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e dreaded Covid has played havoc in our country’s economy during the last two 
years. Despite constraints, we have surmounted all challenges that had surfaced 
during these trying times. It is now time to move forward with renewed focus and 
determination. Almost every day there are changes in CBS, introduction of new 
products/schemes launched by the government as well as our own bank. ere is a 
felt need to equip our members working at various branches/establishments to have 
a ready reckoner to seek clarications and discharge their responsibilities 
eeectively. As a responsible Trade Union, we are committed to foster development of 
our esteemed organisation and at the same time work steadfastly with sustainable 
development agenda for our members. We trust that the membership will nd the 
book handy and useful being a compendium of assigned roles.

We convey our sincere gratitude to all, who have been intrinsically associated with 
the collating of useful information and the compilation. As always we look forward 
to suggestions to improve and update the richness of the contents of the Handbook.
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1.WELCOME TO THE DESK OF THE BRANCH  MANAGER:

Branch Manger or Branch Head plays the most 
critical and challenging role in sustaining and 
developing business. He/ She is also the key 
motivator and leader who channelizes all the 
resources available to towards rendering 
excellent customer service, promoting business 
development and profit growth. The task of the 
Branch Manager is multifarious, demanding 
knowledge, skills and requisite attitudinal 
orientation. He/ She must be updated on 
knowledge of instructions regarding systems, 
procedures, rules, regulations, risk mitigation, 
environment, marketing, etc. 
To the customer, and the general public, the 
Branch Manager represents the face of the Bank. 
Public opinion about a Bank depends to a very 
great extent on their experiences with the 
Branch Manager. For his team of staff members, 
he is the leader, who has to have a vision for   his 

small unit, set goals and objectives to realise the 
vision, and gently but firmly guide his team into 
the valley of achievement. He is, as well, a 
dependable extended arm of the Regional 
Manager, through whom, the controller is able to 
translate into reality his expectations from the 
Branch. To the peer level groups of Banks and 
financial institutions in his area, B.M. represents 
his Bank. The role of the Branch Manager is thus 
a multifaceted role, requiring varying approaches 
to the different segments of society with whom 
he has to interact, calling for a high degree of 
versatility 

BRANCH CATEGORISATION 
The existing norms (as detailed below) for 
Categorisation of branches were approved by 
ECCB on 04.04.2013. 

Amounts (Rupees in Crores) 
Incumbency Average Aggregate Business Levels 

BPR CENTRES NON-BPR CENTRES 

JMGS-I Up to 10 
Up to 10 

MMGS-II Above 10 to 50 Above 10 to 40 
MMGS-III Above 50 to 150 Above 40 to 100 
SMGS-IV Above 150 to 500 Above 100 to 400 
SMGS-V Above 500 Above 400 

Existing categorization methodology, based 
purely on business levels, for branches does not 
adequately serve the purpose today. The present 
norms of business levels were fixed originally  i1n 
2009  and  have  not  been  revised  to  adjust for 
inflation. Consequently, a large number of 
branches    have    been    upgraded    and     many 

Revised categorization norms: 
Branch incumbency will be based on composite 
norms as detailed below. 
a) Managerial capability: Number of officers  in
the branch who can be managed by a senior
officer.

branches  have  been  upgraded  to  Scale   V 2 b) Customer relation management: Ensure senior

report to DGM (B&O) directly. 

Manpower Model: 
Revised Categorisation norms are based on 
Manpower Model norms. 

officer  availability  for  branches  managing   high 
value customers. 

c) Loan sanctioning power: Provide Branch
Manager of sufficient seniority to ensure
sanction of majority of loan proposals in the
branch itself.
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Number of Officers in the  branch: 
Number of officers in the branch is based on the 
volume of transactions and the number & value of 
loan  accounts.  The  Branch  Manager’s  seniority 

should be such that enough  managerial 
bandwidth is available for managing these 
officers. The suggested norms are: 

FY 15-16 categorisation norm FY 16-17 categorisation norm 
Number of officers Branch incumbency Number of officers Branch incumbency 
>23 6 >23 6 
12-23 5 12-23 5 
5-11 4 5-11 4 
3-4 3 3-4 3 
2 2 2 2 
1 1 1 1 

Customer relationship management: High 
value/important customers are to be managed by 
more senior officers. For this purpose, 
• If a branch has RMME: Branch manager has to
be one scale higher; Minimum Scale 4.

• If the branch has RMPB: Branch Manager has
to be one scale higher; Minimum Scale 3.

• If the branch is District HQ branch: Branch
Manager has to be Minimum Scale 3.

• If the branch is a Block HQ branch, Branch
Manager has to be Minimum Scale 2.

The current structure provides for placement of 
a Manager of Division (MoD) for the business 
segments with high business levels. It has now 
been decided that this position be replaced with 
a Deputy Branch Manager (DBM) who Will have 
loan sanctioning powers (as per normal 
delegation of powers). Will be the designated 
number 2 in the branch to provide managerial 
support to the Branch Manager. 

Number of DBMs will be based on the number of 
Officers (one for every 5-6 officers). Where the 
number of DBMs is more than one, work 
allocation amongst them will be decided by the 
Branch Manager. 

The benefit of replacing the MoD with DBM is 
that DBM will be segment agnostic and thus 
provide support to the Branch Manager in all the 
segments. A Deputy Branch Manager is proposed 
to be placed in all branches where  the 
managerial and loan sanctioning work is 
substantial. Branch Manager’s incumbency is 
proposed to be Scale 4 or above in all branches 
where a Deputy Branch Manager is posted. 

Except for the Deputy Branch Manager In lieu of 
Managers of divisions, there will not be any 
change in the existing norms of seniority for 
other officers in the branch which are given 
below. 

Officer scale by Branch incumbency 
Branch manager 6 5 4 3 2 1 
Deputy branch manager (senior if 
multiple) 

5 4 NA NA NA NA 

Deputy branch manager 4 3 3 NA NA NA 
Concurrent auditor 4 3 3 0 0 0 
Service manager 2 2 2 2 1 NA 
RMME 3 OR 4 3 OR 4 3 NA NA NA 
RMPB 1 OR 2 1 OR 2 1 OR 2 1 OR 2 NA NA 
Field Officer/RMSE 1 OR 2 1 OR 2 1 OR 2 1 OR 2 1 NA 
Cash officer (currency chest 2 2 2 2 1 NA 
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branches)       
Customer Relationship Officer - 
Government 

2 2 2 2 NA NA 

Forex officer – Category  B 2 2 2 2 1 NA 
Forex officer -  Other than  Category 
B 

1 1 1 1 1 NA 

Other officers 1 OR 2 1 OR 2 1 OR 2 1 OR 2 NA NA 
-Scale 2 40% 40% 40% 40% 0% NA 
-Scale 1 60% 60% 60% 60% 100% NA 

 
NOTE: 
• All 'other officer' roles are fungible 
between scale 1 and scale 2. Hence, we have set 
a mix of scale 1 and 2 officers for these roles 
with higher share of junior officers. 
• Cash Officers in non-Currency chest 
branches will be either Scale I Officer or Clerk. 
• Deputy Branch Manager: As the Deputy 
Branch Manager is a managerial role, we have 
defined it as minimum scale 3. A scale 6 branch 
will have one Scale 5 Deputy branch manager 
and others of lower seniority. 
• The Executive Committee of the Central 
Board has accorded approval for the proposed 
Categorisation Norms for Branches as detailed 
above for the Financial Years 2015-16 and FY 
2016-17 onwards. In terms of Rule 6 (1) & (2) of 
SBI Officers’ Service Rules (SBIOSR), branches 
shall be categorised in accordance with criteria 
approved by Central Board of the Bank or its 
Executive Committee. 

 
1.1 TAKING OVER OF ASSIGNMENT 
The Branch Manager being overall in-charge of 
the branch, the responsibility of business 
development, staff development, proper 
housekeeping and image building rests with 
him. The following procedure may be adopted 
for taking over charge of a Branch.Manager. 
1) Go through the Inspection Report, 
Verification Audit Report, Statutory Audit 
Report, RBI Inspection Report and other audit 
reports, if any. A perusal of all audit reports will 
give you a feel of the total branch. Note down 
the irregularities and ascertain their present 
position by discussing with the outgoing Branch 
Manager, wherever possible in person or over 

phone and if necessary with the branch staff. 
Carefully go through the observations made in 
SDRM of last Inspection Report and cross check 
them with relevant records.  Examine the 
ratings awarded to various core-parameters/ 
sub-parameters in the last Inspection and Audit 
Report. This will help you in identifying the 
deficiencies  in  the  functioning  of  the branch. 

 
2) Pursue the items to  be  scrutinised  in 
Relieving Branch  Manager’s Certificate 
(Reproduced in this booklet)  and  ask  the 
outgoing Branch Manager to facilitate 
verification of items relevant in the branch. 

 
3) For taking over of branch advances, ask for 
balancing of outstanding in various accounts 
with Loan Balance file. Check the maintenance 
of advances data, such as inspections, drawing 
power, stock statements and despatch of 
control returns, where applicable. For knowing 
the correctness and safety of advances, the 
following checklist may be adopted: 

 
a) Are all limits sanctioned under proper 
authority? 
- Verify the sanction letter and/or proposal 
regarding the sanction of limits by the 
appropriate authority. 
b) Where+ sanctioned under discretionary 
powers, have they been duly reported to the 
next higher authority? 
- Verify the control returns register and office 
copies of control returns. 

 
c) Are the outstandings within the permissible 
drawing power? Verify the stock statements and 
Drawing Power Register. 
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d) Are all the loan accounts classified properly? 
Verify that all loan accounts bear periodic asset 
classification under authentication, and backup 
registers/returns containing approval of 
appropriate authority are being maintained at 
the branch. 

 
e) Are drawing powers adequately backed by 
assets? 
- Carry out the Inspection of the securities 
pledged/hypothecated to the Bank as primary 
security. ( on a random basis internally) 

 
- Take the set of terms and conditions of 
relative sanction for verification. 

 
- Verify the stocks hypothecated to the bank 
with the latest stock statement. 

 
- Check whether Bank’s name boards (with 
emblem) indicating the charge are prominently 
displayed. 
- Meet all important borrowers and discuss 
their unit’s affairs/problems. 

 
f) Is the collateral security properly secured, 
i.e., properly charged to the Bank? 

 
- Verify the original title deed (sale deed/lease 
deed with approved map incase of house 
property) with the particulars recorded in title 
deed register and connected papers, i.e. 
i) Lawyer’s opinion report in regard to clear and 
marketable title, 

 
ii) Non-encumbrance certificate, 

 
iii) Urban Land Ceiling Certificate. 

 
iv) Necessary permissions from appropriate 
authority like permission from the government 
agencies for mortgaging the leasehold property. 

 
v) Standard letters from customers confirming 
deposit of title deed, at the notified centre. 

vi) Affidavit of the depositor of title deed 
(mortgagor) that he/they is/are the bona fide 
owner(s) of the property, and that no other 
claimant is there, and all the taxes have been 
fully paid. In this connection verify the latest 
tax receipt, i.e. wealth, property, municipal tax, 
etc. 
- Verify the implementation of Circular 
instructions relating to equitable mortgage, 
(formalities relating to creating of equitable • 
mortgage vary from one state to another state). 

 
- Verify the ledger accounts and the 
transactions being put through it. 

 
4) Verify the security documents relating to 
advances/loans and verify whether they are 
appropriate, current and enforceable. Each 
account should be checked with the Documents 
Execution Register, Term Loan Ledger, relative 
file and daily list. See that all documents are 
adequately/ properly stamped. Alterations must 
be duly authenticated by the executants. 

 
5) Position regarding follow-up of items 
outstanding in Recalled Asset accounts should 
be ascertained. Verify suits filed or decreed, and 
also ascertain the position of periodical 
review/renewal of accounts. There is need to 
prepare a suitable action plan to clear the 
relative arrears, if any, within a reasonable time 
after taking over. 

 
6) Verify the Demand, Collection and Balance 
Register and Inspection Cards for the 
agricultural loans. 

 
7) Understand the cropping pattern of the 
area(s). 

 
8) Check the Branch Documents entered in the 
Branch Document Register and Miscellaneous 
Securities Register (which secure the Bank’s 
interests), including the insurance of  Banks’ 
and customers’ properties and valuables. The 
fixed assets register should also be checked. 
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9) Check the securities held at the Branch 
pending disposal. Check the balance of stamps 
held in the stamp account. Obsolete, unusable 
forms should be sent to appropriate authority 
for refund, under advice to Controlling 
Authority. 

 
10) Arrange for withdrawal of duplicate keys for 
verification from the neighbouring  branch. 
After verification it should be released and re- 
deposited. The fact of withdrawal should be 
duly recorded in the branch key register and 
advised to the Controlling Authority. 

 
11) Read the approved memorandum of 
protective and security arrangements. Verify 
whether the relative instructions are translated 
into the local language and read, understood 
and signed by all members of the staff. Here, 
there is a need to minutely examine the security 
arrangements prevailing at the branch. Ensure 
that the security arrangements prescribed by 
the Controlling Authority and the suggestions 
made by the Security Officer during his visit to 
the Branch are being  meticulously 
implemented. 

 
12) Check and note the emergency 
arrangements to be followed in the event of 
sudden incapacitation of the Branch Manager. 
Protective and security arrangements, including 
fire protective systems notices, locking up 
arrangements, Police patrolling, emergency 
alarm bells and lights should also be adequate. 

1.2 SECURITY ARRANGEMENTS AT 
BRANCHES 
The security arrangements at the branch, is an 
important function of the Branch Manager. 
Check-list in the Aide-Memoire contains the 
summarized and revised version of the salient 
aspects of security arrangements at the 
branches and other entities of the Bank as 
applicable. Aide-Memoire purports to be a tool 
in the hands of the Head-of-Unit to gauge the 
status of security arrangements of his unit. The 
checks suggested are the basic precautions 
required to be taken at the specified periodicity, 
by the concerned functionaries at all levels for 
better security and protection of the men and 
material at the branches. There may be 
extraordinary, unique situations and 
circumstances which may fall beyond the pale 
of these guidelines and will need to be handled 
with due reason and circumspection by all 
concerned to avoid loss of life and property. 
Kindly refer Security Manual published by 
Corporate Centre and relevant chapter on 
Branch Security for guidance. 

 
 

BRANCH DOCUMENT 
 

The Branch Document register is to be checked 
and see that documents are entered as per the 
Index provided in the BD Register. Ensure that 
the documents are also kept in the  seriatim. 
The seriatim in which the documents are to be 
entered/arranged          is          listed          below: 

 
SECTION PARTICULAR CONTENTS 
I Brief Particulars of the 

Branch. 
i) The branch particulars to be updated. 
ii) Signature on the Branch Manager’s page 
to be put. 

II (A to D) Check Signal System Now it is obsolete. 
III Licences/Retention limit/leases / title deeds / receipts/ Insurance and Agreements. 
E-1 Licences i) RBI licence, 

ii) Gun licence, 
iii) Weights and measures annual certificate. 

E-2 Retention limit Cash and Gold Ornaments. 
E-3 Leases / Title Deeds. i) Branch Premises, 

ii) Staff quarters 
7
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  iii) ther properties. 
iv) Blue Prints (Own premises) 
v) Electrical Installation. 
vi) Hiring Agreement of Bank’s Jeep, vehicle 
etc. 

E-4 Receipts i) Safe deposit receipt in respect of branch 
duplicate keys. 
ii) Post Bag/Box. 
iii)Telephone earnest money. 
iv) Electrical connection. 
v) Water connection. 
vi) Advance rent paid to the owners of staff 
quarters. 

E-5 Insurance Bank’s building, Furniture and Electrical 
installations. 
ii) Bank’s own vehicle. 
iii)Cash-in-transit. 
iv) Fidelity insurance cover for Teller. 
All the policies are being taken at the Bank’s 
level, except item (ii). 
The policies can be downloaded from SBI 
Times-> under Departments1 -> Banking 
Operations Department (BOD) ->under 
INSURANCE section. A print to be taken 
and kept in the Branch Document. 

E-6 Agreements  
i) Agreement with Courier Service. 

 
ii) Agreement with the company engaged in 
cleaning the premises. 
iii) All Annual Maintenance Contracts. 
iv) Any other Agreements /Contracts. 

IV Important Books / Files / Circulars etc. 
F-1 RBI/SBI/Asso. Banks Code Books “Aide Memoire” booklet. 
F-2 Specimen Signature Books. 
F-2-C RBI Inspecting Officials 

Specimen Signature. 
Except this item all others (a,b,d,e,f ) are 
obsolete. 

V Indemnity bonds / letters 
G-1 Indemnity bonds on account of issue of 

duplicate TDR/STDR 
Now it is obsolete. 

G-2 Indemnity bonds on 
account of disposal of 
assets held in viz: 

i) Deceased depositor. 
ii) Borrower’s account. 
iii) Duplicate Demand Draft. 

G-3 Auctions proceedings viz: i) Gold loan. 
ii) Fixed assets. 
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  iii) Any other. 
VI Documents relating to law suits / frauds. 
H-1 Instruments / vouchers / day book / ledger sheets and any other evidences handed over 

by the investigating officials. 
VII Miscellaneous 
I-1 a) SBI Seal 

b) RBI Seal 
I-2 Counter Guarantee issued by the Branch on behalf of the Bank. 
I-3 a) Emergency Arrangement. 

b) Protective Arrangement. 
c) Arrangement of the Branch for surplus cash removal. 
d) Locking-up Arrangement. 
e) Business Continuity Plan (BCP) 
f) Password (ATM/CDM/Branch Server ADS/Branch eMail) 
g) TAN 
h) Identity proof of Courier Service (Delivery Persons) 
i) Audit notes (RFIA/IVA/Credit Audit) 

 
 

 
 

 
 
CHECK POINTS FOR VVR  CHECKING 
VVRs are checked and error rectification 
entry, if any, is made before EOD. 
Rectification of wrong entry, if any, is the 
responsibility of VVR checking  official. Error  
Rectification  Register is 

in use in the Branch. In case of any missing 
voucher, enter in Missing Voucher Register. 
All value-dated transactions are to be dealt 
with additional care and caution. On receipt 
of the VVR from Manager (Services), verify 
the VVR with the vouchers. If there is no 
voucher found for an entry, missing voucher 
to be traced. Enter the same in Missing 
Voucher Register and if necessary obtain the 
duplicate voucher. Any transaction without 
any supporting voucher should be a 
suspected entry and must be dealt with  
 

 
accordingly. User ID & Checked ID to be 
perused. Transactions with unusual IDs are 
to be examined with extra care. VVRs after 
checking should be signed on eachjpage. 

 

 
Please check
 carefully: 
→ All  advances  have  Correct  Interest  
Rates.  . 

 
→ There is no Credit Interest Rate in C/A, 
CC, and ACC accounts. 

 
→ All accounts with debit balances have 
Debit Interest Rates. 
→Verify whether correct Transaction Type 
was used for Cheque Transaction. 
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1.3 BRANCH MANAGER : POINTS TO 
PONDER 

 
I) CUSTOMER SERVICE: 
‘Customer is the most important visitor on our 
premises. He is not dependent on us. We are 
dependent on him. He is not an interruption on 
our work. He is the purpose of it. He is not an 
outsider on our business. He is a part of it. We 
are not doing him a favour by serving him. He is 
doing us a favour by giving us an opportunity to 
do so.’ 
- Mahatma Gandhi 

 
 

To reflect our commitment to provide excellent 
customer service, Bank introduced a code of fair 
banking practice called “Towards Excellence” to 
be followed by the branches in our relations with 
personal banking customers. The code has been 
written to promote fair banking practice and 
improve the service standards at the branches. It 
is subject to regular review to ensure that it has 
continuing relevance to customers’ needs, which 
evolve with time. 

 
 
Areas of Concern 
However, the customer service at our branches 
still not at the desired level. We are faced with 
declining market share. The areas of concern are: 

 
• Extremely conscious of his rights 
• Demands service of a very high 
• Standard 
• Prepared to switch loyalties 
• Expects best products & service 
• Quality of Service 
• Manner of delivery 
• Price competitiveness 

 
Fluctuating Market Share 
Over the years we have seen our market share 
fluctuate in almost all categories of  business. 
Our  competitors  have,  at  times,  been  able   to 

grow faster than us, and perhaps taken away the 
business, which would have otherwise come to 
us. The reasons for this could be: 

• Poor service 
• Delayed response 
• Inflexibility 
• Rude behaviour 

 
Customer Expectations 
Ours is a service industry. A natural question to 
ask is - “What does a customer expect from us?” 
Our customer expectations transcend beyond 
“products”. It is therefore, imperative for us to 
adapt our systems and procedures as well as our 
thinking to manage the customers’ expectations. 
His expectations are broadly as follows: 

• He is well received and listened to 
properly 

• He is properly guided and doubts 
cleared 

• Bank personnel are present at their 
desks/counters well in time 

• The premises are clean and well 
organized 

• There is warmth and  understanding His
 letters/queries are promptly 

attended to and communicated 
 

Fulfilling Customer Expectations: 
Customers’ satisfaction will normally be 
influenced by the interactions with our Front 
Line staff. It is necessary that the customer is 
fully satisfied with the prompt service and 
courteous behaviour of our Front Line Staff. 
To achieve this we have to ensure that the Front 
Line Staff: 

• Have up to date knowledge of systems / 
procedures / schemes 

• Show basic courtesies 
• Listen carefully to what the customer 

has to say. 
 

Customer Service in the Bank 
The bank has over the years institutionalized a 
certain set of guidelines, systems, and procedures 
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to be followed, to show that we care for the 
customer. 
The following structured form are put in place 
towards this end. 

 
• Customer day - 15th of every month 
• Customer Relations programme – 

monthly / quarterly 
• Customer Service Committee meeting – 

monthly / quarterly 
• Branch Management  Committee 

Meeting - at desired frequency 
• Customer service improvement plan 
• Customer Grievances Redressal 

mechanism at Branch / ZO 
• Customer service audit for compliance 

with Goiporia committee 
recommendations 

• Complaint cum Suggestion   Box 
Upkeep of premises 

• Customer conveniences 
• Convenient layout for smooth work flow 

Motivate frontline staff for providing 
excellent customer service 

• Update job cards and arrange for 
periodical briefing 

• Improve skill / knowledge and reorient 
attitude of staff through structured on- 
site training 

 
Complaint Management 
It is well documented that complaints are only a 
feedback for improvement. A customer cares to 
complain because he wants to continue with the 
Bank. If not he would rather quietly move over 
to some other bank. Every complaint is an 
opportunity to reinforce our commitment to the 
customer, which results in greater customer 
loyalty. 

 
The major areas under complaints  are: 
*ATM transactions 
*Delay in collection is the single largest 
component 
*This is closely followed by opening / operation / 

transfer  of  accounts  and  delays  in remittances 
*Staff misbehaviour accounts for 4% of the 
complaints can be managed by:- 

• Identifying and following up complaint 
prone branches 

• Conducting survey of branches on 
complaint management and redressal 
system 

• Identifying and rewarding complaint 
free branches 

• Taking steps to achieve zero complaint 
status 

 
Achieving Customer Delight 
The ultimate objective of a service industry 
would have to be achieving customer delight for 
its customers. It means offering more than what 
a customer normally expects. To practice 
customer delight, we need to understand the 
customer and do that little “extra” for him. 

 
• We endear a customer by our concern 

for him, and expressing it in every little 
thing     we     do     for      him. 
Leverage technology to the fullest 
extent 
Provide single window service 

• Provide ATMs at strategic places 
convenient to the customer 

• Have data base of the top customers of 
the branch and be in touch with them 
for their banking needs 

 
POINTS TO PONDER : Branch  Manager 
We  exist   because   of    our    customers. 
Service       delayed        is        service        denied 
A smile costs nothing and works wonders with 
customers. 
Three sweetest words - Please, Thank you and 
Sorry will do wonders 
All gossip and no work breeds inefficiency 
Winners  don’t  quit,  quitters  don’t  win 
Winners keep, losers weep 
Win    an    argument:     Lose     a     customer 
96% dissatisfied customers do not complain, 
they simply quit 
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Why customers quit 
• 1% die 
• 3% move away 
• 5% form other associations 
• 9% for competitive reasons 
• 14% because of product dissatisfaction 
• 68% of the customers quit because of 

our attitude of indifference towards 
them 

 
Majority of the customer expectations are 
reasonable 
Handle difficult customers with   tact 
Customer satisfaction is profit; Everything  else 
is overhead 
Customer complaints are like burning embers, 
extinguish them instantly 
However insignificant the complaint may be, it 
may be occurring due to some systems 
deficiency. Try to rectify them before it results 
in fraud or in any other major loss to the Bank 
Managing complaints is everybody’s business 
One satisfied customer will bring you 100 more 

One dissatisfied customer will prevent 1000 
prospects coming to you 
If you are not meeting your customers regularly, 
you   are   creating   dissatisfied    customers 
Every customer is essential for the well being of 
the organization > Customer complaints should 
not be taken as an  unwanted  nuisance. 
Listening to complaints helps to keep small 
complaints from turning  into  big  ones 
Handling complaints are opportunities for 
learning/improving 

 
Major areas of concern (as per analysis of 
complaints received by the Bank for the half 
year ended. 

 
Main causes of complaints are  : 

• Lack of job knowledge 
• Shortfall in delivery system vis-a-vis 
expectations of the customers 
• Deviation from/non-compliance of laid 
down system & procedures 

 
1.4 AREAS IN CBS, ATM & INB TO BE LOOKED INTO WHILE ASSUMING  CHARGE  AS 
BRANCH MANAGER 

 
Sl 
N 
o 

 
Particulars Register/Menu/Report to be 

checked @ 

 
Branch User Administration 

 

 
1 

IDs     allotted     by     CDC     are       duly 
advised to them against 
acknowledgement 

 
Verify User ID Allocation Register 

 
2 

Only       the       authorised       users      attached 
to     the     Branch     have     access     rights   to 
the system 

 

 
List_of_User_Report.txt.gz       as       on 
the last  working  day  of  the previous 
month to be verified 3 

Unauthorised/fictitious/absentee 
users are not present in the system 

4 Users   transferred/resigned/retried 
do not have access rights to the 
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system 

5 
Capability levels and access rights 
given according to the roles 

6 

Changes in capability/group/home 
branch,     security     level     and      user      type 
are   carried   after   authorisation    by 
competent officer 

Whether record is maintained 

Sl 
Physical Security/Protection of Assets 
Particulars Register/ Menu / Report to be be  cheked 

1 

Access    to     System     room  is     restricted 
and entry permitted only after 
entering in System room  access 
register 

Verify System Room access 
Register 

2 
Access    to hardware by vendor 
permitted     only after recording  the 
same in hardware access register 

Verify hardware access register 

3 
All hardware purchased are entered 
in Fixed Assets Register 

Verify the fixed assets register 

4 
Whether  all  hardware  with  the 
branch are    insured for replacement 
value 

Verify the Insurance Policy 

5 
Annual Maintenance Contract is 
entered for all hardware/UPS/ 
Generator 

Verify the AMC register 

6 
Whether Anti-Virus software is 
loaded  in     all     the     computer  systems 
and is updated regularly 

On the Windows Task Bar 
Start>Program>Symantec anti 
virus>click>check    the    date    of    the 
virus definition file 

7 
Financial/non-financial transactions 
are put through only on the strength of a duly 
authenticated voucher 

Random verification of transactions 
can be done 

8 
Instructions in respect of on-site/ offsite storage 
of periodic data backup are being followed as 
approved by the controller 

Verify whether  the  last  working  day 
backup  has   been   recorded   in   the 
backup register 

9 

Disaster Recovery & Business 
continuity Plan (DR &BCP) 
i) Whether DR& BCP has been prepared by the
branch and approved by the controller
ii) Whether    notified to all the 
persons concerned against their 
acknowledgement 
iii) Whether the Quarterly reviews have been
carried out

i) Verify       the        approved        copy
of the DRP with the Branch Verify that the
list       of       notified        officers       does
not contain the names of persons who have
retired/been transferred etc.
ii) The exercise to be done during the first
week     of     January     every      year    and
to be reviewed at uarterly intervals
(April,July  &  October  and  to   be
submitted to the controller)
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10 

Branches to maintain the following 
control registers: 
→Storage Media Record 
→system room access 
→Computer  hardware accessrecord 
Computer hardwaremaintenance & 
breakdown(including network failure) 
→Roster for checking of reports 
→Software release control 
→ ATM Cash 

 
 
 
 

Verify   whether    the    registers    have 
been  scrutinised  by  the  concerned 
officials in the manner laid down 

  
ACCOUNTING EXCELLENCE 

Sl. 
No 
. 

 
Particulars Register/Menu/Report to be 

checked @ 

 

1 

 
Roster for allotment of checking 
of all EOD/BOD reports has been introduced 

Verify that all reports are being generated, 
printed, sorted,distributed, checked on 
rotation, 
re-collected and securely filed. 

 
2 

All single-sided postings are recorded in branch 
books and CDC/controllers are advised with 
reasons therefor 

Verify the register with the supporting 
vouchers for ensuring proper authorisation 
of the transaction 

 
 
 

3 

 
 
 

Both sides of WSA are tallying 

Check for default codes in Weekly 
Statement of Affairs (WSA) especially credit 
balances in Stamp/Branch Cash 
Balance/Stationery accounts and debit 
balances in Interest Suspense Account, 
INCA etc 

 
 
 
 

4 

 
 
 

All system suspense accounts 
have zero balance 

Verify  the   register   maintained    in 
respect of important system 
suspense accounts Please verify that no 
outstandings exist in Outward Clearing 
Suspense account for more than 2 clearing 
dates.    Verify      the     daily      report 
Listof  Non  Zero   Intermediate   Su 
spense Accountsgend0804.txt.gz 

 
 
 
 

5 

 
 

i) BGL cash balance (98903) is tallied with physical 
cash on a daily basis. 
ii) BGL cash should also 
tally with CGL cash 

i) Verify the balance in BGL account 
98903bbbbbc is tallied with Cash Officer’s 
cash register/cash on 
hand 
ii) Verify that the B@ncs24 cash 
balance(98903bbbbbc) tallies with the 
Finance1 cash account (1204505001) using 
glcomp.txt.gz report 
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  iii) Verify whether the tellers are printing on 
a aily basis the  ‘Teller 
Cash    Report’ 
iv) Verify whether the Cash Officer is 
printing daily the Cash Officer’s  jotting 
book reports. 
v) Verify whether the branch is printing the 
cash report generated by CDC ‘cfpd0903 

 
 
 
 
 

6 

SC/DDP       modules       are       being        used 
and entries           are           being         marked 
off/reconciled in the system. The outstanding 
DDPs   should  tally 
with  the balances in DDP 
account    in  WSA 
(ii) Verify    age    wise    outstanding      in 
DDP 
(iii) SC     liability     outstanding      in 
contra Account 

(i)Verify the following accounts: 
98644bbbbbc,98635bbbbbc,986 
41bbbbbc The sum of balances in these 3 
a/cs should tally DD Purchases A/C Balance 
in WSA 
(ii) Verify  the   previous    month-end 
report ddp_outstanding_cfpd0349.txt 
.gz 
(iii) Verify whether the balances in A/c 
nos.98655bbbbbc     and       98656bbbbbc 
are the same. 

 

7 
Outstandings in BGL accounts 
such as 98533,  98534,  98581, 
98582, etc 

Verify the daily report  ‘Audit  BGL 
Accounts age-wise break-up’ 
Do     long     outstanding      entries     exist 
in the various BGL accounts? 

 
 
 

8 

 
Outstandings in Finance  One 
Suspense   Accounts 
Balancing of accounts of 
B@ncs24 & Finance One 

(i) Verify   the    daily    report    ‘glcntr’ 
Are there outstandings in the various 
Suspense accounts? 
(ii) Verify   the   daily   report    ‘glcomp’ 
Are there differences  between ‘B@ncs24’ 
and ‘Finance One’balances? 

 
9 

 
Gl Day book and Voucher Verification Reports 

Are these reports printed out, allotted for 
checking and checking done on  a daily 
basis? 

10 
Daily backup is taken and 
stored in a DAT/CD 

Verify whether records to this effect 
maintained 

11 
Daily back-up of EOD reports 
is taken on the hard disk 

Verify whether records to this effect is 
maintained 

12 
EOD signals are being sent 
daily and screen shots stored Verify the EOD screen shots @ random 

 
ATM 

Sl. 
No 
. 

 
Particulars 

 
Register/Menu/Report to be checked  @ 

1 
Outstanding Entries in 98581 
A/C & 98582 A/c 

Verify the daily report ‘Audit BGL 
Accounts age-wise break-up’ 
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Internet Banking 

1 Entries in 98561 in A/C 
Verify the daily report ‘Audit BGL 
Accounts age-wise break-up’ 

 
 
 
 

2 

 
 
 

Manual Intervention Transactions remaining 
unprocessed 

Access   the   CBS   Menu     ‘Other 
Delivery Channels’ >>  ‘Manual 
Intervention Transactions’ >> 
Channel _ INB OR Go to State Bank 
Times>> 
Useful Links >> INB support site >> 
Business  Stats  >>  MIT    Report 
dd/mm/yy 

 Mobile Banking 

 

1 

 
Manual..Intervention Transactions remaining 
unprocessed 

Access   the   CBS   Menu     ‘Other 
Delivery Channels’ >>  ‘Manual 
Intervention Transactions’ >> 
Channel _ MRT 

  
CREDIT & NPA 

Sl. 
No 
. 

 
Particulars 

 
Register/Menu/Report to be  check 

 
1 

Quality  of Assets&  data  in 
CBS in respect of Cash Credit 
& Overdraft Accounts 

Verify the daily report 
‘CC_OD_Balance_File_depd0580. 
txt.gz’ 

 
2 

Quality  of  Assets&  data  in 
CBS in  respect of  Demand 
Loan & Term Loan Accounts 

Verify the daily report 
‘LoansBalanceFilelond2390.txt.gz’ 

 
 
 

3 

 
 
 

Aberrations in Interest Rates 

Verify the daily report 
‘exception_report_for_interest_ra 
tes_variation_depd0650.txt’  and 
monthly   report 
‘Exception_report_lond2385.txt.g 
z 

 
4 

 
Details of NPA accounts 

Verify the daily report 
‘Listof_NPA_Accounts_lond2572. 
txt.gz 

 
5 

 
Details of Probable NPAs 

Verify the daily report 
‘Probable_NPA_Report_lond2463. 
txt.gz 

 
6 

Collateral Securities which 
have matured 

Verify the daily report 
‘Coll_Matured_Sec_lond2444.txt. 
gz’ 
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1.5 LEGAL TIPS ON NPA MANAGEMENT 
 

Order 21 Rule 41 of CPC - for disclosure of 
assets by judgment debtors. 

 
Order  12   Rule   6   of   CPC/Rule   12(5) of 
DRT    (Procedure)    Rules     1993-     Decree 
for    the    amount partially admitted. 

 
Summary suits under Order 37 of CPC Rule 
12 Sub-rule (7) of the DRT 

 
(Procedure) - Rules 1993 regarding execution 
of documents. In case of denial of execution 
of documents, official acquainted with  the 
case or 

 
who has signed the plaint/petition can adduce 
evidence based on records available. Section 
138 of Income Tax Act for ascertaining details 
of assets owned by the borrowers/guarantors. 

 
Order 38 Rules 5 & 6 - Application for 
appointment    of    commissioner      for 
taking    inventory   &    sale/attachment 
before       judgement. 

 
Order 39 Rule l - Temporary injunction 

Order 39 Rule 6 - Interim sale of security 

Order 39 Rules 7 & 8 - Detention, preservation, 
inspection of security. 

 
Order 40 Rule 1 - Appointment of a receiver 

 
Order 38 Rule 1 to 4 – Arrest of defendant 
before judgement 

 
Order   21   Rule    22    -     Attachment 
orders immediately on filing of Execution 
Petition Garnishee Orders can be prayed  for 
to restrain third  parties  from  parting  with 
the funds belonging to  the  judgement 
debtors. 

Recovery officer of DRT  can  also  direct a 
bank,  post  office,  any  person,   etc.   owing 
any money to judgement debtors to pay it to 
him. Even joint accounts will be covered  for 
the  presumed  share. 

 
Attachment of salary – up to 1/3rd after leaving 
out the first Rs.400/- . 

 
Order 21 Rules 37, 40 - Arrest & detention in 
civil prison Declaring a judgement debtor as an 
insolvent. Mortgage suit under Order 34 Rule  4 
- Court has no power to grant the facility of 
paying the decretal amount in instalments. 
Attachment of property not required before 
sale. 

 
Defendants should be called upon to admit or 
deny the documents under Order 12 of CPC. 

 
In a mortgage suit if sale proceeds of the 
mortgaged property do not liquidate the dues 
in full, we can apply for  personal  decree 
against the mortgagor (borrower/guarantor) 
under Order 34 Rule 6 of CPC. Such an 
application should be made within 3 years. 

 
Bank officials are public servants in terms of 
Section 21, Explanation (xii) of Indian Penal 
Code and Section 46A of the  Banking 
Regulation Act 1949. Therefore, assistance of 
the police can be sought for recovery of 
hypothecated/ pledged goods. Attention of 
police officials to be drawn to Section 21 (xii) 
and 183 of the Indian Penal..Code. 

 
If value of securities is less than the suit 
amount, other known assets of the 
borrowers/guarantors should be  attached 
under Order 38 Rule 5 of CPC. 

 
If no bidders are coming forward for an 
immovable property, the Bank can seek court’s 
permission to participate in auction under 
Order 21 Rule 72 (Controlling Authority  to 
clear such a course of action.) 
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Services of retired court Amins/ other agencies 
for ascertaining the addresses of judgement 
debtors and retired revenue officials for 
obtaining complete details full description of 
mortgaged properties can be obtained. 

 
Services OVER O CHARGE of private agencies 
for taking possession of movables like trucks, 
etc. & selling them can also be taken. 

 
 

 
1.6 PREVENTIVE VIGILANCE 

 
There are three different stages of vigilance - 
Preventive Vigilance, Detective Vigilance and 
Punitive Vigilance. While the ‘detective 
vigilance’ deals with the process of 
investigation, the ‘punitive vigilance’ is all 
about initiation of departmental proceedings 
and imposition of penalty. Preventive 
vigilance, on the other hand, focuses on 
minimising, -if not totally elimination of 
frauds, malpractice, etc., on the understanding 
that ‘prevention is better than  cure’. 
Preventive 

 
Vigilance can therefore be described as 
vigilance against occurrence of frauds. While it 
is not possible to give a comprehensive list of 
all that one should do to prevent or minimise 
occurrence of frauds, 

 
it is advisable to focus special attention to  : 

(a) balancing and checking of books, 
(b) reconciliation of entries, 
(c) replying to inspection and audit 
reports, 
(d) training of staff, 
(e) ensuring proper security arrangements 
and 
(f) taking note of complaints emanating 
from various sources. One should therefore 
be on constant guard against attempts of 
frauds in his own interest and in the 
interest of the Bank. It, may, however be 

clarified that these action-points are merely 
illustrative and are not exhaustive. 

 
 

General 
1. Take special care while permitting 
withdrawals of large amounts 

 
2. Carry out comprehensive and intelligent 
check over each day’s transactions. 

 
3. Do check the books at regular intervals 

 
4. Make surprise inspections 

 
5. Scrutinise books and vouchers as a matter of 
routine 

 
6. Keep a track of the Branch Manager’s 
Monthly 
Certificate 

 
7. Ensure adequate security arrangements 

 
8. Scrutiny of Staff account, and observing 
their activities. 

 
 

Deposit Accounts 
1. While opening new accounts, do obtain 
introductory reference, and ensure to send a 
formal letter of thanks to the  introducer. In 
the absence, take appropriate evidence with 
strict KYC compliance 

 
2. The specimen signature sheets should be 
kept in proper custody 

 
3. The list of lost and stopped cheques should 
be kept updated 

 
4. Transit voucher book should be properly 
maintained 

 
5. Operations in Inoperative/Dormant 
accounts should be closely scrutinised. 
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6. Payments through withdrawal slips without 
pass-book to be made in exceptional 
situations. 

 
7. The S.S. sheets of Dormant/ Inoperative 
accounts should be kept in the custody of 
Accountant/ BM. 

 
 

 
Advances Accounts 
1. Proper interview of the prospective 
borrower should be made as a matter of 
routine before granting an advance. 

 
2. The pre-sanction survey should be done 
meticulously, and properly recorded. 

 
3. The eligibility criteria for grant of loan 
should be meticulously followed. 

 
4. The loan-appraisal should be made in 
accordance with the laid down guidelines. 

 
5. Periodical review/renewal must be made 
after sanction of an advance. 

 
6. Precaution should be taken against spurious 
gold ornaments while accepting them as 
security towards gold loans. 

 
7. Special care should be given in the matter of 
security and documentation. 

 
8. Disbursal should be made only after 
ensuring proper end-use of funds. 

 
9. Post sanction/disbursal inspection should be 
done as per the guidelines 

 
10. Diarise to send timely notices to the 
defaulting borrowers. 

 
11. Do keep the Controller posted about 
irregular accounts. 

12. Ensure meticulous observation of the terms 
and conditions of the loan. 

 
 

Miscellaneous Business 
 

1. In respect of Bill Purchase, do ensure to 
despatch the instrument/bill promptly. 

 
2. Do follow-up cases where the payment- 
advice/acceptance advice has been delayed. 

 
3. Keep control on the inward mail. 

 
4. Maintain the Liability Ledger properly 
5. IOA reconciliation should be given special 
attention. 

 
6. Proper control on issue and custody of 
security forms should be exercised. 

 
7. Ensure to follow up for advices in respect of 
drafts paid without advice. 

 
8. Keep the caution-list updated, and while 
making payments of drafts, do not fail to make 
a reference to it. 

 
9. In regard to Government transactions, take 
care to verify the signatures of the Drawing 
and Disbursing Authority. 

 
10. Seek letter of authority and verify its 
genuineness for making payment to a third 
party. 

 
11. The locking up arrangements for cash 
should be fool-proof. 

 
12. While carrying cash from the strong room 
to the counter, special precautions should be 
taken to ensure against theft,  pilferage, 
dacoity, etc. 
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13. Ensure proper functioning of the Alarm 
Bells, Sirens, etc. 

 
14. Follow the rules in letter and spirit in 
respect of custody of keys, cash-receipts, cash 
delivery, etc. 
15. Do make periodical verification of the 
contents of chest and safe deposit articles. 

 
 

Involvement of staff in frauds - Preventive 
Measures Recommended 

 
a) Before placing any person in a particular 
assignment, he or she must be provided with 
desk cards/job cards, incorporating 
instructions and safeguards to be observed in 
the discharge of their duties. Check the ‘list of 
persons with doubtful integrity’ and ‘agreed 
list’. 

 
b) The life style of employees must be watched 
and proper check over their borrowings, 
investments and deductions from salary must 
be made. 

 
c) Personal data file containing full details 
including behavioural ones, should be 
maintained in respect of each 
official/employee. Before placing any person in 
a particular assignment, arrange to check the 
‘list of persons with doubtful integrity’ and 
‘agreed list’. Such persons should not  be 
posted in identified key positions. 

 
d) Antecedents of all persons selected for 
appointment should invariably be verified 
before the appointments are made. Know Your 
Employee norms should be strictly followed. 
Enquiries should be made to ascertain past 
records from earlier employees. Make follow 
up and ensure that the police verification 
report and the comments of two referrals are 
received and are in order. 

 
e) A system should be evolved for recording 

proper appreciation for good work done by an 
employee and recommendation for rewards 
should be made for exceptional work done by 
an employee as per schemes in force. 

 
f) Job rotation, should be ensured at regular 
interval. 

 
g) Staff members should not be allowed to 
open accounts in different branches. 
h) The staff accountability should be examined 
with utmost expedition. The disciplinary 
proceedings may be completed as early as 
possible, say in 6 months in case of award staff 
employees and 9 months in case of supervising 
staff. Deterrent punishment should  be 
inflicted on the delinquent officers/employees. 

 
i) The Circle Management Committee must 
review at quarterly intervals, the progress and 
conclusion of disciplinary  cases. 
Accountability should be fixed for delays, 
wherever noticed. 

 
j) The investigating and disciplinary 
proceedings machinery should be properly 
manned by knowledgeable and competent 
officials who could get the process expedited. 
If necessary, enquiry proceedings could be 
conducted at LHO/Zonal offices. There should 
be limit to number of enquiries a defence 
counsel can handle. 

 
 

 
SECURITY  PRECAUTIONS  DURING 
LONG HOLIDAYS / WEEKENDS 

 
Introduction of holidays on second & fourth 
Saturdays have greatly increased security 
concerns of the Bank with regard to safety of 
cash and valuables held at our unguarded 
branches. Under these circumstances, we have 
to primarily rely on our electronic safety 
devices and ensure that these systems 
effectively     complement     our      operational 
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safeguards, thereby preventing any attempts of 
burglary, housebreak or arson at our branches 
during such long holidays & weekends. 

 
2. Following precautions must be taken prior 
to and during every such cluster of holidays. 
Kindly ensure the following :- 

 
a) To reduce overnight cash retention to bare 
minimum, by remitting maximum cash to the 
currency chest. This will minimise losses / risk. 
b) Secure all entrances with adequate no. of 
good quality locks. Compromise may lead  to 
an unwarranted disaster. 

 
c) That all entrances to the branch and the 
safe room door are fitted with magnetic 
sensors. This will detect unauthorised entry 
and trigger alarm. 

 
d) That all windows and ventilators are grilled. 
This will delay a forced entry. 

 
e) That approach passage to the safe room is 
covered under a PIR (Passive Infra Red) 
Sensor. This will detect unauthorised entry 
and trigger alarm. 

 
f) To install a Smoke Detector just outside the 
strong room / safe room and a Smoke detector 
each inside the Strong room / safe room. This 
will detect any Gas cutting activity and trigger 
alarm. 

 
g) Ensure that the Burglar alarm system is 
fitted with auto-dialler and has current contact 
Nos. of important branch functionaries fed in 
it. This will send a timely alert of the crime 
through a pre-recorded message. 

 
h) NOT to switch off UPS providing power 
supply to the CCTV, Security and Fire alarm 
devices. Or else these life saving devices may 
become non-functional, when most needed. 

 
i) To switch the Burglar Alarm to NIGHT 
mode, before closing the branch every evening, 

otherwise the whole purpose of electronic 
security may be defeated. 
j) To request the Landlord / reliable local 
customers / locally resident staff, if any, to 
keep an eye on the branch. 

 
k) To request the nearest Police Station to 
include our branch in their night patrol 
schedule. 

 
l) A random visit to the branch by the BM / any 
nominated official at odd hours may be useful 
practice in preventing a crime against the 
branch. 

 
m) To regularly test the functioning of the 
Burglar alarm system in both Day & Night 
mode. This gives a signal to prospective 
criminals that our safety devices are functional 
and tested regularly too. This practice acts as a 
major deterrent to any misadventure by 
criminals. 

 
(Circular No. : CDO/SECURITY-SEC 
PRE/1/2015 – 16 dated February 20,2016.) 

 
 

1.7 AT THE TIME OF HANDING OVER 
OF CHARGE TO THE NEW 
BRANCH MANAGER. 

 
The new branch manager shall issue COS 331 
to the outgoing BM format which is given 
below. 

 
COS.331 RELEIVING BRANCH 
MANAGER’S CERTIFICATE 
1. I hereby certify that I have checked the 
following as at the close of business on the 
date noted against each :- 

 
*a) The General Ledger balances at the branch 
Dated ............................ 

 
*b) The notes and coins held in the 
Branch..Cash..Balance..Dated ............................ 
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*c) The contents of the Currency Chest 
Dated ........ 

 
*d) The contents of the Small Coin Depot 
Dated….. 

 
*e) The shares and securities held in safe 
custody ....................... and against advances at 
the branch according to the Branch Safe 
Custody and Security Books (including safe 
custody receipts of other offices of the Bank 
forscripts held by them on account of the 
Branch) and the withdrawals and deliveries 
herefrom since the last inspection/audit of the 
branch. 

 
Dated......................... 

OR 
@ Shares and securities held against advances, 
relating to at least 10% of accounts randomly 
selected     on     the     required     lines    Dated 
............................ 

 
*f) The stock of the Bank’s travellers 
chequesDated ............................ 

 
*g) The stock of Employees State Insurance 
Corporation contribution stamps  Dated 
................... 
*h) The stock of American Express Company 
Travellers Cheques and that they are all to the 
best of my knowledge correct 

 

 
2. I have also checked the cash balance 
at................................................................................. 
.........Sub-Office(s)as on 
...................................................         and        have 
reconciled the difference between the cash 
held at the SubOffice(s) and the balances of 
the Sub-Office Cash Balance Account(s) at the 
Branch. 

 
3. I further certify having checked: 
a) The bills and relative documents held at this 
Branch under Bills discounted. Bank Bills 

Receivables, Bills for Collection, Protested 
Bills and Demand Drafts Received for 
Realisation Accounts. 

 
b) The outstanding in Suspense Account, 
sundry Deposit Account, Inter-Branch Items- 
in-Transit Account *(Drafts Payable Accounts, 
Payment Orders Account) and Sub-Office(s) 
Account, and 

 
c) The securities and bullion held in 
Investment Account and Bullion Account 
respectively (and the foreign currency notes 
includes in Bills of Exchange account) and I 
confirm the correctness of the balance of the 
above accounts as shown in the books of the 
Branch. 

 
4. I have examined and checked with the 
relative register the documents held at the 
Branch in respect of Overdrafts, Demand and 
Term Loans, Cash Credit advances and all 
Protested Bills and have satisfied myself that 
they are correct. I have also inspected the 
securities, bullion, gold ornaments, produce 
and merchandise under lien to the Bank and 
have agreed the relative outstandings there 
against with the General Ledger as at the close 
of business on the.........................................and 
satisfied (subject to any remarks below) that 
all advances at the Branch are in order. 

 
OR 

 
@ I have examined and checked with the 
relative registers and documents at the Branch 
in respect of Overdrafts, Demand and Term 
Loans and Cash Credit Advances since the last 
audit/inspection and all documents relating to 
Protested Bills and sticky and irregular 
advances and have satisfied myself that they 
are correct. I have also inspected  the 
securities, bullion, gold ornaments, produce 
and merchandise under lien to the Bank 
relating to all the accounts which have been 
classified as sticky or irregular and at least 10% 
of the remaining accounts randomly    selected 
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on the required lines and confirm that the test 
check did not indicate anything that would 
suggest that the advances at the branch (other 
than those already classified as sticky or 
reported as irregular) are not in order. 

 
5. I further certify that I have verified with the 
relative registers 

 
a) The bills and relative documents 
corresponding to outstanding items in the 
Local Short Credit Register. 

 
b) The miscellaneous articles in safe deposit 
together with the receipts for the deliveries 
there from since the last inspection/audit. 

 
c) The Bank’s documents at the Branch. 

 
d) The securities held at the Branch pending 
disposal. 

 
e) The balance of stamps held at the Branch in 
Stamp Account. 

 
f) The keys and duplicate keys of the Branch. 

 
g) The office and house furniture, which is..in 
................................................................ 
condition, and 

 
h) The Branch Manager’s crockery and 
glassware provided by the Bank, which has 
been made up to strength by the outgoing 
Branch Manager. 

 
6. I have also taken over/ verified the Branch 
check signal apparatus and all code books, 
specimen signature books and correspondents’ 
control document at the Branch. 

7) I have examined Trust Accounts at the 
Branch and the connected documents and am 
satisfied that they are in order. 

 
8) I have examined the protective 
arrangements in force at the Branch and the 
Sub Office(s) and am satisfied that they are 
adequate. 

 
9) I have satisfied myself, by reference to 
relative balance books that the position in 
respect of the balancing of the various 
accounts reported in the last monthly 
certificate conformed to the actual position. 

 
10) I have fully discussed with the outgoing 
Branch Manager, the Business, Staff and 
Capital Expenditure Budgets of the Branch, as 
settled for the current year, and  confirm 
having taken over the responsibility in respect 
thereof (subject to any remarks below). I have 
also spent sometime in the various 
departments including the  Cash Department 
at the branch with a view to ensuring that 
operative instructions as laid down are 
generally followed. 

 
 

REMARKS 
STATE.BANK.OF.INDIA 
Branch 
Dated : …..................Relieving Branch   Manager 
* To be deleted when the relative items being 
in the charge of another authorised official, 
these are not verified by the Relieving Branch 
Manager. 

