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CHAPTER 1 
 

HISTORY OF POST OFFICE SAVINGS BANK 

 

 

1 Introduction: 

The History of Post Office Savings bank dates back to 1882 with the advent of 

Government Savings Bank Act, 1873 passed by the legislature on 28 January 1873, 

which was enacted in 1881. Small Savings Schemes are very popular among people who 

want to invest their money in the Government run instruments. These financial 

instruments provide secure investment options with guaranteed returns. India Post 

with largest Postal Network in the world is having a vast reach touching the lives of 

every citizen. Post Offices play a key role to penetrate financial inclusion. 

 

National Savings Scheme offers variety of products to mobilize resources for the 

Government schemes. With the frequent technological advancements in Banking 

Sectors, the PO Savings Bank also has to change its role from being a traditional 

banker for small investments to providing a full time Banking Solution to meet the 

Customers’ Expectations. In the year 2013, Core Banking System facilitating 

Centralized Data for anytime anywhere banking has been introduced to take the 

system from traditional facility to a modern industry standard online banking system. 

 

The Department runs the Savings Bank operations as an agent to the Ministry of 

Finance. The Ministry of Finance pays remuneration to the DOP for every Post office 

Savings account, Post office National Savings Certificates, Indira Vikas Patra and 

Silent Accounts. 

      

 2 Rate of remuneration to DOP: 

 

The Ministry of Finance vide their OM No. 9/7/2020-NS dated 19.01.2021 conveyed the 

rates in respect of remuneration to DOP for 2020-21 for Savings Bank and Savings 

Certificates work as under. 

  

POSB Rates for 2020-21 

Sl.No Item/Category Rates per Unit 

(Rs) 

1 Savings Deposit Accounts 219.23 

2 Savings Certificates (NSC/KVP) 73.92 

3 Indira Vikas Patra 19.59 

4 Silent Accounts 35.61 

   

Remuneration will be fixed by the Ministry of Finance every year. 

3 Regulations: 

a. Government Savings Promotion General Rules 2018 enacted by the Central 
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Government on 05th October 2018 under Government Savings Promotion Act 1873. 

b. The Central Government withdrawn the following rules as per Sec 15 of the 

Government Savings Promotion Act 1873 vide GSR 912(E) dated 12.12.2019 

1. The Post Office Savings Account Rules, 1981, published vide number G.S.R. 663(E), 

dated the 17th December, 1981 

2. The National Savings Time Deposit Rules, 1981, published vide number G.S.R. 

664(E), dated the 17th December, 1981 

3. The National Savings Recurring Deposit Rules, 1981, published vide number G.S.R. 

666(E) dated the 17th December, 1981 

4. The National Savings (Monthly Income Account) Rules, 1987, published vide 

number G.S.R. 701(E), dated the 10th August, 1987 

5. The National Savings Certificate (VIII Issue) Rules, 1989, published vide number 

G.S.R. 496(E), dated the 1st May, 1989 

6. The Senior Citizens Savings Scheme Rules, 2004, published vide number G.S.R. 

490(E), dated the 2nd August, 2004 

7.  The Kisan Vikas Patra Rules, 2014, published vide number G.S.R. 705(E), dated the 

23rd September, 2014 

8. The Sukanya Samriddhi Account Rules, 2016, published vide number G.S.R. 323(E), 

dated the 18th March, 2016 

 

c. The Public Provident Fund scheme is a statutory scheme of the Central Government 

framed under the provisions of The Public Provident Fund Act 1968. This act was 

repealed through Chapter VII of Finance Act 2018.  

 d. The following rules were brought in the place of above said rules as per powers 

conferred vide Sec 3A of Government Savings Promotion Act 1873 

1. Sukanya Samriddhi Account Scheme 2019 (GSR 914(E) dated 12.12.2019) 

2. Public Provident Fund Scheme 2019 (GSR 915 (E) dated 12.12.2019) 

3. Senior Citizen’s Savings Scheme 2019 (GSR 916 (E) dated 12.12.2019) 

4. National Savings (Monthly Income Account) Scheme 2019 (GSR 917 (E) dated 

12.12.2019) 

5. National Savings Recurring Deposit Scheme 2019 (GSR 918 (E) dated 12.12.2019) 

6. National Savings Certificates (VIII Issue) Scheme 2019 (GSR 919 (E) dated 

12.12.2019) 

7. Kisan Vikas Patra Scheme 2019 (GSR 920 (E) dated 12.12.2019) 

8. Post Office Savings Account Scheme 2019 (GSR 921 (E) dated 12.12.2019) 

9. National Savings Time Deposit Scheme 2019 (GSR 922 (E) dated 12.12.2019) 

  All these rules are applicable to Post offices from 18.12.2019 onwards.   
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CHAPTER 2 

 

DEFINITIONS AND GENERAL RULES 

 

   

   

1. Various definitions: 
 

i. Accounts Office - means an office of a Government Savings Bank authorized to open 

an account. 

ii. “Act” means the Government Savings Promotion Act, 1873 (5 of 1873); 

iii. Eligible Balance - means the amount of balance at the credit of the account, 

including interest accrued thereon, after effecting recoveries on account of 

outstanding principal and interest, if any, in respect of a loan availed by the 

depositor. 

iv.  “Form” means a form appended to these rules; 

v. Joint Account - means an account opened in the names of more than one and 

maximum up to four individuals depending up on the applicable scheme rules. 

vi. Matured account - means an account, which has completed its term or extended 

term and has become due for payment. 

vii. Non-resident Indian - means an individual being a citizen of India or a person of 

Indian origin who is not a ‘resident’ as per the provisions of the Income Tax Act, 

1961 (43 of 1961). 

viii. Officially Valid Document - means the passport, the driving license, the Voter's 

Identity Card issued by the Election Commission of India, job card issued by 

Mahatma Gandhi National Rural Employment Guarantee Act duly signed by an 

officer of the State Government, letter issued by the National Population Register 

containing details of name and address. 

ix. Operation of an Account - means opening of, deposit in, transfer of or withdrawal 

from an Account. 

x. Passbook - means a document, in physical or electronic form, issued by an Accounts 

Office containing particulars of the depositor and details of transactions made in 

that account. 

xi. Single Account - means an account opened in the name of one individual. 

xii. Transfer - means transfer of an account of a depositor from one Accounts Office to 

another Accounts Office. 

 

 

2. Eligibility to open an account: 

 
i. An adult who is a resident citizen of India. 

ii. A Minor who has attained the age of ten years. 

iii. A guardian on behalf of a minor or person of unsound mind. 
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3.    Opening of an account: 

 
i. An Account may be opened by the depositor either by visiting the Accounts Office in 

person or through permissible electronic modes including internet or mobile banking 

application. 

ii. A blind or visually challenged or illiterate depositor may open joint account with 

literate depositor. 

 

Note – 1: In case an account is opened at the post office, presence of the depositor 

is mandatory at the time of opening of account. 

Note – 2: In case an account is opened by guardian on behalf of minor or on 

behalf of a person of unbound mind, presence of guardian is mandatory. 

 Note – 3: Whenever any account under the schemes identified for opening through 

Authorized Agent (SAS & MPKBY) in opened through Authorized Agents (SAS* & 

MPKBY**), presence of the depositor is optional. 

Note – 4: Further, if the account opening forma and KYC documents are 

collected by the Post Office staff and the depositor’s signature is obtained in 

front of any authorized official during the POSB account opening 

drives/melas/doorstep canvassing etc., presence of such depositor is not 

mandatory. 

      * - Standardized Agency System 

 

     ** - Mahalia Pradhan Kshetriya Bachat Yojana 

 

 

4.     List of Identity Documents: 

 
i. Aadhar Number / Proof of application for enrollment for Aadhar/ any of the officially 

valid document  

ii. Permanent Account Number / Form 60. 

iii. Any other document as may be considered necessary by the Accounts Office 

including those related to the nature of business and financial status of the 

depositor. 

 
 If a depositor fails to submit his PAN within a period of six months from the date of 

opening of the account, the account shall cease to be operational till the time PAN is 

submitted 

 

 

5.    List of Proof of Address Documents: 
 

i. Utility bill which is not more than two months old of any service provider 

(electricity, telephone, postpaid mobile phone, piped gas, water bill); 

ii. Property or Municipal tax receipt; 

iii. Pension or family pension payment orders issued to retired employees by 

Government Departments or Public Sector Undertakings, if they contain the 

address; 
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iv. Letter of allotment of accommodation from employer issued by the State 

Government or Central Government Departments, statutory or regulatory bodies, 

public sector undertakings, scheduled commercial banks, financial institutions 

 
Note: The depositor shall submit Aadhaar or a certified copy of an officially valid document 

containing updated current address within a period of three months of submitting the above 

documents. 

 

 In Joint Account, identity documents of all the depositors are needed. 

 In accounts on behalf of minor or person of unsound mind, the identity documents of 

the guardian are needed. 

 Account opened through, the agent shall affix signature and mention the particulars 

of his agency on the identity documents. 

 In case of change of address, the depositor shall submit the relevant identity 

document with updated address within a period of three months. 

 

 

6.    Modes of Deposit: 
 

i. In cash in Indian rupees; or 

ii. by means of a crossed Cheque, a Demand Draft or a Pay Order; or 

iii. by submitting a signed withdrawal Form in respect of a savings account standing in 

the same Accounts Office; or 

iv. by electronic transfer permitted by the Reserve Bank of India in respect of similar 

transactions in commercial banks. 

 
o In case of deposit by means of a cheque, the date of realization of the cheque shall be the 

date of deposit. 

 

7.    Types of Accounts: 

 
i. Single Account 

ii. Joint Account 

 Joint ‘A’ to be operated by all the depositors or the surviving depositors jointly. 

 Joint ‘B ’to be operated by any of the depositors or the surviving depositors 

severally. 

 

 Note -1: 

All the operations of account including closure, issue of duplicate passbook 

and transfer of account etc., shall be allowed to be carried out by either of 

the joint depositors or survivor in case of Joint B type account in respect of 

all the schemes except Senior Citizens Savings Scheme. 

 

In the application for transfer of account/ certificates in case of Non CBS 

Post Office and transfer to Branch Post Offices, the signature of all the 

depositors in a Joint Account either “A” type or “B” type, shall be obtained, 

as there is need for specimen signatures of all the depositors.  

 

  

     Note – 2: 
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In case of SCSS Account, since the whole amount of deposit is attributable 

to the first account holder only as per Rule 3(6) of Senior Citizens' Savings 

Scheme 2019, only withdrawal of quarterly interest shall be allowed to be 

carried out by either of the joint depositors or survivor in case of Joint B 

Type account. In respect of remaining operations of Joint B Type SCSS 

Account, either the first account holder may do all the operations or the 

signature of the first account holder is mandatory in all application forms 

of various operations of account. 

  

     Note – 3:  

In case of request for issue of ATM Card /activation of Net Banking / 

Internet Banking for Joint B type Savings Account, separate application 

form (SB-ATM1) shall be obtained from each of the Joint Account Holders. 

  

    Note – 4: Joint account may be opened by jointly by two or three illiterate depositors 

or jointly by Illiterate Depositor and Literate Depositor. 

Cheque facility can be extended to the Joint B accounts opened jointly by 

an illiterate and a literate depositor subject to the conditions that the 

cheque will be used only by the literate depositor who can sign in running 

hand and illiterate depositor shall not use cheque facility of the account. 

Any cheque used by the illiterate depositor of such account shall not be 

entertained. 

 

 Note – 5: Change of order of the depositor (first, second and third) in an account is also 

not allowed keeping in view of the fact that various returns / statements are 

filed with the Income Tax authorities based on the PAN Number of the 

first depositor in an account. 

 

Note – 6:   

An account opened as a Single Account cannot be subsequently converted 

into a Joint Account or vice versa. 

 

8.   Payment of Interest: 
 

 No interest shall be payable on an account opened or maintained, or on a deposit 

made, in contravention of these rules. 

 In an account which has matured but not closed, the eligible balance in the account 

shall continue to earn interest at the rate applicable to the Post Office Savings 

Account till the closure of the account. 

 Any interest credited erroneously to an account shall be reversed immediately on the 

detection under written intimation to the depositor. 

 Interest Certificate for interest paid/credited may be provided to a POSB account 

holder. For the purpose depositor has to submit a duly signed written application at 

the post office for obtaining interest certificate. Post office concerned shall tally the 

depositor's signature in Finacle, generate interest certificate and provide to the 

customer. Depositors may obtain Interest certificate from any CBS post office.  It can 

be generated using the menu CINTC. 
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9.    Operation of an account opened in the name of a minor: 
 

 An Account opened in the name of a minor,  

 shall be operated by the guardian, if opened by the guardian;  

 shall be operated by the minor, if opened by the minor. 

 In account opened on behalf of a minor, when the minor attains majority, the minor 

shall submit a revised application on which his signature shall be attested by his 

guardian who opened the account. 

 On death of minor or person of unsound mind, the eligible balance shall be paid to 

the nominee (or to guardian if nomination is unavailable.) 

 Change of guardian is permissible only on death of existing guardian and on the 

orders of any Court. 

 

 

10. Operation of an account by depositors suffering from physical infirmity or by 

differently-abled persons (including persons with autism, cerebral palsy and mental 

retardation): 

 

 Any literate person of depositor’s choice can be authorized to operate on his behalf. 

 Such authorization can be either withdrawn or varied at any time by the depositor. 

 

     Withdrawal from an account: 

 

 At the time of payment of maturity proceeds or partial withdrawal or interest, the 

depositor shall affix his signature or thumb impression in the presence of the 

authorized officer who shall verify the identity of the person. 

 Guardian to furnish the following certificate for withdrawal: 

 
 Certified that the amount sought to be withdrawn is required for the use of Mr./ 

Ms. _________ who is minor or a person of unsound mind and is alive on this day. 

 

 Payment can be made through any of the following modes: 

a. by transfer to the Savings Bank account of the payee, 

b. by a crossed cheque, 

c. by cash, if the amount is below the prescribed limit. 

d. by transfer to Customer bank account (ECS) 

 

11. Transfer of an account: 
 

 Account may be transferred from one PO to another anywhere in India (CBS PO to 

CBS PO and NON-CBS PO to NON-CBS PO). 

 Application may be submitted to either the PO where the account is maintained or 

to the PO where it is to be transferred. 

 Transfer of account shall be done by the HPO only. If application for transfer 

presented at SO where the account stands or seek for transfer will forward 

application to its HPO to process transfer & Concerned HPO will perform account 

transfer.  

 In the Application for transfer of account / certificates in case of Non-CBS Post 
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Offices and transfer to Branch Post Offices, the signatures of all the depositors in a 

Joint Account either "A" type or "B" type, shall be obtained, as there is a need for 

specimen signatures of all the depositors. 

 

 
 

12. List of documents 
 (In original) to be transferred to the transferee office 

 
i. Account Opening Form, 

ii. Specimen signatures of the depositors, 

iii. Particulars of nomination, 

iv. Identity documents, 

v. Updated Account Statement or Ledger, 

vi. Certified copy of Savings Certificate, in case of Savings Certificate, 

 

 

13. Nomination: 
 

 Nomination is mandatory for all types of National Savings Scheme accounts. 

 Maximum four individuals can be nominated. 

 If nominee is a minor, the depositor shall appoint an individual to receive the 

payment on the death of the depositor during the minority of the nominee. 

 In case of an account opened by the minor or on behalf of a minor, or a person of 

unsound mind nomination shall be made by the guardian who may nominate any 

individual, including himself. 

 Nomination can be varied by the depositor any time before the maturity of the 

account. 

 Nomination stands cancelled on: 

(a) death of all the nominee, 

(b) transfer of the account as security (pledging) 

 If depositor is illiterate, attestation by two witnesses is required while 

making/altering nomination.  

 No witness is necessary for literate depositors. 

 

14. Payment on the death of depositor: 

 
 If nomination in force: 

 to the nominee(s) on production of proof of death of depositor(s) and other 

nominee(s), if any. 

 If any nominee dies, his specified share in the eligible balance shall be 

distributed among the surviving nominees in the same proportion as their 

specified shares. 

 If nominee is minor to the appointee or guardian, as the case may be. 

 

 If no nomination in force: 

 If probate of his will or letters of administration of his estate or a 

succession certificate is not produced within six months from the death of 

the depositor then, 
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 If the eligible amount in the account does not exceed Rs.5 lakhs, the 

authority may pay the same to any person appearing to him as the rightful 

claimant and to his satisfaction to be entitled to receive the amount, when 

submitted with relevant documents. 

 If amount is above Rs. 5 lakhs, shall be paid to the claimant on submission 

of ‘Succession Certificate’ issued by the court along with other relevant 

documents. 

 

15. Pledging of an account (where the provision of the Saving Scheme so permit): 
 

 Transfer of an account as security may be made to: 

 the President of India or the Governor of a State in his official capacity; 

 the Reserve Bank of India or a Scheduled Bank or a Cooperative Society, 

including a Co-operative Bank; 

 a Public or Private Corporation or a Government Company; 

 a Local authority; 

 a housing finance company approved by the National Housing Bank and 

notified by the Central Government. 

 Guardian to certify that minor/person of unsound mind is alive and that the transfer 

is for his benefit. 

 A blind or a person with physical infirmity may pledge his deposit through any 

literate individual whom he authorizes. 

 The transferee of an account, until it is transferred back, shall be deemed to be the 

depositor. 

 

 

16.  Passbook: 
 

     The passbook shall contain: 

 Customer Identification number (CIF), 

 Name and address of Accounts Office, 

 System generated unique accounts number, 

 Name of the scheme, 

 Name and address of the depositors, 

 Type of account (single or joint-A or Joint-B or Minor or authorized), 

 Amount of deposit, 

 Date of deposit, date of extension and date of maturity, 

 Nomination registration number and date. 

 

 

17.  Loans and partial withdrawal: 
 

 Loans and partial withdrawals from an account shall be allowed where permissible 

under the provisions of a Savings Schemes, and shall be subject to the conditions 

specified therein. 

 In case of an account opened on behalf of a minor or a person of unsound mind, loan 

or partial withdrawal shall be permitted to the guardian on furnishing the following 

certificate: 
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 In an account on behalf of a minor or a person of unsound mind, loan or 

partial withdrawal is permitted to the guardian on furnishing certificate: 
“Certified that the amount sought to be withdrawn is required for the use and 

welfare of Shri/Smt/Master/Kumari_________who is a minor/ a person of unsound 

mind/ a person incapable of operating his account due to physical infirmity and is 

alive on this______ (day) of________(month),__________(year).” 

 

 In account opened by a minor, the loan or partial withdrawal shall be permissible to 

the minor. 

 A depositor suffering from physical infirmity, including blindness, that renders him 

incapable of operating his account, may avail the facility of loan or partial 

withdrawal through an individual authorised by him. 

 

 

18.  Withdrawal / Loan / Premature / Maturity Closure of account through 

authorized person. 

 
 This facility can be availed in case of account holder of old age or suffering from illness 

or physical infirmity/ differently abled conditions due to which the account holders are 

unable to attend the post office. 
 

 The depositor has to furnish Form-12 in prescribed proforma authorizing a literate 

person (other than SAS/MPKBY agents/ Officials working in SB branch of that office) 

with his KYC documents duly attested by the account holder.  

 

 Form-12 is subject to acceptance by the Postmaster and Postmaster can verify the 

genuineness through a responsible official. 

 

 This procedure is introduced keeping in view the safety of depositor’s hard-earned 

money. 

 

 The payment shall be made only through crossed cheque/ transfer to POSA account or 

bank account of the account holder irrespective of the amount involved except in case of 

withdrawal from POSA.  
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CHAPTER 3 
 

         TYPES OF NATIONAL SAVINGS SCHEME ACCOUNTS 
 
 

 The various scheme accounts are:  

 

1. The Post Office Savings Account Scheme, 2019 

2. The National Savings Recurring Deposit Scheme, 2019 

3. The National Savings Time Deposit Scheme, 2019 

4. The National Savings (Monthly Income Account) Scheme, 2019 

5. The Senior Citizens’ Savings Scheme, 2019 

6. The Public Provident Fund Scheme, 2019 

7. The Sukanya Samriddhi Account Scheme, 2019 

8. The National Savings Certificates (VIII Issue) Scheme, 2019 

9. The Kisan Vikas Patra Scheme, 2019 

10.  PM CARES for Children Scheme, 2021 

 

Now we will study the scheme details in depth individually. 

 
 

1.0 - POST OFFICE SAVINGS ACCOUNT SCHEME, 2019 

 

This type of account facilitates account holders to deposit money frequently and 

withdraw whenever needed. An account may be opened by the following. 

     (a) a single adult; 

(b) two adults jointly; 

(c) a guardian on behalf of a minor; 

(d) a guardian on behalf of a person of unsound mind; 

(e) a minor who has attained the age of ten years, in his own name: 

 

Provided that minor account through guardian cannot be opened if that minor has 

already opened an account in his/her name in any post office. 
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A brief detail of each type of account is given below: 

 

(i) Single and Joint Account with or without cheque 

• Single account can be opened by an adult or a minor of the age of 10 

years or more. 

• An individual can open only one Single Account in any post office in 

India.  

• Joint Account can be opened by two adults  

i. Joint-A type, operated Jointly by all the survivors  

ii. Joint-B type, operated by either of the survivors  

• The share of an individual in the balance in a joint account shall be in 

equal proportion.  On the death of one of the account holders the 

surviving account holder will be the sole owner of the account. 

• Minimum balance Rs.500/- with or without cheque book facility. 

• Maximum balance – No Limit. 

• Rate of interest w.e.f. 01.12.2011 4% P.A. 

(ii) Minor’s Accounts 

Only guardian can open account on behalf of a minor. Guardian in relation to 

a minor means:  

 Father or Mother, and 

 Where neither parent is alive, or where the only living parent is incapable of 

acting, a person entitled under the law for the time being in force to have the 

care of the property of the minor. 

 From 18.12.2019, age proof of minor is mandatory for the account opened by 

the minor or by the guardian on behalf of the minor. 

 

iii. Lunatic Accounts opened on behalf of persons of unsound mind through 

Guardian: 

An account opened on behalf of a person of unsound mind by a Manager or 

Guardian appointed by a Court of Law or the Superintendent of a Mental 

Hospital may in the event of the court or the Superintendent of Mental 

Hospital subsequently declaring such person of unsound mind to be sane, be 

operated by the Ex-Lunatic on his/her furnishing the following additional 

declaration in addition to a fresh account opening form (AOF) , “I further 

declare that I have/I shall have, after the expiry of one month from the date of 

my becoming sane, not more than one account standing in my name at any 

Post Office Savings Bank. In the event of this declaration proving in-correct, I 

shall be liable to forfeit interest from the date of my being declared sane to the 

date of closure of all such accounts found opened in any post office”. 
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iv. Pension Accounts: 
 From 18.12.2019 onwards there will be no separate pension account. The 

pension disbursement authority has to ensure that the pension is credited in a 

single account in the name of the pensioner or the joint account opened with 

spouse only.”Existing pension accounts can be continued”. 

 

 

v. Basic Savings Account    

1. Ministry of Finance (DEA) vides its O.M. No. 14/10/2021-NS dated 13.04.2021 

duly appended notification No. G.S.R. 257(E) dated 09.04.2021 has incorporated 

another category of PO Savings Account called “Basic Savings Account” under 

new inserted paragraph 3 of Post Office Savings Account Scheme 2019 and 

reduction in Account Maintenance Fee on PO Savings Account.  

2. Account Maintenance Fee prescribed in rule 4(6) of Post Office Savings Account 

Scheme 2019 has been revised from Rs. 100 (One hundred rupees) to Rs. 50 

(Fifty) inclusive of GST. Account Maintenance Fee will not be applicable on Basic 

Savings Account.  

3. Basic Savings Account has been restored through aforesaid gazette notification. 

The procedure to be followed for opening and operating these accounts is given 

below: -  

a. A registered adult member of any Government Welfare Scheme can open Basic 

Savings Account at any Post Office including GDS Branch Post Offices: 

b. A guardian of a minor whose name is registered for any Government Welfare 

Scheme can also open Basic Savings Account on behalf of minor.  

c. Only one Basic Savings Account can be opened by the beneficiary and guardian 

of beneficiary.  

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

e. Basic Savings Account will be governed by Post Office Savings Account Scheme 

2019 & Government Savings Promotion General Rules,2018.  

f. Only a single account can be opened under Basic Savings Account.  

g. The depositor who desires to open Basic Savings Account under this category 

has to provide copy of letter/card issued by a competent authority of any State 

or Central Government Department mentioning name of beneficiary under any 

welfare scheme, copy of letter/ Aadhaar card issued by UIDAI, Account Opening 

Form & KYC form.  

h. The postmaster concerned will compare copy of this document with the original 

under his/her dated signatures.  

i. While opening Basic Savings Accounts, scheme code and 

registration/enrolment/reference number of the beneficiary contained in 

letter/card issued by competent authority of any State of Central Government 

or letter/card number and date should be entered in the field provided for 

entering Job Card No. in Finacle/Sanchay Post and Aadhaar no. of the 

beneficiary.  

j. All other formalities applicable to PO Savings Account i.e. Specimen Signature, 

issue of PR in GDS Branch Post Offices, issue of passbook etc. should be 

followed.  

k. Interest will be calculated and credited in Basic Savings Accounts by following 

the normal procedure laid down for PO Savings Account.  

l. All existing Basic Savings Account will also be incorporated and treated as 

Basic Savings Account.  
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m. Other facilities like Cheque Book, ATM Card, eBanking, mBanking may be 

availed by Basic Savings Account holders, subject to fulfillment of eligibility 

conditions for these services. For the purpose minimum balance of Rs. 500 is to 

be maintained by account holder and Basic Savings Accounts may be converted 

in to PO Savings Account.  

4. Where circle received proposal from State Government for bulk account opening 

under any Governments Welfare Scheme, Circle may proceed for bulk account 

opening after taking list of beneficiaries, AOF, KYC form, Aadhaar from 

respective State Government/Beneficiaries. 

5. An individual may open a PO Savings Single Account in addition to a Basic 

Savings Account and vice versa. 

 

 

1.1 Procedure to be followed for Opening of Savings Account: 

a. Basic documents: 

 A person or persons desirous of opening of Savings Accounts has to fulfill/provide 

following information/document. 

1. Account opening form duly filled in and signed. 

2. Duly filled KYC form affixed with photograph  

3. Recent Photograph. 

4. Self-attested KYC document like ID proof and Address Proof. 

5. Depending on the quantum or amount of investment the documents as prescribed by 

KYC/AML norms. 

6. Pay-in-Slip duly filled in along with cash (SB account will be opened only by cash). 

 

b. Know Your Customer (KYC)/AML documents: 

 

 With the amendment of Prevention of Money Laundering Act-2002 in 2009, The 

Ministry of Finance, Department of Economic affairs extended its regulations to 

Small Savings Schemes also from 01.06.2009 onwards.  

All customers according to the amount involved at the time of opening of account or 

purchase of Savings Certificates or credit of maturity value into an existing account 

(where KYC are not submitted) have been categorized with the perspective of risk 

involved. The categorization is as under: 

 

(i) Low Risk: 

Where the customer opens account or applies for opening of Certificate Accounts or 

applies for credit of maturity/prematurity value of any existing Savings Instrument 

with an amount up to Rs.50,000/- and balance in all accounts and Savings 

Certificates does not exceed Rs.50,000/-. 

 

(ii) Medium Risk: 

Where the customer opens account or applies for opening of Certificate Accounts or 
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applies for credit of maturity/prematurity value of any existing Savings Instrument 

with an amount Rs.50,000/- but up to Rs.10 lakh and balance in all accounts and 

savings certificates does not exceed Rs.10 lakh. 

 

(iii) High Risk: 

Where the customer opens account or applies for opening of Certificate Accounts or 

applies for credit of maturity/prematurity value of any existing Savings Instrument 

with an amount exceeding Rs.10 lakh and balance in all accounts and certificates 

exceeding Rs.10 lakh. 

 

c. Customer Identification Procedure/CDD/KYC norms 

Following will be the Customer Due Diligence (CDD)/Know Your Customer (KYC) 

norms to be followed in case of opening of New Accounts/Certificate Account falling 

under different types of accounts or Savings Certificates Account: 

 

i. For Low-Risk Categories 

 

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

Account, separate photo of all joint holders should be given. 

 
IDENTIFICATION PROOF 

(Collect any one) 

 
ADDRESS PROOF 

(Collect any one) 

 Electoral Photo Identity card, 

 Ration Card with photograph. 

 Passport, 

 Driving License, 

 POSB Identity card/ Post Office 

Identity Card, Identity card from 

Central/State Government or PSU e.g 

PPO, BPL card, Job card issued under 

MG-NREGA duly signed by an officer 

of State Government. 

 Photo Identity Card issued by 

recognized University/ Education 

Board/ /College/School. 

 The letter issued by the Unique 

Identification Authority of India 

(UIDAI) containing details of name, 

address and Aadhaar number. 

 Bank or Post Office 

Passbook/Statement with current 

address. 

 Passport with current address. 

 Ration Card with current Address. 

 Electricity Bill of not more than three 

months old. 

 Telephone Bill of not more than three 

months old. 

 Salary Slip of reputed Employer with 

current address. 

 Certificate from any Public 

Authority/Postman or Gram Dak 

Sewak Delivery Agent or Branch 

Postmaster. 

 The letter issued by the Unique 

Identification Authority of India 

(UIDAI) containing details of name, 

address and Aadhaar number. 
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ii. For Medium Risk Categories 
 

PHOTOGRAPH 

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

Joint Account, separate photo of all joint holders should be given. 

 
IDENTIFICATION PROOF 

(Collect any one) 

 

 
ADDRESS PROOF 

(Collect any one) 

 

 PAN card or letter issued by IT 

Authority quoting PAN or Declaration 

in Form 60 or 61. 

If only Declaration in Form 60 or 61 is 

provided then one of the following 

documents are to be given for 

Identification Proof. 

 Electoral Photo Identity card 

 The letter issued by the Unique 

Identification Authority of India 

(UIDAI) containing details of name, 

address and Aadhaar number. 

 Passport, 

 Driving License, 

 Ration Card with photograph. 

 Photo Identity Card issued by 

recognized University/ Education 

Board/ 

/College/School. 

 Identify card from

 Central/State Government or PSU. 

 Bank or Post Office 

Passbook/Statement with current 

address 

 Passport with current address. 

 Ration Card with current Address. 

 Electricity Bill of not more than three 

months old 

 Telephone Bill of not more than three 

months old 

 Salary Slip of reputed Employer with 

current address. 

 Certificate from any Public 

Authority/Postman or Gram Dak 

Sewak Delivery Agent or Branch 

Postmaster. 

 The letter issued by the

Unique Identification Authority of 

India (UIDAI) containing details of 

name, address and Aadhaar number. 
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iii. For High-Risk Categories 

 
PHOTOGRAPH 

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

Joint Account, separate photo of all joint holders should be given. 

 
IDENTIFICATION PROOF 

(Collect any one) 

 

 
ADDRESS PROOF 

(Collect any one) 
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 PAN card or letter issued by I T 

Authority quoting PAN or Declaration in 

Form 60 or 61. 

If only Declaration in Form 60 or 61 is 

provided then one of the following 

documents are to be given for 

Identification Proof. 

 Electoral Photo Identity card 

 The letter issued by the Unique 

Identification Authority of India (UIDAI) 

containing details of name, address and 

Aadhaar number. 

 Ration Card with photograph. 

 Passport, 

 Driving License, 

 Photo Identity Card issued by 

recognized University/

 Education Board/ 

/College/School. 

 Identify card from

 Central/State Government or PSU. 

Note:- In case of SCSS account, where 

interest payment in exceeding Rs 50,000/- 

in a financial year and declaration in 

Form 15G or 15H is not given, copy of 

PAN Card is mandatory. 

 Bank or Post Office 

Passbook/Statement with current 

address 

 Passport with current address. 

 Ration Card with current Address. 

 Electricity Bill of not more than 

three months old 

 Telephone Bill of not more than 

three months old 

 Salary Slip of reputed

 Employer with current address. 

 The letter issued by the Unique 

Identification Authority of India 

(UIDAI) containing details of name, 

address and Aadhaar number. 

PROOF OF SOURCE OF FUND 

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

for investment 
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d. General 

 
ATTESTATION OF PHOTOCOPY OF DOCUMENTS 

Documents should be self-attested. In case of illiterate depositors, the documents 

will be attested by Gazetted Officer/Sarpanch/ Branch/Sub/Head/Chief Postmaster 

or Postman/Grameen Dak Sewak Delivery Agent. 

