent" e.g. an account in which there has been no transaction since 5th
June, 1999 will be treated as 'Silent' on 1.4.2003. It will also be applicable to all
the Security Deposit accounts and M.V.S.D. accounts.

Note :- Presentation of the pass book for entry of annual interest will not be
considered as a transaction for this purpose.

(2) An account in which the balance at credit has reached or exceeded the
maximum limit of balance prescribed, will not be treated silent even though it has
not been operated upon for the period prescribed above. If there is no transaction in
a security deposit accounting or MVSD account during the prescribed period of 3
years such account should be treated as silent.

REVISED PROCEDURE
[Effective from 31.3.2003 onwards]

3. (i) The work relating to preparation of lists of silent accounts should be
initiated every year at the time when the interest calculations are made by ledger
Assistants of the SB Branch and completed at the time when interest statements are
prepared in the SBCO after the prescribed percentage check.

(ii) The calculation of annual interest will be taken up in the month of March
every year. The interest will be calculated and posted. At the same time if there has
been no transaction in the account for last three complete years a remark 'Account
treated as silent’ will be made in the ledger card. If the last balance including the
interest is less than the minimum balance prescribed for
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non cheque accounts then service charge of Rs. 20/- will be deducted and opening
balance for the next financial year arrived at.

(iii) The SBCO will check the prescribed percentage of ledger cards and after
necessary corrections, if any, prepare interest cum silent account statement office
wise including EDSOs in the following format :-

INTEREST CUM SILENT ACCOUNTS STATEMENT

Name of the office.........ccevne.. Binder NO.......oooevvevveenne.
(where work is not computerised)

Sl Account Closing  Inter serial ~ Amount Service  Opening
No. No- Balance  number of  of interest charge balance
Rs. silent levied  for the next
accounts financial year
(Col. 3+5-6)
1 2 3 4 5 6 7
Total:

Total number of live accounts :
Total number of silent accounts :
Signature of P.A. (SBCO) Signature of Supervisor (SBCO)

(iv) The statements (lists) will be prepared in duplicate for head office and in
triplicate for sub offices including ED sub offices. The consolidation list will be
prepared for the head office as a whole. The amount of silent accounts will not be
withdrawn from the SB deposits through SB-62(a) register as at present but will
continue to form part of the balance of the office. This will take effect from the
interest statements to be prepared from 31.3.2003 onwards. The Incharge SBCO
will test check few entries before signing the list. He will also check the total for
the head office as a whole on the last page of consolidation by his full signature.

(v) The SBCO will prepare in duplicate for HO and in triplicate for sub offices
a list of silent accounts with balances below the prescribed minimum from the
interest cum silent accounts statements in the following form office wise.

List of silent accounts with balance below the minimum
Name of the office -------------------

S.No. Account No. Service charge levied
1 2 3
Total

Signature of Supervisor SBCO Signature of Postmaster
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(vi) The consolidation of the lists will be prepared for the head office as a
whole. The lists of interest cum silent accounts and the lists of service charge
levied will be sent to the Postmaster for further-action.

(vii) The interest statement will be rechecked by the Postmaster for any
transactions taken place after commencement of work of interest calculation.
Corrections in respect of accounts in which any transactions may have taken place
will be made in the list as well as the ledger card.

(viii) After the check is complete, an entry regarding account having been
treated as silent will be made in Index .to ledger cards and the concerned
application cards and specimen signature cards, if any. The entries will be initialled
by the Postmaster.

(ix) The Postmaster will furnish a certificate that the entries relating to the list
of silent accounts in the interest statement received from the SBCO have been
made in the ledger cards, application cards (SB-3), specimen signature cards (SB-
106), if any, and in the Index to ledger cards, etc. The certificate will be given on
the last page of the original copy of the list of each office under the dated signature
of the Postmaster. The original and the duplicate copies of all the lists and the
consolidation will then be returned to the SBCO.

(x) The applications for opening of accounts, the specimen signature cards if
any and the ledger cards will not be taken out and segregated. The interest will be
continued to be calculated in accounts treated as silent during the subsequent years
and balance struck.

