Department of Posts, India
Office of the Superintendent of Post Offices, Kannivakumari Division,
Nagercoil-629001

To

Sr. Postmaster, Nagercoil HO
Postmaster, Thuckalay HO
All SPMs under Kanniyakumari Division.

| No. L/SB Dlgs dated at Nagercoil-629001 the 16.01.2024.

Sub: Mandatory maintenance of various registers in Post Office Savings
Bank — reg

*kkhkk

All are instructed to ensure prompt, correct and updated maintenance of
following registers envisaged under various rules of POSB (CBS) Manual
[Corrected upto 31.12.2021] in the Post Offices. Wherever specific proforma is
not provided in the rules, the proforma provided in this instruction should be
used scrupulously.

All Postmasters should send a compliance on the maintenance of the
following registers within a week to this office. All Sub Divisional Heads are
instructed to verify the same during their visits/inspections and note their
observations without fail.

Superintendent of {(Post Offices
Kanniyakumari Division
Nagercoil-629001

Copy to :

1. All IP/ASPs under Kanniyakumari Division.
2. IR Branch, Office.

Page 1 of 10




(1) SB-4(a)Stock Register of Passbooks of Head / Sub Office (Separately for

SB5 and SB5A passbooks)
CBS Passbooks CBS Passbooks issued Balanc
Received (Accounts ein
Date numbers should be Hand Initials Remarks
mentioned) after | of
Particular | Number F In lieu of . eagh Postmast
or Duplica | receipt/ | er
s of the of New used up to i
Invoice Passboo passbooks 1ssue
e Account Issued
S
1 2 3 4 5 6 7 9

(2) Register of undelivered Passbooks in deposit in the Head Post Office (SB

12(c))

Date of receipt Name of Particu'lars
of Sub regardlng
undeliverable or Branch ’Fhe final
CBS Account PO_St disposal of
Passbook from | Number Balance Office t_he PaSSbOO.k Remarks
sub frqm Wl.th date of its
or branch post which dispatch from
office or from received the HO or
any other or the delivery to the
source. person depositor
from
whom
received
1 2 3 4 5 6

(3) Register to be maintained by HOs for account transfer of CBS Offices

Date| Sl. | Nam | Name of | Account | Sourc | Targ | Type of | Date on | Initia | Remarks
No. | e of the Number | e SOL et Request which Is of
the Deposito and 1D SOL | Transfer | Account | PM
SO r Scheme 1D / Claim / | transfer
Closure red
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(4) Register to be maintained by Sub Post Offices for account transfer of CBS
offices
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(5) Register of Passbooks handed over to Police or Court
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(6) Special Error Book
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(7) Proforma for Register of deceased claim cases
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(8) Register of Verification Memos for Withdrawal of Rs.10,000/- and above at

Branch Post Offices
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(9) Register for Revival of Silent Accounts

(599150
Junodoe £q paiejue aq 03) Og

WIOIJ PoATedal ST uorjedrjdde

Uorym woay Og Jo sweN
I0 (OH £q pazajusd 9q 03)
poAredal st uoryeordde

YOTYM WOIJ )S JO oWBN

ON IS

(10) List of cheques received for new account opening/subsequent deposit (to

be maintained at BOs)
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(11) Register to be maintained at SO for the cheque received from

BOs
SL. [ Name | Date of | Name | Name | Cheque|Cheque |Cheque|Date of| New [ Date |Signature
No |[of BO | receipt of |of Amount [Details |Clearing|Posting /| Account | on of PA/
of Savings | Deposi |in Rs. [(Bank date | Credit No. |which| Supervisor
cheque | Scheme | tor name, into pass
from BO date of Account book
cheque, sent to
Cheque BO
No)

(12) Passbooks received from BOs for entry of interest

Name of Branch
O 000 e
S. No. Account Financial Year Financial Year
Number

Date of Initials of
receipt of Ledger /
passbook Counter

Assistant /
APM / SPM

Date of Initials of
receipt of Ledger /
passbook Counter

Assistant /
APM / SPM

(13) Register of Certificates lost from the custody of the Post Office

Sl.No.
Name of Post
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Date of Loss

Serial Number of
Certificate(s)