In case of investment through agent, these documents should also be attested by the 

agent. 

IN CASE OF JOINT ACCOUNT 

In case of Joint Account, ID and Address proof of all depositors are required. 

IN CASE OF MINOR ACCOUNT 

In case where the account/certificate holder is minor, the norms shall be 

applicable to the guardian. 

IF ID PROOF IS HAVING ADDRESS ALSO 

In case of Passport, Ration Card and Aadhaar Card, if address mentioned in 

account opening or Purchase application form matches with the address given in 

these documents, there is no need to give separate address proof. 

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

In case, wife, son, daughter and parents etc. who live with the father/mother and 

son, as the case may be, ID proof and Address Proof of the relative with whom the 

prospective customer is living along with a declaration from the relative that the 

prospective customer who wants to open an account or purchase a certificate is 

staying with him/her. 

 

1.2   Opening of Account in CBS Platform (FINACLE) in HO/SO: 
 

a.  Scrutiny of Account Opening Form (AOF), Application of depositor: 
 

1. If a person wishing to open an account attends the Post Office, the Post Office 

staff may guide the Customer/Messenger in filling in AOF if the Customer is 

an illiterate person. The depositor should be asked to fill KYC Form 

(Annexure-I) and also submit Know Your Customer (KYC) documents as per 

risk categorization (to be submitted only once at the time of CIF creation). 

 

2. The AOF and KYC Form (if submitted) should be scrutinized by the Counter 

Assistant to see that all the mandatory fields marked as * are correctly and 

legibly filled in. He will also check the entries on the foil and the counterfoil 

of the pay-in-slip to ensure that the entries in both parts agree in all respects. 
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The following points should be particularly looked in to: 

 

i. The depositor has given his/her full name and address to enable the 

department to distinguish him/her from another person of the same name. 

ii. The post office has to ensure that the name and address written in the 

account opening form is one and the same that is in the ID and address proof. 

 

iii. The depositor has filled the field of last name as it is mandatory in Finacle 

CBS for opening an account. If depositor is not having last name, he/she 

should be asked to fill first name as last name. 

 

iv. The depositor has filled his/her date of birth as it is mandatory to fill the 

same in Finacle CBS. 

 

v. The entries in the application form regarding nomination have been filled in 

legibly and two witnesses has signed at the relevant place in case of illiterate 

account. 

 

vi. In the case of an illiterate, blind and physically handicapped applicant 

wishing to avail the facility of operating his/her account through a literate 

agent, letter in prescribed form duly attested by a respectable person known 

to post office authorizing the agent to transact on his/her account should be 

obtained. The words “through agent” should be got noted on the application 

form and the specimen signature of the agent should be obtained on the 

application form in the presence of the Supervisor who should attest it. 

 

vii. If depositor has applied for ATM card or e-Banking or Mobile banking or SMS 

Banking, relevant fields in the account opening form has been properly filled 

and e-mail ID and Mobile number has been furnished mandatorily. 

 

viii. Pasting of photo in AOF and KYC Form in the relevant field is mandatory. 

Counter PA has to ensure that photo is horizontally pasted and the same 

should not go beyond the space provided in the form. 

 

ix. In case of Joint Accounts, separate photo of each depositor should be pasted 

at the relevant space. 

 

Note 1: The signature in the application form, if it is in English, must be in 

running hand and not in block letters. 

 

Note 2: A depositor whether literate or illiterate who has lost both of his/her 

hands can operate the account through the toe impression of his/her foot. 

 

x. If a person wishing to open an account is a minor, and he/she desires to open 

account in his/her own name and operate it, he/she must submit the 
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application form signed by him/her. No minor, however, has the right to open 

an account in his/her own name, unless and until he/she has attained the age 

of ten (10) years on the date of opening of account. Age proof of minor is 

mandatory. 

 

xi. When a person other than the Superintendent of a Mental Hospital or the 

Guardian applies for opening an account on behalf of a person of unsound 

mind, he should be requested to produce the order of a court appointing him 

as the person of unsound mind’s manger or guardian. 

 

xii.  The normal AOF should be used and after the entry of the name of the 

person opening the account, the name of the person of unsound mind should 

also be noted in the AOF. 

 

xiii. The counter PA will hand over all the documents to Supervisor for scrutiny 

who will verify the genuineness of KYC documents from the original 

documents produced, tally photograph either with the person or with photo 

ID proof submitted, name and address written in the application with the 

KYC documents and allow for opening of account by placing his/her dated 

signatures on the application form and return the same to the Counter PA. 

 

1.3   Nomination 
 

i. Nomination is mandatory for all accounts including the minor accounts 

opened on or after 01.04.2018. 

ii. Individual(s) opening a single or joint account may nominate any person or 

persons who in the event of the death of depositor shall become entitled to 

receive the payment of the amount due on the account by filling in the 

required details in the account opening application form (AOF). 

iii. The percentage for each nominee and the relationship of the nominee/s with 

the depositor should be filled in the prescribed columns. 

iv. If the nominee is a minor the depositor has to appoint an individual or 

himself to receive the amount in the account on death of the account holder 

during the minority of the nominee and name and address of the appointee 

should be filled in the AOF. 

v. A Depositor in a Single Account, or the depositors in a joint account, as the 

case may be, shall nominate one or more individuals as nominee but not 

exceeding four. Two witnesses are mandatory for illiterate accounts and no 

witness is required for literate account for registering the nomination. 

vi. A nomination made by a depositor at the time of opening of an account may 

be cancelled or changed by the depositor. 

 

vii. Whenever depositor desires to change the nomination he should submit the 

prescribed application in form SB-55 (Form-10) and credit fee of Rs.50+GST 

and present the same along with the pass book. 
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viii. In the account modification menu, the counter PA has to enter the 

nomination details with reference to the application and supervisor has to 

approve the same. 

ix. In case of an account opened by a minor or on behalf of a minor or a person of 

unsound mind, as the case may be, the nomination shall be made by the 

guardian, who may nominate any individual, including himself as a nominee. 

x. The application for cancellation or change should be filed along with original 

application form (SB-3)/(AOF). 

xi. The thumb impression of an illiterate depositor at the time of making 

nomination or altering the nomination in terms shall be attested by two 

witnesses. No witness shall be required in case of a literate depositor for the 

purpose. 

 

1.4   Creation of Customer Information File (CIF): 

The Counter PA should first check whether the customer is an existing 

customer or a new customer. For doing this, following procedure should be 

followed: - 

i. The Counter PA has to use CDEDUP menu in FINACLE CBS Software to do 

a De-duplication check by using the relevant function in the menu 

ii. Enter the data into the CBS system through the CCRC menu option. CBS 

system will not allow CIF creation unless all the mandatory fields are filled. 

iii. Then the counter PA should click on submit button and CIF number in 9 

digits will be generated by the CBS system. 

iv. The Counter PA should write CIF ID number generated by the CBS System 

on AOF and KYC Form and submit the same along with other related 

documents to the Supervisor for verification. 

v. Minor Account: If the account opened is on behalf of a minor, two CIF IDs are 

to be created – one for the minor and another for the guardian. 

vi. Vide SB Order 17/2017 linking of mobile number of account holder is 

mandatory for opening of any new account.  

vii. As per rule 6 of Govt.Savings promotion General Rules 2018( GSPR 2018) 

w.e.f from 1812.2019 for opening of any account submission of either PAN 

Number or form 60 is mandatory and if Form-60 is submitted by the 

customer PAN Number is to be submitted by the depositor without fail within 

next 6 months. 

1.5    Opening of account 
 

 A. Role of counter PA: 

i. The Counter PA should open Account Opening screen in CBS system using 

the menu CASBAO and enter CIF ID in the relevant field. Most of the fields 
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will be auto-populated based on the data entered in the CIF. 

ii. Scheme code should be selected from the drop-down menu and make relevant 

entries in the CBS application. 

iii. On completion of relevant entries, Counter PA should click on submit button. 

Account Number in 12 digits (Starting with “01” for SB, SSA, PPF schemes 

and starting with “02” for RD, TD, MIS, SCSS, NSC, KVP schemes) will be 

generated by the CBS Application. 

iv. Account Number should be noted on all relevant documents and the 

documents should be handed over to the Supervisor for verification. 

  

B. Role of Supervisor: 

i. The supervisor after scrutinizing all the documents, should go to verify option 

CASBAV in FINACLE CBS System and after satisfying all the data entered 

by Counter PA, verify the account. 

ii. If supervisor finds any deficiency in the data, he should ask the Counter PA 

to modify the data through Finacle CBS system, then it should be verified by 

the Supervisor. 

iii. Once the account is verified by Supervisor in the Finacle CBS, the account 

will become active for further transaction. 

 

Minor Account: If the account opened is on behalf of a minor, once the minor 

attains majority, the status of account will automatically be shown as “freeze” 

in FINACLE CBS Application. By invoking the menu “CMRC” the “CIF” 

should be modified by changing the mode of operation to 012-self to enable 

the ex-minor to operate the account independently. 

 

1.6   Acceptance of Deposit/Funding in Savings account: 

i. Initial deposit for opening of SB should be made through cash only. 

ii. Minimum deposit for opening SB account is Rs 500/- and minimum 

subsequent deposit should be Rs 10. Fraction of rupee is not allowed. 

iii. Savings Account cannot be funded simultaneously while opening the account. 

The account can be funded only after the completion of Supervisory 

verification of the New Account opened. 

iv. Counter PA should fund the account invoking the menu CTM. 

v. Transaction ID generated by FINACLE CBS shall be written on the upper 

right-hand corner of the Pay-in-Slip (SB-103) in red ink prefixed by scheme 

name and should be submitted to the supervisor for verification. 

vi. Supervisor has to verify the transaction in FINACLE CBS using same menu 

with his own Login ID and once verification is done, account will be funded. 

vii. At the end of the day, all Account Opening Forms (AOFs) along with KYC 

documents should be placed in the relevant Ring Guard Files of A4 size and 
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KYC Form (if taken) should be dispatched to concerned CPC in a service 

registered packet duly sealed. 

 

 

 

1.7   Printing of Pass book: 

i. Counter PA should print the Passbook through Pass book Printer and 

hand over to the customer. 

ii. No manual entries should be made in the Pass book in the office where 

Pass book Printer is supplied. 

iii. Any CBS PO can issue fresh passbook for the account standing in any 

other CBS PO in lieu of used up / old spoiled passbook, following the 

procedure prescribed in Rule 44 of POSB CBS Manual. 

 

1.8   Opening of Account-Procedure in Branch Post Offices (Non RICT): 

i. On presentation of the AOF and KYC Form (if submitted) of account and 

KYC documents, BPM should see that AOF and KYC Form has been filled 

correctly and required KYC documents have been given as per risk 

categorization. 

ii. A preliminary receipt in form SB-26 for the amount of the first deposit 

should be prepared in triplicate by carbonic process by the Branch Post 

Master. 

iii. The pencil copy of the Preliminary Receipt should be given to the depositor, 

the duplicate copy of the Preliminary Receipt (SB-26) should be sent to 

Account Office with Account Opening Form and third copy should be 

retained as office copy. 

iv. Account Opening Form, KYC Form, KYC documents and duplicate copy of 

SB-26 should be sent to Account Office duly entered in the BO Journal and 

BO Daily Account. 

v. An index to the SB-26 receipts to be maintained by the account office and if 

any discontinuity should immediately be reported to head of the division 

 

1.9   Procedure in the Account Office for accounts opened at Branch Post 

        Offices (Non RICT): 

i. The Counter Assistant will first create new CIF if not already exists and 

open the account in FINACLE CBS Software by following the same 

procedure as laid down for the account opening at the counter. 

ii. The Counter Assistant will select relevant scheme code and BO Code from 

the relevant drop down in FINACLE CBS account opening screen and 

enter the value date as the date of acceptance of deposit at BO. 
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iii. After verification by the supervisor, Counter PA should fund the deposit 

amount from BO settlement Office A/c through “CTM” menu by selecting 

the type-transfer and note down the TRAN ID at the upper right-hand 

corner of SB-103 in red ink prefixed by scheme name and submit SB-103 to 

Supervisor for verification. 

iv. After verification by the supervisor, Pass book will be printed and handed 

over to Sub Account PA for sending the same to BO duly entered in the BO 

Slip. 

 

1.10 Opening of Account-Procedure in Branch Post Offices (RICT): 
 

i. For opening of new account (SB/RD/TD/SSA) up to Rs. 5000 through 

withdrawal form, procedure prescribed in POSB(CBS) Manual Appendix II 

para 1(A) should be followed 

ii. For opening of new account in SB/RD/TD/SSA above Rs. 5000/- or opening of 

account in PPF/MIS/SCSS/KVP/NSC, the depositor has to submit account 

opening form, KYC form, KYC documents (if not already submitted), pay in 

slip along with passbook of POSB account and withdrawal form (SB-7). 

iii. On the acquittance portion (receipt side) of the withdrawal form (sB-7) 

depositor has to write ‘for opening' of new ........ (Name of scheme) Account in 

the name of........ (Signature of depositor). 

iv. GDS BPM will check withdrawal form and POSB passbook as well as 

Account Opening Form, KYC form, KYC documents and pay-in-slip and 

ensure that these are complete in all respect. 

v. While examining withdrawal form, GDS BPM will follow the procedure laid 

down for high value withdrawal from savings account in para 4 of Appendix 

II of POSB CBS Manual' 

vi. Preliminary Receipt, SB-26 is to be issued for opening of new account and 

receipt from SB-28 is to be issued for the SB passbook collected by the GDS 

Branch Postmaster' 

vii. GDS BPM will send withdrawal form (SB-7), POSB passbook, Account 

opening Form, KYC form, KYC documents and pay-in-slip duly entered in BO 

Journal and BO Daily Account on the date of receipt through BO Account 

Bag. 

viii. On receipt of both passbooks (POSB and New Account) from Account office, 

GDS Branch Post office will hand over the passbooks to the depositor after 

updating SS Book, BOSB Journal. BO Journal of the relevant scheme and 

depositor's copy of SB-26 and SB-28 should be taken back and pasted with 

the office copy. 

 

1.11 Procedure in the Account Office for accounts opened at Branch 

Post Offices (RICT): 

 
i. On receipt of withdrawal form (SB-7), Account Opening Form, KYC form, 

KYC documents, pay-in-slip and passbook of SB account, Account office 

should ensure that the depositor is eligible to open new account and name of 

depositor in POSB Account and in the Account opening Form must be tallied. 
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ii. Account office has to ensure that on the acquittance portion (receipt side) of 

the withdrawal form, depositor has written. For opening of new ...... 

...............(name of scheme) Account in the name of ...... ............  signature of 

depositor)" and signature of depositor is tallied with the signatures on 

application side of the withdrawal form and signatures available in the office 

record/Finacle and both account under same CIF or minor under same 

guardian CIF' 

iii. Account office will follow procedure prescribed for opening of account and 

funding through transfer from Savings Account ai per Rule 22 of POSB (CBS) 

Manual. Account should be linked with relevant BO in Finacle CBS 

Application 

iv. After opening of account is completed, the Account Office will print new 

passbook and update passbook entries through Passbook printer and send 

back both passbooks to concerned GDS Branch Post Office duly entered in BO 

slip on the same day. 

v. All accounting entries will be done in Account Office. 

 

1.12     Subsequent Deposits/Credits - Mode of Deposits/Credits: 

In the CBS platform, deposit may be made at any Post Office within the 

limits. The deposit can be made in any of the following modes. 

a. Cash. 

b. A cheque or a demand draft drawn in favour of the depositor or the 

Postmaster and crossed generally or specially in favour of the Post Office 

Savings Bank. 

c. Transfer from one account to another account (POSB). 

d. Closure value and Interest due of any Small Savings Scheme.  

e.   By SB Money Orders received from Field Post Offices. 

f.   By electronic transfer permitted by the Reserve Bank of India in respect of 

similar transactions in commercial banks. 

g. Compulsory credit of TD, MIS, SCSS interest to SB accounts only. 

 

A. Procedure for Cash Deposit at Head/Sub Post Offices: 

 

a. The account holder should come either personally or through a messenger 

and present *Passbook Cash along with Pay-in-slip at the counter. 

b. No subsequent deposit shall be accepted for an amount less than TEN 

rupees and in whole rupees only. 

c. Counter PA should then count the cash and tally it with the entry made in 

the Pay-in Slip. 

d. Once he is satisfied that cash is tallied, place initial on the counter foil and 

return it to the depositor duly date stamped. 

e. Counter PA should go to CTM menu in the FINACLE CBS software and 

enter the amount deposited and submit. 

f. Transaction ID generated by CBS should be noted on the right-hand corner of 
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the Pay-in-Slip in red ink prefixed by scheme name. 

g. After the transaction, Pass book should be updated through Pass book printer 

and hand it over to the customer. 

*It is not mandatory to present Pass book for every deposit transactions. 

o If an illiterate depositor attends any post office for deposit/withdrawal, 

presentation of Passbook is mandatory. 

o If depositor whose account stands at any Extra Departmental Branch Post 

Office attends any CBS Post Office for deposit/withdrawal, presentation of 

Pass book is mandatory. 

 

 

1.13  Procedure to be followed at AO for Deposits at Branch Offices (Non-

RICT): 

i. The Sub Account Assistant in the Account Office should satisfy himself 

that the amount of deposit has been credited against item “SB” 

deposits” in the branch office daily account. He Will transfer the pay- in-

slip to the SB Counter Assistant. 

ii. The Counter Assistant should follow the same procedure as laid down for 

the acceptance of deposit. 

iii. In CBS Application make the deposit entry at the counter and select ‘type’ 

transfer and debit to BO Settlement Office A/c, credit to Customer SB A/c. 

iv. BPM should accept cash deposit within the limit prescribed (Maximum of 

Rs 50,000 per account per day) by the Department from time to time. 

v. In respect of subsequent deposit / deposit for opening of any type of 

account, through Withdrawal form and Cheque, no such limit of Rs 50,000/ 

in a day in an account is fixed. 

 

1.14  Deposit by cheques, drafts etc.: 

When a depositor presents a cheque or draft for deposit in a Saving 

Account, Counter PA will go through the following checks to satisfy that 

cheque is in order: 

i. The cheque is written and signed in ink or with ball point pen. 

ii. The cheque is neither postdated nor is more than 3 months old. 

iii. It is not mutilated or torn and there are no over writings, erasures or 

corrections. 

iv. The amount of the cheque is for an amount not less than the Rs. 10/-. 

v. The cheque, if drawn in favour of the Post Master, it is endorsed by the 

depositor on the back of the cheque “for crediting in Savings Account No. 

vi. If the cheque is drawn in favour of the depositor, account number has 

been written on the back of the cheque. 

vii. Particulars of cheque should be written in the pay-in-slip and presented 
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along with the cheque. 

viii. Date of realization will be taken as the date of deposit. 
ix. Collection Charges for Outstation Cheques 

x. Outstation cheque collection charges as notified by Reserve Bank of India 

from time to time should be charged from, the account holder. However, 

no collection charges should be charged if any cheque is issued by 

postmaster on account-of maturity of any account or certificate is treated 

as outstation during the clearing. 

• No collection charge for POSB cheque. 

 

xii.  The following criteria will apply for treating a cheque as “Local” or 

“Outstation” for the purpose of realization charges. 

 

• A cheque drawn on any bank at the same station as that of the office 

at which it is accepted will be regarded as local cheque. 

• A cheque drawn on any bank located at the same station as that of 

the HPO and accepted at any of its Sub Offices will also be regarded 

as local cheque. A Cheque drawn on any bank with remarks 

“payable par at all branches” is also treated as local cheque. 

• In case of CTS clearing, cheque issued by the Bank within the 

jurisdiction of CTS Grid shall not be treated as Outstation cheque. 

• Cheque on which “AT PAR” is printed, shall not be treated as 

outstation cheques. 

• All other cheques will be treated as outstation cheques. 

 

Procedure for acceptance of cheque for deposit in Savings Bank: 
 

i. The cheque presented should be carefully scrutinized to see that all the 

conditions are fulfilled. 

ii. Check whether the particulars of the cheque are noted in the pay-in- slip. 

iii. A receipt in the counterfoil of the pay-in-slip will be given to the depositor. 

iv. No entry of deposit in the Pass Book will be made at this stage. 

v. Cheque along with the Pay-in-Slip are sent to HO by invoicing in the list 

of documents. 

vi. After realization of the cheque, the deposit will be taken into account to 

HO in the first instance. 

vii. Deposit will be entered in PB when the depositor presents the pass book. 

viii. Deposit by cheque is permitted in BO also– cheque after examination to 

be sent to AO noted in BO daily account. Entry in passbook is made only 

after realization of cheque. 

Cheque deposits can be accounted for only on realization. SOs can send 

cheques to HOs for realization. The HOs can realize the cheques and 

deposit in concerned account. 

When cheque is accepted for deposit, Counter PA should verify the cheque 
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to confirm that the instrument is in order. If outstation cheque is 

accepted, depositor should be informed that commission will be deducted 

from the account after crediting the amount upon realization. The 

counterfoil should be signed and handed over to the customer, the foil 

portion to be retained for records. 

 

 

Realisation of cheques: 

When the intimation of clearance is received from the bank, the status of 

the cheque has to be updated in Finacle software at HO. 

 

Action on dishonor of cheque: 

When the cheque is returned by bank with remarks insufficient balance, 

signature difference or other reasons the cheque will be treated as 

dishonored. In such eventualities, a charge of Rs.100/- plus GST @ 18% 

will be charged automatically for Inward/Outward Reject and Manual for 

Outward Reject for cheques lodged in office account SOLID+ 0382. One 

SB-7 form needs to be prepared for total cheque dishonored charges 

signed by the Postmaster. Intimation regarding the dishonored cheque to 

be sent to the depositor though ordinary service post. When customer 

approaches the Post Office, the cheque has to be returned to depositor 

along with the report of the bank by taking acquittance. 
 

Regarding acceptance of withdrawal form (SB-7) with passbook for subsequent 

deposit to National (Small) savings Schemes in GDS Branch post offices: 

 

a. For subsequent deposits  

i. Subsequent deposit up to Rs.5000/-in SB account through withdrawal 

form (SB-7) procedure prescribed in POSB (CBS) Manual Appendix II 

para-1C (3) should be followed at GDS Branch Post Office. 

ii. For subsequent deposit above Rs. 5000, the depositor should submit 

withdrawal form (SB-7) along with POSB passbook and pay-in-slip along 

with passbook of SB account (for all subsequent deposits). 

iii. On the acquittance portion (receipt side) of the withdrawal form, the 

depositor has to write. For credit in the Account No in the name of......... 

(Signature of depositor)" 

vi. GDS BPM will check withdrawal form and pay-in-slip and with passbooks 

and check that withdrawal form and pay-in-slip are complete in all 

respect. 

iv. GDS BPM will examine the withdrawal form and follow the procedure 

laid down for handling high value withdrawal from savings account in 

para 4 of Appendix II of POSB CBS Manual and send both passbooks, 

withdrawal form and pay-in-slip to account office duly entered in BO 

Journal and BO Daily Account on the date of receipt through BO Account 

Bag. 

vii. Receipts from SB-28 are to be issued for both the passbooks collected by 

the GDS Branch Postmaster. On receipt of passbooks from Account office, 

GDS Branch Post office will hand over the passbooks to the depositor after 
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updating details in BOSB Journal and BO Journal of relevant scheme. 

Depositor's copies of SB-28 should be taken back and pasted with the 

office copy.  

 

b. Procedure to be followed by Account Office: 

i. On receipt of withdrawal form (SB-7), pay-in-slip and passbooks, the 

account office will follow the procedure prescribed for credit through 

transfer from Savings Account laid down in Rule 26(3) of POSB (CBS) 

Manual. 

ii. Account office should ensure that on acquittance portion (receipt side) of 

the withdrawal form depositor has written "For credit in the Account 

No................... in the name of ......(Signature of depositor)" and signature 

of depositor tallied with the signatures on application side of the 

withdrawal form and signatures available in office record/Finacle and 

both account under same CIF or minor under same guardian CIF. 

iii. Account office should ensure name of depositor in POSB account tallies 

with the name of depositor of the account in which subsequent deposit is 

applied. 

iv. After the transaction is complete, Account office will print both passbooks 

and send back to concerned GDS Branch Post Office duly entered in BO 

slip on the same day 

 

 

1.15  SB-44 Register and SB 12 (c) Register: 

o SB-44 Register is a register to be maintained in SOs for passbooks 

remaining in deposit. 

o If a depositor fails to take delivery of his pass book within 30 days from 

the date of its receipt, the S.O. will forward the pass book to the HO. 

Duly entered in the List of Documents with remarks Undelivered. 

o In HO, particulars of such PBs will be entered in SB-12(c) Register. 

o If a pass book is not claimed within a period of three months from the date 

of its original receipt at the HO. it should be transferred to the SBCO for 

safe custody for a period of 1 year. 

 

1.16   Deposit by Transfer of funds: 

i. If a depositor wants to deposit amount in his Savings Account by transfer 

of funds from any other Savings Account standing in his name at any Post 

Office working on FINACLE CBS Software, he has to submit a 

withdrawal Form or POSB Cheque along with Pay-in-Slip. 

ii. Counter PA has to follow the procedure laid down for allowing withdrawal 

from a Savings Account as laid down in relevant rule and then enter the 

Savings Account number mentioned in the Pay-in-slip in the relevant field 

after selecting the mode as TRANSFER using “HTM” menu of CBS. 

iii. Transaction ID generated is to be verified by the Supervisor. 
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iv. This can be allowed if the amount sought to be transferred is within the 

limit prescribed from time to time in case of inter sol transaction. 

 

1.17   Deposit by electronic mode: 

The accounts standing in Post Offices working on FINACLE CBS 

Application, deposits can be made through different electronic modes like 

Internet Banking, Mobile Banking, SMS Banking, ATMs. All such 

deposits will be accounted for in designated Post Offices. (These features 

are partially operationalized). 

 

1.18   Withdrawals/Debits from Savings Account: 

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

i. Withdrawal across PO Counter (through SB-7/Form-2 or by POSB 

Cheque). 

ii. Withdrawal using debit card through PO/Bank ATMs. 

iii. The minimum amount of withdrawal allowed from Savings account is Rs 

50. 

iv. Withdrawals shall be made in whole rupees only. 

 

A.      Action to be taken by the counter PA on withdrawal application: 

i. Counter PA has to see that the depositor has filled all required columns of 

the withdrawal form (SB -7) and account belongs to the same depositor. 

ii. Counter PA should also ensure that sufficient balance is available in the 

account through “HACLI” Menu. 

iii. Counter PA should then tally signature of the depositor(s) with the 

specimen available in the FINACLE CBS Software by using the Menu 

“IES”. 

iv. In case of difference in signature, the depositor may be identified through 

a proper document or person known to the Post Office. 

v. When a withdrawal is sought through a messenger and the signature of 

the account holder on SB-7/cheque differs with the specimen signature 

available in the record, withdrawal should not be allowed. Depositor(s) 

should be asked to attend the post office for identification through proper 

document. (DG posts Instructions 110-13/2004-SB (POL –ii 22-06-20017 

and SB order 9/2007). 

vi. After satisfactory identification of Depositor through 

Signature/Documents/Witness, the withdrawal shall be entered by using 

the Menu “CTM” in Finacle software. 

vii. If the amount of withdrawal is up to Rs.5000/-, Counter PA will sign on 
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the warrant of Payment. 

viii. The depositor or messenger as the case may be to sign in the receipt 

portion by writing amount withdrawn in words and figures. Cash should 

be paid and Pass book (if presented) should be updated through Pass book 

printer. 

ix. If amount exceeds Rs.5000/-. Counter PA should write Transaction ID on 

the upper right-hand corner of SB-7 in red ink prefixed by scheme name 

and transfer to Supervisor. 

x. After verification of transaction by the Supervisor, withdrawal will be 

allowed. 

xi. No withdrawal shall be permitted which has the effect of reducing the 

balance to less than five hundred rupees. 

xii. In case of withdrawal to an illiterate account holder he should be 

identified through a respectable person known to the post office and his 

thumb impression should be affixed in the withdrawal application in his 

presence and he has to attest it. The amount should be paid to the 

illiterate account holder in the presence of the identifier and he has to 

certify it in the acquittance portion of the withdrawal application. 

xiii. If the amount is withdrawn by the guardian from a minor account, he has 

to furnish a certificate in the application for withdrawal in the following 

format. Certified that the amount sought to be withdrawn is requiredfor the use 

of …………………………. who is a minor and alive this day. 

xiv. SAS/ MPKBY agents cannot act as messenger. 

 

B. Identification by attestation: 

A depositor can be identified by getting his signature in SB-7 attested by any 

respectable person whose signature or seal is familiar to the Post Office i.e., 

Attestation by College Principal, School Headmaster, Gazetted Officer etc… 

C. Identification through documents: 

Identification of the depositor can also be established by one of the following 

documents. 

Postal Identity card, or any of the officially valid document containing the 

photograph of the depositor. 

 

Format of certificates to be given on withdrawal form. Attestation of thumb 

impression/mark of illiterate or signature/mark of blind depositor: 
 

“Certified that the depositor is known to me and his thumb impression/mark affixed 

in my presence”. 

 

At the time of payment to illiterate or blind depositor in addition to the above 
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certificate the following also to be added in the warrant side: 

“The depositor is known to me, his thumb impression/mark affixed in my presence 

and the amount of Rs ……………actually paid to the depositor in my presence” 

 

When the signature of the depositor does not tally with the specimen signature on 

record: 

 

“Certified that the depositor is known to me and has signed in my presence” 

 

Signature of identifier with Address 

 

 

Withdrawal at Branch Offices (Non RICT): 

  

A. General Conditions: 

1. A Branch Office is authorized to allow withdrawal of amount not exceeding 

Rs.20000/- without obtaining prior sanction of its account office subject to the 

condition that not more than one withdrawal is allowed on any day from any 

account. 

2. Application for withdrawal in excess of Rs.20000/- will be passed by the 

Account Office on receipt of Pass book received from BO along with SB-

7(filled in and signed by the depositor), through Sub Account PA. 

3. The counter PA after verification of the Signature and Balance will invoke 

the transaction in the Finacle CBS software and pass the warrant of 

payment. 

4. The amount sought to be withdrawn and the date of receipt of application for 

withdrawal for sanction should be entered in the register in form (SB-45) and 

then transferred to the Postmaster together with the Pass Book and the (SB-

45) register. 

5. The warrant of payment together with the Pass Book should thereafter be 

made over to the Sub Account Assistant under receipt in the register (SB-45) 

who will forward the same to the Branch Office by first post entered in the 

Branch Office Slip. 

 
B.  Procedure to be followed when the warrant of payment received from BO (NON-

RICT): 

1. On receipt of the paid voucher from the BO, the signature on the warrant of 

payment with that on the application for withdrawal and the specimen 

signatures of the depositor available in the system is to be compared. 

2. An entry of transaction in the relevant account in FINACLE CBS Software is 

to be made. 
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3. The date of withdrawal is to be entered in the register (SB-45) in case of 

warrants above Rs.20000/-. 

4. If any discrepancy is noticed or in case the signature of the depositor in the 

warrant of payment is found not tallied with that on the application for 

withdrawal, the matter should be reported to immediate Supervisor. 

5. Initial in the register (SB 45) against the entry is to be made by the 

Supervisor. 

 

C.  Withdrawal through POSB Cheque: 

1. In a Cheque account, withdrawals have to be made through cheque and not 

through the SB withdrawal (SB-7). 

2. If depositor of a cheque account wants to withdraw by SB-7, the Postmaster 

should carefully examine the same and after due satisfaction that the 

withdrawal is genuine may allow the withdrawal subject to presentation of 

Passbook by the depositor. 

3. On presentation of the POSB Cheque, following checks are required to be 

carried out: 

 Cheque issued from that office (in case of Finacle Offices cheques issued from 

other offices will also be accepted). 

 Written & signed in ink or ball point pen. 

 Not mutilated or torn. 

 No ‘stop payment’ instruction received from depositor. 

 No corrections of any kind are permitted on the cheques. 

 No withdrawal after the death of the depositor. 

 Amount noted in words & figures agree. 

 Currency within three months from the date of issue. 

 Not a postdated cheque. 

 Minimum amount of cheque is Rs.50/-. 

 10 cheque leaves are free in a calendar year and Rs 2 +GST will be charged 

for every subsequent leaf. 

4. The facility of withdrawal by cheque will be permissible in all types of 

accounts except in an account (i) opened by a minor (ii) on behalf of lunatic 

and illiterate (iii) accounts standing at BO. 