 
@ To be deleted when the Relieving Branch 
Manager makes a complete verification. 
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2. WELCOME TO THE DESK OF THE SERVICE  MANAGER 
2.1   JOB PROFILE     (Key Roles): 
1. Custodian: That implies in-charge of the 
following jointly with cash in-charge or Branch 
manager 

 
• Cash 
• Gold 
• Security safe custody or safe deposit articles 
• ATM, CDM & Cash Recyclers 
• Security forms , i.e, all VPIS instruments 

 
2. Locker maintenance & access. 
3. Sanction & maintenance of Gold loans & 
demand loans 
4. Customer service & Complaint Management 
5. Account opening & KYC updation 
6. Settlement of deceased claim 
7. Allocation of VVR 
8. Cheque Transfer & Clearing 
9. Maintenance of Registers for ORM 

 
 

2.1.1 TAKING OVER OF CHARGE: 
After joining as the Service Manager of a Branch, 
his/her responsibility will be to check the 
following:- 

 
(i) Branch Cash Balance 
Cash Balance by physical counting to agree with 
Cash Balance Register, BGL Cash 
balance, CGL Cash Balance and RBI reported 
balance in ICCOMS/eKuber (for  chest 
branches). 

 
Cash in ATMs, if having charge of joint custodian 
of ATM Currency Chest Branches (In addition 
to the above) 

 
Verify 
• Cash Retention Limit 
• Vault Register & Currency Chest for their 
accuracy with physical cash. 
• Count all Rs. 2,000, & Rs. 500 
denominations in full and remaining 
denominations by 

clip counting with a minimum of 10% of the 
packets. 
• Un-examined remittances, if any 
• Small Coin Depot- All the bags must be 
verified / weighed denomination wise with 
content slips. 
• Verify balance of coins not in circulation 
with register. 

 
(ii) Branch duplicate Keys- 
Withdraw, interchange & Redeposit on the Same 
Day to the nearby branch, where 
these keys are kept. The communication is also 
required to be sent to controllers for the 
same. 

 
(iii). Foreign Currency Notes- 
Verify FC Notes retention limit, kept in joint 
custody- All Foreign Currency notes to be 
verified Currency wise and Denomination wise. 
Also ensure that existing balance of Travellers 
Cheque tallies /destroyed. 

 
(iv). Security Forms 
Tally physical stock of all Security forms with 
registers and in VPIS of CBS. 
• IOIs 
• Cheque Book 
• Damaged / cancelled security forms 
• Holograms (if Stock is available and not 
destroyed) 

 
Please ensure: 
• Joint custody of TDRs/STDRs held as 
security 
• Securities for availability and due dates 
• Liens / Assignments are noted 

 
(v). Gold Loans 
• Verify Gold Retention Limit 
• Verify the stock register maintained inside 
the strong room in respect of the number of bags 
containing gold ornaments pledged to the Bank. 
• Verify individual ledger accounts to confirm 
the quantity/number of pieces & weight of 
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gold ornaments with the actual ornaments kept 
in the bags. 

 
(vi). Safe Deposit Lockers 
The correctness of maintenance of locker key 
register must be ensured. Verify the 
surrendered/unrented keys held by the other 
officer with locker key register to ensure that 
'locks' have been interchanged in respect of 
surrendered lockers and kept ready for 
allotment. 

 
(vii). Branch Documents 
BDs are arranged as per SF-19, as per 
instructions in BD Register. 

 
 

Verify following Documents 
• Lease Deeds of the Branch / ATM Premises / 

Generator / Vehicle(s) and its validity 
• RBI License, Strong Room Certificate, 

Insurance Policy of valuables / Gold / 
• Jewellery / Computers / Vehicles and its 

validity 
• Indemnities in respect of duplicate DDs / 

BCs / TDRs / Deceased Claims 
• Migration Reports / DATs 
• Original Power of Attorneys 
• Agency Arrangements with other banks, if 

any 
• Password for Branch login ID-PW in ‘Traces’ 

for generation of ‘Form 16A’ 
• Branch Server Admin Password 
• Netware Licenses 
• Old Inspection Reports / CDs 
• Gun Licenses with Gun History Book 
• Weights & Measures Certificate 
• Disaster Recovery Plan and Business 

Continuity Plan 
• Certificate issued by the Labour Officer / 

Commercial Tax Officer (Profession Tax) 
• Protective arrangements / Locking up 

arrangements / Emergency arrangements 
• “Aide Memoir” 
• Annual Maintenance Contracts relating to 

Computer systems, UPS, AC, etc. 
• Banks Book of Instructions 

Pension Payment Orders (PPOs) 
Take stock of the any pending correspondence 
with CPPC/State Treasury. 

 
Deceased accounts settled 
The updated registers along with papers of 
deceased accounts settled and pending  matters 
if any. 

 
(viii) Fixed Assets, Stationery and Record 

Room 
• Creation/amendment as USER- Authoriser 

in ISTAMS and IFAMS 
• Position and identification of Fixed Assets- 

Physical vs. Items appearing in iFAMS list 
• Take position of available Stationery items 

and last purchase details 
• The access to stationery and record room 

should be restricted 
• Position of last ‘Destruction of old Records’ 

 
(ix) Other control aspects- 
• Outstanding entries in respect of Suspense 

Sundry Deposits, GLIF, IOA etc 
• Undelivered BCs and DDs register 
• Postage balance with Postage register along 

with stamps 
• Pending VVR Position 
• Pending submission of Govt Challans to 

State Treasury or Various Central Govt 
Establishments. Discrepancy if any of  any 
un reconciled position 

• Have a detailed overview of the Branch 
Business. 

• Check the server for availability of disk 
space. Copy and dump old CBS Reports in 
another PC to clear space in Br Server. 

• Various IDs-Passwords are required to be 
created/changed in various other systems 

 
Clearing House (at Non-MICR  Centres) 
• Details of Clearing differences, if any and its 

position 
• Updation of Signatures and KYC details in 

the Bank, where our Bank is maintaining 
account for clearing 
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(x) . Previous Audit Reports 
 
 
• Peruse the latest Corporate Centre Internal 

Audit Report and other Audit reports and 
their compliance position like RBI 
Inspection Report- Currency Chest, 

Clearing House, Statutory Audit, FEMA 
Audit etc, if any. 

 
• RBOSA (Risk Based Off-Site Audit) – RBOSA 

is system generated flags which needs the 
attention of operating functionaries. 
Outstanding irregularities to listed and 
noted for follow up. 

 

2.1.2 LIST OF REGISTERS TO BE MAINTAINED 
Please refer the Circular No.: NBG/BRNWMBRANCHES/5/2018 – 19 dated   22.01.2019 
Sr No. i-STAMS Item Code Name of Register 
1 200999055 Annual Maintenance Contract (AMC) Register 
2 205502013 ATM Cash Replenishment Register 
3 205502011 ATM Cash/ Physical Cash Balance Register 
4 200399002 Attendance Register 
5 200299001 Bad Debt Written Off/Compromise Proposal Register 
6 200399003 Bonus Register 
7 200499006 Branch Cash Balance Register 
8 200999006 Branch Document Register 
9 204999074 Branch Dossier 
10 200999007 Branch Key Register 
11 200999008 Branch Security Information Register 
12 201499001 Cash Box Receipt Delivery Register 
13 202499005 Cash Found Excess/Short Register 
14 206499004 Cash Transaction Register For BC 
15 206999001 Cheque Book Returned Undelivered Register & Emergency 
16 200999013 Cheque Broker rIesdsu & Register 
17 207499005 Chest Verification Register 
18 200999015 Complaint Book 
19 200500001 Computer Hardware Access Register 
20 200999018 Concession Register For Misc. Concessions to Customers 
21 200999019 Cost  Reduction  Register-Control  Register  For  Interest  Paid  On  Delayed CT/Govt. 
Txn/ RBI Txn 

22 200499013 Currency Chest Book -T.E.1 
23 202999007 Currency Remittance Received /Sent Register 
24 200999022 Customer Contact Register For BC For Deposits 
25 200999024 Daily Transaction Register For BC 
26 200101003 Deceased Constituent Assets-Claims Register 
27 200499014 Defective Notes Register 
28 206999002 Drop Box / Grahak Mitra Register 
29 209999004 Equal Remuneration Register 
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30 203499006  Excess/Short Cash in AT   
31 200104003  Foreign Currency Notes     
32 202104001  Foreign Currency Stock  
33 202499004  Forged Notes Detection    
34 211999021 Fraud Register 
35 200599001 GLIF Entry Reconciliation Register 
36 200201004 Gold Loan Register 
37 200201005 Interest Realised On Securities Register 
38 202499001 Intra Day Cash Verification Register 
39 200999034 Inward Mail / Undelivered Mail Register 
40 200399006 Late Attendance Register 
41 200299012 Liability Register For Deferred Payment Guarantees 
42 200999052 Locker Access Register 
43 204999076 Locker Applications Received Register 
44 200999053 Locker Key Register 
45 200201007 Miscellaneous Security Register 
46 200999059 Missing Voucher Register 
47 213999010 Motor Vehicle Log Book 
48 200499015 Mutilated Notes Exchange Register 
49 200999062 Obsolete Security Forms Register 
50 203999016 Office Order Issue Register 
51 200399009 Officiating Allowance Register 
52 200999063 OL/SL/RMSL Received / Replied Register 
53 211999024 Old Record Destruction Register 
54 207999004 Ordinary Letter (O.L.) Pad 
55 200999067 Outward Postage/ Courier Register 
56 202301002 Overtime Register 
57 200199003 Pass Book Issued Register 
58 200201008 Pending Specified Securities Register 
59 200999065 Peon Book/Local Delivery Book 
60 200999066 Petty Charges Account Register (Petty Cash Register) 
61 211999019 Police Beat Register 
62 204201058 Post Dated Cheque Register (PDC Register) 
63 200299023 Power Of Attorney Register 
64 200999073 Record Register 
65 206999004 Record Requisition Register 
66 
Circle) 

209299014 Register 9-Certificate Cases Register (Applicable  for Patna & Bhubaneswar 

67 200999129 Register for Blank ATM Debit cards 
68 200999074 Registered Letter Despatch Register 
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69 200999082 Security Forms Received at Branch Register 
70 200499017 Small Coin Depot Book 
71 200999084 Stamp Register 
72 213399003 Statement of Advances Sanctioned to Staff. 
73 200500009 Storage Media Record Register 
74 207499004 Strong Room Access Register 
75 200399011 Subordinate Clothing /Staff Uniform Register 
76 213399002 Subsidiary Book To Bonus Register 
77 205299032 Subsidy Claimed/Received Register 
78 206999029 Suggestion-Cum-Complaint Register For BC 
79 200299027 Suits Filed Register 
80 200500010 System Room Access Register 
81 205999106 T.D.S. Register
82 200299028 Title Deed Register 
83 202999036 Unclaimed IOI/BC Register 
84 200499019 Vault Register 
85 203902002 Vishwa Yatra Card Issued Register 
86 213999021 Weapons Handing/Taking Over Register 
87 207999018 Welcome Kit Issued Register 

2.1.3 LIST OF IMPORTANT CIRCULARS 

• MASTER CIRCULR SAVINGS BANK
ACCOUNT-Circular No. : NBG/PBU/LIMA- 
SB/33/2014 – 15 DATED Thursday,February
12,2015
• MASTER CIRCULAR CURRENT 
ACCOUNT- Circular No. : NBG/SMEBU- 
LIP/69/2014 - 15 
dated Wednesday,March 25,2015 
• Revision in Service Charges w.e.f
01.04.2017- Circular No. : NBG/BOD-GB/1/2017
– 18 dated Saturday,April 01,2017
• SETTLEMENT OF DECEASED CLAIM
– Circular no.-NBG/S&P-SP/10/2014-15 dated
17/04/2014
• MASTER CIRCULAR ON 
INOPERATIVE CURRENT & SAVINGS 
BANK ACCOUNT by OP & SP Department 
CORPORATE CENTRE, MUMBAI dated 
31st/May/2016   Master   Circular   NON-HOME 
TRANSACTIONS -Circular No. : NBG/BOD- 
GB/1/2016 – 17 DATED Friday,April 22,2016. 

• MASTER CIRCULAR of DROP BOX
FACILITY -Circular No. : NBG/S&P- 
DROPBOX/5/2014 – 15  dated
Tuesday,September 30,2014 & Circular No. :
NBG/S&P-DROPBOX/8/2016  -    17
Friday,January 13,2017
• INTER BRANCH TRANSFER SYSTEM
(IBTS),MODIFICATION IN PROCESS
FLOW OF TRANSACTIONS-Circular No. :
NBG/S&P-BRANCH CLEAR/10/2016 –  17, 
dated Friday,January 13,2017
• MASTER CIRCULAR – DETECTION &
IMPOUNDING OF  COUNTER  FEIT
NOTES -

Please check RBI/2016-17/22 DCM 
(FNVD)   G–6/16.01.05/2016-17   July  20, 2016, 
RBI website www.rbi.org.in 
• ONLINE REPORTING OF 
INSTANCES OF DETECTION OF 
COUNTERFEIT 
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• CURRENCY NOTESCircular No. : 
CFO/AML-CFT-CFT/5/2016 – 17, dated, 
Friday,August 05,2016 
• SUBMISSION OF SUSPICIOUS 
TRANSACTION REPORT (STR) BY THE 
BRANCH 
• REVISED SMALL FORMAT FOR 
REPORTING-Circular No. CFO/AML- 
CFT/26/2015 -16, dated Monday,January 11,2016 

• MASTER CIRCULAR SBI CAPGAINS 
PLUS – Circular no.-NBG/PBU/PREM- 
CAPGAIN/2/2014-15 dated 10/07/2014.. 
• PUBLIC PROVIDENT FUND(PPF) – 
Govt of India, MOF(DEA) notification no. GSR 
1136 dated 15/06/1968 
• SENIOR CITIZEN SAVINGS SCHEME 
(SCSS – Rule 2004), published Gazette of 
India Extraordinary Part-II Section-3(I) dated 
29/10/20 

 
 

2.2 SOME CBS MANUAL FOR EVERYDAY WORK 
 

2.2.1 CONCEPT OF EOD & BOD 
At the beginning of the day : 
Step1: Terminate EOD 
EOD BOD-- EOD Transaction – Terminate – OK 

 

 

 
Step2: Start BOD- 
EOD BOD – BOD Transaction – Update Images – Begin BOD – Transmit – Close 
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At the end of the day  : 
 

Doing EOD is a compulsory task to save and take 
backup of the days work . Further the EOD 
successful menu screen shot needs to be saved 
everyday. 

 
Before proceeding for EOD : 

 
* Check if VVR allotment has been done and 

VVR checking is complete by all . 
 

* Next check whether all Tellers have closed 
& locked their Cash Drawer and have 
properly logged out of their CBS Terminals. 

* Branch Calendar has been set for the year. 
 

Step 1: Branch Administration –  VVR 
Verification – Transmit 

 
Step2: EOD BOD – EOD Checks--- Transmit 

 
Step3: EOD BOD – EOD Transaction –EOD 
Backup – (Check if all applicable boxes have 
been tick marked successfully after running the 
Backup system )--Begin EOD-- press OK once 
the dialog box appear with the message "EOD 
processing has started . EOD has been 
successfully authorised".   --  Transmit 
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EOD once completed the CBS menu list will shrink and the screen shot has to be saved with the 
message “Host EOD Flag Successfully Updated” 

 

 

 

2.2.2 HOST DATA SYNCHRONISATION 

host data synchronisation - → 1) branch details 
synchronisation → process will be completed 
automatically within a few seconds. 

 
ON COMPLETION THE RESULTANT 
MESSAGE WILL SHOW “BRANCH DETAILS 
UPDATED “ 

→2) COMPLETE  HOSTDATA 
SYNCHRONISATION →     PROCESS 
COMPLETEDAUTOMATICALLY WITHIN A 
FEW SECONDS AND MESSAGE WILL APPEAR 

 
“HOST DATA SYNC &  THE  UPDATE 
SCRIPTS APPLIED SUCESSFULLY”. 
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2.2.3 
ALLOCATI 
ON OF 
CAPABILI 
TY LEVEL 

 
2.2.4 
CHANGING 
OF VAULT 
TELLER 

 
Change  of 
vault teller: 

 
 

Cash 
Administratio 
n-Switching of 
vault teller 

 

1) Precautio 
ns to be taken 
while change 
of vault teller. 

• All 
the cash 
should be 
transferred to 
existing vault 
teller 
• If 

Inventories 
held        byany 
other teller 
then  it should 
be returned to vault teller prior to switchover. 
• All the cash drawer of tellers should be closed. 
• There should ould be nocash in Cash drawer of 
proposed Vault teller. 
• Cash drawer of cash officers & vault teller 

should be closed. Otherwise it will give error that 
“cash drawer of Cash Officer is still open”.Please 
close the cash drawer. 
• If proposed vault teller is taking over as vault 

teller for the first time & if he/she has never 
opened his/her cash drawer,then ask him/her to 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

open it once & close it. 
• Switching over vault teller can be done at 

 
anytime but ideal time is either at the end of 
business ( i.e after closing cash and before giving 
EOD signal) or start of the business. 
• Both existing as well as proposed vault Teller 
should be signed off while switching over of vault 
teller. 
• Both the outgoing as well as the incoming vault 
tellers should have closed their cash drawers. 
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• User with user type 40 &60 with admin power 
can do switching of vault teller.i.e.cash officer or 
VPIS officer to be particular Cash officer with 
5,9,60 as capability level,transaction  group & 
user type respectively. 
• Switching of vault teller changes onlyuser type 

“1” to “50” it is not changing capability level & 
transaction group.So if branch want to increase 
capability level to“7”. They will go through “User 
system management → Changes →Change 
capability level” 

 
 

2) Confirmation of successful switch over of 
vault teller 

• User type of newvault teller 
ischangedto 50. 

• User type of old vault teller 

by proper officer.(User type 40/60 with user 
admin power) .If the present vault teller type is 
showing as“50” but while switching, it is giving 
error as “old vault teller is not a  vault teller”( 
This error is coming due to difference in status 
of vault teller at front end & back end  at  the 
front end (In Branch) it is “50” where as at 
backend(CDC) it is“1”)then go for User system 
Management ---- Changes---- Change user type 
permanently , make old vault teller as 50 : Vault 
teller. 

 
 
 

2.2.5 CASH ADMINISTRATION 
 

Allocation of Cash to Teller at  Beginning of 
Day 

ischangedto 1. 
• Cash is transferred to newvault teller. 

• The accountant enquires the opening balance of 
cash as per finance One and verifies that it is 

• VPISinventorykept with vault teller is 
then transferredto new vault teller. 

equal to the closing balance of cash as recorded 
from BGL account no.-98903BBBBBC as at the 
previous evening. 

 

3) Situation of partial switch or improper  switch• The Vault custodian, Cash Officer and cashiers/ 
over 

a) Mostly branches are using wrong path 
tellers login and open their cash drawers. 

i.e.nstead of using cash• Vault Custodian transfers cash to Cash Officer. 
Administration→Switching of vault 
teller,theyare using either User system 
management Changes → Change capability 
level or User system management → Changes 
→ Change user type permanently. In such case 
it changes user type but Cash & VPIS will not 
be transferred to new vault teller  &system 
will not allow the new user to use Cash vault 
transaction menu.It will also give error that 
user is nota vault teller. 

Cash Vault Transactions – Custodian to Cash 
Officer—Type in the Amount & Teller PF ID – 
Transmit – Key in the Currency denominations – 
Transmit. 

 
Note the journal Number in the Vault Register. 
All Transactions between the accountant and 
cash officer gets reflected in the branch cash 
balance account no 98903BBBBBC . 

• Cash Officer verifies and acknowledges receipt 
b) Due to partial switching of vault teller user 
type of new vault teller will be changed to   50 

of cash. 

but for old vault teller it will not be changed• Cash   Officer   then   distributes   cash   to     the 
to1 & Cash will not be transferred. 

 
In such cases branches will have to restore to 
original situation.i.e. change the newvault teller’s 
type to“1” & again go for switching of vault  teller 

Cashiers/tellers who handle cash transactions at 
the Branch. The receiving teller verifies the 
physical cash with cash receipt register and 
acknowledges the same. 
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At the time of Cash Closure at the end of the • In the field ‘Institution Number’- “03” 
day represents SBI 

 

• Cash officer / teller tally the cash , generate • In the field ‘Inventory category’ – “14” for IOI 
cash reports and hand over the balance of cash/ 
cash kept in the cash box along with the Teller • In the field ‘Inventory sub category’ –“01” 
cash  report  to  Cash  officer  and  Cash    officer 
acknowledges the same. 

 

• Cash officer prints cash-related reports, 
tallies the cash and hands over  to vault 
custodian and who in-turn verifies and 
acknowledges it in the system. 

 

• Joint custodians are to ensure at the close 
of day that: 

 
The balance of cash as per the Vault Register = 
The balance of cash as per Accountant’s Cash 
Drawer = The balance of cash as per Branch Cash 
Balance Account 98903BBBBBC= The physical 
cash in the Vault. 

 
 

2.2.6 Valuable Paper Inventory System 
(VPIS): All the security forms used in the Bank 
are referred to as Valuable Papers. It includes 

 

• IOI instruments 
 
• Welcome Kit 

 

• Emergency cheque books for Savings / 
Current / Cash Credit accounts 

 
The role players in this module are termed as 
follows: 

 
• The Accountant/ Service manager is 
referred to as the Vault teller. 

 

• The Single Window Operator is referred to 
as Teller. 

 
Issue of inventory to  teller: 

 
• Menu: VPIS→ VPIS Batch Prompt→ Issue of 
Inventory to teller (Screen no.-033015) 

• In the field ‘Teller Number’ – Enter the ID of the 
Teller to whom inventory is being given 

 
Note: The Teller to whom the security forms are 
issued must be logged in when the Vault Teller is 
issuing the inventory. 

 
In the field ‘Prefix’, ‘Start Serial Number’, and 
‘End serial Number’: Enter relevant details . 

 
 

Acknowledgement of Inventory by Teller: 

Menu: VPIS→ VPIS Batch Prompt→ 

Acknowledgement of Inventory by  Teller 
(Screen no.-033024) 

 
 

The Teller has to enter / select all the required 
information viz. , ‘ Inventory Category’ , ‘ 
Inventory Sub Category ‘ , ‘Currency’ , ‘Prefix’, ‘ 
Start Serial Number’ and ‘End Serial Number’. In 
the field ‘User Action ‘ , select ‘Accept the 
inventories’ and against ‘Acknowledgement of’ , 
select ‘ Issued Inventories’. 

 
 

Return of Inventory by Teller: 
 

Menu : VPIS →VPIS Batch Prompt →Return of 
Inventories (Screen No.-033016) 

 
The teller has to enter the details of inventory 
being returned along with the Serial Number and 
the ID of the teller in the field ‘Return inventory 
to’. Click on ‘Transmit’. The ‘Record Update 
Status’ will be shown as ‘Returned’. 
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Process for Issue of  VPIS  instruments  like 
IOI /  Welcome Kit / Emergency Cheque  leaf 

VPIS →VPIS Batch Processing → VPIS Batch 
Prompt→ select Issue of Inventory to Teller→ 
Transmit 

 

 

 

 
For Issue of Welcome Kit to teller only the the first 10digits(out of the 11 digits ) of the account 
number printed on the Welcome Kit is to be entered under Start Serial Number and similarly for End 
Serial Number also the first 10digits of the account number of the last Welcome Kit to be issued is to 
be mentioned . 
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Marking of IOI DD/BC as Lost/ Damaged/  Cancelled: 
 

The task can be done by the Vault Teller only : VPIS→ Marking of DD /BC/IOI as Damaged Fill in the 
mandatory fields and then →Transmit 

 

 

 

2.2.7 V.V.R ALLOTMENT, REALLOCATION 
& CHECKING 
• The functionality was implanted in two 

phases. Phase – I comprising of allotment of 
vouchers and online marking of status of 
checking and in Phase-II vouchers are 
displayed for verification. 

• A teller with user type 50 or the capability 
level(08,09) can do the allocation in the 
CBS through Screen no.-60652, i.e. 

• Voucher Viewing and verification module 
→System administrator →Voucher allocation 

• Allotting officer has to confirm / finalize the 
random allotment done by the system  on 
the same day , otherwise system will finalize 
the allotment during EOD. 

• Re-allotment can be done at any point of 
time as desired by allotting officer through 
Allocation Enquiry / Re-allotment Process ( 
Screen no.-60655) 

 
Voucher Viewing & verification module→ 
System administrator→ Allocation 
enquiry/Reallocation 

Voucher enquiry can be done for previous dates 
also in this screen. 

 
• Dashboard option(Screen no.-60666) is 
provided for control purpose which provides the 
latest position / status of voucher verification of 
all the online VVR checkers. Verification can be 
done immediately after allotment process is 
completed. Acceptance / verification 
Screen(60657) displays all the Transaction Teller 
allotted to the VVR checker. VVR checker has to 
accept first and then proceed or checking 

 
 

2.2.8 DECEASED CLAIM SETTLEMENT 
In banking parlance a death is basically two 
types: 

1. Natural Death 
2. Legal Death 

 
Natural Death: A death on any reason Natural 
death by age old ailments, Accidental death, and 
Suicidal death or there is no physical existence 
of a depositor is a Natural Death in terms of 
Settlement of claims of a deceased depositor by 
the bank. 
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Legal death: It means that the whereabouts of 
person is unknown for a person more than 7 
years a legal death may be issued by court. These 
were the points adjudicated and decided by 
Supreme Court in the case of LIC of India v/s 
Anuradha. In order to appreciate the facts it is 
necessary to analyze and understand section 108 
of Indian Evidence Act, 1872, which reads as 
under: 

 
Burden of proving that the  person  is  alive 
who has not been heard for seven  years. 

 
Provided that the question is whether a man is 
alive or dead and is proved that he is not been 
heard of for seven years, the burden of proving 
that he is alive is shifted to the person who 
affirms it. 
For settlement purpose banker view claims in 
two aspects: 

 
PROCEDURE FOR CLAIM SETTLEMENT IN 
CASE  OF DECEASED  ACCOUNTS 
WITHOUT LEGAL REPRESENTATION: 
Claims can be settled without legal 
representation, where there are no disputes and 
all the legal heirs do join in indemnifying the 
Bank. 

 
PROCEDURE TO BE FOLLOWED ON 
RECEIPT OF INFORMATION OF DEATH OF 
A CONSTITUENT : 
Information of death of a customer may be oral 
and / or in writing. If such information is 
received orally, the authenticity must be verified, 
depending on the situation and a written 
confirmation should follow. In Core Banking 
Solution     (CBS),      proper     „Flagging‟  and 
„Message‟ should be made. 

 
Payment of cheques: 
Individual accounts: Notice or knowledge  of 
the death, insolvency, or insanity of a 
constituent prevents the Bank from paying 
further cheques on that account. This holds true 
even if the cheques are dated prior to his death, 
insolvency or insanity. Therefore, these cheques 
should be returned. 

Partnership account :Cheques drawn on an 
account where one of the partners is deceased 
cannot be paid. A fresh account may be opened 
with the remaining partners with fresh 
documents and operations allowed in that 
account. A Confirmation of Balance certificate is 
to be obtained from the remaining partners as 
on the date of the freezing of the operations in 
the account consequent on the death of one of 
the partners. 

 
Joint Hindu Family account: If one of the Co- 
parceners dies, Karta can operate the account 
provided that the deceased has not left a will. In 
the event of Karta dying, operations should 
not be allowed and payment may be made 
against the joint discharge of surviving 
coparceners. 

 
Club and Association: On the death of an office 
bearer, operations on the account should be 
stopped. However, cheques drawn before the 
death of such office bearer shall be paid. The 
account will remain dormant till such time the 
Bank receives a fresh resolution on the 
operations in the account. 

 
Trust Account: Unless there is  anything 
contrary to this in the trust deed, surviving 
trustee(s) 
can operate the account. In case relative trust 
deed provides for the appointment of new 
trustee, the operation on the account should be 
stopped till such time new trustee is appointed 
and advised to the Bank 

 
DEATH CERTIFICATE : 
A copy of the Death Certificate should be 
obtained from the successors or the legal heirs 
after verifying with the original  Death 
Certificate. The following are the competent 
authorities for issuing the certificates: 
• Registrar of Births and Deaths 
• The Local Sarpanch duly countersigned by 

the BDO or Tahasildar in case of death in 
remote village (under Registration of Births 
and Deaths Act). 

37



PREFACE

Asitava Kundu
(President)

 Shubhajyoti Chattopadhyay 
(General Secretary)

• In case it is not possible to obtain the death 
certificate from the authority, the claimant 
should swear an affidavit stating the date 
and place of death of the deceased 
constituents. The Death certificate  should 
be recorded in the Branch Sundry 
Documents Register which is part of the 
Branch Documents Register. 

 
LEGAL HEIRS: 
On death of a person his or her assets devolve on 
his or her legal heirs as per the law applicable to 
the religion of the person. 

 
Intestate Succession Primary Heirs of a Male 
Hindu dying intestate under Hindu Law 
According to the Hindu Succession Act, 1956 
which is applicable to all Hindus (which 
expression includes followers of Jainism, 
Buddhism and Sikhism) the primary heir of a 
male Hindu dying intestate are: 
1. Wife 
2. Son/s 
3. Daughter/s 
4. Mother 
5. Son/Daughter of a Pre-deceased son, if any 
6. Son/Daughter of a Pre-deceased daughter, if 
any 
7. Wife of a Pre-deceased son, if any 
8. Son/Daughter of a Pre-deceased son of a Pre- 
deceased son, if any 
9. Widow of a Pre-deceased son of a Pre- 
deceased son, if any 

 
Intestate Succession Primary Heirs of a Male 
Hindu dying intestate under Hindu Law: 
Special Cases: 
The presence of heirs in the case of 
Son/Daughter of a Pre-deceased son of a Pre- 
deceased son, and Widow of a Pre-deceased son 
of a Predeceased son, are both rare cases. 

 
However, they are entitled to a share and will 
have to be taken into consideration while 
settling the claim on an Affidavit-cum-Indemnity 
basis. 

The father of the deceased is a second-class heir 
under Hindu Law and will be entitled to claim 
only in the absence of the primary heirs. The 
primary heirs are entitled to share equally 
without any preference. Therefore, if the 
deceased dies intestate leaving behind the 
primary heirs, and in the absence of any disputes 
amongst them, the claim may be settled  jointly 
in their favour on an Affidavit-cum-Indemnity 
basis. 

 
Intestate Succession Primary Heirs of  a 
Female Hindu dying intestate: 
The primary heirs of a female Hindu dying 
intestate in respect of her self-acquired assets 
are as under. 
1. Husband 
2. Son/s 
3. Daughter/s 
4. Son/Daughter of a Pre-deceased son/daughter, 
as the case may be 

 
The above primary heirs of a Female  Hindu 
dying intestate are entitled to the assets equally 
without any preference and the claim may be 
settled jointly in their favour on an 
Affidavitcum- Indemnity basis in the absence of 
any disputes. However, if assets in question have 
been inherited from her mother or father, and at 
the time of her death she leaves behind only 
husband and no issue, then such assets will not 
be inherited by the husband, but the heirs of the 
father. Similarly, if the assets have been inherited 
by the deceased from her husband or father –  in 
– law and upon her death, if she does not leave 
behind any issue, then such assets will not be 
inherited by other heirs as mentioned above, but 
by the heirs of her husband. 

 
Primary Heirs of a Male Muslim  dying 
Intestate 
The primary heirs under Muslim Law in cases 
where the deceased was a male are: 

1. Wife/Wives 
2. Son/s 
3. Daughter/s 
4. Father 
5. Mother 
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The rules governing succession under Muslim 
Law provide that the assets of the deceased will 
devolve on the heirs in specific shares. This 
varies according to the surviving heirs of the 
deceased Taking into consideration the Shares 
which each of the heirs will be entitled, the 
Primary Heirs are as stated above. Therefore the 
claim may be settled jointly in favour of 
thePrimary Heirs in the absence of any disputes 
amongst them on an Affidavit-cum-Indemnity 
basis. 

 
Primary Heirs of a Female Muslim dying 
Intestate 
The primary heirs under Muslim Law in cases 
where the deceased was a female, taking into 
consideration the Shares which each of the heirs 
will be entitled, are: 

1. Husband 
2. Son/s 
3. Daughter/s 

Therefore the claim may be settled jointly in 
favour of the Primary Heirs in the absence of any 
disputes amongst them on an Affidavit-cum- 
lndemnity basis. 

 
Primary Heirs in case of  Indian  Christian 
dying Intestate 
The primary heirs in case of Indian Christians 
dying intestate are: 

1. Wife/Husband, as the case may be 
2. Son/s 
3. Daughter/s 

The above primary heirs are entitled to share 
equally where an Indian Christian dies intestate. 
The claim may be settled jointly in their favour 
in the absence of any disputes on an Affidavit- 
cum-Indemnity basis 

 
Guardianship: The personal laws provide the 
persons entitled to act as a guardian on behalf of 
the minors and such a Guardian is called a 
Natural Guardian. A Natural Guardian can 
represent the minor‟s interest in respect of all 
movable assets and his actions will bind the 
minor. On the other hand, a Legal Guardian is 
one who is appointed by the Court to represent 
the  interest  of  the  Minors.  The  actions  of the 

Legal Guardian bind the minor in respect of all 
acts permitted to be done by the Legal Guardian 
under the Order of the Court. 

 
Natural Guardian in the case of Hindus 
Guardian: The Natural guardian in the case of 
Hindus is the father and after the father, the 
mother. The Guardian is appointed under a Will 
executed by the father or mother to manage the 
assets of the minor. In case of a married woman, 
the husband. 

 
Natural Guardians in case  of  Muslims- 
Natural Guardian in case of Muslims  are: 

1. Father 
2. In the absence of the father, the grandfather 
(father‟s father) 
3. A guardian appointed to look after the 
minors under a Will executed either by the 
father or by the father‟s father, as the case 
may be. 

 
Natural guardians in case of Indian Christians 
The Natural Guardian in case of Indian 
Christians are: 

1. The father 
2. In the absence of the father, the mother. 

 
Minor: A person attains Majority on completing 
the age of 18 years. However, where there is a 
Court appointed guardian, a minor attains 
majority only on completion of 21 years of age. 
By an amendment to the Indian Majority Act, a 
court appointed guardian also attains the age of 
majority on completion of 18 years of age. 

 
Authority of Legal Guardian to act  on  behalf 
of the Minor: 
Where a guardian is appointed by the Court 
under the Guardian and Wards Act, the Order 
appointing him as guardian is to be authorised to 
exercise the powers conferred on the guardian. 
In case, the Court appointed guardian is 
empowered to collect/receive the assets of the 
minor, the settlement could be made by 
permitting the minor to be represented by the 
Legal Gardian. 
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Rival Claims: Sometimes there are cases when a 
person other than the surviving depositor makes 
a representation to the Bank stating he/ she is 
the legal heir of the deceased, and that the 
deposits should be paid to him/ her only, and not 
the survivor. 

 
The Bank need not take this into account, even if 
it is in the form of a lawyer‟s notice, and the 
amount can be paid to the survivor. The legal 
position is that the survivor isentitled by the 
survivorship clause only to receive the money 
from the Bank, but he does not get any title to it 
the survivor holds the money thus received as 
trustee for the legal heirs. This needs to be 
explained to the rival claimants and they need to 
be asked to proceed directly against the 
survivors, without involving the Bank. 

 
Court Order: If the Bank receives a court order 
restraining the payment to the survivor due to a 
rival claim, then the court order should be 
carried out. If the payment has not been made, it 
should be stopped. If the Bank is made a party in 
the case, then the matter should be contested by 
engaging an advocate. Such cases should be 
reported to the Controlling Authority. 

 
Accounts having neither Survivorship Clause 
nor Nomination 
In a deceased account where there is neither 
Survivorship clause nor Nomination, the assets 
have to be delivered only to the legal heirs. As 
disposal with legal representation is time 
consuming, to improve customer service, our 
Bank has devised a system of settling the 
accounts without production of legal 
representation on the basis of Indemnity –   cum 
– Affidavit. This is applicable only when: 

 
The customer has died INTESTATE i.e. without 
a WILL and There are no disputes among the 
legal heirs and all the legal heirs (other than 
those who have furnished a Letter of Disclaimer) 
join in indemnifying the Bank and there is no 
reasonable doubt about the genuineness of the 
claimant (s)being the only legal heirs. 

SETTLEMENT WITH LEGAL 
REPRESENTATION: PROCEDURE FOR 
CLAIM SETTLEMENT IN CASE OF 
DECEASED ACCOUNTS WITH LEGAL 
REPRESENTATION 

 
In cases where there are disputes and all  the 
legal heirs do not join in indemnifying the bank 
and in certain other exceptional cases where the 
bank has a reasonable doubt about the 
genuineness of the claimants being the only legal 
heir (s) of the depositor. 

 
A legal representation is one that is granted by a 
Court of Law entitling the legal heirs of the 
deceased to collect the debts/securities or assets 
of the deceased. 

 
Bank may opt for settling the matter through 
legal representation. The following documents 
represent different forms of legal representation: 

Succession Certificate 
Wills and Probate 
Letter of Administration 
Order of the Administrative General 
attached to the High  Court 

 
Testate (With a will): A testate is a clear 
mandate given by the deceased. There will be a 
clear written direction, how to distribute the 
property after his/her demise. Generally, the 
settlements are under legal representation. A 
legal representation is one that is granted by a 
Court of Law entitling the legal heirs of the 
deceased to collect the debts/securities or assets 
of the deceased. 

 
I. SUCCESSION CERTIFICATE: 

 
A succession certificate is a document that is 
granted by a civil court to the legal heirs of a 
deceased person who dies without leaving a will. 
It is granted by the court to realize the debts and 
securities of the deceased. 
• Issued by court when deceased dies intestate 
• Valid throughout India even if issued by 

District Court 

40



PREFACE

Asitava Kundu
(President)

 Shubhajyoti Chattopadhyay 
(General Secretary)

• All accounts are included Bank pays  to  all 
the heirs jointly- Not in shares to each heir 

• Authenticity of Succession certificate may be 
got verified by Bank’s lawyer 

 
Scope of a Succession Certificate 
A Succession Certificate is a  legal 
representation, which is granted only in respect 
of debts and securities, and when the deceased 
has not left any Will (INTESTATE). 
It does not cover gold loan ornaments, articles in 
safe custody and safe deposit lockers. 
It is valid throughout India even if granted by a 
District Court. 
The Certificate specifies: 
• Debts and Securities 
• The person to whom it is granted. 
• Any payment to the grantee/s on the 
strength of a Succession Certificate affords a 
valid discharge to the person making the 
payment. 
• Where a Succession Certificate is in favour 
of two or more persons, the payment of the 
deposits should be jointly in favour of all of 
them. 

 
II. Will and Probate: 
The term „Will‟ is defined under „Section: 
2(h)‟ of The “Indian Succession Act, 1925”, 
means the legal declaration of the intention of a 
testator with respect to his property which he 
desires to be carried into effect after his death. It 
is a written document which leaves the estate of 
the person who signed the will to named persons 
or entities (beneficiaries) including portions or 
percentages of the estate, specific gifts, creation 
of trusts for management and future distribution 
of all or a portion of the estate (a testamentary 
trust). 

 
A will usually names an executor to manage the 
estate. A will totally in the handwriting of the 
testator, signed and dated (a "holographic will") 
but without witnesses, is valid in many, but not 
all, states. If the will (also called a Last Will and 
Testament) is still in force at the time of the 
death of the testator (will writer), and there is  a 

substantial estate and/or real estate, then  the 
will must be probated (approved by the court, 
managed and distributed by the executor under 
court supervision). 

 
If there is no executor named or the executor is 
dead or unable or unwilling to serve, an 
administrator ("with will annexed") will be 
appointed by the court. A written amendment or 
addition to a will is called a "codicil" and must be 
signed, dated and witnessed just as is a will, and 
must refer to the original will it amends. If there 
is no estate, including the situation in which the 
assets have all been placed in a trust, then will 
the need not be probated. If the deceased 
customer has left a WILL (TESTATE), it must be 
produced in a court. The court after satisfying 
that it is the last Will of the deceased and was 
duly executed, will issue a PROBATE. 

 
Some of the important issues pertaining to 
Wills are as follows: 
An Executor is appointed by the person making 
the Will empowering him or her to do all acts 
specified in the Will. 
• It applies to both movable and immovable 

properties. 
• A Will is not a compulsorily register able 

document 
• A Will is compulsorily required to be attested 

by two attesting witnesses who are 
• not beneficiaries under the Will. 
• A copy of the Will is always attached to the 

Probate. 
• A Will does not require to be compulsorily 

probated in all the states of India. 
• A Probate issued by a High Court is valid 

throughout India. 
• If it is issued by the District Court, the 

Probate is valid within the State. In case the 
value of property outside the state does not 
exceed Rs.10,000/- it is even valid outside the 
state. 

• Where a Probate of the Will is obtained from 
the Court, it gives authenticity to the due 
execution of the Will and, therefore, a claim 
can be settled in favour of the beneficiary 
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(ies) in whose favour the deposits/gold 
ornaments/contents of Safe Deposit 
Locker/articles kept in safe deposit are 
bequeathed on the strength of a Will which is 
probated. 

 
Muslim Laws regarding Wills:  A  Muslim 
cannot dispose of by Will more than 1/3rd of his 
property, and any disposition of property in 
excess of 1/3rd is void. As it is difficult to know 
what is the 1/3 as far as the assets left behind by 
the deceased with the Bank, it is safe to ignore a 
Will, if any, executed by a Muslim unless  all 
other heirs consent by way of undertakings in 
favour of the Bank to act upon the Will. 

 
Important Instructions about Will: 
1. Will should be probated. It is done by Court. 
2. A copy of the Will is always attached to the 
Probate. 
3. A Probate issued by a High Court is valid 
throughout India 
4. If it is issued by the District Court, the Probate 
is valid within the State 
5. A Will is compulsorily required to be attested 
by two attesting witnesses who are not 
beneficiaries under the Will 
6. If it is issued by the District Court, the 
Probate is valid within the State. In case the 
value of property outside the state does not 
exceed Rs.10,000/- it is even valid outside the 
state. 
7. CODICIL is an amendment or a 
supplementary will adding to the contents of the 
earlier will. 

III. Letter Of Administration: A Letter of 
Administration is the proper legal representation 
when the assets to be settled are other than 
deposits/securities. If for any reason the 
executor is not able to discharge the 
responsibility, the beneficiaries approach the 
court to appoint some other person. The person 
so appointed is an Administrator. The court 
issues a Letter of Administration in such 
cases. Letter of Administration is also issued 
when a person died intestate and the assets are 
in the nature of articles or valuables (e.g. 
Lockers, Safe Deposit articles, and ornaments). 

 
It is issued by a Court in favour of an 
Administrator 

a) When the deceased has not left a Will. 
b) When the deceased has left a Will but has 
not named an Executor. 
c) When the Executor named therein refuses 
to act or himself is dead. 

 
• It covers not only debts due to the deceased 

and transferable securities but also all kinds of 
movable and immovable properties. 

• It is valid throughout India if issued by a High 
Court. 

• If it is issued by the District Court, it is valid 
within the State. However, if the value of 
property outside the state does not exceed 
Rs.10,000/- it is even valid outside the state 

• It is applicable in respect of delivery  of 
pledged gold ornaments or contents of  the 
safe deposit locker to the legal heirs of the 
deceased. 

 

PROCEDURE FOR CLAIM SETTLEMENT IN CASE OF DECEASED ACCOUNTS WITHOUT 
LEGAL REPRESENTATION 
Claims can be settled without legal representation, where there are no disputes and all the legal heirs do 
join in indemnifying the Bank. 

Amount Documents Required 

Up to Rs. 5 lacs 
Claim Form (Application + Declaration) + Letter of Disclaimer + 

Indemnity by Claimants (No Affidavit and no surety) 
 

Above Rs. 5 Lacs 
Claim Form (Application + Declaration) + Letter of Disclaimer + 

Indemnity by Claimants + Affidavit + Surety 
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Re classification of claims  based  on  amount 
of claim: 
Where the total / cumulative balances in the 
account / all the deposit accounts (of the 
deceased) along with the interest to be applied 
till the date of payment is: 

 
I) Up to and inclusive of Rs. 5 lacs: 
Production of sureties may not be insisted upon 
while obtaining Letter of Indemnity. 

 
Claim format signed by claimants with 
declaration signed by one independent person 
well known to the family of the deceased but 
unconnected with it and acceptable to the Bank. 
Stamped letter of indemnity from claimant(s). 

 
II) Above Rs. 5 lac: 
• Claim form signed by claimants. Stamped 

letter of indemnity from claimants plus one 
surety good for the amount or two sureties 
jointly good for the amount. 

• Affidavit (Stamped) from one independent 
person well known to the family of the 
deceased but unconnected with it and 
acceptable to the Bank. 

• Any legal heir who has signed the letter of 
disclaimer in favour of other legal heir(s) 
may stand as surety if he/she is 
independently good for the amount  of 
claim. 

 
Additional disposal Options: In addition to the 
existing mode of payment of deceased deposit 
balances by way of Banker‟s Cheque the 
proceeds may also be paid by way of Credit to 
claimants individual account maintained with 
the Bank at any centre in India through Bank 
transfer or Credit to claimants  individual 
account maintained with any other Bank in India 
by way of interbank transfer through RTGS / 
NEFT. 

 
III) Dispensation of Stamped Receipt: 
In case deceased deposit balances are paid by 
way of Banker’s cheque, the instructions 
regarding   obtention   of   stamped   receipt shall 

continue to be obtained as per extant 
instructions. 
However, if the balances are paid by way of 
credit to claimant’s individual account, following 
documents are to be placed on record in place of 
stamped receipt as conclusive evidence of having 
made the payment. 
Copy of the statement of account carrying the 
relevant entry where credit is afforded to an 
individual account of the claimant maintained 
with the Bank in India. 
Copy of acknowledgement of electronic transfer 
credit where credit is afforded to individual 
account of the claimant maintained with any 
other Bank in India. 

 
IV) Disposal of TDR issued in the form of an 
advice: Where TDR is issued in the form of an 
advice in place of receipt, return of the 
discharged TDR receipt may not be insisted 
upon. 

 
V) Other Instructions: Declaration on the 
Claim form regarding legal heirs of the deceased 
may be obtained from any independent person 
known to the family of the deceased but 
unconnected with it and acceptable to the Bank 
or any account holder of the Bank known to the 
family of the deceased but unconnected with it 

 
Or any Govt. Official whose signature is 
Verifiable by the Bank. However, for claims 
above Rs. 5 lacs such declaration has to be sworn 
as an affidavit before judicial Magistrate or 
Notary Public. 

 
VI) CLAIM FORM: It is application from 
claimant, also having a declaration signed by one 
independent person well known to the family of 
the deceased but unconnected with it and 
acceptable to the Bank. Serves as covering letter 
to all other documents. Contains details about 
the deceased, whole family, all 
heirs, heirs going to relinquish their right . 
Disclaimers are not to sign on the claim form, 
only claimant signs. Photograph of claimant 
should be affixedthough no space provided for it. 
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Up to Rs. 5 lacs simple declaration included in 
claim format is sufficient. 

 
VII) AFFIDAVIT: On COS 539 duly stamped 
and sworn by two respectable persons, not 
related to the deceased, or to the claimants and 
not having any interest in the claim, before a 
Notary public. A joint affidavit or separate 
affidavits may be sworn (Heir ship certificate 
from a Tahisldar or village). 
Applicable only when amount involved is more 
than Rs. 5 lacs. Affidavit is to be stamped and 
notarized. To be signed from one independent 
person well known to the family of the deceased 
but unconnected with it and acceptable to the 
Bank. 

 
VIII) AGNATES: A person is said to be “agnate” 
of another if the two are related by blood or 
adoption wholly through males. If there are no 
heirs of Class I and Class II, then upon the 
“agnates” of the deceased can claim. 

 
IX) COGNATES: One is a “Cognate” of another, 
if the two are related by blood or adoption, but 
not wholly through males. If there are no agnate, 
then upon the “Cognates” of the deceased can 
claim. 

 
X) LETTER OF DISCLAIMER: Where there are 
more than one heir and payment to be made to a 
lesser number, a stamped letter of disclaimer 
will be executed by all the remaining heirs (not 
by or on behalf of a minor heir). This should also 
be attested by a Notary Public. This is in case of 
only class I heirs. It is to be signed by those heirs 
who want to relinquish their claim in favor of 
other heir/ heirs. Through this letter such heirs 
inform the Bank that they have no objection if 
Bank pays the amount to the claimant.  If any 
heir is minor- guardian will sign on his/ her 
behalf. To be Stamped and Notarized 

 
XI) LETTER OF INDEMNITY (COS 540): 
Purpose is to indemnify Bank against any future 
loss. To be executed duly stamped by the 
claimant(s) jointly with surety(ies), good for the 
amount involved. The surety(ies) should be 

persons other than those who have sworn the 
Affidavit. Surety of relatives can be 
accepted provided they are not directly involved 
as claimants. Those heirs who have given the 
Letter of disclaimer will not sign the letter of 
indemnity. (In case of debts due only in case of 
deposits). Heirs who have submitted Letter of 
Disclaimer will not sign Indemnity. No surety is 
required for amount up to 
Rs. 5 lacs. Surety/sureties required for amount 
above Rs. 5 lacs; one surety good for the amount 
or two sureties jointly good for the amount. “Any 
legal heir who has signed the letter of disclaimer 
in favour of other legal heir(s) may stand as 
surety if he/she is independently good for the 
amount of claim”. 

 
XII) The following procedure is followed for 
claim settlement in case of deceased 
accounts without legal representation: 
• Obtain copy of Death Certificate issued by 

competent authority after verifying with the 
Original. 

• Obtention of Claim format (Revised) from 
the claimants (other than those who have 
signed the Letter of Disclaimer). 

• Fill Revised Claim Format from the 
claimants (other than those who  have 
signed the Letter of Disclaimer / Letter of 
Relinquishment) 

• Obtain Power of Attorney if necessary. 
• Identification of the claimants / Sureties 

/person furnishing declaration or 
Affidavit. Obtain Affidavit if necessary. 

• Arriving at the worth of the surety (ies) to 
ascertain whether he (they) is (are) good for 
the amount (if surety is necessary). 

• Ask legal heirs and Sureties, if any, to come 
to Branch together for executing the Letter 
of Indemnity (LOI) 

• Disbursement of the Claim amount by 
issuing a Banker‟s Cheque and obtention of 
Receipt (by cancellation of Revenue stamp) 
from the claimants. 

• Recording of the documents obtained in the 
branch record etc. Claim settled Register for 
the Deceased Constituent Assets Accounts 

44



PREFACE

Asitava Kundu
(President)

 Shubhajyoti Chattopadhyay 
(General Secretary)

which is a part of the Branch Document 
Register. 

• Submission of proposal for sanction if it is 
beyond Branch Manager‟s power. 

• Submission of “Control Return” as per the 
existing format. 

• Making enquiries to ensure that,  there are 
no disputes among the legal heirs and all the 
legal heirs (other than those who have 
furnished a letter of disclaimer) join in 
indemnifying the Bank and there is no 
reasonable doubt about the genuineness of 
the claimant(s) being the only legal heir(s) 
of the deceased depositor. Otherwise, Bank 
should insist on production of legal 
representation as per RBI guidelines. 

• Arriving at the worth of the surety/ies to 
ascertain whether good for the amount 

• Obtaining of the documents  duly stamped 
as per the stamp duty applicable to  the 
place of execution of documents and 
notarised wherever indicated. 

• Submission of the proposal to the 
Controllers for sanction beyond 
discretionary powers/ Submission of 
“Control Return” as per the existing Format. 

• Recording of Documents obtained in the 
Branch records. 

 
Time Norms for settlement of  claims: 
In case of accounts with survivor / nominee 
within a period not exceeding 15 days from the 
date of receipt of the claim subject to the 
production of proof of death of the depositor 
and suitable identification of the claimant(s) to 
the member bank's satisfaction. In the case of 
accounts without survivor / nominee clause the 
claim should be settled within 1 month from the 
date on which the requisite documents have 
been submitted. 

 
Settlement of claims in various types of 
accounts: 

 
Deposits in Joint Names with Survivorship 
Clause (E or S, F or S, L or S,   etc.): 

In the case of deposits that have a survivorship 
clause, if the depositor dies, then it is sufficient 
to record the Death Certificate and get an 
appropriate letter from the survivors. 

 
For time deposits, the survivors can continue 
with the account just by deleting the deceased 
depositor‟s name from the TDR/STDR / Other 
FDs. 

 
In case of Current Account/ Savings Bank 
Account, the survivors should be asked to 
transfer the balance to a new account in their 
own name and a fresh account opening form 
should be taken. 

 
If the survivors want to close the account, they 
can do so. If it results in the premature payment 
of a time deposit, then the interest should be 
paid at the rate applicable for the period actually 
run. No penalty should be levied. 

 
Joint Deposits without Survivorship Clause 
When a joint account holder dies, in the absence 
of a clause like E or S, F or S, L or S, the balance 
can be paid jointly to the survivors and the legal 
heirs of the deceased. 