(xi) One withdrawal form for the total amount of service charge levied for HO,
including sub offices will be prepared and the amount credited to UCR.

The amount deducted from the accounts of the sub offices will be accounted
for under Part 11 of the LOT. One copy of the list referred to in para (v) above will
be sent to Account Branch in support of credit under UCR.

(xii) The original and duplicate copies of the lists alongwith consolidated
sheets will be neatly bound separately and pages serially numbered. The duplicate
copy will be sent to the Accounts officer, ICO (SB) for his record and the original
copy will be kept by the SBCO and treated as Interest cum silent Accounts
Statement for that year and preserved as a permanent record.

Director's General Instruction

Treatment of 5-year Cumulative Time Deposits, 5-year Fixed Deposit and
5-year CDS Accounts as silent accounts :- (1) The schemes of 5-year CTD, 5-
year FD and 5-year CDS were discontinued long back and still there are a large
number of accounts to be closed in these schemes. The question regarding
treatment of accounts in these schemes as silent accounts has been under
consideration for some time in order to reduce the work in SB and SBCO branches
of the Head Post Offices.

(2) The matter has been reviewed in consultation with MOF and it has been
decided to treat the accounts in these schemes as silent accounts.
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(3) The procedure followed for treating savings accounts as silent accounts by
the SB and SBCO branches will be followed mutatis mutandis for these schemes
also, except no interest is to added in the accounts which will only be added on the
closure of the accounts after revival as per the normal procedure.

(4) Whenever any account is revived on receipt of application from the
depositor, the procedure followed in respect of savings accounts will be followed.

(5) Since the above schemes were discontinued long back, all the accounts will
be treated as silent enbloc.

[D.G Posts letter no. 46-1/88-SB dated 12.4.1990]

REVIVAL OF SILENT ACCOUNTS

8. All head offices, gazetted and selection grade sub offices are authorised to
revive silent accounts w.e.f. 1.4.2003. The other sub offices and branch offices will
get the silent accounts revived from the head office or Account office concerned
before any transaction is allowed in the account. The following procedure will be
followed.

(1) To revive a silent account the depositor will present the pass book
alongwith application for withdrawal or deposit. If the balance is below minimum
the amount of deposit should raise the balance above minimum. In respect of
security deposit account the letter of release of security from the competent
authority will also be obtained from the depositor.

(2) The PM/SPM will verify the depositor's signature on the application with
signature on record. The identity of the depositor will be verified with reference to
any of the modes prescribed for opening of account. The balance at the credit of
the account will be reconciled with that in the ledger/ledger card. If there is
difference due to non posting of annual interest in the pass book for some years,
the same will be entered in the pass book. Once balance is verified and corrected,
the account will be revived under the same account number as noted on the pass
book and the ledger/ledger card.

(3) Against the entry of transaction in the List of Transactions a remark
"Account Revived" will be made.

(4) A remark regarding revival will be made in the ledger and specimen
signature book at sub office and in application for opening of account, specimen
signature card, index to ledger cards and ledger card at head post office. Particulars
of document with reference to which identity is verified will be noted in the ledger
in sub office and application for opening of account in the head office.

(5) At HO entries of revival will be made in the corresponding ledger card,
application for opening of account, specimen signature card if any and index
register for accounts of sub post offices.

(6) In the interest cum silent accounts statement a remark of revival of the
account will be made against the particular account both at sub post office and
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the head post office.

(7) At HO particulars of all accounts of head office and sub offices in account
revived during a day will be entered in the register of silent accounts revived to be
maintained in the following format:

Register of Silent Accounts Revived

S.No. Account No. Name of depositor Office at which
account stands
1 2 3 4
Binder No. Year in which Balance in account Initials of ledger
dccolnt was Balance Interest Total Assistant
treated as silent Added
5 6 7 8
Initials of  Date of Page number of Silent Initials  Remarks
Postmaster adjustment in Account List in which of the
register SB-62(a) revival has been noted Incharge
of the
SBCO
9 10 11 12 13

(8) The entries will be made in the register in chronological order and given
monthly serial numbers. The register will be sent daily to Control Organisation for
making necessary adjustments in the control non-cash register [SB-62(a)] in
respect of accounts revived which were treated silent prior to 31.3.2003 only and
noting the date of revival of the accounts in the copy of the list of silent accounts
kept with the SBCO.