5. A crossed cheque is not payable otherwise than to a banker. It can only be 

paid to or through a bank including Post Office Savings Bank. 

6. Once satisfied that cheque is genuine, the Counter PA will make necessary 

entries of withdrawal in the account by using “CTM” menu in the FINACLE 

CBS Software. 

7. Transaction ID generated by CBS Application should be noted on the right-

hand upper corner of cheque as prescribed for SB-7. 
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8. Same procedure should be followed as prescribed for withdrawal through       

SB-7 up to the amount Rs.5000/- and Pass book should be updated with 

withdrawal entry with Pass book printer. 

9. If amount exceeds Rs.5000/-, then POSB Cheque should be handed over to 

Supervisor for verification and approval. 

10. The Supervisor should verify the signature of the depositor and put initial on 

the cheque. 

11. The Supervisor should cancel the depositor’s signature on the cheque by 

running a thin wavy line in red ink through it in such a manner as to ensure 

that signature is not obscured. 

12. The Supervisor impress the “Pay Cash” stamp across the face of the cheque 

or write the word “Pay Cash” and sign in full in red ink in token of having 

authorized payment. 

13. Supervisor, should open CTM menu in CBS and will pass the withdrawals 

and return the cheque to counter PA for making payment. 

14. Counter PA will pay cash to the depositor or bearer of the cheque and either 

write or impress with the rubber stamp as “Paid Cash”. 

15. If it is a bearer cheque, signatures of bearer should be obtained on the back 

side of the cheque. 

 

D.  Withdrawal through ATM Card: 

1. The Depositor who has been issued ATM cum Debit Card, can make 

withdrawal either at any ATM installed by the Department of Posts or of any 

other Bank ATMs. 

2. Charges if any notified from time to time for transactions done through either 

Departmental ATMs or other bank ATMs shall be deducted from the account 

of the customer. 

Limits and Charges in respect of different types of ATM transactions are 

given below. (Source: India post website) 

 

ATM transaction / Charge details 

Daily ATM cash withdrawal limit INR. 25000/- 

Cash withdrawal limit per transaction INR. 10000/- 

Charges for transactions done at DOP 

ATMs 

Free (Both Financial & Non-

Financial) with a limit of 5 

Financial transactions per day 
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Permissible free transactions done at 

other Bank ATMs (Per Month) 

Metro Cities - 3 free 

transactions (Both 

Financial & Non-

Financial) 

Non-Metro Cities - 5 free 

transactions (Both Financial 

& Non-Financial) 

Charges after exceeding permissible free 

transaction limit at other Bank ATMs 

Financial & Non-Financial 

Transactions Rs.20/- + 

Applicable GST 

 

E.  Withdrawal through an electronic mode: 

The depositor whose account stands at any CBS Post Office may make 

withdrawal through any electronic mode like Internet banking, Mobile 

Banking, SMS Banking, ECS. NACH etc. once all these channels are 

operationalized fully. 

F. Deduction of TDS in respect of aggregate cash withdrawal above Rs. 20 lakh by an 

account holder of National (Small) Savings Schemes for non ITR filer under section 

194N of I.T.Act 1961. 

 

 The new provisions in section 194N are applicable from 01.07.2020 

 

 

Amount paid in cash during a FY to a 

customer in all accounts 

Rate of Income Tax (TDS) 

A. For non ITR Filers 

 

(a) If aggregate Cash withdrawal exceeds Rs. 

20 Lakh but does not exceed Rs.1 Crore 

during a FY. 

 

(b) If Cash withdrawal exceeds 1 Crore during 

a FY 

 

 

 

2% of amount exceeds Rs. 20 

lakh. 

 

 

5% of amount above Rs. 1 crore. 

B. For ITR filers 

 

If Cash withdrawal exceeds Rs. 1 crore during 

a FY. 

 

 

2% of amount above Rs. 1 crore. 

 

(SB Order 05/2021) 

 

1.19    SB-43 Memo of Admission of Payment (MAP): 

To be obtained in the following cases, 

1. If a warrant of payment is lost before its submission to the Savings Bank 
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Control Organization (SBCO), omission/difference in signature of depositor in 

SB7/SB7(a)/ SB7 (b)/SB7 (c) etc., 

2. Discrepancy in the amount receipted found during scrutiny/audit. The 

depositor or agent, as the case may be, should be asked to sign the memo in 

the place provided for the purpose admitting the receipt of withdrawal 

amount. 

The memo should then be impressed with the date stamp, attested by the 

Postmaster at the office of payment and forwarded to SBCO through HO. 

 

1.20     Calculation and Posting of Annual S.B. Interest and Posting of Interest 

in Pass Books in Head/Sub Post Offices: 

1. In FINACLE CBS Application, interest calculation and positing for SB 

accounts will be automatically carried out on 1st April of every year for all 

Post Offices (SOLs) working on CBS platform. The 1st April will be observed 

as non-transaction day for calculation of interest. 

2. The interest is calculated on the basis of Interest-Bearing Balance (IBB). 

3. IBB is the lowest balance at credit for the depositor in each calendar month 

between the close of the tenth day and the end of the month. 

4. Amount less than 500/- should not be taken for IBB and fraction of rupee is 

ignored. 

5. Method of calculation of Interest……. 

  Interest = Total IBB X Rate of interest 

                  12*100 

• If interest arrived at is less than Re.1/- not to be added to the account. 

• If exceeds Re.1/- fraction of a rupee is rounded off to the nearest rupee i.e., 

50 paise and above is taken to the next rupee and less than 50 paise is 

ignored. 

6. In Head Offices and Sub Offices, when for the first time a pass book is 

presented after 31st of March for any purpose, the amount of interest should 

be entered in the pass book by updating the entries by printing. 

7. The Head/Sub Offices where the BOs are attached should generate list of BO 

wise accounts. As and when pass book of any account belonging to BO is 

printed, it should be marked in red ink manually in the list. 

 

1.21     Silent Accounts: 

1. An account is to be treated as silent when there is neither deposit nor 

withdrawal in the account for a period of 3 consecutive financial years. 

E.g: An account in which a transaction is done on say 02-04-2018 will be 

treated as silent on 01-04-2022. 
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2. The entry of interest in the account is not treated as a transaction. 

3. Silent accounts having balance below the stipulated minimum (i.e., Rs. 500/-), 

account maintenance charge of Rs.50/- shall be deducted on the last working 

day of each financial year during Annual Interest calculation done in Finacle. 

After the deduction if the balance in the account becomes nil, the account 

shall stand automatically closed. 

 

 Revival of Silent Account: 

1. Depositor to present an application for revival of account, Pass book, KYC 

Form in duplicate, KYC documents (as required at the time of account 

opening). 

2. The depositor's signatures and KYC documents submitted by the depositor 

should be tallied with the data available in the CBS Application. 

3. If the application is submitted at SOs, the details should be entered in the 

register to be maintained and application for revival duly recommended with 

prescribed KYC Form (in duplicate) with KYC documents to be forwarded to 

HO on the day of receipt. 

4. HO will verify the signature and also ensure proper KYC documents have 

been taken. HO will first unfreeze the account and then modify the status 

from Dormant to Active. 

5. HO will return the application to SO along with one KYC Form and KYC 

documents duly signed mentioning date of revival and one copy of KYC Form 

will be sent to CPC. 

6. SOs shall maintain separate guard file to keep these applications and KYC 

documents as well as KYC Form which will be checked by visiting/inspecting 

authorities. 

 

1.22     SB-104 List of Documents (LOD): 

1. Prepared at SOs in duplicate for noting special documents sent to HO. 

2. Pass book sent for verification, cheque with SB-103 for clearance, PBs for 

revival to be forwarded to HO invoiced in the LOD. 

3. If no document is sent, a remark “No documents sent” noted on the top of 

LOT in Red ink with the signature of SPM. 

4. Document to be arranged in the serial order as noted in the list, to be stitched 

with carbon copy of the list, enclosed in cover & sealed and sent. 

5. Both copies of the Lists to be signed by SPM and impressed with date stamp. 

 

1.23     SB-28 Receipt for the Depositor’s Pass Book: 

1. When a CBS Pass Book is made over by a depositor to a Post Office for any 

purpose, a receipt will be issued from SB-28 and handed over to the 
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depositor. 

2. Counter PA will note the Account number, Name of depositor, balance at 

credit in PB through carbonic process. 

3. Both the copies are impressed with date stamp and signed by the Supervisor 

after check. First copy of SB -28 is given to depositor. Duplicate retained as 

office copy. 

4. When PB is delivered back to the depositor, acquittance obtained in the 

depositor’s copy which should be collected back and pasted with original. 

5. Books will be supplied by Account Office to its subordinate offices. 

6. SB-28 books are supplied from PSD to HO. Each booklet contains 50 receipts 

in duplicate. SPM/PM has to check the correctness before the receipt book is 

brought in use. Same procedure is to be followed while supplying it to BOs 

also. 

 

1.24     Closure of Savings Account: 

A.  General: 

1. The depositor should present the pass book and account closure form (SB-

7A/Form-2) at the Post Office where the account stands. 

2. Even in the case of cheque account, SB-7A/form-2 form only is used while 

closing the account. Cheque should not be used. Unused cheque book/cheques 

leaves should also be presented. 

3. Credit of closure value into account holder’s Bank Account: 

i. Account holder will submit account closure form along with passbook and 

a cancelled cheque or copy of first page of Bank passbook at concerned 

post office.  

ii. Counter PA will modify respective account and enter ECS details on the 

basis of cancelled cheque/copy of first page of Bank passbook in respective 

account modification menu.  

iii. Supervisor will verify the account modification and file ECS mandate 

form in a Guard file.  

iv. Counter PA will close the account by selecting option “Customer 

Instruction” in respective scheme’s closure menu.  

v. Supervisor will verify account closure.  

vi. Supervisor will run HPR menu and print account closure report and 

handover to account holder as acknowledgement.  

vii. Chennai GPO will generate ECS credit file on next day for all such 

transactions and upload outward credit files to NPCI.  

viii. The interest and maturity value will be credited in the account holder’s 

Bank Account on D+1 basis i.e. Next working day. 

B.   Procedure to be followed for closure of Savings Account: 

 It is to be checked to see whether the account stands in the same office where 

the request for closure is presented. 

 The amount of withdrawal entered on SB-7A/Form-2 is the entire balance at 
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credit through CBS Finacle software. 

 The depositor’s signature on SB-7A/Form-2 tallies with signature in CBS 

Finacle software. 

 A remark ACCOUNT CLOSED in red ink on cover page, first page and 

unused pages of Pass Book to be marked. 

 Account Closure Form SB7-A should be handed over to Supervisor after 

writing Transaction ID on the right-hand upper corner prefixed with scheme 

name i.e SB-XXXXXX along with unused cheque leaves. 

 Supervisor will validate the transaction in “HCAAC” menu after verifying the 

signature(s) in the CBS application and return the documents to the Counter 

PA along with Account Closure Form duly signed on warrant of payment. 

 All unused cheques leaves collected by Counter PA if any should be sent to 

SBCO. 

 The closed CBS Pass Book is to be returned to the depositor/messenger after 

obtaining the receipt of CBS Pass Book on the warrant of payment by adding 

the word “The closed CBS Pass Book returned to me” under the heading’ 

Acquittance’. 

 The SB-3 or AOF is to be attached with the closed voucher and sent to SBCO. 

If the account opening form is not available, a revised AOF should be 

collected from the account holder and should be attached along with the 

Closure voucher. 

 KYC documents are to be preserved in the SO/HO only 

 The Account Closure request can be presented by depositor or messenger. 

 

C. Closure of Account in office other than the office where account was opened: 

1. If a depositor wants to close account at the Post office other than the office 

where account was originally opened, Procedure laid down for transfer IN in 

the relevant rule should be followed and then account is closed. 

2. The account transfer Form should be sent to SBCO along with Account 

closure Form. 

3. If received at any SO, should be entered in a register and sent to HO along 

with documents and recommendations on the day of its receipt. 

4. On receipt at HO, all such requests should be executed on the day of receipt 

and retuned to SO duly signed. 

5. SO should maintain separate guard file for keeping such requests. This 

should also be checked and verified by Inspecting/Visiting Officers. 

6. After transfer of account SO’s can close the account by following procedure of 

normal closure of savings account. 

D. Important Note: 
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1. Revised AOF and revised KYC form should be obtained in duplicate and  copy 

of one KYC form should be attached with Account Closure Form and one copy 

to be forwarded to CPC for further disposal. 

2. Closure of account without CBS Pass Book 

If the pass book cannot be produced at the time closure of an account, a 

separate application addressed to Head Postmaster stating the circumstances 

of loss of PB also to be presented – closure without pass book is permitted by 

Head Postmaster only. 

 

 

1.25      List of Transactions, Consolidation and Voucher Bundle for Non-CBS 

Post Offices: 

1. List of Transactions (LOT) is a document which shows the details of 

deposits and withdrawals carried out in a day in an office. 

2. The LOT will be generated in system software at the close of counter 

transactions. 

1.26      List of Transactions, Consolidation and Voucher Bundle for CBS Post 

Offices: 

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

i. Counter PA should sort all the vouchers transaction ID wise. 

ii. One deposit slip will be prepared for the total of each type of Agent 

commission credited into savings accounts supported by consolidated list of 

commission paid. 

iii. A consolidation of the scheme should be generated and printed by all CBS 

post offices. Where laser printers are not available, while executing command 

user has to select “XLS” instead of “PDF” (which is shown by default) in the 

field “Output File Name”. Then report can be printed on Dot Matrix printer. 

iv. Counter PA should tally Long book generated by system Application with 

vouchers. 

v. Account Opening Form should be transferred to SBCO along with Account 

Closure Voucher. 

vi. Wherever SB-3/AOF is not traceable after making all efforts, SPM/APM shall 

write on the top of the Account closure form “Original SB-3/ AOF is not 

traceable after making all efforts” and put signature. No fresh/ revised AOF 

is required in such cases.  

vii. Supervisor will tally all the vouchers with Long Book in the system 

Application with his login ID and tally with the Long Book and total amount 

with the consolidation. 

viii. All vouchers including closed vouchers are to be sealed along with print out of 

consolidation. One copy of consolidation (scheme-wise) is to be preserved in 

Post Office in guard file to be maintained scheme-wise and date-wise. 
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APM/SPM will sign the consolidation and write the amount in words and 

figures along with No. of Deposit/Withdrawal vouchers included in the 

bundle. 

ix. Postmaster/APM/SPM will be responsible for tallying the account entered 

into SB Cash Module/CSI F&A Module by post office with the amount shown 

in consolidation of each scheme/agent commission/TDS in software. In case of 

any discrepancy or manual correction in consolidation/any report, proper 

error should be noted and sent to Head Postmaster, Divisional Head and 

SBCO (with the voucher bundle) i.e., one copy to be attached with voucher, 

one copy with office copy of consolidation and one copy to be sent to Divisional 

Office. 

x. Postmaster/APM/SPM will be held personally responsible for all transactions 

happened in the post office. They should view the office accounts used by 

counter PAs using menu and cross verify the transactions. They should be 

vigilant while verifying the transactions to see the office account numbers 

used by user. 

xi. All Supervisors should tally Office Account of each counter PA with 

Treasurer's Cash Book and ensure that balance in all counter cash has 

become 0 (zero) before start of EOD. 

xii.  At HO a designated S.B.C.O PA should receive the Voucher Bundles 

along with Consolidation from the Sub account Assistant under receipt (to be 

given on the reverse of the daily account or in the hand-to-hand receipt book. 

 

1.27     Issue of Duplicate Passbook: 
 

1. If the pass book of depositor is lost or destroyed, an application in the 

prescribed form SB-41 along with fee of Rs.50+18% GST payable for issue of 

duplicate Pass book. 

2. If the account opened in a Joint account all the Joint Account holders have to 

sign on the application. 

3. The Postmaster after tracing the account number in Finacle CBS, should 

check the signature(s) on application with the specimen available in Finacle 

CBS. 

4. If any application is received at SO, it should be sent to HO duly 

recommended after entering in a register. 

5. The Postmaster must satisfy by referring to the Register of Undeliverable 

Pass Books whether the pass book of which duplicate has been applied for is 

lying undelivered in the Post Office. 

6. SO/HO PA will initiate menu HGCHRG in Finacle. Select event ID-DUPPB and 

credit DPB fee collected and Supervisor will verify the transaction by using the same 

menu HGCHRG to account the amount. 

7. A new Pass book should then be prepared for issue to the depositor. 

8. The transaction for the current year should be printed in the pass book under 

the initials of the PM and the word “Duplicate” should be written in red ink 
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on the cover and the first page. 

9. The duplicate pass book should be made over to the depositor after obtaining 

an acknowledgement in the space provided in the application form. 

10. In case of Sub Post Offices, the date of receipt of Duplicate Pass book from 

HO should be entered in the Register meant for the same and Pass book will 

be delivered to the customer after obtaining the acquittance in the register. 

 

1.28     Transfer of Accounts: 
Post Office Savings Accounts can be transferred from one Post Office to another 

except in the following cases 

1. After the death of the depositor. 

2. After an account has been ordered to be closed. 

o A discontinued RD account can be transferred from one post office to 

another even after date of maturity. 

o A silent savings account can be transferred only after it is revived by the 

depositor with a transaction. 

o An account opened on behalf of a minor who has attained majority can be 

transferred after the ex-minor has furnished revised application form (SB-

3) for further continuation of the account by him and account is 

transferred in ex-minor’s name. 

Procedure for transfer: 

1. Transfer of account from one CBS Office to another or from Post Office to 

Bank should also be done at HO level only. 

2. The depositor has to fill the application for transfer SB-10(b) or manuscript 

application for transfer of account along with transfer fee of Rs 100 + 18 % 

GST. 

3. The depositor has to submit fresh KYC documents while applying for transfer 

of accounts from one Post Office to another. 

4. In the case of a joint account either 'A' or 'B' type, all the depositors should 

sign the application for transfer. 

5. In the application for transfer of an account opened on behalf of a minor or a 

lunatic the certificate “Certified that the depositor is alive this day” should be 

given. 

6. SO/HO PA will initiate menu HGCHRG in Finacle. Select event ID-TRFAC 

and credit Transfer fee collected and Supervisor will verify the transaction by 

using the same menu HGCHRG to account the amount. 

7. If the transfer request submitted at SO, it should be entered in a register and 

the transfer application with prescribed documents to be forwarded to HPO 

duly recommended on the day of receipt. 

8. At HO all the documents received from the depositor will be transferred to 

the Supervisor who will initiate the transfer in Finacle using HACXFSOL 

menu. 
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9. System will show the present SOL ID where the account stands open. In 

target SOL ID, supervisor has to enter the SOL ID of the office to which the 

account is to be transferred and it as to be submitted. 

10. Another Supervisor of Head Office has to verify the same after which the 

account will be transferred to the target SOL ID. 

11. The application and documents will be returned by HO to SO duly signed and 

mentioning the date of transfer. 

12. SO shall maintain separate guard file to keep such applications which will be 

checked by visiting/inspecting authorities. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.29 Jansuraksha Schemes 

 a) Atal Pension Yojana (APY) 
 

               The Atal Pension Yojana (APY) is focused on all citizens in the unorganized 

sector, and administered by the Pension Fund Regulatory and Development 

Authority (PFRDA). Under the APY, the subscribers will receive the fixed 

minimum pension of Rs. 1000 per month, Rs. 2000 per month, Rs. 3000 per month, 

Rs. 4000 per month, Rs. 5000 per month at the age of 60 years, depending on their 

contributions. The contribution is based on the age of joining the APY and the 

pension amount chosen by the subscriber. The benefit of fixed pension is 

guaranteed by Government of India.  

 

Eligibility for APY 

 Atal Pension Yojana (APY) is open to all savings bank account holders.  

 

Age of joining and contribution period 

          The minimum age of joining is 18 years and maximum age is 40 years. The age of 

exit and start of pension will be 60 years.  

 

Enrolment and Subscriber Payment 

            All Savings bank account holders under the eligible category may join APY with 
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auto debit facility to accounts, leading to reduction in contribution and collection 

charges. The subscribers should keep the required balance in their savings bank 

accounts on the stipulated due dates to avoid any late payment penalty. Due dates 

for monthly contribution payment is arrived based on the deposit of first 

contribution amount. In case of repeated defaults for specified period, the account is 

liable for closure and the GoI co-contributions, if any, shall be forfeited. Also, any 

false declaration about his/her eligibility for benefits under this scheme for 

whatsoever reason, the entire government contribution shall be forfeited along with 

the penal interest. For enrolment, Aadhaar is the primary KYC document for 

identification of beneficiaries, spouse and nominees to avoid pension rights and 

entitlement related disputes in the long-term. The subscribers are required to opt 

for a monthly pension from Rs. 1000 to Rs.5000 and ensure payment of stipulated 

monthly contribution regularly. The subscribers can opt to decrease or increase 

pension amount during the course of accumulation phase, as per the available 

monthly pension amounts. 

 

           However, the switching option shall be provided once in year during the month of 

April. Each subscriber will be provided with an acknowledgement slip after joining 

APY which would invariably record the guaranteed pension amount, due date of 

contribution payment, PRAN etc. 

          

          According to a gazette notification issued by the Ministry of Finance, any citizen 

who is or has been an income tax payer according to the Income Tax Act will not be 

eligible to join the Atal Pension Yojana or APY from October 1,2022. 

 

b) Pradhan Mantri Jeevan Jyoti Bima Yojana (PMJJBY) 

 

The scheme will be of one year coverage of insurance, renewable from year to 

year, Insurance Scheme offering life insurance cover for death due to any reason. 

The scheme is offered / administered through LIC.  

 

Scope of coverage: All savings bank account holders in the age 18 to 50 years in 

participating banks will be entitled to join. In case of multiple saving bank accounts 

held by an individual in one or different banks, the person will be eligible to join the 

scheme through one savings bank account only. Aadhar is the primary KYC for the 

bank account.  

 

Enrolment Modality: The cover shall be for one year period stretching from 1st June to 

31st May for which option to join / pay by auto-debit from the designated savings 

bank account on the prescribed forms will be required to be given by 31st May of 

every year, with the exception as above for the initial year. Delayed enrolment with 

payment of full annual premium for prospective cover may be possible with 

submission of a self-certificate of good health.  

 

Individuals who exit the scheme at any point may re-join the scheme in future years 

by submitting a declaration of good health in the prescribed proforma. In future 

years, new entrants into the eligible category or currently eligible individuals who 

did not join earlier or discontinued their subscription shall be able to join while the 

scheme is continuing, subject to submission of self-certificate of good health.  

 

Benefits: Rs.2 lakhs is payable on member’s death due to any reason. 
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Premium: Rs.436/- per annum per member. The premium will be deducted from the 

account holder’s savings bank account through ‘auto debit’ facility in one 

instalment, as per the option given, on or before 31st May of each annual coverage 

period under the scheme. Delayed enrolment for prospective cover after 31st May 

will be possible with full payment of annual premium and submission of a self-

certificate of good health. The premium would be reviewed based on annual claims 

experience. However, barring unforeseen adverse outcomes of extreme nature, 

efforts would be made to ensure that there is no upward revision of premium in the 

first three years.  

 

 

c) Pradhan Mantri Suraksha Bima Yojana (PMSBY) 
 

  The scheme will be a one-year cover, renewable from year to year, Accident 

Insurance Scheme offering coverage for accidental death and disability on account of an 

accident. The scheme would be offered / administered through Public Sector General 

Insurance Companies (PSGICs) and other General Insurance companies willing to offer 

the product on similar terms with necessary approvals and tie up with Banks for this 

purpose. Participating banks will be free to engage any such insurance company for 

implementing the scheme for their subscribers. 

 

 Scope of coverage: All savings bank account holders in the age 18 to 70 years in 

participating banks will be entitled to join. In case of multiple saving bank accounts 

held by an individual in one or different banks, the person would be eligible to join the 

scheme through one savings bank account only. Aadhar would be the primary KYC for 

the bank account.  

 

Enrolment Modality / Period: The cover shall be for one year period stretching from 1st 

June to 31st May for which option to join / pay by auto-debit from the designated 

savings bank account on the prescribed forms will be required to be given by 31st May 

of every year, extendable up to 31st August. Joining subsequently on payment of full 

annual premium may be possible on specified terms. However, applicants may give an 

indefinite / longer option for enrolment / auto-debit, subject to continuation of the 

scheme with terms as may be revised on the basis of past experience. Individuals who 

exit the scheme at any point may re-join the scheme in future years through this 

modality. New entrants into the eligible category from year to year or currently eligible 

individuals who did not join earlier shall be able to join in future years while the 

scheme is continuing 

 

 

Benefits: As per the following table:  

 

 Table of Benefits Sum Insured 

a Death Rs. 2 Lakh 

b Total and irrecoverable loss of both eyes or loss of 

use of both hands or feet or loss of sight of one eye 

and loss of use of hand or foot 

Rs. 2 Lakh 

c Total and irrecoverable loss of sight of one eye or 

loss of use of one hand or foot 

Rs. 1 Lakh 
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Premium: 

The premium of Rs 20/- will be deducted from the account holder’s savings bank 

account through ‘auto debit’ facility in one instalment on or before 1st June of each 

annual coverage period under the scheme. However, in cases where auto debit takes 

place after 1st June, the cover shall commence from the first day of the month following 

the auto debit. 

 

Eligibility Conditions: 

The savings bank account holders of the participating banks aged between 18 

years (completed) and 70 years (age nearer birthday) who give their consent to join / 

enable auto-debit, as per the above modality, will be enrolled into the scheme. In case of 

Joint Account holders, both the Account holders are eligible to join on payment of 

premium for each account holders.  

 

Master Policy Holder: 

  Participating Bank will be the Master policy holder on behalf of the participating 

subscribers. A simple and subscriber friendly administration & claim settlement 

process shall be finalized by the respective general insurance company in consultation 

with the participating Banks. 

 

Termination of cover: 

The accident cover for the member shall terminate on any of the following events 

and no benefit will be payable there under:  

o On attaining age 70 years (age nearest birth day).  

o At the time of renewal, closure of account with the Bank or insufficiency of 

balance to keep the insurance in force.  

o In case a member is covered through more than one account and premium 

is received by the Insurance Company inadvertently, insurance cover will 

be restricted to one only and the premium shall be liable to be forfeited.  

o If the insurance cover is ceased due to any technical reasons such as 

insufficient balance on due date or due to any administrative issues, the 

same can be reinstated on receipt of full annual premium, subject to 

conditions that may be laid down. During this period, the risk cover will be 

suspended and reinstatement of risk cover will be at the sole discretion of 

Insurance Company.  

o Participating banks will deduct the premium amount in the same month 

when the auto debit option is given, preferably in May of every year, and 

remit the amount due to the Insurance Company in that month itself. 

 

Administration: The scheme, subject to the above, will be administered as per the 

standard procedure stipulated by the Insurance Company. The data flow process 

and data proforma will be provided separately. It will be the responsibility of the 

participating bank to recover the appropriate annual premium from the account 

holders within the prescribed period through ‘auto-debit’ process. Enrolment form / 

Auto-debit authorization in the prescribed proforma shall be obtained and retained 

by the participating bank. In case of claim, the Insurance Company may seek 

submission of the same. Insurance Company reserves the right to call for these 

documents at any point of time. The experience of the scheme will be monitored on 

yearly basis for re-calibration etc., as may be necessary.  
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1.30    Good to Know: 

     Change of Name of Depositor: - 

a. When a depositor changes his name e.g., on adoption or otherwise, or on 

marriage in the case of a female depositor, depositor should be required to 

intimate the fact in writing to the Post Office and to produce the Pass book 

along with revised AOF and one copy of KYC Form. 

b. The depositor's signature as written with the old name should be compared 

with the specimen on record. The old AOF and second copy of KYC form 

should be sent to CPC for scanning and uploading. 

c. Modify the name of the depositor in CIF by using the menu CMRC and 

supervisor has to verify the modification.  

d. Supervisor by using the menu HAALM should change the name of the 

account holder and another supervisor has to verify it. 

e. The first page of the Pass book should be printed again using Pass book 

printer and signed by the Supervisor. 

f. Manual transactions are not to be done by RICT-CBS BOs. Bos attached with 

CBS post offices shall do POSB transactions in RICT CBS application only. 

g. PO Savings Accounts standing in RICT-CBS branch post offices may avail 

ATM, e-Banking & m-Banking facilities from 01.08.2021. 

h. To avail ATM Card or e-Banking/m-Banking facility account holder should 

have PAN, email Id and mobile number. 

 

 

 

 

 

 

 

 

2.0 NATIONAL SAVINGS RECURRING DEPOSIT SCHEME RULES 2019 

 

The Recurring Deposit (RD) accounts are opened for a period of 5 years. A fixed 

amount called denomination is to be regularly paid every month for a period of 5 

years. The maturity value at the rate prescribed while opening the account will 

be paid to the depositor at the end of five years from the date of opening of the 

account. 

The other salient features of the scheme are…. 

 The account can be opened at HO, SO and BOs. 

 Minimum denomination in the account is Rs.100/- thereafter denomination 
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can be in multiples of Rs.10/-. Denomination cannot be altered after the 

account is opened. 

 There is no maximum limit. 

 There is no restriction on the number of accounts that can be opened. 

 If the depositor wishes, the account can be continued/retained beyond 5 years 

subject to certain conditions. 

 No tax concession.  

The account can be opened by…. 

 An adult. 

 A minor himself if he has attained the age of 10 years. 

 A guardian on behalf of the minor or a person of unsound mind. 

 Two or three adults jointly. 
 

2.1   Procedure to be followed for Opening of RD Account 

1. Scrutiny of Account Opening Form (AOF) is to be done in the same manner 

as SB account and also to be confirmed that the monthly deposit amount is 

mentioned correctly in the AOF. 

2. The Counter PA should first check if the customer is an existing depositor or 

a new customer. 

3. For existing customer no need to create CIF ID, for new customer CIF ID is 

to be created. 

4. The Counter PA should open “Account Opening screen” in CBS application 

using “CRDOAAC” menu and enter CIF ID in the relevant field. Most of the 

fields will be auto-populated based on the data entered at the time of CIF 

creation. 

5. Counter PA should examine the nomination details and see that all required 

columns have been filled correctly. 

6. Scheme code should be selected from the drop-down menu and make relevant 

entries in the CBS application. 

7. On completion of relevant entries, Counter PA should click on submit button. 

Account Number in 12 digits (Starting with “02”) and TRAN ID will be 

generated by the CBS Application. 

8. Account Number and TRAN ID should be noted on all relevant documents 

and the documents should be handed over to the Supervisor for verification. 

9. Once the account is verified by Supervisor in the Finacle CBS, the account 

will become active for further transaction. 

10. Counter PA should print the Pass book through Pass book Printer and hand 

it over to the customer. 

11. At the end of the day, all Account Opening Forms (AOFs) along with KYC 

documents should be placed in the relevant Ring Guard Files of A4 size and 

KYC Forms (if taken) should be dispatched to concerned CPC in a service 

registered packet duly sealed. 

 

Note: -   In case the initial deposits made for opening of RD account is by 
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cheque, account will be opened on realization of cheque and the date of 

opening of account will be the date of credit of cheque into government 

account and it should be entered as value date in the Finacle while opening 

the RD Account. 

 

2.2       Subsequent deposits 

1. Customer should make regular deposits of the same denomination every 

month. 

2. Deposit is made for each calendar month and the subsequent monthly 

deposits for RD accounts opened between 1st and 15th should be deposited 

before 15th of next month and Account opened on or after 16th and last 

working day should be deposited before last working day of the next month. 

3. The depositor should present the Pass book and pay-in-slip duly filled at the 

PO on any working day. 

4. Deposits can be either in cash or through cheques. 

5. In case of deposits by cheque, amount will be credited only on the date of 

realization of cheque and the date of deposit will be the date of credit of 

cheque into government account. 

6. Using the “CRDP” menu in Finacle and following Procedure for accepting SB 

deposits will be followed here also. 

7. If no deposit is made for any month, the deposit is considered to be in default. 

 

2.3  Deposits by automatic transfer from Savings accounts 
 (SB-83 Application form) 

 Facility for automatic transfer of monthly installment from SB account is 

available. 

 Automatic transfer is permissible in the following cases 

 From the PO savings account of a depositor to RD account(s) standing in his 

own name. 

 From the PO savings account of a depositor to RD account(s) standing in the 

name of his/her spouse and/or dependent children. 

 From the PO savings accounts of joint depositors to RD account(s) standing in 

the name of the same depositors. 

 From Joint B type Savings account to RD accounts in the name(s) of 

dependent children of either of the joint account holder. 