 
Single Account with or without nomination: 
Savings Account/Current Account: 

 
With Nomination: The balance outstanding at 
the time of death of the depositor will be paid to 
the nominee on verification of his /her identity 
and proof of death of depositor 

 
Without Nomination: The balance outstanding 
will be paid to the legal heirs (or any one of them 
as mandated by all the legal heirs)  on 
verification of the authority of the legal heirs and 
proof of death of depositor. 

 
Term Deposit Account: 
With Nomination: The balance outstanding will 
be paid to the nominee on verification 
of his / her identity and proof of death of 
depositor on maturity of deposit. 
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Without Nomination:The balance outstanding 
will be paid to the legal heirs (or any one of them 
as mandated by all the legal heirs)  on 
verification of the authority of the legal heirs and 
proof of death of depositor on maturity of 
deposit. 

 
 

Premature termination of Term Deposit 
Account 

 
With Nomination: The nominee will have right 
to seek premature termination of term deposit 
account as per terms of contract on verification 
of his identity and proof of death of depositor. 

 
Without Nomination: Premature termination 
will be permitted on joint request by all legal 
heirs (or any of them as mandated by  all the 
legal heirs) as per the terms of the contract on 
verification of the authority of the legal heirs and 
proof of death of depositor. 

 
 

Joint Account  with  or without nomination 
and without survivorship mandate (operated 
jointly) 

 
Savings Account/Current Account: 
With Nomination: 
a) In the event of death of one of the joint 
account holders, the balance outstanding will be 
paid jointly to survivor(s) and the legal heirs of 
the deceased joint account holder(s) (or any one 
of them as mandated by all the legal heirs) on 
verification of the authority of the legal heirs and 
proof of the death of the depositor. 

 
b) In the event of death of both / all joint 
account holders, the balance outstanding at 
the time of death of the depositor(s) will be paid 
to the nominee on verification of his  identity 
and proof of death of depositors. 

 
Without Nomination: 
(a) In the event of death of any of the joint 
account holder(s), the amount outstanding will 
be paid jointly to the legal heirs of the deceased 

account holder (or any one of them as mandated 
by all the legal heirs) and surviving account 
holders against their joint claim on verification 
of the authority of legal heirs and proof of death 
of depositor. 

 
(b) In the event of death of both/all joint 
account holders, the balance outstanding will be 
paid to the legal heir(s) of all the depositors (or 
any one of them as mandated by all the legal 
heirs) on verification of authority of the legal 
heirs and proof of death of the depositors. 

 
 

Term Deposit Account: 
With Nomination: 
(a) In the event of death of one of the joint 
account holders, the balance outstanding will be 
paid jointly to survivor(s) and the legal heirs of 
the deceased joint account holder(s) (or any one 
of them as mandated by all the legal heirs) 
onverification of authority of the legal heirs and 
proof of death of the depositor on maturity of 
the deposit. 

 
(b) In the event of death of both / all the joint 
account holders, the balance outstanding at the 
time of death of the depositor(s) will be paid to 
the nominee on verification of his identity and 
the proof of death of depositors on maturity of 
the deposit. 

 
 

Without Nomination: 
(a) In the event of death of one of the joint 
account holders, the balance outstanding will be 
paid jointly to the survivor(s) and the legal 
heir(s) of the deceased (or any one of them as 
mandated by all the legal heirs) on verification of 
authority of the legal heirs and proof of death of 
the depositor on maturity of the deposit. 

 
(b) In the event of death of both / all the joint 
account holders, the balance outstanding will be 
paid to the legal heirs (or any one of them as 
mandated by all legal heirs) on verification of 
authority of the legal heirs and proof of death of 
depositors on the maturity of the deposit. 
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Premature termination of Term Deposit 
Account 

 
With Nomination: 
(a) In the event of death of one of the joint 
account holders, premature termination will be 
permitted against joint request of the survivor(s) 
and the legal heir(s) (or any one of them as 
mandated by all legal heirs) as per the terms of 
contract on verification of authority of the legal 
heirs and proof of death of depositor. 

 
(b) In the event of death of both / all joint 
account holder, the nominee will have right to 
seek premature termination of term deposit 
account as per the terms of contract on 
verification of his identity and proof of the death 
of the depositors. 

 
Without Nomination 
(a) In the event of death of one of the joint 
account holders, premature termination will be 
permitted against joint request of the survivor(s) 
and the legal heir(s) of the deceased (or any one 
of them as mandated by all legal heirs) as per the 
terms of contract on verification of authority of 
legal heirs and proof of death of depositor. 

 
(b) In the event of death of both / all the joint 
accountholders, premature termination will be 
permitted against joint request by all legal heirs 
of the deceased depositors (or any one of them 
as mandated by all legal heirs) as per the terms 
of contract on verification of authority of legal 
heirs and proof of death of depositors. 

 
 

Joint account with mandate “Either or 
Survivor” / “Anyone or Survivors” with or 
without nomination: 

 
 

Savings Account / Current Account with 
Nomination: 

 
a) In the event of death of one of the joint 
account holders the balance outstanding will   be 

paid jointly to survivor(s) on verification of 
proof of death of the depositor. 

 
(b) In the event of death of both / all joint 
account holders the balance outstanding will be 
paid to the nominee on verification of his 
identity and proof of death of depositors. 

 
Without Nomination: 
(a) In the event of death of one of the joint 
account holders the balance outstanding will be 
paid jointly to survivor(s) on verification of 
proof of death of the depositor. 

 
(b) In the event of death of both / all the account 
holders, the balance outstanding will be paid 
jointly to the legal heirs (or any one of them as 
mandated by all the legal heirs) on verification of 
authority of legal heirs and proof of death of 
depositors. 

 
Term Deposit AccountWith Nomination: 
(a) In the event of death of one of the joint 
account holders the balance outstanding will be 
paid jointly to survivor(s) on verification of 
proof of death of the depositor on maturity of 
deposit. 

 
(b) In the event of death of both / all joint 
account holders, the balance outstanding will 
be paid to the nominee on verification of his 
identity and proof of death of depositors on 
maturity of deposit. 

 
 

Without Nomination: 
(a) In the event of death of one of the joint 
account holders, the payment will be  made to 
the survivor(s) on verification of proof of death 
of the depositor on maturity of deposit. 

 
(b) In the event of death of both / all the joint 
account holders, the balance outstanding will be 
paid jointly to the legal heir(s) (or any one of 
them as mandated by all the legal heirs) on 
verification of authority of legal heirs and proof 
of death of depositors on maturity of deposit. 
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Premature termination of Term Deposit 
Account 

 
With Nomination: 

 
(a) In the event of death of one of the joint 
account holders, premature termination will be 
permitted to survivor(s) as per the terms of 
contract on verification of proof of deathof 
depositor. 

 
(b) In the event of death of death of both / all 
joint account holders, the nominee will have 
right to seek premature termination of term 
deposit account as per the terms of the contract 
on verification of his identity and proof of death 
of depositors. 

 
 

Without Nomination 
 

(a) In the event of death of one of the joint 
account holders, premature termination will be 
permitted to survivor(s) as per the terms of 
contract on verification of proof of death of 
depositor. 

 
(b) In the event of death of both / all the account 
holders, premature termination will  be 
permitted against joint request by all legal heirs 
of the deceased (or any one of them as mandated 
by all the legal heirs) as per the terms of contract 
on verification of authority of legal heirs and 
proof of death of depositors. 

 
 

Joint Account with mandate “Former or 
Survivor” / “Latter or Survivor” - with or 
without nomination: 

 
 

Savings Account / Current Account:With 
Nomination: 

 
(a) In the event of death of former/latter, the 
balance outstanding will be paid to survivor on 
verification of proof of death of depositor or 

(b) In the event of death of both the depositors 
the balance outstanding will be paid to the 
nominee on verification of his identity and proof 
of death of the depositors. 

 
Without Nomination: 
(a) In the event of death of former / latter as the 
case may be the balance outstanding will be paid 
to the survivor on verification of proof of death 
of the depositor. Or 

 
(b) In the event of death of both the joint 
account holders, the balance outstanding will be 
paid to legal heirs (or any one of them as 
mandated by all the legal heirs) on verification of 
authority of legal heirs and proof of death of 
depositors. 

 
 
 

Term Deposit Account With  Nomination: 
(a) In the event of death of former/latter, the 
balance outstanding will be paid to the survivor 
on verification of proof of death of the depositor 
on maturity of deposit. Or 

 
 

(b) In the event of death of both / all account 
holders the balance outstanding will be paid to 
the nominee on verification of his identity and 
proof of death of depositors on maturity of 
deposit. 

 
 

Without Nomination: 
(a) In the event of death of Former / Latter 
depositor as the case may be, the balance 
outstanding will be paid to the survivor on 
verification of proof of death of the depositor on 
maturity of deposit. Or 

 
 

(b) In the event of death of both the joint 
account holders, the balance outstanding will be 
paid to legal heirs (or any one of them as 
mandated by all the legal heirs) on verification of 
authority of legal heirs and proof of death of 
depositors. 
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Premature termination of Term Deposit 
Account 

 
 
 

With Nomination: 
 

(a) In the event of death of former/latter, the 
survivor will have the right to seek premature 
termination of term deposit account as per the 
terms of contract on verification of proof of 
death of the depositor. Or 

 
 

(b) In the event of death of both the depositors 
the nominee will have right to seek premature 
termination of term deposit account as per the 
terms of contract on verification of his identity 
and proof of death of depositors. 

Without Nomination: 
 

(a) In the event of death of former / latter 
depositor as the case may be premature 
termination of the deposit will be allowed 
against request from surviving depositor as per 
the terms of the contract on verification of the 
proof of the death of the depositor. Or 

 
(b) In the event of death of both the joint 
account holders, the legal heirs (or any one of 
them as mandated by all the legal heirs)  will 
have the right to seek premature termination of 
term deposit account as per the terms of 
contract on verification of authority of  legal 
heirs and proof of death of depositors. 

 
Note: Claim specific actions / steps to be taken 
for settlement in respect of different accounts / 
facilities are illustrated in the tabulated form in 
the annexure. 

 

DELEGATION OF FINANCIAL  POWERS: (In lakh Rs.) 
 

Particulars Chief Manager 
SMGS IV 

Manager 
MMGS III 

Deputy Mgr. 
MMGS II 

Assistant 
Mgr. 

JMGS I 
Disposal of Assets of 
the.deceased constituents 
without legal representation 
 
Balances in Accounts 

 

 
7 

 

 
4 

 

 
2 

 

 
1 

Assets other than balances in 
accounts 

5 3 1 0.5 

 

Refund of Excess Cash 

 

0.1 

 

0.05 

 

0.02 

 

0.015 

 
SPECIAL          CATEGORY         CUSTOMERS: 
Missing.persons:- 

 
 

The relevant provisions relating to persons 
unheard of and the burden of proof of whether a 
person is alive or dead is contained in Sections 
107 and 108 of the Indian Evidence Act. Where  a 

person is not heard of by those who would 
normally have heard of him for a period of Seven 
years, Sec 108 creates a legal fiction  of 
presenting that the person is dead 

 
However, this presumption is not absolute and 

 
in the very preceding section (i.e. 107) it is 
provided thatwhere a person is shown to be alive 
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within thirty years, then the presumption that he 
is dead cannot be drawn. Therefore, the 
settlement in case of missing persons requires to 
be handled with due caution andwith prior 
reference to the Controlling Authorities. 

 
 

Revised.Instructions:- 
a) With a view to alleviate hardship to 
claimants in respect of Missing Persons, it 
has been decided to entertain small value 
claims without a valid death certificate. 

 
b) In line with the RBI instructions, it has 
been decided that the claims up to a 
threshold limit of Rs 100000/-(Rs one Lac 
only) will be entertained without insisting 
for valid death certificate. All such claims in 
respect of missing persons, reported missing 
for a minimum period of one year, shall be 
settled on production of the following 
documents. 

 
1.FIR 
2. Non-traceable report issued by the police 
authorities. 
3. Indemnity from the claimant. 

 
 

4. Delegation of Power: 
The AGM (Admin) of the respective region will 
be the authorized authority to settle such claims. 

 
5. The claims in respect of missing person 
above Rs 100000/-- may be settled as per the 
existing instructions 

 
i.e.after getting court order from the competent 
court. 

 
 

Attorney.Administrator 
When a foreigner dies, leaving assets  in India, 
but having named a person not residing in India 
as the executor in his will, legal representation 
will have to be obtained first in the foreigner’s 
country and on the strength of which letter of 
administration has to be obtained in India.     For 

remittance of the proceeds necessary approvals 
from RBI may be required. 
Defense.Personnel:- 
The assets left with the bank by deceased Army, 
Air force, Naval personnel can be disposed off 
without the production of legal representation 
irrespective of the amount as per the following 
Acts: 

 
a. Army and Air force 
Disposal to be done in accordance with the 
provision of the Army and Air Force (Disposal of 
private property) Act, 1950. 

 
b.Navy 
Disposal to be done in accordance with  Navy 
Act, 1957 under section 171, 172 and 174. 

 
Release of Title Deeds of Deceased borrowers 
The persons who are entitled to claim the Title 
Deeds of a deceased borrower are his heirs 
depending on the Personal Law by which the 
deceased borrower is governed. 

 
 

To ensure against wrongful delivery of Title 
Deeds,  the   following  procedure  is   adopted: 

 
a. Death Certificate may be obtained and kept 
on record 

 
b. The Legal Heir Certificate issued by MRO 
may be obtained, if possible 

 
c. A request letter from the legal heirs of the 
deceased borrower for return of the title 
deeds on the lines of Form IV may be 
obtained 

 
d. An Affidavit-cum-Indemnity executed by 
all the legal heirs of the deceased borrower 
before a Notary Public on Non-Judicial 
Stamp worth Rs.100 on the lines of the Form 
V may be obtained at the time ofdelivery of 
the title deeds 18 

 
e. A receipt executed by the legal heirs on the 
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lines of Form VI is to be obtained in respect 
of delivery of the title deeds. 

 
Disposal of assets to constituents who are 
under imprisonment 

 
The following aspects are to be ensured before 
the delivery of the ornaments could be made to a 
third party: 

 
i. The delivery should be against a specific 
request from the borrower 
ii. The pledged ornaments should not be 
connected with the offence for which he 
is.imprisoned 

 
iii. The third party who seeks delivery of the 
gold ornaments should be identified and a 
categorical authority should be conferred 
upon such third party by the borrower to 
receive the gold ornaments on.his.behalf. 
iv. The signature on this Letter of Authority 
of the Borrower should be identified by the 
Jail Superintendent under his official seal 
v. The signature of the representative is to be 
obtained in the Gold Loan ledger 

 
vi. The Letter of Authority on the lines of 
Form XXX may be obtained 

 
vii. A Letter of indemnity should be obtained 
from the Borrower for delivery of the gold 
ornaments to his representative under the 
Letter of Authority 

 
viii. The execution of the Letter of indemnity 
by the Borrower should be certified  by the 
Jail 
Superintendent  by  way  of  a  separate  letter 
ix. The form of Letter of Indemnity as 
appearing in Form XXXI 

x. The receipt Form XXXII to be obtained 
from the representative while delivering the 
ornaments. 

 
Succession Certificate produced  for  delivery 
of Gold ornaments 

 
A Succession Certificate can be granted only in 
respect of debts and securities. It is not a proper 
legal grant in the case of return of pledged gold 
ornaments. However, there are instances  where 
a Succession Certificate is granted with respect 
to delivery of gold ornaments showing it in the 
Schedule as a debt or securities. In such cases, it 
would not be prudent to refuse settlement of the 
claim when the claimants have spent 
considerable amount in obtaining the Succession 
Certificate. 

 
 

As a via media,  the  following  procedure may 
be adopted in all such cases provided  that 
there are no rival claimants or  disputes: 

 
1. The Certified Copy/Attested Xerox Copy of 
the Succession Certificate may be obtained 
and kept on record. 

 
2. The claimants may be explained that a 
Succession Certificate is not a proper legal 
grant for delivery of gold ornaments and 
therefore requested to execute a letter of 
indemnity for delivering the gold ornaments 
to them. 

 
3. A Letter of Indemnity on the lines of the 
draft furnished below may be obtained from 
all the claimants while delivering the gold 
ornaments. A receipt FORM XXVIII may also 
be obtained while delivering the gold 
ornaments. 
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# STEPS FOR DELINKING PRIMARY CIF FROMA JOINT   ACCOUNT: 
 
 

 

 
STEP1: GO TO CUSTOMER MANAGEMENT-RELATIONSHIPS/OWNERSHIPS-ASSOCIATED 
ACCOUNTS. TYPE THE JOINT ACCOUNT NO AND NOTE THE TWO CIFS AS SHOWN BELOW 

 
 

STEP-2: GO TO CUSTOMER MANAGEMENT- AMEND-PERSONAL DETAILS 
(PUT THE CIF NO OF THE 1st HOLDER) 

 
 

STEP-3: PUT THE DATE OF DEATH OF THE CUSTOMER AND TRANSMIT AND AUTHORISE THE 
QUEUE 

 
 

STEP-4:CUSTOMER MANAGEMENT-AMEND-LINK CIF TO ACCOUNT (PUT THE 1st A/C 
HOLDER’S CIF IN THE CIF NO AND THE A/C NO IN THE ASSOCIATED ACCOUNT FIELD, LINK 
INDICATOR SHOULD BE “OWN ACCOUNTS” AND DELETE INDICATOR SHOULD BE “YES”) 
AND TRANSMIT. AUTHORISE THE QUEUE. 
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STEP-5:CUSTOMER MANAGEMENT-AMEND-LINK CIF TO ACCOUNT (PUT THE 2nd A/C 
HOLDER’S CIF IN THE CIF NO AND THE A/C NO IN THE ASSOCIATED ACCOUNT FIELD, 
LINK INDICATOR SHOULD BE “OWN ACCOUNTS” AND DELETE INDICATOR SHOULD BE 
“NO”) AND TRANSMIT. AUTHORISE THE QUEUE 
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STEP-6::GO TO CUSTOMER MANAGEMENT- 
RELATIONSHIPS/OWNERSHIPS- 
ASSOCIATED ACCOUNTS. TYPE THE 
ACCOUNT NO AND CHECK WHETHER THE 
2nd  HOLDER’S    CIF  IS  DISPLAYED  IN  THE 

SCREEN AS UNDER. 
STEP-7: NOW AMEND THE ACCOUNT NAME 
AND MODE OF OPERATION OF THE 
ACCOUNT AND ALSO DELETE THE 
SIGNATURE  OF THE 1st  A/C HOLDER. 

 
 

2.2.9 LOCKER MODULE 
Locker facility is fee based business of the Banks. 
All the Banks go by the guidelines of RBI. The 
Locker facility is also called Safe Deposit Vault. 
The relationship between Bank and locker hirer 
is of Licensor or Licensee, each locker hirer is 
charged an annual locker fee for holding the 
locker with the Bank. The amount depend on 
various factors such as size of locker, Metro and 
Urban or Semi Urban and Rural. In our Bank 
four type of lockers are available Small, Medium, 
Large and Extra Large. The SDV Module covers 
opening of SDV account, operation of locker, 
collection of rent and surrender of Lockers. 
However, Locker Access Register is to be 
maintained manually. Each SDV has another a/c 
in CBS. Every Locker Number will be an account 
in Core. CDC creates and generates an account 
number for each Locker. The branch will then 
allot an SDV account number to the locker 
lessees. This will not only help to minimize the 
income leakage but also help to improve the 
RFIA scoring as “Locker access module in the 
CBS is not put into use” is a ORM Zero 
Tolerance Area in RFIA. 

 
There are simple four steps of creation of Locker 
Module in CBS 

1. SDV Cabinet Creation 
2. SDV Lockers Creation 
3. SDV Account Creation of Customer 
4. Operating of SDV Locker 

 

Safe Deposit Lockers in  CBS 
CBS has two menus, viz.Safe Deposit Vault and 
SDV/SC to migrate all kinds of  locker 
operations to the system.„Safe Deposit Vault‟ 
menu can be used to maintain(i.e. 
create/amend/delete/enquire) cabinets and 
lockers.„SDV/SC‟ menu can be used for 
recording of opening of locker, 
operating/changing status of locker,collection of 
rent, surrendering of Lockers  and swapping 
keys of any two lockers. Apart from these, 
SDV/SC menu can also be used for various 
enquiries for understanding vacant locker 
position, rent pending position, finding locker 
number with key/CIF number and  finding 
locker access details. Further, SDV/SC  menu 
can also be used for fee  correction/adjustment. 

 
 

SETTING UP OF CABINET AND  LOCKERS: 
The branch has to create cabinets and lockers there of by using menu-„Safe Deposit Vault‟. Cabinet 
creation and Locker creation can be done only by officers with user type of 40, 45,50or  60. 
01.Locker cabinet maintenance: 

 
Menu: Safe Deposit Vault >> SDV Cabinet Maintenance (SCR: 35020) 
Function: Select Create 
Institution ID:3 
Cabinet ID : The new cabinet id ( Can be mix of make & no. of cabinet) to be created 
Click on Transmit 
SCR: 35030 SDV Cabinet Inventory will be displayed 
SCR: 35030 
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Master Key No. Enter master key no. 
Cabinet Status: Active 
Master key Status: Active 
Total no. of Lockers: Enter no. of lockers in cabinet 
Add Rows: Total of all row should be equal to total number of lockers. Additional row  can  be 
generated according to category in the cabinet. 
Click on Transmit 
OK Message will be displayed 

 
 

SDV Locker Creation 
This step to be performed by officer only with user type of 40,45,50,60. This is one time activity. 
Menu: Safe Deposit Vault>>  SDV 
Locker Maintenance (SCR: 
35000) 
Function: Select Create 
Institution ID: 3 
Cabinet ID : Enter cabinet ID ( Already created) 
Locker ID : 1 (for first locker) 
Clik on Transmit 
SCR: 35010 locker Inventory will be displayed 
SCR: 35010 
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Category Code: Choose Category Small, Medium, large or Extra large 
Locker Status: Available 
Key Status: Active 
Click on Transmit 
OK Message will be displayed 
Repeat all these steps for all other lockers in the   cabinet. 

 
SDV Account Creation for Customer 
When a customer wishes to avail the locker facility, an SDV account to be created. CIF no. of the 
customer should be exist in the system. 
Menu: Account opening SDV/SC >> Create New Safe Deposit Account 
(SCR: 62000) 
Existing Customer No.: Enter Customer no. 
Option: Select Create SDC/SC Account from Drop Down Box 
Click on Transmit SCR: 35200 will be displayed 
SCR: 35200 
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Locker ID : Enter locker ID 
Cabinet ID: Enter cabinet ID (Search is also available) 
Sub Category: Choose type of the locker for drop down box 
Mode of Fee: Select appropriate option from the drop down box. 
Fee can be collected by 1 : Cash, 2 :Transfer or 3 : SI. 
For option 2 and 3 the field “rent recovery account” has to be filled in. In this field enter transaction 
(SB/CA) account number of the customer to which locker rent has to be debited 
No. of years for which fee is Collected: select: 0 if rent collected for the same financial year, Select :1 
if rent collected also for the next year. 
Fee Waived: Select Yes/NO 
Fetch: By click on this menu system will automatically fetch the locker rent 
Nomination Update Flag: Yes/No (nomination to be done on SCR:60440/60442) 
Click on transmit Queue no. will be generated 
After authorizing the queue SCR:22031 : “Transfer from deposit account” will be displayed for debiting 
the locker rent payment along with registration charges. 
SCR:22031 
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After authorizing the queue SCR:000945 will appear note the SDV account no and set up SI. 
SCR:000945 
SDV Account No: System generated SDV No. note in the locker documents 
Amount: System will automatically fetch 
Purpose of SI: 500 Locker 
Start Date: System will automatically fetch the figure 
End Date: Enter end date of SI 
To Account: System will automatically fetch the figure 
Chase Days: System will automatically fetch the figure 

 
Opening of Back dated SDV  Account 
Now the provision is available to open the SDV A/c from the back date. 
Menu: Account opening SDV/SC >> Create New Safe Deposit Account (SCR: 62000) 
By repeating the previous steps 
SCR: 35200 will be displayed 

 
Locker ID : Enter locker ID 
Cabinet ID: Enter cabinet ID (Search is also available) 
Sub Category: Choose type of the locker for drop down box 
Mode of Fee: Select appropriate option from the drop down box .Fee can be collected by 
1: Cash, 
2: Transfer or 
3: SI. For option 2 and three the field “rent recovery account” has to be filled in. In this field enter 
transaction account number of the customer to which locker rent has to be debited 

 
Fee Waived: Select Yes/NO 
Nomination Update Flag: Yes/No 
Open Back Date: Select Yes in Open Back date field 
Rent recovered upto date: Enter the date upto which rent collected 
Amount of rent recovered: Enter the amount of rent collected from the date of opening of account 

58



PREFACE

Asitava Kundu
(President)

 Shubhajyoti Chattopadhyay 
(General Secretary)

Account Opening Date: Enter Account Opening Date 
Next Due Date for rent: Enter next date of rent 

 
Rent Arrear Amount: Put arrear of rent If no arrear put Rs.1, Rs.0 amount system will not fetch. 
Click on transmit, Queue no. will be generated 
After authorizing the queue SCR:22031 : “Transfer from deposit account” will be displayed . 
Note the SDV No. Click on transmit. 

 
If the SDV account it inactive, Change the status from Inactive to active in SCR: 35190 

SCR: 35190 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Operating the SDV A/C  (Locker) 
When the customer desires to operate upon the SDV (Locker), the event is recorded as follows. 
Menu: SDV/SC >> SDV Locker Operating Prompt   (SCR:35500) 
Account No. : Enter SDV no. 
Option: Select operate Account and transmit 
SCR: 35510 “Operating SDV Locker” will appear 
SCR: 35510 
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Accessing Locker : Select Yes 
Password Checked : Select Yes/no depending on whether password is set for the customer or not. 
System will display the total visits of the locker hirer at the top row 
Click on Transmit, Queue will be generated Transaction will be completed after authorizing the queue. 

 
Account Maintenance: 
Amending Account Details: 
Menu: SDV/ SC >>SDV Account Maintenance (SCR: 035150) 
Safe Deposit/ Safe Custody A/c No: Enter the SDV Account No. 
Option: Select 1. Account Details and Click on transmit 
SCR: 035100 ‘SDV Account Maintenance’ is displayed 
SCR: 035100 

 
This Screen is for amending the Mode of fee and Fee bearing Account. 
The Account No, CIF No, Customer Name, Address, Nationality, PIN Code etc are already populated. 
The Mode of Fee, Fee bearing Account etc. can be modified. 
Amending Account Access Details: 
When the customer wishes to convert SDV account as joint account, CIF of joint account holder is to 
be created if not existing. 
Menu: SDV/ SC >>SDV Account Maintenance 
(SCR: 035150) 

 
Safe Deposit/ Safe Custody A/c No: Enter the SDV Account No. 
Option: Select ‘2. Account Access Details 
Click on ‘Transmit’. 
SCR 035110 ‘Create Amend Safe Deposit Access Details’ is displayed. 
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SCR: 035110 
This Screen is for amending the Account access details. 
Mode of Operation: Select the appropriate option Select 1: Self, 2: E or S, 3: F or S etc. 
Accessing Customer: Enter the CIF of the customer (s), who is/ are being included as a Joint Account 
Holder (s). 
Password Check Reqd Y/ N: Select ‘Y’ if a password is created for the customer or ‘N’ if no  password 
is set for the customer. 
To set the password for a customer: 
Menu: Branch Administration --> Password/Security -->  create. 

 

 

 
Remove Access: Select ‘N’ from the Drop Down Box. 
In case of giving access to Power of Attorney Holder, input the CIF of the Power of Attorney Holder’ in 
the Field ‘Accessing Customer’, under ‘Power of Attorney’. 
Click on ‘Transmit’. 

 
Changing the Status of a SDV A/c  (Locker): 
The Locker status may have to be changed when the customer wants to discontinue the Locker facility 
or when he/ she loses the Locker key. The status of locker is changed to – ‘Cut open’ when there is a 
need to break open the Locker. 
Menu: SDV/ SC >>SDV Locker Operating Prompt (SCR:   035500) 

 
Account No: Enter the SDV Account Number. 
Option: select option Change Status of Account 
Click on ‘Transmit’. 
SCR: 035190 ‘SDV Locker will appears. 
SCR: 035190 

61



PREFACE

Asitava Kundu
(President)

 Shubhajyoti Chattopadhyay 
(General Secretary)

 

 

This Screen allows us to change the Status of the Locker. 
Locker No’, ‘Last Operation Date’, ‘Cabinet ID’, ‘Fees Collected to Date’ and ‘Fees in Arrears’ are 
displayed, but masked. 
New Status: Change the Status Active/Inactive 
Statement Narrative: Enter appropriate remarks. 
Click on ‘Transmit’. 

 
Swapping Locker Keys: 
When the customer surrenders locker, the locker key should be exchanged with an available locker as a 
security measure. After physically interchanging the keys, the details are entered in the system as 
follows: 
Menu: SDV/ SC >>Swap Keys 
(SCR: 035210) 

 

The Locker status and Key status of both the Locker should be ‘Inactive’. 
Enter the Cabinet ID's & Locker ID's to be swapped in the relevant Fields 
Click on ‘Transmit’. 
Now confirm that locker keys are interchanged in the system. 
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Fee Adjustment Transactions: 
Some time Branch collected locker fees manually and system is also showing overdue rent then this 
amount can be adjusted through 
Menu: SDV/SC >> Fee Adjustment Transaction ( SCR:   35220) 

 

SDV/SC Account No. : Enter SDV no. 
Fee Adjustment Amount : Enter amount Shown in SCR:35720 
Tax Charges Amount: Enter amount shown in SCR:35720 
Click on Transmit 
Closure of SDV Account: 
Menu: SDV/ SC >>SDV/ SC Account Closure (SCR:  035360) 

 

 

 
SDV/ SC Account No: Enter the relevant SDV Account number, which is to be closed. 
Third Party Closure: select ‘Y: Yes’ or ‘N: No’ as required. 
Field ‘Narrative’: enter the appropriate narration ‘Account Closed’. 
Click on ‘Transmit’. 
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If any fees are due, system displays a message to that effect 
For reallocation of the surrender locker to another person amend the status of the locker active to 
available in SCR:35000/35010 
SCR:35010 

 

 
SDV Enquiry 
SDV Account Enquiry: 
Menu: SDV/ SC >>Enquiry of SDV/ SC >>SDV/ SC Account Enquiry (SCR: 035700) 
SDV/ SC Account Number: Enter the SDV Account Number. 
Click on ‘Transmit’. 
SCR: 35710 is displayed. 
SCR: 35710 
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This Screen displays the details of the 
SDV Account. ‘Branch Number’ 

‘Locker ID’ ‘Cabinet ID’ 

‘Account Type’ ‘Sub Category’ ‘Acct Open Date’ 
‘Fee in Arrears’ ‘Last Open Date’ ‘Fee Collected’ 
‘Account Status’ ‘Fee Adjusted Amount’ ‘Locker Status’ 

 

Customer wise SDV Enquiry 
Branch can enquire the SDV no. of the customer 

 
Menu: SDV/SC >> Enquiry of SDV/SC >> Customer wise SDV Enquiry(SCR: 35750) 
Enter CIF No. and Transmit, System will display all the SDV no. of the Customer 

 
Fee Dues Enquiry: 
This transaction gives the SDV Fees dues. 
Menu: SDV/ SC >> Enquiry of SDV/ SC >>SDV/ SC Fee Due Enquiry   (SCR:35720) 

 

 

 
Branch Number : Enter Branch Code 
Click on ‘Search’. 
The table gets populated showing the details in columns ‘Account Number’, ‘Total Maintenance Due’ 
and ‘Charges Due’. 

 
SDV (Locker) Key Enquiry: 

 
This enquiry is useful to find out the status of a Locker Key. 
Menu: SDV/ SC >>Enquiry of SDV/ SC >>SDV Key Enquiry (SCR:   035790) 
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Locker Key ID: enter the Locker Key ID. 
Click on the ‘Search’ button to find out details. SDV Key enquiry will be available 

 
SDV (Locker) Free Enquiry: 
Invoking of this option gives a details of available lockers. 
Menu: SDV/ SC >>Enquiry of SDV/ SC >>SDV Locker Free Enquiry (SCR:   035760) 

 

 

 
Category Code: Select the appropriate Locker Category Code from the Drop Down Box. 
Locker Status: Choose Available from the Drop Down Box 
Locker Free enquiry will be vailable 
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Nomination in Lockers 
Nomination facility available in Lockers. Single 
hirer can nominate only one nominee and if the 
locker is jointly operated each locker hirer can 
nominate one nominee. Nomination not allowed 
in case of survivorship benefit. 
Menu: Customer Management >> 
Relationships /Ownerships >> Relationship 
(SCR:60440) 

 
Required Action : Select Add 
Instituion:3 
ID : Enter CIF of the nominee 
Entity: Select Customer Information File 
Relationship Required : Select Choose 9430 : 
Nominee to account 
After transmit SCR:60442 will be displayed 
SCR:60442 

 
 

Locker Updation and Reconciliation in  CBS 
To balance the physical number of lockers with 
CBS (as per SDV Summary report/Reports 
available through Service Desk). This will also 
help branches to ascertain the correct  position 
of vacant lockers in each cabinet. 

 
STEP 1: 
1. Branch should prepare data of Lockers, 
Cabinet wise stating Category/Size Summary 
only: Cabinet Number & No.of Lockers in each 
Cabinet (Extra Large, Large, Medium &Small). 

 
2. Vacant Lockers - Cabinet wise (Category/Size 
wise) to be prepared (with their Key number). 
Physically verify the number of keys kept in the 
Vacant Locker in each Cabinet whose hirer key is 
held with the Cash Officer. Jot down the Locker 
Number against each Key Number. 

 
3. Allotted Lockers - Cabinet wise to be prepared 
by verifying the locker agreements, number of 
COS 404 jotting down the account numbers, 
cabinet name, locker number and key number. 
4. Detailed Locker data in xls / spreadsheet 
format be prepared containing the details as 

Relationship code, Institution and Entity type 
are self-populated 
Entity 2: Enter SDV no. of the customer 
Entity type : Select SDV/SC nominee 
Put percentage and click on transmit. After 
authorisation, reference no. be generated. 

 
SDV Reports 
Two following reports are available from CDC in 
“Report on Request” Folder at the end of month. 

1. SDV_ Summary_SY0203.txt 
2.SDV_Locker_Charges_Due_cfpd0556.txt 

Branch can arranges other reports e.g. Cabinet 
ID wise, Locker ID wise , SDV Wise and 
Customer wise, by lodging request in Service 
Desk . 
(Format of report received through Service Desk 
as per Annexure-1) 

 
Annexure-1 
above. (This data is essential for reconciliation 
with data as per CDC report). 
STEP 2 : 

 
1. Go to : Branch Reports>Reports on Request 
Folder > SDV_Summary_SY0203/ Reports 
available through Service Desk. 

 
2. The above report is daily report wherein the 
details such as Cabinet ID, Total number of 
Lockers, Number of Allotted Lockers & Number 
of Vacant Lockers is available (which was fed in 
CBS). 

 
3. When we compare the data in this report & 
the data manually prepared (as per STEP1), 
branch will be able to ascertain the Extraneous 
Cabinet(s) / Locker(s) in CBS. 

 
STEP 3 : 
After the above Steps 1 & 2 are completed, 
identify the extraneous Cabinets to be deleted. 
Start with deletion of Lockers in this Cabinet 
(Screen No.35000) and then proceed for Cabinet 
Delete Process (Screen No.35020). 
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Important Circulars & SOP 
Description Circular no. 
Safe Deposit Lockers/Safe Custody Article Facility Access to Safe Deposit 
Lockers/ Return of Safe Custody Articles :Revised Guidelines 

Circular No: NBG/PBU/LIMA-
SDL/23/2007 – 08 November 22,2007 

Opening of accounts/allotment of Safe Deposit Lockers 
Circular No: NBG/PBU/LIMA-
SDL/9/2013 - 14 July25,2013. 

Opening of accounts/allotment of Safe Deposit Lockers Circular No: NBG/PBU/LIMA-
SDL/29/2012 - 13 October 04,2012 

Opening of accounts/allotment of Safe Deposit Lockers 
Circular No: NBG/PBU/LIMA-
SDL/28/2012 - 13 October01,2012 

SOP- SDV Locker_procedure to be followed in case of non payment 
of rent SOP-Safe Deposit Locker SOP- for Locker updation and 
reconciliation in CBS 

http://10.91.112.186 

2.2.10 IBTS : INTER BRANCH TRANSFER 
To respond to IBTS entries originated by other branches , please go to:- 
IBT Transfer – IBT Enquiry cum responding screen-- Give from & to date, Status as Originated, -- 
Category NON DTL Dr /Cr –Search 

The Available entries will appear on the screen. 
Select any entry that needs to be responded after satisfactory enquiry about the nature and reason of 
the transaction along with Print Covering Letter of that IBTS entry. 
Action – select Accept –give narration – Transmit . 

The BGL 98731 head will be Debited if it’s a Non DTL Dr transaction or BGL head will be credited I it’s a 
Non DTL CR transaction. A response code will be generated and the BGL 
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2.2.11 DIGITAL BANKING 

YONO - YOU ONLY NEED ONE 

“YONO”- You Only Need One, is a full service 
digital platform designed to facilitate banking 
and lifestyle needs of customers. ‘YONO’ is an 
Omni Channel application available on web, 
tablets and mobile (smartphones) for existing 
SBI customers and potential / new customers. 
The application is available on Android and 
IPhone mobile phones as ‘YONO by SBI’ and 
on the web for access on 

Onboarding of Customers: 

Registration: 
Can  use  their  internet  banking  credentials to 
register on the mobile application (customer 
without internet banking credentials can either 
create them using ATM card details or by 
account details or by visiting branch) 
Login page: Users can login to the mobile app 
by either using their m-pin (set up during 
registration of app) or Internet Banking 
credentials. 

DIGITAL BANK FEATURES: 
Under ‘YONO’, existing processes of the Bank 
have been studied and improvements made in 
terms of customer experience, along with look 
and feel of the app / web portal without 
compromising with risks and compliance. 

i. Home Page: After logging in to the YONO
APP   the home page d the following options
- View all account balances and 
transactions (Deposits and loans). The same 
function is also available in the relationship 
overview option in the hamburger menu bar.

ii. Relationship Overview: Relationship
overview acts as a one view for customer  to
view all existing relationships with SBI and
group subsidiaries. Relationship overview

displays information related to customer’s 
account information, balances, last ten 
transactions etc. In order to get details of other 
relationships like Insurance, Mutual Funds etc. 
customer needs to refer to separate portals for 
each subsidiary. Relationship overview will have 
categorized, scrollable tabs where accounts and 
relationship with subsidiaries are grouped into 
following categories: 

a. My Balances – All transaction accounts
(Savings, Current, Overdraft) will be shown
with their respective balances.

b. My Deposits – All Fixed deposits (FD, Tax
Saver FD etc) will be displayed under this tab.

c. My Borrowings - All loan accounts
information like account number, outstanding
balance, no. of EMIs paid, next EMI due date
will be displayed.

d. My Cards – SBI Credit cards linked
information will be available

e. My Investments – All Mutual Fund can CAP
securities information will be available.

f. My Insurances – All SBI Life, SBI General
Insurance information will be available.

g. My Reward – Details of rewards points
earned through various eligible transactions
will be available.

iii. Home page also provides the following
options apart from the relationship overview:
Quick links, FAQs, nearest ATM, Chatbot
assistance, Bill payments.

iv. Deposits Option: Enables creating of Fixed
Deposit, Recurring Deposit, Tax saver FD and
Create Dream. Create Dream is a facility for
creating / setting a goal by the customer, to
plan and open / link various savings /
investments products to achieve the dream
goal.

v. Loans Option: Contains details of and
facilitates application for Home Loan, Car
Loan, Pre-approved Personal Loan, Overdraft
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against FD, Education Loan and Xpress Credit 
Loan. 

vi. Invest Option: Provides help in investing in
a Fund. Enables options for Quick buy Mutual
Funds, Create zero balance mutual Fund folio,
View available Mutual Funds, Learn about
Mutual Funds, Trade Now, Open Demat and
Trading account, Link Demat and Trading
account, Learn about Investing, Knowledge
series, PPF contribution etc.

vii. Insure: Option to buy Life Insurance,
Personal Accident Insurance, Health
Insurance, Travel Insurance, Long-Term Home
Insurance, Motor Insurance.

viii. Shop & Order: Is a platform where one can
access the world of online products anywhere,
anytime. The user can browse a large range of
products and services offered by various e-
Commerce partners, avail exclusive discounts
and offers across categories and avail financing
facility from SBI. Enables booking of Air , Bus
and Railway tickets with attractive offers
exclusively for YONO customers.

ix. YONO Pay: Enables transfer of funds,
Quick transfer, Transfer to Bank account,
YONO cash, Instant payment of credit card
bill, Bill Payments and Top-up & recharge.

x. Fund Transfer: Online funds transfer is one
of the most frequently used options by the
customer. For fund transfer, customer needs to
select among own account, other’s account,
intra-bank, interbank, MMID, QR code, VPA
etc. For transfer to other bank accounts,
YONO selects the fastest mode of transfer
available from IMPS, NEFT and RTGS.

xi. Browse cards option enables you to find
your perfect Credit Card, apply for new SBI
credit card, Link your SBI credit card, Manage
International usage, Manage pin and Block and
reissue card.

xii. Service requests: Provides the following
facilities – Manage pin, Block/ activate ATM
debit card, Stop cheque, activate SMS alerts,
Change of profile, Settings option , Loans,
Account (nominee alerts), Tax and
Investments (15H/15G), Pension etc.

New customers: DIGITAL account opening 
process 

DIGITAL ACCOUNT (NBG/PBU/LIMA- 
SB/23/2017-18 dated 09.11.2017) 

i. Digital Savings Account has been 
conceptualized as a fully digital account which 
will be opened by customer with very limited 
intervention / assistance by branch personnel.

ii. Eligibility criteria – Resident individual, 
18 years of age, literate, must possess a 
Aadhaar card with complete address and 
PAN card. Should be liable for tax, only in 
India and not outside India.

iii. Features – No physical account opening 
form. Customer will fill all the data required for 
opening the account in YONO app or YONO 
portal

iv. Features - Account only in single 
name, Nomination is mandatory. A single 
signature on bar coded Terms and Conditions 
form would be taken.

v. Customer will have to visit a branch 
once along with reference number 
generated for completion of processes.

vi. Personalised platinum Debit card and 
Retail Internet Banking (RINB) will be provided 
to the customer.

vii. The rules applicable to regular Savings Bank 
account holder regard AML/CFT  & FATCA, 
KYC updation will be applicable to Digital 
Savings Account also.

viii. Can be converted into a joint account only 
after converting it into a regular savings 
account.
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In view of the Hon Supreme Court judgement 
on usage of Aadhaar details for banking 
activities, e-KYC authentication facility for 
onboarding of customers was discontinued and 
accordingly account opening through 
YONO platform was suspended from 11.10.2018. 

To make the process of accounts opening 
available through YONO platform again in a 
seamless manner, a new account opening 
process based on OVD has been launched for 
customers visiting branches. The icon “Open 
new Regular Account” in branch 
YONO customer service portal accessed 
through CBS “Single Sign-on” would need to 
be used by the branch. 

Account Opening using Officially Valid 
Documents (OVDs) Features: 

i. Presently available for new to Bank
customers only and will have mandate as single
operation only. Resident Indians above 18 years
of age eligible. PAN optional.

ii. Debit card / Cheque book / Internet
banking services will be activated based on
customer’s choice.

iii. Data will be filled in directly on YONO
customer service portal. On completion, a
system generated Customer Data Input Form
(CDIF) will be printed by the maker.

iv. Customer will review data in CDIF and
sign it. In case of discrepancy, maker will rectify
and reprint for signature of customer. Also
system generated Terms and conditions form &
Form 60 wherever applicable to be signed by
the customer.
v. Proof of Identity and Proof of address
to be verified by authorized official against
respective originals.
vi. CIFs opened in this process will be
subjected to second level scrutiny by LCPC as
per CKYC process. Documents for this purpose
will be sent by YONO platform as a backend
automation process.
vii. Physical copies of the documents (duly
attested), CDIF and Terms and conditions form
will be sent to Document Archival Centre
through e-DAC workflow.

Post Account Opening Process - 
Document Archival Centre (DAC) & 
Document Management System (DMS) : 
In the process of account opening on ‘YONO’, 
physical copies of forms obtained viz CDIF, 
T&C form, Form 60, OVDs etc will directly 
move from branch to DAC. The scanned copy of 
documents, signature and photograph will be 
digitally stored in DMS. Post account opening 
the flow of movement of physical documents 
from Branch to DAC is as under: 
At Branch: For DAC workflow, there is  a 
process of Maker and Checker. Branch 
Manager is authorized to create makers and 
checkers at the branch as per requirement. 
a. Branch staff will login into the
workflow and the details of physical documents
of  the account (viz CDIF, T&C form, OVDs, 
Form 60 etc) will be available in workflow.
b. Every Monday, or the first working day
of the week, maker of the workflow (Account
opening official) and Service Manager get an
alert notification via workflow that  “AOFs
ready to be sent to DAC” and the respective
packet number needs to be created.

a.  

c. Every Monday, or the first working day of the week,
Maker will prepare the bunch of AOFs for accounts
opened during the previous week and verify each form
along with its components and after verification sends
it to the checker.
d. The Service Manager / Checker, receives the forms,
counts and verifies with data in the workflow and
approves if found in order. On approval, system will
generate unique serial numbers and a packet number
which will be printed and pasted on the packet. The
packet will be dispatched to Documents Archival
Centre by speed post.
e. The speed post tracking number along with date
of dispatch will be updated in DAC workflow by
branch within a period of 5 days.
f. On receipt of packet at DAC, the same is acknowledge 
in workflow and packet sent to Record keeper for 
verification of components.
g. At DAC, the speed post is tracked by Senior assistant 
and misplaced / delayed packets followed up.
h. Record keeper acknowledges each form along with 
components in the workflow. If all forms are received 
and in order, Record keeper submits the log. In case of 
missing documents, it is escalated to the In-charge
Management unit who re-verifies the claim and notifies 
branch concerned.
i. After submission of log, a box number for storage is created 

and the packet is placed in the box number so generated.
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iv) In case, the branch has obtained from all
the joint account holders, a revised Either or
Survivor form, a loan may be granted on
receipt of a written application from the
depositor, either or survivor, anyone or
survivor.

Loans can also be granted to Third Parties 
(individuals) against the deposits, which are not 
held in their names. (e.g. Loan granted to A 
against the deposit held in the name of B.) 
However, as per the observations of Special 
Committee of the Board for Monitoring Large 
Value Frauds, BO Dept. has sincerestricted 
sanction of loans against third party deposit(s) 

As a general rule, no advance should be granted 
against the security of Term Deposit Receipts 
issued by other banks. 

Type of facility: 
Demand Loan or Current Overdraft Account 

Margin: 
TDRs: Minimum 10% 
STDRs: Margin same as TDRs. However, as the 
interest on STDRs is quarterly compounding and 
the interest on advances is monthly 
compounding the effective margin erodes faster 
in case of STDR if a customer does not service 
the interest. Accordingly, if interest servicing is 
not done for advances against STDRs for more 
than 3 months, available cushion i.e. prematurity 
payment due less outstanding shall be worked 
out and if it is less than 2%, loan a/c must be 
closed forthwith by making premature payment 
of STDR. A simple letter of undertaking as 
prescribed shall be taken from each borrower for 
this purpose. 

Loan Amount: 90% of the Principal  plus 
accrued interest 

Documentation: : Post extension of system of 
issuing TDR/STDR advices instead of receipts, 
the documents in case of loans against  balance 
in TDR/STDR accounts have 
undergone some changes. We reiterate that the 
following documents are requiredto be  obtained 

while granting Demand Loan/ Overdraft against 
balancesin said term deposit accounts. 
i) Loan Application Form Annexure PL-63

ii) Loan Agreement – Specified Security
Annexure Pl-65 However, in case of loans against
deposits held in single name loanagreement
noted herein is not required to be obtained.

iii) D.P. Note with D.P. Note Delivery Letter in
case of Demand Loan.

iv) E or S form on COS 142 and / or E or S
Agreement on COS 57, if applicable.

v) Witness letter in case of illiterate
borrowers, if applicable.Further under the new
procedure :
a) No separate consent for disclosure to CIBIL
or any other agency will be
obtained as consent clause for the purpose is
built in Loan Agreement
– Specified Security Form. However, the same
shall be obtained separately
in cases where the specified Loan agreement is
not required to beobtained.

b) The depositors are not required to surrender
the deposit advice already issued / delivered to
them.

c) In case the loan account against TD/STD
Advice is closed from fundsother than proceeds
of relative deposit, no acknowledgement on COS
49 will be obtained, as return of Receipt / Scrip /
Security is not involved(as in case of
TDR/STDRs). Instead Security Release letter (as
per Annexure-PL-66) will be issued to the holder
of the security, with a copyendorsed to the
borrower, by the branches.

d) The branches will mark lien on the relative
deposit(s) in the system andgenerate Statement
of customer Balances showing lien marked
thereinon the relative deposits, and will keep it
with the loan documents tofacilitate verification
of the fact by Inspectors / Auditors.
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e) Opinion Reports need not be compiled for
Loan against Bank’s own fixed
deposits

Rate of Interest: 
Rate of interest as prescribed by the Bank from 
time to time will be applicable;presently it is 1%v 
above the TDR /STDR interest rate. 

Mandate from the Borrowers: 
In view of keeping the value of security against 
Bank’s own Time Deposit higher than the 
outstanding in the loan account, it has been 
decided that the branches will obtain the 
following mandate from the borrower(s) at the 
time of sanction of the Demand Loan “I (we) 
hereby authorise the Bank to credit the interest 
earned  on  my/our  TDR(s)  in  the  loan account 

instead of my/our deposit account till the loan is 
liquidated”. 

Provision to open Multiple Demand Loans 
against the same TDR/STDR  : 
Multiple Demand Loans against the same 
TDR/STDR can be permitted so long as the sum 
total of the limits of all the Demand Loan 
accounts will be within the permissible limit of 
the Demand Loan against the TDR/STDR. The 
sanctioning authority can however allow 
maximum of four such Demand Loans. In special 
cases the AGM/RM can permit a fifth loan. 

FORMAT FOR VERIFICATION OF LOAN DOCUMENTS 
ACCOUNT NO: 

PRODUCT :  Against Specified Security 

Sl 
No 

Particulars Yes No 

1. Name : 
2. Type of Security    : TDR/STDR/NSC/KVP/LIC/PLI/........................................... 
3. KYC Document Obtained &  Verified 
4. Date of Issue of  STDR :  ................................ 
5. Date of Maturity of  STDR :  ................................ 
6. Amount of STDR :   ................................ 
7. Date of Sanction of  Loan :  ................................. 
8. Surrender Value of LIC/PLI Policy  obtained 
9. Sanction Recorded 
10. Loan controlled 
11. Loan Documents obtained 
12. Documents  Adequately Stamped 
13. Lien Noted/Collateral created 
14. NSC/KVP Pledged   / LIC/Policy Assigned in favour of   Bank 
15. Security Ledger Page No: ……………. 
16. Account status : Regular ? 

2.4 GOLD LOAN : 
A general purpose Loan scheme to individuals 
against collateral security of gold ornaments & 
specially minted gold coins sold by Banks.   As 
of now loans are not granted against the security 
of   

Primary Gold i.e., 24 carats gold bars and 
biscuits. Individuals who are 18 years of age with 
steady income including Bank’s employees and 
pensioners. Submission of proof of income by 
borrower,      not      necessary.      Proper      KYC 
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compliance of the borrower and minimum 
capacity to service the interest will be sufficient 
to 

determine eligibility subject to score of 31 and 
above     in     RSM.As     advances     against   gold 

ornaments are granted on the basis of the 
borrower’s declaration of bonafide ownership of 
the ornaments offered for pledge, the onus of 
determining the respectability and identity  of 
the individual borrowers rests with the branches. 
So, it is absolutely necessary that the intending 
borrowers have a KYC compliant CIF in SBI. 

We have three variants of Gold Loan Scheme, viz. SBI Personal Gold Loan (DL), SBI Personal 
Liquid Gold Loan (OD), SBI Gold Loan - Bullet   Repayment. 

Parameters SBI 
Personal 
Gold Loan 
(DL) 

SBI Personal 
Liquid Gold 
Loan(OD) 

SBI Gold 
Loan (Bullet 
Repayment 

Minimum 
Loan Limit ( Rs.) 

20000/- 20000/- 20000/- 

Maximum Loan Limit 
(Rs.) 

20 Lacs 20 Lacs 20 Lacs 

Maximum 
Repayment 
Period (in months) 

36 36 12* 

Repayment 
Mode The repayment of EMI 

should commence 
from the month 
following the month of 
disbursement 

The principal will be 
repayable as a bullet 
repayment as at the end 
of the Loan Term. While 
reviewing the account, 
the operating units 
should ensure that the 
monthly interest 
debited is serviced  as 
per stipulations and 
outstanding is well 
within the Limit / 
Drawing Power. The 
borrower can avail a 
fresh OD after the first 
one is liquidated on or 
before36 months. 