(9) The SBCO will check the vouchers in respect of revived accounts with
the ledger cards and specimen signature on record in the post office.

(10) Every year, the Interest statement will be prepared in the above manner.
Service charge in respect of non cheque accounts having balance below minimum
will be continued to be levied in subsequent years till the balance becomes 'nil’
when the account will be closed.

(11) On receipt of the register of silent accounts revived the SBCO will verify
with reference to the silent accounts lists on record with them that the account has
not already been revived, that the name of the depositor and the balance shown in
the register agree with those in the list of silent accounts concerned. The entry of
the date of revival and serial number of the register will be made against the
account concerned in the list of silent accounts concerned. The page number in the
silent accounts list in which the above entry has been made will be noted in
column 11 of the Register of Silent Accounts revived for purpose of cross
reference. The entries in the silent accounts lists and the register of silent accounts
revived will be attested by the
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Incharge of the SBCO under his dated initials.

Note :- The entries of revival in the silent account ledgers received from audit
offices which are not available with the SBCO will be made by the AO, ICO (SB)
in his copy.

(12) At the close of each month, the total balance of silent accounts revived
during the month prior to year 31.3.2003 as posted in the register SB-62(a) for all
offices will be worked out. This amount as well as the amount of interest will also
be intimated to the Postal Accounts Office through the copy of the statistical
register for incorporation in their accounts.

(13) A copy of the entries made in the register of silent accounts revived
during the month alongwith their total duly attested by the Incharge SBCO will be
sent to the AO ICO (SB) by the SBCOs by the 5th of the following month in order
to enable the ICO to make suitable entries in the silent accounts ledgers/lists
maintained in their office.

(14) The lists of accounts treated silent before conversion of a sub office into a
head office or a sub office transferred from one HO to another will be available
only in the old head office. The applications for revival of such accounts received
at the new Head office will be forwarded to the old head office where the account
will be revived in the manner laid down above. Thereafter the old head office will
take action for transfer of the account to the new head office showing the
transaction as if taking place in the last binder of the head office. No ledger card
will be prepared, if one is not already available. Appropriate remarks about the
revival and subsequent transfer of the account will be given in the advice of
transfer prepared and in the ledger/ledger card. The new Head Office will open the
account in the same manner as any other account received on transfer.

Note :- When a HO is converted into a sub office, the list of silent accounts
will be transferred to the SBCO of the new head office.
[Para 17 of Manual of S.B. Control Procedure as amended vide D.G
Posts letter No, 35-15/86-SB dated 27.3.2003]

Unused cheque foils

18. (i) 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. At the close of the day the Postmaster will
transfer the partly used cheque books to the Control Organisation duly entered in
the voucher list, after making suitable remarks in the relevant ledger card. The
incharge SBCO will cancel the unused cheque foils under his dated signature on
each cheque and keep them in his personal custody. The Control Organisation 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
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Register of unused chequed foils
1. Serial No.
2. Account No.
3. Serial number of unused cheques in the cheque book.
4. Total No. of cheques.
5. Initials of Supervisor.
6. Date of destruction by the A.O.
7. Signature of the A.O.

(if) The Accounts Officer 1.C.O.(SB) during the inspection of the Control
Organisation will destroy these partly used cancelled cheque books after noting the
date of destruction in the register.

[Para 18 of Manual of S.B. Control Procedure]
Undeliverable and spoilt Pass Books
A-Undelivered Pass Books

19. (i) The Pass Books remaining undelivered for more than three months in
a Head Office will be transferred by the Head Office for safe custody once a month
alongwith the register of undeliverable pass books. The Supervisor will put his
dated signature in the remarks column of the register against the entry of the pass
books sent for deposit and return the register to the Postmaster. He will verify the
balance in the pass books with that shown in the latest binder agreement sheet and
write "Verified" under his dated signature against the last balance in the pass
books. Cases in which balances disagree should be scrutinised carefully and the
discrepancy got reconciled. The pass books will then be entered in the manuscript
register in the following form after noting the date of receipt on the top. The serial
No. in the register will be in an annual series starting from No. 1 in April.