 The savings and RD account(s) should stand open in CBS post office. 

 The facility of automatic transfer will cease on the death of the depositor or 

all depositors in case of joint accounts, or on closure/transfer of the account(s). 

 If the balance in the Savings account is not adequate to affect the transfer on 

the 15th of a month, the transfer is not made and it will be treated as a 

default in RD account(s). However, when the transfer is to be made to several 

RD accounts and balance in the savings account is inadequate to transfer to 

all of them, the transfer should be affected to as many accounts as possible. 
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 The facility ceases, when a RD account is treated as discontinued. 

 The depositor should present the PBs during January, April, July and 

October for making entries in them. 

 Depositor has to submit application for automatic transfer along with Pass 

book. 

 On the 15th of each month or on the previous working day, if 15th is 

Sunday/Holiday, the PA should: 

i) Prepare withdrawal voucher in prescribed proforma using SB 7 forms, for the 

savings accounts referring the register. In case the transaction is only one for 

bulk automatic transfers, a single withdrawal voucher for the total amount 

will suffice. 

ii) Superscribe the voucher “Transfer to RD account(s) in red ink. 

iii) Prepare pay-in-slip for concerned accounts, and write “By transfer from 

savings account” in red ink on top. 

iv) Postmaster verifies to ensure that transfer is correctly affected. 

v) Whenever the passbooks are presented, entries are updated and 

authenticated with date stamp and Postmaster’s initials. 

 The depositor can cancel this facility at any time. 
 

Note:   The detailed procedure in c/w opening of RD account at Branch Post 
office is clearly explained in Savings Bank scheme and the procedure 
prescribed should be followed. 

 

2.4  Defaults in deposit 

 If the monthly deposit in RD account opened between 1st and 15th of a month, 

is not deposited by 15th of the following month and monthly deposit in 

account opened between 16th and last working day of the month is not 

deposited by last working day of the following month, default fee @ Re.1/-for 

every Rs.100/-will be charged. 

 The depositor has the option to repay the defaulted deposit in the subsequent 

month. 

 In any RD account if there is any default, depositor has to pay defaulted 

monthly installments with default first. 

 Four defaults are permissible in RD account. 

 If the number of defaults exceeds four, such accounts are treated as 

discontinued accounts. Such discontinued accounts can be revived within 2 

months by paying the full money (Due installments + DF) from the fifth 

default. If it is not revived within the stipulated period, the account will be 

permanently discontinued and no further transactions can be allowed in such 

accounts. 

 

 

2.5  Advance deposit 

 Depositors have the option of making advance deposits of future installments 

in the account. 
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 Any number of advance deposits (not exceeding the period of RD account) can 

be made. 

 Rate of rebate paid for advance deposits are as under 

 For advance deposit of 6 months: Rs.10/- for denomination Rs.100/-. 

 For advance deposit of 12 months: Rs.40/- for denomination Rs.100/-. 

 For accounts of other denominations, the amount of rebate shall be 

proportionate to the rates specified above. 

 The rebate for six monthly deposits or more made in advance may be given to 

the account holder irrespective of whether the amount was deposited in one 

lump sum in any calendar month or on different dates in any calendar 

month. 

 For calculating the number of months of advance deposits, deposit for the 

current month is also taken into account for the purpose of payment of 

rebate. 

 No rebate for advance deposits for less than 6 months. 
 

2.6  Payroll Savings Scheme 

 Employees in a firm/factory/institutions/office/bank etc., need not come to 

post offices to make deposits. Instead, they may authorize the pay disbursing 

officer to deduct the monthly deposits from their salary. 

 The group leader will, after deducting the deposit amount from the salary 

will prepare a list called "pay roll list" and present it to post office along with 

passbooks concerned and one pay in slip for the entire amount. 

 A lump entry can be made in the LOT. 

 Commission is not admissible for the Group Leader of PRSS. 

 

2.7  Deposits through Mahila Pradhan Kshetriya Bachat Yojana (MPKBY) 

agents, MPKBY Agents can also mobilize savings schemes…. 

i. All MPKBY agents are allotted Login ID and Password to operate Agent 

Portal. 

ii. On login to Agent Portal, all live RD accounts attached with the agent are 

visible to the agent. 

iii. Agent can select the installment month. Default fee or rebate will be 

calculated by the FINACLE Software. 

iv. MPKBY Agent can prepare List (LOT)s in three different modes i.e., cash 

with limit of Rs.20,000/-, by POSB Cheque and by other Bank Cheque. 

Transaction limit of Cheque is Rs.50000/- per list. 

v. One MPKBY Agent list can contain maximum 50 A/cs. 

vi. Finacle Software generates one reference number on the printed List (LOT). 

vii. On presenting the list, Counter PA enters the reference number and 

compares the entries in the printed LOT and does the needful. Finacle 

software once again validates the entries and accepts the deposits. 

viii. If any deposit is rejected, Counter PA can print the revised LOT and return 

the excess money to agent. 

ix. Counter PA will save the transaction posted and then Supervisor has to 
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validate the posting. 

x. In case of other Bank cheques, no posting is done until clearance of cheque. 

On receipt of credit, the List can be accepted for posting by debiting that 

Office Account. 

xi. There is no provision to keep the posting of RD pending. 

xii. Agent commission automatically gets credited into Agent’s Savings account 

after deducting the TDS. 

     The procedure adopted will be same for PRSS scheme also. 

 

2.8  Withdrawal (RD LOAN) 

Only ONE INTERIM WITHDRAWAL is allowed during the entire period of 

RD account. 

Withdrawal can be allowed on receipt of an application by the Account holder 

in SB-7C subject to following conditions. 

 After ONE year from the date of opening. 

 Twelve deposits should have been paid. 

 Should not be a discontinued account. 

 50% of the amount at credit is allowed as withdrawal including advance 

deposit. 

 Amount of withdrawal should be divisible by Rs 10/-. 

 Branch offices should get withdrawal passed by Account Office. 

 Simple Interest @ RD Scheme rate + 2% will be charged 

 The withdrawal amount can be repaid in one lump sum or in equal 

installments. 

 In Finacle for withdrawal, a RD Loan account to be opened. 
 

Note: RD withdrawal amount can be credited to Customer’s Bank Account by 
following the procedure prescribed in Savings Bank Scheme.   

 

2.9  Repayment of withdrawal 

 Depositor may repay the amount of withdrawal in equal installments or in 

lump sum. 

 The repayment should be in multiples of Rs.10/-. 

 Repayment of withdrawal should be made along with monthly deposits only. 

 

2.10  Interest on withdrawals 

 Simple interest at the rate of 2% over and above the RD interest rate 

applicable to the account of the loan shall be payable in the following manner 

 For repayment in installments, interest is calculated on the outstanding 

balance of withdrawal at the end of each month from the month of 

withdrawal of the loan. 

 Total interest recoverable on a withdrawal should be rounded off to the 

nearest rupee. 
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 If it is repaid in one lump sum, the amount of withdrawal along with interest 

should be paid any time during the currency of the account. 

 In case of repayment in one lump sum, interest at the rate specified shall be 

calculated on the amount of loan from the date of withdrawal to the date of 

repayment. 

 In the case of repayment in equal monthly instalments, the amount of each 

instalment shall be in multiples of Rs.10/-and the number of instalments 

shall not exceed the number of months remaining for maturity of the account 

or the post maturity period for which the account is continued with 

instalments or without instalments and the interest at the rate specified 

shall be calculated on the amount remaining unpaid at the end of each month 

from the month of withdrawal of the loan, and the total amount of such 

interest shall be payable in lump sum along with the last instalment of 

repayment of the amount of loan or in the month following the month in 

which the last instalment of the loan is repaid. 

 In case the interest to be recovered is more than the interest payable on the 

deposits, the account holder shall be paid the amounts of deposits minus the 

amount of withdrawal made. 

 The amount of interest to be recovered on the loan shall be reduced in order 

to make it equal to the amount of interest payable on the deposits so that the 

account holder may get back the net deposits. 

 

2.11  Premature closure 

 Allowed only after 3 years from the date of opening. 

 Discontinued accounts can also be closed prematurely. 

 Application should be made through SB-7B. 

 If there are advance deposits, account can be closed only after the month of 

advance deposit period is over. 

 Interest will be allowed at the rate of savings accounts. 

 Default fee paid if any will be refunded to the depositor. Interest on 

withdrawal, if any, paid by depositor will also be refunded. 

 Head and Sub Offices are authorized to close the account independently. 

 If the account is standing at a BO, the account office has to sanction the 

premature closure. 

 Procedure for closing SB accounts will be followed for premature closure of 

RD accounts. 

 

2.12  Closure on maturity 

 Account can be closed after completion of 5 years. 

 Application for withdrawal on closure (SB-7A) duly filled along with passbook 

should be submitted at the Post Office where the A/C stands. 

 Procedure followed for closing SB accounts, will also be followed for closure of 

RD accounts by using the menu “CAACLA”. 

 Supervisor to verify the closed account by using the same menu i.e., 
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“CAACLA”. 

 If the amount payable is Rs.20000/- or more, payment should be made 

through crossed cheque or the amount payable can also be credited to the 

savings account of the depositor. 

 
Note: RD PMC/Closure amount can be credited to Customer’s Bank Account.   

 

 2.13  Continuation of account beyond maturity 

 The depositor of a RD account has the option to continue the account beyond 

the maturity period of 5 year. 

 The account can be continued with or without deposits. 

 By making an application in Form SB-EXT-1. 

 Amount as prescribed in the table becomes payable. 

 

2.14  Protected Savings Scheme 

 A unique scheme called "protected savings scheme" is available in RD. Under 

this scheme if the depositor dies, full maturity value is paid to the 

nominee/legal heir. Following conditions should be fulfilled. 

 The total benefit admissible shall be restricted to as admissible for an 

account of denomination of Rs. 100/-. 

 The age of the depositor at the time of opening the account should be between 

18 and 55 years. 

 The account should have been paid for 24 months. 

 2 years should have been completed. 

 During first 24 months no withdrawals should have been taken. 

 If loan is taken after 24-month, loan amount and interest will be deducted 

from maturity value. 

 Account should not be a discontinued one. 

 If an account holder or the surviving account holder has more than one 

account of the denominations not exceeding one hundred rupees, the benefit 

of payment under this paragraph shall be available in respect of all such 

accounts which may be specified by the account holder or the surviving 

account holder, as the case may be, subject to a maximum of the maturity 

value of an account of one hundred rupees. 

 If an account holder or a surviving account holder has more than one account 

of the denominations exceeding one hundred rupees, the benefit of payment 

under this paragraph shall be available in respect of only that account which 

may be specified by the account holder or the surviving account holder, as the 

case may be, subject to a maximum of the maturity value of an account of 

denomination of one hundred rupees. 

 In case of an account of denomination of more than one hundred rupees, the 

proportionate maturity amount which shall bear the same proportion to the 

full maturity value as the number of installments deposited in the account 

bear to sixty shall be calculated and if the amount so calculated exceeds the 

full maturity value of an account of the denomination of one hundred rupees, 
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no benefit under this paragraph shall be admissible. 

 Claim should be preferred within one year from the date of death of the 

depositor. 

 If the said proportionate maturity value is less than the full maturity value of 

an account of one hundred rupees denomination, then an amount equal to the 

maturity value of a one hundred rupees denomination shall be payable under 

the Protected Savings Scheme. 

 

2.15  Account transfers 

Procedure prescribed in Savings Bank Account to be followed. 

 
 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 

 

3.0  THE NATIONAL SAVINGS TIME DEPOSIT SCHEME 2019 

 

 

The Time Deposit Account (TD) is for a fixed period. There shall be four 

categories of time deposit accounts, namely, One/Two/Three & Five in which 

a deposit may be made for a period of one/two/three/five years respectively. 

 

Accounts can be opened with deposit Rs.1000/- and any sum in multiples of 
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Rs. 100/-. The time deposit accounts can be pledged. 

 

3.1  Who can open the account 

The account can be opened only by 

 An adult. 

 Two or Three adults can open Joint A or Joint B type account. 

 Minor 10 years and above on his/her own. 

 Guardian on behalf of the minor or a person of unsound mind. 

 

 3.2  Conditions for opening the account 

 The accounts can be opened in HO/SO/BO. 

 Only one deposit in the account. 

 Deposit can be made by cash or cheque. 

 If deposit is through cheque (local or outstation), date of realization will be 

taken as the date of deposit. 

 Can be opened through agents. 

 Appropriate KYC documents according to risk category has to be 

compulsorily collected. 

 

3.3  Procedure to be followed for Opening of TD Account 

1. Scrutiny of Account Opening Form (AOF) is to be done in the same manner 

as SB account and also to be confirmed that initial deposit amount is 

mentioned correctly in AOF. 

2. The Counter PA should first check if the customer is an existing depositor or 

a new customer. 

3. For existing customer no need to create CIF ID, for new customer CIF ID is 

to be created. 

4. The Counter PA should open Account Opening screen in CBS system using 

CMISAOP menu and enter CIF ID in the relevant field. Most of the fields will 

be auto-populated based on the data entered at the time of CIF creation. 

5. Scheme code should be selected from the drop-down menu and make relevant 

entries in the CBS application. 

6. On completion of relevant entries, Counter PA should click on submit button. 

Account Number in 12 digits and TRAN ID will be generated by the CBS 

Application. 

7. Account Number and TRAN ID should be noted on all relevant documents 

and the documents should be handed over to the Supervisor for verification. 

8. Once the account is verified by Supervisor in the Finacle CBS, the account 

will become active for further transaction. 

9. Counter PA should print the Passbook through Passbook Printer and hand 
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over to the customer. 

10. At the end of the day, all Account opening forms (AOFs) along with KYC 

documents should be placed in the relevant Ring Guard Files of A4 size and 

KYC Forms (if taken) should be dispatched to concerned CPC in a service 

registered packet duly sealed. 

 
Note: The detailed procedure in c/w opening of TD account at Branch Post 
office is clearly explained in Savings Bank scheme and the procedure 
prescribed should be followed. 

 

3.4       Payment of interest 

1. Interest is compounded quarterly and paid annually. 

2. HOs and SOs can independently pay interest. BOs will have to obtain the 

approval of account office. 

3. Interest can be paid by cash or cheque. 

4. Interest can also be transferred to the SB account in CBS PO. 

5. Annual interest in 5-year TD account can be invested in RD accounts in HOs 

and SOs only. 

6. On the due date for payment of annual interest CBS Software will transfer 

the interest to the SB account of the depositor standing in the same post 

office or any CBS post office or to TD Sundry Account. 

7. TD depositor without SB account should approach the Post Office to take the 

annual interest by presenting the TD Pass book and filled SB- 7. 

8. Counter PA after satisfactory verification of signatures of depositor (s) can 

allow withdrawal by using the “HTM” menu in Finacle software. 

9. Counter PA should write Transaction ID on the upper right-hand corner of   

SB-7 in red ink prefixed by scheme name and transfer it to Supervisor for 

verification. 

10. Using the TRAIN ID, the Supervisor should also tally signature(s) of 

Depositor(s) and will allow the withdrawal through Finacle software. 

11. If the interest amt. is more than 20,000/- it should be paid through cheque 

only. 

12. If the date of payment of annual interest falls on a Sunday or Holiday, the 

payment can be made on the NEXT working day. 

13.  Payment of interest to customer’s Bank account can be availed through ECS.  

 

 

3.5       Premature withdrawal 

TD accounts can be closed by depositors before expiry of the term subject to 

the following conditions. 

1. Premature closure of accounts is not allowed from the date of receipt up to six 
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months. 

2. If the account is closed before 1 year from the date of opening, simple interest 

at the rate applicable for SB accounts from time to time is payable 

3. Premature closure by the depositor after one year from the date of deposit in 

a 2/3/5 Year TD account carries an interest which shall be 2% less than the 

rate specified for completed years from the date of deposit. For completed 

months simple interest at SB rate is given. 

4. For a 5-year TD account which has completed four years, 3 Year TD Interest 

minus 2% for the completed years and SB Rate for the completed months 

should be given. 

5. Interest already paid at higher rate should be set off against the 

principal/interest payable. 

6. Depositor to apply using SB-7A. No other application is necessary. 

7. Procedure for closing SB accounts will be followed for premature closure of 

TD accounts. 

 

3.6       Closure of account on maturity 

1. The account can be closed on maturity after expiry of the term for which the 

account was opened. 

2. The amount will be repaid along with interest due if any. 

3. If the account is not closed immediately on maturity, post maturity interest 

at simple rate from the due date till the date of payment on the amount due 

at prevailing SB rate is payable. 

4. If date of maturity falls on Sunday or holiday, payment of the maturity value 

can be made on the previous day. 

5. Application for withdrawal on closure (SB-7A) duly filled along with passbook 

should be submitted at the Post Office where the account stands. 

6. Procedure followed for closing SB accounts, will aslo be followed for closure of 

TD accounts by using the menu “HCAACTD” and it should be verified by the 

supervisor in CBS software. 

7. If the amount payable is Rs. 20000/- or more payment should be made 

through crossed cheque or, the amount payable can also be credited to the 

savings account of the depositor. 

Note: TD Interest/PMC/Maturity Closure amount can be credited to 

Customer’s Bank Account by following the procedure prescribed in Savings 

Bank Scheme 

 

3.7       List of Transactions, Consolidation and Voucher Bundle: 

The counter PA has to prepare Consolidated Long book by following the same 

procedure as explained in chapter 3. 

 

3.8       Pledging of TD accounts as Security 
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1. An Account may be pledged or transferred as security, on an application 

made by the depositor in Form-5 supported with acceptance letter from the 

pledgee. 

2. Transfer of an account under this paragraph may be made to- 

i. the President of India or the Governor of a State in his official 

capacity; 

ii. the Reserve Bank of India or a Scheduled Bank or a Cooperative 

Society, including a Co-operative Bank; 

iii. a public or private corporation or a Government company; 

iv. a local authority; or 

v. a housing finance company approved by the National Housing Bank 

and notified by the Central Government: 

 

Note: - Transfer of an account opened on behalf of a minor or a person of 

unsound mind shall not be permitted under this paragraph unless the 

guardian of the minor or the person of unsound mind, as the case may be, 

certifies in writing that the minor or the person of unsound mind, as the case 

may be, is alive and that the transfer is for the benefit of the minor or the 

person of unsound mind. 

The TD accounts can be pledged as security by the depositor. When the 

application for pledge is presented, it is to be checked whether the application 

is in order and the pledgee is eligible to execute the pledge.  

If the account is standing at an SO it should be forwarded to the HO after 

entering in the register maintained for the purpose. The pledging and 

releasing of the account can be done only at HO. The Post office will make an 

endorsement on the PB and other records that “The account has been 

transferred to…………………on……………………through…………” 

Pledging Fee Rs.100+GST 18% 

 

3.9       Releasing pledge 

The pledgee of the account can release the pledge with a letter of release. No 

separate fee is collected for release. After releasing the Post office will make 

an endorsement on the PB and other records that “the account has been 

retransferred to the depositor on ……………………….” 

 

 

3.10      Extension of Account. 

1. Where a deposit in an account has become due for repayment, the account 

holder may at his option by making an application to the Office where the 

account stands in SB-EXT-1, may further extend the account for another 

tenure for which the account was initially opened. 

2. Where an extension is made the option for extension shall be exercised as 

specified in the table below. 
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  (3).   The account holder shall be allowed to extend the account only twice 

after   the initial repayment.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4.0 NATIONAL SAVINGS (MIS ACCOUNT) SCHEME 2019 

In this account, as the name itself suggests, depositor can get interest every 

month. A fixed amount, subject to the limits discussed below is deposited and 

the annual interest is paid to customer at pro rata on monthly basis. The 

account is for a period of 5 years. This is effective from 01.12.2011. Accounts 

opened prior to this date were for a period of 6 years. 

Revision of maximum limit for investment in National Savings (Monthly 

Income Account) Scheme 2019. 

Sl. No Category of the account Period from date of repayment by 

which option for extension may be 

exercised. 

01 One-year Six months 

02 Two-year Twelve months 

03 Three-year Eighteen months 

04 Five-year Eighteen months 
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 The Ministry of Finance (DEA) for amendment in SB Order 7/2023 revision 

of maximum investment limit for investment in National Savings (Monthly 

Income Account)  2019 through National Savings (Monthly Income Account) 

(Amendment) Scheme, 2023 and revised the maximum investment in 

Scheme.  

 

4.1       The salient features of the scheme  

 The account can be opened and operated in HO/SO/BO.  

 The account can be opened by 

 An adult. 

 Two or three adults jointly – Joint A or Joint B. 

 A minor himself, if he has attained the age of 10 years. 

 A guardian on behalf of a minor or a person of unsound mind. 

 A Depositor or Depositors may open more than one account either in the 

same post office or in different post offices. 

 Only one deposit in one account, no subsequent deposit shall be accepted in 

the same account. 

 Minimum amount of deposit is Rs.1000/- and in multiples of Rs.1000/- subject 

to a maximum of Rs.9 lakhs in a single account and Rs.15 lakhs in a joint 

account. 

 For the purpose of maximum deposits, the deposits held by an individual in 

his account together with his share in joint accounts should not exceed the 

limit of Rs.4.5 lakhs. The depositor’s share in the joint account shall be taken 

as half or one-third of such balance according to the account is held by two or 

three adults. 

 The share of minor through guardian should not be considered while arriving 

at the maximum limit investment in MIS a/c. 

 In the application form for opening an account (AOF) the depositor should 

declare the details of all the accounts standing open in his name in the Post 

offices / Banks. 

 The Post office has to ensure that the deposits made by him/her is within the 

prescribed limits specified in the Rules. 

 Investment can be made through agents also. The name and authority  
number of the SAS agent should be filled in the specified column. 

 Deposit can be made either by cash or cheque. 

 If deposit is made by cheque, date of realization shall be the date of deposit. 

 Depositor/s will have to submit the KYC documents as per the risk category. 

 

 

4.2       Procedure to be followed for Opening of MIS Account 

Procedure followed for opening of TD account in CBS Finacle application is to 

be followed in case for opening of MIS account. 
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Note: The detailed procedure in c/w opening of MIS account at Branch Post 
office is clearly explained in Savings Bank scheme and the procedure 
prescribed should be followed. 

 

4.3       Payment of monthly interest in MIS 

1. Monthly interest is paid on completion of a month from the date of deposit. 

2. If the due date for payment of interest happens to be a holiday, interest 

becomes payable on the previous working day. 

3. If the deposit is made on 29th, 30th and 31st of a month and if these dates do 

not come in the following month, the payment of monthly interest shall be 

made on the last date of the following month and if such last day is a holiday, 

monthly interest shall be paid on the preceding day. 

4. Interest shall be rounded off to the nearest multiple of one rupee. 

5. If the interest payable every month is not claimed by the account holder such 

interest shall not earn any additional interest. 

6. Where a deposit in excess to the ceiling has been made, the account office 

shall refund the excess deposit to the account holder immediately by paying 

the SB rate of interest on such deposit. The interest shall be admissible from 

the date of deposit of excess amount till the end of the month preceding the 

month in which deposit has been refunded 

7. On the due date for payment of interest CBS Software will transfer the 

interest to same depositor SB account in same or any CBS post office or to 

MIS Sundry Account. 

8. If application for standing instruction is not submitted, he has to present the 

MIS Pass book and duly filled SB-7. 

9. Once counter PA is satisfied that signatures of depositor (s) tallied or 

depositor is identified then he can allow withdrawal by using the HTM menu 

in Finacle software. 

10. Counter PA should write Transaction ID on the upper right-hand corner of 

SB-7 in red ink prefixed by scheme name and transfer to Supervisor. 

11. Using the TRAN ID, the Supervisor should also tally signature(s) of 

Depositor (s) and he will authorize the withdrawal through Finacle software. 

12. If the interest amount is Rs 20,000/- or more it should be paid through cheque 

/ credit to his POSB account only. 

13. Payment of interest to customer’s Bank account can be availed through ECS. 
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4.4       Premature closure of MIS 

The depositor has the option to close the account before maturity. This is 

subject to the following conditions 

 Premature closure is permitted after one year from the date of opening of the 

account 

 If the account is closed on or before expiry of Three years from the date of 

opening, an amount equal to two percent of the deposit shall be deducted and 

remaining amount paid to him. 

 If the account is closed after expiry of three years from the date of opening, 

an amount equal to One percent of the deposit shall be deducted and 

remaining amount paid to the depositor. 

 Depositor makes application in SB-7B; No other application is necessary. 

 Procedure for premature closure (PMC) TD accounts will also be followed for 

premature closure of MIS accounts. 

 

4.5       Closure on maturity of MIS Account 

The account can be closed on expiry of five years from the date of opening by 

the depositor (accounts opened from 1.12.2011). Accounts opened before this 

date can be closed on maturity on expiry of 6 years from the date of opening. 

The amount due, together with undrawn interest will be paid. 

If the account is closed after the period of maturity, the amount due together 

with post maturity interest (at the rate of simple interest at the prevailing 

SB rate) will be paid from the date of maturity till the date of payment. 

HO and SOs can independently close the account. Procedure for closure of TD 

accounts to be followed for closure of MIS account in Finacle. 

 

Note: MIS monthly interest/PMC/Maturity Closure amount can be credited to 
Customer’s Bank Account by following the procedure prescribed in Savings 
Bank Scheme.   
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5.0 THE PUBLIC PROVIDENT FUND SCHEME, 2019 

 

This is a statutory account. This account can be opened in all HO/SO/BO. The 

account can also be opened in SBI and its subsidiaries or other authorized 

nationalized banks. Some identified private banks also can open PPF 

accounts. 

 

5.0 Who can open the account? 

1. The account can be opened by an individual (only single account) or a 

guardian on behalf of minor. 

2. Only one account can be opened by an individual either in bank or in PO. 

5.1 Conditions for opening the account 

1. Minimum amount for opening the account is Rs.500/-. 

2. Subscription can be made in multiples of Rs.50/- subject to a minimum of Rs. 

500/- and a maximum of Rs. 150000/- in a financial year. 

3. Any number of deposits are allowed in a financial year. The total amount of 

all deposits taken together should not exceed the maximum limit in a 

Financial Year. 

4. Subscriptions can be made either in cash or cheque/demand draft. 

5. If the subscription is through cheque, the date of realization will be taken as 

the date of credit. 

6. Subscription cannot be made through SAS agent. 

7. If minimum amount of subscription is not made in a year, a penalty of Rs. 

50/- is levied. The depositor(subscriber) has to pay the minimum subscription 

for the defaulted year plus the default fee in subsequent year to continue the 

account. 

8. The term of PPF account is 15 Financial years from the end of the financial 

year in which the account was opened. 

9. Maximum limit of Rupees One Lakh Fifty Thousand by an individual shall be 

inclusive of the deposits made in his own account and in the account opened 

on behalf of the minor. 

5.2 Procedure to be followed for Opening of PPF Account 

i. Scrutiny of Account Opening Form (AOF) is to be done in the same manner 

as SB account and also to be confirmed that initial deposit amount is 

mentioned correctly in AOF. 

ii. The Counter PA should first check whether the customer is an existing 

customer or a new customer. 

iii. For existing customer no need to create CIF ID, for new customer CIF ID is 

to be created. 
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iv. The Counter PA should open Account Opening screen in CBS system using 

“CPPFAO” menu and enter CIF ID in the relevant field. Most of the fields 

will be auto-populated based on the data entered at the time of CIF creation. 

v. Scheme code should be selected from the drop-down menu and make relevant 

entries in the CBS application. 

vi. Counter PA should examine the nomination details and see that all required 

columns have been filled correctly. 

vii. On completion of relevant entries, Counter PA should click on submit button. 

Account Number in 12 digits and TRAN ID will be generated by the CBS 

Application. 

viii. Account Number and TRAN ID should be noted on all relevant documents 

and the documents should be handed over to the Supervisor for verification. 

ix. Once the account is verified by Supervisor in the Finacle CBS, the account 

will become active for further transaction. 

x. Counter PA should print the Passbook through Passbook Printer and hand it 

over to the customer. 

xi. At the end of the day, all Account Opening Forms (AOFs) along with KYC 

documents should be placed in the relevant Ring Guard Files of A4 size and 

KYC Forms (if taken) should be dispatched to concerned CPC in a service 

registered packet duly sealed. 

 

Note: The detailed procedure in c/w opening of PPF account, Subsequent deposit at 

Branch Post office is clearly explained in Savings Bank scheme and the 

procedure prescribed should be followed. 

 

5.3  Discontinuation of account 

1. Any account, in which the account holder, having deposited five hundred 

rupees in the initial year, fails to deposit the minimum amount in the 

following years, shall be treated as discontinued. 

2. Discontinued a/c can be revived during its maturity period on payment of a 

fee of Rs.50/- along with arrears of minimum deposit of Rs.500/- for each year 

of default. 

3. Discontinued account not revived by the account holder before its maturity 

shall continue to earn interest at the rate applicable to the Scheme from time 

to time. 

4. The account holder of a discontinued account shall not be eligible to open a 

new account before closure of such discontinued account after maturity. 
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5.4  Loans and repayment 

i. Loan is admissible from the Third Financial Year. Loan will be given only up 

to Fifth Financial year after the end of the financial year in which the 

account was opened. Example: A/c opened in 2011-12, loan is permissible 

from 2013-2014 to 2016-2017. 

ii. Maximum amount of loan is 25% of the balance in the account that stood at 

credit at the end of the Second Year immediately preceding the year in which 

the loan is applied for. 

iii. No fresh loan is admissible when the previous loan is outstanding. 

iv. Only one loan is allowed in a financial year. 

v. The amount of loan will be in whole rupees. 

vi. Repayment of the loan has to be made by the subscriber within 36 months 

from the first day of the month following the month in which the loan is 

taken. Repayment can be made in one lump sum or in installments. 

vii. Interest on loan will be charged @ 1% per annum if the loan is repaid within 

the prescribed period. Interest should be paid in not more than two 

installments. 

viii. Interest on principal for the period commencing from the first day of the 

month following the month in which the loan is drawn up to the last day of 

the month in which the last installment of the loan is repaid. 

ix. If the loan is not repaid within 36 months, interest at 6% is charged. 

x. The interest on the amount of loan which is not paid before the expiry of 

thirty-six months or paid partly shall be debited to the holder’s account at the 

end of each year. 

5.5 Withdrawals 

i. Withdrawal is allowed after Five years from the end of the year in which the 

account was opened. 

ii. Only one withdrawal in a financial year is allowed. 

iii. Withdrawal amount taken is not repayable. 

iv. Amount of withdrawal permissible is 50% of the balance at credit at the end 

of the fourth year immediately preceding the year of withdrawal or at the end 

of the preceding year, whichever is lower, less the amount of loan 

outstanding, if any. 

v. The subscriber may take not more than one withdrawal in a year till the 

closure of the account. 

vi. Provided that the amount of loan outstanding, if any, along with interest 

shall be paid by the account holder before availing the facility of withdrawal. 

 

5.6    Premature closure of PPF Account 

PMC allowed after completion of 5th financial years with following conditions: 

i. Amount required for treatment of serious ailments/life threatening decease to 

the account holder, spouse, parents, and dependent children. Amount 
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required for higher education. 

ii. HO / SO Counter PA should collect the Account Closure form SB-7A/Form-5 

(in duplicate in case of SO) along with the supporting documents (like 

medical certificate / fee bill). 

iii. Forward to Divisional Office for Sanction. 

iv. DO will approve PMC and the send the sanction memo to HO. 

v. HO will close the account in Finacle and prepare cheque. 

vi. In case of HO, the cheque will be given to the depositor. 

vii. In case of SO, the amount will be accounted in HO by using One SB- 7A /   

Form-5 out of two received from SO. Cheque and 2nd SB-7A / Form-5 will be 

sent to SO. 

viii. SO will hand over the cheque to the customer and get the acquittance in the 

account closure form received from HO. (No need to do anything in the 

Finacle. Since the a/c is already closed and accounted at HO). 

ix. SO will forward the signed SB-7A / Form-5 to HO for onward submission to 

SBCO. 

 

5.7    Closure of PPF Account on maturity 

i. The account can be closed on maturity on expiry of the term for which the 

account was opened. 

ii. The amount will be repaid along with interest. 

iii. If date of maturity falls on Sunday or holiday, payment of the maturity value 

can be made on the next working day. 

iv. Application for withdrawal on closure (SB-7A) duly filled along with 

Passbook should be submitted at the Post Office where the account stands 

opened.  

v. The accounts office shall allow the withdrawal of the entire balance along 

with due interest up to the last day of the month preceding the month in 

which the account is closed. 

vi. Procedure for closing SB accounts will be followed for closure of PPF accounts 

by using the menu “HCAAC”. 

vii. If the amount payable is Rs.20000/- or more payment should be made 

through crossed cheque or, the amount payable can also be credited to the 

savings account of the depositor. 