Bullet Repayment of 
Interest and Principal at 
the end of the term. 
Interest will be charged 
to the account at 
monthly rests but will 
become due  for 
payment along with 
principal only at the 
maturity. 

* Period of loan  can be
in days also depending
upon the need of the
customer

Processing 
Fee (for all 
variants) 

0.50% of the Loan 
amount + applicableTax 
or Rs500 + applicable 
Tax, whichever is higher. 

0.50% of the Loan 
amount + applicableTax 
or Rs500 + applicable 
Tax, whichever is higher. 

0.50% of the Loan 
amount + applicableTax 
or Rs500 + applicable 
Tax, whichever is higher. 

Margin 25% 25% 35% 

*(* Repayment Period not to exceed 12 months from the date of sanction as per RBI guidelines Ref No. 
DBOD.No.BP.BC.27/21.04.048/2014-15 dated 22.07.2014). 
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Note: ‘While granting advance against the security 
of specially minted gold coins sold by Bank, the 
operating units should ensure that the weight of 
coin(s) does not exceed 50 grams per customer’. 

Market value and advance value of  Gold: 

The Market Value and Advance Value for per gram 
of Gold of different Carats purity being updated 
by Precious Metal Department beginning of every 
month in SBI Tmes -> Department2 -> Precious 
Metals -> Daily Reports. 

The IBJA closing Gold rates will be 
monitored on a daily basis and in the event of 
increase/decrease in the rates vis-à-vis the above 
mentioned Market Value by 5% or more, the 
Market and Advance Value will be revised 
accordingly. 

Documentation: 

(a) To Apply Loan: In addition  to gold 
ornaments to be pledged

i) Application for Gold Loan, vide Annexure-
PL-50 with two copies of recent passport size
photograph.

ii) Proof of identity with proof of Address
(OVD)

(b) Time of Disbursement (All the documents
generated from LOS)

i) Gold Ornaments Take Delivery Letter, vide
Annexure-PL-51

ii) Witness Letter in case of illiterate
borrowers, vide Annexure-PL-52

iii) Arrangement Letter, vide Annexure-PL-53,
to be obtained in duplicate, original  being
handed over to the borrower. Where necessary,
it may be given in the local language (outside
LOS), for the better understanding of the
borrowers. The duplicate copy, duly
acknowledged by the borrower, should be kept
along with other documents.

iv) D P Note and D P Note Take Delivery
Letters

v) Opinion Reports to be compiled for loans
above Rs.3.00lacs

*** For  detail circular instructions for Gold   Loan 
& Demand Loan against Bank Deposits please 
refer to e- Manual on Loans & Advances Part - 8 
and related Circulars *** 

*** P-SEGMENT GOLD LOAN CAN BE 
SANCTIONED ONLY BY THE BRANCH 
MANAGER WITHIN THE DELEGATED 
FINANCIAL POWER*** 

Advances to staff against Gold  ornaments: 

The minimum and maximum ceilings would 
not apply to staff members. For Gold Loan to 
staff members, the existing restrictions of 
aggregate monthly repayment obligations not 
exceeding 60% of the gross monthly 
emoluments will be ensured at the time of 
sanction of the Gold Loan. 

Purpose: Demand loans granted to members of 
staff (all categories) for any bonafide purposes, 

Repayment: 36 months (60 months in case of 
medical expenses, purchase of land/building, 
educational expenses). 

Margins: 25% (The reduction in margin  will 
be permissible). Monthly calculations of 
advance value of gold will not be applicable to 
members of staff where the repayments are 
regular. 
Type of loan:   Demand loan only. 

Since the OD facility has been withdrawn 
for staff members, the existing OD  accounts, 
if any, should be converted to Demand  Loan 
at the time of annual review/renewal of the 
account. 

Discretionary powers: 
As per the Delegation of Financial Powers vested 
with Sanctioning Authority by the respective 
Circles. The Sanction to be controlled online and 
retained along with the documents. 
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The CBS Product Codes are as  under: 

Scheme Product Code Product Description 

SBI Personal Liquid Gold Loan  (OD) 65512056 MC-OD SBI PER GOLD LOAN JAN17

SBI Gold Loan (Bullet  Repayment) 64514020 MC-GOLDLN- BLET REPAY J17

SBI Personal Gold Loan  (DL) 64514019 MC-SBI GOLD LOAN-JAN 2017

SBI STAFF GOLD LOAN (DL) 63596001 DL GOLD LOAN STAFF 

Procedure for accepting Gold Ornaments: 

Branch Cash Officer/Award Staff (Senior 
Special Assistant/ Special Assistant / Senior 
Assistant assigned the job of Gold Loan 
processing) is responsible for ensuring 
genuineness and purity of gold ornaments by 
using the following methods: 

a) Touch stone Method

Under this method, the gold ornaments are 
rubbed against the touchstone and the 
impression is compared with the impression 
of the standard gold. 

b) Nitric Acid Test

When Nitric Acid is applied on pure gold, it 
makes no impression. Few drops of nitric acid are 
to be dropped on the ornaments and reaction is 
to be observed. Simultaneously, few drops of the 

acid should be dropped on the impression of gold 
on touch stone and reaction observed. I 
ftheextent of fumes followed by foam is more, it 
indicates that the metal is spurious and if the 
nature of the smear remains unaltered, the 
ornament is said to be made of pure gold. Nitric 
acid turns inferior gold into coppery colour. The 
degree of discolouration varies as per the metal 
used for the alloy. 

c) Specific gravity test

This method is applied to ornaments 
purportedly made from SOLID GOLD with no 
extraneous matter, such as precious or semi- 
precious stones, etc. Following steps should be 
followed: 

i) Weigh the ornament in air (say weight
is X),

ii) Weigh the ornaments in water (say
weight is Y)

iii) Apply the following formulae:
(Specific gravity of 24 carat gold is 19.3)

19.3 = X / (X-Y) 

Y = X (19.3 -1) / (19.3) 

If the weight in water (Y) is less than the result 
indicated above, it proves that the ornaments are 
not made of solid gold but contain silver or some 
base metal. 

If necessary, Branch Cash Officer/Award Staff 
(Senior Special Assistant/ Special Assistant / 
Senior Assistant assigned the job of Gold Loan 
processing) should utilise the services of 
empanelled Gold appraiser(s) to verify the 
genuineness of the gold ornaments in his 
presence at the cost of the borrower. In case the 
services of empanelled Gold appraiser(s) are 
utilized, the certificate of purity and mass  of 
gold should be obtained. For loans above Rs 
50,000, ornaments are to be assessed by 
empanelled Gold appraiser, specially identified 
for this purpose for its quality and value. 
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d) Gold Assaying Machines (Karatometers): 

Circular instructions issued under reference No: 
NBG/PBU/PL-GL/87/2016 - 17 dated 27.02.2017. 

 
 

The machine is not a substitute of the existing 
methods of assessing the purity of the gold 
ornaments as mentioned in para above, but it 
will supplement it. The usage of machines will 
act a deterrent to the people pledging low quality 
/spurious gold ornaments. 

 
 

Custody of gold  ornaments  pledged: 
Particulars (including the details/descriptions of 
the gold ornaments) of every loan granted, by 
way of a Demand Loan should be entered in the 
standard Gold Loan Ledger and the particulars 
of the gold ornaments should be initialed by the 
two authorised officers in whose joint custody 
the ornaments are to be held. 

 
a) The gold ornaments must be placed in the 
strong room under the joint custody of the 
Branch Manager/Manager of ‘P’ division/ 
Accountant and the Branch Cash Officer/Award 
Staff (Senior Special Assistant/ Special Assistant 
/ Senior Assistant assigned the job of Gold Loan 
processing), after entering in the Gold Loan 
Ledger. 

b) Branches to keep the ornament bags and 
documents in seriatim, the Serial Number of 
which should be as “LOS ID/BR.CODE/Branch 
Serial Number/FY” eg : 1234567/01234/001/2019- 
20 along with loan account number. This will 
ensure that the Application Id will  remain 
unique forever as the Branch Code and Serial 
Number of document in the respective financial 
year get repeated vide Circular No: 
NBG/PBU/PL-GL/87/2016 - 17 dated 27.02.2017. 

c) A slip showing the above particulars should 
also be placed inside the bag. At the branches 
where loans are numerous, it would be advisable 
to hang the bags in numerical order of accounts 
on ‘S’ shaped hooks suspended from horizontal 
bars fitted inside the cupboards/ safes stored in 

the strong room. Adequate arrangements must, 
in all cases, be made to protect the bags against 
surreptitious removal when the strong room is 
open. 

d) The borrowers will be furnished with an 
acknowledgement, vide Annexure PL- 61, in 
respect of the gold ornaments pledged against 
the loans. 

 
 

Delivery of ornaments: 
On repayment of a loan, the ornaments held as 
security for it together with the demand 
promissory note duly discharged should be 
returned to the borrower(s) and his/their 
acknowledgement for receipt of the ornaments 
obtained in the Gold Loan Ledger. 

 
The acknowledgement should state that the 
ornaments received by him/them are ‘complete 
and in order’. 

 
Part delivery of ornaments: 
On written request of the borrower, part delivery 
of ornaments may be given against part 
repayment of the loan, provided the advance 
value of the ornaments still in the Bank’s 
possession fully cover the outstanding in the 
account including required margin. The 
borrower’s acknowledgement for receipt of 
ornaments delivered to him should be obtained 
in the Gold Loan Ledger. 

 
 

Deceased Borrower: 
Interest on the account of the deceased 

borrower should be charged as per the 
contracted rate in the usual manner. 

If the legal heir/near relatives wish to 
liquidate the outstanding in the gold loan 
account, they can be permitted to do so by giving 
them clear understanding that the ornaments 
would be delivered only to the legal heirs on 
production of legal representation in the proper 
way only and that the amount so deposited 
would not be refunded to them in case they fail 
to obtain legal representation in their favour.    A 
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letter of undertaking to this effect must be 
obtained and kept on record. 

The ornaments will be delivered to the  legal 
heirs on production of the legal representation 
or on completing the Bank’s formalities with 
regard to delivery  of the ornaments in lieu  of 
the proper legal representation. In the latter 
case, the person(s) liquidating the loan account 
should be made to sign the letter of Indemnity as 
one of the sureties. Pending completion of the 
formalities/production of the legal 
representation and delivery, the gold ornaments 
should be held as safe deposit articles  under 
joint custody. This stamped letter of indemnity 
should be executed by the claimants with two 
sureties (persons other than those swearing to 
the affidavits) who are considered individually 
good for the amount involved including the 
person(s) who repaid the advance. RBI have 
advised the Bank that they may not insist  on 
legal representation from the legal heirs for 
release of gold / silver ornaments pledged for 
loans of deceased customers, irrespective of the 
value such assets, except in the following cases, 

(i) When there are disputes amongst the legal 
heirs and all of them do not join in 
indemnifying the bank, and 

(ii) Where bank has reasonable doubt about 
genuineness of the claimant(s) being the only 
legal heir(s) of the deceased customer. 

 
 

Calling up of advance: A letter should be served 
to the borrower as per Annexure-PL-57 advising 
him/ her to deposit the amount /regularise the 
account within 15 days, immediately after the 
accounts become irregular. 

 
Irregularity: To facilitate the operating  units 
and controllers in their effort to monitor and 
regularise the overdue Gold Loan accounts, 
GITC, Belapur have started uploading the list of 
overdue Gold Loan accounts based on the 
circular issued by Precious Metals on every 
CCDP run i.e., 10th, 20th and month end. Users 
can see this report in SBI Times Core Banking 

Portal (url:: http://10.4.243.170/ Home.aspx). The 
Gold Loan having security value less than 110% 
of outstanding amount or NIL security is also 
available under the above mentioned link. In 
addition to this one Report namely 
“GOLDLOAN_BAL_MORE_PV_OF_COLL.PRT” 
is being sent to Branch Report every month end 
for follow up of irregular accounts. 

 
 

DISCRETION TO BRANCH MANAGERS FOR 
AUCTION OF GOLD ORNAMENTS 
WITHOUT PRIOR APPROVAL OF THE 
CONTROLLER 

It has been decided to do away with the prior 
approval of controller for the auction of gold by 
the operating   units.   However,   the  prior 
approval of Branch Manager will be required 
before auction of gold ornaments. A proper 
record of the approval of the Branch Manager 
should be obtained and held. 

 
Sale of gold ornaments: 
The procedure for auction of gold loans is as 
under: 

a) When an advance has been called up and 
repayment is still not forthcoming, the Bank has 
the right to sell the gold ornaments  pledged, 
after giving reasonable notice to borrowers 
(Section 176 of the Indian Contract Act). 

b) If the account is not put in order within the 
time stated in the notice vide Annexure-PL-57, 
the ornaments should be put up for auction with 
the prior approval of Branch Manager in 
accordance with the procedure described below: 

c) A final notice as per Annexure-PL-58 must 
be sent by ‘Registered Post’ with 
acknowledgement due to the borrower or if he is 
dead to all the likely claimants at the last known 
address calling up the loan and stating, inter alia, 
that the relative ornaments will be sold by public 
auction without further reference if the loan 
account is not closed within 30 days from the 
date of the notice. The date, time and  place of 
the proposed auction should be stated in the 
notice. 
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d) In the event of the registered letter being 
refused, it must be kept unopened preferably on 
a separate file after making appropriate remark 
in the Gold Loan ledger account. 

e) The branch should satisfy itself before 
advising the borrower or his legal claimants, if he 
is dead, that in the event of a forced sale, it is 
possible to realign the amount outstanding  in 
the loan account plus interest. 

f) The gold ornaments to be auctioned should 
be examined by an empanelled Gold appraiser 
other than the original appraiser and his 
valuation of each ornaments ascertained in 
writing. 

g) The proposed auction and auction dates 
should be publicized by ‘tom-tom’ in the local 
bazaar on three consecutive days prior to the 
date of auction. (all charges to  be equally 
debited to all the defaulting borrowers account.) 
However, while doing so the borrower’s name 
should not be divulged. Branch Cash 
Officer/Award Staff (Senior Special Assistant/ 
Special Assistant / Senior Assistant assigned the 
job of Gold Loan processing) may arrange for 
some of the local merchants to witness the 
proceedings and, if they choose, take part in the 
bidding. 

h) The auction should be held at the Bank’s 
premises. 

i) Every effort should be made to realize the 
full market value of the security pledged. A 
reasonable minimum price must be fixed  for 
each ornament depending on the valuer’s report 
and the current market price and the bidding 
must start form this amount. 

j) While conducting the auction, each item of 
the ornaments must be auctioned separately. 
When the total amount realized is sufficient to 
liquidate the outstanding plus interest in full, the 
auction shall be stopped. A Banker’s cheque in 

the name of the borrower should be issued for 
the amount, if any, remaining, surplus after 
liquidating the loan account. The cheque should 
be held in Safe Custody, pending disposal of the 
claim from the borrower or his accredited legal 
representatives. 

k) The unsold items of the gold ornaments, if 
any, must be held as Safe Deposit article in the 
name of the borrower and held in the joint 
custody of the Branch Manager / Accountant and 
Cash Officer/ Cash in Charge. 

l) A summary of the circumstances leading to 
the sale, details of the auction proceedings, the 
name of the highest bidder, the amount realized 
and the way it has been disposed of, should be 
recorded in duplicate and witnessed by as many 
of the disinterested persons present at the 
auction as possible. A Copy of the recorded note 
should be forwarded to the  Controlling 
Authority for information. 

m) A receipt for the ornaments sold should be 
obtained from the successful bidder in the Gold 
Loan Ledger as also on a separate sheet of paper 
and preserved along with other documents / 
papers of the account. 

n) Ornaments may also be sold through 
private treaty inviting offers from the local 
jewelers, members of public for each item or for 
smaller lots, enough to discharge the borrower’s 
obligations 

 
o) Bank is required to pay GST on sale of 
repossessed goods as per the instructions 
available in the path: 

 
 

SBI Times -  >  Department1 -  >  FRT -  >  GST - 
> Instructions -> GST SoP. 
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List of Circular Instructions: 
 

e-Circular No. Date of 
Circular 

Subject 

NBG/PBU/PL-GOLD/23/2014 - 15 01.08.2014 PERSONAL BANKING ADVANCES- GOLD LOANS-LOANS 
AGAINST PLEDGE OF GOLD ORNAMENTS 
MODIFICATIONS 

NBG/PBU/PL-GL/26/2014-15 14.08.2014 AUCTION OF GOLD ORNAMENTS 

NBG/PBU/PL- GOLD/32/2014-15 01.09.2014 CALLING UP OF ADVANCES, DISPOSAL OF GOLD 
ORNAMENTS PLEDGED AS SECURITY AND TREATMENT 
OF THE LOAN ACCOUNT WHEN THE BORROWER IS 
DEAD 

NBG/PBU/PL-GL/21/2015 - 16 17.07.2015 MODIFICATION IN EXISTING GOLD LOAN SCHEME: SBI 
GOLD LOAN - INTRODUCTION OF A NEW VARIANT OF 
GOLD LOAN: OD AGAINST GOLD – LIQUID GOLD 
SCHEME 

NBG/PBU/PL-GOLD/33/2015 - 16 05.09.2015 PERSONAL BANKING ADVANCES LOAN AGAINST 
PLEDGE OF GOLD ORNAMENTS DISCRETION TO 
BRANCH MANAGERS FOR AUCTION OF GOLD 
ORNAMENTS WITHOUT PRIOR APPROVAL OF THE 
CONTROLLER 

NBG/PBU/PL- 
PERLOANS/46/2015 – 16 

17.11.2015 PERSONAL BANKING ADVANCES OD AGAINST GOLD – 
LIQUID GOLD SCHEME FACILITY TO ISSUE CHEQE 
BOOK IN THE LOAN ACCOUNT 

NBG/PBU/PL-GL/21/2016 - 17 25.05.2016 INTRODUCTION OF A NEW VARIANT OF GOLD LOAN 
GOLD LOAN-BULLET REPAYMENT 

NBG/PBU/PL-GL/27/2016 - 17 09.06.2015 PERSONAL BANKING ADVANCES OD AGAINST GOLD – 
LIQUID GOLD SCHEME PROCESSING OF LOAN and 
OPENING OF ACOUNT IN CBS THROUGH LOS 

NBG/PBU/PL-GL/76/2016 - 17 10.01.2017 PERSONAL GOLD LOANS: MODIFICATIONS 

NBG/PBU/PL-GL/87/2016 - 17 27.02.2017 PERSONAL BANKING ADVANCES-GOLD LOANS RISK & 
CONTROL SELF ASSESSMENT(RCSA) OBSERVATIONS 
OF OPERATIONAL RISK MANAGEMENT 

NBG/PBU/PL-GL/29/2017 - 18 28.09.2017 PERSONAL BANKING ADVANCES 
GOLD LOAN SCHEME (ALL VARIANTS) 
RATIONALIZATION OF RATE OF INTEREST 

NBG/PBU/PL-GL/53/2017 - 18 11.01.2018 PERSONAL BANKING ADVANCES: GOLD LOANS 
GOLD APPRAISER CHARGES 

NBG/PBU/OPS/1/2017 - 18 08.02.2018 REVISED GOLD APPRAISER CHARGES 

NBG/PBU/OPS-GOLD 
LOAN/1/2018 – 19 

25.04.2018 PERSONAL BANKING ADVANCES: GOLD 
LOANS MASTER CIRCULAR: UPDATED UP TO 
31.03.2018 

NBG/PBU/PL-CIC/51/2017-18 04.01.2018 CREDIT INFORMATION COMPANIES(CICs) 

R&DB/BOD-GB/85/2017 - 18 24.01.2018 POLICY FOR GOLD RETENTION LIMIT 

CRMD/2017-18 14.08.2017 PERSONAL LOAN SECURED SCORE CARD 

NBG/PBU/OPS-GOLD 08.05.2018 PERSONAL BANKING ADVANCES: GOLD LOA 
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LOAN/2/2018 – 19  NS EMPANELMENT OF GOLD APPRAISER 

NBG/PBU/OPS-GOLD 
LOAN/4/2018 – 19 

26.06.2018 PERSONAL BANKING ADVANCES: GOLD 
LOANS RISK CONTROL SELF ASSESSMENT 
(RCSA) 

NBG/PBU/OPS-GOLD 
LOAN/6/2018 – 19 

15.09.2018 PERSONAL BANKING ADVANCES: GOLD 
LOANS OBSERVATIONS OF OPERATIONAL 
RISK MANAGEMENT 

NBG/PBU/OPS-GOLD 
LOAN/8/2018 – 19 

03.10.2018 PERSONAL BANKING ADVANCES: GOLD 
LOANS_REVISION IN RATE OF INTEREST 
W.E.F. 01.10.2018 

Goods and Service Tax (GST): 
Operating Instructions 

18.12.2018 SALE OF REPOSSESSED GOODS 

 
 

FORMAT FOR VERIFICATION OF LOAN  DOCUMENTS 
 

ACCOUNT NO: PRODUCT : PER 
GOLD LOAN 

 
Sl 
No 

Particulars Yes No 

1. Gold Loan Ledger  Page No: …………….   
2. Appraisal Made Independently   

3. Sanction Recorded with stipulations  clearly.   
4. Control Form Sent   
5. Scrutinised Copy of Control Form  held.   
6. Loan Documents obtained   
7. Documents signed by the  Borrower   
8. Disbursement made on Date :  …………………………………….   
9. Gold Ornaments kept in Joint  custody   
10 Gold Ornaments kept duly hanged in strong  Room   
11. Purity Verification of Ornaments got  done   
12. Revival Letter obtained   
13. Revival dated 

……………… 
  

14. KYC Documents obtained   
15. KYC Documents  including photo  attested   
16. KYC Data updated in  CBS   
17. CIBIL letter obtained   
18. Interest Rate applied is correct  ?   
19. Multiple loan NOT sanctioned to same  borrower   
20. Total exposure of borrower taken into consideration while sanctioning   loan   
21. Account is regular   
22. Irregularity return sent to  Controller   
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*** For detail circular instructions for Gold  Loan 
& Demand Loan against Bank Deposits please 
refer to e- Manual on 

Loans &  Advances Part - 8 and related  Circulars 
*** 

2.5 ATM AND RELATED WORK 

ATM 

An ATM  is a machine in which routine   banking 
transactions can be done by customers on their 
own without any intervention by bank staff (e.g. 
withdrawal of cash, balance enquiry, obtaining of 
mini statement, etc.). The main advantage is that 
it provides any time services and is extremely 
user-friendly. 

RECYCLER 

Recycler is a machine where both the functions 
of cash deposit and cash withdrawal, can be 
done. The Recycler has all other features  which 
is available on ATMs 

BRANCH SETUP 

Hardware and Software 

The following items of hardware, cabling 
equipment and related software are required to 
be installed at the ATM host branch: 

#  Terminal Master Keys  (TMK) 

• Branch has to obtain 2 TMKs (ATM specific)
from ASC which are essentially alphanumeric
codes that has to be input into the ATM for
making it live.

• TMKs may be required subsequently also to
make the ATM live in case it goes down.

• Application for TMKs (TMK1 and TMK2)
should be made through Circle authorities to
ASC well in advance.

• Once the TMKs are received at the branch,
these have to be entered in the Branch
Documents Register.

• TMK1 and TMK2 to be kept in the custody of
two different officials.

• It is to be ensured that an official who has held
TMK1 is never given custody of TMK2. The
TMKs are also not to be disclosed by the officials
holding them to any other person and must be
input by them personally.

• In case any of the officials holding custody of
TMK is not available due to leave/ absence /
incapacitation, etc., custody of the TMK should
be given to other available official in accordance
with the guidelines mentioned above.

# ADMIN Card 

Branches have to make a request to ASC for 
Branch specific ATM Admin Cards through 
Service Desk and obtain these well in advance. 
Details of Admin Cards and its PIN Mailers have 
to be entered in the Branch Documents Register. 
The backup set is kept in the custody of the joint 
custodian (Accounts) while the other is kept 
with the ATM Officer. 

# ATM Joint  Custodians 

ATM Joint Custodians are responsible for 
replenishing cash in the ATM. They have to 
ensure that adequate ATM fit currency notes of 
the required denominations are replenished in 
ATM. They must perform the Admin Function; 
each time cash is replenished in the ATM and 
ensure that Admin cash tallies with physical and 
balance in the BGL a/c. 
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# Key handling 
 

• Terminal Master Keys (TMKs) 
 

TMKs are used for making an ATM live and must 
be recorded in Branch Documents Register. All 
the keys are to be entered in the Branch Key 
Register and handed over to the official 
concerned against acknowledgement. The 
duplicate keys, except combinations should be 
kept as per the procedure prescribed for branch 
duplicate keys. 

 
• Hood Key 

 
It is used to access the inside of an ATM. This 
key is to be kept in the custody of one of the 
joint custodians, preferably the custodian 
handling the Admin Function. 

 

• Safe Keys 
 

The safe can be accessed only after the hood is 
opened. The safe door has a combination lock. 
Each joint custodian holds one key / 
combination. Combination Keys (passwords) are 
used by the joint custodians and are to be kept in 
sealed covers, duly recorded in the Branch 
Documents Register for use in case  of 
emergency due to the absence of any of the joint 
custodians. In all such cases where the user of 
the combination key changes, the combination 
key should also be changed. 

 
 

##          JOINT     CUSTODIANS     ::   **Admin 
Function** 

 
• Ensure security of the Admin Card and 
confidentiality of PIN. 

 
• Ensure PIN is changed periodically and 
whenever there is a change in incumbency. 

 
• Ensure Admin Function is carried out using the 
Admin Card whenever cash is replenished in 
ATM. 

• Ensure that photocopy of the Admin Balance 
enquiry slips are pasted in a register and are 
signed by both the joint custodians. 

 
• In case an official is holding multiple Admin 
Cards (for multiple ATMs), cards should be kept 
separately to avoid damage to the magnetic 
stripes. 

 
• Any "Cash Decrease" through "ADMIN 
Function" performed by the joint custodians 
should be approved by the Branch Manager and 
noted in the Cash Replenishment Register. 

 
 

**Cash Handling** 
 

• Account for cash found excess / short on the 
day it is detected. 

 
• When a customer makes a claim, the amount 
can be refunded after proper enquiry. Such 
settlements should be done expeditiously. 

 
• Report details of rectification entries put 
through in respect of the cash replenishment to 
controllers. 

 
 
 

 
# REPLENISHMENT OF ATM---GUIDANCE 

FOR CUSTODIANS 
 

While replenishing on site ATM the joint 
custodians should follow the undernoted steps- 

 
1. To get the ADMIN card and PASSWORD the 
Service Manager has to lodge request in Service 
Desk. The password should be kept in Branch 
document. 

 
2. Check that all the keys of the concerned ATM 
is available and ready to use. 

 
3. Before replenishing the ATM the password of 
both the custodians to be acquired. Password is 
to be as Brach Document. 
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4. On the day of replenishment the BGL a/c no 
3199842 to be debited. While authorizing the the 
entry one reference no will be generated .The 
reference no is to be used while replenishing 
notes in the ATM 

 

• Path in the Cash Officer’s machine 
 
 

ATM-REPLENISHMENT-MS VENDOR-CASH 
LOADING-AMOUNT-CASH DRAWER- 
DENOMINATION-REFERENCE NO. 

 
 

5. The hoppers in the ATM is categorized 
according to the denominations of Rs 2000/-,Rs 
500/- and Rs 100/-.The denomination of  the 
debit amount should be in accordance with the 
notes to be replenished in the different hoppers 
of the ATM. The custodians should be careful 
about replenishing same denomination in the 
same hopper as demarcated earlier. 

 
6. The undernoted steps to be followed in the 
ATM room. 

 
a) Open ATM hood and switch ON to go 

to Supervisor mode. 
 

b) Enter Replenish [4] and enter Receipt 
print [4] 

 
c) Open Vault, Purge bin, cassettes. Open 

the cassettes one by one. Count the residual 
notes in each cassette. Tally the notes*.Then 
replenish [load] one by one with new notes. 
Close the vault. 

 
d) Enter clear cash[5],Enter Add cash[8] 

 
e) Type 2= 100 denomination Type 3= 500 

Type 4=2000 
 

f) Type 2 [100] Remaining +New loading 

h)    Close    vault.    Enter   10[Test]. If 
everything is ok, It will show GOOD. 

 
I) Enter replenishment [4], enter receipt 

print[4].  Then Exit [9] 
 

j) Update admin card and update switch 
 

k) Enquiry-*print subtotal-cash 
replenishment-yes-admin increased-hopper 
2/3/4-enter reference no-two times and then 
enter amount two times-confirm. 

 
 

##   RECYCLER EVACUATION 
 

1. Please turn the on the Left .The machine will 
go to supervisory mode. Go to enquiry menu and 
print the balance. You will get hopper wise 
balance. 

 
2. Open the cassettes and count the notes and 
tally with printed balance. If short or excess cash 
found, go to the supervisory menu and declare 
the same in correct position. 

 
3. Go to the Evacuation menu and enter the 
amount hopper/cassette wise. 

 
4. Again print the balance and if all the 
procedure is correct you will find that balance is 
zero in each cassette. 

 
5. In the branch the cash to be deposited by cash 
officer in following way- 

 
 

** CASH POINT-ADJUSTMENT OF ADMIN 
DECREASE-PUT REFERENCE NO AND 
JOURNAL NO** 

 
Reference no and Journal no will be found in 
BGL account transaction. 

Enter 
 

g) Same in Type 3 and 4 
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 ATM RESPONSE CODES 
RESP  RESP  
ONSE  ONSE  

CODE 
SHORT DESCRIPTION (Switch 
- BASE) 

CODE SHORT DESCRIPTION ( Switch -  Opus) 

000 SUCCESSFUL 117 Incorrect Pin 
001 SUCCESSFUL 909 System malfunction 
050 UNAUTHORIZED USAGE 116 Insufficient Funds 
051 EXPIRED CARD 112 PIN DATA REQUIRED 
052 INVAILD CARD 200 Do Not Honor, Pick Up (Capture Card) 
053 INCORRECT PIN 106 Allowable Number of Pin Tries Exceeded 
054 DATABASE PROBLEM 114 Invalid Account 
055 INELIGIABLE TRANSACTION 912 Host Not Available 
056 INLIGIABLE ACCOUNT 100 Do not Honor 

057 
TRANSACTION NOT 
SUPPORTED 

207 Pick up Card Special Condition 

058 INSUFFICIENT FUNDS 109 Invalid Merchant 
059 INSUFFICIENT FUNDS 122 Security Violation 
060 USAGE LIMIT EXCEEDS 119 Invalid Transaction 

061 
WDL LIMIT WOULD BE 
EXCEEDED 

-02 Database Error 

062 PIN TRIES EXCEEDS 001 SUCCESSFUL 
063 WDL AMT ALREADY REACHED 000 SUCCESSFUL 

064 
INVALID CREDIT CARD CASH 
ADVANCE AMOUNT 004 CAPTURE CARD / PICK UP 

068 EXTERNAL DECLINE 005 DO NOT HONOR 

070 SYSTEM ERROR 006 
PIN DATA NOT AVAILABLE(TRYING TO 
VALIDATE OFFUS CA 

071 CONTACT CARD ISSUER 007 PICK UP, SPECIAL CONDITIONS 
072 DESTINATION NOT AVILABLE 012 INVALID TRANSACTION 
073 ROUTING LOOPBACK 013 INVALID AMOUNT(FROM ISSUER) 
074 MESSAGE EDIT ERROR 014 INVALID CARD NUMBER 
076 DORMAT ACCOUNT 015 UNKNOWN ISSUER ON SWITCH 
077 ACCOUNT IS LOCKED 030 FORMAT ERROR 
078 INOPERATIVE ACCOUNT 033 EXPIRED CARD 

079 
ACCT NOT CONNECTED TO 
ATM CARD 

034 INVALID ADMIN PIN 

089 ACQUIRER LIMIT EXCEEDS 036 RESTRICTED/BLOCKED CARD 

093 MINOR ACCT 040 
FUNCTION NOT SUPPORTED(FROM 
NETWORK)CODE ACTION 11TECHNICAL 

094 INSUFFICIENT FUNDS 041 LOST CARD, PICK UP 
095 INSUFFICIENT- MOD-FUNDS 042 INVALID ACCOUNT 
096 DRAWING POWER 043 STOLEN CARD, PICK UP 
150 BLOCKED CARD 051 NOT SUFFICIENT FUNDS 
168 EXTERNAL DECLINE 052 NO CHEQUING ACCOUNT 
151 EXPIRED CARD 053 NO SAVINGS ACCOUNT 
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065 
NO STATEMENT 
INFORMATION FOR ACCOUNT 

054 EXPIRED CARD 

0R1 PRIVATE USE 055 INCORRECT PIN 
0R2 PRIVATE USE 061 EXCEEDS WITHDRAWAL AMOUNT LIMIT 
0R3 PRIVATE USE 062 RESTRICTED CARD 

0R4 PRIVATE USE 063 
SECURITY VIOLATION(TPK/PIN BLOCK 
MISMATCH) 

075 
ALLOWABLE NUMBER OF PIN 
TRIES EXCEEDED 

065 
EXCEEDS WITHDRAWAL FREQUENCY 
LIMIT 

148 CARD BLOCKED 066 
CAPTURE CARD ( CALL ACQUIRER 
SECURITY DEPT) 

149 CARD BLOCKED 067 
HARD CAPTURE ( TO BE PICKED AT 
ATM) 

105 CARD NOT SUPPORTED 068 RESPONSE RECEIVED TOO LATE 

903 CAF STATUS 3 070 
TRANSACTION CANCELLED DUE TO 
HARDWARE ERROR 

100 
UNABLE TO PROCESS THE 
TRANSACTION 

071 FP AUTHENTICATION FAILED. 

206 CAF NOT FOUND 075 ALLOWABLE PIN TRIES EXCEEDED 

107 DAILY USAGE LIMIT REACHED 089 
UNAVAILABLE CUTOFF 
RECONCILIATION WITH MEMBER 

201 INCORRECT PIN 090 TRANSACTION REJECTED (CUT-OFF IN PROGRESS) 

204 ENTER LESSER AMOUNT 091 ISSUER SWITCH UNAVAILABLE 

099 TIMED OUT 092 
FINANCIAL INSTITUTION OR 
INTERMEDIATE N/W FACILITY 

Respo  Respo  
nse  nse  

Code 
SHORT DESCRIPTION ( Switch - 
Opus) 

Code SHORT DESCRIPTION ( Switch - Opus) 

019 RE-ENTER TRANSACTION 093 
TRANSACTION CAN NOT BE 
COMPLETED( VIOLATION OF LAW 

039 NO CREDIT ACCOUNT 094 DUPLICATE TRANSACTION 
058 INVALID TRANSACTION 096 DATABASE ERROR FROM FNS 
080 SYSTEM NOT AVAILABLE 099 TIME OUT FROM SWITCH. 
0IA PRIVATE USE 016 CASH PROBLEM 

0IP PRIVATE USE 072 
RBI MANDATE CANT WITHDRAW MORE 
THAN 10000 

0IM PRIVATE USE 027 CONTROL FIELD EDIT ERROR 
0IR PRIVATE USE 056 NO CARD RECORD 
077 CASH DEPOSIT TIMED OUT 082 INVALID CVV 
208 Lost or Stolen Cards (Cap) 086 UNABLE TO VERIFY PIN 

911 
Response received too 
late/timeout 

002 REFER TO CARD ISSUER 

993 Unable to verify pin 008 HONOR WITH IDENTIFICATION 
118 No Card Record 078 INVALID ACCOUNT SPECIFIED 
121 Exceeds Withdrawl Amount Limit 069 CARDLESS WDL TRANSACTION FAIL 
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3. WELCOME TO THE DESK OF A CASH OFFICER 
 

 

3.1 JOB PROFILE 
 

The Cash Officer shares the responsibility of 
Joint Custodian with the Vault Teller , ie either 
the Service 

 
Manager / Branch Manager (in case of a single 
officer branch). His primary responsibility is 
related to Cash & Safe Custody of Securities & 
Articles and hence similar to that of the Service 
Manager to a limited extent. 

 
Terminology Used: 

• Cash Drawer: 
A system Cash Drawer is similar to your wallet. 
The details of physical cash received / returned 
from / to others are entered here. Cash Drawer 
in CBS is similar to the physical cash drawer of 
Cashiers/ Tellers at a Branch. It is a logical 
location that maintains Cashier/ Teller-wise 
Receipts and Payments, along with details of 
denominations. There will be one  cash drawer 
for each Cashier/ Teller, who handles cash. Apart 
from them, the Cash Officer as well as joint 
custodian of cash (called Vault Custodian) will 
also have Cash Drawers. The database of Cash 
Drawers is maintained at the Branch Server. This 
enables cash transactions in offline mode. 

• Reconciliation of Currency: 
Reconciliation of Currency is an event. By 
clicking on the button “Reconcile Currency, and 
inputting the denominations on hand, we are 
confirming to the system that the pieces 
mentioned against each denomination  are 
indeed held by us physically. This can be done 
any time but this must be done by each Teller 
before handing over cash to the Cash Officer, 
and also before closing the Cash Drawer by Cash 
Officer and the Accountant (Vault 
Custodian). 

 
• Users involved in Cash Module: 

Vault Custodian – User Type “50. 
Cash Officer - User Type “60. 
Teller - User Type “1 

3.2. CASH ADMINISTRATION 
 

3.2.1 Beginning of the Day: Workflow relating 
to Cash in a typical non-Chest branch: 

 
Open Cash Drawer 

 
Click on the 6th icon from left in  the B@ncs 
Link Toolbar. The screen “Open/ Close Cash 
Drawer(Cash Summary) is displayed. Click on 
'Open Cash Drawer' in this screen. The status of 
Cash Drawer changes to Open. You now see the 
Currency, Opening Balance, Current Balance and 
whether currency is reconciled with the 
denominations on hand. You can also open the 
cash drawer through the following menu: 

 
Transaction Posting >Cash Maintenance 
>Open and Close Cash Drawer. 

 
The Accountant enquires the opening balance of 
cash as per Finance One and verifies that 
it is equal to the closing balance of cash as 
recorded from BGL Account No.98903BBBBBC 
as at the previous evening. 

 
The Vault Custodian, Cash Officer and Cashiers / 
Tellers login and open their Cash drawers. 

 
Vault Custodian transfers Cash to Cash Officer. 
Cash Officer verifies and  acknowledges receipt 
of cash. 

 
Cash Officer distributes the Cash to the Cashiers 
/ Tellers who handle Cash transactions at the 
Branch. The receiving Teller verifies the Cash 
and acknowledges the same. 

 
MENU 
# Receipt of cash by Cash  Officer: 
Menu access: Transactions Posting >Cash 
Maintenance >Exchange Cash >Receive 
Cash from Teller  (Accountant) 
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“Receive composite cash with GL Cash Posting 
opens. 

 
Click on Refresh. Now you will see the details of 
cash to be received. 

 
Double click on the row containing the 
particulars, then click on Accept. 

 
# Issue of Cash by Cash Officer to  Teller: 

 
Scenario: Cash Officer needs to give cash/cash 
box to Teller so that he will be able to make 
payments. 

 
Menu access: Transactions Posting >Cash 
Maintenance >Exchange cash >Issue 
Cash to Teller. 
Screen “Cash Issue without G/L updateopens. 
Please key in the Amount and the Receiving 
Teller's ID. Click on “Transmit. 

 
This will bring up a Web Page Dialog seeking 
inputs on Denominations of currency you are 
giving. 
After you key in the required figures in the 
Denomination Out / Amount Out column, click 
anywhere else on the screen. 
Check to see that the Give / Receive field shows 
0. 
This means the denominations you have given in 
this screen match with the amount you entered 
in the first screen. Any errors in denominations 
must be corrected at this stage; 
otherwise system will not permit the user to 
proceed further. 
Click on 'Transmit'. 

 
The dialog box will close automatically. You can 
now see the message 
"Cash Drawer Updated" on the Status bar. 
Click on Close to exit the screen. 
At this stage cash drawer of the issuer is 
updated. 
Now the teller has to receive or reject the cash 
issued to him. 

 
# Receipt of Cash by  Teller: 

Menu access: Transactions Posting >Cash 
Maintenance >Exchange Cash >Receive 
Cash from Teller 
Screen “Receive composite cash with G/L Cash 
Posting appears. 
Click on Refresh. 
You will now see the amount/amount of cash 
kept in cash box that has been given by the Cash 
Officer, waiting for your acceptance. 
Double click on the row containing the above 
particulars. 
Click on “Accept”. 
AT this stage cash drawer of the receiver is 
updated. Now you can click on the menu View 
Cash Drawer and click on Refresh to see the 
current balance of cash. 

 
Note: If there are no Cash Drawer transactions, 
system will throw up a Message: 
“There are no Cash Drawer Cash Transfer 
Transactions pending. 

 
Note: If you click the reject button, the cash 
drawer of the issuing teller will be updated with 
the amount. 

 
3.2.2 During the day: 

 
Cashiers/ Tellers perform customer transactions, 
i.e. Receipts / Payments, office account 
transactions and swap denominations, etc. Cash 
Officer to conduct Intra Day Cash Verification in 
a meaningful way as per laid down norms. 

 
MENU 
# View Cash Drawer: 

 
At any point of time during the day, if you wish 
to see the contents of your cash drawer, 

 
Menu Navigation: Transaction Posting >Cash 
Maintenance >View Cash Drawer 

 
The screen Cash Drawer:  Issue  and receive 
cash is displayed. 
Click on refresh button. 
Denomination wise details of the cash drawer 
will be displayed. The amount shown against  till 
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balance and total of physical cash held by the 
teller must be equal. (Till means total 
amount in the Cash  Drawer). 

 
Note: Tellers can start receiving cash from 
customers and make payments out of such cash 
even before receiving cash from the Cash 
Officer. 

 
#   Cash Swap: 
Whenever the Tellers wish to exchange 
denominations between them, or with 
customers, then: 
Menu access: Transactions Posting >Cash 
Maintenance >Cash Swap (Denomination 
Exchange) 

 
The screen name is: 
Cash Drawer: Denomination Swap 
Click on Refresh to display the denominations 
and Total Till Balance. 
Now you can enter the denominations you wish 
to give out in the Denomination Out field, and 
key in the currency you are receiving in the 
Denomination In field. 
For e.g., if you wish to give four 500 rupee notes 
and receive twenty 100 rupee notes, then enter 4 
in the Denomination Out field against 500, and 
key in 20 in the Denomination In field. 
Please also observe that the Total Till Balance 
and New Till Balance is equal. The same is 
true of Total Amount In and Total Amount Out. 
In case of mismatch, system throws error 
message on transmission. 
Now click on Transmit. 

 
You will see the changed denominations 
immediately on the screen. 

 
3.2.3 End of the Day: 

Cashiers / Tellers tally the cash, generate cash 
reports and hand over the balance of cash / cash 
kept in the cash box along with the report to 
Cash Officer and Cash Officer acknowledges. 

 
All the Cashiers / Tellers reconcile currency and 
close their respective Cash Drawers 
in the system. 

Cash Officer prints cash-related reports, tallies 
the cash and hands over to Vault Custodian and 
Vault Custodian verifies and acknowledges in the 
system. 

 
Joint custodians are to ensure at close of day 
that: 
The balance of cash as per the Vault  Register 
= The balance of cash as per Accountant’s 
Cash Drawer = The balance of cash as per 
Branch Cash Balance Account 98903BBBBBC 
= The physical cash in the Vault. 

 
Note: Wherever cash box system is enabled, the 
cash kept overnight in the cash box is 
accounted in BGL98912BBBBBC. In such 
branches, it is to be ensured that the branch 
closing cash balance is equal to balance in 
BGL98903BBBBBC plus BGL98912BBBBBC. 

 
MENU 

 
# STEP 1: Return of Cash by Teller to Cash 
Officer and acknowledgement: 

 
At the end of the day, all Tellers print the 
Cashier/Teller Cash Report by accessing the 
following menu: 

 
Reports >Printing Reports >Cashier/ Teller 
Cash Report Click on “Fetch”. 

 
The details will be displayed on the screen. Click 
on “Print Report”. The system will print the 
report on selected Printer. 

 
After tallying the cash, the Teller will hand over 
the physical cash/cash box to the Cash Officer. 
The event should be entered in the system as 
follows: 

 
Menu access: Transactions Posting >Cash 
Maintenance >Exchange Cash >Issue Cash to 
Teller 
The screen is: \\ Cash Issue without G/L update 
Please enter the amount and Teller ID (in this 
case, the Cash Officer's PF Index No.) and 
click on Transmit. 
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The web page dialog is opened. Now key in the 
amount / denominations of the cash/cash 
kept in the cash box. 

 
Please check that there is no difference and click 
on Transmit. 

 
#STEP2:Now the Cash Officer has to accept 
this through the following menu: 

 
Transactions    Posting    >Cash     Maintenance 
>Exchange Cash >Receive Cash from Teller 
Screen “Receive composite cash with  G/L 
Cash Posting” appears. 

 
Click on Refresh. The screen now shows the 
teller id, denominations, pieces and  total 
amount waiting for acceptance. Double click on 
the row containing the related particulars. 

 
If the amount shown on screen tallies with what 
you actually receive, click on “Accept.” 

 
You can now click on View Cash Drawer menu, 
and click on Refresh to see your current 
cash position. 
# STEP 3: Close Cash Drawer by  Teller: 
After the Cash Officer has acknowledged the 
receipt of cash from Teller, the Teller can close 
his Cash Drawer. 
Menu access: Transactions Posting >Cash 
Maintenance >Exchange Cash >Open  and 
Close Cash Drawer 
“Open/Close Cash Drawer (cash Summary) 
screen appears. 
Click on INR to select the currency. Click on 
Reconcile Currency. 
“Cash Drawer: Denomination reconciliation and 
adjustment appears. 
Click on “transmit” 

 
The Currency reconciled status will become yes. 
Now click on “Close Cash Drawer. 
Note: If the Cash Officer has not acknowledged 
the cash handed over, and the Teller attempts to 
close the cash drawer, the following message is 
displayed: 

“Could not close Cash Drawer as Some Cash 
transactions are pending with/from you” 
Also, if any other Teller has given you cash, and 
you have not acknowledged, or you have given 
cash to another Teller and he has not yet 
acknowledged, the same message is displayed. 

 
To summarize, to close the Cash Drawer, 
The balance of cash should be zero. 
Cash handed over to Cash Officer must have 
been acknowledged. 
Currency must be reconciled. 
There should be no pending cash transactions 
from / to another Teller. 
There should be no pending  cash transactions 
for authorization. 

 
 

# STEP 4 Viewing Pending Cash 
acknowledgement: 

 
Normally, as soon as the Cashier/Teller receives 
cash physically the action should be recorded in 
the system. 
At any point of time, the Cash Officer can view 
all the cash issuance made by tellers that have 
not yet been acknowledged by the receiving 
tellers. 
The menu is: Reports >View Pending Cash 
Acknowledgment 
Click on Fetch. 

 
If any cash transfers are pending 
acknowledgement, then you will see  entry 
similar to: 

 
Whatever cash transactions that are pending 
for authorization can be seen through the 
menu : Reports > View Pending Cash 
Transactions for Authorization 

 
Problem mitigation 

At the end of the day when any Teller has left the 
Office without closing his Cash Drawer, 
the Cash Officer can close the Cash Drawer of 
the Teller forcibly through this menu provided 
the cash drawer has zero balance. 
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Steps Description Screen No./  Description 
1 Enquire Status of the Teller Reports>View cash 
summary>click fetch details 

 
2 Close Cash Drawer of Teller Cash 
administration>close cash drawer by cash 
officer> Close Cash 
Drawer with Zero Balance 

 
# STEP 5: Cash Officer to Custodian and 
acknowledgement: 
After all the Tellers have closed their cash 
drawers, the Cash Officer will hand over the cash 
to the Custodian. 

 
Steps Description 
1 Transferring of Cash from Cash Officer to 
Vault Custodian 
2 Acknowledging the cash by the Vault 
Custodian 

 
Menu   access   is:    Cash   Vault    Transactions 
>Cash Officer to Custodian 
Screen “Issue of Cash from Cash Officer to 
Custodian appears. 
Key in the amount and Receiving Teller ID (id of 
Vault Teller) and click Transmit. The web page 
dialog opens. Key in the denominations and click 
Transmit. 

 
You will now see the message “Cash Drawer 
Updated” on the status bar. Click on close. 

 
#STEP 6: Acknowledgement  of  cash  receipt 
by Vault Teller 

 
Menu access is: Transactions Posting >Cash 
Maintenance >Exchange Cash > 
Receive Cash from Teller Click  on  Refresh. 
You can see the Issuing Teller, Receiving Teller, 
Denominations and other details. Double click 
on the row containing teller details. 
Click on Accept. 

 
# STEP 7: Closing of Cash Drawer by Cash 
Officer: 
After the Vault Teller has acknowledged the cash 
issued by Cash  Officer in the system,  the   Cash 

Officer can reconcile currency and close  his 
Cash Drawer. 

 
Menu access: Transactions Posting >Cash 
Maintenance >Exchange Cash >Open 
and Close Cash Drawer  Select 

 
the Currency INR by clicking once, and then 

click on “Reconcile Currency. Click on Transmit. 
Now click on “Close Cash Drawer. 
Note: If the currency is not reconciled, then the 
following message appears: 

 
“All currencies must  be reconciled  before 
cash drawer can be  closed”. 

 
The Cash Officer cannot close his Cash Drawer 
unless and until the Vault Teller acknowledges 
receipt of cash given by him. Also, he cannot 
close his Cash Drawer unless all the Tellers in 
the Branch have closed their respective Cash 
Drawers. The following is the message that 
appears when some Tellers have not closed their 
cash drawers. “Cash Drawer is OPEN for some 
teller(s)” It may be that some cashiers have 
returned cash in the system, but did not close 
the cash drawer and they are not available in the 
branch. 

 
Therefore, the Cash Officer has a  special 
menu: Cash Administration >Close Cash 
drawer by Cash Officer 

 
The only information required is the Teller ID 
whose cash drawer is to be closed. This option 
will run only when the balance in cash drawer of 
the teller is having zero balance. 

 
To check out who are all the Tellers who have 
not closed their Cash Drawers, the Cash 
Officer can use this menu: Reports >Cash 
Related >View Cash Summary. 

 
Click on Fetch. 
Details such as Teller No., Opening Balance, 
Cash Received, Cash Paid, Closing Balance, 
Currency and Status of Cash Drawer are 
displayed on the screen. 

149



PREFACE

Asitava Kundu
(President)

 Shubhajyoti Chattopadhyay 
(General Secretary)

# STEP 8: Closure of Cash Drawer by Vault 
Teller: 

 
After the Cash Officer has closed his Cash 
Drawer, the Vault Teller will reconcile Currency, 
and Close the Cash Drawer. 
The menu access is: Transactions Posting > 
Cash Maintenance >Exchange Cash >  Open 
and Close Cash Drawer 

 
Click on the currency displayed, and click on 
Reconcile Currency. You will see the screen 
“Cash Drawer: Denomination reconciliation and 
adjustment. The Vault Teller has to key in the 
actual units of currency on hand against each 
denomination. The Till Balance and On Hand 
Balance must tally. Then click on Transmit. 

 
The "Currency Reconciled" status is now “Yes”. 
Now click on "Close Cash Drawer".  With this, 
the Branch cash is closed. 

 
Note: If the Cash Officer has not closed his Cash 
Drawer, you will see the message: “Cash Drawer 
could not be closed as Cash Officers Cash 
Drawer is still open” 

 
# STEP 9: CASH RECONCILIATION : SCREEN 
NO 29090 

 
All cash denominations currency wise has to be 
updated here as per closing vault report and the 
same will be validated by the system. 

 
3.2.4 In Branch Cash Handling Process 
(IBCH): 

 
Under this IBCH process, SWO maintains cash 
upto Rs.1 lac in his box. 

 
Menu    navigation    is:    Transaction   Posting 
>Cash Maintenance > Open Close  Cash 
Drawer > Lock Cash  Drawer. 
BGL account 98912 will be debited by the 
system. Cash Officer is required to check the 
boxes of SWOs at random through the menu: 
Cash Verification Menu >Random  Teller 
Select. Cash Administration Verification  > 

Lock Unlock Cash Drawer of Tellers >View 
Cash Drawer. 

 
Once the SWO unlocks the cash drawer on the 
next morning through the following menu, 
the debit entry in BGL 98912 will be reversed. 

 
Transaction     Posting     >Cash    Maintenance 
>Open Close Cash Drawer. Unlock Cash 
Drawer. 

 
At the end of the day, cash reconciliation is done 
in the following way: Physical cash = BGL 
98903 + BGL 98912 = CGL Cash 1204505001. 