Denomination
Date of Issue

Identity

Particulars of

Date on which loss

Divisional Head /

Head of Circle
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(14)  Register of duplicate certificate Passbooks issued in lieu of lost, stolen,
destroyed, mutilated or defaced certificates, which were issued after to
01.07.2016

Sl. | Date of | Name of| Sl. No. of | Denomination | Office of Date
No. | applicati the the (Amount of Issue of
on for | Investor| certificate( balance of Issue
issue of | (infull) | s) lost, Passbook)
duplicate stolen,
certificat destroyed,
es mutilated
or Defaced
(Passbook)
1 2 3 4 5 6 7
Particulars of the Initials of Date of Initials of | Remarks
duplicate passbook  [Postmaster | Destruction of the
issued in lieu of lost, mutilated/defac| Inspecting
stolen, destroyed, ed certificate Officer
mutilated or defaced (Passbook)
Certificates (Passbook)
Sl. Date of Issue
No.
8 9 10 11 12 13
(15) Register of duplicate certificate Passbook issued in lieu of lost, stolen,
destroyed, mutilated or defaced certificates, which were issued prior to
01.07.2016
Sl. Date of | Name of | Sl. No. of |Denominatio| Office of| Date of
No. | applicatio the the n Issue Issue
n for Investor |certificate(
issueof | (in full) s) lost,
duplicate stolen,
certificat mutilated
es or
1 2 3 4 5 6 7

Page 6 of 10




(16) Register for enabling Internet Banking and Mobile Banking

facility
SI No| Date | Reque |CIF SB Name Mobil |[Signature
st ID account of the e of
Type number | custom numb | Superviso
er er r
(17) Register for Closure of Unclaimed Accounts / Certificates
o
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(18) Proforma for Register of Bills of GDS /BPMs passed (TD Accounts)

Sl. | Name | Nam Mont | Amoun | Date Initials Date on Initials
No.| of BPM| e of h to t of the on of which of
the which bill which | SPM/P | payment | SPM/P
Branc the bill M received M
h bill passed by
Office | relates the BPM
1 2 3 4 5 6 7 8 9
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returned as undeliverable by Branch offices to Sub Offices (SB-44)

Name
of BPM

(19) Proforma for Register of Bills of GDS /BPMs passed (Savings Accounts)
(20) Register of acknowledgments for Passbooks delivered and of Passbooks

Sl.
No.
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(21) Register of Passbooks in deposit in Head/Sub Post Office

ON TS
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(22) Register of applications for withdrawals received for

sanction from

Branch Post Offices (SB-45)
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(23 ATM Card Stock Register
S] [Invoice | Parcel [Date off] From | To Kit | Tota | Kit No. | CIF | Acco | Date | Sign
No [No Number |receipt| Kit No. 1 issued | ID | unt of of
No. (12 | Qua ID | issu | depo
(12 | digits) | ntity e | sitor
digits)
1 3 4 5 6 7 8 9 10 11 12

(24) Format for Receipt of Personalized PIN from National ATM Unit and
Issuance to Customers

Sl. | Date |[CIF | Account PIN Invoice | Insured [PIN handed| Sign of
No. | of 1d 1d received | Number | letter over and the
Person from Number card deposit
alized ATM activated or
card Unit on
request
placed
n
CCMM
1 2 3 4 5 6 7 8 9
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(25) Stock Register for SB Cheque Books

Date Invoice| No. of No. of SB Balance in | Signature of Initials of
No Cheque cheque Account | hand after depositor SPM/PM
books book No. each
receive issued receipt /
d with with issue
number | number
1 2 4 5 6 7 8
(26) Stock Register for Agent Receipt Book
Date | Invoice| No. of | No. of AAR| Name of Serial Balance in | Signature | Initials of
No AAR book issued| Agent number of | hand after of agent SPM/PM
books AAR book | each receipt
received issued / issue
1 2 3 4 5 6 7 8 9
(27) Register for issue of Duplicate Passbook
S1.No Date of | Type of | Account Date of Date of Date of Initials of
receipt | Account | Number | dispatch | receipt of passbook SPM/PM
of of Passbook | handed over
Applica applicati | from HO to the
tion on to HO depositor
1 2 4 5 6 7 8
kokkkkk
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