 

5.8    Continuation of PPF Account 

 Depositor has the option to continue the account beyond maturity for further 

blocks of 5 years with or without deposits each time by making written 

request with in one year from the date of maturity. 

 The account can be continued with or without subscription. 

 During the extension period, a/c can be closed prematurely. 

 The reduction in interest rate by 1% shall be applicable from the date of the 
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commencement of the current 5-year block period. 

 If the PPF Account continued without further deposits. In such cases, 

depositor can do one withdrawal in a financial year. There will be no 

restriction on the amount to be withdrawn. The account will continue to earn 

interest at the rate applicable to the Scheme. 

 

5.9 Withdrawal when account is extended with deposits 

When account is extended within 1 year of maturity by submitting request, 

the depositor can make one withdrawal in a financial year limited to 

maximum 60% of the balance at credit at the time of commencement of block 

period. This limit of withdrawal will apply on commencement of every 

extension of block period of 5 years. 

 

5.10 Closure of account on death of the account holder 

In the event of the death of the account holder, the account shall be closed 

and the nominee or the legal heir shall not be allowed to continue the 

account. The balance in the account of the deceased account holder shall earn 

interest till the end of the month preceding the month in which the eligible 

balance is paid to the nominee or the legal heir, as the case may be. 

GOOD TO KNOW: 

 When a PPF account is to be transferred from Post Office to Bank, transfer 

request is to made through SB-10(b) or Manuscript application by the 

depositor. 

 PA has to check the signature and balance with reference to office record. 

 SO will send the transfer request to HO along with all documents. 

 HO has to verify the signature and balance with reference to office record and 

has to prepare SB-7 with suitable remarks regarding transfer of account to 

Bank. The PPF a/c to be closed by adding the interest up to previous financial 

year. 

 The Balance at credit will be remitted to Bank by Cheque or DD along with 

all other relevant record. 

 Tax rebate. 

 Amount deposited in PPF a/c is exempted under Section 80C. 

 Interest earned is completely exempted. 

 Fee for duplicate PB: Rs.50+ 18% GST. 

 Amount standing to the credit of any account holder shall not be liable to 

attachment under any order or decree of any court in respect of any debt or 

liability incurred by the account holder except for the maintenance and 

income tax recovery. 
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6. 0 SENIOR CITIZEN’S SAVING SCHEME ACCOUNT 2019 

 

The scheme is offered to the members of public from 2.8.2004. This is a very 

attractive scheme for senior citizens which allows higher rate of interest with 

other benefits. 

 

6.1       Persons eligible to open the account 

1. Any individual who attained the age of 60 years and above. 

2. Person who has attained the age of 55 years or more but less than 60 years 

who has retired under superannuation or otherwise on the date of opening 

the account subject to the condition that account is opened by such individual 

within one month of the date of receipt of retirement benefits and proof of 

date of disbursal of such retirement benefits along with a certificate from the 

employer indicating the details of retirement on superannuation or 

otherwise, retirement benefits, employment held and period of such 

employment with the employer. 

3. Retired Defence personal (Excluding Civil Defence Employees) can open 

SCSS Account on attaining the age of 50 years. 

Joint account can be opened only with spouse. Spouse for this purpose means 

husband or wife. It is not necessary for the spouse to be of 60 years or 55 

years, as the case may be. There is no age bar/limit for the 2nd applicant/Joint 

holder (spouse). In case of joint account, the account may be either joint A 

type or Joint B type.  

The whole amount of deposit in a joint account shall be attributable to the 

first account holder only. 

 

6.2  Conditions for opening the SCSS Account 

 Account will be opened in all HO/SO/BO. 

 Maturity period is 5 years, account can be continued for 3 more years after 

maturity by making an application. 

 Minimum deposit Rs.1000 and thereafter in multiples of Rs 1000/- maximum 

deposit is Rs. 30 Lakhs. 

 In the case of less than 60 years, deposit in SCSS is restricted to Rs.30 lakhs 

or to the retirement benefits received whichever is less. 

 Any number of accounts can be opened total restricted to Rs.30 lakhs. 

 There shall be only one deposit in the account. 

 Where a deposit in excess to the ceiling specified has been made, the accounts 

office shall, refund the excess deposit to the account holder immediately with 
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SB rate of interest. 

 No withdrawal is permitted before 5 years. 

 Check whether account opened within one month from the date of receipt of 

all retirement benefits in case customer is below 60 years of age. 

 If deposit by cheque, date of realization will be the date of deposit. 

 Customer has to submit AOF along with age proof and PAN number. In case 

of customer who is 55 years but not 60 years, letter from previous employer 

should be submitted. 

 Investment under this scheme qualifies for the benefit of Section 80C of the 

Income Tax Act, 1961 from 1.4.2007. 

 

6.3        Procedure to be followed for Opening of SCSS Account 

Procedure to be followed for opening SB account is to be followed and by 

using the proper menu in the Finacle CBS software. 

 

Note: The detailed procedure in c/w opening of SCSS account at Branch Post 

office is clearly explained in Savings Bank scheme and the procedure 

prescribed should be followed. 

 

6.4       Payment of quarterly interest 
 

i. Interest shall be calculated from the date of deposit to 31st March / 30th June / 

30th September / 31st December as the case may be in the first instance and 

thereafter interest shall be payable on first working day of April, July, 

October and January as the case may be. 

ii. If the date of payment of interest falls on holiday, the payment may be made 

on the next working day. 

iii. Interest will be rounded off to the nearest rupee. 

iv. TDS is recoverable from the quarterly interest payment except in cases 

where the depositor has submitted form 15G or 15H if the annual interest 

payable is more than Rs 40000. For the senior citizens of age 60 years or 

above this limit is Rs 50000.   (As per SB Order 37/2021) 

v. The depositor can also avail the facility of automatic transfer of interest to 

the Savings account. 

vi. If the depositor does not take payment of due interest, it will not earn extra 

interest. 

vii. Interest at the rate of SB account shall be payable on deposits to the accounts 

which are not extended or closed on maturity. 

viii. In case of the extended account after maturity the deposit in such account 

shall earn interest at the rate applicable to the scheme on the day of 

maturity. 

ix. On the due date for payment of quarterly interest CBS Software will transfer 

the interest to same depositor SB account in same or any CBS post office 
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otherwise the interest will be transferred to SCSS Sundry Account. 

x. SCSS depositor without SB account approach the post office to take the 

quarterly interest, he has to present the SCSS Pass book and filled SB-7. 

xi. Once counter PA is satisfied that signatures of depositor (s) tallied or 

depositor is identified then he can allow withdrawal by using the HTM menu 

in Finacle software. 

xii. Counter PA should write Transaction ID on the upper right-hand corner of       

SB-7 / Form-2 in red ink prefixed by scheme name and transfer to Supervisor. 

xiii. Using the TRAINID the Supervisor should also tally signature(s) of Depositor 

(s) and he will authorize the withdrawal through Finacle software. 

xiv. If the interest amount is Rs 20,000/- or more it should be paid through cheque 

only. 

xv. The interest for any period less than a quarter (as specified under the 

Scheme) shall be calculated as per the following formula: - 

 

Number of days in the period x Interest for the quarter 

___________________________________________________ 

                                         Total number of days in the quarter 

 

 

6.5        Premature closure of account 

The account holder may withdraw the deposit and close the account at any 

time on an application in SB-7B subject to the following conditions: - 

i. In case, the account is closed before one year after the date of opening of 

account, interest paid on the deposit in the account shall be recovered from 

the deposit and the balance shall be paid to the account holder. 

ii. In case the account is closed after the expiry of one year but before the expiry 

of two years from the date of its opening A deduction of an amount equal to      

1½ % of the deposit shall be deducted. 

iii. If the account is closed after the expiry of two years from the date of opening 

of the account, an amount equal to 1% of the deposit shall be deducted. 

iv. The account holder availing the facility of extension of account may withdraw 

the deposit and close the account at any time after expiry of one year from 

the date of extension of account, without any deduction. 

v. However, no deduction shall be made in case of premature closure of the 

account in case of the death of the depositor. Further, deduction shall not be 

made when the account is closed after the expiry of one year from the date of 

extension of the account. 

vi. Interest admissible up to the date preceding the date of premature closure of 

account. 

vii. Procedure for PMC of TD accounts will be followed for premature closure of 

SCSS accounts. 
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 6.6       Closure of SCSS Account on maturity 

The deposit made at the time of opening of the account shall be paid on or 

after the expiry of five years or after the expiry of eight years where account 

was extended from the date of the opening of the account, on an application 

in in writing. 

In case of death of the account holder before maturity or extended maturity, 

the account shall be closed and deposit refunded on an application in Form-3 

along with interest as applicable to this Scheme till the date of the death of 

the account holder, to the nominee or the legal heirs, as the case may be. 

Interest on the deposits in the account shall earn interest at the rate 

applicable on Post Office Savings Account from the date of death of the 

account holder till the date of final closure of the account. 

In case of a joint account or where the spouse is the sole nominee, the spouse 

may continue the account on the same terms and conditions specified for the 

scheme, if the spouse meets eligibility conditions under the scheme on the 

date of death of the account holder. 

Where both the spouses have opened separate account or accounts under this  

Scheme and either of the spouses die during the currency of such account or 

accounts, then such account or accounts standing in the name of the deceased 

account holder shall not be continued and shall be closed. 

Procedure followed for closure of TD accounts will also be followed for the 

closure of SCSS Account. 

 

Note: SCSS Interest / PMC /Closure amount can be credited to Customer’s 

Bank Account can be availed through ECS.   

6.7        List of Transactions, Consolidation and Voucher Bundle 

The counter PA has to prepare LOT by following same procedure SB account 

LOT. 

 

6.8       Extension of account 

i. The depositor may extend the account for a further period of 3 years by 

making an application to the post office within a period of one year after the 

maturity period of 5 years. 

ii. The extended account shall be deemed to have been made from the date of 

maturity, irrespective of the date of application. 

iii. Rate of interest will be as applicable on the date of maturity. 

iv. Deduction shall not be made when the account is closed after the expiry of 

one year from the date of extension of the account. 
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Rule relating to submission of Form 15G (by those who are below the age of 

60 years) and 15H (who are of 60 years or more age) are not changed. 

However, due to change of tax exception limit for certain categories Form 

15G or 15H can be accepted if the total interest payable in a financial year for 

all SCSS accounts of an individual SCSS account holder is within the 

Exemption Limit mentioned below. 

 
Individual Type From 

Type 

Age Income 

Exemption 

Limit 

Individual 15 G Below 60 years 2,50,000 

Senior Citizen (individual) 15 H 60 to 80 years 3,00,000 

Super Senior Citizen 

(Individual) 

15 H 80 years above 5,00,000 
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7.0 SUKANYA SAMRIDDHI ACCOUNT SCHEME 2019 (SSA) 

 

The Sukanya Samriddhi Account rules were first notified on 

2.12.2014. 

 

7.1 Eligibility condition 

i. Account can be opened by natural or legal guardian of a girl child from 

the birth of the girl child till she attains the age of ten years. 

ii. Birth certificate of a girl child in whose name the account is opened 

and along with other documents relating to identity and residence 

proof of the guardian should be submitted. 

 

iii. Natural or legal guardian is allowed to open only one account in the 

name of a girl child and maximum of two accounts in the name of two 

girl children. 

 

iv. Provided that more than two accounts may be opened in a family if 

such children are born in the first or in the second order of birth or in 

both, on submission of an affidavit by the guardian supported with 

birth certificates  

v. of the twins/triplets regarding the birth of such multiple girl children 

in the first two orders of birth in a family: 

 

vi. Provided further that the above proviso shall not apply to girl child of 

the second    order of birth, if the first order of birth in the family 

results in two or more surviving girl children. 

 

vii. Guardian will be called as depositor and Girl child will be called as 

Account Holder. 

 

 Note 1: More than two accounts may be opened in a family if such 

children are born in  the first or in the second order of birth or in 

both, on submission of an affidavit by the guardian supported with 

birth certificates of the twins/triplets regarding the birth of such 

multiple girl children in the first two orders of birth in a family. 

 

 Note 2: If the first order of birth in the family results in two or more 

surviving girl children, then the account could not be opened for 

second order girl child. 

 

7.2       Conditions for opening the account 

i. Initial Deposit Rs.250/-. 

ii. Subsequent deposits: Any amount in multiples of RS 50/-. 

iii. Minimum deposit to made in a Financial Year: Rs.250/-. 

iv. If minimum deposit is not paid, the account will be treated as 

discontinued and can be revived with a penalty of Rs.50 per year with 



76  

minimum amount required for deposit for that year before completion 

of 15 years from the date of opening of account. 

v. Maximum amount in a Financial Year: Rs. 150,000/- 

vi. No limit on number of deposits in a financial year (as SB). 

vii. Mode of Deposit: Initial deposit/Subsequent deposit can be made 

through cash or by Cheque/DD. 

viii. Date of encashment of cheque/DD shall be date of credit to the 

account. 

ix. Deposit is to be accepted till fifteen years from the date of opening. 

x. Interest will be calculated based on the lowest balance in the account 

between the close of the fifth day and the end of the month. 

xi. Nomination is mandatory. Guardian can nominate any individual 

including himself. 

 

7.3       Procedure to be followed for Opening of SSA Account 

i. Scrutiny of Account Opening Form (AOF/Form-1) to be done like that 

of SB account and also confirm that initial amount mentioned in the 

AOF correctly. 

ii. The Counter PA should first check if the customer is an existing 

depositor (Guardian) or a new customer. 

iii. For existing customer no need to create CIF ID in the name of 

depositor (Guardian). CIF to be created in the name of Girl Child only. 

iv. For new customer CIF ID to be created in the name of Girl Child and 

Guardian. The procedure for creation of CIF is same as SB account. 

v. The Counter PA should open Account Opening screen in CBS system 

using CPPFAO menu and enter CIF ID in the relevant field. Most of 

the fields will be auto-populated based on the data entered at the time 

of CIF creation. 

vi. Scheme code should be selected from the drop-down menu and make 

relevant entries in the CBS application. 

vii. On completion of relevant entries, Counter PA should click on Submit 

button. Account number in 10 digits and TRAN ID will be generated 

by CBS application. 

viii. Account number and TRAN ID should be noted on all the relevant 

documents and then the same should be handed over to Supervisor for 

verification. 

ix. Once the account is verified by Supervisor in the Finacle CBS, the 

account will become active for any further transaction. 

x. Counter PA should print the Passbook through Passbook Printer and 

hand over to the customer. 
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xi. At the day end, all Account opening forms (AOFs) along with KYC 

documents should be placed in the relevant Ring Guard Files of A4 

size and KYC Forms (if taken) should be dispatched to concerned CPC 

in a service registered packet duly sealed. 

 

7.4       Subsequent deposit for SSA Account 

i. Subsequent deposits can be made in Sukanya Samriddhi Accounts in 

multiple of Rs.50/- with minimum of Rs.250/-and maximum 

Rs.1,50,000/- in a financial year. 

 

ii. Subsequent deposit to an account can be made either in cash, cheque, 

draft or through electronic means. Other than cash the date of 

encashment of cheque/DD will the date of credit. 

 

iii. Deposit in excess of Rs.1,50,000/- in any financial year, if accepted due 

to any accounting error, shall not eligible for any interest and 

returned immediately to the depositor. 

 

iv. If minimum amount of Rs 250 is not deposited in a financial year, a 

penalty of Rs 50 per year as default fee will be collected. 

 

v. In case of an account under default, if not regularized within the time 

specified, then the whole deposit, including the deposit made prior to 

the date of default, shall be eligible for interest at the rate applicable 

to the scheme till the closure of the account. 

 

vi. Deposits may be made in the till the completion of a period of fifteen 

years from the date of opening of account 

 

Note: The detailed procedure in c/w opening of SSA account, 

subsequent deposit at Branch Post office is clearly explained in 

Savings Bank scheme and the procedure prescribed should be 

followed. 

 

7.5       Withdrawal 

i. To meet the financial requirements of the account holder for the 

purpose of education only when the account holder attains the age of 

18 years or passing 10th Standard whichever is earlier. 

ii. Withdrawal up-to 50% of the balance at the credit at the end of 

preceding financial year. 

iii. Maximum of 5 withdrawals within the overall limit of 50% of balance. 

iv. Only one withdrawal in one financial year. 

v. The documentary proof in the form of a confirmed offer of admission of 

the Beneficiary Account holder in an educational institution or a fee- 
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slip from such institution clarifying such financial requirement shall 

be submitted along with the request for withdrawal. 

vi. The amount of withdrawal shall be restricted to the actual 

requirement on account of fee and other charges required at the time 

of admission as shown in the offer of admission or relevant fee slip 

issued by the educational institution. 

 

7.6       Premature Closure of SSA Account 

A. In the event of death of the account holder 

1. The Account shall be closed immediately on production of death 

certificate issued by the competent authority. 

2. The balance at the credit of the Account and interest thereof till the 

date of death shall be paid to the Guardian. 

3. Interest for the period between date of death of the account holder and 

the date of closure of account shall be paid at the rate application to 

SB accounts for the balance held in the accounts. 

B. In cases of extreme compassionate grounds. 

1. Allowed after 5 years from the date of opening of Account. 

2. Such as medical support in life-threatening diseases of the Beneficiary 

Account holder or death of the Guardian. 

3. Power of sanction of such closure is delegated to Head of the Postal 

Division/Sr. Postmaster. 

 

7.7       Maturity of account SSA Account 
 

 The account shall mature on completion of twenty-one years from the 

date of opening of account. 
 
      For closure of account, following documents are required to be 

submitted: 

i. Account holder (Girl Child) has to submit Documentary proof of Fresh 

Identity. 

ii. Residence and Citizenship are to be presented along with Account 

Closure Form. 

 

Note: SSA PMC/Maturity closure amount can be credited to 

Customer’s Bank Account by following the procedure prescribed in 

Savings Bank Scheme.   
 

A. Where marriage of the account holder takes place before completion of 

21 Years from the date of opening of account. 

1. After the account holder attains 18 years of age. 
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2. Provided that no such premature closure shall be made before one 

month preceding the date of the marriage or 

3. After three months from the date of such marriage. 

 

4. Furnishing of a declaration duly signed on non-judicial stamp paper 

attested by the notary supported with proof of age confirming that the 

applicant will not be less than eighteen years of age on the date of 

marriage. 

 

7.8       Income Tax Benefit 
 Under Section 80(C) of Income Tax Act 1961 deposits under these 

accounts enjoy benefit of income Tax up to the overall maximum limit 

of Rs. One Lakh Fifty Thousand (1,50,000). 
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8.0    NATIONAL SAVINGS CERTIFICATES (VIII ISSUE) 

SCHEME, 2019 AND THE KISAN VIKAS PATRA SCHEME, 

2019 

 

 

The Post Office provides option for investment through certificates. All 

investors can use this option either for pure investment purpose or for 

getting Tax Exemption. The types of Certificate Accounts available for 

investment are 5-year NSC and Kisan Vikas Patra (KVP) Account. 

The pre-printed certificates of different denominations which were in 

use till 30.06.2016 being replaced by account from 01.07.2016 

onwards. 

 

8.1       Condition for opening of NSC/KVP Account  

 

NSC: 

 NSC Account can be opened for Minimum Rs.1000/- and multiples of 

100/- Maximum- No Limit. 
 The term of NSC account is 5 years. 

 

KVP: 

 KVP Account can be opened for Minimum Rs.1000/- and multiples of 

Rs 100/- Maximum- No Limit. 

 Lock up period for KVP is two and a half years. 
 

GENERAL: 
 

8.2       Who can open the account? 

 An adult. 

 Two or Three adult jointly. 

 Minor who is 10 years of age. 

 Guardian on behalf of minor or a person of unsound mind. 

 

8.3       Procedure to be followed for Opening of NSC/KVP Account 

1. Scrutiny of Account Opening Form (AOF) to be done same as SB 

account and also to confirm that initial deposit amount mentioned 

correctly in AOF. 
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2. The Counter PA should first check if the customer is an existing 

depositor or a new customer. 

3. For existing customer no need to create CIF ID. 

4. For new customer CIF ID to be created same as SB account. 

5. The Counter PA should open Account Opening screen in CBS system 

using CMISAOP menu and enter CIF ID in the relevant field. Most of 

the fields will be auto-populated based on the data entered at the time 

of CIF creation. 

6. Scheme code should be selected from the drop-down menu. 

7. Counter PA should examine the nomination details and see that all 

required columns have been filled correctly. 

8. Then the Counter PA should click on Submit button and account 

number in 12 digits and TRAN ID will be generated by CBS system. 

9. Account number and TRAN ID should be noted on all the documents 

and then all documents should be handed over to Supervisor for 

verification. 

10. Once the account is verified by Supervisor in the Finacle CBS, the 

account will become active for any further transaction. 

11. Counter PA should print the Passbook through Passbook Printer and 

hand over to the customer. 

12. At the day end, all Account opening forms (AOFs) along with KYC 

documents should be placed in the relevant Ring Guard Files of A4 

size and KYC Forms (if taken) should be dispatched to concerned CPC 

in a service registered packet duly sealed. 

 

Note: The detailed procedure in c/w opening of NSC/KVP account at 

Branch Post office is clearly explained in Savings Bank scheme and 

the procedure prescribed should be followed. 

8.4        Premature closure of NSC account: 

1. The account shall not be closed before maturity except in the following 

cases, namely: 

a. On the death of the account holder in a single account, or any or all 

the account holders in a joint account. 

b. On forfeiture by a pledgee being a Gazetted Officer, when the pledge is 

in conformity with this Scheme. 

c. When ordered by a court. 

2. Where an account is prematurely closed before the expiry of one year 

from the date of deposit, only principal amount shall be payable. 

3. If the account is prematurely closed after the expiry of one year but 

before the expiry of three years from the date of deposit, the 
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premature closure shall be allowed and on such premature closure of 

the account interest on principal amount at the rate applicable to the 

Post Office Savings Account from time to time for the complete months 

for which the account has been held, shall be payable. 

4. If an account is prematurely closed under sub-paragraph (1) after the 

expiry of three years from the date of the opening, the amount 

payable, inclusive of interest accrued under paragraph 5 for a deposit 

of one thousand rupees and at a proportionate rate for other amounts 

of deposits, shall be as specified in the table below: 

 

5.  (Table showing premature closure of account opened on or after date 

of notification with Rs.1000/-. This will vary as and when the rate of 

Interest changes) 

 

Period from the date of the account to the date of its 

pre- mature closure 

Amount 

payable 

inclusive of 

interest 

(Rupees) 
(1) (2) 

Three years or more, but less than three years and six months 1254.41 

Three years and six months or more, but less than four years 1302.97 

Four years or more, but less than four years and six months 1353.14 

Four years and six months or more, but less than five years 1405.23 

 

8.5       Premature closure of KVP Account/Certificate 

1. The account may be prematurely closed by the account holder by 

making an application in Form-3 to the account’s office, at any time 

before maturity under the following circumstances, namely: - 

a. On the death of the account holder in a single account, or any or all 

the account holders in a joint account. 

b. On forfeiture by a pledge, being a Gazetted Officer. 

c. When ordered by a court. 

2. On the closure of the account under sub-paragraph (1), principal 

amount along with simple interest calculated at the rate applicable 

from time to time to Post Office Savings Account for the complete 

months for which the account has been held, shall be payable. 

3. Notwithstanding anything contained in sub-paragraph (2), if an 

account is closed any time after the expiry of two years and six months 

from the date of opening of the account, the amount, inclusive of 

interest shall be payable as specified in the table below: 
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(Table showing premature closure value of account opened on or after 

date of notification with 1,000 rupees. This will vary as and when the 

rate of Interest changes) 

TABLE 

 

Period from the date of the account to the date of 

its pre-mature closure 

Amount payable 

inclusive of 

interest (Rupees 

Two and half years but less than three years 1171 

Three years but less than three and half years 1208 

Three and half years but less than four years 1247 

Three and half years but less than four years 1286 

Three and half years but less than four years 1328 

Five years but less than five and half years 1370 

Five and half years but less than six years 1414 

Six years but less than six and half years 1459 

Six and half years but less than seven years 1506 

Seven years but less than seven and half years 1554 

Seven and half years but less than eight years 1604 

Eight years but less than eight and half years 1655 

Eight and half years but less than nine years 1708 

Nine years but less than nine and half years 1763 

Nine and half years but less than maturity 1819 

On maturity after Nine years seven months 2000 

 

8.6       Encashment of Certificates 
 

NSCs purchased cannot be encashed till the expiry of the period of non 

encashability. 

The investor can get the maturity value of certificates on completion of 

the term, either at the Post office where investment was made or in 

any other PO. The investor can present the certificates for encashment 

or can present through a messenger. 

 If presented at the office of issue – When the certificates are presented 

for encashment at the office of registration itself, the PA will take the 

following action 

 
PA will check to see that…. 

 The NSC has been matured. 

 The certificate is not one which has been reported lost or stolen. 

 The certificate has not been attached by a court of law. 
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 The certificate is not the one in lieu of which a duplicate has been 

issued. 

 The counter assistant will process the certificate for payment in the 

following steps. 

 If the certificate is presented on the date of maturity, the maturity 

value is payable 

 If certificate is presented after maturity date, post maturity interest at 

simple interest at the prevailing SB rate is payable from the due date 

till the date of encashment (excluding date of encashment). 

 The holder to write the amount accrued, on the reverse of NSC, in 

figures and words and to sign with date. 

 The Counter PA will invoke the Menu “CSCCAAC” to proceed the 

discharge of certificate through Finacle and note down the TRAN ID. 

The Certificate will be transferred to supervisor for verification. 

 The Supervisor will verify the same by using the same menu in CBS 

Software. 

 The counter Assistant will print the discharge journal and the 

discharged certificates along with discharge journal will be sent to HO. 

8.7        Discharge of certificate other than the office of issue 

• For encashment of NSC /KVP at any other Post Office, the Certificate 

Account has to be transferred first and discharge of certificate is to be 

allowed. 

• Transfer of certificate account from one CBS office to another and one 

person to another is to be done at HO level only. 

• SO has to enter the transfer application detail in the register and send 

the transfer application with prescribed documents to HPO duly 

recommended on the day of receipt. 

• HO shall transfer the account after due verification of the 

Signature/KYC documents on the day of receipt and return the 

documents to SO mentioning the date of transfer. 

 

Note: NSC/KVP PMC/Maturity Closure amount can be credited to 

Customer’s Bank Account by following the procedure prescribed in 

Savings Bank Scheme.   

8.8        Transfer procedure for NSC/KVP from one Person to another Person 

Transfer of certificate from one person to another should be initiated 

at SO level. 

 An account may be transferred from one individual to another, subject 

to the condition that the transferee is eligible to open an account 

under this Scheme, in the following cases, namely: 

 (i) On the death of account holder in case of a single account or on the 
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death of all the account holders in a joint account, the amount shall be 

transferred to the legal heirs or the nominees as the case may be. 

 (ii) On the order of the court, the account shall be transferred from the 

account holder to the court or to any other individual as per the orders 

of the court. 

 (iii) On pledging, account/certificates shall be transferred from pledger 

to pledgee. 

 (iv) In the event of the death of any of the account holders in a joint 

account, the account shall be transferred in the name of the surviving 

account holder or account holders, as the case may be. 

 SO should maintain separate register and guard file for entering such 

requests. 

 After initiating the process, a transaction ID will be generated. Such 

request application should be sent to the HO along with the 

Transaction ID. 

 All such request should be verified by the Postmaster of the respective 

HO and return the application and documents to SO duly signed and 

approved. 

8.9        Procedure for issue of Duplicate Certificate- NSC/KVP 

 The investor may be asked to fill up NC-29 and Indemnity Bond (form 

NC- 54(a) and NC-54(b) and NC-61). 

 Receipt in respect of fee paid for issue of duplicate certificates. 

 Procedure for Duplicate Certificate will remain the same except that 

no pre-printed duplicate certificate is to be issued, instead, duplicate 

passbook will be issued. 

 Bond of Indemnity – In case of mutilated or defaced certificates, no 

Indemnity Bond is required. But for lost, stolen, destroyed certificates, 

need to submit bond of indemnity in the prescribed form with one or 

more Sureties or with a Bank Guarantee. 

A- Bond of Indemnity-form NC-54(A) 

 This form is used for issuance of a duplicate National Savings 

certificate(s) in lieu of lost, misplaced, spoiled or mutilated certificates. 

B- Bond of Indemnity-form NC-54(B) 

 This bond of indemnity is to be executed for the issue of a duplicate 

certificate(s) in lieu of lost, misplaced, spoiled or mutilated certificates 

with a Bank guarantee. 

C- Bond of Indemnity-(form NC-61) 

 This bond of indemnity is to be executed at the time of discharge of 

original certificates or Issue of duplicate certificate(s) in lieu of lost, 
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misplaced, spoilt, destroyed, defaced or mutilated certificate (s), where 

original application for purchase is missing. 

 

8.10      Pledging of Certificates (NSC/KVP) 

 No pledge facility for duplicate certificates. 

 An Account may be pledged or transferred as security, on an 

application made by the depositor in Form-3 supported with 

acceptance letter from the pledgee. 

The Certificates can be pledged to: 

a. The President of India or the Governor of a State in his official 

capacity. 

b. The Reserve Bank of India or a Scheduled Bank or a Cooperative 

Society, including a Co-operative Bank. 

c. A Public or Private Corporation or a Government Company.  

d. A Local Authority or 

e. A Housing Finance Company approved by the National Housing Bank 

and notified by the Central Government. 

Pledge Fee to be collected: 

 KVP- Rs.100+GST per Registration/Account. NSC- Rs.100+GST per 

Registration/Account 
 SO/HO PA will initiate menu HGCHRG in Finacle. Select event ID- 

PLEDGING and credit Pledge fee collected and Supervisor will verify the 

transaction by using the same menu HGCHRG to account the amount. 

 Activities of security pledge or release in case of NSC or KVP should 

be carried out at HOs only. 

 In case such request is submitted at SO, SO can verify the facts and 

recommend security pledge or Release on the application and send to 

HO. 

 At HO, a designated Supervisor will use “HAFSM” menu and execute 

the request. Another Supervisor or Postmaster has to verify the same. 

 Application should be returned to SO which will do necessary entries 

on the original certificates and keep requests in a separate guard file. 

 If the office is having two supervisors, the application for pledge need 

not be sent to HO. 

 No separate fee to be collected for pledge release. 

8.11 -   10 Year National Savings certificates (IX issue) 

Issue has been discontinued from 20.12.2015. However, if already 

issued certificates are presented for encashment after completion of 

the term, such certificates will be discharged by following the same 

procedure of NSC VIII issue discharge. 
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8.12 - Mahila Samman Savings Certificates, 2023 (MSSC): - Salient 

Features 
 

(a) Type of Account 

 

(i) Account under this scheme can be opened for an individual girl or 

woman in whose name the account is held. 
 

(ii) On an application to the post office in prescribed form, a Single 

Holder Type Account may be opened on or before 31.03.2025 by a 
woman for herself, or by the guardian on behalf of a minor girl. 

 

(b) Deposits 
 

(i) A minimum of one thousand rupees and any sum in multiples of 

one hundred rupees may be deposited in an account. Thereafter, no 
subsequent deposit shall be allowed in the account. 

 

(ii) There shall be a maximum limit for deposit of Rs. Two lakh 

in an account or in all accounts under this scheme held by an account 

holder. 
 

(iii) An individual may open any number of accounts in the scheme 

subject to the maximum limit for deposit Rs. 2 Lakh and a time gap of 

three months between the existing account and the opening of another 

account. For example, an account holder who opened an account on 
05.04.2023 with an amount Rs. 50,000, can open another account on or 

after 05.07.2023 with balance amount Rs. 1.50 lakh or part thereof. 

 

(c) Interest 
 

(i) The rate of interest applicable to the deposits under this scheme 
is 7.5 per cent per annum. The interest shall be compounded on quarterly 

basis and credited to the account. 

 

 

(ii) Post Office Savings Account interest shall be payable on an 

account opened or maintained, in contravention of this scheme. 

   

(d) Withdrawal from account 
 

(i) The account holder shall be eligible to withdraw for maximum 

up to 40 per cent of the eligible balance once after the expiry of 

one year from the date of opening of the account but before the 

maturity of the account by making application in prescribed form. 
 