 
 

3.2.5 Branch Cash Reports: 
 

The printing and saving of Cash Reports by 
Cash Officer is to be performed every day 
without fail. 

 
Menu access: 

 
Branch Reports > Cash Officer's Jotting Book 
Report 
Please click on each of the following and wait for 
the process to complete: 

 
Print Jotting Book Report I, Print Jotting Book 
Report II, Print Vault Transactions Report, Print 
Hand Balance Report, Save Jotting Book Report 
I, Save Jotting Book Report II, Save Vault 
Transactions Report, Save Hand Balance Report. 

 
The above reports are saved in the folder- 
E:\CBBRANCH\SAVED REPORTS in the branch 
server. 
Note: Backdated Cash reports are not available. 
Therefore it is important for the Cash Officer to 
save the day's reports (all the above Reports), 
print them daily and file them. 

 
Archival of Cash reports are not done at CDC. 
Therefore, the Branch has to take a backup of 
the saved reports at periodic intervals on to a 
CD. 
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# Branch   Reports    >Other    Tellers   Cash 
Report: 
Suppose the Teller has not generated his report, 
the Cash Officer can use this menu for 
generating the Teller’s Report in his absence. 

 
Cash Report : 
"Cash_Report"-cfpd0903.txt is being made 
available by CDC in the Report folder of the 
branch at 5.30 p.m. and 8.30.p.m to the branches. 
Branches are advised to verify the same with 
Teller Cash Report on daily basis for any 
mismatch and rectify. 

 
 

3.3 Reconciliation of Cash Transactions 
Errors 

In few cases, while posting transactions in 
B@ancs24, due to connectivity / Power / UPS 
related problem one leg of transaction is 
completed but the other leg of transaction could 
not be completed. In this case either debit or 
credit entry, corresponding to the successful 
transaction, would appear in the intermediary 
(GLIF) account. In case of cash  transactions, 
this amount will appear in 1204505001 account 
of GLCOMP report. 

 
 

3.3.1 How to ensure reconciliation of CGL / 
BGL cash difference on an ongoing basis. 
To trace any difference in cash at branch level, 
the reports, which are to be scrutinised, are CDC 
Cash Report (Report Number 0903), generated 
each day at 5.30 & 8.30 PM and Teller Cash 
Report with Vouchers. The Joint Custodian of 
Cash must invariably ensure that the Physical 
Cash should tally with total of Cash Balance of 
BGL 98903 + BGL 98912. Further they must also 
ensure that the balance in the BGL cash account 
at the end of the day tallies with the CGL cash 
balance (CGL account 1204505001). If the cash 
balance of BGL does not tally with cash balance 
of CGL, it will appear in CGL account number 
1204505001 in GLCOMP     (General    Ledger 
Comparison Report). 

3.3.2 Common errors appearing in this Cash 
glif (account 1204505001 of GLCOMP report) 
are: 
(a) Customer account posted but Cash 
Drawer not updated: 

 
Rectification: On the terminal where the teller 
(having difference) has signed in. 

 
The “Journal Correction Icon” on the left top 
corner of the monitor (3rd Icon) should be used. 
Please leave the STATUS field as BLANK and 
remove the TELLER ID. Use TRANSACTION 
AMOUNT as filter and click EXECUTE. 
After selecting the concerned entry by clicking it 
(This entry has committed status, as the entry 
has already been posted in the account), Click 
Button “CASH 
CORRECTION”. Small screen will appear  on 
the top left side of the monitor, in which it asks 
for   the   TRACE    NUMBER   (i.e.    JOURNAL 
NUMBER) of the particular transaction. Click 
“TRANSMIT”. OK (in green colour) will appear, 
mentioning CASH DRAWER UPDATED, which 
should be confirmed with the TELLER CASH 
REPORT. 

 
(b) Cash Drawer is Correctly updated Once 
but account was posted twice (or more than 
once) – 

 
Rectification menu: BGL > Cash BGL 
Rectification (single sided entries) > Debit / 
Credit  Loan / CCOD   /   Deposit   /  BGL 
Account 

 
(Contra entry will automatically be posted in 
BGL 98955) 

 
(c) Cash drawer is updated but customer 
account not posted – Rectification menu: BGL 
> Cash BGL Rectification (single sided    entries) 
>Debit / Credit Loan / CCOD/ Deposit / BGL 
Account 

 
(Contra entry will automatically be posted in 
BGL 98955) 
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(d) Cash Receipt Transactions – Network 
Failure: Recent changes in the system: 
During posting cash transactions if the message 
“THE HOST APPLICATION IS 
UNAVAILABLE,   PLEASE   INFORM  SYSTEM 
ADMINISTRATOR” appears, the following 
situations may happen- 
(a) The amount is posted to the correct account. 
OR 
(b) The amount has been credited in BGL 
98576BBBBBC (SD Unidentified Credits). 
Or (c) The amount is NOT posted anywhere. 

 
Rectification: Please follow the under noted 
instructions: 
(i) Try to close the cash drawer by clicking on 
“Close Cash Drawer” button in open / close 
cash drawer screen. This will show a message to 
go to 8083 screen for enquiry. 
(ii) In 8083 screen, click on “Transmit” to 
enquire such transactions. The transactions will 
be listed in the screen with status “Posted” or 
“Posting” and showing the account number 
where it is posted if the status is posted. If the 
status is pending the teller has to click on post 
pending Transactions. System will post the 
pending transaction amount to BGL 
98576BBBBBC (SD Unidentified Credits). 
(iii) Now transfer the amount from BGL 98576 
to the concerned customer accounts. 

 
(e) Vault Custodian does not close his cash 
drawer: Rectification: No correction entry is to 
be passed in this case. When the vault custodian 
closes his cash drawer on the next day, this error 
is corrected automatically. 

 
(f ) Physical Cash equal to CGL cash balance 
but not equal to BGL Cash Account (98903) 
Rectification: After proper verification if cash 
correction is necessary then put the under noted 
entries: 
To decrease BGL Cash account balance: 
BGL > Cash BGL Rectification (single sided 
Entries) > Credit BGL 98903 
To Increase BGL Cash account balance: BGL > 
Cash BGL Rectification (single sided Entries) > 
Debit BGL 98903 

3.4 Important Check List 
** Do’s : 

 
At the end of each day, (before sending EOD 
signal), branches have to check, that the Physical 
Cash Balance at the branch tallies with the 
balance in BGL Cash Account (98903bbbbbc) 
and the Vault Teller Cash Drawer Balance. 

 
Cash errors should ordinarily be reversed on the 
same day at the most Next Working  Day. 

 
• In case of single side posting of cash 

transactions, the second leg is posted  in 
BGL 98955. The outstanding will remain in 
these BGL accounts for record / audit 
purpose. 

• Posting should be done through proper 
menu option. 

• Additional Details should be given wherever 
required. 

• Exercise extra care while giving local 
supervisory override 

• Enter narration / description of the 
transaction in the Statement Narrative 

• Field. This helps in easy identification of a 
transaction. 

• Cash drawer of the Teller handling Cash 
should be in Open status. 

• Users should ensure, before closing the 
day_s transactions that Closing Balance in 

• their Cash Drawer tallies with Physical Cash 
on hand and the Teller Cash Reports are 
generated, saved and printed by them. 

• Users handling cash transaction should 
verify for any group / personal queues 

• pending for them before closing the Cash 
Drawer. 

• Users should close the Cash Drawer 
invariably once the Cash Officer 
acknowledges receipt of the closing cash 
balance at the end of the day from the 
concerned user. 

• The Cash Report generated and sent to the 
branch reports folder from CDC, Belapur, 
should invariably be checked by all users 
handling cash transactions, with that of 
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their individual Teller Cash Report 
generated at the branch and rectify the 
differences, if any. 

**Don’ts: 
Accountant should not perform cash 
transactions with Cashiers / customers 
directly. 

• Do not rectify cash errors using non cash
rectification menu.

• Do not rectify NON cash errors  using
CASH rectification menu.

NOTE: Please note that the knowledge and skill 
gaps among staff members result in accumulation 
of entries in cash differences. A small attempt has 
been made as to reasons for entries appearing in 
GLCOMP and tips for the reconciliation. 
Reasonable efforts have been made to ensure 
that the information is correct and up-to-date. 

However for any doubt / clarification the staff 
members are advised to refer to Banks 
circulars / books of instructions updated from time 
to time. 

 3.5   E-KUBER WITHDRAWAL :
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4. WELCOME TO THE DESK OF A FIELD OFICER 
 

 

4.1 JOB PROFILE : The Field Officer is in 
charge of Sourcing , Processing & Maintenance 
of Loan Proposals in branch. 

 
4.1.1 TAKING OVER OF CHARGE: 
On the very 1st day of new assignment take the 
necessary reports mentioned below. Process 
those in CSV Creator and build a complete 
database. 

 

• Important reports: 
 

Under Transaction Report Folder  : 
1. CC_OD_Balance_File: It contains the total 
list of loan under CC & OD category and 
Recalled Assets of CC-OD 

 
2. Loan Balance File: It contains the total list 
of loans under TL & DL and Recalled Assets of 
TL-DL 

 
3. CTA_Balance_File_Report: It contains total 
list of AUCA (Written Off accounts) under 
Other Reports Folder. 

 
4. List of NPA Accounts 

 
5. Customer_Insurance_report: It contains the 
detailed list of loan accounts in which 
insurance policy (stock insurance, plant & 
machinery insurance, Property Insurance, Life 

Insurance) has been recorded in CBS. From it 
you can see in which cash credit account (or 
term loan account) the insurance coverage has 
expired or going to expire. None of the 
business loan should be outside the converge 
of general insurance (for stock, plant and 
machinery). At present Insurance Register has 
been done away with. Therefore, all the 
insurance related to any loan account have to 
be put through CBS without fail. 

 
6. CISbbbbb (bbbbb=Branch code): It contain 
the CIF no., name, address, contact no., ID 
proof no., and many more  valuable 
information related to all the loan accounts of 
a branch. 
Under Shadow File: 

 
7. DEP_Shadow_file: Contain all the details of 
deposit accounts of the branch. It has CIF no., 
name, address, contact no., etc. (path: 
ftp>cdc>shadowfiles). 

 
8. LON_Shadow_file: Contain all the details 
of loan accounts of the branch. It has CIF no., 
name, address, contact no., etc. (path: 
ftp>cdc>shadowfiles). 

 
9. Under Exception Reports Folder : 
LIST_OF_THE_PROBABLE_NPA_ACCOUNT 

 

You should keep at least the following columns in the main database: 
 

1. CIF 
2. Account No. 
3. Name of the Unit 
4. Name of the 
Proprietor/Partners/Directors/Promoters 
5. Father/Husband’s Name 
6. Village 
7. Gram Panchayet 
8. P.O. 
9. Dist. 

10. PIN 
11. Mob No. 
12. Voter ID 
13. PAN 
14. Aadhaar 
15. Account Description 
16. Limit 
17. Date of Sanction 
18. Review Date (for CC only) 
19. Limit Expiry Date (for Cash Credit only) 
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20. Last Inspection date (to maintain periodicity 
of inspection as per Bank’s norms) 
21. IRAC status on (at current date): keep it 
updating from CCOD Balance File and Loan 
Balance File 
22. Status of follow up 
23. Other remarks 
24. Loan file no.: (put your no. to better tracking 

of file in need) 
25. Insurance policy no. 
26. Insurance policy expiry date 
27. Insurance Coverage amount. 
28. Covered under CGTMSE 
29. Last TIR Date 
30. Last Valuation Date 

 
 

Once done this database will give you give you a complete view of your loans. You have to keep 
it updating RELIGIOUSLY. It will help you in following   ways: 

 

1. You will be always ready and aware of your 
units (especially Irregular ones including NPA & 
AUCA). 

 
2. As this contains complete address with 
father/husband’s name, you will find it too easy 
to generate bulk follow up notices/ irregularity 
notices in few minutes 

 
3. At the time of inspection we can sort out 
the targeted borrowers village wise. It will save 
your time by inspecting all the units under a 
village at one go. 

 
4. You will get to know for which account 
inspection is due, renewal is due, and weather 
review has been done. Some time instead of 
renew of CC we are compelled to do review and 
extend the limit expiry date by 6 months if the 
borrower is unable to provide financial 
statements on time . But after this 6 months we 
will not be able to tell whether review was done 
earlier or renew was done. If review was done 
earlier, it cannot be done again. So the database 
will serve as a check. 

 
5. From this database you will know in which 
accounts Voter Id, PAN, Aadhaar, Mob no. has to 
be updated. These have bearing in CIBIL of 
irregular accounts. 

 
6. You will know which loan accounts are not 
covered by insurance and where the insurance 
has expired. Hence you will be able to take 
adequate insurance cover. 

7. You will know which loan accounts are 
covered by CGTMSE and whether the coverage 
have to be renewed or not. 

 
8. You will know for which accounts 
TIR/Valuation have to be done. 

 
After the database is prepared, check whether 
each and every file is available, and in each file 
whether sanction, control, loan documents 
(agreements), revivals letters , insurance policy, 
collateral security is available or not. If anything 
is missing, note it and submit a consolidated 
report to BM and keep an acknowledged copy. 

 
 

Must do daily: 
 

Check e-circulars (you can check in your 
Android smart phone via SBI e-circular app), 
official email, and Kolkata Circle site>MIS 
Kolkata>NPA/SMA1 2 3 – Daily Slippage> Letter 
Generation Utility, here letters are generated- 
take print out, sign and send, keep one copy in 
followup folder. In MIS Kolkata, check daily 
slippage of accounts, RG-2,3, NPA accounts, 
followup them. 

 
Maintain a diary religiously.  Note appointment 
of customers, scheduled tasks. It will help you to 
plan you day wisely. Always keep in mind that 
what we think to do in a day can never be 
completed because there will be lot of 
interference by customers, RBO/LHO officials, 
their enquiries, problems, loan maintenance   etc 
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etc. Therefore keep half the time of day for 
customers (like loan processing, CC/KCC 
renewal etc.) and remaining half day time for 
walk in cust enquiries, prob etc. Always maintain 
that never entertain cust.after 4 pm. Keep 4 pm 
to 6.30 or 7 pm for your work which you have 
received today. 

Must do every month: 

• Update registers

• Send irregularity report

• Letter to CC customers, whose renewal is
due this month and next month – for submission
of Renewal papers like balance sheet, income tax
return, biodata asset liability, kyc, photo, stamp
paper, application for renewal, etc.

• RA Recommendation

• Write off recommendation (if any),

Project Ganga : Check whether control returns 
of loan sanctioned in the last month have    been 

sent or not. If sent but not received back send a 
reminder to RBO. 

Must do quarterly: 

CCDP, Quarterly Return, AUCA Review 

Must do annually: (better in  January) 
Letter to car loan borrowers to submit self 
attested copy of Car Insurance for loans above 
Rs. 10.00 lakhs. 

4.1.2 ROLE & FUNCTION OF 
RELATIONSHIP MANAGER-PREMIER 
BANKING 

VIDE CIRCULAR NO : NBG/PBU/PREM- 
RM/7/2013 – 14 DATED 22/02/2014 For High 
Networth Individuals (HNI)- Definition 
Customer Management Process Role & Function 
Of Relationship Manager-Premier Banking 
extent instructions. The extant definition of HNI 
as given below was issued vide e-circular no : 
NBG/PBBU/LI-MA/12 dated 19.11.2009. 

Total 
Relationship 
(minimum 2 out 
of a, b and c) 

Advances 
Minimum (a) 

Deposits 
Minimum (b) 

Assets under 
Management 
(Minimum) (c) 

Metro/ Urban 15 lacs 10 lacs 5 lacs 2.5 lacs 
Semi-Urban/ 
Rural 

7.5 lacs 5 lacs 2.5 lacs 1.25 lacs 

1. The Premier Banking Services (PBS)
department has been established to service the
High Value segment of customer of the  Bank.
The  HNI  definition  taken  by the 
department to assign customers to RMs Premier 
Banking was 20 lac + P Domestic deposits. This 
was      advised     vide e-circular number 
PBBU/Premier/2012-13 dated 08.02.2013. To align 
these two divergent definitions the definition of 
HNI Customers stand revised as under. 

HNI : Customers having an average quarterly 
balance (AQB) of more than Rs.20 lacs under 

P domestic deposits at CIF level* *Meta Gold, 
Capital Gains, Public Provident Fund and 
Senior Citizen Govt Scheme balances are to 
be excluded while arriving at the net value. 
2. Customer Management Process : The
Customer Management Process was also
described in the above mentioned ecircular
number PBBU/Premier/2012-13 dated 08.02.2013.
The Business Model for Premier Banking
Services, to service the High Value segment of
customer of the Bank was initially put in place
vide letter no. NB/FPAS/06 dated 04.05.2012.
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We reiterate the process as  under: 
2. Customer.Identification: Introduction / 
Termination of RM PBS  services: 
The Circle CMC shall identify the potential 
centers/branches where to extend the RM PBS 
service. The discretion for allotment of 
customers to RM PBS continues be left to the 
Branch Managers of the identified Branches in 
consultation with their Controllers. The 
proposed workflow is placed at Annexure A. The 
Circle PBBU/PBS head continues to be the focal 
point for coordination to ensure that the correct 
processes are followed. 

 
4.Customer Communication : Introduction / 
Termination of RM PBS services: 
Once the customers are identified, the PBS 
welcome letter to customer is to be sent by 
Branch, signed by the Branch Manager (instead 
of DGM B&O as of now), both when a RM PBS 
service is made available as also when it is 
withdrawn i.e. when the customer becomes 
ineligible (outside the purview of HNI 
definition). The proposed formats are placed at 
Annexure B & C respectively. 

 
5. The revised Role & Work Diary for RM  PBS 
is placed at Annexure D. 

 
ROLE : RM (Premier Banking) is responsible 
for 
1) Marketing and Business Development in 
the HNI / Premier Market segment. 

 
a) New ‘Premier’ client acquisitions 
b) Increase in business / wallet share from 
existing / new ‘Premier’ clients through / by way 
of 

(i) Growth in Deposits & Loans, 
(ii) Increased product penetration - ‘Number 
of Products Per Customer’, 
(iii) Opening accounts of family members, 
(iv) Referrals from existing customers 

2) Delivering Personalised Services (Client 
Engagement) to assigned Premier 
Banking customers from the Relationship 
Banking Platform. 

 
Key.Functions: 
a) Contacting the client regularly. 
b) Offer Bank’s (Retail) ‘P’ segment products to 
the customers 
c) Create awareness about alternative channels 
like Internet Banking, ATM & other 
cards and mobile banking; 
d) Offer the client all products, services he/she is 
entitled to, as an important customer of the 
bank (eg., Platinum cards, Lockers etc.,) 
e) Keep the portfolio customers advised on the 
latest products/services, changes in 
interest rates and ensure that the customers are 
provided access to the same 
f) Coordinate with various functionaries in the 
Bank and ensure that the customers’ 
queries/ needs are properly taken care of 
g) Ensure that the accounts of family members 
such as spouse, children, parents etc., are with 
the Bank 
h) Strive to acquire new Premier Banking clients 
to the Bank’s books by getting references from 
portfolio customers and leveraging data available 
with the Bank 
in the form of PPF account holders, bonds 
subscribers, MCG promoters, top executives of 
CAG customers, etc. 

 
ROLE & FUNCTION OF RELATIONSHIP 
MANAGER-PREMIER BANKING 
The RM-Premier Banking should manage time in 
such a way that he/she would be in 
office, to the extent possible, to attend to a client 
who plans to visit the branch and keep the 
Branch Manager or the PB Divisional Manager 
suitably informed about the 
proposed visit of customer. 

 
Daily:- 
a) Prepare and maintain daily list of activities / 
things to do and strictly adhere to it. 
b) Call 15 customers every day over phone. 
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c) Diarise the dates of customer meets / review 
meetings and refer the same daily 
in the first hour for day’s appointments; Confirm 
the day’s appointments in the 
morning; Send SMS/phone call before starting; 
Be on time for the appointments; 
Have the profile of customer on hand and go 
well-prepared; 
d) The RMs-Premier Banking should invariably 
use the CRM (Client Management 
Module) software to record all activities / 
meetings held during the day. The 
entries in the CRM module will have to be 
updated as soon as the RM-Premier 
Banking returns to his/her desk and has access to 
the CRM application. 
i) Recording of transactions- Enter day’s 
interactions in detail in ‘Interactions module’ of 
CRM application (FPWM software). 
ii) Generate a daily interaction report for the day 
and keep the same in the file. 
e) Prepare the list of customers to be called over 
phone & personal visit for the 
following days and re-confirm next day’s 
appointments; 

 
Weekly: 
Meet in person 15 customers a week, by turn. To 
reach out to prospects (Acquiring new 
customers from the ‘Premier’ segment). 

 
Monthly: 
Meet 1/3 (33%) assigned ‘Premier’ customers at 
least once in a month - for building 
relationship and look for any business 
opportunity. 

 
Quarterly: 
Meet assigned ‘Premier’ customers at least once 
in 3 months - for building relationship and look 
for any business opportunity. 

 
ROLE & FUNCTION OF RELATIONSHIP 
MANAGER-PREMIER BANKING 

 
The RM-Premier Banking should ensure that 
the following routine/regular services  are 

made available to all the portfolio clients as a 
pro-active measure: 
i) Nomination facility is registered on all deposit 
accounts; 
ii) Form -15 G/H given by customers are entered 
in system; 
iii) Ensure that TDS certificate is sent within 15 
days from date of deduction; 
iv) Facilitate issuance of Life Certificate for 
customers who are pension holders; 
v) Arrange to issue Platinum Debit Cards to all 
portfolio customers; 
vi) VishwaYatra Card for those who proceed 
abroad; 
vii) Demat (3-in-1) account facility is opened for 
every client; 
viii) Provide conceptual advice and execution 
assistance on investments. 
However, no recommendations to be made for 
any particular product or fund house; 
ix) Renewal of deposits/ changes in interest 
rates; applicability of senior citizenship 
eligibility; 
x) Extension of facilities under Vishesh Scheme 
(Concessions on remittances, locker rents, 
cheque collections, priority in locker allotment, 
as per eligibility/entitlement etc.); 
xi) In respect of sale of any property by client, 
suggest him on the capital gains scheme of the 
Bank; 
xii) Appraise the client on the available loan 
products as per his needs; 

 
(The above services are illustrative only. The 
objective here is to make the client fully aware 
and appreciate all the features of a particular 
product. The approach should lead to an 
increase in ‘number of products per customer’ 
ratio). 

 

 
4.1.3 IMPORTANT TOOLS FOR A FIELD 
OFFICER 
# CSV Creator: We have a lot of  report files 
which are available in our report folder. We can 
view and / or print those. But to analyse and use 
those reports in effective way, we have to  export 
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the data of those reports in Lotus Symphony 
Spreadsheet / MS Excel. It is a cumbersome 
process and requires huge time. To make this 
faster and easier, SBIICM has published the CSV 
Creator software. It is brilliant software. It 
converts almost all the CDC reports (available in 
report folder of Branch) to .csv files. This .csv 
files can easily imported to Lotus Symphony 
Spreadsheet/MS Excel for further processing. 
You can download the software from 

 
https://csvcreator.statebanktimes.in 

There is user manual with screenshots in this 
application at Home Page and require one 
click to open .Pre-Requirement to use CSV 
Creator Pre-requirement to use this application 
is that the following software has to be installed 
in your computer. (Note: It is already available in 
Windows 7 PCs) 

 
dotNetFx40_Client_x86_x64.exe (can be 
installed with Administrator rights only ) is a 
freeware from Microsoft ( You can take help of 
the software service provider of your Branch) 

 

We give below the detailed process for those friends who have not used the software yet. 
 

1. Copy the intended report from Reports folder in a separate folder on your desktop. 

2.Click open CSV Creator. 

3. Go to “CDC reports” (all reports except shadow balance files can be converted under this menu) 

4.For Shadow balance files use “Spl Reports Advances”. 

 

 
5. Click on ”Browse” to select Source Folder where the desired report file has been kept and select 
the desired folder where the .csv file would be saved after processing the report file. 

 
6. Now click on “Create CSV(s)” 

 
7. After the .csv file has been generated, open Lotus Symphony Spreadsheet. 

 
8. From menu click on > Data>Import Data. 
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A separate window will appear. 
 

9. In that window click on ”Browse” and select the desired folder where .csv files have been kept. 
Select “Text CSV 

 
(*.csv, *.txt)” from the drop down to populate the .csv files in that folder. 
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10. After selecting the csv file and clicking “open”, another window will open. Just click on “Ok”. 
Front window will disappear. 

 
11. Click again on “OK” in the window now showing. Doing so will populate the data of the report 

file in concern in the spreadsheet. 
 

 

 
Now you can make use of CDC reports in greater way. 

 
# Mail Merge: It is a function available in Lotus Symphony Document and MS Word. When we need to 
send letters with common body to a number of recipients, we may take help of Mail Merge. It saves 
valuable time and energy. Suppose you want to send irregularity notice, demand notice, Lok Adalat 
notice, etc. to a number of borrowers. Then you have to prepare a spread sheet with columns like name 
of borrower, father/husband’s name, address, account number, limit, sanction date, irregularity/NPA 
date, irregularity amount, letter no., etc.(this can be done with the help of CISbbbbb(bbbbb is the 
branch code), CC_OD_Balance_File, LoansBalanceFile, Listof_NPA_Accounts).Now you have to type a 
letter and do Mail Merge to generate letters for every intended borrower with their  details. We 
produce below the steps for those friends who have not used Mail Merge yet. 

 
1. Prepare a Spread Sheet with borrower details. 
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2. Now type a common letter and select from menu “Tools”>”Mail Merge”. 
 

It will open a side panel on the left side of the screen where you have to “Browse” to select the 
intended spreadsheet wherefrom you will pull the borrower data (data sheet with borrower details) 

 

 

 
3. On selecting the data sheet from desired location and clicking on “Open”, you will be directed 
to a small window where you have to select the desired sheet of the spread sheet (data sheet) from 
where data will be pulled for the letter. After selecting the sheet click on “Ok”. 

 

 

 
4. It will populate the column titles on the screen. 
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On the common letter click the cursor at the place where you intend to insert data from  the 
borrowers’ data sheet, and select the column title from the list on left side and click on “insert”. It will 
instantly insert the column title in the common letter. 

 

 

 
5. After all the desired column titles are inserted in the common letter click on “Finish Merge” on the 
left side. It will give you options for “Save” to generate and save the letters for each and  every 
borrower listed in the data sheet. 

 
You can generate the letters in Bengali also for better understanding of  the  intended borrowers. 
Typing in Bengali can be done with many softwares. 

 
But easiest way is : open the link - https://www.google.com/intl/bn/inputtools/try/ in a PC that has 
internet access. Here you type the Bengali words in English spelling. It will generate the word in 
Bengali font. After generating entire letter in Bengali, select all, copy and paste the writing in Lotus 
Symphony Document. If you find any problem here, alternatively you can paste the writing in MS 
Word first, then copy the entire writing from MS Word to Lotus Symphony Document. Although MS 
Word has Mail Merge option, we have found it easier in Lotus Symphony Document. 

 
# VLOOKUP: 
It is a tool through which you can compile data from multiple spreadsheets into one spread sheet. For 
example, you have processed CC_OD_Balance_File report through CSV Creator and then imported it 
to Spreadsheet. Now you want to send demand notice to borrowers in RG-2,3 and NPA borrowers, or 
want to group the borrowers village wise so that you can visit them conveniently. But 
CC_OD_Balance_File has the list of accounts only. Address, contact number, are available in CIS 
report. Therefore, you have to pull the address, contact no., etc. from the CIS datasheet (prepared 
withthe help of CSV Creator and importing the same in Spreadsheet) for every borrower account of 
CC_OD_Balance_File data sheet. This is done through VLOOKUP option of Lotus Symphony 
Spreadsheet. VLOOKUP is also available in MS Excel. Remember, both the sheets should have atleast 
one common data column, like  account  number or CIF Number or Name  of  Borrower.     VLOOKUP 
function finds corresponding data of the common column in another sheet and populates those in the 
desired sheet. sheet. It is advisable to keep the common column at the 1st column in both the sheets. 
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Steps for VLOOKUP is as  follows: 
1. Open Lotus Symphony Spreadsheet. Import the .csv file for CC_OD_Balance_File (processed 
through CSV Creator) in Sheet. Import the .csv file for CIS report file in another sheet (say Sheet2). 
2. Delete the unnecessary columns in both the sheets. Keep necessary columns like Account no., 
account description, customer name, limit, DP, account balance, new IRAC, arrear condition, 
unrealised interest, accrued interest – in Sheet1 and account no., name, fathers name, 
address1,address2, address3, PIN, telephone – in Sheet2. In both the Sheets there should be atleast one 
column with common data, such as account no. Now chose the column in Sheet1 where the intended 
data (e.g. father’s name) to be populated from Sheet2. 
Select the top most cell corresponding to top most account number. Put “=”. Then click on “fx” icon 
(function button). 
It will open a dialogue box. Select “All” from Category, then select “VLOOKUP” from Function, and 
click on “Next”. 

 

 

 
It will take to a new dialogue box containing four major fields – Search Criterion 
(by default cursor will be blinking in this field), array, Index and sort order. 
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While cursor is blinking at Search Criterion field, click the top most account number in column A of 
Sheet1. Then click on array field and click on the right side button with upward arrow mark. The 
dialogue box will be changed to smaller one. Keeping things unchanged, click on Sheet2 of the 
spreadsheet and select the entire range of data of the sheet by dragging the cursor from top-left cell to 
right bottom cell of the data range. Then click on the upside arrow button as shown in the picture 
below 
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It will take you to Sheet1 again. Now put value in the filed “Index”. It would be the serial number of the 
column in Sheet2, data of which will be populated in Sheet1. Suppose, we want to populate father’s 
name data from Sheet2 to Sheet1 against respective account numbers. Now in Sheet2, address1 column 
is 3rd in position  taking account number as 1st column. 

 
Hence, we have to put 3 in Index field. Put “false” in the sort order filed. Click on “Ok”. It will populate 
the data of Sheet2 in the desired cell of Sheet1. Now select the cell where the data has been populated. 
At the bottom-right corner of the cell you will find a small black square. Take the cursor over it, the 
cursor will turn to “+” shape. Now press the left click 

 
here and drag the cursor downwards. This will populate the data in all the cells below. 

 
In this way you have to VLOOKUP for address1, address2, address3, PIN, contact no., etc. 

 
After VLOOKUP is done, the cell where data from Sheet2 have been populated, will contain formula of 
VLOOKUP. If Sheet2 is deleted the data of Sheet1 will be deleted. Even if you copy populated data of a 
cell to paste in a separate place, it will only show “#NA”. Therefore these date need to be converted 
into absolute value. Just copy the entire column where data has been populated and paste it at a 
desired place by right click and selecting “Paste Special”. It will open a separate dialogue box. Here 
click on “Paste all” and then uncheck “Formula”, Then click “Ok”. It will copy the absolute value of the 
cells with VLOOKUP. 

 

4.1.4    LOAN MANUAL ON ADVANCES 
 

Every Field Officer must go through  the 
following loan manuals in addition to product 
based e-circulars before taking up any new loan 
proposal. 

 
SBI TIMES --- Loan Manual 
Part 1 : Credit Management – General 
Instructions (All Segments) 
Part 2 : Credit Management – General 
Instructions (All Segments) 

Part 3 : Credit  Management –   General 
Instructions (All Segments) 
Part 4 : Advances to Large Corporates 
Part 5 : Small and Medium Enterprise Advances 
Part 6 : Agriculture Advances 
Part 7 : Personal Banking Advances 
Part 8 : Personal Banking Advances 
Part 9 : Personal Banking Advances – Documents 
and Annexures 
Part 10 :   Personal Banking Advances – 
Documents and Annexures 
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PERSONAL BANKING ADVANCES 
OBTENTION OF REPORT FROM CREDIT 
INFORMATION         COMPANIES         (CICs) 
Please refer to our e-Circular No: NBG/PBU/AL- 
CARLOANS/4/2015-16        dated       16.04.2015,in 
respect of obtention of Credit Information 
Reports  from    Credit  Information  Companies. 
2. In terms of extant instructions, operating 
units have to obtain Credit Information Reports 
from two of the four Credit Information 
Companies viz. Credit Information Bureau 
Limited 

 
(CIBIL), Equifax Credit  Information  Services 
Pvt Ltd (ECISPL), Experian Credit Information 
Company of India Ltd (ECICIPL) and CRIF 
Highmark Credit Information Services Pvt Ltd 
(HMCISPL) as follows: 

 
 

S N Particulars Report from  one  Credit 
Bureau 

 
Report       from        two        Credit       Bureau 
1 Secured loans 

 
a) Per Segment 
i) Car Loans Limit upto Rs. 5 lacs Limit > Rs. 5 
lacs 
ii) All other Secured Loans 
( including Educationloans) 
Limit upto Rs. 5 lacs Limit > Rs. 5 lacs 

 
2 Unsecured Loans 
a) Per Segment 

 
i) Personal Loan Limit upto Rs. 4 lac Limit > Rs. 
4 lacs 
ii) Education Loans Limit upto Rs. 4 lacs Limit > 
Rs. 4 lacs 
iii) All other Loans Limit upto Rs. 3 lacs Limit > 
Rs. 3 lacs 

 
3. There is no change in threshold limit for 
taking second CIR as referred in Para-2 above, 
however, it has now been decided to obtain 
Credit Information Report/s of different CICs 
for each product of PBBU as under: 

(i) Auto Loan : 
¾ CIBIL report will continued to be “Primary 
Report” for Auto Loans including Loans to 
Agriculturists. In case of “No HIT”, CIR of next 
CIC    will    be    treated    as    Primary      report. 
¾ Since there is provision to take report of next 
CIC in case of “No HIT”, different CIC 
structure, especially for Auto Loan to 
Agriculturists has not been 
envisaged. 
¾ Experian report will be  “Secondary Report” 
for Auto Loan. 
¾ In case of “NO HIT”, report of next CIC 
namely CRIF High Mark followed by  Equifax 
may be considered. 

 
(ii) Xpress Credit 
¾ CIBIL report will continue to be “Primary 
Report” for Xpress Credit. 
¾ CRIF High Mark report will be “Secondary 
Report” for Xpress Credit. 
¾ In case of “NO HIT”, report of next CIC 
namely “Equifax” followed by “Experian” may be 
considered. 

 
(iii) Education Loan 
¾ CIBIL report will continued to be “Primary 
Report” for Education Loan. 
¾ Equifax report will be “Secondary Report” for 
Education Loan. 
¾ In case of “NO HIT”, report of next CIC 
namely “Experian” followed by “CRIF High 
Mark” may be considered. 

 
(iv) All other PBBU Loans: 
¾ CIBIL report will continued to be “Primary 
Report” for all other Loan of Personal Segment 
advances. ¾ Experian report will be “Secondary 
Report” in all other PBBU loans. ¾ In case of 
“NO HIT”, report of next CIC namely “CRIF 
High Mark” followed by “Equifax” may be 
considered. 

 
Thus, the position of CICs Credit information 
reports  for  PBBU  loans   will   be   as under: 
Sr.    Existing     CIC     Proposed     CIC     No 
Type of Loan Primary Secondary Primary 
Secondary Next CIC 
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# Next CIC 
# 1 Auto Loan CIBIL Equifax CIBIL Experian 
CRIF 
Highmark 
Equifax 

 
2 Xpress Credit 
CIBIL Equifax CIBIL CRIF 
Highmark 
Equifax Experian 
3 Education Loan 

 
CIBIL Equifax CIBIL Equifax Experian CRIF 
Highmark 

 
4 All other PBBU 
Loans 
CIBIL Equifax CIBIL Experian CRIF 
Highmark Equifax 

 
# in case of no hit in preferred CICs’ database 
4. In this connection, we also refer to our e- 
circular No. NBG/PBU/AL-AUTOLOAN/38/2015- 
16 dated 03/10/2015, wherein certain 
CIBIL/Equifax cut off score has been stipulated 
for Auto Loan. 

 
There is no change in instructions, except as 
under: 

(i) Report of Equifax which was taken earlier for 
Agriculturist in Auto Loans will be replaced by 
CIBIL and in case of “No Hit” in CIBIL, report of 
Experian may be treated as Primary Report for 
such cases. The minimum score of 700 will be 
continued to be considered for this category. 

 
(ii) In case of “No Hit” or score of -1, 0 to 5 
(insufficient credit history) in CIBIL, score of 
“Secondary Report” may be considered for credit 
decision in Auto Loans . 

 
(iii) We also refer to our e-circular No. 
NBG/PBU/AL-CARLOANS/39/2015-16 dated 
05/10/2015, communicating discretionary power 
to    permit    concession    in     pricing     for 
Auto Loan of Rs.20 lac & above and advise that 
2nd credit information report of Experian will be 
considered in place of Equifax. 

 
4.2  BASICS FOR A SME FIELD  OFFICER 
4.2.1 CONCEPT OF MICRO, SMALL & 
MEDIUM ENTERPRISES 
Definitions : 

 
(I) Micro, Small & Medium Enterprises 
Development Act (MSMED),2006 : According to 
value of  Investment in P&M in  such projects : 

 
SE : Annual turnover upto Rs. 5 crore. 

 

ME : Annual turnover of above Rs.5 crore 
and upto  Rs. 50 crores 

 
The Union Cabinet has approved the  amended 
to change the criteria to classify MSMEs from 
“investment in plant and machinery” to “annual 
turnover”. There will be no distinction between 
the manufacturing and service sectors. 

 
 
 

II) As per Annual Turnover basis : 
 

SME : Means a business enterprise with 
annual turnover of less than Rs. 50 crores, 
and would include SSIs, SBFs and 
Corporates 

Categori 
sation 

Enterprises 
engaged in 
Mfg. / 
Production  of 
goods 

Enterprises 
engaged in 
providing/renderi 
ng services 

Micro Not  exceeding 
Rs.25 lacs 

Not exceeding 
Rs.10 lacs 

Small >Rs.25 lacs to < 
= or Rs.5 crs 

>Rs.10   lacs  to  <  = 
or Rs.2 crs 

Medium >Rs.5  Crs  to  < 
= or Rs.10 crs 

Rs.2  Crs  to  <  =  or 
Rs.5 crs 

 Enterprises Turnover 
Micro Enterprises < or = Rs.5 Crore 
Small Enterprises Rs.5    Crore    <    Rs.75 

Crore 
Medium Enterprises Rs  75  Crore  <  Rs.250 

Crore 
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4.2.2   SME LOAN DOCUMENTS 
(Documents will be generated through SME LOS 
software) 
Principal Documents are : (Circular No. : 
NBG/SMEBU-SMEDOC/7/2005    -06    Saturday, 
July 23, 2005) 

 
1. Initial Documents: 
SME -1: Letter of Arrangement 
To be stamped as an agreement. 
To be executed by all borrowers/guarantors and 
third party mortgager. Fresh SME-1 to be 
obtained in case of enhancement of limit. 

 
SME -2: Agreement of Loan cum Hypothecation 
To be obtained for aggregate limit including all 
types of fund based and non fund based credit 
facilities. 
To be stamped as an agreement + 
hypothecation+ indemnity+ general power of 
attorney. 

 
SME -2A: Letter furnishing the particulars of 
assets acquired after the execution of SME -2 

 
SME-3: Guarantee Agreement 
* To be executed by all guarantors. 
* To be stamped as an agreement + power of 
attorney. 
* In case of enhancement fresh guaranty 
agreement to be obtained. 
2. Supplemental Documents: 
SME-4: Supplemental Agreement of Loan-cum- 
Hypothecation. 
* In case of enhancement of aggregate limit ( 
supplemental to SME- 2) 
* To be stamped as an agreement cum 
hypothecation. 

 
3. Documents / Recital for creation of 
Equitable Mortgage 
SME-5: Memorandum for recording creation of 
mortgage by deposit of title deeds .To be 
stamped as per stamp duty applicable for 
mortgage in respective states 
SME-6: Letter of confirmation for creation of 
mortgage by deposit of title deeds (FORMAT IS 
REVISED RECENTLY) 

4. Documents / Recital for Extension of 
Equitable Mortgage 
SME-7: Memorandum for recording extension of 
mortgage by deposit of title deeds 

 
SME-8: Letter of confirmation for extension of 
mortgage by deposit of title deeds 

 
5. Documents for creation / Extension of 
Regd. Mortgage 
SME- 9: Deed of Mortgage 
Should be witnessed by two person. 
Should be registered with Registrar of Assurance 
within four months from date of creation of 
mortgage. 

 
SME-10: Deed of further charge 

* Supplemental to SME-9. 
* To be used or extension of existing 

mortgage. 
* To be witnessed by two person and 

registered with ROA within 4 months from date 
of Execution. 

 
6. Complementary Documents 
SME – 11: Revival Letter 

 
To be obtained before expiry of limitation period 
Should be signed by borrower/mortgager and 
endorsed by guarantor. 

 
SME – 12: Link Letter 
To facilitate migration from earlier segmental 
documentation to the present uniform SME 
documents. 

 
7. Miscellaneous Documents 
SME-13: Title Investigation Report : Copy of 
Arrangement Letter & Documents are to be 
delivered to the borrower/guarantor duly signed 
by the executants and acknowledged. Loan 
Documents executed are to be entered in 
Documents Execution Register. 
On compliance of sanctioned stipulation(s) : 
Loan Account is to be opened in CBS 
SME Documents With Stamp Duty Charge: 
Kolkata →Circle Law Dept →Law Kolkata Website 

175



PREFACE

Asitava Kundu
(President)

 Shubhajyoti Chattopadhyay 
(General Secretary)

 

Form Name of the Document and to be 
stamped as 

Stamp duty payable 
(Rs.) 

SME-1 Letter of Arrangement 
(Agreement) 

10/- 

SME-2 Agreement of Loan Cum 
Hypothecation 
( Agreement, Hypothecation, 
Indemnity and General Power of 
Attorney) 

10+10+50+50=120 

SME-3 Guarantee Agreement 
( Agreement and General Power of 
Attorney) 

10+50=60 

SME-4 Supplemental Agreement to Loan 
Cum- Hypothecation 
( Agreement and Hypothecation) 

10+10=20 

SME-5 Memorandum for creation of 
Equitable Mortgage 
( Memorandum of Deposit of Title 
Deeds) 

In Bengal Circle, the Memorandum is in the 
form of recitals which is to be signed by only 
bank/secured creditor and not by 
borrower/guarantor. 
Hence, the stamp duty payable over such 
Memorandum is Nil 

SME-6& 8 Letter of Confirmation for 
creation/extension of Equitable 
Mortgage 

NIL 

SME-7 Memorandum for Extension of 
Equitable Mortgage 
( Memorandum of Deposit of Title 
Deeds for enhanced limits or 
depositing additional properties) 

Nil 

SME-9 Deed of Mortgage 
( Registered Mortgage) 

Rs.10/- for every Rs.500/- or part thereof, for 
the amount secured by such deed, subject to 
the maximum limit of Rs.1.00 Lac 

SME-10 Deed of Further Charge 
( Registered Mortgage) 

Rs.10/- for every Rs.500/- or part thereof, for 
the amount secured by such deed, subject to 
the maximum limit of Rs.1.00 Lac 

SME-11 Revival Letter 
(Acknowledgement of Debt) 

-------- 

SME-12 LINK LETTER NIL 
 
 

4.2.3     PRE SANCTION CREDIT PROCESS 
 

The extant credit process for providing any 
credit facility offered by the bank, can be 
bifurcated into broadly two processing  stages 
i.e., Pre- sanction credit process and Post 

sanction and Follow up. As the name envisages 
the Pre-Sanction credit process means , the 

 
process involved up to sanction. Right from 
enquiry of the application , to the sanction of the 
proposal, the entire process involved is called 
pre-sanction credit process. The pre-sanction 
credit process comprises three stages 
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viz., APPRAISAL & RECOMMENDATION, 
ASSESSMENT and SANCTION  APPRAISAL: 
Indicative list of activities involved in the 
Appraisal Function is given below: 

 
Preliminary appraisal: 

When a branch receives a loan proposal, it 
should find out whether it is prima facie 
acceptable. If the original application does not 
contain all the basic data/information,  the 
branch concerned may interview  the 
applicant(s) to elicit necessary data/information 
with a view to forming an overall idea about the 
general feasibility of the project/loan proposal. 
In order to establish the prima facie acceptability 
of the proposal, the branch should examine the 
following aspects in the light of the instructions 
in force: 
• Bank’s lending policy and other relevant 
guidelines/RBI guidelines, 
• Prudential Exposure norms, 
• Advisories of CRMD in respect of approach 
towards lending. 
• Industry Exposure restrictions 
• Group Exposure restrictions 
• Industry related risk factors 
• Credit risk rating 
• Whether the activity being performed by 
the company is legal and profitable 
• Profile of the promoters/senior 
management personnel of the project, 
• List of defaulters, (RBI list of defaulters / 
wilful defaulters, CIBIL) As per observations of 
the Committee of Executives for High Value 
Frauds, operating units are to access the data 
base with CIBIL and other CICs necessarily for 
all loans under all segments(through LOS or by 
pulling down the consumer or commercial 
reports) as a part of pre-sanction process, as a 
diligent way of loan processing and also as a 
prudent measure to prevent frauds. 
• Caution lists, (ECGC Caution List), 
(CGTMSE cardinal principles) 
• Acceptability of the promoter and  his 
ability to bring his margin / promoter’s stake. 
• Compliance regarding transfer of borrower 
accounts from one bank to another, if applicable; 

• Government regulations/legislation 
impacting on the industry; e.g., ban on financing 
of industries producing/ consuming Ozone 
depleting substances; 
• Applicant’s status vis-à-vis other units in 
the industry, 
• Financial status in broad terms  and 
whether it is acceptable, 
• Scrutinise carefully the company’s 
Memorandum and Articles of Association to (i) 
ensure that there are no clauses  prejudicial to 
the Bank’s interests, (ii) ascertain whether any 
limitations have been placed on the Company’s 
borrowing powers and operations and (iii) the 
scope of activity of the company. 
• Credit risk assessment to be carried out to 
ascertain the Financial, Business and Industrial 
& Management risks which will give  a fair view 
of understanding of the exposure being taken 
from the company. 

 
 

Further, if the proposal is for Project Finance, 
branch should additionally examine the 
following: 
• Whether project cost is prima facie 
acceptable 
• Debt/equity gearing proposed and whether 
acceptable 
• Promoters’ ability to access capital market 
for debt/equity support 
• Whether critical aspects of project - 
demand, cost of production, profitability, etc. are 
prima facie in order 

 
After undertaking the above preliminary 
examination of the proposal, the branch will 
arrive at a decision as to whether to support the 
request or not. If the branch finds the proposal 
acceptable, it will call for from the applicant(s),a 
fully comprehensive application in the 
prescribed proforma, along with a copy of the 
proposal/project report, covering specific credit 
requirement of the company and other essential 
data/ information. The information,  among 
other things, should include: 
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(a) Organisational set up with a list of members 
of Board of Directors/ Partners/ Proprietors and 
indicating the qualifications, experience and 
competence of the key personnel in  charge of 
the main functional areas e.g., purchase, 
production marketing and finance; in other 
words a brief on the managerial resources and 
whether these are compatible with the size and 
scope of the proposed activity. 

 
(b) Demand and supply projections based on the 
overall market prospects together with a copy of 
the market survey report. The report may 
comment on the geographic spread of  the 
market where the unit proposes to operate, 
demand and supply gap, the competitors’ share, 
competitive advantage of the  applicant, 
proposed marketing arrangement, etc. 

 
(c) Current practices for the particular 
product/service especially relating to terms of 
credit sales, probability of bad debts, etc. 

 
(d) Estimates of sales cost of production and 
profitability. 

 
(e) Projected profit and loss account and 
balance sheet for the operating years during the 
currency of the Bank assistance. 

 
(f) If request includes project financing, branch 
should obtain additionally 

 
(i) Appraisal report from financial 

institutions in case appraisal has been done by 
them, 
(ii) ‘No Objection Certificate’ from 

term lenders if already financed by them and 
(iii) Report from Merchant bankers in 

case capital market is being accessed, 
wherever necessary. 

 
(g) No objection certificate from the existing 
lenders, if any, for ceding pari-passu charge, 
should be stipulated as a pre-disbursement 
condition at the time of sanction of Corporate 
Loans. However, for new connections in the case 
of Corporate rated investment grade and above 

(i.e BBB &above), sanctioning authority may 
consider waiving this condition on case to case 
basis. 

 
(h) Time to obtain NOC from existing lenders 
and to create pari-passu charge should be 
considered by the sanctioning authority in 
respect of existing connections on a case to case 
basis. However, in respect of new connections, 
such request should be considered only where 
the customer is externally rated as Investment 
Grade. 

 
In respect of existing concerns, in addition to 
the above, particulars regarding the history of 
the concern, its past performance, present 
financial position,etc. should also be called for. 
This data/information should be supplemented 
by the supporting statements such as: 

 
i) Audited profit loss account and balance sheet 
for the past three years (if the latest audited 
balance sheet is more than 6 months old, a pro- 
forma balance sheet as on a recent date should 
be obtained and analysed).For non-corporate 
borrowers, irrespective of market segment, 
enjoying credit limits of Rs 25 lacs and above 
from the banking system, audited balance sheet 
in the IBA approved formats should  be 
submitted by the borrowers. 
ii) Details of existing borrowing arrangements, if 
any, 

 
iii) Credit information reports from the existing 
bankers in IBA format onthe applicant Company, 
and 

 
iv) Financial statements and borrowing 
relationship of Associate firms/Group 
Companies. 

 
v) In this connection, while reviewing the fraud 
cases, the committee of executives on high value 
frauds has advised that while carrying out the 
appraisal of the borrowing unit, the operating 
functionaries should ensure that opinion reports 
on Group Companies must be taken for at least 
50% of the number of Group Companies, or 
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should cover 75% of the amount of Group 
assets/liabilities. 

 
The ‘Application’ completed in all respects and 
signed by the authorized signatories of the 
Company will form the basis for the detailed 
appraisal of the project. 

 
 

A. Credit risk rating: Draw up rating for 
Borrower’s Rating and Facility. Rating as per the 
applicable CRA Model. 

 
B. Opinion Reports: Compile opinion reports 
on the company, partners/promoters and the 
proposed guarantors. (Formats for compiling 
opinion reports and other guidelines have been 
provided in Circular number CCO/CPPD- 
ADV/103/2014 – 15 dated 25.09.2014. The Circular 
gives two formats, one for loans upto Rs. 25.00 
lacs and the other for loans above Rs. 25.00 lacs) 

 
C. Existing charges on assets of the unit: If a 
company, report on search of charges with ROC. 

 
D. Structure of facilities and Terms of 
sanction: Fix terms and conditions for 
exposures proposed - facility wise and overall: 

 
 Limit for each facility – sub-limits 
 Security - Primary & Collateral, 

Guarantee 
 Margins - For each facility as applicable 
 Rate of interest 
 Rate of commission/exchange/other 

fees 
 Concessional facilities and value 

thereof 
 Repayment terms, where  applicable 

(For term Loans – Repayment 
programme may also be spelt out 
stating total loan period including 
moratorium period, no of installment 
and amount of each installment. 

 ECGC /CGTMSE covers where 
applicable 

 Other standard covenants (As per 
Circular number CCO/CPPD- 

ADV/143/2015 – 16 dated 07.01.2016,  the 
standard covenants have been reviewed. 
They have been bifurcated into 
Mandatory Covenants [15 in number] 
and Mandatory negative Covenants [16 
in number]. In all, there are total 31 
covenants) 

 
E. Review of the proposal: Review of the 
proposal should be done covering 
(i) strengths and weaknesses of the exposure 
proposed 
(ii) risk factors and steps proposed to mitigate 
them 
(ii) deviations proposed from usual norms of the 
Bank and the reasons therefore. 

 
F. Proposal for sanction: Prepare a draft 
proposal in prescribed format with required 
back-up details and with recommendations for 
sanction. 

 
Other Due diligence steps to be  taken  as  a 
part of pre-sanction process 

 
a. Verification of audited financials: As part 
with those available on the website of Ministry 
of Corporate Affairs. 

In respect of those companies whose 
audited financials are not available on the 
website for any reason, an independent 
confirmation should be obtained from the 
Chartered Accountant firms directly by e- 
mail/fax to ensure genuineness of their 
certification and the fact of receipt of such 
independent confirmation should be recorded in 
the proposals in the format ‘S’/’AS’. 

 
The instructions are contained in Circular 
number CCO/CPPD-ADV/11/2015 – 16 dated 
23.04.2015. 

 
b. Verification of major items of Profit & 
Loss account and Balance Sheet: As per 
instructions contained in Circular number 
CCO/CPPD-ADV/87/2015 – 16 dated 11.09.2015, 
verification and cross checking of major items of 
Profit & Loss account and Balance Sheet have to 
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be done with the regulatory returns, for 
validation and ensuring their genuineness and 
acceptability. The details can be taken from the 
referred circular. 

 
c. Pre-screening of New Connections: As a 
measure of enhanced due diligence in respect of 
prospective new connections where our 
estimated exposure is Rs.5 crore or above 
(aggregate of fund based and non-fun based 
exposures), the Bank has entered into an 
agreement with a service provider (M/S Cubic 
tree Technology Solutions Pvt. Ltd.) for pre- 
screening services. 