Register of undeliverable pass books to be maintained by the Control
Organisation

. Serial No.

. Account No.

. Name of the Office.

. Balance.

. Initials of the Supervisor.

. Date of return of the pass book.

. Initials of D.P.M./A.P.M. for receipt of the pass book.

. Remarks.

The serial No. of this register will be noted in the remarks column of the
register of undeliverable pass books maintained by the S.B.Branch. The pass books
will be arranged in the order of their entries in the register maintained by the
Control Organisation and kept in an almirah in the personal custody of the
Supervisor.

(if) On receipt of the requisition from the head office for the return of the
pass book the same will be handed over under receipt to be obtained in the register
against the relevant entry. All the requisitions received from the

CONOOT A, WNPE
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Postmaster will be given an annual serial number and kept in a guard file to be
opened separately for each year. The guard files will be kept in the personal
custody of the Supervisor and preserved for ten years. While returning the pass
book the serial number of requisition will be noted in the remarks column against
the entry of pass book in the register.

(iii) (@) An annual verification of stock of all the undeliverable pass books in
deposit will be carried out by the Supervisor in April and the result of verification
recorded in the register in the following summary indicating the total number of
pass books in hand as on 31st March.

Annual verification of pass books

(i) Total number of pass books in hand on
1% April......._.......
(ii) Total number of pass books received
during the year.
(iii) Total of items (i) & (ii)
(iv) Total number of pass book returned
to Postmaster during the year vide
requisitions received and kept at serial
1to....... in the guard file.
Year Number
1964-65
1965-66
1966-67
and so on
Total:
(v) Total number of pass books in hand
on 31st March ........... =
Year Number
1964-65
1965-66.
and so on
Total:

Certified that the balance arrived at (v) above has been agreed with the total
number of pass books in hand by actual verification. The year-wise balance also
agrees with the blank entries (relating to pass book in deposit) in the register.

Date............ Signature of Supervisor

(b) While taking over the charge by the new incumbent, the balance shown in
the register as per last verification after taking into account the pass
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books received and delivered during the period from 1st April to the date of
takeover will be checked with number of the pass books in hand. For this purpose a
fresh summary will be prepared which will be signed by both the new and the old
incumbents.

(iv) The undeliverable pass books will be preserved for 6 years from the year
of the receipt and then destroyed under the personal supervision of the Accounts
Officer. The date of destruction of the pass books will be noted in the remarks
column of the register under the dated signature of the Accounts Officer. The
Accounts Officer will maintain a register of pass books destroyed in the following
form.

Register of Pass books destroyed

1. Date of destruction.

2 Account No.

3. Name of office where the account stands.

4. Name and address of the depositor.

5.D.L.T.

6. Balance.

7. Year upto which interest added.

B-Spoilt Pass Books

(i) 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 Organisation duly
entered in the Savings Bank voucher list after making a suitable remark in the
ledger card. The Control Organisation will enter the particulars of the spoilt pass
books in a manuscript register in the following form. 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.

Register of Spoilt Pass Books to be maintained by the C.O.
. Serial No,
. Date.
. Account No.
. Name of the office.
. Name of the depositor.
. Balance.
. Date of issue of fresh pass book.
. Case mark.
. Initials of Supervisor.
10. Date of destruction by the A.O.
11. Signature of A.O.

O©CoO~NO OIS, WN P

(i) The Accounts Officer, ICO during his inspection of the Control
Organisation will destroy the spoilt pass books after verifying the balance in the
pass book with that in the ledger/ledger card and relevant compilation sheet of
binder balances. A suitable remark will then be made in the register. If the last
balance is not visible in the spoilt pass book, the balance shown in the register of
spoilt pass books will be checked by the A.O. with that as shown
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in the ledger card and compilation sheet
[Para 19 of Manual of S.B. Control Procedure]
Statistical Register
20. (1) The Supervisor/PA incharge Control Organisation will maintain a
statistical register in the form (SB-88) [Annexure 16] and keep it in his personal
custody. Postings in this register will be made for the Head Office as a whole at the
end of each month from the following records.