(ii) In case an account opened on behalf of a minor girl, the guardian 

may apply for the withdrawal for the benefit of the minor girl by 

submitting the following certificate to the post office namely: - “ Certified 
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that the amount sought to be withdrawn is required for the use and 

welfare of Miss/Kumari .................................. who is a minor girl and is 
alive on 

this …………….. day ……………. of …………(month) ............ (year). 

 
 

(e) Payment on Maturity 
 

The account shall mature on completion of two years from the date 
of the account opening. Eligible Balance may be paid to the account 

holder on an application in Form-2 submitted to the post office concerned 

on maturity. 

 
 

(f) Premature closure of account 
 

(i) Account shall not be closed before maturity except in the following 

cases, namely: 

- 
(a) On the death of the account holder, 

(b) Where the post office is satisfied, in cases of extreme 

compassionate 

grounds such as medical support in life-threatening diseases of the 

Account holder or death of the guardian, that the operation or continuation 
of the Account is causing undue hardship to the Account holder, it may, 

after complete documentation, by order and for reasons to be recorded in 

writing, allow premature closure of the Account. 
 

Note: - In case of premature closure an application from the account 

holder/guardian shall be obtained alongwith certificate of treating doctor 

or death certificate of guardian shall be obtained. 

 
(ii) Where an account is prematurely closed under conditions 

mentioned in para (f) (i) above., interest on principal amount at the rate 

applicable to the scheme for which the account has been held shall be 

payable. 

 
(iii) Premature closure of an Account may be permitted, any time 

after the completion of six months from the date of opening of an account 

by submitting prescribed form, for any reason other than mentioned in 

para (f) (i) above, in such cases account shall be eligible only for the 
interest rate less by two per cent points than the rate specified for 

this scheme (viz. 5.5%). 

 

2. The provisions of the Government Savings Promotion General Rules, 
2018 shall, so far as may be, apply in relation to the matters for which no 

provision has been made in this Scheme. 

 

3. Various forms prescribed for the scheme in the notification should be 

used. However, till the receipt of Form-1 for opening of account, 
existing SB-AOF form for opening of account may be used and it shall 
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be ensured that declaration prescribed in para 3(2) of SB_AOF in 

respect of details of existing Mahila Samman Savings Certificate, shall 
be obtained from the account holder. For withdrawal from the account 

form SB-7C, for premature closure of account form SB-7B and for 

maturity closure form SB-7A may be use. 

 

 

For opening of account in Finacle the following procedure shall be followed: - 
 

 Invoke menu CMISAOP à GO 

  

 Enter CIF ID à 

  

 Product Group à MSSC 

  

 Scheme Code à MSSC à Go (F4) 

  

 Mode of Operation à select as applicable. 

  

 Deposit Amount à Enter amount of account opening 

  

 Nomination à Yes à Enter nominee details. 

  

 Transaction (Click on check box) 

  

 Select Cash or Transfer (In case of Transfer enter PO Savings Account No or 

SOL ID+0382. 

  

 Click on Flow tab 

  

 Submit 

 

(i) Note down the Account ID and Tran ID on Account Opening Form/SB-103. 

 

(ii) Supervisor shall verify the account opening by using menu CMISAOPV. 

 

(iii) After verification of account passbook should be printed in HPBP menu and 

handover to the account holder/guardian. 

 

(iv) The details of transaction carried out for Mahila Samman Savings Certificate 

will be available in Long Book Detailed Report and Long Book Consolidation 

Report. 

 

(v) For relevant voucher shall be transferred to SBCO branch alongwith other 

vouchers. 
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(7) For premature closure and maturity closure of Mahila Samman Savings 

Certificate in Finacle, procedure prescribed for MIS/TD closure shall be followed by 

using HCAACTD menu. 

 

(8) Procedure for withdrawal from Mahila Samman Savings Certificate in Finacle 

will be issued shortly. 
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9.0    PM CARES for Children Scheme, 2021 

In exercise of the powers conferred by section 3A of the Government Savings   

Promotion Act, 1873 (5 of 1873), the Central Government hereby makes the 

following Scheme, namely: - 

(1) This Scheme may be called the PM CARES for Children Scheme, 2021. 

(2) It came into effect from 6th October 2021. 

 

9.1 Definitions: 

(1) In this Scheme, unless the context otherwise requires, - 

(a) “account” means account opened in post offices under this Scheme; 

(b) “Account holder” means beneficiary child in whose name the account 

is held; 

(c) “Act” means the Government Savings Promotion Act, 1873 (5 of 1873); 

(d) “Concerned authority” means the Ministry of Women and Child 

Development for the purpose of coordination and overall 

management of this Scheme; 

(e)  “Date of event” means the date between the period 11.3.2020 to 

31.12.2021 during which the children who had not attained the age 

of eighteen years, lost both parents or last surviving parent or both 

adopted parents or sole legal guardian to COVID-19 pandemic; 

(f) “Date of opening of account” means the date on which the account 

is opened under the scheme; 

(g) “Form” means forms appended to this Scheme; 

(h) “General Rules” means the Government Savings Promotion 

General Rules, 2018; 

(i) “Joint account holder” means the concerned District Magistrate, who 

shall act as the guardian for the purpose of operation of the 

account under the Scheme; 

(j) “Scheme guidelines” means the guidelines issued by the Ministry of 

Women and Child Development on PM CARES for Children Scheme, 

2021. 

 

 

9.2 Opening of account: 

(1) An account may be opened in the name of a beneficiary with the 

concerned District Magistrate as joint account holder for an eligible 

beneficiary who has not attained the age of 18 years on the date of event 

and has also not turned 18 years on the date of opening of account, in 

accordance with the scheme guidelines: 

Provided that a single account may be opened for a beneficiary otherwise 
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eligible under the scheme guidelines who has turned 18 years or more on 

the date of opening of the account. 

(2) No joint account shall be opened under this Scheme except as 

provided under sub-paragraph (1) of paragraph 3. 

(3) The application for opening an account in Form-1, shall be 

accompanied with the documents of the eligible beneficiary, as specified by 

the concerned authority, under the scheme guidelines. 

 

 

9.3 Deposits:  

(1) The upfront lumpsum contribution shall be made only from the PM-CARES 

Fund, within one month of opening of the account, in the manner as specified in 

the Table below: 

 

 

(TABLE SHOWING AGE-BASED UPFRONT LUMPSUM CONTRIBUTION) 

TABLE 

Age of the eligible 

beneficiary at the 

time opening of an 

account 

Maturity 

(No. of 

Years) 

Upfront Lumpsum 

Contribution (in 

Rupees) 

(Rounded off) 

              1 Year 17 2,87,870 

              2 Years 16 3,09,750 

              3 Years 15 3,33,290 

              4 Years 14 3,58,620 

              5 Years 13 3,85,870 

              6 Years 12 4,15,200 

              7 Years 11 4,46,750 

              8 Years 10 4,80,710 

              9 Years 9 5,17,240 

            10 Years 8 5,56,550 

            11 Years 7 5,98,850 

            12 Years 6 6,44,360 

            13 Years 5 6,93,330 

            14 Years 4 7,46,030 

            15 Years 3 8,02,720 

            16 Years 2 8,63,730 

            17 Years 1 9,29,370 

            18 Years    

          and above 

0 10,00,000 
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(2) For purposes of computation of lumpsum contribution from PM CARES 

Fund, age of eligible beneficiary shall be the number of completed years on the 

upcoming date of birth. 

 For example. - The upfront lumpsum contribution amount for 4-month-old 

eligible beneficiary shall be the amount specified for one year old. Similarly, the 

upfront lumpsum contribution amount for 12 years 9 months old eligible 

beneficiary, shall be the amount specified for 13 years old. Any number of 

months and days shall be rounded off to the next complete year. 

(3) Age-based upfront lumpsum contribution, calculated as per sub-paragraph 

(2) of paragraph 4, shall be deposited in the account of the account holder by 

referring to the Table and the upfront contribution shall become Rs. 10 lakh 

when the account holder attains the age of 18 years. 

(4) Upon account holder attaining the age of 18 years, the said account with 

corpus of Rs.10 lakh, shall become a single account of the account holder, and 

bear the rate of interest applicable on the National Savings (Monthly Income 

Account) Scheme, 2019, as notified by the Central Government from time to 

time, for the duration from the account holder attaining the age of 18 years to 

23 years. 

 

(5) For a beneficiary otherwise eligible but has attained the age of 18 years 

or more as on date of opening of account under the proviso of sub-paragraph (1) 

of paragraph 3, the upfront lumpsum contribution of Rs. 10 lakhs shall be 

deposited into a single account in the name of the eligible beneficiary and the 

corpus of Rs. 10 lakhs shall bear the same prevailing rate of interest 

applicable to the National Savings (Monthly Income Account) Scheme, 2019, as 

notified by the Central Government from time to time, for the duration from the 

date of credit of upfront lumpsum contribution in the account till the account 

holder attains the age of 23 years. 

 

9.4 Interest on deposit:  

(1) The upfront lumpsum contribution in the account of an eligible beneficiary 

shall become Rs. 10 lakhs when the account holder attains the age of 18 years. 

(2) If the account has been opened under sub-paragraph (5) of paragraph 4, the 

account shall operate as a monthly interest scheme and the monthly interest 

shall be payable to the account holder on completion of a month from the date of 

credit of upfront lumpsum contribution in the account. 

(3) The single account with a corpus of Rs. 10 lakhs shall operate as a monthly 

interest scheme once the account holder attains the age of 18 years and shall 

bear the rate of interest applicable to the National Savings (Monthly Income 

Account) Scheme, 2019, as notified by the Central Government from time to 

time, for the duration from the account holder attaining the age of 18 years to 

23 years. 

(4) Interest shall be paid on the credit of upfront lumpsum contribution in the 

account on a prospective basis under the scheme and if the interest payable 

every month from the single account opened with a corpus of Rs. 10 lakhs is not 

claimed, such interest shall not earn any additional interest. 
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(5) No interest shall be paid once the account holder attains the age of 23 years. 

(6) Interest shall be rounded off to nearest multiple of one rupee and for this 

purpose any amount of fifty paisa or more shall be treated as one rupee and any 

amount less than fifty paisa shall be ignored. 

 

9.5 Operation of account: 

 (1) The account opened as per sub-paragraph (1) of paragraph 3 shall operate 

as a joint account with the account holder (below eighteen years as on date of 

opening of account) and the concerned District Magistrate. 

(2) For account holder of eighteen years of age or above, under the proviso of 

sub-paragraph (1) of paragraph 3, the account shall be operated by the account 

holder as single account after submitting KYC documents. 

 

9.6 Premature closure of account:  

(1) In the event of death of the minor account holder, the account shall be closed 

on an application in Form-2 and the lump sum upfront contribution shall be 

paid to the joint account holder for further transmission to the PM-CARES 

Fund. 

(2) Premature withdrawal or closure of the account shall not be allowed. 

 

9.7 Closure of account:  

The Scheme envisions upfront lumpsum contribution becoming Rs. 10 lakhs at 

the time of the account holder attaining 18 years of age and when the account 

holder attains the age of 23 years, the eligible balance shall be disbursed to the 

account holder and the account shall be closed on an application in Form-2. 

 

9.8 Scheme Management:  

Ministry of Women and Child Development shall be the nodal office and shall 

look into all matters pertaining to initiation and operation of the Scheme 

including problem-solving, identification of beneficiaries, opening of accounts, 

payment of upfront lumpsum contribution, scheme- related and beneficiary-wise 

accounting of credits or debits, scheme-related pay-in and pay-out, coordination 

with other agencies during implementation. 

 

9.9 Closure of the scheme:  

The Scheme shall be close-ended except for eligible beneficiaries as per the 

scheme guidelines and upfront lumpsum contributions from PM CARES Fund 

and upon settlement of dues, this Scheme shall stand closed. 
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CHAPTER 4  

LIST OF TRANSACTIONS 

 

4.1     List of Transaction for CBS Post Offices 

 

 After each and every transaction counter PA will shall write Name of Scheme 

and TRAN ID in red ink on the right-hand side of the voucher. 

 Vouchers of all schemes ((i.e., SB/RD/TD/MIS/SCSS/ PPF/SSA, NSS and 

KVPNSC (issued after 01.07.2016) should be arranged serially bundle 

according to the Transaction ID number irrespective of the Scheme. 

 At the end of counter hours counter assistant will generate "Long Book 

Detailed report - BRN (Today)" through HFINRPT menu in Finacle 

Production server for respective SOL ID and tally all vouchers with this 

report. 

 

 After tallying of vouchers with "Long Book Detailed Report-BRN (Today)" 

counter assistant will generate and print 2 copies of Long Book Consolidation 

Report-BRN (Today)" through HFINRPT menu in Finacle Production server. 

 

 All vouchers including closed vouchers are to be sealed along with print out of 

"Long Book Consolidation BRN (Today) ' and one copy of the same is to be 

preserved in post office in a guard file. For every 100 voucher separate 

bundles to be made. 

 

 SI Entries (Automatic transfer from SB to RD, MIS/TD/SCSS to SB) will not 

be included in common List of Transaction as these are system generated 

transactions. However, SI failure report will be shared by CEPT with 

respective CPCs for further necessary action on daily basis. 

 

 A single entry for each MPKBY Agents is included in LOT. 

 

 Other channel transactions will not be included in common List of 

Transaction (i.e., ATM, internet banking & mobile banking) as these are 

being handled through nodal office/GL integration. 

 

 Consolidated list of commission paid as well as list of TDSs deducted should 

be sent to Account branch of HO for preparation of schedule and Income Tax 

Return. 

 

 One withdrawal form will be prepared by counter clerk duly verified by HO 

DPM/APM for the POSB cheque inward clearing amount intimated by cheque 

clearing branch. Printout of Inward clearing cheque images should be 

attached with the withdrawal form.  
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 APM will verify the Inward cheque clearing amount with cheque clearing 

branch. DPM/APM (SB APM) will tally inward clearing amount shown with 

total debit clearing amount with Long Book Detailed report BRN. 

 If any Inward cheque is rejected one pay-in-slip should be prepared by 

clearing PA with total rejection amount and details of rejected cheques as 

well as cheque dishonor fee needs to be mentioned in the pay-in-slip. 

 Discharge vouchers of physical certificates (KVP/NSCVII issue) issued before 

01.07.2016) should be arranged separately and processed as being done 

presently. 

 DPM/APM/SPM will sign the "Long Book Consolidation Report" and above 

signatures, write the total No. of vouchers attached with the bundle.  

 Any manual correction if made in the Long Book Consolidation report-BRN 

should be supported by copy of error book and order from competent 

authority. 

 One copy is to be attached with voucher, one copy with office copy of "Long 

Book Consolidation Report-BRN (Today)". Date stamp is to be impressed on 

the long book consolidation report (Today). 

 

4.2  List of Transaction –Branch Post Offices. 
 

Process to be followed by Post Offices for vouchers received from GDS Branch 

Post Offices. 

 

 After receipt of vouchers from concerned BOs, PA/SPM will check vouchers 

with the list received with vouchers and in case of any discrepancy noticed 

error entry is to be made for concerned BO and copy should be sent to the Sub 

Divisional Head concerned. 

 PA/SPM will generate ‘Long Book Detailed Report-SDP & AO from Finacle 

Production server, MlS server (as the case may be) through HFINRPT menu 

for date of transaction at BOs. 

 After generation of report PA/SPM will tally all the vouchers (BO wise) with 

'Long Book Detailed Report -SDP & AO". 

 After tallying of vouchers with "Long Book Detailed Report-SDP & AO" 

counter assistant will generate and print 2 copies of 'Long Book Consolidation 

Report -SDP & AO" through HFINRPT menu in Finacle Production 

server/MlS Server. 

 APM/SPM will sign the "Long Book Consolidation Report -SDP & AO" and 

above signatures shall write the No. of total vouchers attached with the BO 

bundle. Any manual correction if made in Long Book Consolidation report 

should be supported by copy of error book and order from competent 

authority (one copy to be attached with voucher, one copy with office copy of 

"Long Book Consolidation Report-SDP & AO". Date stamp is to be impressed 

on the long book consolidation report-SDP & AO. 

At the end of day single voucher bundle for all BO’s along with Long Book 

Consolidation Report -SDP & AO will be sent to respective HO/SBCO. 
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CHAPTER 5 

 

SETTLEMENT OF DECEASED NATIONAL SAVINGS SCHEME 

ACCOUNT CLAIM CASES 

  

 Payment of the Amount of National Small Savings Schemes 

Accounts/Certificates in the Name of Deceased Depositor(s) 
 

5.1.       Basis of Settlement of claims 
 

  The claim to the amount of National (Small) Savings Schemes 

Accounts/Certificates standing in the name of deceased depositor(s) may be 

made on the basis of 

(a) Nomination 

(b) Legal evidence 

(c) Without the production of legal evidence at the discretion of sanctioning 

authority up to the limit fixed by Ministry of Finance which is Rs. 5,00,000/- 

at present. 

If the claim exceeds the prescribed limit which is now Rs. 5,00,000/-, the 

claimant should be advised to obtain a succession certificate from a 

competent court of law. 

 

Note 1: - The prescribed limit shall be applicable to each 

Account/Registration Number in case of Certificate separately. 

Note 2: - When a minor/ person of unsound mind on whose behalf a guardian 

has opened an account/certificate dies and no nomination made in that 

account, the eligible amount shall be paid to the guardian on submitting 

claim along with death certificate of the minor. 

 

5.2.       Account/Certificate in respect of which nomination exists 

i. In case the deceased depositor of the National (Small) Savings Scheme has 

made a nomination and registered the same with the Post Office and in force 

at the time of death of the depositor, the nominee/nominees of the deceased 

depositor are entitled to receive the amount at credit of the deceased 

depositor immediately after the death, irrespective of the amount, without 

production of legal evidence. 

ii. The nominee/nominees may make an application in prescribed Form (in 

duplicate) to the Post Office where account stands along with the proof of 

death of the depositor in original and passbook/certificates. If a claimant is 

not able to hand over original death certificate/proof of death, the Postal 

Authority receiving claim can accept photo copy of the same by comparing 

with original. ln such a case, that authority should write on the photocopy 
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"Compared with original and found correct" under dated signatures and 

designation stamp. 

iii. Where there are more than one nominee, if any nominee(s) has also died, the 

proof of death of such nominee in original should also be submitted along 

with claim application form. 

iv. If there are two or more surviving nominees, the eligible balance shall be 

paid in the proportion as specified by the depositor while making the 

nomination, and if no such proportion or share is specified, then in equal 

proportion to all the surviving nominees to be paid. On the death of the last 

surviving nominee or the sole nominee, the claim in respect of the account 

will be settled in favour of the legal heir of the last deceased nominee and not 

in favour of the LEGAL heir of the deceased depositor. 

v. If any nominee dies, his specified share in the eligible balance shall be 

distributed among the surviving nominees in the same proportion as their 

specified shares. 

vi. Where the nominee is a minor, the payment shall be made to a person 

appointed by the depositor to receive such payment and, if no such person has 

been appointed, payment to be made to the guardian of the minor. 

vii. The claim should be submitted in the Post Office where account,/certificate 

stands. If the claim is submitted at any other post office, the GDS 

BPM/SPM/PM/Sr. PM/CPM/Director should accept the claim application form 

along with documents and after accepting witnesses, forward the case along 

with all documents to the post office where account stands by Service Insured 

Post on the day of its receipt. 

viii. On receipt of the claim form at the post office where account stands, the 

Postmaster will verify the following: 

a. Name of depositor in Finacle/Sanchay Post with Passbook/Certificate and 

in death certificate. 

b. Details of nomination in Finacle/Sanchay Post/Nomination Register. 

c. Balance available in Passbook/Certificate with Finacle/Sanchay Post. 

d. Verify any Court order/Tax authority, /Freeze/Pledge/objection is not 

pending against that   Account/Certificate. 

e. The nominee(s) should be satisfactorily identified by taking lD proof and 

address proof. 

ix. After verification of claim in all respect as mentioned above, the concerned 

Postmaster shall enter details of claim in deceased claim/nomination register 

and issue a sanction for payment of the balance to the nominee(s) on the 

claim form. 

 

Note: - If claim is received from other post office, claim form duly sanctioned 

should be sent to that post office by Service Insured Post for taking 

acquittance from the claimant. The Post Office where claim was submitted, 

shall obtain acquittance from claimant on the claim form and in case of pre-

printed certificates, collect original certificates with signature of the claimant 
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and send back the same to the Postmaster of office of payment by Service 

Insured Post. Once claim form and original certificates (if any) is/are received 

back, the payment office will close account/ discharge certificates and crossed 

cheque should be sent to the Post Office by service Insured Post. Details of 

cheque sent by insured post should be noted on the claim form. In case the 

claimant desires payment into his/her POSB Account, he/she should mention 

POSB account number along with copy of first page of passbook in the 

acquittance portion of the claim Form. In case claimant desires payment into 

his/her Bank account, he/she should mention account number, IFSC Code, 

Bank Name along with copy of first page of passbook/cancelled cheque. 

x. No separate account closure form is required to be taken and receipt of the 

amount should be taken in the sanction issued on claim form itself at the 

time of payment which will be treated as account closure voucher. Photocopy 

or Duplicate Copy of this form should be kept in the claim case file as office 

copy. 

xi. Where there is more than one surviving nominee, payment should be made to 

all nominee(s) as per their share(s) specified, after taking acquittance on 

sanction. 

 

Note: - In case of exceptional circumstances where all the nominees are not in 

a position to submit claim or able to attend post office jointly, they may 

authorize nominee(s) to claim/take payment and the claimant nominee may 

submit disclaimer from other nominees in Form 14 of GSPR-2018 along with 

their KYC documents. In such case, payment can be made to the claimant 

nominee(s). 

 

xii. In case, the nominee(s) has lost the original Passbook/certificate(s) or is 

otherwise not in possession of it, he/she/they may apply for issue of 

Passbook/certificate(s) in his/her/their own name after his/her claim has been 

admitted and sanction is issued by the competent authority. The procedure as 

laid down in the relevant Rules for issue of duplicate certificate/ passbook 

will apply mutatis mutandis. 

 

Note 1: - The Postmasters of all Sub Offices/Head Office can sanction the 

claim of an account/certificate where nomination is in force and registered in 

respective Post Office, irrespective of any limit in all National (Small) 

Savings Schemes. 

 

Note 2: - AII claims in respect of discontinued schemes will be sanctioned at 

respective Head Post Office. The concerned SPM will send claim form along 

with document to the concerned Head Post Office. 

 

Note 3: -Where, Account/certificates stands in GDS Branch Post Offices and 

nomination exists, the claim form along with death certificate, 
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passbook/certificate may be accepted by GDS BPM and after 

scrutinizing/verification of the documents, the GDS BPM will send the claim 

application form to concerned Account Office and the claim should be 

sanctioned by respective Account Office. 

Note 4: -The post office is required to give precedence to the nominee(s) over 

all other persons staking claims on the amount while settling deceased claims 

cases and such payment to the nominee absolves the post office from all 

future liability in respect of the deposit. However, if any legal heir preferred 

claim on the basis of a Succession Certificate, Probate of Will or Letter of 

Administration of the deceased estates issued by any court of law before 

sanctioning of claim in favour of nominee, claim shall be settled in favour of 

Succession Certificate/Probate of Will or Letter of Administration holder. 

 

Note 5: - In case nomination was made by the depositor and was in order but 

for any reason, Post Office did not register the nomination; the nomination 

can be registered later on after verification and approval by Divisional 

Superintendent. 

 

5.3.       Claims supported by legal evidence 
 

i. When a claim is received supported by legal evidence such as succession 

certificate under the Indian Succession Act, 1925 or a Probate of will or 

Letter of administration of the deceased estate and there is no nomination, 

the claimant(s) will be requested to prefer claim in prescribed Form (in 

duplicate) along with Original Death Certificate/Proof of Death of the 

deceased issued by competent authority. If a claimant is not able to hand over 

original death certificate/proof of death, the postal authority receiving claim 

can accept photocopy of the same by comparing with original. In such a case, 

that authority should write on the photocopy "compared with original and 

found correct" under dated signature and designation stamp. 

ii. The claim supported by legal evidence for account/certificate standing at 

Time Scale, /LSG /sub post offices, the respective SPMs can sanction claim up 

to the limit prescribed for sanction of claim "where no nomination exists or no 

legal evidence produced" in table below in rule 4 (B). 

iii. The claim supported by legal evidence and where no nomination exists for 

account/certificate standing at Time Scale/LSG sub post offices beyond the 

sanction limit of respective SPMs, those claims will be forwarded to the 

Divisional Head after verifying all particulars of claim and Divisional Head 

will issue sanction for such claims irrespective of any limit. 

iv. The claim supported by legal evidence for account/certificate standing at 

HSG-II/ HSG I Sub Post Offices/MDGs/HO/GPO, the respective 

SPMs/PMs/Sr.PM/CPM/Director can sanction claim irrespective of any limit 

in such cases. 

v. All claim submitted in respect of discontinued schemes will be sanctioned at 
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respective HPO/GPO. The concerned SPM will send the claim form along 

with the documents to the concerned HO/GPO. 

vi. On receipt of the claim form, the Postmaster will verify the following: - 

 Name of depositor in Finacle/Sanchay Post with Passbook/certificate and in 

death certificate. 

 Genuiness of legal evidence submitted. 

 Balance available in passbook/certificate with Finacle/Sanchay Post. 

 verify any Court order/Tax authority/Freeze/Pledge/objection is not pending 

against that account/certificate. 

 The claimant(s) should be satisfactorily identified by taking ID proof and 

address proof. 

vii. No separate account closure form is required to be taken and receipt of the 

amount should be taken in the sanction issued on claim form itself at the 

time of payment which will be treated as account closure voucher. Photocopy 

or Duplicate of this form should be kept in the claim case file as office copy. 

 

Explanation: - For the purpose of determining the sanctioning authority, the 

term "balance" shall mean the balance at credit of the account of the deceased 

depositor on the date of death to which interest already accrued during the 

preceding year. 

 

Note 1: - ln case the claimant is unable to produce the original legal evidence 

in support of his claim, he may, at his own cost, produce certified copies of the 

documents from the Public Officer having the custody of such documents. If 

there is any difficulty in producing certified copies, he may produce self-

attested copies of such documents along with the originals for comparison by 

the sanctioning authority who should pass remark on the self-attested copies 

of such documents that he has examined the original and found the copy to be 

correct. 

 

Note 2: - If claim is received from other post office, claim form duly 

sanctioned should be sent to that post office by Service Insured Post for 

taking acquittance from the claimant. The Post Office where claim was 

submitted, shall obtain acquittance from claimant on the claim form and in 

case of pre-printed certificates, collect original certificates with signature of 

the claimant and send back the same to the Postmaster of office of payment 

by Service Insured Post. Once claim form and original certificates (if any) 

is/are received back, the payment office will close account/discharge 

certificates and crossed cheque should be sent to the Post Office by service 

Insured Post. Details of cheque sent by insured post should be noted on the 

claim form. In case the claimant desires payment into his/her POSB Account, 

he/she should mention POSB account number along with copy of first page of 

passbook in the acquittance portion of the claim form. In case claimant 

desires payment into his/her Bank account, he/she should mention account 
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number, IFSC Code, Bank Name along with copy of first page of 

passbook/cancelled cheque (when facility is made available in Finacle). 

 

5.4.       Claims without Nomination / production of legal evidence 
 

A. In case where no nomination exists or no legal evidence produced/available 

and balance in an account/certificate (purchased through single purchase 

application in case of old certificates) is not above Rs.5,00,000 and if the legal 

heir(s) of the depositor of an account/certificate, want to prefer a claim, the 

claimant(s) may submit claim in prescribed form after the expiry of the six 

months of the death of the depositor. The following additional 

form/documents shall be submitted for settlement of claim. 

 Death certificate or proof of death in original, 

 Pass Book/certificate or deposit receipt/statement of account in original, 

 Affidavit in Form- 13, 

 Letter of disclaimer in Form-14, 

 Bond of Indemnity in Form-l5, 

 

Note 1: - The claim application form must be filled by the person who is 

entitled under the law (vide Sections 8 and 15 of the Hindu Succession Act, 

1956, in case of persons governed by that Act, Mohammedan Law in case of a 

Muslim and Indian Succession Act, 1925 in case of Christians and others). 

 

Note 2: - (i) If a claimant is not able to hand over original death 

certificate/proof of death, the Postal Authority receiving claim can accept 

photocopy of the same by comparing with original. In such a case, that 

authority should write on the photocopy "Compared with original and found 

correct" under dated signatures and designation stamp. 

 

(ii) Form-13/14/15 shall be submitted on non-judicial stamps of the required 

value according to current Stamp Act of respective state.  

 

(iii)  A guardianship certificate on behalf of the minor relatives of the 

deceased depositor should be submitted if the claimant is not a guardian 

under the law applicable to him. 

 

B. The authorities mentioned below are competent to sanction claims without 

production of legal evidence up to the limit noted against each after expiry of 

Six (6) Months from the date of death of the depositor where no nomination is 

in force and if no succession certificate or probate of will or letter of 

administration of the deceased estate is produced during the period or up to 

the date of sanction. 
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Sl No. Name of authority Limit in 

(Rs) 

1 Sub Post Masters of Time Scale Departmental 

SOs, Sub Postmasters of Lower Selection Grade 

Post Offices 

   50,000 

2 Sub Post Master/s Deputy Post masters/Post 

Masters of Higher Selection Grade (all Non-

Gazetted) SOs and HPOs 

1,00,000 

3 Senior Post Masters/ Deputy Chief Post Masters 

/ Superintendent of Pot offices/ Dy 

Superintendent of Post offices ( All Gazetted 

Group-B HPOs and Divisions) Chief Post 

Masters in GPO/ Head Offices, Senior 

Superintendent of Post Offices (All Gazetted 

Group-A HPOs and Divisions) 

  

         5,00,000 

 

Note l: -To ascertain limit for sanction of claim the status of the Post 

Office/Office should be taken into account. 

 

Note 2: - For the purpose of determining the sanctioning authority, the limits 

should be: - 

i. For accounts, the amount at credit at the time of death of the depositor plus 

the interest accrued thereon up to the end of the financial year preceding the 

year in which the death occurred. 

ii. For certificates, the maturity value of the certificate i.e. the face value plus 

the amount of interest accrued up to the last completed year or half year, as the 

case may be, prior to the death of the deceased holder. 

 

C. Cases presenting special features, such as lacuna in rules etc. should not be 

disposed of as a matter of course and all such cases should be referred to the 

Directorate for orders 

Note l:-The power for sanctioning claims beyond Rs. 10,000 will be exercised 

personally by the officers mentioned against items (ii) to (iv) of the Table. 

 

Note 2:-For reviving the silent account in the name of the deceased depositor, 

the copy of the sanction admitting the claim will be treated as application for 

revival. It will be sent to the HO/GPO along with the pass book for issuing 

necessary sanction for the revival' 

 

Note 3:-When it is necessary to revive or revise a sanction for payment of 

deceased depositor's balance in the Savings Account, the reviving or revising 
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authority may permit payment of interest on the balance up to the month 

preceding the month of revival or revision of the sanction provided it is satisfied 

that the delay was entirely beyond the control of the claimant. 

 

Note 4:-If claim belonging to Sub Post Offices, MDG/HO is beyond the sanction 

limit of respective SPMs/PMs, the claim will be forwarded to the Divisional 

Head concerned after verifying all particulars and respective Divisional Heads 

will issue sanction for such claims within limit prescribed and in case the same 

is above the limit of Divisional Head, the claim will be forwarded to the 

concerned sanctioning authority. 

D. The competent authority will sanction the claim without reference to the higher 

authority unless the claim is of doubtful or contested nature. The competent 

authority must in such cases make the necessary inquiries and record the result 

before forwarding it to the higher authority. 

 

The sanctioning authority will scrutinize the claim application to see that: - 

i. The particulars of the relevant account/certificate are correctly filled in and 

have been verified by the Postmaster. 

ii. The Postmaster has accepted the witnesses on the claim application. 

iii. ID Proof and address proof of the claimant(s) have been attached. 

iv. An original or attested copy of death certificate (proof of death) from the 

appropriate authority accompanies the claim application and it is in order. 

v. Annexures attached to the claim application have been duly attested by 

authorities mentioned therein. 

vi. A certificate about the release of pledge from the pledgee accompanies if the 

account is pledged. If the pledgee claims the amount in full or in part, payment 

will be made to him to the extent of his claim. Action for the settlement of the 

claim will arise only if the pledge is released in full or in part. 

 

E. If any defect of consequence is noticed, the competent authority will address the 

claimant directly to complete the documents giving him the necessary guidance. 