 
The arrangement envisages, essentially, quick 
pre-screening of prospective borrowers – a move 
that would supplement and strengthen, and not 
substitute or replace, any of the existing due 
diligence procedures which are already in place. 

 
Details are provided in Circular number 
CCO/CPPD-ADV/146/2014 – 15 dated 30.12.2014. 

 
d. i-Probe: Through this application, it is 
possible to ascertain whether the key persons 
mentioned in a new loan application are 
associated with any of the existing bad loans at 

any of the branches of SBI. The search is 
mandatory for all loan applications for Rs.10 lac 
and above. Details can be taken from Circular 
number CCO/CPPD-ADV/85/2013 – 14 dated 
04.10.2013. 

 
e. Due diligence on guarantors: With a view 
to streamlining procedures, and bringing in 
uniformity of approach, guidelines have been 
laid down for ensuring proper scrutiny / due 
diligence in respect of Guarantors (individual as 
guarantor, corporate entity as guarantor, 
NRI/PIO or OCI (overseas citizen of India) as 
guarantor, non-individual overseas entity as 
guarantor & third party guarantors). 

 
Details have been provided in Circular number 
CCO/CPPD-ADV/43/2015 – 16 dated 30.06.2015. 

 
Handbook on Pre & Post sanction Due 
Diligence in Advances: Bank has come  out 
with an excellent handbook on Pre & Post 
sanction due diligence in advances.  It 
contains an illustrative  checklist  of activities 
to be undertaken step by step in the Pre 
sanction area as well as in Post sanction  area 

 
 

 
S.No Activity 

 
1 Wherever prescribed, has loan application complete in all respects been obtained on the 

standard format? 

 
2 

Have KYC documents along with photos of 
Proprietor/Partners/Promoters/Directors/Guarantors been obtained and verified? Has the 
official who has verified the documents subscribed his signature with name and SS No, on all 
documents as a token of such verification? 

 
3 Have copies of Wealth Tax/Income Tax returns of Proprietor/Partners/Promoters/Guarantors, 

duly verified with their originals, been obtained and kept on record? 

 
4 

Have Statements of Personal Assets and Liabilities been obtained from 
Proprietor/Partners/Promoters/Directors/Guarantors and Opinion reports compiled? 
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5 Do they have any past connections with the Bank? 

 
6 

Have copies of Partnership deed/Trust Deed/Registration Certificate from Registrar of 
Societies/Certificate of Incorporation/Memorandum & Articles of Association etc been 
obtained? Have they been verified with originals? 

7 In case of Public Limited Co, has Certificate of Commencement of been obtained? 

 
8 Have copies of licences, permissions/approvals by Regulatory Authorities been obtained, 

wherever applicable? Have they been verified with originals? 

9 Has Pollution Control Clearance been obtained in applicable cases? 

 
10 Have copy of rating accorded by External Rating Agencies like ICRA, CARE, CRISIL, FITCH, 

SMERA or BRICKWORK been obtained for loans of Rs.5 cr and above? 

 
11 

Have reports from Credit Information Companies on the Firm/Company as well as 
Proprietor/Partners/Directors/Promoters/Directors been accessed and verified for their credit 
history? 

 
12 

Has CRILC site of RBI been checked for verification of borrowings with other banks and their 
status, for all loans of Rs.5 cr and above? 

 
13 Has a similar verification been done with the CIC defaulters’ list/ECGC Caution list/banned list 

of promoters (SEBI)/List of disqualified directors (MCA)/I-Probe search etc.? 

 
14 Have Credit Information Reports from the Firm/Company’s existing bankers been obtained and 

verified? 

 
15 Have VAT Registration/Annual VAT Returns from the beginning of the financial year upto the 

month, except in the case of exempted categories, been obtained? 

16 Has the complete project report been submitted by the unit? 

17 
Have audited financials for the last 3 years in case of existing Company along with the ITR been 
obtained? 

 
18 

Whether the financials have been verified with the website of the 
Ministry of Corporate Affairs? 

 
19 

Has an independent confirmation of Certification of Audited Financials been obtained by e- 
mail/fax from the Company’s auditors? 
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20 

 
Have the details of Banking arrangement been included in the CMA data submitted by the unit? 

 
21 In respect of new units, has the estimated/projected balance sheet 

been submitted? 

 
22 

 
Is the project business level as per the industry average? 

 
23 

Has CMA data duly signed by the authorized functionary, incorporating financials of past three 
years, estimates and projections for CC limit for next financial years & for the entire 
duration of TL, been obtained? 

 
24 

If term loan has been tied up with any FI or other lender(s), have the details along with a copy 
of the sanction letter been obtained? 

 

25 

In respect of suppliers of machinery, have opinion reports been obtained from their bankers? 
Have original copies of invoices, quotations, arrangement of after sales services etc., been 
obtained? Have reports from D & B/any other accredited agency of repute been 
obtained? 

 
26 

If some portion of expenditure has already been incurred, has the necessary proof been 
obtained? 

 
27 

 
Have Quality Control arrangements/copies of certification (ISO Certificate) been obtained? 

 
28 

 
Has schedule of implementation been called for? 

 
 
 
 
 
 

29 

Have the details as under been obtained for the purpose of appraisal? 
Proprietor/Partners/Promoters/Directors’ name, father/spouse’s name, address, telephone no., 
Mobile no, Mail id, Academic qualification, Experience, Functional 
responsibilities in the unit, Capital/Loan contribution in the unit, any other concern with which 
he/she is associated with particulars of the position held in that company, any 
litigations pending against him/her etc. 

Qualification and experience of key managerial and technical staff. 
Availability of Power, Water, Labour, Raw Material, transport etc. 
Details of manufacturing process and technology employed. 
Marketing arrangement, major players in the market, the units Unique Selling Proposition, any 

strategies implemented for promotion, etc. 
Orders on hand 

 
30 

Have the details of associate concerns, along with their bankers details and CIRs from their 
bankers been obtained? 
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31 

 
Has opinion report on the suppliers from their Banks been obtained? 

 
 

32 

Where immovable properties are offered as security, have all necessary documents viz., 
(a) Photocopies of Original Sale Deed/Gift Deed 
(b) Mutation Order 
(c) Latest Tax paid certificate 
(d) Non-encumbrance certificate etc., been obtained and verified with originals? 

 

33 

a. Where immovable property proposed as security is leased by the company/firm, does the 
lease agreement provide for the proposed mortgage? 
b. Where immovable property of any third party is proposed as security, has the relationship 
with the third party been ascertained? 

 
34 

Has search been conducted with Registrar of Companies for the verification of existing charges 
on the assets of the unit? 

 
35 

Has no objection certificate been obtained from the existing lenders, for ceding pari passu 
charge, wherever applicable? 

 
36 Have copies of liquid collaterals like LIC policies, NSCs/KVPs/Fixed Deposits etc been obtained 

and verified? 

 
37 

 
Has legal opinion from Panel Advocate been obtained on the Primary/Collateral security? 

 
38 Has Valuation Report from our panel valuer been obtained for all properties offered for 

mortgage? 

 
39 

If any corporate guarantee of some group company is proposed, whether the company is 
authorized to furnish guarantee? Has its Net Worth been ascertained? 

 
40 

In respect of taken over accounts have the copies of original sanction, list of documents with 
the existing bankers, Credit Information Report from the existing bankers, Bank Account 
statement for the last 12 months, etc been obtained? 

 
41 

Has an independent visit to the property (not along with the borrower) proposed to be 
financed/proposed as security was carried out and landmarks to the property been noted in the 
records? 

 
42 Have discreet enquiries been made with local persons to ascertain the ownership of the 

property? 

 
 

43 

In respect of open land, has an independent visit been made along with the local Ameen to 
ascertain genuineness of the land vis-à-vis Plot No., Dag No., khatiyan No. etc., as recorded in 
title deeds and other relevant documents? Have the following verifications been done and 
noting kept on record? 
a. Is the land a contiguous plot of land or is it in scattered pieces? 
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 b. Is the land properly demarcated and bound with pucca boundary 
wall? 
c. Is the land land-locked? 
d. Is there proper access to the land by a road physically as well as in 
approved plan? 

 
 
 
 
 
 

44 

If the property to be financed or proposed as security is a flat, have the following details been 
verified and proper record maintained? 
a. Is it an independent flat (i.e. it has a separate and independent entry; not through another 
flat). 
b. Is the flat rented out? If yes, name of the tenant and duration of his tenancy to be recorded 
c. If two or more flats are modified and made into one apartment, are all of these mortgaged to 
the Bank? 
d. If two or more flats are amalgamated, then has this been authorized by and approved in 
writing by the residential society of the flat owners and the Municipality? 
e. Is the flat rented out, partially or wholly? 
f. Has the flat been constructed as per the sanctioned plan? 
g. Is the upkeep of the flat proper? 

 
 
 
 
 

45 

If the property to be financed or proposed of security is a leased 
property, have the following details been verified and proper record 
maintained? 
a. Is the lease a Government lease? 
b. In case of Govt. lease, has NOC from concerned Govt. office been obtained by the borrower, 
to mortgage the property? 
c. If the leased property is not Government lease, is the lease deed accompanied by Original 
Mother Deed? 
d. Has the mortgage been done by the lessor on Original Mother Deed? 
e. Has the lessor been taken as Guarantor? 

 
 

46 

If the property to be financed or proposed of security is a building, have the following details 
been verified and proper record maintained? 
a. Is the building rented out, partially or wholly? 
b. Has the building been constructed as per the sanctioned plan? 
c. Is the upkeep of the building proper? 

 
47 In Kolkata, Howrah and other municipalities of West Bengal, from the appearance of the 

building/structure, has it been ascertained if it is a Thika Tenancy Land? 

 
48 

 
Has is it been ensured that mutation of the property in the name of the owner done? 

 
49 

 
Has conversion of the property use been done? Is the conversion certificate available on record? 

 
50 

Has it been verified as to whether there will be any challenges in enforcing the property (i.e., 
taking possession, selling, etc)? 
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The detailed product wise SME LOS manual is 
given in SBI Times→Department 2→ 
LLM/LOS→SME LOS (learn more). 

 
The processing of loan application will  be 
done in various stages. These are queue and 
application will move across  these queues. 
This is illustrated in the below flowchart. 

 
Generic Process: 
1. All the fields coloured in yellow are 
Mandatory fields i.e. data on the  screen will 
not be saved if any of these mandatory filed is 
left unfilled. 

 
2. Application after its movement from one 
queue to another queue will be available in My 
Team Queue of the present officer. 

3. User has to move the application from ‘My 
team’ Queue to Personal Queue before 
processing the application. 

 
4. Auto Populated fields which cannot be 
edited, are displayed in grey colour. 

 
5. All the completed tasks are highlighted in 
Green colour. 

 
6. User can use the workflow to complete the 
tasks where each task is scheduled in 
sequence. 

 
7. User can view screens entered in previous 
task/queue by navigating through the tabs 
available 

 
 

LOGGING INTO SME LOS: 
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SOURCING STAGE: 
Under My Team Queue, enter Application 
Number in Application Number textbox and 
select View Application as “My Own Branch” 
then Click on Enquire. 

 
User should be able to view the application they 
have created. Check the application Number and 
click on “Move to My Queue”. 

 
 

The Application should be moved to Personal 
Queue of that particular user. 

 
User should be able to view the application by 
clicking on 
Queue>Personal Queue 

 
For further processing, click on Application 
Number. The Application will open up. 

 
After the Application is opened, Summary screen 
will be displayed which shows all the necessary 
information entered while creating an 
application. 
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Click on Workflow tab to view the tasks under Sourcing Stage queue. 
 

 

 

All the stages under workflow have to be 
completed. Once a task is completed the icon on 
the right will turn “GREEN” 

 
 

CREDIT ANALYST 
When the proposal is moved to the users 
personal queue, following the sequence of 
workflow, similar to the above displayed manner 
will be self explanatory. 

 
ACCOUNT OPENING: 
OPENING OF ACCOUNTS AND OTHER 
REQUIRESMENTS WILL BE DONE THROUGH 

SME LOS ONLY STILL INCASE ANY 
ACCOUNT IS REQUIRED TO BE OPENED 
MANUALLY FOR LIMIT 

 
 
 

TO BE GIVEN MANUALLY, GUIDELINES ARE 
MENTIONED BELOW: 
1. For opening a CC or OD account in B@ncs24, 
an appropriate Product Code must be selected 
before proceeding to open the account: 
To create a CC/ OD Loan account we should first 
create either a new CIF (Customer Information 
File)  Number  or  use  an  existing  CIF/ Account 
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Number of the concerned Borrower. For creation 
of CIF No/ Account No, refer to the Chapters on 

CIF Creation or Account Creation. 

 

 

 

I. Select Menu: Deposit/ CC/ OD Accounts &  Services Create New CC / OD Account from the 
Menu List. 
The Screen \\ SCR:002013pmt CIF: Create Account Prompt appears. Enter the CIF No/ Account No 
in the Field „Existing CIF/ Account No‟ 
 

Setting Up the  Limit: 
 

STEP  1: Go to the menu Deposit/CC/OD  Accounts  &     Services Create CC  /  OD  Limit and 
Details. 

 
STEP 2:    The    screen     \\ SCR: 002009 Deposits: Create Overdraft Details appears 

 
. 
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STEP 3 :SCR:002015 Deposits: Record additional details for CC/ OD accounts appears for entry of 
Additional Details. 

 
## Referral for Recommendation. The next stage is the CC/ OD Accounts Referral. 

 
STEP 1: Go to Menu: Deposit/ CC/ OD Accounts &  Services CC/ OD Sanction Process CC/OD 
Referral. 

 

 

 
STEP 2: Screen: \\SCR:007059 CC/ OD Account Referral appears. Enter the Account Number. If you 
do not remember the account number, use the „Search‟ function. Click on the 'Transmit' button. 

 
STEP 3: Now the Screen: \\ SCR:007109 CC/OD Account Referral  appears 

 
##Acknowledgement by Referred Officer: The Supervising Officer to whom the account is referred 
to has to login with his User ID and PW and acknowledge the referral. If the Officer does not 
acknowledge, the process gets stalled. 

 
STEP 1: Choose Menu: Deposit/ CC/ OD  Accounts &   Services CC/ OD Sanction  Process CC/ 
OD Referral Acknowledgement. 

 
STEP 2: The Screen \\ SCR: 007060 „CC/OD Account Referral Acknowledgement‟ appears. Enter 
the Account Number and Click on “Transmit”. 

 
STEP 3: The Screen \\ SCR: 007110 CC/OD Referral Acknowledgement  appears. 

 
## Limit Approval: Once the Account is opened, the Sanctioned Limit has to be approved. 

 
STEP  1: Choose Menu: Deposit/  CC/  OD  Accounts  & Services CC/  OD Processing CC/ OD 
Approval. 

 
STEP 2: The screen \\ SCR: 002420 „CCOD: Limit  Approval”. 

 
Acceptance  is  to  be  recorded  using  Menu:  Deposit  CC/  OD  Accounts  &     Services CC/  OD 
Processing CC/ OD Acceptance. The Screen \\ SCR: 02430 “CC/OD: Acceptance” is  displayed. 
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## CC/ OD Control Referral: (to be done after Limit Approval transaction) 
At the Referring Officer‟s  terminal 

 
STEP  1:  Menu:  Deposit/  CC/  OD  Accounts  & Services CC/  OD  Sanction Process CC/ OD 
Referral 

 
STEP 2: The screen \\SCR 7059 – CC/ OD Account Referral appears. Input the Account Number to 
be sent for Control Referral. 

 
STEP 3: The screen \\SCR 7109 “CC/ OD Account Referral” is  displayed. 

 
STEP 4: At the terminal of the Officer to whom the Control Report has been submitted - CC/ OD 
Referral Acknowledgement: Menu: Deposit/ CC/ OD Accounts & Services  CC/  OD Sanction 
Process     CC/ OD Referral  Acknowledgement. 

 
STEP 5: The screen \\SCR 07060 “CC/ OD Account Referral Acknowledgement” is displayed. 

STEP 6: The Screen \\SCR 07110 “CC/ OD Referral Acknowledgement” is  displayed 

 

 
STEP 7: 
CC/ OD Acknowledgement Pending Enquiry: Menu: Deposit/ CC/ OD Accounts & Services   CC/ 
OD Sanction Process CC/ OD Ack Pending Enquiry The screen \\SCR: 00475 – Enquire Pending 
Referral on Teller Number appears. 

 

STEP 8: The Screen \\SCR 09726 „CC/ OD „Pending Referral enquiry on Teller number 

STEP 9: The screen \\SCR 07110 „CC/ OD Referral Acknowledgement  appears. 

Creation of Security :- 
 

Choose   Menu:   DL/   TL   Accounts   & Services Security   (Primary/   Collateral) Customer 
Create Create Security. The Screen \\ SCR:062000 „CIF: Create Account‟ appears. 
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The Screen \\ SCR:062040 CIF: Create Collateral Details appears 

Screen: \\ SCR:062140 „CIF: Create Collateral  Stocks 

 

 
At the Authorising Officer’s  terminal: 

 
STEP   1:  Select  “DL/   TL   Accounts  &  Services Security   (Primary/  Collateral) Customer 

Amend/   Enquiry   /  Authorise Authorise   Security   Screen   \\   SCR:067158   CIF: Authorize 
Collateral appears. 

 
Enter the Collateral Number, noted down in the previous step while entering the Security details, and 
click on “Transmit”. Screen \\ SCR:067157 CIF: Authorize Collateral appear. 

 
STEP 2: Select “Action” as “U: Authorize‟. The authorising officer has to Input his “User-ID” and 
“Password” and Click on “Transmit”. 

 
STEP 3: Queue Reference Number is generated and the transaction is sent for authorisation  by 
another official. On authorisation, OK message is displayed. 

 
##  Entering Subsequent Stock  Statements: 

 
STEP   1:  Select  DL/   TL   Accounts   & Services Security   (Primary/  Collateral) Customer 

Amend/ Enquiry / Authorise Amend/ Enquiry Security 
 

STEP 2: Enter the Collateral Number, generated while creating the security of Stock Statement for the 
first time for the Cash Credit Account, in the field „Collateral Number‟ and click on „Transmit‟. This 
number can be enquired by inputting account number at „DL/ TL Accounts & Services Security 
(Primary/ Collateral)     Customer     Amend/ Enquiry / Authorise     Enquiry Security   Summary 

 
STEP 3: Screen \\ SCR:067040 CIF: Amend/ Enquire Collateral Details appears. Change/ Enter the 
„Commencement Date‟. By default the system will reflect the old date, if proper commencement date 
is not input DP may expire and outstanding may become irregular. Input “Expiry Date”. 
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STEP 4: Select “Action” as “Amend” and click on “Transmit” button. OK message is displayed but the 
same screen remains. 

 

 

 
STEP 5: In the same screen, now select the „Action‟ as „Details‟ and click on „Transmit‟ button. 
Screen \\ SCR:062140 CIF: Create Collateral Stocks Detail is  displayed. 

 
STEP 6: Enter the new value of stocks and other details as per the stock statement, as discussed in 
Steps 21 – 23 under Creation of Security. 

 
STEP 7: Select the “Action” as “A: Amend” and click on “Transmit‟ button. OK Message is displayed. 

 
STEP 8: Authorise the amended stock details as discussed in the section on “Authorisation of 
Security”. 

 
CC/ OD: Review/ Renewal of Limit: Review / Renewal of CC / OD Accounts can be diarised through 

Menu: Common Processing Account Review / Renewal Setup Profile and actual Review/ Renewal 
Date can be entered using Menu: Common Processing     Account Review / Renewal  Details. 

 
The Review/ Renewal Date, as entered through the above-mentioned menu is used for NPA tracking. 
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For the purpose of Review/ Renewal of CC/ OD Accounts, the renewal data can be obtained through 
the Customer Evaluation Enquiry, using Menu: Customer Management ”Enquiries” 

 
Customer Evaluation Enquiry. The relevant Data gets collected from the date of opening of Account 
in the CBS if “Customer Evaluation Reqd.‟ flag is set to “Yes‟ while creating CIF. Otherwise, the data 
gets collected from the date “Customer Evaluation Reqd.” flag is amended to “Yes”. CC/ OD: 
Cancellation of Limit: CC/ OD Limit can now be cancelled by entering the current date in the field 
“Limit Expiry Date‟, using Menu: Deposit/ CC/ OD Accounts & Services   Amend   Deposit/ CC/ 
OD Account; Option 4: CC/ OD Limit  Details. 

 
a. For Cash Credit D.P. is to be given in CBS on submission of Statement of Stocks/Receivables/Value 
of Work order in progress etc. 

 
b. For Term Loan Disbursement Schedule is to be created in CBS. 

 
c. Repayment Tenor is to be fed into CBS including Moratorium period. After full disbursement of 
Term Loan EMI/PEP is to be fixed. 

 
d. Hypothecation Charge /EM Charge upon Immovable property to be registered or be Modified (in 
case of extension) in CERSAI Site. 

 
e. Screen Shot of Collateral/Lien and CERSAI are to be retained with Loan Document. 
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f. Insurance of Primary (Stocks of full value & Immovable Property less than value of land) /Collateral 
Security (Immovable Property) are to be done preferably with SBI General and is to be fed into CBS. 

 
 

DL/  TL  Accounts  &  Services Security  (Primary/  Collateral) Customer Create Create 
Security. 

 
The Screen \\ SCR:062000 „CIF: Create Account‟ INSURANCE 
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g. Modification of Charge on Immovable Property for enhancement of limit /other facility and 
Hypothecation of Charge also be noted in CERSAI 

web portal :www.cersai.org.in(e-Circular No.CCO/CPPD-SARFAESI A/34/2016-17 DT.24.05.2016). 

CGTMSE 
Please refer to e-circulars on CGTMSE : 

• NBG/SMEBU-CGTMSE/7/2017-18DT09/05/17, 
• e-Circular Sl No 964/15-16 dt 02/11/2015 & 
• Sl No 307/2014-15 dt 24/06/14 

 
Go to the DL / TL Accounts & Services >> Loan Tracking >> Operations (019301) 

 
Key in account number on this screen and enter Select option number 1  “maintenance”  and 
“transmit , 

 
Select option number 4 “account creation” and transmit , 

 
On next screen select “Additional Laon details” and transmit,on next screen flag “yes” in the field 
whether covered under PCGS and transmit 

On next screen, fill up the following fields: Whether borrower covered by CGTMSE previously: YES 

CGPAN No. : (Here input the CGPAN no. already available at   branches) 
and also fill up all the mandatory filed: Enterprise Category Projected optimum sales Turn over Rs. No. 
of employees New or Existing unit,Industry Code,,Whether the unit assisted is owned and/or operated 
by women and then transmit. This process will flag the account in CORE for CGTMSE cover. 
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vi. Coverage of Loan under CGTMSE  /CGFMU/CGSSI 
 

CGTMSE -In order to keep the Guarantee Cover alive , Bank has to pay Annual Service Fees (ASF) to 
the Trust as on March 31 of each year, within 60 days, i.e. on or before May 31 of every year, the 
CGTMSE website generates the details of ASF payable by the Bank in respect of all guaranteed 
accounts every year, as on 31st March and send a hard copy of the DAN along with soft copy to 
Corporate Centre for centralized payment of ASF. Whole Bank level Payment of ASF as per the DAN is 
effected at Corporate Centre level by crediting the amount directly to CGTMSE account. Ultimately 
the ASF amount is being recovered from the concerned loan accounts. 

 
Operating official should enter the request for closure using the following option 

 
How to Enter Stock Statement in CBS: 
A Stock statement for a CC account is valid for 90 days from the commencement Date. 

 
The next stock statement must be recorded before 90 days from the earlier commencement date 
otherwise the system renders the account as NPA. 

 
The Stock statement to be entered as follows : 
CBS – DL/TL Accounts & Services – Securities (Primary/Collateral) – Enquiry Security 
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Collateral Authorisation: 

DL / TL Accounts & Services -Security (Primary / Collateral) – Customer -Amend/Enquire/Authorize - 
Authorize Security System will display “\\SCR:067158 CIF: Authorize Collateral” Enter the Collateral 
Number noted earlier while creation of the security. 

IMPORTANT 
If as per terms of sanction, Stock Statements are to be submitted at a periodicity other than monthly 
intervals, this must be defined in the System by declaring holiday for the respective arrears condition 
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4.2.4 POST SANCTION CREDIT PROCESS 

(i) Illustrative check-list of activities to be
undertaken by operating units

Immediately on sanction of a loan: 

1. Have the agreements been executed by the
borrower as per the terms of sanction? Have all
of them been filled up not leaving any blanks?
2. Was it ensured that the required stamp duty
has been paid on the documents executed?

3. Have photographs of borrowers wherever
stipulated been obtained and authenticated by
the authorized official?

4. Have name and place of execution been
recorded on the documents?

5. Has witness letter been obtained in respect
of illiterate borrowers?

6. Has Company’s seal (wherever applicable)
been affixed on all the documents?

7. Have all the documents executed been noted
in the document execution register?

8. Have all the documents required to be
submitted by the borrower been obtained?

9. Has it been ensured that all the
licenses/approvals required for the project, have
been asked for and copies kept on record?

10. Has the charge (hypothecation/mortgage)
over the assets of the unit/guarantors in favour
of the Bank been created as stipulated in the
sanction? If done, has the
same been filed with the Registrar of Companies
(wherever applicable) for noting in their books?

11. In such cases where the mortgage is to be
created at a later date, has the date been diarised
for follow up?
12. Has noting of EM been done? ( wherever
required by State Law)

13. Has the mortgage of landed property been
registered with the Central Electronic Registry
(CERSAI) through their web portal?

14. Has the self contained EM confirmation
letter from the borrower on a date subsequent to
creation of EM been received through registered
post and kept on record? Has the date of receipt
been recorded in the EM register?

15. Have the documents notifying the
Satisfaction of prior charge, if any, of other
lenders wherever applicable, been obtained and
filed with the Registrar of Companies?

16. In case of landed property obtained as
primary/collateral security, have No Objection
Certificate, Lien Confirmation Letter and also
share certificates from the housing societies,
wherever applicable been obtained and kept on
record?
17. Have all details of securities charged to the
Bank with their current value been entered in
CBS?

18. Has Consent been obtained from the
borrowers/guarantors for disclosure of
information to RBI/CICs in case of default?

19. Has letter been exchanged with borrowers for
recovery of charges on account of Unhedged
Foreign Currency Exposure?

20. Has consent of borrower been obtained with
regard to Unconditional Cancellability of limits?

21. Has the site visit been carried out before
disbursement of Term Loan and loan disbursed
as per terms of sanction?

22. In respect of disbursements representing
payments to suppliers of goods are the payments
being made through RTGS/NEFT to ensure
proper end use of funds? Are the receipts from
the beneficiaries obtained and kept on record?
23. In respect of vehicle loans, has a copy of the
RC book, Invoice and Insurance policy with the
Bank’s hypothecation charge noted thereon,
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along with blank transfer forms been obtained 
and kept on record? 

 
24. In case of acquisition of machinery, have 
quotations been obtained and reasonableness of 
prices quoted been independently 
verified/compared from the market and other 
sources? 

 
25. Have Opinion reports on the suppliers 
(domestic or foreign) of machinery been 
obtained? 

 
26. Are proofs of expenditure already incurred in 
the project on record? 

 
27. Have all assets charged to the Bank been fully 
insured with Bank’s interest noted thereon? 

 
28. Have the required documents for release of 
subsidy/refinance, wherever applicable, been 
filed with the appropriate authority by the 
borrowable unit? 

 
29. Have the required documents for coverage 
under ECGC/CGTMSE etc., been filed with the 
agency concerned? 

 
30. Has intimation regarding start date of 
installment been sent to the borrower? 

 
31. Has the Bank’s board been displayed at a 
prominent and appropriate place in the 
borrower’s premises to notify the public about 
the Bank’s charge over the assets of the unit? 

 
 

Ex: Stocks hypothecated to  SBI 
 

At Monthly Intervals :- 
1. Has the Stock statement been obtained from 
the unit and fresh DP fed in CBS? 

 
2. Has the monthly inspection of stocks been 
carried out and compared with the Stock 
statement? 

3. In respect of manufacturing units, whether 
the production is going on uninterruptedly? 

 
4. Are the power bills in line with the estimated 
production level? 
5. Has the Monthly Statement of Select 
Operational Data been obtained and analysed to 
monitor the operations of the unit? 

 
6. Have the irregularity reports for the month 
been put up to the appropriate authority? 

 
7. Have you scanned the operations in the 
accounts (Debits and credits) to ensure that the 
volume of purchases and sales being routed 
through the account are commensurate with the 
business levels projected? 

 
8. Has the Review of Standard Assets been 
conducted (for CAG accounts)? 

 
9. Has a letter been sent to the top five debtors 
of our borrowers indicating the amounts 
receivable from them? 

 
10. Are monthly statements submitted to ECGC 
promptly to ensure coverage of outstandings in 
eligible export credit exposures? 

 
 

At quarterly intervals :- 
 

1. Has the FFR 1 in respect of all industrial 
borrowers as well as trade clients and large 
agricultural advances been obtained from the 
borrowal unit, analysed & reported to the 
appropriate authority? 

 
2. Has Stock audit been conducted for eligible 
accounts? Have the observations of Stock 
Auditor been shared with the Company and their 
comments recorded thereon? 

 
3. Has site inspection been carried out In 
respect of all large projects stage  wise, during 
the project implementation stage up to the 
commencement of commercial production, by 
the Manager of the Division/Branch Manager / 
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CM (Maintenance) / RMME / Relationship 
Manager at quarterly intervals, toverify the 
physical progress of the project (as indicated by 
the borrower in the periodic progress reports) 
vis-à-vis the project implementation schedule? 
4. Have the Quarterly working results in 
respect of listed Companies been reviewed and 
put up to the Appropriate Authority? 

 
 

At Half-yearly Intervals :- 
1. Has FFR II in respect of all industrial 
borrowers as well as trade clients and large 
agricultural advances been obtained, analysed 
and reported to the appropriate authority? 

 
2. Has verification of Credit Information 
Reports from Credit Information Companies, in 
respect of advances with CRA SB 11 & worse 
irrespective of IRAC status and in respect of 
advances with IRAC Status SMA 1 & 2 
irrespective of internal rating, been carried out? 

 
3. Has half-yearly inspection been conducted by 
the Manager of Division/Branch Manager / CM 
(Maintenance) / RMME / Relationship Manager 
assisted by the concerned field officer /RMSEs / 
Customer Account Managers /  Service Officers 
at AMTs for units where term loans/other term 
assistance are granted as stand-alone facilities or 
granted along with working capital facilities? 
(This should be done till the repayment of the 
last installment ) 

 
4. Have units with large limits been visited by 
the Branch Manager (applicable in respect of 
Special Branches IFB, SSI branch, AGRI Business 
Branch, etc.)? 

 
5. In respect of large projects, have the half- 
yearly progress reports been obtained from the 
date of commencement of commercial 
production and compared with initial project 
report? 
6. Has stock audit been conducted in respect of 
all accounts required to be covered? 

7. Has review of term Loans, which are 
irregular been done? 

 
8. Has the certificate from Chartered 
Accountant about the actual level of receivables 
& the age-wise break-up been obtained, in case 
of all units enjoying post-shipment credit of 
Rs.10 cr and above and CRA below SB 10? 

 
9. Has a Declaration been obtained from the 
corporate borrowers with details of accounts 
held by them with other Banks? Have the details 
of investments in stock markets, mutual funds, 
NBFCs, ICDs, associate companies, subsidiaries, 
real estate, etc. made by the company also been 
obtained and kept on record? 

 
10. Has dynamic review of internal rating been 
carried  out  for  all   borrowers    with 
aggregate limits of Rs.1000 cr and above? 

 
 

At Yearly intervals :- 
1. Have all Working Capital limits been 
renewed? 

 
2. Has review of all Term Loans been 
conducted and put upto appropriate authority? 

 
3. Has search with the Registrar of Companies 
on the charges noted against the assets of the 
borrowal unit been conducted and commented 
upon in the review/renewal proposals? 

 
4. Has a search been made in the CRILC site of 
RBI to know the indebtedness of the borrowal 
unit with the entire Banking system and status of 
accounts with other Banks and the same 
commented in the proposals? 

 
5. Have the Reports from the Credit 
Information Companies on borrowers and 
guarantors been verified at the time of review 
and renewal and commented upon in the 
proposal? 
6. Has Stock audit been conducted for all 
qualifying accounts? 
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7. Has renewal of all insurance policies been 
done and entered in CBS? 

 
8. Have the premium payment been done to 
maintain the cover under CGTMSE/ECGC etc...? 

 
9. Have all applicable charges/fees/penalties etc 
been recovered as per extant instructions 
ensuring no income leakage? 

 
10 Have Opinion Reports been compiled and 
updated for borrowers in CAG, MCG, SME and 
before migration of accounts to SAMG? 

 
11. Have all Statutory dues including EPF been 
paid by the borrower and aCertificate from their 
auditors been obtained confirming the same? 

 
12. Has debit confirmation been obtained and 
kept on record? 

 
 

As per sanction terms  :- 
1. Are all control reports for all 
sanctions/renewals/deviations etc in place and 
kept on record? 

 
2. Has inspection of the unit been carried out at 
stipulated intervals as per terms of sanction? 

 
3. Is timely payment of installments as per 
sanction terms being monitored? 

 
4. Is a Daily list maintained for obtaining of 
revival letters and recording due dates of bills, 
insurance policies, submission of financial 
statements and stock statements, renewal of 
limits, payment of installments of term loans, 
dates of hearing in respect of suits filed accounts? 
Is the Daily list being scrutinised regularly for 
initiating required action and  borrowers 
reminded wherever necessary at the appropriate 
time? 
5. Is the Valuation of landed securities under 
mortgage to the Bank being carried out at 
stipulated intervals? 

6. Are the Consortium meetings in which our 
Bank is the Lead Bank being conducted at 
stipulated periodicity? 

 
7. Are Consortium members advised of the 
proportionate DP from time to time? 

 
8. Is it verified if the unit is routing funds 
through any other bank or other members of 
consortium without the prior permission of the 
lender? 

 
9. Is follow up for review of ECR diarised? 

 
10. Is the interest being adjusted in respect of 
lapsed ECRs on par with UNRATED? 

 
11. Is the interest rate being reset in respect of 
units where the ECR is downgraded? 

 
 

4.2.5 SME LOS : LOAN Renewal and Review 

Application is split into following stages: 
(1) Sourcing 
(2) Credit Analyst (Processing) 
(3) Field Officer(Processing) 
(4) Appraisal Officer (Processing) 
(5) Assessment 
(6) Additional Assessment, if reqd. 
(7) Sanctioning Authority 
(8) Controller 
(9) Document Executor 
(10) CBS Executor Maker 
(11) CBS Executor Checker 

 
Note: Amount format (Absolute, lacs etc.) 
message is displayed on each page. Please input 
amount accordingly. 

 
 

Log-in: Log in to CBS with CBS user Id and 
Password. Click Icon “SME LOS” on  CBS  log- 
in screen. You will land to “Welcome to Loan 
Origination System”. Click “Proceed”. 
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#      STAGE 1. Select Role: Sourcing 
 

(a) Application creation 
 
• Click Loan Processing Icon and then Create 
Application. 
• Type of Proposal: Select as applicable 
Review or Renewal 
• New screen will appear; Enter 
„CIF/Account Number‟ field. Click „Enquire‟ 
button 
• If no record found in LOS: Click „Yes‟ 
checkbox, Click Submit button. All CIF/Account 
related data for Unit will be fetched from CBS. 
You will come to 1st page 
• Factory Address: - If factory address is 
same as unit address, click “check box” and data 
will be copied, otherwise enter details. 
• Corporate Office address:- If required, 
click show/hide. If the address is same as unit 
address, click “check box” and data will be copied, 
otherwise enter details 
• Enter other details. Click “Submit”, the 
application no. will be created 

 
• New screen (Summary) opens, Click top 
menu “Work flow”. A list of tasks will appear on 
the page under „task‟ tab. After clicking on each 
task and completing the same, click on Close task 
option, user will be lead to next task in workflow. 

• Click “KYC CIF Pro/Dir”. Click “Add”. For 
Existing Customer, Enter Personal CIF details of 
proprietor/partners/directors/guarantors and 
Click “Go”, CIF data will be fetched from 
CBS. Enter other details and „Save‟. One by One, 
Add KYC details of all other applicable 
Partners/Directors/Guarantors. (Amount on this 
screen should be in absolute INR). 

 
• In case CIF Not Available for 
Partners/Directors/Guarantors , select existing 
customer “No” and then enter CIF details and 
save. 
• Click “LOS Dedupe”, screen opens and all 
previous available applications with the same 
Name will appear. Click on Application Number 

for more details and get satisfied for genuiness. 
Select „Verification Status‟ as accept or reject. 
Click “save & close task”. (Note: If it is selected 
“Reject”, all the tasks will automatically will be 
closed and application  will  be  rejection 
queue.) 

• Click “Account Status”, screen  opens. 
Click „Fetch‟ to fetch existing accounts for 
facilities availed. Select “CC” facility and click 
„IRAC Status‟. IRAC status will be fetched. Fill 
other details. Enter Credit and Debit 
Summations  in  absolute  amount  for  CC.  Click 
„save‟ and „close task’ 

• Document enclosures: Click the task and 
click check box for documents to be enclosed 
along with proposals. To remove any ticked check 
box click “clear” against the said item. Click „save 
& close task’. 

• Collateral/TPG Guarantor:-Click the task 
and page opens. Click “Add” and Enter brief 
details of proposed collateral and save .You may 
add in case of more than one collateral TPG. Click 
“Add” and enter brief details of Guarantor. PAN 
validation may be done here for guarantor. You 
may add in case of more than one guarantor. Click 
“Save All” and “Close task”. 
• Guarantee Details: - Click hyperlink 
“Details” and input required data. Save and Close 
task 

• Click “Document Generation”, screen 
opens. Click „Generate Document‟. Options are 
available for View/Print. 

• Send for processing: After  completion of 
all the tasks, click “send for processing”. The 
Application will move to next stage parallel to 
“Credit Analyst” & “Field Officer” for processing. 
Sourcing stage tasks get completed. 

 
 

#    STAGE 2. Credit Analyst 
 
• Change the role as „Credit Analyst‟ at 
Enquiry screen. Click Icon “Queue” (left side), 
Click “Team Queue”Enquiry, Tick check box 
against the particular Application Number, Click 
“Move to my Queue” then click on “Application 
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Number”, and page will open. (Subsequently the 
application will be in Personal queue and enquire 
through Queue). 

• Click top Tab menu, “Workflow” and 
complete all tasks one by one. 

• Verify KYC for Pro/Dir: - Click the task, 
page opens. See KYC and in case of any 
discrepancies in ID and address, return to 
sourcing. Check other details, make amendments, 
if need. Close the task. (Task will come only when 
a new CIF data for partner/director/guarantor is 
added) 

 
• Enter Customer Information: - Click the 
task and enter details. Account details:- In case of 
amendment required for „ Last Renewal date‟ 
and „Validity of Last Renewal‟ for CC, click on 
Account no. of CC and do correction. Close the 
task. 

• RBI Defaulter: - As soon as task is clicked, 
it gives result on input parameters  of nameand 
full address. User may check on only Name or 
Address or Partner/Director namefor Defaulter as 
well as Wilful Defaulter. User to take the decision 
on findings. Close the task. 

• Credit Requirement: View existing and 
proposed exposure. In case of  any change 
required for Proposed amount, click on Facility 
(CC) and change then save. First “Save” and then 
“Close the task” 

• Enter Application Parameters: Select 
„Financial Required‟ as “Yes”, Year Format- 
“YYYY”, Current Year- “2015”, Previous  year (2 
for Renewal and 1 or 2 for Review) and projected 
year as per requirement. Estimated Financial 
Required: - “Yes” for Renewal and review. Save. 

• Financial Calculation: - Through Work 
Flow: - Click Financial calculation. Click “Profit 
&Loss”. Input P & L financial data. Select Year 
type on top as audited/ actual as per applicability. 
Save. 

• Liabilities: - After P&L, click „Liabilities‟ 
and input data and save. Input Net profit in 1st 
Year. Check Net-worth and adjust if requires. 

• Assets: - Click “Assets” and input financial 
data and save. Input Depreciation in 1st Year. 
Check Net block and for remaining years it will 
take its own.See Net Block and do adjustment if 
required in Gross Block. Click “validate” and do 
adjustments if balance sheet does not match. 

• Financial Calculation: Click “Financial 
calculation” and click Validate. In case 
ofmismatch of data for any year, go to relevant 
screen and do adjustments. Click“Financial 
Calculation”. 

• Estimated Financial: Click “Enter 
Estimated Financial” for previous year, new 
screen opens. Fill up all details. Click „save‟ and 
„close task‟ 

• Conduct of Account: Click “Conduct of 
Account”, new screen opens. Fill up all required 
details. Give Value of account (interest/Exchange) 
in amount format selected. Write  comments. 
Click „save‟ and „close‟ task. 

• Limit Info: - Through “Workflow”, Click 
“Limit Info”. Input “Less other sources fund”, 
Input “Limit Assessment” value, and cover period 
for receivables (Normally it is 90 days). Change 
Margin% if required. Write comments in the 
bottom text field if reqd. Save. 

• Enter Collateral Details: (Enter all values 
in absolute amount) Click „Fetch Existing 
Collateral Security‟to add the existing collateral 
from CBS. New screen opens, click „Collateral 
No.‟ hyperlink, new screen opens. Input 
applicable data and click „save‟. Field 
“Description for (CAM)” enters the details as you 
want to be written inappraisal note and security 
(SME) documents. Expiry date should be  given. 
At bottom, bifurcate percentage among all the 
facilities if the same collaterals to be shared. In 
case of single facility, it will be 100%. Save and 
Close. 
• Add Collateral: If some collateral like 
guarantor or primary is not available in CBS and 
hence not fetched, the same can be added here. 
• Guarantee: All guarantees (Personal or 
TPG) should be added. “Type ofcharge” is 
disabled 
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• Business Info: - Write about the brief 
history of Operations. Click „save & close task‟. 
User will lead to workflow screen 

• Now note the Application Number, click 
close and come to Enquiry screen in 
CreditAnalyst stage. Click “Credit Risk Rating” 
Icon (Left side), 

• Credit Risk Rating: - Click “Rating 
Generation”, Key Application Number and click 
“go”,particulars will auto populate. Select Rating 
model“Credit Scoring Model for Renewal 
proposals” and select “year” for which SME 
Smart Scoring is to be done. Click “Submit”. 

 
Now Click Tab “Business Score” and select 
scoring parameters. Click “Result” and click 
“Generate score”,application status and score be 
populated. Click “Detailed result” for view. After 
finishing, click the icon “Credit Risk Rating” 
again.Click Queue and then Personal queue. Click 
on the application number, page willopen. Click 
top tab menu, “Work flow” and click the task 
“Enter comments for creditgrade or score”. Write 
comments and save. Click „close task‟ 
• Note: Complete if other tasks are there in 
Credit Analyst stage (depending upon facilities 
selected). In case any change is required after 
completing the task, click top tab 
menu“Application”, then Customer Info or 
Financial Info and go to particular screen and 
makechanges as per needs. 
After all tasks completed, click “move to next 
Queue”. 

 
 

# STAGE 3. Field Officer  : 
 

(Enter Amount in selected amount format for 
TIR/ Valuation/ Opinion Report) 
• Change the role as Field Officer at Enquiry 
screen. Click Icon “Queue” (left  side), 
Click“Team Queue”Enquiry, Tick check box 
against the particular ApplicationNumber, Click 
“Move to my Queue” then click on “Application 
Number”, and page willopen. (Subsequently the 
application will be in Personal queue and enquire 
throughQueue). 

• Click top Tab menu, “Workflow” and 
complete all tasks one by one. 

• Enter Legal Clearance:- Click „New‟ 
button , Fill the details and save. Click „Close 
task‟. 

• Enter Valuation: - Similar like “Enter Legal 
Clearance”, fill details of valuation and click 
„Save‟ and „Close task‟ 

• Enter Technical feasibility: If applicable 
then select Yes otherwise “No” and rest other. 
Fields will be disabled. Save and Close task. 
• Enter Pre-sanction details: - Enter the 
pre-sanction details, Save and Close task. 

• Generate Document: -Click „Generate 
Document‟ .It can be viewed, printed. All reports 
are savedin “Documents” tab menu. 

• Complete Opinion Report:- Click then 
click on hyperlink “details”. Input the data and 
Save and close task. Generate the report. Can be 
viewed/ printed. Do same for remaining partners 
if applicable. 
• Complete Field officer task: After 
completion of all tasks in this menu, click 
“complete Field Officer Task Menu”. 
Application will move to next stage. 

 
# STAGE 4. Appraisal Officer: 
• Change the role as “Appraisal Officer” at 
Enquiry screen. Click Icon “Queue” (left 
side),Click “Team Queue” Enquiry, and Tick 
check box against the particular Application 
Number, Click “Move to my Queue” then click 
on “Application Number”and page willopen. 
(Subsequently the application will be in Personal 
queue and enquire throughQueue). 

• Click top Tab menu, “Workflow” and 
complete all tasks one by one. 

• Credit Memo: - Write the comments. If 
some fields are not applicable write Not 
Applicable or NIL. Click Savebutton and Close 
task button 

• Fee Calculations: System auto-calculates 
the fees as configured in masters. You  can 
override the system calculated fees by changing 
the fees in Concessional fees field. Click save & 
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close task button to save the details and close the 
task; workflow screen will appear 

• Enter pricing and Fees :- Make applicable 
changes in spread as per product requirements. 
Click Save and close task. 

• Enter Terms & Conditions: Enter details 
and Click save button. Close the task. 

• Generate SME Smart Score CAM: -Click 
“Generate Document”, view and print. This is an 
Appraisal Note forSanction. 

• Close Appraisal Officer Task: - Click yes 
button. The application will move into next stage 
i.e.“Assessment Officer”. 

 
 

# STAGE 5. Assessment  Officer 
• Change the role  as  “Assessment Officer” 
at Enquiry screen. Click Icon “Queue” (left side), 
Click “Team Queue” Enquiry, and Tick check box 
against the particularApplication Number, Click 
“Move to my Queue” then click on “Application 
Number” and page will open. (Subsequently the 
application will be in Personal queue and 
enquirethrough Queue). 

• Click top Tab menu, “Workflow” and 
complete all tasks one by one. 

• Assessment: Tick check boxes, it can be 
selected all at a time if you tick check box “select 
all”. Write comments. Tick “Move  to 
sanctioning authority” if Additional Assessment 
is not required, otherwise tick “Additional 
Assessment”. If selected “Additional 
Assessment” similar task is to be performed by 
Authorized person as per Business/Bank 
instructions. 

 
 

# STAGE 6. Additional Assessment  : 
• If required as per Bank ‘s instructions, do as 
Assessment officer task. 

 
Sanctioning Officer :- 
• Change the role  as  “Sanctioning Officer” 
at Enquiry screen. Click Icon “Queue” (left 
side),Click “Team Queue” Enquiry, Tick check 
box against the particular ApplicationNumber, 

Click “Move to my Queue” then click on 
“Application Number”, page will 
open.(Subsequently the application will be in 
Personal queue and enquire through Queue). 
• Click top Tab menu, “Workflow” and click 
Enter decision. 

• Enter Decision: Select the decision, and 
click save button. Loan is sanctioned and 
application will Move to next stage 

 
After sanction: Application moves in parallel to 
Document Executor and Controller. 

 
 

# STAGE 8. Document  Executor:- 
• Change the role as “Document Executor” at 
Enquiry screen. Click Icon “Queue” (left side), 
Click “Team Queue” Enquiry, and Tick check box 
against the particular Application Number, Click 
“Move to my Queue” then click on “Application 
Number” and page will open. (Subsequently the 
application will be in Personal queue and enquire 
through Queue). 

• Click top Tab menu, “Workflow” and click 
task one by one and complete”. 

• Generate Document: -Click Generate 
Document button to generate  the  document 
once documents get generated close task button 
will appear. If additional details for security 
documents are required to be entered task will be 
available for the same. 

• Generate SME-1. Other generated 
documents may not be applicable for 
review/renewal and hence can be left. 

• Complete Document Executor: - Click 
“Complete Document Executor” hyperlink, new 
screen will open. Click Yes button queue will 
move to CBS Maker. 

 
 

# STAGE 9. Controller  : 
• Change the role as “Controller” at Enquiry 
screen. Click Icon “Queue” (left side), Click 
“Team Queue” Enquiry, and Tick check box 
against the particular Application Number, Click 
“Move to my Queue” then click on “Application 
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Number”and page willopen. (Subsequently the 
application will be in Personal queue and enquire 
throughQueue). 

• Click top Tab menu, “Workflow” and click 
“Controller comments”. 

• Controller comments: Write the 
comments and click savebutton. Click Close task 

• Generate controller form:  -Click 
Generate Documentbutton. Controller can print, 
sign and send it to Branch astheir confirmation. 
Note: - It does not obviate from reviewing the 
hard copy of controlreport and sending back to 
the Branches. 

• Complete Controller:- Click. Application 
will move to next queue. 

 
CBS Executor This is in sync with CBS and 
person can perform the role similar to CBS here. 
Most of the Informationare already filled in the 
respective screens. 

 
 

# STAGE 10.CBS Executor  Maker: 
• Change the role as “Settlement Maker” at 
Enquiry screen. Click Icon “Queue” (leftside), 
Click “Team Queue” Enquiry, Tick check box 
against the particularApplication Number, Click 
“Move to my Queue” then click on “Application 
Number”,page will open. (Subsequently the 
application will be in Personal queue and 
enquirethrough Queue). 

• Click top Tab menu, “Workflow” and 
complete all tasks one by one. 

• Enter Renewal Details  for  CC:Click 
“Enter Renewal Details for CC” hyperlink in 
workflow screen, new screen will open. Click Edit 
button to enter the details; CCOD Account screen 
will display. EnterApproval Date, Renewal 
Frequency dropdown; click save button, 1st 
screen will appear, click close task  button  to 
close the task; workflow screen will be displayed 

• Enter Amend Limit Details for CC: Do 
same as „Enter Renewal Details for CC‟ task 
except you need to Enter Transaction Date, Exp 
Date, Limit 

• Enter Amend Account Renewal  Details 
for CC : Do same as „Enter Renewal Details for 
CC‟ task except you need to Enter Original 
Renewal Date, Renewal Start Date, Next 
Renewal Date and Actual Renewal Date fields 

• Enter Renewal Profile for Contingent:  : 
Do same as „Enter Renewal Details for CC‟ task 
except you need toEnter Approval Date and 
renewal frequency fields 

• Enter Amend Limit Details  for 
Contingent : : Do same as  „Enter  Renewal 
Details for CC‟ task except you need to Enter 
Transaction Date, Exp Date, Limit fields 

• Enter Amend Account Renewal  Details 
for Contingent : : Do same as „Enter Renewal 
Details for CC‟ task except you need to Enter 
Original Renewal Date, Renewal  Start Date, 
Next Renewal Date and Actual Renewal Date 
fields 

• Amend Collateral:Click Amend Collateral 
hyperlink in workflow screen; new screen will 
open. Click Details hyperlink new screen will 
open to amend or create collateral. Click Create/ 
Amend Collateral button to create collateral (in 
case if new collateral is added or new guarantee is 
added) or amend (if collateral is already created). 
On click of save button , Collateral screen will 
appear; click close task button to close the task 

 
 

# STAGE 11. CBS Executor Checker : 
Notes: 
1) On click of Authorise button, record will be 
authorised (created/amended for account/limit 
creation) and details will be sent to CBS 
2) On click of Decline button, record will be 
declined and respective task will be reopened in 
CBS Executor Maker (User can go to CBS 
Executor Maker and complete the task) 

 
• Change the role as “CBS Executor 
Checker” at Enquiry screen. Click Icon “Queue” 
(leftside), Click “Team Queue” Enquiry, and Tick 
check box against the particularApplication 
Number, Click “Move to my Queue” then click on 
“Application Number” and page will open. 
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(Subsequently the application will be in Personal 
queue and enquirethrough Queue). 
• Click top Tab menu, “Workflow” and 
complete all tasks one by one. 

• In case of any clarity, the queue can be 
returned to Maker on click of Decline button for 
respective task 

• CIF creation for CLOS: Click on “CIF 
creation for LOS”hyperlink in workflow screen, 
new screen will open.Click Create CIF button to 
create CIF ; Workflow screen will be displayed. 
This task will not be displayed if no new CIF is 
required to be created. 