(i) Consolidated Journal of S.B. Deposits and Withdrawals.
(if) SB-62 (a) register.

(iii) Lists of accounts treated silent.

(iv) Register of silent accounts revived.

(v) Summary of annual interest statement.

(vi) Local transfer journals.

(vii) Home and foreign transfer journals.

(2) The balance at credit at the end of the month will be struck in column 8 of
this register. The closing balance of the H.O. and the S.Os in account as arrived at
vide para 10(iv) above at the end of each month should agree with this figure.

(3) The closing balance for March Supplementary will be struck after
adjusting annual interest as per summary of interest statement and shown as
opening balance in the next year.

(4) The number of accounts in the H.O. as a whole at the end of the year as
worked out in the register will be agreed with the number of accounts shown in the
summary of interest statement The agreed figure will be shown as opening balance
in the next year.

(5) A copy of the statistical register will be sent to the Postal Accounts Office
by the 10th of the following month. The Supervisor will record the following
certificate under his dated signature on the copy :-

"Checked and agreed with the cash account and register SB-62(a)"

(6) If any difference in figures is noticed after the despatch of the copy of the
statistical register to the Postal Accounts Office, the difference should be adjusted
in the statement of the subsequent month instead of changing the figures of the
original month. A clear indication of all such corrections should be given in the
statistical statement of the month in which the difference is adjusted.

[Para 20 of Manual of S.B. Control Procedure]

Memo of Admission of SB Transfer
21. If the Advice of Transfer is misplaced or lost in the transferee head office

after the opening of the account and cannot be traced, a Memo of Admission of SB
transfer will be prepared in lieu of the wanting Advice of
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transfer by the transferee head office. The Postmaster of the transferee head office
after getting die Memo of Admission of transfer completed by the transferring
head office and its own head office will send the same to its own S.B. Control
Organisation. The Incharge SBCO after necessary check will sign the Memo and
send to the Circle Pairing Unit or Central Pairing Office as the case may be.
[Para 20 A of Manual of S.B. Control Procedure]
Submission of Returns

22. The Control Organisation will submit the following documents to the
offices noted against each by the due dates duly entered in the S.B.voucher list SB-
22 (C) [Annexure 17]

Sl. Particulars of return Office to which Due date

No. due

(1) Copy of the SB Statistical Postal Accounts By 10th of the
Register. Office. following month.

(2) Home Debit/Credit Circle Pairing By 7th of the
transfer journals alongwith ~ Unit following month
ATs.

(3) Foreign Debit/Credit Central Pairing -do-
transfer journals alongwith ~ Office, NewDelhi
ATs.

(4) Pencil copies of the A.0.ICO(SB) On 8th, 16th, 24th and
list of transactions 1%t of the month

relating to the
preceding week.

[Para 21 of Manual of S.B. Control Procedure]
Requisition of S.B. Vouchers for Inquiry

23 (i) If the vouchers are required for the departmental enquiry, they may be
given by me C.O. (o the Divisional Supdt/Postmaster for reference under receipt
The requisition should be signed personally by the Divisional Supdt/Postmaster.

(ii) If any voucher is required for investigation by the police, the police should
send the application to the Head of we Postal Circle who may direct the official-in-
charge of the concerned Control Organisation to hand over the S.B. voucher after
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. It is not necessary to keep any photostat copy of the
voucher.

(iii) The voucher/document should be sent by insured post when it cannot be
conveniently transferred by hand under receipt The bundle of
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vouchers will be opened by the Incharge SBCO, the voucher required taken out
and replaced by a copy attested by the incharge SBCO alongwith the requisition
slip and reseated with the seal of the SBCO. The record of the vouchers given for
inquiry to departmental or Police officers will be maintained in a separate register
and case pursued by the C.O. to obtain back the voucher/document When the
voucher/document is received back, it will be kept in its proper place by the
incharge SBCO after breaking die seal of the bundle. The requisition slip and the
attested copy will be removed and kept in a separate file. The bundle will be again
resealed.

(iv) The vouchers/documents required to be preserved in connection with
fraud cases will be made over to the Divisional Supdt. for preservation in his
personal custody till the finalisation 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.