If the witnesses are accepted by Director/CPM/Sr.PM/PM or SPM, ID and 

address proof of the claimant and death proof in original or attested copy issued 

by the appropriate authority and annexures attached to the claim form duly 

attested by the authorities mentioned therein are attached, no further 

verification is required to be done. 

 

5.5.       Production of death certificate 
 

 Death certificate or proof of death in original from a Municipality/Local 

authority, hospital or police station in the form prescribed by the authority for 

the grant of such certificate/proof will be accepted. 

 When death occurs at a place where none of the institutions or authorities as 

mentioned above exist, a certificate/proof of death in original from a Gazette 
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Officer, an M'P., M.L.A. or Panchayat Officer or Mukhiya / Village Police Patel 

may be produced. 

 An original certificate from the last employer or the doctor or hakim who last 

attended the deceased in case where the balance does not exceed Rs. 500/- may 

also be accepted. 

 The certificate/proof of death in original issued by the Parsee panchayat and 

burial certificate in original issued by the church authorities may be accepted, if 

such certificate cannot be obtained from a municipality or other local authority 

or hospital or police station or registered doctor. 

 If a claimant is not able to hand over original death certificate/proof of death, 

the Postal Authority receiving claim can accept photo copy of the same by 

comparing with original. In such a case, that authority should write on the 

photocopy "compared with original and found correct" under dated signatures 

and designation stamp. 

 

5.6.       Guidelines for sanctioning authorities 

 

 Section 4-A and 5 of Government Savings Promotion Act, 1873 and Rule 15(6)(i) 

of GSPR-2O18 vests the sanctioning authority with full discretion to pay to 

whosoever appears to them be entitled to receive the sum due to a deceased 

depositor under the circumstances mentioned therein and gives the sanctioning 

authority immunity from a bonafide wrong payment. 

 The competent authority should satisfy himself from the two witnesses and ID 

along with address proof of the claimant regarding genuineness of the claim 

before payment and no further enquiries are to be made. If the witness is not 

physically appearing before the post office, self-attested copy of the ID/Address 

proofs containing the signature of the witnesses are to be produced along with 

the claim application. 

 In clear cases of minor claimants where natural guardians have preferred the 

claim, payment will be made to them without insisting upon production of 

Guardianship Certificate. 

 If the pass book of the deceased depositor is not forthcoming, the circumstances 

of the case should be reported to the Head of the Division for orders whether the 

account may be closed without production of the pass book. lf the account is 

ordered to be closed without the production of the pass book, the procedure 

prescribed in Rule 37(3) of POSB (CBS) Manual should be followed mutatis 

mutandis. 

 In case, the nominee(s) has lost the original certificate(s) or is otherwise not in 

possession of it he/they may apply for issue of certificate(s) Passbook in his/their 

own name after his/her claim has been admitted and sanction issued by the 

competent authority. The procedure as laid down in the relevant Rules for issue 

of duplicate certificate passbook will apply mutatis mutandis. 

 

Note: - If claim is received from other post office, claim form duly sanctioned 
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should be sent to that post office by Service insured Post for taking acquittance 

from the claimant. The Post Office where claim was submitted, shall obtain 

acquittance from claimant on the claim form and in case of pre-printed 

certificates, collect original certificates with signature of the claimant and send 

back the same to the Postmaster of office of payment by Service Insured Post. 

Once claim form and original certificates (if any) is/are received back, the 

payment office will close account/discharge certificates and crossed cheque 

should be sent to the Post Office by service Insured Post. Details of cheque sent 

by insured post should be noted on the claim form. In case the claimant desires 

payment into his/her POSB Account, he/she should mention POSB account 

number along with copy of first page of passbook in the acquittance portion of 

the claim form. In case claimant desires payment into his/her Bank account, 

he/she should mention account number, IFSC Code, Bank Name along with copy 

of first page of passbook/cancelled cheque (when facility is made available in 

Finacle). 

 

5. 7.     Payment to minor claimants 

a. Where the claimant is a minor nominated by the depositor, payment of the sum 

may be made to the person appointed in the nomination to receive it. In case 

there is no such person or there is no nomination in favour of the minor 

claimant, payment of the balance may be made to the guardian. 

b.  Guardian in relation to a minor means 

i. Father or mother; and 

    ii. Where neither parent is alive, or where the only parent is incapable of acting, 

a person entitled under the law for the time being in force to have the care of the 

property of the minor. 

c. The person withdrawing the balance from the account on behalf of the minor 

shall furnish a certificate that the minor is alive and that the money is required 

on behalf of the minor. 

 

Note l:- As per definition of the guardian in the Section 3(h) of Government 

Savings Promotion Act 1873, guardian in relation to a minor or a person of 

unsound mind means father or mother. In view of this, the mother of a Muslim 

minor can be treated as a guardian for the purpose of settling the claims of 

deceased depositor where the interest of Muslim minor is involved.  As the 

mother has been made the guardian of the minor irrespective of the fact 

whether the heir of the depositor is a Hindu or Muslim, such a payment to the 

mother would be a valid discharge within the meaning of Section 5 of the 

Government Savings Promotion Act, 1873. 

 

Note 2:- The payment to a minor directly and not though a guardian will not be 

a valid discharge under Section 5 of the said Act. 
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5.8.       Claims of holders not heard for 7 years 

For the purpose of this Rule the holders who have not been heard of for more 

than 7 years will be treated as dead and the claims in respect of their holdings 

settled in accordance with the foregoing sub- rules of the Rule, provided the 

disappearance of the holder of the account/certificate has been established and 

the claimant is prepared to indemnify the Government against any adverse 

claim. 

Such accounts are to be settled as per provisions of Section 107/108 of the Indian 

Evidence Act. The nominee/legal heir of a missing depositors has to raise an 

express presumption of death of the depositor under Section 107/108 of the 

Evidence Act before competent court. If the court presumes that he/she is dead, 

then the nominee/legal heir will be entitled for settlement of outstanding 

amount of the relevant account of the missing depositor in his/her favour. 

5.9.       Settlement of claims where the claimants or near relatives are residing abroad 

 Where the claimant or a near relative named in the claim resides in a foreign 

country, the procedure as applicable to other claims is to be followed except that 

the claim from a person residing in a foreign country, letter of disclaimer from a 

person residing in a foreign country, death certificate issued in a foreign country 

and the power of attorney executed in a foreign country, if any, should have the 

authentication by the Indian Consular Office in that country, if reciprocal 

arrangements under Section 14 of the Notaries Act, 1952 and HAGUE 

APOSTITLECONVENTION do not exist between India and that country. 

Authentication means that the authenticating official has assured himself of the 

person who has signed the instrument, as well as the fact of execution. In case 

India has no consular relations with the country and no other foreign nation has 

been entrusted with the task of looking after the interest of India or of the 

people of Indian origin there, the authentication should be done by a Magistrate 

of that country. Submission of above documents along with claim application 

duly authenticated by the Indian Consular office is the duty of the claimant. 

 Reciprocal arrangements under Section l4 of Notaries Act, 1952 exist between 

India and the United Kingdom, Hungary, Ireland, Belgium and New Zealand 

only and reciprocal arrangement under HAGUE APOSTITLE CONVENTTON 

exists with following countries: - 

Albania  Argentina Australia Austria Belarus Belgium 

Bosnia  Bulgaria China Costa Rica Croatia Cyprus 

Czech 

Republic 

Denmark Ecuador Finland France Georgia 

Greece  Hungary Iceland India Israel Italy 

Japan  Korea Latvia Lithuania Luxembourg Malta 

Mauritius  Mexico Montenegro Netherland New 

Zealand  

Norway 

Panama  Peru Poland Portugal Romania Russian 

Federation 

Serbia  Slovakia Slovenia South 

Africa 

Spain Suriname 
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Sweden Switzerland The former 

Yugoslav 

Republic of 

Macedonia 

USA Venezuela  

 

     The documents such as death certificate, power of attorney etc. executed before a 

notary, solicitor, agency or any other person or authority competent under the 

law of the State of origin of the above countries need no authentication from the 

Indian Consular office in that country. When duly signed and stamped 

document from any of the above countries is submitted, no further verification is 

required. Payment of the claim to a claimant residing in a foreign country will 

be made to the holder of a power of attorney in India. No direct remittance will 

be made to the claimant in the foreign country. The sanctioning authority 

should compare the original document with the self-attested photocopy and 

record under dated signature with stamp "compared with original". There is no 

need for verification of either death certificate or power of attorney issued by the 

above noted countries. 

 

5.10      Payment of claim 

i.   The admissibility of interest on deceased claim on various National/Small 

Savings Schemes and admissibility of continuation of account by 

nominee(s)/claimant is prescribed in relevant National/Small Savings Schemes 

rules. A gist of eligibility of interest/continuation in various schemes is placed 

below for reference. However relevant rules to be referred which may be 

changed from time to time. 

 

Sl  

No. 

Scheme Options with Nominee(s)/ Legal 

heir(s) 

Interest of Payment 

1 SB Close the account Up to preceding month of closure. 

2 RD 1. can close account and take 

payment immediately. 

2. can request for transfer of 

account in his/her name by 

submitting claim application and 

continue till maturity. 

1.if continued till 

maturity/extended 

maturity, full maturity value. 

2. if closed before 

maturity/extended 

maturity, the amount applicable 

as 

prescribed in relevant table of 

Rule 12 of I  NSRD Rules 2019. 

3 TD 1. Can close account and take 

payment immediately. 

2. can request for transfer of 

account in his/her name by 

submitting claim application and 

continue till maturity. 

1.TD rate of interest for 

completed 

years (Not beyond the type of TD 

years) 

2. POSA rate of interest for 

completed month(s). 
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4 MIS Can close the account any time. Interest up lo the preceding 

month 

Lin which refund is made. 

5 SCSS 1. If Spouse is sole nominee and 

meets eligibility criteria for 

opening of SCSS account, he/she 

can get account transferred in 

his/her name and continue 

account till maturity provided 

he/she does not have another 

SCSS account. 

2. can close account and take 

payment immediately. 

1.SCSS interest rate will be paid 

up to the date of death of the 

depositor. 

2. After date of death to 

preceding date of payment, POSA 

interest rate will be applicable. 

6 PPF Close the account any time PPF interest applicable up to the 

preceding month of payment 

made 

7 SSA Close the account any time 1.SSA interest rate will be paid 

up to the date of death of the 

depositor 

2. After date of death to 

preceding date of payment POSA 

interest rate will be applicable 

8 KVP 1, can close account/ certificate 

and take payment immediately 

2. Can request for transfer of 

account / in his/ her name by 

submitting claim application and 

continue till maturity 

1. If continued till maturity, full 

maturity value 

2. If pre maturely closed before 2 

and half years POSA interest 

rate is applicable for completed 

months 

3. After 2 and half years but 

before the maturity, the interest 

applicable as per relevant table in 

Rule 6 of KVP Rules 2019 

9 NSC 1.Can close account/certificate 

and take payment immediately 

2. Can request for transfer of 

account / certificate in his /her 

name by submitting claim 

application and continue till 

maturity 

1. If continued till maturity, full 

maturity value 

2. If prematurely closed before 1 

year no interest will be payable 

3. If pre maturely closed after 

1year but before 3 years, POSA 

interest rate is applicable for 

completed months. 

4. Above 3 years but before the 

maturity the interest as 

applicable in relevant Table of 

Rule 7 (4) of NSC Rules 2019 
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ii.The claimant will present the sanction in original along with the pass book. 

Necessary action will be taken as for the closure of savings account. 

iii.All payments of the deceased claim cases should invariably be made by cheque 

or credit into savings account of the claimant. Payment through cheque will be 

made by means of a crossed cheque only. 

Note: - The sub offices which are not authorized to issue cheque will obtain 

cheque for the required amount from the HO/GPO. 

 

5.11     Transfer of account to the name of claimant 

     After sanction of the claim, if the RD/TD/SCSS account/certificate(s) is/are 

desired to be continued or retained by the claimant till maturity, he/she must 

furnish an application in new AOF and if the account stands at Branch Post 

Office, complete specimen signature slip. If claimant is not having any CIF in 

any CBS Post Office, new CIF has to be created by following the procedure laid 

down in relevant rules. The account will then be transferred in the name of the 

legal heir by changing CIF in CBS Application. 

 

5.12.      Entry of request for settlement of claim in register and grant of 

acknowledgement 

 Whenever a request from the depositor for sanction of claim is presented at any 

post office, his request should be entered in the register to be maintained in 

manuscript and an acknowledgment in the format given below should be issued 

to the depositor against his request: - 

 

ACKNOWLEDGMENT OF CUSTOMER REQUEST 

.................................. .SO/HO/GPO (Name of post office where request received) 

 

Date of receipt of request ............................................ . 

Time of receipt of request..................................... 

Name of depositor....,.............................. 

Account/Certificate(s) no .,.................................. 

Name of scheme .........(SB/RD/TD/MIS/PPF/NSS/SCSS/SSA/Certificates) 

Request No; - ............,................... (Sl. No. of register) 

Date Stamp of PO 

Signature of Postmaster 

 

5.13.      Maintenance of Register of Deceased claim cases 

 As soon as Claim Form along with required documents is received in the post 

office where the account stands, entry should be made in the register of 

deceased claim cases format of which is given below. In order to keep a watch on 

the expeditious disposal of claim cases, this register should be maintained by all 

the sanctioning authorities (including the circle office). The register will be 

examined every month by the Head of the Office or Section to see that no case is 
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being unduly delayed and such action as may expedite, is taken immediately. 

AII deceased claim cases irrespective of the nomination registered or not, should 

be sanctioned/disposed off within 7 working days of the receipt of the same in 

any post office or administrative office. All inspecting officers while 

visiting/inspecting any post office or administrative office should examine this 

register to see that no case is delayed beyond 7 working days and if any such 

case is noticed, separate report should be sent to higher authority, 

 

 

 

 

 

 

 

 

SPECIMEN OF FORM 

Proforma for the Register of Deceased claim case 
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5.14.     Procedure to be followed by Branch Post Offices 

The GDS branch postmaster will in all cases submit the claim to the Account 

Office. He will accept two witnesses and make entry in BO SB/RD/TD Journal 

against DLT and Specimen Signature Book that depositor died on...................... 

BPM should not allow any transaction in the relevant account. The Account 

Office will take necessary steps to settle the claim and issue the sanction order 

either itself or though the competent authority. The branch postmaster will be 

guided by the instructions received from the Account Office. 

 

5.15.     Reconciliation certificate 

If there is a difference in the name of the deceased depositor, the claimant will 

apply to the concerned Head of the Postal Division /Head of the GPO/Gazetted 

HO for issue of reconciliation certificate by giving an application in manuscript 

declaring the facts supported by documentary evidence(s) if any and two 

witnesses with their lD and Address proof. Head of the Postal Division /Head of 

the GPO/Gazetted HO, after satisfying himself through the documentary 
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evidence(s) submitted or after conducting any inquiry, which he deems 

necessary, shall issue Reconciliation Certificate in the following format. 

If there is a difference in the name of the deceased depositor, a reconciliation 

certificate in the following form may be obtained from the claimant with the 

claim application form. 

 

 

 

 

 

 

 

 

 

SPECIMEN OF FORM 

 

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

 

Certified that the real name of the deceased depositor/investor of POSB Account/ 

Savings certificate Number …………………………  dated ……………………. 

was………………………… He/she also used to be called by................. 

..................(name). The name as mentioned in POSB Account/Savings Certificate 

and in the Death Certificate, is that of one and the same person viz., the deceased 

depositor/investor. 

Date /Place……………….. 

Signature 

Name (in block letters) 

Designation stamp .......... 

 

Claimant will attach the above Reconciliation Certificate with the claim 

application Form. 

 

5.16.     Claim arising on depositor become insane or otherwise incapable of managing 

his own affairs: 

When an application is made for withdrawal on behalf of a depositor, who has 

become insane or incapable of managing his own affairs, the applicant should be 

required to produce any authority he may possess as guardian of the depositor 

or manager of the estate. If any such authority is produced, an enquiry should 

be made and a report sent to the Head of the Circle. In either case, order from 

the Head of the Circle should be awaited by the Postmaster. On receipt of the 

order from the Head of the Circle, a suitable remark should be made in the 

system. In case the account stands at a sub or branch office, a copy of the order 

of the Head of the Circle should also be sent by the Head Office for a suitable 

note to be kept by the office where the account stands open.  
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Note: - In case where authority has been obtained from a competent Court of 

Law, the Head Postmaster will be competent to decide the case. 

 Sanction Memo Proforma is as below…. 

 

 

 

SANCTION MEMO 

 

(For Administrative Offices) 

 

 

From 

 

No………………………………………………………………. Dated............................ 

 

To, 

…………………………………. 

………………………………… 

 

Dear Sir/Madam, Sanction of the undersigned is hereby accorded to the 

payment to you of the amount due in the account / Certificate(s) 

…………………………………………………….…………… detailed standing at 

……………………...................... ……………………….. (Name of Post Office) in 

the name of ……………………………………………who is reported to have died 

on................................................... 

2. The amount due will be paid to you on your presenting the original Pass 

book/Deposit Receipt or Savings Certificate(s) for payment at the  

..................................... Post office on surrendering the original sanction order. 

3. In case of RD and TD type of account and in case of savings certificates, you 

are, however, at liberty not to accept payment of the amount due before the 

date of maturity entered therein, in which case the account/ savings 

certificate(s) in question shall be transferred to your name subject to the 

conditions laid down in the Rules governing the relevant savings scheme.  

4. The sanction is valid for accepting payment or for getting the certificate(s) 

transferred in your name for a period of one year only from the date of its 

issue. 

 

 

Yours faithfully,  

 

 

Sanctioning Authority 

 

* If number of certificates issued through single application are large in 

numbers, details of the Savings Certificates should be mentioned here 
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Certificate Number         Denomination           Date of Issue  

 

Copy to  :- 

 

1. The Postmaster/SPM..........................................................Post Office for 

information 

 

 

 

CHAPTER 6 

REINVESTMENT OF MATURITY VALUE  
 

  Procedure of reinvestment by account holder (Direct Reinvestment) 

 

i) If an account holder wants to re-invest the maturity value of his/her National (Small) Savings 

Scheme either in full or part thereof, he/she shall submit account closure form (SB-7A) for the 

matured account, passbook and withdrawal form (SB-7) or POSB cheque of his/her Post Office 

Savings Account at concerned post office. Further he/she 

shall submit the Account Opening Form (AOF) with pay-in-slip for the new account to 

be opened. 

 

ii) If he/she has not provided his KYC documents as per provisions available in GSPR-2018 

and KYC guidelines issued from time to time, he/she shall also submit updated KYC 

documents along with above documents. 
 

iii) In acquittance portion of account closure form (SB-7A) or backside of pre-printed 

KVP/NSC, account holder shall write ‘Credit maturity value into my Post Office Savings 

Account No. ………………” and sign. 

 

iv) In acquittance portion of withdrawal form (SB-7) of Post Office Savings Account or on the 

backside of POSB cheque, account holder shall write ‘For Reinvestment in …………………... 

scheme in lieu of closed A/c No. ………….. for Rs. ……………… and sign'. 

 

 

v) The counter PA of post office shall check documents received and if all documents are in 

order, follow the procedure as prescribed in the rules for closure of an existing account and 

transfer maturity value into the account holder’s Post Office Savings Account. 

 

vi) Supervisor shall verify the closure of account. 

 

vii) After closure of account, counter PA shall open new account under account holder/minor 

CIF and during account opening, funding of amount mentioned in withdrawal form (SB-7) or 

POSB Cheque shall be done from account holder’s Post Office Savings Account. 

 

viii) Supervisor shall verify the new account opening and funding of account.  

 

ix) Counter PA shall provide passbook of the new account opened to the account holder. 
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Note: - (i) The re-investment can be made either for the amount equal to or less amount and up 

to maturity value credited. 

(ii) The reinvestment can only be made under same CIF and in the name of account holder/one 

of the joint holders/minors under the guardianship of the account holder i.e. The account holder 

(s) of the matured account shall be the sole account holder or one of the joint account holders or 

the guardian of the minor / person of unsound mind as the case may be, of the new account 

opened under reinvestment. 

 

 

 

Procedure of reinvestment through SAS agent 

 

In SAS agency rules/existing procedure, re-investment of maturity value through 

withdrawal form (SB-7) is allowed. However new investment under SAS agency rules are 

allowed only through Cash (up to Rs.20,000) or by cheque. 

 

i) The agent will issue authorized agent receipt of the documents mentioned below from the 

Authorized Agent Receipt Book (Cheque) with suitable remarks and hand it over to the account 

holder as prescribed in the SAS Agency rules. Particulars of the matured deposit/certificates 

which are to be reinvested will be written in place of cheque number on the receipt. 
 

ii) Where account holder desires to re-invest his/her maturity value through SAS agent in any of 

(TD/MIS/KVP/NSC) schemes, the account holder shall handover the following documents to 

SAS agent after obtaining one copy of Authorized Agent Receipt 

:- 

a) Passbook/Certificate (KVP/NSC) matured. 

b) Account Closure Form (SB-7A) 

c) Account Opening Form (AOF) of new scheme with pay-in-slip 

d) Withdrawal Form (SB-7) along with passbook or POSB Cheque of PO Savings Account. 

Note: - If KYC documents have not submitted by the depositor earlier as prescribed in 

GSPR-2018 and KYC guidelines issued from time to time, he/she shall also submit required 

KYC documents. 

 

iii) In acquittance portion of account closure form (SB-7A) or backside of pre-printed 

KVP/NSC, account holder shall write ‘Credit maturity value in to my Post Office Savings 

Account No. ………………” and sign. 

 

iv) In acquittance portion of withdrawal form (SB-7) of Post Office Savings Account or on the 

backside of POSB cheque, account holder shall write ‘For Reinvestment in ……………… 

scheme in lieu of closed A/c No. …………. for Rs. 

………………through the agent…………………………………….(name of agent 

and C.A. number) and sign. 

 

v) The counter PA of post office shall check documents received and if all documents are in 

order, follow the procedure as prescribed in the rules for closure of an existing account and 

transfer maturity value into the account holder’s Post Office Savings Account. 

 

vi) Supervisor shall verify the closure of account. 
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vii) After closure of account, counter PA shall open new account under account holder/minor 

CIF and during account opening, funding of amount mentioned in Withdrawal Form (SB-7) or 

POSB Cheque shall be done by transfer from account holder’s Post Office Savings Account. 

 

viii) Select agency code of the concerned agent during account opening. 

 

ix) Supervisor shall verify the new account opening and funding of account. 

 

x) Counter PA shall handover the passbook of new account opened, cancelled passbook of 

closed account and authorized agent receipt duly affix date stamp to the SAS agent. 
 

xi) SAS agent will handover passbooks of new account, cancelled passbook of closed account 

to the account holder and take back account holders copy of Authorized Agent Receipt and 

paste on agent’s copy of Authorized Agent Receipt. 

 

Note: - (i) The reinvestment can be made either for the amount equal to or less amount and up 

to maturity value credited. 

 

(ii) The re-investment can only be made under same CIF and in the name of account holder/one 

of the joint holders/minors under the guardianship of the account holder i.e. The account holder 

(s) of the matured account shall be the sole account holder or one of the joint account holders or 

the guardian of the minor / person of unsound mind as the case may be, of the new account 

opened under reinvestment. 

 

CHAPTER 7 

INTERNET BANKING 

 

Standard Operating Procedure: 

 Department of Posts has introduced internet Banking facility for Post Office 

Savings Bank customers for the standing in the books of CBS migrated Post 

Offices. 

Eligibility Criteria for availing internet Banking: 
 

1. Customer should have Savings Bank account in CBS Office 

2. Either Single or. Joint "B" account is eligible 

3. Joint “A”, Minor, Lunatic, illiterate and BO accounts are not allowed for 

availing internet banking 

Pre- Requisites: 

o Customer should provide a valid Email lD. 

o Customer should provide e valid PAN number 

o Customer should provide a valid mobile number 
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o CIF lD should be updated with correct First name, Last name, DOB, Father/s 

Name, Gender, valid identity and address proof, Correct present address, 

Mobile number, PAN Number and Mother's Maiden Name. 

 

Procedure to be adopted by the CBS PO for enabling the net banking. 

1. KYC should be updated in case of pre -CBS accounts after collecting the 

required documents. 

2. The account holder has to give the application in ATM Card/ Internet/ 

Mobile/ SMS banking service request form. 

3. The application should be accepted in the home branch only. 

4. The counter PA has to verify the signature and photograph through IES 

Menu in Finacle. 

5. Mobile number should be unique and the same mobile number should not be 

used for any other CIF. 

6. Through CMRC menu counter PA should enable internet banking after 

ensuring the eligibility criteria and pre- requisite conditions are full filled. 

Supervisor has to verify it. 

7. After 24 hours, the account holder will get a link for activating internet 

banking to the registered mobile number. 

8. The CIF id will be the default User ID 

9. The account holder has to set the Login pass word and Transaction pass 

word. 

10. The account holder can visit the home branch and deactivate this facility. 

11. The customer can open all the type of accounts except SCSS, MIS AND SSA 

through internet banking. 

12. The customer should visit the home branch and collect the print out of the 

pass book. 

 

Introduction of E-Passbook. 

 

The facility of e passbook also introduced for customer on 12th October 2022 

during postal week 2022.This e passbook is for savings scheme 

(SB,RD,TD,SSA,PPF,MIS,NSC,KVP&SCSS) 
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               Website Link for Availing Post Office                   

               ePassbook: https://posbseva.ippbonline.com/indiapost/signin 

 

             What is Mandatory condition for availing Post Office e Passbook? 

             Linking correct mobile number with the account will be a mandatory condition   to 

access e-Passbook.  

             How many Schemes of Post Office will ePassbook available? 

           (Nine) schemes would be made available in a phased manner.  

          What are the Facilities available with Post Office ePass Book? 

          Balance enquiry, mini statement and statement downloading facility would be 

available for the account holders.  

 

 

Facilities offered in DOP Internet Banking 

Sl No Scheme Functionality 

1 SB  Account Balance and details, Mini statement, 

Transaction history 

 Fund transfer from POSB-to-POSB own account 

and other’s 

 Fund transfer from POSB to other savings schemes 

RD, RD Loan account, PPF, PPF Loan account, TD 

merged with the same CIF 

 View nominee details 

 Stop payment of cheques, view status of used / un 

used cheques 

 RD  Account Balance Inquiry, RD account and Loan 

account, Mini statement, Transaction history 

 Deposit of monthly instalments and loan repayment 

of own account 

 View nominee details 

 Opening of account and maturity/ pre-maturity 

https://posbseva.ippbonline.com/indiapost/signin
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closure of account  

 TD  Account Balance and details, Transaction history 

 Opening of account and maturity/ pre-maturity 

closure of account 

 View nominee details 

 MIS  Account Balance and details, View Principal and 

interest credit details 

 View nominee details 

 SCSS  Account Balance and details, View Principal and 

interest credit details 

 View nominee details  

 PPF  Account Balance and details of PPF account and 

Loan account 

 Transaction history of PPF account and Loan 

account 

 Mini statement 

 Deposit in active PPF account, Repayment in PPF 

loan account 

 Withdrawal from PPF account 

 View nominee details 

 NSC/KVP  Account Balance and details, Transaction history 

 View nominee details  

 

 

 

 

 

 

 

 

 

CHAPTER 8 

MOBILE BANKING 
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Standard Operating Procedure  

 Department of Posts launched Mobile Banking facility for post office savings 

Account customers of CBS Post Offices on 15.10.2019. 

 

Eligibility Criteria for availing Mobile Banking 
1. Customer should have Savings Bank account in CBS Office 

2. Customer should have a valid login and transaction credentials of internet banking 

3. Either Single or. Joint "B" account is eligible 

4. Joint “A”, Minor, Lunatic, illiterate and BO accounts are not allowed for availing 

internet banking 

Pre- Requisites 

o Customer should provide a valid Email lD, PAN Number and mobile number. 

o CIF lD should be updated with correct First name, Last name, DOB, Father/s 

Name, Gender, valid identity and address proof, Correct present address, Mobile 

number, PAN Number and Mother's Maiden Name. 

Procedure to be adopted by the CBS PO for enabling the mobile banking. 

1. This facility is eligible to the customers already having net banking  

2. The account holder has to give the application in ATM Card/ Internet/ Mobile/ SMS 

banking service request form. 

3. The application should be accepted in the home branch only. 

4. The counter PA has to verify the signature and photograph through IES Menu in 

finacle. 

5. Mobile number should be unique and the same mobile number should not be used 

for any other CIF. 

6. Through CMRC menu counter PA should enable mobile banking after ensuring the 

eligibility criteria and pre- requisite conditions are full filled. Supervisor has to 

verify it. 

7. Customer can activate the mobile banking after 24 hours by down loading India 

post mobile app through google play store. Self-explanatory steps will guide the 

customer while performing the activation process.  

8. The CIF id will be the default user ID.  

9. The account holder can visit the home branch and deactivate the mobile banking 

facility. 
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10. The customer can open RD and TD accounts through mobile banking. 

11. The customer should visit the home branch and collect the print out of the pass 

book. 

12. For any complaint regarding the mobile banking, the customer has to either dial 

toll free number 1800 – 425 – 2440 or send an e-mail to 

dopebanking@indiapost.gov.in. 