• Create Account Renewal:Click on “Create 
Account Renewal”hyperlink in workflow screen, 
new screen will open. Click Edit button to view 
and authorize the record, new screen will appear; 
Click Authorise button to authorise the record; 
Click Decline button to decline the record; 1st 
screen will open. Click close task button 
,workflow screen will be displayed 

• Amend Account Renewal ,Amend Limit, 
Amend Account Renewal Details For 
Contingent, Amend Limit Details For 
Contingent: Do same as above task(Create 
Account Renewal )for all these tasks 

• Add CIF relation: Click on “Add CIF 
Relation” in workflow screen, new screen will 
open.Click Add CIF Relation button 

• Link CIF and Account: Click on “Conduct 
of Account”hyperlink in workflow screen, new 
screen will open. Click Link CIF and Account 
button 

• Create Financial Details for Individual 
Customer: Click “Create Financial Details for 
Individual Customer” hyperlink in workflow 
screen; new screen will open. Click Create 
Financial Details button; Workflow screen will 
displayed 

 
 

Return of Application 
The application can be returned from Sanction to 
any previous stage for some changes. 

The steps are as: 
• Click Top Tab Menu “Notes”. Click “Create 
Notes”. Subject: - Type heading. Notes type: - 
Select “Reverse Queue”. Notes: - Type comments 
for returning the applications. 

• Click check box Send/refer Application To. 

• Team Queue (If Application to be sent at 
particular stage and not on someone 
personalqueue):- Click check box  of “Team 
Queue and then “go”. Select “Role Name” for 
sending to particular stage. Example: - Credit 
Analyst, and close and Save. it will go to team 
queue of CreditAnalyst. There any user can pick 
up the application and work. 

• Personal Queue: - Similar like “Personal 
Queue”. After clicking Personal Queue Go, give 
user Id(PF No.) in SSo ID. 

 
4.3 BASICS FOR A PERSONAL SEGMENT 
FIELD OFFICER 

 
4.3.1 PER_SEGMENT PRODUCTS -AN 
OVERVIEW 

 
HOME LOAN 
Purpose :Loans under the Bank’s Home Loan 
Scheme may be granted to individuals to enable 
them to 
• purchase a plot of land for purpose of 
construction of house 
• purchase /construct a new house/flat 
• purchase an existing (old) house / flat or extend 
an existing house 
• repair or renovate an existing house /flat 
• takeover of Home Loans from other 
Banks/HFCs/FIs 
• Furnishing/interiors as part of the project cost. 
• Re-imbursement of investment made from own 
resources during the preceding twelve months for 
purchase of house/flat/construction of 
house/repair and extension of house. 

 
Eligibility: 
Individual(s) over 18 years of age with steady 
source of income, including persons engaged in 
agriculture & allied activities. In case the property 
holder   is   not   having   independent   source   of 
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income, the income earning near relative may join 
as co-borrower / guarantor for the loan and his or 
her income can be taken for arriving at loan 
eligibility. 

 
Maximum Tenor: 
Up to 30* years subject to liquidation of the Home 
Loan before the borrower reaches the age of 70 
years. 
* For Home Loan Borrowers falling under 
Commercial Real Estate (CRE) and Individuals 
engaged in business maximum loan tenor will be 
25 years. 

 
Maximum Age: 
Maximum age limit for a Home Loan borrower is 
fixed at 70 years, i.e. the age by which the loan 
should be fully repaid, subject to availability of 
sufficient, regular and continuous source of 
income for servicing the loan repayment. 
Sanctioning authority is, however, left with 
discretion to sanction loans to individuals above 
the age of 70 years, provided son / daughter / 
spouse, who is a legal heir and preferably below 
the age of 50 years, with sufficient income for 
servicing the loan repayment, joins as co- 
borrower / guarantor. Loan repayment in such 
cases should be made through a joint deposit 
account / current account in the names of all the 
joint borrowers / guarantors. 

 
 

Eligible Income for arriving at maximum loan 
amount: 

 
A. For Salaried Customers: 
Form-16 or ITR for last two years will be 
obtained for all salaried applicants. However, the 
maximum permissible loan amount for all 
salaried applicants will be calculated based on 
Net Monthly Income arrived at based on 
(i) the salary income appearing in the latest 
salary slip/salary certificate. PLUS 
(ii) other incomes which are either appearing in 
the Salary Slip or/and Form-16 or/and IT Return 
such as variable pay, performance/production 
linked incentives, bonus, overtimeallowance, 
reimbursement of expenditure, etc. may be 

included in the salary income on basis of the 
average of the last two years after  excluding 
taxes and statutory deductions. 

 
NOC from the employers (Banks and other 
organizations) will not be insisted upon when 
their employees seek Home Loans from our 
Bank. 

 
 

B. For Non-Salaried Customers: 
(Businessmen/Professionals/Self-Employed): 
(i) I.T. Returns for last three years will be 
obtained for all non-salaried applicants however, 
the maximum permissible loan amount will be 
calculated based on Net Annual Income 
appearing in the latest Income Tax Return. 
(ii) Depreciation to be added back to the Net 
Annual Income of the individuals running their 
business/profession on proprietorship basis. 
(iii) Any disproportionate variation, say more 
than 20%, in current year income as compared 
to the previous year should be examined 
judiciously and the sanctioning authority should 
satisfy themselves about the reasons for such 
major variations. 

 
C. For Agriculturist: 
Net Annual Income will be arrived at, based on 
the nature of their activity (e.g. farming, dairy, 
poultry, orchards, etc..), land holding, cropping 
pattern, yield etc. and average level of income 
derived there from in the area. 

 
EMI/NMI Ratio: 

 
NET ANNUAL INCOME (Rs) RATIO % 
<= 1.20 lakh 20 
>1.20 lakh <= 3.00 lakh 30 
>3.0 lakh <= 5.00 lakh 55 
> 5.00 lakh <=8.00lakh 60 
>8.00 lakh <=10.00 lakh 65 
>10.00 lakh 70 

 
There will be no discretion vested with the 
Circle Authorities for  approval  of  relaxation 
in the EMI/NMI ratio 
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LOAN TO VALUE RATIO: 
 

Loan Amount Ratio 
Upto Rs30.00 lakh 90% 
>Rs30.00 lakh <= Rs75.00 lakh 80% 
> Rs.75.00 lakh 75% 

 
Maximum Loan Amount: 
Maximum loan amount will be lowest of loan 
amount assessed on the basis of 

 
a) Permissible EMI/NMI ratio 
b) Maximum permissible LTV ratio 
c) Loan amount applied for 

 
Reimbursement of investment in housing, 
made during the preceding 12 Months: 

 
Home loan may be sanctioned for 
reimbursement of investment made by the 
borrower in housing during the preceding 12 
months’ subject to the following conditions: – 

 
i) Reimbursement will be restricted to the 
investments made by the borrower from own 
resources or through borrowings from friends, 
relatives and employers, 

 
ii) Reimbursement will not be permitted if 
the investment in the property is  made 
through borrowings from 
Banks/HFCs/NBFCs/Other FIs, etc.  Under 
such circumstances, the Loan from  the 
existing lender can be taken over subject to 
compliance of extant norms applicable for 
take-over of Home Loans, 

iii) Small expenditure like furnishing, wood 
work will not be considered for 
reimbursement. Reimbursement will also not 
be permitted for investment made in acquiring 
vacant plots, 

 
iv) Quantum of reimbursement will be based 
on (a) the present market value of  the 
property as per the valuer’s certificate less 
margin (arrived based on maximum 
permissible LTV), or (b) the investment made 
by the borrower less margin, whichever is 
lower. Expenditure receipts should  be 
obtained and kept on record. 

 
v) LTV ratio applicable under Home Loan 
will be followed. 

 
Security: 
Equitable mortgage of property 
(Provision of obtaining collateral security is 
also available in case mortgage of property to 
be financed is not possible) 

 
Validity of Sanction: 
The sanction of a home loan will be valid for 3 
months (including PAL) from the date of 
sanction. In case the loan remains undisbursed 
during the validity period, the applicant will be 
required to seek revalidation of sanction. 
However, the interest rate in the account will 
be applicable as on the date of first 
disbursement. 

 
 

Moratorium Period: 
A. For Flats: 

 

 
 

 
However, based on the projected construction 
schedule, the Competent Authority  for 
approving the moratorium period may permit a 
longer moratorium period (irrespective of the 
number of 

floors) within the laid down Authority structure. 
The existing Authority structure for sanction of 
moratorium period for Home Loans will be as 
under: 

Floors  
>14   Floors   and   <=21 
Floors 

30 months 

>21 Floors 36 months 
 

No. of Floors Maximum 
Moratorium 

Upto 7 Floors 18 months 
>7   Floors   and   <=14 24 months 
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Moratorium Period Authority Structure for Sanction 
Up to 18 months Loan Sanctioning Authority 
Above 18 months and up to 24 months (i) Project under Builder Tie-ups: AGM 

(RBO)/(Branch) 
(ii) (ii) Project not under Builder Tie-ups: 

GM (Network) 
Above 24 months and up to 36 months GM (Network) 

 

For Mega/Integrated Township projects 
(approved by our Bank under the Builder 
Tieup arrangement), General Manager 
(Network) is permitted to approve a longer 
Moratorium Period of up to 48 months 
irrespective of the number of floors in the 
residential project. 

 
The moratorium period will be included in the 
maximum permissible repayment  tenure and 
it will be mandatory for the  borrowers 
opting for a Moratorium  Period  of more 
than 18 months to service the pre-EMI 
interest debited in the loan account during 
the moratorium period. 

 
B. For construction: “Moratorium period 
from disbursement of first installment of the 
Home Loan may be allowed up to 48months in 
conformity with authority structure 
mentioned above or till 2 months after 
completion of construction whichever is 
earlier”. 

 
C. For purchase of ready built house/flat and 
purchase of plot for construction of house 
under ‘SBI Realty’, the repayment should start 
one month from the date of disbursement of 
the loan. 

 
 

Insurance of Property: 
The house / flat purchased / constructed with 
the Bank’s finance should mandatorily be 
insured against the risk of fire / riots / 
earthquakes /lightning, floods, etc. in the joint 
names of the borrower and the Bank for the 
value of the construction alone, price of land is 
not to be included. 

No. of Co-borrowers: 
Restricted to maximum 3 including 
spouse/children/parents/siblings. 

 
However, AGM (Region)/AGM (Branch) can 
relax maximum number of co-borrowers 

 
provided the repayment is made through an 
account with Bank in the joint names of all the 
borrowers. 

 
In cases where the co-applicants are unrelated 
to each other, the DGM (B&O) may permit the 
relaxation for acceptance of non-related co- 
borrowers, provided the repayment is made 
through an account with Bank in the name of 
all borrowers and sanctioning authority is 
satisfied with the reasons furnished by the 
unrelated co-borrowers for acquiring the 
property in their joint names. 

 
Pre-closure Penalty: 
No pre-payment and or pre-closure penalty 
will be levied on Home Loans irrespective of 
the period for which the account has run or 
the source of funds except Home Loan under 
HamaraGhar. 

 
Maximum Loan for Repairs/Renovations: 
Maximum loan amount should not normally 
exceed Rs. 10 lacs. Such loans exceeding the 
above ceiling amount require prior 
administrative clearance from the GM of the 
network, in all cases where sanctioning 
authority is an official of a lower grade. 

 
Places to avail Home Loan: 

(i) Either at the place of construction, or 
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(ii) At a place of 
employment/profession/business activity, 
or 
(iii) At a place of residence, or 

 
At a Branch located at other Centre where 
he/she has ongoing relationship for last two 
years, by securing the loan repayment through 
check-off facility or by obtaining post –dated 
cheques/ECS/S.I as per extant instructions. 

 
LOAN AMOUNT 

 For Construction Purpose – No 
MIN / MAX , Loan amount depends 
on EMI/NMI Ratio, LTV Ratio 
(whichever is lower) 

 For Renovation purpose—Max Rs. 
10.00 lacs 

 For Furnishing & consumer 
durables – 10% of project cost Max 
Rs. 25.00 lacs 

 For Purchase of new plot of land – 
Max Rs. 10.00 crores 

 
 

SYNOPSIS OF VARIOUS HOME LOAN 
PRODUCTS: 

 
NRI HOME LOAN 
(HOME LOAN TO NON-RESIDENT 
INDIANS (NRIs) AND PERSONS OF 
INDIAN ORIGIN (PIOs HOLDING A 
FOREIGN PASSPORT) 

 
Purpose: 
As per Home Loan Scheme 

 
Eligibility: 
Individual (s) over 18 years of age  with a 
steady source of income who 
• are Non-Resident Indians (NRIs) holding a 
valid Indian passport 
• are persons of Indian Origin (PIOs) holding 
a foreign passport 
NRIs eligible for Home Loans under the 
Scheme may include 

(i) NRIs, with total work experience of 2 years 
in India or abroad, who have taken up 
jobs/professions/other economic activity 
abroad for better prospects 

 
(ii) NRIs with a job contract for a minimum 
period of 2 years abroad after completion of 6 
months in the employment [AGM 
(Region)/AGM Branch may permit deviation in 
the Minimum tenure abroad] and presently 
holding a valid job contract /work permit. 

 
(iii) Indian citizens working abroad on 
assignments with foreign Governments/ 
government agencies or 
International/Regional Agencies like the UNO, 
IMF, World Bank, working with  Merchant 
Navy etc.., Officials of the Central and State 
Governments and Public Sector Undertakings 
deputed abroad on temporary assignments or 
posted to their offices (including Indian 
Diplomatic Missions) abroad. 

 
Minimum and Maximum Loan: 
Minimum Rs. 3 lacs but no maximum upper 
cap. Clubbing of income of co- 
borrowers/guarantors and expected rent 
accruals on proposed property will be 
permitted as per the norms specified for Home 
Loan scheme for residents. 

 
LTV Ratio: 

 
A. For Salaried Customers: 

 

Loan Amount LTV 
Up to Rs.75 lacs 80% 
Above Rs.75 lacs 75% 

 
 

B. For Non-Salaried Customers: 

Loan Amount LTV 
Up to Rs.75 lacs 75% 
Above Rs.75 lacs 70% 
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Repayment: 
 

Repayment of the loan is required to be made by 
the borrower within a maximum period of 30 
years’ subject to the stipulation that the loan 
should be liquidated by the age of 60 years or by 
the age of retirement, whichever occurs earlier. 
The AGM (Region)/(Branch) may permit the 
repayment of loan up to the age of 70 years 
provided the approving authority is satisfied 
about the continuity of the income. 

 
As a further measure of liberalization, Reserve 
Bank of India, vide their A.P. (DIR Series) 
Circular No.93 dated the 25th May 2004, has 
allowed the close relatives (as defined under 
Section 6 of the Companies Act, 1956) of the 
borrower in India to repay the installment of 
such loans, interest and other charges, if any, 
through their bank account directly to the 
borrower’s NRI Home Loan account with the 
Authorised Dealer (i.e. the Bank). 

 

Place of availing the home loan: 
NRI customers may avail Home Loans from our 
branches located at any one of the undernoted 
centres: 

(i) At the place of the proposed 
property/construction, 

 
(ii) At a centre where NRI customers is 
already having ongoing relationship with 
one of our Branches, 

 
(iii) the place of residence of India based 
Power of Attorney Holder or co- 
borrower/guarantors, if any. 

 

Power of Attorney: 
i. The Power of Attorney for execution of 

Home Loan documents will be 
restricted to close relatives namely 
Spouse, Father, Mother, Brother, Sister, 
Children, Father-in-Law and Mother-in- 
Law in respect of NRI/PIO borrowers 

ii. The procedure for execution and 
handling of POA has been standardized. 

iii. After execution of the documents by the 
POA holder for and on behalf of 

NRI/PIO, a written confirmation to be 
obtained from the NRI/PIO concerned 
by way of a letter confirming execution 
of the documents by the POA holder 
including creation of security by way of 
mortgage. 

 
 

Credit Information Report: 
For Salaried customers: 
Two Credit Information Reports, one from 
CIBIL and another from concerned overseas 
credit information Company will be obtained. 

 
For Non-Salaried customers: 
(i) Two Credit Information Reports, one from 
CIBIL and another from concerned overseas 
credit information Company will be obtained 
and 
(ii) Report in respect of business entity from 
Dun & Bradstreet Information Service Pvt. Ltd 
for all high value Home Loans of Rs. 50.00 lacs 
and above will be obtained. 
AGM (Region/Branch/HLST/RACPC) may permit 
any relaxation in respect of CIR from Overseas 
Credit Bureau/ Company, both for salaried and 
non-salaried NRI/PIO customers, selectively on 
justifiable grounds or in case of our existing 
customers. However, in all such cases Income 
Documents and Statement of Account should be 
carefully scrutinized to ascertain net income. 

 
All other features: 
Same as home loan. 

SBI Maxgain 

Type of Loan: 
Overdraft facility. Drawing Power on the 
Overdraft will be reduced on monthly basis to 
the extent of the principal component of the 
EMI so that the Overdraft is liquidated  at the 
end of the loan tenure. 

 
Eligibility: 
As applicable to Home Loans. 
Additional eligibility criteria Facility available for 
new Home Loans of Rs.20 lacs and above from 
applicants who are 
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i. Existing customers with minimum balance of 
Rs.5000/- in their SB / CA. Stipulation of 
minimum balance not applicable to 
customers whose salaries are regularly 
credited to this account and repayments are 
proposed to be made from this account. 

 
ii. Prospective customers who open SB /  CA 

with an initial minimum deposit of Rs.5000/- 
Stipulation of initial minimum deposit not 
applicable if salary of the applicant is 
proposed to be credited to this SB/CA. 

 
LTV: 
As applicable to Home Loans 
Loan Amount: 
Minimum: Rs. 20 Lacs: Maximum: No upper 
limit. 

 
Disbursal & Drawing power: 
In Maxgain accounts, Drawing Power (DP) is 
reduced by principal component of EMI every 
month. This reduced DP appears in the ‘Limit’ 
field. 

After full disbursement of the loan, borrowers 
will be permitted to deposit surplus funds over 
and above the stipulated EMIs and to withdraw 
the surplus amounts deposited in the account 
subject to availability of DP. The customer is also 
eligible for issuance of cheque book and Internet 
Banking facility for operation in the loan 
account. However, ATM cum Debit card will not 
be issued in Maxgain account. No over drawings 
are to be permitted in the a/c in excess of the 
Drawing Power. 

 
All other features 
Same as Home Loan Scheme 

 

HOME TOP-UP LOAN Purpose: Any personal 
purpose other than speculative purpose. A 
certificate to this effect will be obtained from the 
customer in the application itself and no 
documentary evidence for end use of the fund is 
required. 

 

Eligibility: 
Following two categories of Home Loan 
customers/ borrowers will be eligible for availing 
Home Top Up Loan: 

CATEGORY - I CATEGORY – II 
• Can be availed simultaneously along with new Home 

Loans and all existing Home Loan customers having less 
than 12 months 

• Home Loan limit must be more than Rs. 30 lacs 
• Value of the property as per the Valuation Report 

obtained at the time of sanction of Home Loan is 
minimum 10% more than the ‘Value’ mentioned in 
‘Agreement to Sale’ or ‘Sale Agreement’ 

• Possession of the property has either already been taken 
and mortgage on the property has been created or 
possession of the property and mortgage in favour of the 
Bank is expected to be completed before  disbursement 
of Top-up Loan 

 
 
• All existing Home Loan 

customers with a satisfactory 
repayment record of at least 
one year provided possession of 
the house has been taken by the 
customer and valid mortgage 
has been created in favour of 
the Bank. 

Loan Amount: 
• Minimum Top-up Loan amount of Rs. 2 lacs and 

maximum of Rs. 50 lacs restricted to the specified 
percentage to the underlying Home Loan amount. 

1. Up to Rs. 75 lacs 10% of Home Loan Limit 
2. Above Rs. 75 lacs 15% of Home Loan Limit 

 
Loan Amount: 
• Minimum Rs. 2 lacs & no upper 

limit 

NOTE: The permissible loan amount (i.e. outstanding in existing loans plus proposed Top-up 
Loan) should be in line with the LTV ratio. 
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EMI/NMI RATIO: 
 
 
 
 
 
 
 
 
 
 

NOTE:Applicants having net annual income 
of less than Rs.3.00 lacs would not be eligible 
for loan under the Home Top Up Loan 
Scheme 

 
Nature of facility: 

• Top-up Loans up to Rs. 20 lacs: only 
Term Loan facility (No overdraft 
facility). 

• Top-up Loans above Rs. 20 lacs and up 
to Rs. 2 crores: both Term Loan and 
Overdraft with reducing drawing power. 

Security: 

• Top-up Loan above Rs. 2 crores: only 
Term Loan facility (No overdraft 
facility) 

 
 

NOTE: At any point of time not more than 
two loans will be allowed to exist under 
Home Top-Up Loan Scheme, Second Top up 
loan can be considered at any time after 
disbursement of first Top up loan. 

 
Tenor: 
The maximum permissible tenor of the loan will 
be the residual tenure of underlying Home Loan 
or 15 years, whichever is higher, subject to 
liquidation of the loan before the borrower 
attains the age of 70 years. 

Top-up Loan up to Rs. 5 lacs Top-up Loan above Rs.5 lacs: 
 
 
 
 

• Extension of the mortgage on the residential property 
already mortgaged with the Bank will not be mandatory if 
the loan period I such case is co-terminus with the actual 
Home Loan. 

• Loan eligibility will be arrived at on the basis of latest 
income proof and also fresh valuation report of  the 
property. 

• Fresh TIR/Search Report for the intervening period of the 
mortgaged property will not be insisted. 

• Where the customer wants the loan tenor of Home Top-up 
Loan beyond the maturity period of underlying Home Loan, 
such loan should be secured by way of extension of 
mortgage charge over House Property. 

 
 
 
 
 
 
 

• Extension of mortgage 
on the residential 
property already 
mortgaged with the 
Bank will be mandatory 
in all cases. 

Net   Annual   Income 
(NAI) 

Permissible EMI/NMI 
Ratio 

>  Rs.  3.00  lac  <=  Rs. 
5.00 lac 

55% 

>  Rs.  5.00  lac  <=  Rs. 
10.00 lac 

60% 

> Rs. 10.00 lac 70% 
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PMAY – CLSS 
(PRADHAN MANTRI AWAS YOJANA 
CREDIT LINKED SUBSIDY  SCHEME) 
Government of India under the aegis of the 
Ministry of Housing and Urban Poverty 
Alleviation (MoHUPA) has launched ‘Credit 
Scheme Details 

Linked Subsidy Scheme (CLSS)’ for Urban 
Areas under the ambit of Pradhan Mantri Awas 
Yojana. The CLSS has been implemented in all 
statutory towns as per 2011 census and will 
remain in force up to 31st March, 2022. 

Category Annual family 
Income 

Maximum 
Carpet Area 

Subsidy 
Principal ROI Term 

Economically 
weaker 
Section 

Up to Rs. 3 lac 30 sq mt Rs.6 Lac 6.5% pa 20Yrs 

LIG > Rs. 3 lac up to 
Rs. 6 lac 

60 sq mt Rs.6 Lac 6.5% pa 20Yrs 

MIG 1 > Rs. 6 lac up to 
Rs. 12 lac 

160 sq mt Rs. 9 Lac 4.0% pa 20Yrs 

MIG 2 > Rs. 12 lac up to 
Rs. 18 lac 

200 sq mt Rs. 12 Lac 3.0% pa 20Yrs 

• A bigger carpet area may be permitted in 
case of construction/ acquisition of new 
house/flat for EWS and LIG group customers but 
no relaxations permitted in MIG 1 & 2. 

• For EWS/LIG category, women must be 
sole/co-owner in the property (except in case of 
construction of house on existing plot) however 
no such clause (Property may be owned by any 
adult member of the family, irrespective of the 
gender) in case of MIG 1 & 2 category 

• Family definition- For EWS and LIG, a 
beneficiary family will comprise husband, wife, 
unmarried sons and/or unmarried  daughters. 
The beneficiary family should not own a pucca 
house either in his/her family in any part  of 
India. An adult earning member (irrespective of 
marital status) can be treated as a separate 
household: provided that he / she does not own a 
pucca house in his / her name in any part of 
India; provided also that in the case of a married 
couple, either of the spouses or both together in 
joint ownership will be eligible for  a single 
house, subject to income eligibility of the 
household under the Scheme. 
• For MIG 1 and 2, family comprises of 
husband, wife and unmarried children. Adult 
earning member (irrespective of marital status) 

may be treated as a separate household provided 
he/she do not own a pucca house in his/her name 
in any part of India. 
• Home Loans under these schemes will 
continue to be made available by way of term 
loan and Maxgain facility with a maximum tenor 

 
of 30 years, subject to liquidation of the loan 
outstanding before the borrower reaches the age 
of 70 years, in line with the extant instructions 
in this regard under our regular Home Loan 
Scheme. Maxgain facility will be for Home Loan 
Limit of Rs 20 lacs and above. Pricing will be as 
applicable to Maxgain Home Loans, from time to 
time. 
• Credit Linked Subsidy is available for 
housing loans availed for 
acquisition/construction of house and 
repair/extension of Kucha/Semi Pucca house. 
• The beneficiary family should not own a 
pucca house (an all-weather dwelling  unit) 
either in his/her name or in the name of any 
member of his/her family in any part of India. 
• Home Loan under this scheme will be 
available only by way of term loan (no maxgain 
facility will be available) with a maximum tenor 
of 30 years’ subject to liquidation of the loan 
outstanding before the borrower reaches the age 
of 70 years. 
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• All loans accounts under the Scheme will be 
linked to Aadhaar or Voter Card or PAN Card. 
• All eligible loans covered under this scheme 
will be processed by CPCs/LPC only through 
LOS. A revised Arrangement Letter required to 
be obtained from customers covered under this 
Scheme has also been made available in LOS. 
• An undertaking signed by borrower/co- 
borrower in respect of house hold income and 
not owning a pucca house by beneficiary will be 
obtained in prescribed format enclosed as 
Annexure- ‘B’ (part of HL application). However, 
ITR/Form-16/Salary Certificate will continue to 
be obtained from applicants/co-applicants in 
terms of extant instruction. 
• Subsidy will be disbursed maximum in 4 
installments in proportion to the disbursements 
made in loan account. Bank will directly credit 
subsidy amount to beneficiary’s loan account 
which will effectively reduce loan amount of the 
beneficiaries. 
• The borrower has to complete the 
construction of house or to take possession of 
the house within a period of 36 months. 
CPCs/Branches shall have to submit a 
consolidated certificate on completion of the 
housing unit along with digital photograph of 
borrowers with the financed house property 
within one year period from the completion of 
construction or a maximum of 36 months from 
the date of the disbursement of the 1st 
installment of the loan amount. In case of 
default in not providing  completion certificate 
by the CPCs/Branches within stipulated period, 
Bank will require to recover the subsidy amount 
already released for refund to the  Government 
of India. 
• In the event of default in repayment of the 
loan by the borrowers and the loan becoming 
NPA, the CPCs/Branches will proceed for 
recovery of the dues through appropriate 
recovery measures. In all such cases, the 
recovery will be charged to the subsidy amount 
on a proportionate basis (in proportion to the 
loan outstanding and subsidy disbursed). 
• The other eligibility criteria viz. EMI/NMI 
norms, LTV norms etc. and other due diligence 

norms stipulated under our Home Loan Scheme 
will continue to be complied with while handling 
Home Loan proposals under CLSS. 
• Revised Norms in case of EWS/LIG 
applicants: Loan Amount: Minimum: NIL 
Maximum: Rs. 5.00 lacs only in case I.T Return, 
Form-16, Salary Slips / Certificates / Audited 
Balance sheet are not available. 
• Home Loan accounts sanctioned up to Rs. 
5.00 lacs under PMAY-CLSS (Urban)-EWS & 
LIG, will be covered mandatorily under 
CRGFTLIH, if eligible, as per terms and 
conditions of CRGFTLIH scheme. (i). Wherever 
Annual Income is above the exempted Tax Slab 
(As per IT rules from time to time, which are Rs. 
2.50 lacs at present): All standard income 
documents towards income proof will be 
obtained as per extant guideline. (ii). Wherever 
Annual Income is below exempted Tax Slab (As 
per IT rules from time to time, which are Rs. 2.50 
lacs at present). (A) In case I.T returns,   form-16 
& Salary Slips / Certificates / Audited Balance 
Sheet are available: All standard income 
documents towards income proof will be 
obtained as per the extant guideline. (B) In   case 
I.T Return, Form-16, Salary Slips / Certificates / 
Audited Balance Sheet are not available: 
Following documents will be obtained: 
• A declaration on stamped affidavit as per 
format enclosed as Annexure-AU in Part II of the 
Master circular 
• Statement of account for the previous 12 
months. 
• Certificate/letter of employment or 
appointment letter issued by the employer in 
case of salaried applicants. 
• Last three years Balance Sheet, Profit and Loss 
statement countersigned by a CA in case of 
Professional/Self-employed and Businessmen. 
• However, Sanctioning authority will satisfy 
with the substance of declaration and arrive at 
the eligible loan amount after considering 
regular income from all sources by taking into 
account the available documentary proof such as 
payment of statutory dues such as professional 
Tax, GST etc. All other norms applicable in 
CLSS-PMAY (EWS & LIG) scheme will remain 
unchanged. 
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SBI REALTY 
 

Purpose: Purchase of a residential plot 
GENERAL CASES SITUATION - I SITUATION –II SITUATION-III 
Plot should be located 
within the municipal/ 
corporation area of 
Urban/Metro Centres 
with population of  1 
lac and above as per 
the latest available 
census data for the 
purpose of 
construction of a 
house 

Permanent employees 
of Central / State 
Governments /Public 
Sector undertakings 
(PSU) will be 
permitted to purchase 
plots in towns with 
population of 10000 
and above,  within 
town limits, provided: 
Maximum Loan Amt: 
Rs 50 Lacs for  the 
areas with population 
group of 10000 to 
100000. 

Purchaseof  Plots 
located   outside 
municipal/corporation 
area will be permitted 
only in cases where the 
plots are  allotted/ 
developed    by 
Government  Bodies/ 
Development 
Authorities 

GM (Network) will be 
empowered to approve 
sanction of loans under 
SBI Realty Scheme in 
the projects located 
outside the Municipal/ 
Corporation/Town 
limits provided; 
(i) Marketability of the 
plot to be financed has 
been assessed, 
(ii) In respect of 
layouts developed by 
the builders, the project 
is approved by the 
competent authority 
under Builder Tie Up 
Arrangement 
(iii) Maximum LTV 
Ratio: 60% 

NOTE: 
• No Maxgain facility will be made 

available under the Realty scheme. 
• Loan Amount: Minimum: Rs. 5 lacs; 

Maximum: Rs. 15 crore. 
• Take Over under this scheme is not 

permitted. 
 

Maximum time period stipulated for 
constructions of house: 

 
EMI/NMI Norms: 

5 years from the date of first disbursement of the 
Loan. Borrower will be required to submit 
completion certificate of the house within the 
stipulated period of 5 years. An undertaking to 
this effect to be obtained. 

 
Loan Tenure: 
Maximum of 120 months. No moratorium period 
will be permitted in any case. EMIs will 
commence from the next month from the month 
of disbursement. 

Net Annual Income (NAI) EMI/NMI Ratio 
> Rs. 3.00 lac <= Rs. 5.00 lac 40% 
> Rs. 5.00 lac <= Rs. 8.00 lac 50% 
> Rs. 8.00 lac <= Rs.10.00 lac 55% 
>Rs. 10.00 lac 60% 

LTV Ratio: 
Loan Limit Up to Rs. 30 lacs 75% 
Loan Limit Above Rs. 30 lacs and up to Rs. 75 lacs 70% 
Loan limit above Rs.75 lacs 60% 
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Loan for construction of house: 
Home Loans for a consolidated amount i.e. 
outstanding in SBI Realty account and also for 
construction of house will be sanctioned to the 
customers, who intend to construct house  on 
the open plot financed by us. The outstanding in 
SBI Realty account will be first liquidated 
through disbursement from Home Loan and 
remaining amount will be disbursed for 
construction of house in phases linked to the 
stages of construction. 
This facility will be available, both during  the 
first 5 year and also subsequent 5 year periods, 
provided conduct of Realty Loan account is 
satisfactory. 

 
Borrowers who construct house without 
availing Home Loan: 
In cases where the customer constructs a house 
without availing Home Loan from the Bank and 
submits completion certificate, the product code 
of Realty account is required to be changed 
manually in CBS by operating officials to Home 
Loan product code and the existing EMI amount 
and residual loan tenure will be retained. 
However, the interest rate in the account will be 
reset w.e.f. the date of submission of completion 
certificate and after confirming the construction 
of house on the plot financed under Realty 
Scheme at one year MCLR linked Home Loan 
Card rate prevailing on the date of reset. 

 
SBI Suraksha 
(Loan for funding 100% of the SBI Life 
Premium) 

 
Applicable to all Home Loan  applicants opting 
for SBI Life cover under credit linked group 
policy. 

 
Quantum of Loan: 
Equivalent to the amount of SBI Life Premium 
for Home Loan. 

 
Loan Term and Rate of Interest: 
Same as linked Home loan account. 

 
Margin and Processing Fee: NIL 

Security: 
Extension of mortgage on the residential 
property financed by Bank is not mandatory to 
cover the Suraksha Loan. A suitable clause of 
general lien over the title deed of the mortgaged 
property has been incorporated in agreement for 
Suraksha loan 

 
IMPORTANT ASPECTS TO BE NOTED: 

• An option letter along with application 
of Home Loan from the customers who 
opt for coverage SBI Life Policy will be 
obtained and kept with loan documents. 

• Outstanding under the Suraksha loan 
will be classified under “Personal 
Loans” in the P-report. 

• The Suraksha Account will be opened in 
the same Customer Information File 
(CIF) of Home Loan account without 
linking of Suraksha account with 
underlying Home Loan account. 

• While releasing the property after 
closure of Home Loan account, Branch 
will ensure closure of Suraksha Account 
also. 

• Branches will be required to take two 
separate SI / ECS, one for Home Loan 
and another for Suraksha Loan. 

• The debit of insurance premium will be 
permitted in the account even though 
the account is classified as NPA with a 
view to keep the insurance policy in 
force. 

 
 

CRE HOME LOAN 
 

Home Loans under the following categories are 
categorized as CRE Home Loans – 

 
(i) If an individual owns two or more houses, 
singly or jointly then the exposure for the third 
house onwards/purchase of plot will be treated 
as CRE Home Loans. The maximum number of 
houses/flats/residential plots will be restricted to 
3 under CRE Home Loans over and above the 
two houses / flats permissible under Home Loan 
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Scheme. GM (Network) shall have discretion to 
approve deviation in permitting Home Loans 
under P-Segment to applicants having more than 
5 residential units. However, maximum number 
of Home Loans in the name of an individual, 
including the existing loans and the proposed 
one will be restricted to 5 (five) Home Loans 
(excluding closed accounts) under Home Loan 
Scheme in P-Segment. 

 
(ii) If the third house which is proposed to be 
funded through Home Loan is intended to be 
purchased by the borrower for upgrading from a 
small house to a bigger house or vice-versa, 
moving to a more convenient locality/place/city 
etc.. and he/she intends to sell one  of the 
existing houses within 6 months after getting 
possession of the third house, exposure to third 
house may not be treated as CRE exposure 

 
(iii) Loan for extension of the present house will 
be treated as CRE Home Loan if more than 50% 
of the monthly installment of the loan is 
expected to be raised through the rent receivable 
from the extended portion.  Present stipulation 
in the Home Loan policy that “while computing 
maximum eligible loan amount, expected rent 
accruals from proposed house/flat being let out 
(net of taxes, cess etc.) may be reckoned subject 
to maximum amount equivalent to the Net 
Monthly Income of the borrowers” shall 
continue to be in force. 

 
(iv) If funding of third house merits 
classification under non-CRE exposure for 
reasons other than those mentioned above, 
Circle CGM will have discretion to permit such 
classification on the basis of recorded 
justification which does not violate the spirit of 
RBI guidelines mentioned above and subsequent 
modifications, if any, in the guidelines issued by 
RBI. 

 
Any interest concession available under 
different tie-up arrangements  or  under 
special marketing campaign will be not 
applicable on CRE Home  Loans. 

Personal Loan against Property (P-LAP) 
 

Purpose 
Any personal purpose such as meeting 
expenditure on education, marriage, healthcare, 
etc. other than speculative purpose. A self- 
declaration for the purpose of the loan is to be 
obtained from the applicants. Loans under SBI 
LAP will not be permitted for Business Purposes. 

 
Facility 
Term Loan (No overdraft facility) 

 
Eligibility 
Employees, professionals and Self-employed 
Individuals, Businessman who are IT assesses, 
NRIs who own residential property or 
commercial property in his/her own name, 
spouse/ children/ parent /sibling provided that 
sanctioning authority is satisfied about the 
genuineness and steadiness of source of income 
and continuity of repayment capacity of the 
borrower. 

 
Eligible Property 
Eligible property will be as under: 
Non-encumbered, non-agricultural and 
SARFAESI compliant, in the name of borrowers/ 
co borrowers. Co-Borrowers will be restricted to 
Spouse/Parents/ Siblings/Children. 
Following points to be noted: 
* Residential house/flat in the name of 
borrowers/ Co-Borrowers in Metro and Urban 
areas within municipal limits. 
* Self-occupied, Non-agricultural and SARFAESI 
compliant Residential house/flat in the name of 
borrowers/ Co -Borrowers in Semi urban and 
rural area. 
* Commercial properties of the borrowers/ Co 
Borrowers leased to SBI/ PSBs and  Private 
Banks/ PSUs/ Govt. Departments /listed profit 
earning Companies, where residual lease period 
is minimum 5 years. 

 
 

Points to be noted: 
• Irrespective of the loan amount, 

valuation and TIR of the property 
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should be obtained by two different 
banks’ approved valuers  and 
empanelled Advocates. 

• For properties located in Semi Urban 
areas i.e. places with population above 
10000 and up to 1 lac the maximum 
LTV Ratio will be 55%. 

• In cases where the commercial 
properties are rented out on lease, 
equitable mortgage on the property will 
be created and assignment of rental 
receivable will be obtained. In addition 
to that a Tripartite Agreement entered 
between borrower (lessor), lessee and 
Bank will be obtained. 

 
Loan Tenor: 
Minimum: 5 years 
Maximum: 15 years, subject to conditions 
mentioned hereunder, 
(i) Where more than 50% of the NMI is coming 
from salary, profession or business: Maximum 15 
years or before the eldest borrower attains the 
age of 70 years provided the expected life of the 
property, as certified by an empanelled 
engineer/architect, is at least 5 years more than 
the loan tenor. 
(ii) Where more than 50% of the NMI is coming 
from Rental Income: Residual lease period of the 
rented property or 15 years whichever is lower. 

 
Loan Amount 
i) Minimum Loan Amount :Rs. 5 lacs 
ii) Maximum loan amount is capped as under: 
(for Bengal Circle) 
b) BPR Centers: Rs. 2 Crore 
c) Non BPR Centers: Rs. 1 Crore 
Proposals under the LAP Scheme will 
mandatorily be processed and sanctioned by 
RACPCs/RASMECs at all BPR centers and by 
LPCs/RACCs at all non-BPR centers. 

 
LTV Ratio: 

EMI/NMI Ratio: 
Net Annual Income EMI/NMI Ratio 
>3 Lacs to <=5 Lacs 50% 
>5 Lacs to <=10 Lacs 55% 
>10 lacs 60% 

 
Other Conditions: 

• Minimum Net Monthly Income should 
be Rs.25000/- (or Rs.3 Lac per annum). 

• In addition to the applicant’s income, 
income of spouse/ children/parents/ 
siblings may also be considered for 
arriving at maximum loan amount 
provided they are joining the loan as co- 
borrowers. 

• Loan under LAP should be liquidated 
before eldest borrower attains  the age 
of 70 years. 

• Takeover proposal from other 
Banks/HFCs may be considered with 
prior Administrative Approval from 
DGM (B&O). 

• Minimum CIBIL Score of 700. Proposal 
of applicants having scores  between 
600 and 700 and scores between -1 and 
5 (indicating no history or insufficient 
history) may be considered subject to 
approval of deviation by (a) DGM 
(B&O) in respect of sanctions by RCC 
and below, and (b) Sanctioning 
Authority in respect of  sanctions by 
ZCC & above. 

 
 

SBI FLEXIPAY HOME  LOAN 
➢ Eligibility: All salaried applicants with 
minimum 2-year experience. 
➢ Age of the applicants: Minimum Age: 21 
years & Maximum Age: 45 years. In case of 
multiple borrowers, all the borrowers whose 
income has been considered for  arriving  at 
the loan eligibility should fall within the 
stipulated age bracket 
➢ Minimum Net Monthly Income (NMI: No 
minimum NMI limit. However, the minimum 
loan amount under the scheme will be Rs. 20 
lacs. 

Loan Limit LTV Ratio 
Upto Rs.1 Crore 65% 
Above rs.1 Crore 60% 
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➢ Maximum loan amount: 1.2 times the loan
quantum calculated as per the normal
EMI/NMI Ratio method, subject to stipulated
LTV norms. However, customer will be free to
choose lower loan amount. EMI for  the
purpose of calculation of EMI/NMI ratio for
arriving at the loan quantum will  be worked
out based on the number of EMIs for

full loan tenor i.e. 360 EMIs in case of 30-year 
loan, 300 EMIs in case of 25-year loan and so on. 

 Loan Term: Minimum: 25 years &
Maximum: 30 years. However, borrowers will
have the freedom to make pre-payments.

 Eligible Income for arriving at maximum
permissible loan amount: However, the expected

rent accruals from the proposed/existing 
house/flat (net of taxes, cess etc..), subject to 
maximum amount equivalent to the applicant’s 
Net Monthly Income (NMI), will be permitted to 
be included in the net income of the applicants 
for arriving at loan eligibility provided the 
applicants already own one or more residential 
units. 

 Start-up/Moratorium Period: For ready to
move in properties: up to 36 Months. For under
construction properties: up to 36 months plus
remaining construction period (i.e.  from the
date of sanction to the expected date of
completion), subject to a maximum moratorium
period of 60 months. However, interest must be
serviced during the selected start- 
up/moratorium period. 

 Repayment:

Period Monthly Repayment Period 

During moratorium period 
Only interest debited in the 

account is to be repaid. 

Next 36 Months 100% of EMI* 

Next 36 Months 105% of EMI* 

Balance term 

Terminal EMI - EMI which 
fully amortizes the remaining 
dues/outstanding in the Home 

Loan account within the 
balance term 

*EMI arrived at after considering full loan tenor (Ex. 360 months for 30-year loan, 300 months
for 25-year loan and so  on).

➢ Facility Type: Term Loan (No Overdraft facility).
222



PREFACE

Asitava Kundu
(President)

 Shubhajyoti Chattopadhyay 
(General Secretary)

4.3.2 HOME LOANS: STANDARD 
OPERATING PROCEDURE (SOP) FOR 
SWITCHOVER OPTION 
(i) Switchover Facility is available to all our
existing Home Loan borrowers having regular
and standard floating interest rate accounts
linked to Base Rate/SBAR or fixed interest rate
accounts sanctioned prior to 11.07.2011.
(ii) However, the switchover facility is not
available to existing Home Loan customers
under MCLR interest rate, sanctioned on or after
1st April, 2016. The interest rate of such
customers will continue to be reset at the end of
every calendar year from the date of first
disbursement on the basis of prevailing 1 year
MCLR as on the date of reset, retaining the same
spread over 1 year MCLR as on the date of
sanction.
(iii) The existing Home Loan borrowers under
Base Rate/SBAR are provided two options to
switchover to the MCLR linked rates, mentioned
under,

Option-1: 
In case the existing borrowers, whose loan is 
linked to Base Rate/SBAR, desires to switchover 
to MCLR structure without any change in the 
effective interest rate, no switchover fee will be 
recovered. The product code of the account will 
be changed to the prevailing corresponding code 
and the spread over 1 year MCLR will be reset 
manually by keeping effective rate being paid by 
the borrower under Base Rate/SBAR regime 
unchanged. 

For example: If the current interest rate under 
Base Rate is 25 bps above Base Rate, effective 
rate 9.50% p.a. (Base Rate-9.25%+ 25 bps), the 
account will be switched over to 1.50% above 1 
year MCLR of 8% and the effective rate will 
remain at 9.50% p.a. No fees will be recovered 
for such switchover options. 
One year from the date of switchover from Base 
Rate/SBAR to MCLR, the interest rate will be 
reset in the account to the prevailing 1 year 
MCLR, retaining the spread over 1 year MCLR at 
1.50%. This reset will continue to happen every 
calendar year. 

Option-2: 
Existing Home Loan borrowers linked to Base 
Rate/SBAR who wish to switchover from higher 
effective interest rate being paid by them under 
Base Rate/SBAR regime to the current floating 
card rate linked to 1 year MCLR rate for the 
corresponding loan limits (interest rate under 
Hamara Ghar will not be offered) will  be 
required to pay switchover fee applicable at the 
time of submission of switchover options. 

For example: If the current interest rate under 
Base Rate is 0.25 bps above Base Rate, effective 
rate 9.50% p.a. (Base Rate-9.25%+ 25 bps) and 
the loan limit is Rs. 50 lacs, the account will be 
switched over to 0.65% above 1 yearMCLR of 8% 
and the effective rate will be reduced to 8.65% 
p.a., prevailing rate being offered to new 
customers. Applicable switchover fee based on 
the outstanding in the account (Drawing Power 
in case of Maxgain) will be recovered for such 
switchover options. 

One year from the date of switchover from Base 
Rate/SBAR to MCLR, the interest rate will be 
reset in the account to the prevailing 1 year 
MCLR, retaining the spread over 1 year MCLR at 
0.65%. This reset will continue to happen every 
calendar year. 
(iv) The outstanding in the account for the
purpose of recovery of switch-over fee will be
calculated as under:

MAXGAIN ACCOUNTS 
(a) Fully disbursed accounts: Drawing Power
(DP) in the account.
(b) Partly disbursed accounts, where repayment
has already started, pending full disbursement:
Drawing Power (DP) in the account plus
undisbursed limit.

TERM LOAN ACCOUNTS 
(a) Fully disbursed accounts: Outstanding in the
loan account.
(b) Partly disbursed accounts, where repayment
has already started, pending full disbursement:
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Outstanding in the loan plus the undisbursed 
limit. 
(c) Partly disbursed Term Loan and Maxgain
Accounts, where repayment has not started:
Sanctioned limit in the loan account.

Process to be followed by the Branch/CPC: 
Existing Home Loan customers will submit an 
application on the standard format, duly signed 
by all co-borrower and guarantors, if applicable, 
on the prescribed format, either to the Home 
Branch or CPCs. 
Format -1 for floating interest rate borrowers, 
having loan accounts linked to the Base 
Rate/SBAR, and format-2 for fixed interest 
borrowers (sanctioned prior to 11.07.2011) is 
enclosed for ready reference. 
In case the option form is submitted by the 
customers to the Home Branch at BPR centres, 
the branches will forward the option form, along 
with applicable fee to the CPC and will follow-up 
with the CPC for switchover of the account. The 
duly signed option forms will be kept with 
respective loan 
documents. 
The Branches at non-BPR centres and CPCs at 
BPR centres will file the duly signed option 
forms with respective loan documents By CPCs. 
No other documents need to be obtained from 
the customers. 
Concerned Branch at non-BPR centres and CPC 
at BPR centres will change the interest rate to 
the current floating card rate (interest  rate 
under Hamara Ghar will not be offered) 
applicable in the corresponding  bucket 
prevailing at the time of switchover by changing 
the product code of the account to the current 
product code. The switchover should not result 
in extension of tenure of loan. 
In case the customers opt for debit of switchover 
fee to the loan account, the repayment schedule 
will be regenerated by the concerned Branch at 
non- BPR centres and CPC at BPR centres and a 
fresh ECS/SI will be obtained by the concerned 
Branch/CPC. 
The switch-over fee recovered from such 
borrowers   will   be   directly   credited   to     the 

‘Commission Account’ of the concerned Branch 
at non-BPR centres and CPC at BPR centres. 
The menu in CBS for switch-over of floating 
interest account is as follows: 

Loan tracking > Existing 
Account>Maintenance> Account Creation - in 
drop down menu choose option ‘trf to MCLR 
rate’. 

(Steps will be run twice in CBS if the existing 
account is opened under SBAR 

The menu in CBS for switch-over of fixed rate 
account to floating interest 
account is as follows: 

DL/TL Accounts & Services>: Loan 
Processing>Product Change Request 
Ø Screen for request initiation for Branch user- 
31669 
Ø Screen for request ID generation for Branch 
user-31268 
Ø Screen for enquiry of request ID(s) for Branch 
user-31672 

Home Loan borrowers may opt for switchover 
to current card rate on upfront payment of 
prevailing switchover fee for  multiple 
numbers of times, subject to payment of 
switchover fee at each  instance 

4.3.3 VERIFICATION OF PROPERTY AND 
TITLE INVESTIGATION REPORT 

1 Investigation of Title of the Property :- 
● The original title deeds of the property should
be handed over to the Advocate by branches
/CPCs functionaries/ officer and not by the
borrower/ guarantor directly. Any queries,
clarifications of the Advocate should be dealt
with by the branch / CPC staff after getting
suitable clarifications from the borrower/
guarantor / third party owning the property.

● If there are number of housing loan cases of
same type in an area, it should be handed over to
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different Advocates/ valuers and Branches/ CPCs 
should not rely upon single Advocate/ Valuer 
● Original documents / title deeds must be
verified by the Advocate before giving search
report and this fact should also be mentioned in
the Title Verification Search Report (TVSR)
submitted by the Advocate
● Legal opinion is obtained to avoid the
possibility of any prior mortgagee bringing a suit
for the foreclosure of the property within a
period of 30 years, as provided under Article 63
(a) of the Schedule to the Limitation Act.
Further the Central/State Govt. can also bring a 
suit relating to the 
immovable property which is offered as a 
security within a period of 30years. Accordingly, 
It has been stipulated that a detailed  chain of 
title for the prescribed period (30 years) should 
be thoroughly examined by  empanelled lawyer 
to ensure that there are no missing 
links/suspicious circumstances 

which create a doubt regarding the validity 
and legality of the title of the person who 
claims to be the owner of the property which is 
offered as the security. 
However, market feedback has indicated that 
other major players in Housing Finance market 
generally obtain search report for a period of 
15years. This coupled with the delay in 
submission of search report by the empanelled 
lawyers have resulted in an adverse impact on 
the marketing efforts as also turnaround time 
(TAT) of the loan applications. 

In view of the above, the above instruction has 
now been modified, in terms of which the Bank 
may request the empanelled lawyer to give a 
search report within 4 to 6 days covering a 
period of 15 years. If no encumbrances are found, 
the Bank can process the application to grant the 
loan and arrange for execution of documents etc. 
In the meantime, Bank’s empanelled lawyer 
should make a search for the period of 15 years 
prior to the 15 years for which search report has 
already been provided, which may take a period 
of 5 to 6days.  This course of action will     enable 

the Bank to ascertain whether there are any 
encumbrances in respect of the property 
proposed to be mortgaged covering a period    of 
30 years without causing much delay in the 
process. On occasions where search report 
reveals encumbrance on the property which is 
detrimental to the Bank’s interest, the Bank may 
take immediate steps to either avoid granting of 
the loan or advise the borrower to rectify the 
defect in the title, if it is possible. 

For Home Loans for amounts below Rs.1 crore, 
the Bank can take a limited risk by making a 
search for a period of 15 years, instead of 30 
years. If the search made for 15 years does not 
reveal any encumbrance, then the Bank has to 
cover the risk by obtaining a stamped affidavit, 
as per Annexure 
HL.-11. However, in respect of properties 
belonging to Government, Local  Authorities, 
etc., 30 years search report will be necessary. 
Other instructions in this regard remain 
unchanged. 

For Home Loans of Rs.1 crore and above, a 
satisfactory Title Investigation Report from 
two different empanelled advocates should be 
obtained. 

2 Search Report in case of properties allotted 
by the Development Authority/ Government 
Bodies:- 

After successful completion of the process for 
the acquisition of the property, the title of the 
same is vested with the respective 
Government/Statutory Body. 
As such, there is no need to verify the flow of 
title prior to the acquisition of the property by 
obtaining Title investigation Report by the 
empanelled advocate incase of  allotment made 
by the said body. Only subsequent alienations/ 
transactions are required to be verified. 

However, in cases, where allotment/assignment 
of properties by said bodies are subject to some 
clauses like restricting alienation of the property 
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in favour of the third party for a  particular 
period or permission of the said authority for 
mortgaging the property in favour of Banks for 
raising loan by offering the property as security 
or restricting the marketability of the title etc., 
necessary clearance/approval/permission/NOC 
needs to be obtained from the appropriate 
authority. In such cases, it is advisable to get the 
title of the properties verified by the empanelled 
advocates to ensure that the allottee has clear, 
absolute and marketable title to the underlying 
property. Similarly, in cases, where properties 
are assigned by the Government to different 
categories of people including landless poor by 
way of Pattas, there is no need to verify the flow 
of the title. 