[D.G. Posts letter No. 1-2/88-SB dated 10-2-1988]
[Para 22 of Manual of S.B. Control Procedure]

Safe custody of duplicate keys of steel almirahs

24. 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. 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. Two
copies of the list will be sent to the A.O. along with the keys and third copy kept as
office copy in a separate file to be opened for this purpose. The A.O. will return
one copy of the list to the SBCO after giving his acknowledgement which will be
pasted with the original copy. The A.O. ICO(SB) will open a register of duplicate
keys in which particulars of keys of each Control Organisation will be entered on a
page allotted to each head office. The keys of each Control Organisation will be
properly labelled and kept by the A.O. in his personal custody duly locked in the
almirah.

When the original key is lost by the C.O. the matter will be reported to the
A.0.1CO(SB) who will authorise the issue of duplicate key. The A.O. will make
necessary entries in the register and attest them. The duplicate key will be sent by
parcel post registered and insured for Rs.100.

[Para 23 of Manual of S.B. Control Procedure]
Petty Savings Bank Accounts

25. (i) The branch Audit offices in the year 1961-62 issued to Head Offices
lists of S.B. accounts having balance of less than Rs.5 each. Subsequently, the
balances of such accounts were in some cases certified by the audit offices through
the certified lists of SB balances consequent on the introduction of the control
procedure and the balances of such accounts were
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transferred back by the audit offices to the SB Deposit Head. In cases, however,
where the balance of such accounts have neither been certified by the audit offices
through the certified lists of balances nor the same have been transferred back to
the "SB Deposits" Head, the accounts of this category included in the lists
originally supplied by the audit offices continue to be treated as "Petty". All
payments relating to such "Petty" accounts will be booked by the Postmaster under
a separate head, namely, "Unclaimed S.B. Deposits of less than Rs.5" which is
different from the "P.0.S.B. Deposit" Head under which other withdrawals from
the SB accounts are booked and will be shown separately in the cash book, cash
account, consolidated journal, list of transactions, etc., under the Head "Petty
accounts".

(i) The vouchers duly sealed alongwith list of transactions relating to
withdrawals from such "Petty accounts” will be transferred to the C.O. as in the
case of other SB withdrawals duly entered in the SB voucher list A separate list of
transactions (SB-60) will be prepared for such accounts clearly marked at the top
"Petty accounts".

(iii) On receipt of the list of transactions of petty accounts and the vouchers in
the SBCO these will be subjected to the same checks as in case of other SB
transactions. The correctness of the amount paid should be verified with reference
to the "list of petty accounls"ieceived from the audit office and a remark "account
closed on———" should be recorded against the relevant entry therein under
the dated signature of the Supervisor/incharge SBCO. The list of petty accounts
received form the audit office duly bound will remain in the personal custody of
the Supervisor alongwith list of silent accounts.

(iv) A separate page in SB-62 register for "petty accounts" will be used to
record the payments under this Head and the amount agreed with that shown in
column 14 of the consolidated journal and Head Office cash book. The amount
paid under this head during the month will be worked out after the close of the
month and agreed with the consolidated journal (SB-72), H.O. cash book and cash
account No opening and closing balance need be maintained for such accounts in
the SB-62 register.

(v) The amount paid during the month will also be worked out from the list of
petty accounts supplied by the audit office and will be tallied with the amount
booked in SB-62 register under "petty accounts.

(vi) The transactions in respect of "petty accounts" will be kept separate from
other SB withdrawals. The amount paid under this head will not be entered in the
control accounts nor the same will be taken into account in working out the closing
balance under the Head ""SB Deposits"” for the Head Office.

(vii) The preservation of vouchers and lists of transactions of “petty
accounts” will be governed by the same rules as are applicable to similar record of
Savings Bank accounts.