13. If the customer complaints at any CBS post office, it may be accepted and 

forwarded to this e-mail id 

Features of DOP Mobile Banking 

Sl 

No 

Functionality Details 

1 Account Balance 

& details 

SB, RD, TD, PPF, NSC, KVP, RD/PPF Loan account 

2 Transaction 

history 

SB, RD, TD, PPF, NSC, KVP, PPF/RD Loan account 

3 Mini Statement SB and PPF 

4 Transactions Fund transfer from POSB-to-POSB own account and 

other’s 

5 Fund transfer from POSB to own RD account and 

RD  

Loan account merged to the same CIF 

6 Fund transfer from POSB to own PPF account and  

PPF Loan account merged to the same CIF 

7 Service Requests Requesting for RD Account open 

8 Requesting for TD Account open 

9 Requesting for stoppage of cheque payment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:dopebanking@indiapost.gov.in
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CHAPTER 9 

INTEREST RATES 

Interest rate from 01.03.2001 to 30.06.2021 

1. Interest table for RD, MIS, PPF, SCSS and SSA 

 

 

PERIOD 

Maturity 

Value for 

Rs.10 

 

RATE OF INTEREST 

From To RD MIS PPF SCSS SSA 

01/03/2001 28/02/2002 758.53 9.5% 9.5%   

01/03/2002 28/02/2003 748.49 9% 9% 

01/03/2003 30/11/2011 728.90 8% 8% 

02.08.2004 30/11/2011 - - - 9% 

01/12/2011 31/03/2012 738.62 8.2% 8.6% 9% 

01/04/2012 31/03/2013 746.51 8.5% 8.8% 9.3% 

01/04/2013 31/03/2014 744.53 8.4% 8.7% 9.2% 

01/04/2014 31.03.2015 746.51 8.4% 8.7% 9.2% 

02.12.2014 31.03.2015 - - - - 9.1% 

01/04/2015 31.03.2016 746.53 8.4% 8.7% 9.3% 9.2% 

01/04/2016 30/09/2016 726.97 7.8% 8.1 % 8.6% 8.6% 

01/10/2016 31/03/2017 725.05 7.7% 8.0% 8.5% 8.5% 

01/04/2017 30/06/2017 723.14 7.6% 7.9% 8.4% 8.4% 

01/07/2017 31/12/2017 721.25 7.5% 7.8% 8.3% 8.3% 

01/01/2018 30/9/2018 717.43 7.3% 7.6% 8.3% 8.1% 

01/10/2018 30/06/2019 725.00 7.7% 8.0% 8.7% 8.5% 

01/07/2019 31/03/2020 723.14 7.6% 7.9% 8.6% 8.4% 

01/04/2020 30/06/2020 697.00 6.6% 7.1% 7.4% 7.6% 

01/07/2020 30/09/2020 697.00 6.6% 7.1% 7.4% 7.6% 

01/09/2020 31/12/2020 697.00 6.6% 7.1% 7.4% 7.6% 

01/01/2021 31/03/2021 697.00 6.6% 7.1% 7.4% 7.6% 
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01/04/2021 30/06/2021 697.00 6.6% 7.1% 7.4% 7.6% 

01/07/2021 30/09/2021 697.00 6.6% 7.1% 7.4% 7.6% 

01/10/2021 31/12/2021 697.00 6.6% 7.1% 7.4% 7.6% 

01/01/2022 31/03/2022 697.00 6.6% 7.1% 7.4% 7.6% 

1/04/2022 30/06/2022 697.00 6.6% 7.1% 7.4% 7.6% 

01/07/2022 30/09/2022 697.00 6.6% 7.1% 7.4% 7.6% 

01/10/2022 31/12/2022 697.00 6.7% 7.1% 7.6% 7.6% 

01/01/2023 31/03/2023 697.00 7.1% 7.1% 8.0% 7.6% 

01/04/2023 30/06/2023 704.00 7.4% 7.1% 8.2% 8.0% 
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2.TD Interest rates PERIOD RATE OF INTEREST PER ANNUM 

From To 1 Year 
TD 

2 Years 
TD 

3 Years 
TD 

5 Years 
TD 

01/03/2001 28/02/2002 7.5% 8% 9% 9% 

01/03/2002 28/02/2003 7.25% 7.5% 8.25% 8.5% 

01/03/2003 30/11/2011 6.25% 6.5% 7.25% 7.5% 

01/12/2011 31/03/2012 7.7% 7.8% 8% 8.3% 

01/04/2012 31/03/2013 8.2% 8.3% 8.4% 8.5% 

01/04/2013 31/03/2014 8.2% 8.2% 8.3% 8.4% 

01/04/2014 31/03/2016 8.4% 8.4% 8.4% 8.5% 

01/04/2016 30/09/2016 7.1% 7.2% 7.4% 7.9% 

01/10/2016 31/03/2017 7.0% 7.1% 7.3% 7.8% 

01/04/2017 30/06/2017 6.9% 7.0% 7.2% 7.7% 

01/07/2017 31/12/2017 6.8% 6.9% 7.1% 7.6% 

01/01/2018 30/09/2018 6.6% 6.7% 6.9% 7.4% 

1/10/2018 31/12/2018 6.9% 7.0% 7.2% 7.8% 

01/01/2019 30/06/2019 7.0% 7.0% 7.0% 7.8% 

01/07/2019 31/03/2020 6.9% 6.9% 6.9% 7.7% 

01/04/2020 30/06/2020 5.5% 5.5% 5.5% 6.7% 

01/07/2020 30/09/2020 5.5% 5.5% 5.5% 6.7% 

01/09/2020 31/12/2020 5.5% 5.5% 5.5% 6.7% 

01/01/2021 31/03/2021 5.5% 5.5% 5.5% 6.7% 

01/04/2021 30/06/2021 5.5% 5.5% 5.5% 6.7% 

01/07/2021 30/09/2021 5.5% 5.5% 5.5% 6.7% 

01/10/2021 31/12/2021 5.5% 5.5% 5.5% 6.7% 
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01/01/2022 31/03/2022 5.5% 5.5% 5.5% 6.7% 

1/04/2022 30/06/2022 5.5% 5.5% 5.5% 6.7% 

01/07/2022 30/09/2022 5.5% 5.5% 5.5% 6.7% 

01/10/2022 31/12/2022 5.5% 5.7% 5.8% 6.7% 

01/01/2023 31/03/2023 6.6% 6.8% 6.9% 7.0% 

01/04/2023 30/06/2023 6.8% 6.9% 7.0% 7.5% 
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3. NSC/KVP INTEREST TABLE 

 
FROM TO NSC VIII 

Rate of 

Interest 

Maturity 

Value 

(Rs) 

KVP KVP 

Term 

01.03.2003 30.11.2011 8% (6 Year) 160.10 8.4% 8 Yr 7 Months 

01.12.2011 31.03.2012 8.4% (5 Year) 150.90 8.7% 8 Yr 4 Months 

01.04.2012 31.03.2013 8.6% 152.35   

01.04.2013 31.03.2014 8.5% 151.62   

01.04.2014 31.03.2015 8.5% 151.62   

01.04.2015 31.03.2016 8.5% 151.62   

01.04.2016 30.06.2016 8.1% 147.61 7.8% 9 Yr 2 Months 

01.07.2016 30.09.2016 8.1% 147.61 7.8% 9 Yr 2 Months 

01.10.2016 31.03.2017 8.0% 146.93 7.7% 9 Yr 4 Months 

01.04.2017 30.06.2017 7.9% 146.25 7.6% 9 Yr 5 Months 

01.07.2017 31.12.2017 7.8% 145.58 7.5% 9 Yr 7 Months 

01.01.2018 30.09.2018 7.6% 144.23 7.3% 9 Yr 10 Months 

01.10.2018 30.06.2019 8.0% 147.00 7.7% 9 Yr 4 Months 

01.7.2019 31.03.2020 7.9% 146.25 7.6% 9 yr 5 Months 

01/04/2020 30/06/2020 6.8% 139.00 6.9% 10 yr 4 Months 

01/07/2020 30/09/2020 6.8% 139.00 6.9% 10 yr 4 Months 

01/09/2020 31/12/2020 6.8% 139.00 6.9% 10 yr 4 Months 

01/01/2021 31/03/2021 6.8% 139.00 6.9% 10 yr 4 Months 

01/04/2021 30/06/2021 6.8% 139.00 6.9% 10 yr 4 Months 

01/07/2021 30/09/2021 6.8% 139.00 6.9% 10 yr 4 Months  

01/10/2021 31/12/2021 6.8% 139.00 6.9% 10 yr 4 Months  

01/01/2022 31/03/2022 6.8% 139.00 6.9% 10 yr 4 Months 

01/04/2022 30/06/2022 6.8% 139.00 6.9% 10 yr 4 Months  

01/07/2022 30/09/2022 6.8% 139.00 6.9% 10 yr 4 Months  

01/10/2022 31/12/2022 6.8% 139.00 7.0% 10 yr 3 Months 

01/01/2023 31/03/2023 7.0% 141.48 7.2% 10 yr 

01/04/2023 30/06/2023 7.7% 144.90 7.5% 9 yr 7 Months 

 

4. NSC IX Issue Table 
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FROM TO NSC IX 

(10 Year) Rate of 

Interest 

Maturity Value 

(Rs) 

01.12.2011 31.03.2012 8.7% 234.35 

01.04.2012 31.03.2013 8.9% 238.87 

01.04.2013 31.03.2014 8.8% 236.60 

01.04.2014 31.03.2015 8.8% 236.60 

01.04.2015 20.12.2015 8.8% 236.60 
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5. SAVINGS BANK INTEREST TABLE 

Rate 4% per annum calculated to the nearest multiple of 5 paise 

 (w.e.f 1.12.2011) 

TOTAL 

IBBs 

Interest in 

(Rs) 

TOTAL 

IBBs 

Interest in 

(Rs) 

TOTAL 

IBBs 

Interest in 

(Rs) 

1-7 0.00 503.517 1.70 1000 3.33 

8-22 0.05 518-532 1.75 2000 6.67 

23-37 0.10 533.547 1.80 3000 10.00 

38-52 0.15 548.562 1.85 4000 13.33 

53-67 0.20 563-577 1.90 5000 16.67 

68-82 0.25 578-592 1.95 6000 20.00 

83-97 0.30 593-607 2.00 7000 23.33 

98-112 0.35 608-622 2.05 8000 26.67 

113-127 0.40 623-637 2.10 9000 30.00 

128-142 0.45 638-652 2.15 10000 33.33 

143-157 0.50 653-667 2.20 20000 66.67 

158-172 0.55 668-682 2.25 30000 100.00 

173-187 0.60 683-697 2.30 40000 133.33 

188-202 0.65 698-712 2.35 50000 166.67 

203-217 0.70 713-727 2.40 60000 200.00 

218-232 0.75 728-742 2.45 70000 233.33 

233-247 0.80 743-757 2.50 80000 266.67 

248-262 0.85 758-772 2.55 90000 300.00 

263-277 0.90 773-787 2.60 100000 333.33 

278-292 0.95 788-802 2.65 
  

293-307 1.00 803-817 2.70 
  

308-322 1.05 818-832 2.75 
  

323-337 1.10 833-847 2.80 
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338-352 1.15 848-862 2.85   

353-367 1.20 863-877 2.90   

368-382 1.25 878-892 2.95   

383-397 1.30 893-907 3.00 
  

398-412 1.35 908-622 3.05   

413-427 1.40 923-937 3.10   

428-442 1.45 938-952 3.15   

443-457 1.50 953-967 3.20   

458-472 1.55 968-982 3.25   

473-487 1.60 983-997 3.30   

488-502 1.65 997-1012 3.35 
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6. TD INTEREST TABLE  

TD Interest Table 

Denomination Rate of Interest 

Percentage 

Annual Interest 

Quarterly compounded 

100 3.5 3.5462 

100 3.6 3.6489 

100 3.7 3.7517 

100 3.8 3.8545 

100 3.9 3.9574 

100 4.0 4.0604 

100 4.1 4.1635 

100 4.2 4.2666 

100 4.3 4.3698 

100 4.4 4.4731 

100 4.5 4.5765 

100 4.6 4.68 

100 4.7 4.7835 

100 4.8 4.8871 

100 4.9 4.9908 

100 5.0 5.0945 

100 5.1 5.1984 

100 5.2 5.3023 

100 5.3 5.4063 

100 5.4 5.5103 

100 5.5 5.6145 

100 5.6 5.7187 

100 5.7 5.823 

100 5.8 5.9274 

100 5.9 6.0318 

100 6.0 6.1364 

100 6.1 6.241 

100 6.2 6.3456 

100 6.3 6.4504 

100 6.4 6.5552 

100 6.5 6.6602 

100 6.6 6.7652 

100 6.7 6.8702 

100 6.8 6.9754 

100 6.9 7.0806 

100 7.0 7.1859 

100 7.1 7.2913 

100 7.2 7.3967 

100 7.3 7.5023 

100 7.4 7.6079 

100 7.5 7.7136 

100 7.6 7.8194 

100 7.7 7.9252 

100 7.8 8.0311 

100 7.9 8.1371 
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7. Forms to be used for operation of an account: 

 

Sl 

No 

GSPR Form 

No 

SB Order- 

Form no to be 

used by Post 

office 

Purpose  

1 GSPR-1

     

AOF Opening of Account 

2 GSPR-2

  

SB-103 Pay in slip 

3 GSPR-3

  

SB-7 Withdrawal Form 

  SB-7C Application form for Loan/withdrawal 

from RD/PPF and SSA Accounts 

4 GSPR-4 SB 5, SB 5A Pass Book 

5 GSPR-5 SB 10(b) Application for Transfer of Account 

6 GSPR-6 SB-EXT-1 Application for Extension of Account 

7 GSPR-7

  

GSPR-7 Application for Pledging of Account 

8 GSPR-8

  

SB-7B Application for Premature closure of 

Account 

9 GSPR-9

  

SB-7A Application for Final Withdrawal & 

Closure 

10 GSPR-10 GSPR-10 Form for making nomination or Change 

or Cancellation of nomination 

11 GSPR-11 GSPR-11 Claim Form (Deceased) 

12 GSPR-12 GSPR-12 Form for authorisation of operation of 

account 

13 GSPR-13 GSPR-13 Affidavit 

14 GSPR-14 GSPR-14 Letter of disclaimer 

15 GSPR-15 GSPR-15 Bond of Indemnity 
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.        

8. 

FEE TO BE CHARGED FOR VARIOUS SERVICES 

Sl 

No 

Details of service Fee 

 

GL Code 

1 Issue of duplicate pass book Rs 50/- 8800800010 

 

2 Issue of statement of account or 

deposit receipt 

Rs 20/- in 

each case 

 

1800423500 

3 Issue of pass book in lieu of lost or 

mutilated certificate 

Rs 10/- per 

registration 

 

8800800010 

4 Cancellation or change of nomination Rs 50/- 

 

1800423200 

5 Transfer of account Rs 100/- 

 

8800800040 
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7*-Till the existing stock of 20 leaves cheque book exhausted in the PO, one 20 leave cheque book 

may be issued to POSB account holders in a calendar year ‘free of cost’. If l0 leaves cheque 

book is in the stock of any PO, such PO will supply only one 10 leave cheque book free of cost in 

a calendar year to the account holder. Thereafter charges as prescribed in GSPR-2018, Schedule 

II is to be collected for each cheque book. 

 

 

 

 

 

 

 

 

6 Pledging of account Rs100/- 

 

1800423500 

7* Issue of cheque book in Savings Bank 

Account 

a. Up to 10 leaf in a FY 

b.  Above 10 leaf in a FY 

 

Free 

Rs 2/- per 

leaf 

 

 

 

1800423500 

8 Charges on dishonour of cheque Rs 100/- 

 

1800423500 

Tax as applicable on the above service charges shall also be payable. 

9 CGST Collection on Banking and 

FIN Services 

9% 

 

8866102590 

10 SGST Collection on Banking and FIN 

Services 

9% 

 

8866102610 

11 UTGST Collection on Banking and 

FIN Services 

9% 

 

8866102630 
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9. Interest rates on various National Savings schemes from 01.04.2023 shall be as 

under: 

 

Type of  savings accounts   Rate of interest   

Post Office Savings Account  4.0 % 

National Savings Time deposit - I year  6.8 % 

National Savings Time deposit - 2 year  6.9 % 

National Savings Time deposit - 3 year  7.0 % 

National Savings Time deposit - 5 year  7.5% 

National Savings Recurring Deposit 

Scheme  (5 year) 

6.2 % Maturity value  

Rs7043.27 

Senior Citizens Savings Scheme (5 

year) 

8.2 % 

National Savings (Monthly Income 

Account) Scheme Account ( 5 Year) 

7.4 % 

National Savings Certificate (VIII 

Issue) (5 Year) 

7.7% 

Public Provident Scheme 7.1% 

Kisan Vikas Patra Account 7.5%(will mature in 115 

months) 

Sukanya Samriddhi Account Scheme 8.0 % 

 

 
 

9.1. NEFT AND RTGS 

 

 As per SB Order 08/2022 dated 17.05.2022 and 18.05.2022 the NEFT/ RTGS facility 

will be operational for POSB Account holders with effect from 18.05.2022. This facility 

will be very much useful for the SB Account holders. The gist of the facility are as 

below: 

 

1. NEFT/ RTGS 
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NEFT (National Electronic Fund Transfer) is RBI operated interbank payment system. 

Under this scheme individuals can electronically transfer funds from any bank branch 

or channels to any other individual having an account with any other bank branch in 

the country participating in the scheme. 

 

RTGS (Real Time Gross Settlement) is defined as the continuous and real time 

settlement of fund transfers, individually on a transaction without netting or grouping. 

Real Time means the processing of instructions at the time they are received. Gross 

Settlement means the settlement of fund transfer instructions occurs individually. 

RTGS transactions are available 24*7*365. 

 

2. NEFT/ RTGS facility at Post Offices / Online 

 

a. NEFT/ RTGS facility for Account holders across the counter at Post Offices: 

 

The walk-in customers by just visiting any of the Post Office can avail NEFT/ RTGS 

facility. The following are the features: 

 

1. Customer should have an active Post Office Savings Account to initiate outward 

NEFT remittance to other Bank Accounts. 

 

2. Account holder need not activate Net-banking facility in the system. 

 

3. Account holder will submit filled NEFT/ RTGS mandate form along with withdrawal 

slip (SB-7) or POSB cheque and present across the counter at Post Office. 

 

4. In case of Joint ‘A’ type , both the Account holders shall sign the NEFT mandate 

form. 

 

5. Service charges for each NEFT/RTGS transaction initiated across the counter of Post 

Office will be deducted from SB Account. 

 

 

IFSC (Indian Financial System Code) is an eleven-character alphanumeric code that is 

used to identify the particular branch of a participating bank and is used in 

remittances namely NEFT & RTGS. For POSB customers there will be only one IFSC 

for all branches/POs. IFSC for POSB customer is IPOS0000DOP. 

UTR number for NEFT is 16-digit Unique Transaction Reference number. 

NEFT services are available across counters during regular business hours of the PO. 

In addition, customers who are already registered users of India Post eBanking and 

mBanking services can also initiate outward NEFT transaction through those 

channels. The unregistered POSB customers can also avail NEFT facility after due 

registration. 
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3. India Post NEFT Charges and Limits 

Service charges for customer initiated NEFT outward transactions across counter are: 

For transactions up to ₹ 10,000  - ₹ 2.50 + Applicable GST 

For transactions above ₹ 10,000 up to ₹ 1 lakh - ₹ 5 + Applicable GST 

For transactions above ₹ 1 lakh and up to ₹ 2 lakhs - ₹ 15 + Applicable GST 

For transactions above ₹ 2 lakhs and not exceeding the maximum limit -  

₹ 25 + Applicable GST 

However, no charges are levied for outward NEFT transactions initiated through 

eBanking & mBanking channels. 

Minimum & Maximum amount per transaction for NEFT Remittance across the 

counter is Rs.1/- and Rs.15,00,000/- respectively. 

The limit per transaction is Rs 2,00,000/- for outward NEFT through eBanking & 

mBanking channels. 

The maximum number of transactions permitted per day are five. Daily Transaction 

limit for outward NEFT initiated through eBanking & mBanking services is 

Rs.10,00,000/-. 

There is a time variable transaction capping for eBanking & mBanking to mitigate 

fraud risk. Hence maximum transaction limit for outward NEFT initiated through 

eBanking/mBanking from 8 PM to 8 AM is Rs.2,00,000/-. 

The charges and limits are subjected to revision. 

4. Requirements 

Customer should have an active post office savings account to initiate outward NEFT 

remittance to other bank accounts. 

The counter PA should collect a NEFT mandate form along with SB -7/POSB cheque 

from the customer. 

5. Post Office Outward NEFT transaction initiation & verification procedure 

a) After logging on to Finacle with User Name and Password, select the solution as 

NEFT/RTGS 

b) Invoke HPORDM menu 
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c) Select the function Add for initiating fresh outward NEFT transaction and Payment 

Product as ‘Customer Transfer’ 

d) Enter the following mandatory fields: 

I. Debit A/c of the POSB customer 

II. Remittance Amount 

III. If POSB cheque is presented instead of SB7, fill Instrument Type and Instrument 

Alpha/Serial No details. 

IV. Name of the beneficiary under Beneficiary Customer Section 

V. A/c ID of the beneficiary under Beneficiary Customer Section 

VI. Address Line 1 of the beneficiary under Beneficiary Customer Section 

VII. IFSC code of the beneficiary bank under Account with Institution Section. After 

entering IFSC code, bank code and branch code will automatically get populated. 

Counter PA should ensure that correct account number and IFSC are entered as 

mentioned in NEFT mandate 

form by the customer, to avoid wrong credit. 

e) Method of Payment to be entered as ‘NEFT’ and click on Fetch. After clicking Fetch, 

required fields will auto populate. 

f) Click on View Charges to view the charges screen and click on submit in the Charges 

Details screen. 

g) Finally Click on Submit in HPORDM screen and a payment order ID will get 

generated. Same has to be recorded in NEFT mandate form. 

h) After payment order ID is generated, supervisor can verify the same from HPORDM 

menu using Verify function. 

i) Alternatively, supervisor can also see the unverified payment records using the 

search option in Payment order ID and verify the same after confirmation. 

j) Once supervisor verifies the transaction, a 16-digit UTR number (Example 

DOPH221100005618) will be 

generated which has to be noted in both the NEFT mandate form and SB-7 form or 

POSB cheque by the supervisor. 

6. Message numbers for Identifying NEFT Outward and Inward transactions in CBS 
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 N06 - For Outward NEFT transaction. 

 N02 - For Inward NEFT transaction. 

 N03 - For RBI Rejection. 

 N07 - For Outward/Inward Return transaction. 

 N10 - For Successful Outward/inward transaction credit confirmation. 

 F27- For knowing positive/negative acknowledgment from IPPB CBS/SFMS 

7. Identification of UTR Numbers 

UTR starting with DOPH are for counter initiated NEFT outward remittance 

UTR starting with DOPE are for eBanking initiated NEFT outward remittance 

UTR starting with DOPM are for mBanking initiated NEFT outward remittance 

8. Reversals in case of failed transactions 

In case of Outward Return transaction (N07i), only the transaction amount will get 

reversed in customer’s POSB account excluding the service charges. 

In case of failure at IPPB CBS/SFMS (FCAPI, FBAPI), the transaction amount along 

with the service charges will get reversed into customer’s POSB account. 

In case of rejection at RBI end (N03), the transaction amount along with the service 

charges will get reversed into customer’s POSB account. 

9. Inquiry of outward NEFT initiated transaction 

a. End user can Inquire/check the status of the outward NEFT initiated transaction 

using HSMI menu. For all outward NEFT initiated transactions, the message no N06 

is to be used 

b. Enter the following fields in HSMI screen: 

 PaySys ID as NEFT 

 Message no. as N06 

 Set ID as SOL ID 

 In/Out Indicator as Out 

 From Execution Date & To Execution Date is transaction date 
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c. For the successful transaction, the status will be shown as processed and for 

unsuccessful transaction, the status will be shown as error in N06 message. 

d. User can click on the View Message for the error status and find the failure reason 

for the 

transaction. Following are some of the failure reasons. 

 FBAPI, - Failure at IPPB (failure because of technical reasons) 

 FCAPI - Failure at IPPB (failure because of technical reasons) 

 N03- Rejection at RBI end 

 N07i – Outward Return transaction (return by other bank because of incorrect 

account details) 

 

 

CHAPTER 10 

SENIOR CITIZEN WELFARE (SCWF) RULES 

  

As per the SCWF Rules 2016 from all type of accounts/Certificates, unclaimed 

accounts/certificates in Small Savings Schemes are to be identified and balances of 

these accounts/certificates are to be transferred to the Senior Citizen Welfare Fund 

established by the Central Government. Following Criteria has been decided by MOF 

(DEA) for treating an account/Certificate as unclaimed: - 

 

1 1,2,3,5 TD, MIS, NSC, 

KVP, SSA 

10 Years from the date of maturity 

2 NSS-87 & NSS-92 10 Years from the date of last 

withdrawal 

3 RD (not extended) 10 years from date of maturity 

4 RD (extended with 

deposits) 

10 years from date of revised date of 

maturity. 

5 RD (extended without 

deposits) 

10 years from date of revised date of 

maturity 

6 SCSS (not extended) 10 years from date of maturity 

7 SCSS (extended) 10 years from date of extended 

maturity date. 

8 Savings Account (Any 

type) 

7 years from account treated as Silent. 

(i.e. 10 year from last transaction F/Y.) 

9 PPF (if not extended 

or closed after 

maturity) 

10 years from date of maturity 
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10 PPF (if extended after 

maturity) 

10 years from the date of revised date 

of maturity. 

11 Discontinued Scheme 

Accounts/Certificates 

10 years from date of maturity. (10 

years from date of discontinuance) 

 

To implement above provisions, following Standing Operating Procedure shall be 

followed: - 

1. Accounts with above criteria will be marked as FROZEN under freeze code 

"SCWFR" and freeze description "Unclaimed as per Senior citizen Welfare Fund 

Rules 2016" through batch job centrally on 30th September every year.NO POST 

OFFICE SHALL USE "SCWFR" AS FREEZE CODE FOR FREEZING ANY 

ACCOUNT MANUALLY. 

2. Accounts will be identified centrally as per above criteria in FINACLE and List 

of such unclaimed accounts as on 30th September every year shall be published 

on website www.indiapost/gov.in during first week of October. 

3. TO START THIS PROCESS, SUCH ACCOUNTS HAVE BEEN IDENTIFIED 

CENTRALLY THROUGH A BATCH PROCESS AND FREEZED UNDER CODE 

"SCWFR" WITH FREEZE DESCRIPTION "Unclaimed as per Senior citizen 

Welfare Fund Rules 2016". This list has been published on website 

www.indiapost.gov.in and is now available at 

https://www.indiapost.gov.in/.FinanciallPages/Content/Post-Office-Saving-

Schemes.aspx 

4. Circles should download list of such accounts pertaining to the Post Offices 

(SOLS) falling within their jurisdiction using the path: - 

/CBSDM/incoming/Production/WebPage/DOP_REPORTS/SENIOR_CITIZERN_

WELFAREFUND 

Steps to download file from the Filezilla:- 

(1) Kindly go to the below link and download filezilla software and please install. 

http://tamilnadupost.nic.in/sdc/xfiles/FileZilla-3.5.3.zip 

(2) Please use the below credentials 

HOST 172.18.68.101 

USER 

NAME 

CBSDMFTP 

PASSWORD CBSDMFTP 

PORT  22 

Remote 

 Site: 

/CBSDM/incoming/Production/WebPage/DOP_REPORTS/SENIOR_CITIZERN

_WELFAREFUND 

    3.   Download respective files of the Circle. 
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    4.   Password to extract the file is $SWF##ALL$ 

5. And forward this list to concerned Post Offices for their respective accounts. 

6. Circles shall ensure that Concerned Post Offices should place the list on the 

Notice Board meant for public and post office should contact each of the 

account holder of the unclaimed account by all reasonable means at least two 

times within a span of sixty days of placing the list on the Notice Board as 

prescribed in "Senior Citizen Welfare Fund Rules 2016". 

Closure of Unclaimed Account —Procedure to be followed in Head Post 

Offices 

1. Any of the accounts Frozen with freeze code as "SCWFR" should 

not be allowed to be operated (revived). These accounts/certificates should 

only allow to be closed. 

2. These accounts should be closed only at Head Post Offices. 

3. If any account holder whose account/certificate is found to be 

Frozen with freeze code "SCWFR” attends any Post Office with Certificate 

or Passbook for closure, the account holder or Certificate holder should be 

requested to approach respective Head Postmaster with fresh (self-

attested) KYC documents of Account Holder and 2 Witnesses with their 

KYC documents along with originals. 

4. The Head Postmaster will first check & confirm whether the 

account/certificate in question is actually lying frozen under the Rule. 

Head Postmaster will then compare self-attested KYC documents of 

Account Holder and 2 Witnesses with the original and after due 

satisfaction, record in writing on the Account Closure Form or Original 

Certificate "CLOSURE ALLOWED" under his/her dated signatures and 

designation stamp. Head Postmaster will also attest KYC documents of 

Account Holder and Witnesses under dated signatures and designation 

stamp and attach these documents with the Account Closure 

Form/Original Certificate. 

5. HO Supervisor will then unfreeze the account and another HO 

Supervisor will verify the same in Finacle CBS as per laid down 

procedure. 

6. Supervisor while verifying unfreeze will ensure that on Account 

Closure Form/Original Certificate, Head Postmaster has allowed the 

closure and KYC documents of Account Holder and 2 witnesses are 

attached with the voucher. 

 

 

7. Counter PA will then enter details of the account/certificate in a 

Register called "REGISTER FOR CLOSURE OF UNCLAIMED 

ACCOUNTS/CERTIFICATES" maintained manually in manuscript as 

under 
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8. A

ccou

nt/C

ertif

icat

e 

will 

then 

be 

clos

ed 

as 

per 

proc

edure laid down for closure of account/certificate account. PAYMENT ON 

ACCOUNT OF CLOSURE SHALL NOT BE PAID BY CASH UNDER 

ANY CIRCUMSTANCES. IT SHOULD BE PAID BY CROSSED CHEQUE 

ONLY. 

 

9. Head Postmaster will check the register and will record a 

certificate "Compared data in Monthly report with the Register" after end 

of each month and sign. 

 

10. Till the reports are deployed in Finacle, Directorate will share the 

details of closed account during the month to the Circles every month, and 

Circles will have to confirm them within 7 days from the date of receipt. 

 

11. Scheme-wise total amount of principal and Interest paid in the 

reporting month will be sent to MOF (DEA) and NSI by the Directorate. 
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CHAPTER 11 

INDIA POST PAYMENTS BANK 

 
 

During the Budget Speech 2015-16, the Finance Minister announced setting 

up of a Payments Bank by Department of Posts to promote financial inclusion 

and increase access of the people to the formal financial system. 

 

The Government (Cabinet) accorded approval for setting up of India Post 

Payments Bank (IPPB) on 1st June 2016 with a total project outlay of 800 

crores and mandated the roll out of 650 branches across the country located at 

district headquarter post offices with all post offices in a district linked to the 

respective IPPB branch. Below the district level there is a complete 

integration with the post offices so that each post office functions both as a 

Postal outlet and also an access point for the Payments Bank. Consequent to 

Cabinet approval, IPPB got incorporated as a Public Limited Company with 

100 % GOI equity under Department of Posts on 17th August, 2016. Two pilot 

branches were launched on 30th January, 2017 at Ranchi in Jharkhand and 

Raipur in Chhattisgarh in collaboration with Punjab National Bank. 

 

Prime Minister of India inaugurated PAN India operations of 650 IPPB 

branches with 3250 Access points on 01.09.2018 from Talkatora Stadium, 

New Delhi.  As on 30.11.2019, 650 IPPB branches and 1,36,078 Access Points 

have been rolled out across the country. 

 

In August, 2018, Union Cabinet has approved the revised budget outlay of ` 

1435 crores for IPPB from its existing approved outlay of ` 800 crores. After 

1st September, 2018 launch, in a record period of around four months more 

than 1 lakh access points have been rolled out and this has resulted in IPPB 

now becoming the biggest bank of the country in terms of physical presence of 

having 136078 access points along with a large force of around 2 lakh 

postmen and GDS to offer banking at door step. During this activity of roll 

out, around 3 lakh postal employees have been trained and post offices along 
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with last mile services delivery agents have been equipped with necessary 

hardware like mobile devices etc. The large workforce offers doorstep banking 

in Rural, Urban and Remote areas thus enabling IPPB to take banking to the 

last mile including migrant workers, senior citizens and homemakers. Till 

date IPPB Has opened more than 4 crore SB accounts. 

 IPPB was the second payments bank to launch its operations and is one of the 

pioneers in this area to usher in an environment of digital payments in the 

country. It has increased the rural foothold of the formal banking network by 

2.5 times. 

 

Vision of IPPB:  

 Building most accessible, affordable and trusted bank for common man. 

 Spearheading Financial Inclusion Agenda for under-banked populace. 

 

IPPB Offerings: 

1. Doorstep delivery of all kinds financial Services 

2. Access to cash from any bank account through Aadhaar enabled Payment 

Services (AePS). 

3. Bill Payments 

4. Digital Life Certificate 

5. DMT – Domestic Money transfer 

6. Digital Payments on Mail products across postal counters. 

While its services are available to all, the IPPB primarily focuses on serving 

social sector beneficiaries, migrant labourers, un-organised sector employees, 

Micro-Small and Medium Enterprises (MSMEs), Panchayats, low-income 

households and the unbanked and under-banked segments in both the rural 

and urban areas. 

 

The first anniversary of IPPB business operation was celebrated on 

09.09.2019 at Vigyaan Bhawan, New Delhi and during the event, efforts of 

various Circles and their officials were awarded. Minister for 

Communications (MoC) presented the award to winning Circles and officers. 

During this event, minister for Communications (MoC) also announced roll 
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out of Aadhaar enabled Payment System (AePS) by India Post Payments 

Bank. With the launch of AePS services, IPPB has now become the single 

largest platform in the country for providing inter-operable banking services 

to the customers of ANY BANK by leveraging the last mile unprecedented 

reach of the postal network. 

 

IPPB has recently launched RuPay Virtual Debit Cards to facilitate ECOM/ 

Online merchant transactions. It is a digital Debit card which can be 

generated by customers on their Mobile Banking App. It allows IPPB 

customers to do digital transactions on ecommerce/online websites for 

purchasing of goods/services/bill paymets etc. on RuPay enabled 

portals/payment gateways. 

 

Synergy between POSB and IPPB: 

Post Office Savings Bank (POSB) products primarily aim at savings whereas 

IPPB primarily focuses on encouraging digital payments and remittance. 

POSB has savings schemes such as SB, TD, MIS, PPF, SSY etc. whereas 

IPPB has Savings Accounts & Current Accounts (CASA), Remittance and Bill 

Payment Services, Merchant Services and Third-Party Products. With the 

introduction of IPPB, Post Office Savings Account (POSA) accounts can be 

linked to an IPPB account which enables access for POSA customers to the 

inter-operable banking ecosystem, thereby enabling them for IMPS, UPI, 

NEFT and RTGS and other online modes of payments like BBPS. Similarly, 

POSA accounts complement IPPB accounts by becoming a sweep-out 

destination for accounts which have balances above `1 lakh at end of the day. 

IPPB also compliments e-commerce business of DoP by facilitating e-

commerce payments. 

 

DOP Product Payment through IPPB 

 Sweep in and Sweep out with POSA 

 Payment of RD Instalments 

 Payment of instalments of RD Loan account 

 Payment of PPF subscription 
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 Payment to SSA account 

 Payment to PLI & RPLI (coming soon) 

***** 
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