[Para 24 of Manual of S.B. Control Procedure]
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Custody and preservation of records

26. All important records like vouchers, pass books, lists of transactions,
agreement compilation sheets, transfer journals, consolidated journals of deposits
and withdrawals,, interest statements and other registers not in use will be kept in
the personal custody of the Supervisor SBCO. Other current records like SB-62,
SB-62(a) and SB-63 registers, lists of transactions, etc. will be kept in the custody
of the PA who maintains them. The Supervisor will keep the records duly arranged
in the steel almirahs provided for the purpose under lock and key. The old records
should be weeded out periodically in a systematic manner to ensure that only the
records which are necessary to be preserved are kept in the branch. For the
destruction of the time barred records, the incharge SBCO will seek the prior
approval of the Divisional Supdt./Gazetted Postmaster, as the case may be, in
writing. Vouchers, spoilt pass books, undeliverable pass books and unused cheque
foils and cheque books should be destroyed by burning. The other records which
are not to be preserved permanently should be torn and transferred to the
Postmaster for sale as waste paper under the normal procedure. The particulars of
the records destroyed will be noted in a register of records destroyed in Form
ACG-91.(Annexure 18) [D.G. Posts letter No. 1-2/88-SB dated 17-10-1990J

The preservation period of various records kept in the Control
Organisation will be as under:-

1. Lists of transactions:-These will be kept in office-wise monthly
bundles. These will be preserved for 2 years after agreement of binder balances for
that period.

2. SB Vouchers:-These will be kept in daily bundles month wise and will
remain in the personal custody of the supervisor. The bundles of vouchers will be
preserved for 6 years. The vouchers will be kept in steel almirahs which shall be
kept locked.

Note:-The applications for opening the accounts (SB-3) for various types of
accounts received with the warrants of payment will also be preserved for 6
years along with the respective voucher for payment.

(D.G. Posts letter No. 30-47/84-SB dated 2-3-1990]

2A. Registers of Vouchers Checked:- These register will be preserved
for a period of six years from the end of the year to which they relate.

[D.G. Posts letter No. 1-1/92-SB dated 21.7.1993]

3. Combined Local Credit and Debit Transfer Journals:-These will be
preserved for 18 months after agreement of all the binder balances for the relevant
period.

4. Consolidated journals of SB deposits and withdrawals:-These will be
preserved for 2 years after the agreement of all the binder balances for the relevant
period.

5. Undeliverable pass book$:-These will preserved for 6 years from the
year of their receipt.

6. Statistical Register :-This will be preserved for 5 years after the
agreement of binder balances of all the binders for that period and after the
reconciliation of balances maintained in the Postal Accounts Office.

7. Registers S.B-62, S.B-62(a) and S.B.-63:-These will be preserved
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for three years after agreement of all the binder balances for the relevant periods.

8. Registers S.B-61;- These will be preserved for two years after all the
objections have been finally settled.

9. Interest statement and summary thereof:- These will be preserved for 3
years after agreement of all the binder balances is over.

10. Miscellaneous registers :- All miscellaneous registers, namely, register
of binder discrepancy, register of verification of binder check sheet, interest short
or excess passed, 20 per cent checking of interest, register of unposted items, etc.,
will be preserved for three years after the end of the year to which they relate.

11. Certified lists of accounts and balances :- Permanent.
12. Register of corrections to opening balances :- Permanent.

13. Lists of silent accounts :- Permanent.

14. Agreement sheets :- These will be preserved for 3 years after the
agreement of all the binder balances of the period concerned.

15. Voucher lists:- These will be kepi m monthly bundles and preserved for
two years.

16. Periodical statements :- The files relating to periodical statements and
objections statement sent to various authorities and miscellaneous correspondence
will be preserved for 18 months. .

17. Inspection reports :- These will be preserved for 18 months after all the
items have been admitted.

18. Spoilt pass books :- These will be preserved upto next inspection and
destroyed by the A.O.1.C.0.(SB)

19. Unused cheque foils:- These will be preserved upto next inspection and
destroyed by the A.O.1.C.O.(SB).
20. Register of records destroyed:- Permanent.

[Para amended vide D.G. Posts letter No. 30-47/84-SB dated 9-12-1985]
[Para 25 of Manual of S.B. Control Procedure]
Monthly Progress Reports

27. The Supervisor of the Control Organisation will submit the following
reports by 5th of the following month to the A.O. LC.O.(SB) with a copy to the
Divisional Superintendent of Post Offices.

(i) Statement showing the particulars of binders agreed during the month in
the form given at Annexure 19.

(ii) Statement showing the position of work other than binder agreement in
the form given at Annexure 20.

[Para 26 of Manual of S.B. Control Procedure]
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ANNEXURE 1

[Referred to in para 2 (b)]
NOMINAL ROLL

SI.No Name Dates of the month Remarks
of official

Note : Under each date the nature of duty performed is to be indicated ,
such as,PA-I, PA-2, PA-3, PA-4 etc. as per Memo of distribution of work
approved by the AO,ICO(SB). The dates should come in a straight line in the
register.-

ANNEXURE 3
[Referred to in para 4 (ii)]

Register of Vouchers not received

Date SI. No Name of the Nature of transaction Date of receipt Initials of the

Office and amount of the voucher Supervisor in
token of

Account Deposit Wadl. having recd.

Number the voucher.
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ANNEXURE 2
[Referred to in para 3]
SB-22 S.B. VOUCHER LIST
S.B. Voucher List of ---------- Head office for---------------

1. Consolidated Journal of deposits and withdrawals.

2. Lists of transactions with VVouchers.
3. (2) Journal of accounts opened on transfer from other

Head Offices along with advices of transfer.
(b) Journal of accounts transferred to other Head
Offices.

(c) Combined Credit and Debit Local Transfer
Journal.

(d) Revised Debit and Credit Transfer Journal.

4. Duplicate copies of intimation of
sale / interest of Government Securities.

5. Miscellaneous
(i) List of 'Will Follow' advices of transfer.

(ii) List of advices of transfer sent which were not sent
previously.

(iii) Lists of other VVouchers and Documents.

Date-stamp Postmaster
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ANNEXURE 4

SB-62 [Referred to in para 5]

Register of Binder-wise balances in respect of Binder No.
Of........... Post Office for the month of ......... 199

Opening Balance

Rs. P.
Date Deposits at the Depositsat ~ Non cash Transactions
office other office

Intereston  Credits [from
closed SB- 62 (a)]
accounts

1 2 3 4 5

Withdrawals Withdrawals at  Non-Cash Transactions Remarks

at the office other office Debits [from SB-62 (a)]

6 7 8 9
Total

Closing Balance

Rs. P.
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ANNEXURE 5
[Referred to in para 6 (ii)]

Register of unposted items

Date SI. Name Dateof Account Amount Correct Date of Initials of

of No. ofthe original No deposit/ binder  adjust- the PA/
Post  transac- shown  withdrawal no.and ment Supervisor
Office tion in the account ofthe  of the
list of No.to  entry SBCO
transa- which in
ctions the register
transa- SB-62
ctions
relates

1 2 3 4 5 6 7 8 9




ANNEXURE 6
[Referred to in para 7]
Register of SB Non-Cash Transactions
Credit Transactions on.

Name of  Binder Account  Recd. Received Balance of  Interest Credit on Misc Total Total R

Office No. No. On on transfer  silent on silent account of Credit Credit e
transfer ~ from other accounts accounts Govt. for at m
under HOs revived revived securities each each ar
the same sold/ binder office ks
H.O m interest

2 3 4 5 6(a) 6(b) 7 8 9 10 11 12 1

Debit Transactions on....

SI. Name Binder Account Transferred Transferred to Balance  Misc. Total Total Remarks

No. of No. No. to other other H.0.S. of debit for debit of
office offices accounts each each
under the treated binder  office
same H.O. silent
Home  Foreign
1 2 3 4 5 6(a) 6(b) 7 8 9 10 11

Total
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ANNEXURE 7
[Referred to in para 8]
Register of Transactions Office-wise of .................. P.O. for the month
of i 199

Opening Balance

Rs P
Date Deposits  Deposits  Non-cash transactions ~ With- With- Non-cash Remarks
at the at other drawals at drawals  Transactions
office offices Interest Total the office  at other
On credits offices
Closed [from Debits
Accounts SB-62(a)] [from SB-
62(a)]
1 2 3 4 5 6 7 8 9
Total
Closing Balance Rs.  P.
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ANNEXURE 8
[Referred to in Para 9]

Consolidated Savings Bank Journal of Deposits and withdrawals of ....HO
For...199

SI. Name