 
(ii) Home Loans above Rs.50.00 lacs: 
(a) Certified Copy of Title Deeds: The extant 
instructions of obtention ofcertified copies of 
title deeds including minimum two previous 
chaintitle documents (falling within the search 
period) and/or all chaintitle documents executed 
within three years from the date of thecurrent 

title deed directly from the Sub-registrars’ office 
should befollowed. 
(b) Approved Plans: The extant instructions of 
obtention of a certified copy of the 
approved/sanctioned plan, wherever applicable, 
from theconcerned office and verification of the 
same with the copy of theapproved/sanctioned 
plan submitted to the Bank should be followed. 

 
Please refer to Credit Policy and Procedures 
Department (CPPD)’s e-circular no. 

 
CCO/CPPD-ADV/5/2013-14 dated 13th April, 
2013 and NBG/PBU/ HL/28/2013- 

 
14 dated 9th December, 2013 advising detailed 
process and safeguards required to 
be observed by the Bank’s empanelled Advocates 
for compiling Title Investigation Reports (TIR). 
The guidelines in respect of TIR has been 
reviewed and it has been decided to modify 
undernoted processes/guidelines to streamline 
the process of compilation of TIR in respect of 
Home Loans and Home related loans with a view 
to improve delivery. 

 
Sl. 
No. No. Existing Instructions Modified Instructions 

  
 

(a) TIR furnished by the Bank’sempanelled 
advocate in respect of POA sales/Gift Deed 
should be vetted by the Bank’s Law officer. 

 
(b) However, in respect of loans upto Rs.30 
lacs, vetting by Bank’s Law officer in respect 
of POA sales can be waived subject to the 
condition that TIR furnished in such cases is 
vetted by two empanelled advocates. 

(a) TIR in respect of POA Sales/ Gift Deed will 
invariably be obtained from two empanelled 
advocates, irrespective of loan amount. 

 
(b) Scrutiny of Gift Deed and POA 
by Bank’s Law officer will be waived in respect of 
loans upto Rs.1.00 crore. 

 
(c) However, extant instructions for scrutiny of Gift 
Deed and POA by Bank’s Law officer will continue to 
be followed in respect of loans above Rs.1 crore and 
for project approvals and for any such proposals here 
any clarification or further legal examination is 
suggested by the empanelled advocates. 

 The empanelled advocate while compiling 
TIR needs to refer to Valuation Report and 
make comments in TIR on description and 
boundary of the property mentioned in 
valuation report. 

 

The Valuation Report is not required to be referred to 
the empanelled advocate for his comment. 

 (a) Advocates are required to obtain the 
certified copies 

(a) In all cases, where two TIRs are required to be 
obtained,  certified  copies  of  all  relevant documents 
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 of all the relevant title documents directly 
from the office of the concerned Sub- 
Registrar/ Registrar office and compare the 
same with the documents submitted by the 
customer for all Home Loans above Rs.50.00 
lacs. 

 
(b) However in cases where two TIRs are 
obtained, both the Advocates take certified 
copies of the documents separately. 

will be obtained by only one of the two empanelled 
advocates, as assigned by the Branches/ CPCs, directly 
from the office of the concerned Sub- Registrar/ 
Registrar office and compare the same with the 
documents submitted by the customer for all Home 
Loans above Rs.50.00 lacs. 

  
 
 
 
 
 
 
(c) In respect of all loan proposals, while 
conducting TIR in respect of property 
offered as security, the Advocate has to 
obtain certified copies of title deeds 
including minimum two previous chain title 
documents and/or all chain title documents 
executed within three years 
from the date of the current title deed 
directly from the office of the concerned 
subregistrar office. 

(b) The second advocate will not be required to 
obtain and scrutinise the certified copies of relevant 
documents. 

 
(c) However, the extant instructions for verification 
of genuineness of title documents by the empanelled 
advocates by inspection of books maintained at the 
Sub-registrar office will continue to be followed by 
both the advocates. 

 
(d) In cases where Title documents of current owner 
is more than 13 years old and the property is mutated 
in the name of current owner, the certified copy will 
be obtained for the current Title documents only 
instead of current instruction of minimum two 
previous chain title documents. 

 
(e) However, in all other cases, the extant instructions 
for obtaining certified copy of minimum two previous 
chain titles falling within the TIR period (i.e. 13 or 30 
years, as the case may be)/or all chain title documents 
executed within three year period from the date of the 
latest/current title deed papers will continue to be 
followed. 

 

Identification and physical verification of 
property : 
To strengthen our due diligence process, the 
following steps should be taken during physical 
verification of the property ; 
a) A photograph (e.g selfie) of the property along 
with the borrower should betaken as an integral 
part of the inspection and the same should be 
kept along with security documents. 

 
b) The officials should visit location/ site of the 
property independently (not along with 
borrower). 

(CPPD Circular No. CCO/CPPD-Adv/160/2013-14 
dated 14.03.2014. 
(Please refer to CPPD Circular No 
CIR/CPP/MB/68 August 01, 2014). 

 
The new format drawn up includes: 

i) Letter to advocate for search and 
verification of title deeds/documents. 
ii) Annexure A - Title investigation report 
format to be filled by the Branch/Unit. 
iii) Annexure B – To be completed by the panel 
advocate 
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iv) Annexure C – Checklist for the guidance of 
the advocates verifying the title to the 
propert(ies) offered as security. 
v) Annexure D – Certificate of Title 

 
It has been decided to introduce the above 
format for obtaining the advocate’s report by the 
Branches from the 1st July 2006, subject to the 
following: 

 
● The new format is to be used by the branches 
for all the segments. 
● The ‘Certificate of Title’ on the lines of 
Annexure D along with Annexure B(To be 
completed by the panel advocate) will be 
obtained by the branches before creating the 
equitable mortgage. Branches will retain along 
with the title deeds and related documents 
evidencing creation of the mortgage, a copy of 
the letter sent to the advocate for search and 
verification of title deeds/documents, along with 
a copy of Annexure C being the checklist for the 
guidance of the advocate verifying the title to the 
property(ies) offered as security and Annexure A 
being details of the property furnished by the 
Branch/Unit to the advocate, both of which are 
enclosures to this letter addressed to the 
advocate. 
● The Advocate will also verify from the legal 
opinion and from the Power of Attorney that the 
Power of Attorney in favour of the builder for 
development of property is in order and in the 
Certificate of Title to be obtained from the 
advocate, it has been mentioned that the original 
title deeds intended to be deposited relating to 
the property/(ies) and offered as security by way 
of Equitable/Registered/ English mortgage are 
required to be examined. 
● In the case of takeover of loans from other 
banks/ institutions, as the original title  deeds 
will be available to SBI only after the entire dues 
to the existing bank/institution is repaid, the 
operating units are experiencing difficulties in 
obtaining the advocate’s report in the interim, as 
the advocates are refusing to sign the certificates 
based on the Certified copy of the title deeds. 
● The additional format per Annexure D1 to be 
obtained from Bank’s advocate while obtaining 

Title Investigation Report initially, for all the 
segments. 
Branches to ensure that after the dues of the 
existing Bank or Institution are paid, the original 
Title Deeds are collected and the Advocate’s 
Report is obtained in the Annexure D  format 
also before equitable mortgage is created. 

 
Acceptance & Investigation of the Title Deeds 
in Case of Sale of Property through Power of 
Attorney 
The Bank’s Law Department, has reviewed the 
laid down systems and processes in respect of 
property to be mortgaged where sale deed of the 
property has been executed by a Power of 
Attorney holder, to ensure prevention of frauds. 
As per their opinion, the legal position in such 
matters is as under: 
i) The relationship between the owner of the 
property and the Power of Attorney holder  is 
that of a Principal and Agent. 
ii) The Power of Attorney holder acts on behalf 
of the owner of the property as per the authority 
(power) conferred on him by virtue of the Power 
of Attorney executed in this regard. The Power 
of Attorney may be executed for a specific 
purpose or for general purpose. 
iii) All the acts done by the Power of Attorney 
holder in pursuance of the powers conferred by 
the deed during the life time of the owner of the 
property(principal) are valid and binding on the 
owner and as per the terms of the Power of 
Attorney, the owner is also duty bound to ratify 
the same as if 
done by him. 
iv) All the acts which are not within the scope of 
Power of Attorney executed in this  regard are 
not valid and binding on the principal (owner) 
even though the acts are said to be done on 
behalf of the owner. 
v) When a Power of Attorney holder executes a 
Sale Deed, record shall be had to the validity of 
the Power of Attorney in this regard. So long the 
Power of Attorney is in force and not revoked, 
the Power of Attorney holder can bind the 
principal i.e. owner. 
vi) The Power of Attorney executed in this 
regard stands automatically revoked on the 
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death of the principal. As such during the life 
time of the owner/principal only the Power of 
Attorney holder can act/execute the sale deed on 
his behalf. 
vii) Any sale deed executed by the Power of 
Attorney holder after the death of the  principal 
is not valid and binding. 
viii) Even if the Sale Deed is executed by the 
Power of Attorney holder without the knowledge 
of the death of the principal/owner. It is  not 
valid and binding 
ix) Mere execution of Power of Attorney in 
favour of a person does not deprive the original 
owner of his right to deal with the property 
independently. 
x) Notwithstanding the execution of 
Power of Attorney, a principal (owner)can 
alienate the property. 

 
Such being the legal position affecting the 
transactions, the complexities involved needs to 
be factored into the TIR obtained from the 
Bank’s empanelled advocate in such matters and 
to further strengthen the due diligence processes 
involving POAs, it has been decided that all Title 
Investigation Reports (TIR) furnished by the 
Bank’s empanelled advocate in respect of PoAs, 
shall be invariably vetted by the Bank’s Law 
Officer for their genuineness and enforceability 
consultation with Law Department has advised 
that the operating units shall follow the 
instructions furnished below: 

 
a) All the POA sales shall henceforth be 
examined by Bank’s Law Officer besides 
obtaining Title Verification report from the 
Bank’s panel Advocate. 
b) In the light of the recent Supreme Court 
Judgment on POAs which ruled that General 
Power of Attorney sales together with delivery of 
possession can not be treated as a sale deed 
conveying the title, necessary precautions need 
tobe taken to avoid lending against such 
transactions. 
c) POAs shall be duly registered except in case of 
NRIs whose POA shall be attested by Indian 
Embassy or notorised thereat. 

d) Verification of chain of POAs is not necessary 
in respect of properties where: 
i) Property is mutated in the name of the present 
owner 
ii) All the relevant utility bills are transferred in 
the name of the present owner 
iii) There should not be any dispute / litigation 
persisting on the POA relating to the property 
under consideration 
iv) Physical verification of property reports are 

prepared by officials of RACPC / Branch. 
 

e) In respect of builders where sale transactions 
take place on the basis of POAs for each project, 
operating units are required to obtain 
confirmation from the principal of the POA each 
time. However, DGM (B&O) may be vested with 
discretion to permit relaxation. 

 
Additional Safeguards 
Apart from the above, the following additional 
safeguards as suggested by the LawDepartment 
at the Corporate Centre are also to be taken care 
of: 
a) Title investigation shall be done based on the 
original POA only. 

 
b) TIR should contain unequivocal  opinion on 
its nature i.e. special POA orgeneral, 
enforceability and validity. 
c) Ensure that same documents are deposited 
for mortgage as were scrutinized by Advocate 
and Bank’s Law Officer to avoid the risk of 
duplicates beingsubmitted. 
d) Verify whether the POA is executed for 
carrying out bonafide transactionof conveying 
the title to the property. 
e) Verify whether the POA executed in this 
regard is not in lieu of theConveyance Deed as 
stated by the Honorable Supreme Court in its 
recentjudgment. 
f) Verify whether the principal/owner acted in 
his own right and disposed /alienated the 
property notwithstanding the execution of POA 
which act ofthe Principal will render the POA 
infructuous. 
g) Wherever sale of the property is being 
executed by the POA holder,registration of POA 
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is mandatory in all cases and the Bank’s 
Advocateshould mention in the TIR that POA is 
alive and not revoked. 
h) Advocate should verify registered Power of
Attorney. A clause be incorporatedin the
Advocate opinion.
i) The advocate should verify the genuineness of
Power of Attorney (POA) inall such cases where
sale of the property is being executed by the
POAholder, a clause be incorporated in the TIR. 
j) Even when Power of Attorney has been 
registered, confirmation of theprincipal should 
be obtained that he/she has granted the Power of 
Attorneywhich is still in force and transactions 
already entered on the basis of Powerof Attorney 
are valid and binding on him. It is advisable to 
obtain a writtenconfirmation from the Principal 
confirming the sale. 
k) Every effort should be made to contact the 
Principal in person by Bank’sdealing staff for 
ascertaining the fact that the person who 
executed thePower of Attorney is alive. 
l) If the Principal is residing in a foreign country, 
POA holder should submita copy of the passport 
of the principal for photo identification duly 
attestedby the Notary public along with the 
proof that the principal is alive. 
m) A written communication/confirmation from 
the principal should be obtainedinvariably with 
regard to the Power of Attorney executed  by 
him/ her. 

AUTO LOAN 
Purpose: 
Auto Loans may be granted for purchase of new: 
Passenger cars, Multi Utility Vehicles (MUVs) and 
Sports Utility Vehicles 
(SUVs).Loan will be sanctioned by the Bank either 
as Term Loan or Overdraft. 
Two wheelers including Super Bikes 
Car and a Two Wheeler taken together 
Auto Loans may be granted for purchase of 
old/used: 
Car not more than five years old 
Certified Pre-owned cars not more than eight 
years 

AGE:-21-65  years.   (For   sanction   of   loan) 
Loans can be granted to individuals who have 
sufficient,    regular    and    continuous     source 
of income for servicing the loan  repayment 
beyond 65 years. Loan must  be  fully  repaid 
before the borrower attains the age of 70 years. 

EMI/NMI Ratio 
 Upto Rs. 10.00 lakh –50%
 > Rs.10.00 lakh – 70%

 
Loan Amount 
Min Rs .3.00 lacs – 
Max For salaried Person 48* NMI , for Self 
Employed / Businessman 4* NAI & for 
agriculturists 3*NAI 

 
Inclusion   of  Income   of    Co-Borrower 
Regular income from all sources can be 
considered provided the sanctioning authority is 
satisfied with the proof of income. Income of 
spouse,  father,   mother,   brother,   sister,   son 
and daughter may be included for arriving at the 
loan eligibility (any one). 

 
The person whose income is  included will join 
as a co-borrower. The maximum number of 
applicants should be restricted to  two.) 

 
Clarification: 
Net monthly income (NMI) will be equivalent to 
monthly Gross salary net of all statutory 
deductions like Income Tax and compulsory 
deductions like Employee Provident Fund etc. No 
other deductions should be deducted from the 
monthly Gross Salary to arrive at the NMI. 
Accordingly, NAI will be 12 times of NMI as 
defined above. 
Equated Monthly Installment (EMI) for the 
purpose of computing the EMI/NMI ratio will 
include 
all EMIs towards existing loans and the proposed 
loan, therefore, existing EMIs should not be 
deducted from Gross Monthly Income for the 
purpose of computation of NMI. 

Repayment -Max 84 EMIs (loan must be fully 
repaid before  the age of   70 years) 
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Margin: Varies as per product  details  from 
85% to 100% o on-road  price. 
*On-Road price includes taxes, insurance, 
accessories and extended warranty 
totalmaintenance Package etc. The maximum 
cost of accessories, extended warranty andtotal 
maintenance should not exceed 5% of the ex- 
showroom cost of the vehicle or Rs.50,000/ 
whichever is lower. 

 
Verification    of    margin    money    paid    : 
For cheque payment:- To be verified from 
account statement. 
For cash payment:- Stamped receipt to be 
obtained from the dealer and statement of 
account to be verified from which the cash has 
been withdrawn for payment of margin. 

 
Rate of Interest: 

 
For current interest rates, reference  may be 
made to latest interest  rate  circulars issued 
from time to time /website of the Bank. 

 
 
 
 
 
 
 

Discretionary Powers to give concession in 
Rate of Interest in Auto  Loans 
To get foothold into high value and luxury car 
loans and get good high net worthcustomers into 
our books, the competent authority has 
approved followingdiscretionary powers for 
concession in pricing for all Auto Loan products 
includingSME Retail car loans of Rs.20 Lacs and 
above :. 
Authority Discretionary Power forpermitting 
concession inPricing for Auto Loan ofRs.20 Lacs 
and above. 

 
CIBIL score 2nd CICreport i.e.Equifax 
1. DGM (B&O) Upto 10 bps below card rate.# 
700 & above. 700 & above. 
2. GM (NW) Upto 20 bps below card rate.# --- 
do ---- --- do ---- 

3. CGM (Circle) Upto 30 bps below cardrate.#-- 
- do ---- --- do ---- 
4. MD(NBG) Upto Base Rate. --- do ---- --- do -- 
-- 

 
#In any case the applicable interest rate after 
discretion should not fall belowbase rate. 

 
These discretionary powers are subject to the 
following conditions: 

i) Applicable to auto loans of Rs.15 lacs and 
above; 
ii) Applicable to auto loans to purchase new 
cars; 
iii) Age of the borrower should be 25 years and 
above, 
iv) Dealer commission should be saved as 

much as possible; 
v) Dealer Commission should not be paid on 
direct sourcing. 

 
As per existing instruction, for auto loan above 
Rs.5 lac, we have prescribedCIRs of two CICs viz. 
CIBIL and Equifax. The reports of these CICs 
aremade available through LOS. 
Authorized Branches 

 
1 All branches with incumbency of Scale III & 
above, all PBBs, District Head Quarter branches, 
Project Area branches and other Branches 
authorized by the RMs (RBOs) to process, 
sanction        and         disburse         car       loans. 
2 The non-authorized branches other than those 
mentioned   under   para-10.1   above,   will 
source the car loan applications and get them 
processed and sanctioned through respective 
Loan Processing Cell (LPC) in non-BPR centre 
and through linked RACPC/RASMECCC in BPR 
centre. 

 
3 Car loan applications falling beyond the 
discretionary   powers   delegated   to   the 
Branch Managers of authorized  Branches need 
to be sanctioned at the respective Regional 
Business Office/RCC, in BPR and Non-BPR 
centres as  well.  This  will  ensure uniformity 
and clarity in approach at all the Circles. 

It has been decided that in case of -1 CIC score 
category  customers,  interest  rate  band  will  be 
linked to their respective RSM scores. RM (RBO) 
to  approve  deviation  in  such  cases  in  place  of 
DGM (B&O). 
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Documents/ Papers to be obtained along with 
loan application 

 
1 For Salaried Individuals : 

i) Statement of Bank account of the 
borrower for last 6 months 

 
ii) Proof of Identity: - (any one of the 
following) –Aadhar Card ( both as Identity and 
Address proof ) /Passport copy/ PAN Card/ 
Voters ID card/ Driving Licence etc. 

 
iii) 2 passport size photographs of borrower 

 
iv) Income Proof: - Latest salary slip with 
form 16. 

 
v) Address Proof:-(any one of the following) 
Aadhar  Card  (  both  as   Identity  and 
Address proof)/ Voters ID Card/Passport 
Copy/Telephone Bill/ Electricity Bill/Life 
Insurance policy. 

 
vi) I.T.  Returns/Form 16 for the last 2  years. 
( It is not necessary to obtain both I.T return 
and Form-16 from the applicant). Relaxation 
may be permitted by obtaining  ITR/Form 16 
for 1 year by one step higher sanctioning 
officer, provided they are satisfied about the 
genuineness of source, amount and continuity 
of income and repayment capacity of the 
borrower over the loan tenor. In all such cases 
the basis for income verification should be 
properly recorded on the loan appraisal in 
Note pad. 

 
2 For Self Employed, Professionals, 
Proprietary/Partnership firms & Businessmen 

 
i) Statement of Bank account of the 
borrower for last 6 months 

 
ii) Proof of Identity: - (any one of the 
following) Aadhar Card ( both as Identity and 
Address proof)/Passport copy/PAN Card/ 
Voters ID card/ Driving Licence etc. 

 
iii) 2 passport size photographs of borrower 

iv) Income Proof: - Latest ITR for 2 years 
 

v) Address Proof: - (any one of the following) 
Aadhar Card ( both as Identity and Address 
proof )/Voters ID Card/Passport 
Copy/Telephone Bill/ Electricity Bill/Life 
Insurance   policy 

 
vi) I.T. Returns/Form 16 for the last 2 years. 

 
vii) Audited Balance sheet, P&L statement for 
2 years, Shop & establishment act 

certificate/sales tax certificate/SSI registered 
certificate/copy of partnership. 
Relaxation may be permitted by obtaining 
ITR/Form 16 for 1 year by one step higher 
sanctioning officer, provided they are satisfied 
about the genuineness of source, amount and 
continuity of income and repayment capacity 
of the borrower over the loan tenor. In all such 
cases the basis for income verification should 
be properly recorded on the loan appraisal in 
Note pad. 

 
3 For Agriculturists: 

i) Statement of Bank account of the 
borrower for last 6 months 
ii) Proof of Identity:- (any one of the 
following) Aadhar Card ( both as Identity and 
Address proof )/Passport copy/ PAN Card/ 
Voters Id Card/ Driving Licence etc. 
iii) 2 passport size photographs of borrower 
iv) Address Proof: - (any one of the following) 
Aadhar  Card  (  both  as   Identity  and 
Address proof /Voters ID card/Passport 
Copy/Telephone Bill/ Electricity bill/Life 
Insurance policy 
v) Direct agricultural activity (crop 
cultivation) –Khasra/ChittaAdangal (showing 
cropping pattern) Patta/Khatoni  (showing 
land holding) with photograph. All land should 
be on free hold basis and ownership proof to 
be in the name of applicant 
vi) Allied agricultural activity (like Dairy, 
Poultry, Plantation/ Horticulture) – 
documentary proof of running of the activities 
will be obtained. 
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Verification /Online verification of  documents: 
Sl 
no 

Websites for verification 
along with navigation path What can be seen at theweb  site What to be verified 

 
 

1 

https://incometaxindiaef 
iling.gov.in 
-> Select know your 
jurisdictional A.O 

PAN Number, Name, 
IT Jurisdiction which 
may approximately 
match that given in ITR 
of borrower etc 

 
PAN of Borrower 
PAN of employer as per 
Form 16 

 
2 

https://www.mahaonline 
.gov.in/NSDG/PANDetai 
ls/MahaonlinePAN.aspx 

Apart from above it also gives 
address as per PAN 

1 . PAN of Borrower 
2. PAN of employer as pe 
Form 16 

 

3 
https://incometaxindiaefi 
ling.gov.in 
->Select know your TAN 

TAN is applicable to 
those who are supposed to deduct 
TDS i.e. if Borrower deducts TDS 
as well as employer 

TAN of borrower 
TAN of employer as per 
Form 16 

 

 
4 

https://www.tinxsys.com 
/TinxsysInternetWeb/ind 
ex.jsp 
Select -> Dealer/Firm 
Search -> I agree - 
>Search By TIN 

 
TIN- Businessman/Self 
Employed/Professional who pay VA 
will have TIN 

 

 
T STRN of Borrower 

 
 
 
 

5 

https://contents.tdscpc.g 
ov.in/ 
Select from the top-> Tax 
Payer >Select from the 
left hand side column-> 
View TDS/TCS 
Credit>Select -> 
verification code -> 
verify TDS Certificate 

 
 
 

Form 16 from Traces 
Form 16Manual 
(Non-Traces) 

 

Verify with 7 digit 
certificate number on 
form 16. 
heck with the 
employer/deductor. Prob 
deeply. 

 
6a 

https://incometaxindiaefi 
ling.gov.in 
Select -> ITR-V Receipt 
Status 

Status of 
Acknowledgement 
receipt (ITR-V) can be 
verified borrower 

 
Income tax return 
electronically filed by 
borrower 

6b Income Tax Return filed manually at  ITO Probe deeply 

6c If Income Tax Return shows Tax as payable please obtain and verify TAX paid Challans 

7 
https://tin.tin.nsdl.com/oltas/ 
servlet/QueryTaxpayer Ajax Tax Paid Challan Of the borrower 

 

 
8 

(a) CA membership no: 
www.icai.org 
Select -> members-> 
members Directory 
search -> As on Date-> 
Search members database by 

Chartered Accountant 
membership number 
verification: 
Balance sheet & P/L 
should be signed by CA with his 
membership number and submitted 

 
Of the borrower 
Contact CA to 
confirm the 
B/S & P/L 
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D 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

** There are several Auto Loan products for resident individuals and NRIs with excusive 
criteria, for details please refer to individual circulars. ** 

 Membership No- As on date 
(b) CA‟s Firm Regd. 
Number –verify on : 
www.icai.org 
Select -> members-> List 
of Firms as on…….. 

along with ITR.  

9 
Aadhar Card (if submitted) –verify on : e-KYC Application‟ Button / Menu 
provided on the login page of B@ncslink 

 
 

 
10 

Voter ID (if submitted) - Visit the site : http://eci.nic.in/eci/eci.html 
(i)Select YOUR NAME IN VOTERS LIST ->Select State ->Feed in electoral 
photo ID card number (even if only ID card number is fed in it accepts it) - 
>Select Search OR 
(ii)Select NATIONAL ELECTORAL SEARCH (it takes time to load) It will give 2 options (1) 
SEARCH BY DETAILS (2) SEARCH BY EPIC ->Select SEARCH BY EPIC ->Feed in electoral photo I 
card number If it does not give information then SEARCH BY DETAILS 

11 
Telephone Bill: if MTNL/BSNL bill is submitted verify in their site : 
(i) BSNL Landline connection on -www.bsnl.co.in 

12 LOS- De dupe:- Verify earlier loan requests from borrower and its status 

 
13 

Dealer- Get dealer‟s contact number from LOS, PBBU site, Google search, Manufacturers website 
etc and contact him to verify proforma invoice and account number. The Contact Number given in 
proforma invoice may be incorrect if dealer is not genuine. 

 
14 

Photo of delivery of vehicle- As most of the dealers take photograph of the 
purchaser with vehicle at the time of delivery. Please request them to email the same to your branch 
email id and keep it with concerned loan papers. 

 
15 

Dealer- E-mail to be sent to dealer reproducing conditions given in letter frombranch to dealer as 
per Circular No: PB/AL/1/KNR/34 Date: 23/01/2014 and seeking his e-mail confirmation on the same 
before remitting RTGS. Also include photo of delivery as mentioned in para-14, in the said e-mail. 

16 
Vehicle Registration Number – verify by sending SMS to VAHAN (space) 
registration number to 7738299899 and on Vahan.nic.in 

17 Insurance Policy – Speak to concerned insurance company 

 
18 

Price- Compare Tax Invoice with Proforma Invoice, if ex show room price of 
the vehicle in Tax Invoice is lower than that in Proforma invoice, please ask the dealer to refund the 
difference and do not pay him commission till refund is received. 

 
19 

If ECS applicable- Send ECS mandate to RACPC immediately on 
disbursement for activation ( BPR centre) / lodge immediately (non-BPR 
centre)to avoid NPA. 

20 RC-Follow up for RC book with Bank‟s hypothecation clause and charge 
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XPRESS CREDIT 

ELIGIBILITY : 

EMPLOYER  : Central/State Govt / Quasi    Govt 
/Central PSUs / Profit making State PSUs / 
educational Institute of National Repute / 
Corporate maintaining salary account with us. 
EMPLOYEE: Permanent Employees with Min of 
one year length of service maintaining salary 
account with us. 

 
CIC REQUIREMENT: -1 or 600 and above (For 
Govt Salary Package)/ 650 and above for CSP 

 
 

LOAN AMOUNT: 
 24 times of NMI , i.e. Min Rs. 15,000/- & 
Max Rs . 20.00 lakh 
 X-PRESS LITE: Salary from Rs.7000 to 
Rs.14,999 
 For School teachers of Government Aided 
School 12 times of Gross monthly Salary 
REPAYMENT : Max 72 months 
TYPE : Term Loan & Demand Loan 
Rate of Interest will depend on availability of 
CHECK –OFF Facility and concessional Interest 
rates applicable to different Salary Package types 
as announced from time to time. 

 
** there are different variants of Xpress Credit 
having variable criteria, for details please refer to 
individual circulars * 

 
PROCESSING FEE: 
1.50% of Loan Amount subject to minimum Rs 
1000/- and maximum Rs 15000/-, plus GST. 
100% Waiver for DSP/PMSP/ICGSP Customers. 
50% concession for CGSP/SGSP/PSP/RSP 
Customers. 

 
 

EDUCATION LOAN 
 

1.      SBI STUDENT LOAN SCHEME 
 

The Education Loan Scheme was formulated in 
ovember 2004 on IBA guidelines as per Govt.   of 

India directives and revised from time to time. 
The Model Education Loan Scheme was last 
revised by IBA in September 2012 and forwarded 
to member banks for implementation. 

 
The Education Loan Scheme was renamed  as 
SBI Student Loan Scheme w.e.f. January 10, 
2006. 

 
1) PURPOSE: 

 
The Scheme seeks to extend financial assistance 
to deserving/meritorious students for pursuing 
higher education in India and abroad. 

 
2)TYPE OF LOAN: The loan will be sanctioned 
as a term loan. 

 
3) OPENING    OF    LOAN     ACCOUNT 
All Education Loans under SBI Student Loan 
Scheme (except Staff Education Loans) are to be 
opened through LOS w.e.f. 01.07.2014. Opening 
of accounts (except Staff 
Education Loans) is now restricted from front 
end in CBS. 

 
4) ELIGIBILITY CRITERIA 

Courses Eligible 

a. Studies in India : 
 

Courses leading to Graduate/Post-Graduate 
Diploma and Degree conducted by 
colleges/universities recognized by 
UGC/Govt./AICTE/ AIBMS/ICMR, etc. Courses 
like ICWA, CA, CFA, etc. Latest fee structure of 
CA course is  available  on:  www.icai.org 
Courses conducted by IIM, IIT, IISc,  XLRI, 
NIFT, NID, etc. Courses offered in India by 
approved  reputed  foreign   universities. 
Regular Degree/Diploma Courses like 
Aeronautical, pilot training, shipping etc., 
Degree/Diploma in Nursing or any discipline 
approved by Director General of Civil 
Aviation/Shipping/Indian Nursing Council 
respectively or any other regulatory Body as the 
case may be, if the course is pursued in India. 
(Pilot  Training  courses  have  been    withdrawn 
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from SBI Career Loan Scheme with effect from 
15th September 2009) 

 
Teacher Training Course/Nursing Courses/B.Ed., 
will be eligible for Student Loan provided the 
training Institutions are approved either by the 
Central Government or by State Government 
and such courses should lead to Degree or 
Diploma Course and not to Certification 
Course. The fees to be considered for the 
purpose should be the fees structure as approved 
by State Government or a Government approved 
Regulatory Body for merit seats in 
Government/Private Self Financing Colleges, 
Cooperative and Colleges run by Universities, 
as the case may be. 

 
 

Reference(s) for verifying the accreditation/ 
recognition of the Institute/University : 
www.ugc.ac.in, www.education.nic.in, 
www.aicte.org.in 

 
The GM (Network) may approve 
Institutions/tie-ups with  educational 
Institutions and the specific courses for which 
loans may be granted, for their area of 
operations, depending on  future 
prospects/recognition by use Institutions. The 
LHO concerned will advise all other Circles 
directly regarding the name of the Institution, 
and other details of the arrangements, subject to 
compliance of KYC norms both by the student 
and the parent. A record of such arrangements 
should be maintained at the LHO and brief 
details thereof, advised on monthly basis to the 
Personal Banking Business Unit at this office for 
building up data base. Such Institutions/ courses 
should be reviewed periodically, for renewal of 
the arrangement or otherwise. While approving 
the courses by GM (Network), aspect relating to 
the reputation/standing of the course and 
Institution in respect of which Education Loan 
could be provided, may be examined with a view 
to ascertaining the employment prospects of the 
course      and      applicant’s      future      income. 

b. Studies abroad : 
 

Graduation: For job oriented professional/ 
Technical courses offered by reputed 
universities. 
Post-graduation: MCA, MBA, MS, etc. Job 
oriented professional/ technical Post Graduate 
Diploma/ Certificate courses offered by reputed 
universities 
Doctorate Programme (Ph.D.) courses Courses 
conducted by CIMA (Chartered Institute of 
Management Accountants) - London, CPA 
(Certified    Public    Accountant)     in     USA 
etc. Degree/diploma courses like aeronautical, 
pilot training, shipping etc provided these are 
recognized by competent regulatory bodies in 
India /abroad for the purpose of employment in 
India/abroad. 

 
 

Reference(s) for verifying the accreditation/ 
recognition of the Institute/University: 
www.webometrics.info, www.usnews.com, 
www.topuniversities.com 

 
c. OFF CAMPUS/OFF-SHORE CAMPUS / 
STUDY CENTRE / DISTANCE EDUCATION / 
FOREIGN UNIVERSITIES IMPARTING 
TECHNICAL EDUCATION IN INDIA 

 
It is observed that students joining educational 
institutes, which are not authorized/ recognized 
by regulating bodies like AICTE/UGC etc, are 
approaching branches for education loans. 
Requests are also received by Circles for tie-ups 
under Education Loan from such non- 
recognized institutes conducting technical and 
management courses. In this connection, we 
have to advise as under: 

 
 

i) Off Campus/ Off-shore campus/ Study 
Centre: Loans may be granted to students 
studying at Off-campus/Off-shore campus/Study 
Centres of various universities in India  subject 
to the approval by UGC. The notifications and 
list of approved Institutes by UGC are available 
in UGC website www.ugc.ac.in. 
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ii) Distance Education: Our Student Loan 
Scheme does not cover courses conducted by 
universities through Distance Mode of Learning. 

 
 

iii) Foreign Universities in India imparting 
Technical Education: Loans may be granted to 
Off-campus/Off-shore campus/Study Centres of 
various universities in India subject to the 
approval by UGC. Please refer to www.aicte- 
india.org. 
Operating units to be guided by the UGC/AICTE 
Notifications placed in their websites mentioned 
herein above, issued from time to time while 
considering the education loan proposals and 
exercise due diligence while approving / 
sanctioning the loans for the courses offered by 
unrecognized institutes in the light of the 
AICTE/UGC     notifications     issued     recently. 

 
 

Withdrawal of Off-Campus Courses 
Conducted by ICFAI & Other  Affiliates 

 
In view of the UGC guidelines, Hyderabad Circle 
has withdrawn all off-campus courses approved 
by ICFAI and associates except for their MBA 
and One Year Executive PG Programme courses 
conducted by ICFAI Business School at 
Hyderabad Campus alone which is a Deemed 
University (Cir No. NBG/PBU/PL-STU/14/2009- 
10 dated 7th December 2009) 

 
5) STUDENT ELIGIBILITY 

 
Should     be       an       Indian       National 
Should have secured admission to a higher 
education course in recognized 
Institutions in India or Abroad through Entrance 
Test/ Merit Based Selection process after 
completion of HSC (10  plus  2  or equivalent).* 
In cases, where there is no Entrance Test/ Merit 
based selection procedure, securing  admission 
to a higher education course in a recognized 
institute may be considered. 

 
Students who have appeared in any Entrance 
Test, secured passing marks but could not get 
admission due to lower ranking and who opt    to 

pursue the course under Management Quota in 
the same Institution or another Institution for 
reasons of convenience (proximity) or choice of 
course, will be eligible. 

 
No minimum qualifying marks stipulated in the 
last qualifying examination 

 
Loan proposals from students who have failed in 
the last qualifying examination including class 
XII and subsequently cleared may be considered 
after  satisfying  the  reasons  for  the   same. 
Loan proposals from students who have 
discontinued studies and resumed again may be 
considered after satisfying the reasons for the 
same. 

 
The sanctioning authority may consider loan 
proposals from students in cases where the 
parent/guardian is defaulter after  satisfying 
about the background of the student and if the 
margins and security norms etc. are met by the 
student and de linked from such defaulter/co- 
borrower and replaced by another co-borrower. 
Our scheme does not prescribe any age limit for 
the students availing the loan. Wherever, 
parents/guardians are not there the branches 
may consider grandparent as co-borrower to the 
loan    taking   into    account   their   net   worth. 

 
 

NOTE: Customers who are visually 
challenged/ persons with disabilities are not 
barred from availing loans if they fulfill 
scheme specific criteria. 

 
* Note: (I) In certain cases, the student/parents 
are required to deposit a part of the admission 
fee etc. on the day they go for counseling. It 
becomes difficult for them to raise funds in the 
absence of a firm admission letter. In such cases, 
the sanctioning authority will be authorized to 
sanction and release the loan in the name of the 
Institution, provided 

 
a) the admission is sought in cases where the 
results    of    the    entrance    test    e.g.    All 
India Engineering Entrance Examination 
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(AIEEE), IIT-JEE and other Entrance Exams has 
been announced and 

 
b) the student has secured a good position in the 
merit list and will be in a position to secure 
admission in a reputed Institution after 
counseling /finalization of the admissions. The 
payment will be released in the name of the 
Institution only. 

 
* Note (II) Several foreign universities require 
students to deposit a part of the fee before the 
admission is formally granted. They enforce such 
a condition as students simultaneously apply  to 
a number of universities and then choose the 
best option on the basis of their preference and 
availability of scholarship from  the Institution. 
In such cases, the sanctioning authority, not 
below the rank of an Assistant General Manager, 
will be authorized to sanction and release the 
loan in the name of the educational Institution, 
provided: 

a) Admission is sought to a reputed 
Business School/reputed educational Institution 
abroad; or 

 
b) Tangible collateral security equal to 

full value of the loan has been provided. 
 
 

6) EXPENSES CONSIDERED FOR LOAN: 
 

Fee    payable    to     college/school/hostel: 
Where the student will be making his own 
boarding and lodging arrangements, the 
sanctioning authority is authorized to fund 
boarding and lodging expenses on the basis of 
estimate submitted by the student/parent, 
provided such expenses are not more than those 
charged by the educational Institution for 
boarders. 

 
In case, the Institute does not provide for 
boarding and lodging facilities, such expenses 
will be assessed at the time of sanctioning of 
loan based on the reasonable boarding and 
lodging charges applicable to that area. For 
studies abroad, living expenses (boarding/ 
loading  expenses)  are  generally  mentioned   in 

the admission letter issued by the university/ 
institute. If it is not mentioned in the admission 
letter, the applicant is required to download it 
from  university/  institute’s   website. 
Maximum eligible expense is restricted to the 
university’s estimates.For courses under 
Management Quota seats considered under the 
scheme, fees as approved by the State 
Government/Government approved regulatory 
body for payment seats will be taken subject to 
viability of repayment. Examination / Library / 
Laboratory fee. 

 
Travel expenses/passage money for studies 
abroad. 

 
Purchase of Books / equipments / instruments / 
uniforms / computer at reasonable cost, if 
required for completion of the course/ any other 
expense required to complete the course– like 
study tours, project work, thesis, etc. considered 
for loan should be capped at 20% of the total 
tuition fees payable by the students who do not 
get   any   concessions    /     remissions. 
Caution deposit, Building fund/ refundable 
deposit supported by Institution 
bills / receipts could be considered subject to the 
condition that the amount does not exceed 10% 
of the total tuition  fees  for  the  entire course. 
In case of Doctorate Programmes (Ph.D.) 
courses in India/ Abroad, the quantum of finance 
for such courses should be arrived at after 
factoring in the Scholarship / Fellowship / 
Honorarium etc.,  available to the student. 

 
Cost of a two-wheeler upto Rs. 50,000 can be 
included in the expenses considered eligible for 
finance where the loan amount is secured by a 
suitable third party guarantee and/or tangible 
collateral security. Two-wheeler can  be 
necessary in some cases where hostel  and 
college are far apart. 

 
Premium of ‘RiNn Rakhsha’ (IRDA License No: 
UIN: 111N078V01): Finance for ‘RiNn Rakhsha’ 
will   provide   insurance-coverage   of   the  loan. 
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Note: In terms of IBA guidelines, insurance 
premium for student borrower can be 
considered as expense for the loan. IBA has 
advised that while it is not compulsory for all 
students taking loan from the Bank  to  avail 
the Insurance facility, the branches should 
explain to the student/parent borrowers the 
benefits arising out of taking an insurance 
policy covering life and  make efforts  to 
market the product. 

As a measure of de-risking the Education Loan 
portfolio, every effort must be made that the 
students who are availing Education Loans 
above Rs. 7.5 Lacs from the Bank should be 
suitably covered by Life Insurance Policy. The 
policy should cover the loan amount plus 
approximate estimated accrued interest as at the 
commencement of the repayment, for the full 
tenure of the loan i.e., study and moratorium 
period plus the loan repayment period as 
applicable. However, in case of students who are 
eligible for Interest Subsidy, the amount of life 
insurance policy will be obtained for the loan 
amount only. Though various insurance policies 
issued by different Banks/ Insurance Companies 
are available in the market, the students may be 
appropriately 

counseled to obtain suitable insurance policy 
from the SBI Group viz., Rinn Raksha OR Shield. 
However, the choice of Insurance Company 
should be left to the borrower and the policy 
needs to be assigned in favour of the Bank. Since, 
Rinn Raksha is a Group Credit Life Insurance 
Policy no separate assignment is required. 
However, Smart Shield has to be assigned in 
favour of the Bank. 

Note: Education Institutions often enhance 
the fees during the course increasing overall 
cost. The funding of enhanced cost may be 
considered on case-to-case basis subject to 
the availability of adequate security as 
prescribed in the scheme. 

7) QUANTUM OF FINANCE:

Need based finance subject to repaying capacity 
of the parents/students with margin and the 
following ceilings: 

Studies in India - Maximum Rs. 10.00 lacs. 
Studies Abroad - Maximum Rs. 20.00  lacs. 

In cases, where the students have already availed 
of loans for studies abroad and need additional 

finance in view of the depreciation of Indian 
Rupee, top-up loans may be sanctioned where 
disbursement is not completed. However, the 
total amount of existing loan and the  top-up 
loan will not exceed Rs. 20 Lacs, which is the 

maximum loan limit for loans for studies abroad 
under Student   Loan  Scheme. 

The existing loan and the additional loan to be 
sanctioned  with  the security  as 

applicable to the aggregate loan amount under 
the Scheme. EMI will be recalculated accordingly 

based on the aggregate loan limit. All other 
Terms & Conditions of SBI Student Loan 

Scheme will remain the  same. 
For the purpose of reporting Priority Sector 

Lending, loans with outstandings upto Rs.10 
Lacs (for studies in both India and abroad)    will 
only be taken into consideration. 

8) TOP UP LOANS:

Students often opt for higher education after 
completion of the first course, a trendvisible in 
Engineering and Medical students. Second loan 
(Top Up Loan) for further studies, within the 
overall limit is permitted to pursue  a 
professional course in India or abroad if such 
further studies are commenced during the 
moratorium period of the first loan and subject 
to the second loan being allowed with the 
security requirements as applicable to the 
aggregate loan limit. The repayment of the loan 
will commence after the completion of the 
second course and further  moratorium period, 
as provided under the scheme. 
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For Students opting for Higher Studies, without 
availing 2nd (Top Up) Loan from our Bank due 
to following reasons: 

 
i. Availability of Scholarship for the Higher 
studies 

 
ii. Concessional /Low fee structure moratorium 
period to be extended for the duration of the 
higher studies also. 

 
The combined repayment to be shifted to one 
year after the completion of Higher Studies, or 6 
months after taking up a job whichever is earlier. 

 
 

Note: In cases where the student is pursuing 
higher studies by availing Second Loan from 
some other Bank, there will be no change  in 
the moratorium period. 

 
 

9) EDUCATION LOANS TO TWO OR MORE 
CHILDREN OF ONE PERSON 

 
There is no ceiling in maximum aggregate 
amount of loan when two or more wards of a 
parent/guardian individually avail loan. 
Educational Loan is given for an “individual”. 

 
Purchase of books / equipments / instruments / 

uniforms / computer at reasonable cost, if 
required for completion of the course / any other 
expense required to complete the course– like 
study tours, project work, thesis, etc. considered 
for loan should be capped at 20% of the total 
tuition fees payable by the students who do not 
get any concessions / remissions. 

 
Caution deposit, Building fund/ refundable 
deposit supported by Institution 
bills / receipts could be considered subject to the 
condition that the amount does not exceed 10% 
of the total tuition fees for the entire course. 

In case of Doctorate Programmes (Ph.D.) 
courses in India/ Abroad, the quantum of finance 
for such courses should be arrived at after 
factoring in the Scholarship / Fellowship / 
Honorarium etc., available to the student. 

 
Cost of a two-wheeler upto Rs. 50,000 can be 
included in the expenses considered eligible for 
finance where the loan amount is secured by a 
suitable third partyguarantee and/or tangible 
collateral security. Two-wheeler can  be 
necessary in some cases where hostel  and 
college are far apart. 

 
Premium of ‘RiNn Rakhsha’ (IRDA License No: 
UIN: 111N078V01): Finance for ‘RiNn Rakhsha’ 
will provide insurance-coverage of the loan. 

 
Note: In terms of IBA guidelines, insurance 
premium for student borrower can  be 
considered as expense for the loan. IBA has 
advised that while it is not compulsoryfor all 
students taking loan from the Bank to avail the 
Insurance facility, the branches should explain to 
the student/parent borrowers the  benefits 
arising out of taking an  insurance  policy 
covering life and make efforts to market the 
product. 

 
As a measure of de-risking the Education Loan 
portfolio, every effort must be made that the 
students who are availing Education Loans 
above Rs. 7.5 Lacs from the Bank should be 
suitably covered by Life Insurance Policy. The 
policy should cover the loan amount plus 
approximate estimated accrued interest as at the 
commencement of the repayment, for the full 
tenure of the loan i.e., study and moratorium 
period plus the loan repayment period as 
applicable. However, in case of students who are 
eligible for Interest Subsidy, the amount of life 
insurance policy will be obtained for the loan 
amount only. 
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Though various insurance policies issued by 
different Banks/ Insurance Companies are 
available in the market, the students may be 
appropriately counseled to obtain suitable 
insurance policy from the SBI Group viz., Rinn 
Raksha OR Shield. However, the choice of 
Insurance Company should be left to the 
borrower and the policy needs to be assigned in 
favour of the Bank. Since, Rinn Raksha is a 
Group Credit Life Insurance Policy no separate 
assignment is required. However, Smart Shield 
has to be assigned in favour of the Bank. 

 
Note: Education Institutions often  enhance 
the fees during the course increasingoverall 
cost. The funding of enhanced cost may be 
considered on case-to-case  basissubject  to 
the availability of adequate security as 
prescribed in the scheme. 

 
 

10) QUANTUM OF FINANCE: 
 

Need based finance subject to repaying capacity 
of the parents/students with margin nd the 
following ceilings: 

 
Studies in India - Maximum Rs. 10.00 lacs. 
Studies  Abroad  -  Maximum  Rs. 20.00  lacs. 
In cases, where the students have already availed 
of loans for studies abroad and need additional 
finance in view of the depreciation of Indian 
Rupee, top-up loans may be sanctioned where 
disbursement is not completed. However, the 
total amount of existing loan and the  top-up 
loan will not exceed Rs. 20 Lacs, which is the 
maximum loan limit for loans for studies abroad 
under Student Loan Scheme. 

 
The existing loan and the additional loan to be 
sanctioned   with    the    security     as 
applicable to the aggregate loan amount under 
the Scheme. EMI will be recalculated accordingly 

based on the aggregate loan limit. All other 
Terms & Conditions of SBI Student Loan 
Scheme will remain the same. 

 
For the purpose of reporting Priority Sector 
Lending, loans with outstandings  upto Rs.10 
Lacs (for studies in both India and abroad) will 
only be taken into consideration. 

 
 

11) TOP UP LOANS: 
 

Students often opt for higher education after 
completion of the first course, a trend visible in 
Engineering and Medical students. Second loan 
(Top Up Loan) for further studies, within the 
overall limit is permitted to pursue  a 
professional course in India or abroad if such 
further studies are commenced during the 
moratorium period of the first loan and subject 
to the second loan being allowed with the 
security requirements as applicable to the 
aggregate loan limit.The repayment of the loan 
will commence after the completion of the 
second course and further  moratorium period, 
as        provided        under        the        scheme. 
For Students opting for Higher Studies, without 
availing 2nd (Top Up) Loan from our Bank due 
to following reasons: 

 
i. Availability of Scholarship for the Higher 
studies 
ii. Concessional /Low fee structure moratorium 
period to be extended for the duration of the 
higher studies also. 

 
The combined repayment to be shifted to one 

year after the completion of Higher Studies, or 6 
months after taking up a job whichever is earlier. 
Note: In cases where the student is pursuing 
higher studies by availing Second Loan from 
some other Bank, there will be no change in the 
moratorium period. 
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12) EDUCATION LOANS TO TWO OR MORE 
CHILDREN OF ONE PERSON 

 
There is no ceiling in maximum aggregate 
amount of loan when two or more wards of a 
parent/guardian individually avail loan. 
Educational Loan is given for an ”individual” 

 
The co-obligator should be parent(s) / guardian 
of the student borrower. In case of married 
person, co-obligator can be spouse or the 
parent(s) / parents-in-law. 

 
 

10. SECURITY AND RECOMMENDED 
MARGINS AGAINST SECURITY 

 
11. The security can be in the form of land / 
building / Govt. Securities / Bonds issued by 
PSUs / Units of UTI, NSC, KVP, LIC policy, gold, 
shares/debentures, Bank Deposit in the name of 
student / parent / guardian/ any other third party 
and such other tangible liquid securities as may 
be deemed appropriate by the sanctioning 
authority subject to the margins stipulated in the 
scheme for finance against the securities 
concerned. 

 
 

12. The recommended margins for type of 
security is as under: 

 
i. Land & Building -10%, 

 
ii. Govt. Securities, Bonds issued by PSUs, NSCs, 
Bank       Deposits,       RBI       Relief       Bonds 
etc –NIL (Face value or Issue Price of the 
security/bond,     whichever     is     lower,     to 
be reckoned as value of security), 

 
iii. Life Insurance Policies –  Surrender  Value 
For Higher loan limits i.e., Above Rs. 10 Lacs for 
studies in India (where permitted by the 
Competent Authority): In case of immovable 
property offered as collateral for these 
categories, SARFAESI compliant property  only 
to be taken as security. 

Wherever the land/building is  already 
mortgaged, the residual un-encumbered value 
can be taken as security on second charge basis 
provided it covers the required loan amount. A 
second charge on the property can be accepted 
provided the market value thereof, as per 
acceptable current valuation, is adequate to 
cover our loan also after providing for liability 
towards the 1st mortgage. 
All charges in connection with valuation of 
property, TIR from Bank Advocate and Stamp 
Duty etc., to be borne by the borrower. 

 
 

11. WAIVER OF SECURITY FOR LOANS: 
 

The Student Loan Scheme has been devised as 
per Model Education Loan  Scheme formulated 
by IBA with the approval of Ministry of Finance. 
The courses, margin, security norms have been 
fixed as per the Model Education Loan Scheme. 
The main emphasis of the scheme is that every 
meritorious student, though poor, is provided 
with an opportunity to pursue education with 
affordable financial support. The scheme 
naturally has to be non-discriminatory and by 
and large non-discretionary. Granting loans 
without security may result in complaints from 
others who have been denied such loans. Further 
in terms of IBA guidelines, such requests to 
support students without security are to be 
considered for highly and exceptionally 
meritorious / deserving students by Corporate 
Centre. Hence, such requests may be considered 
only in exceptional cases from exceptionally 
meritorious students where the parents / 
guarantors are not in a position to offer any 
security. 

 
It is preferable that education loans are granted 
within the norms of the laid-down scheme. 

 
 

12. REPAYMENT: 
Repayment Holiday / Moratorium: Course 
period  +  1  year, or  6  months   after  getting 
job, whichever is earlier. 
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Repayment: Repayment of the loan will be in 
equated monthly installments for a period of 15 
years for all categories.If the student is not able 
to complete the course within the scheduled 
time, extension of time for completion of course 
may be permitted for a maximum period of 2 
years. If the student is not able to complete the 
course for reasons beyond his control, the 
sanctioning authority may at his discretion 
consider such extensions as may be deemed 
necessary to complete the course. In case the 
student discontinues the course midway, 
appropriate repayment schedule will be worked 
out by the bank in consultation with the  student 
/ parent. 

 
The accrued interest during the moratorium 
period / repayment holiday period to be added to 
the principal and repayment to be fixed in 
Equated Monthly Installments (EMI). 

 
No prepayment penalty will be levied for 
prepayment of loan any time during the 
repayment period. 

 
NOTE: Increase in repayment period, for loans 
upto  Rs.  7.5 Lacs,  is   applicable   to   all 
existing as well as fresh loans. RBI has clarified 
that    if    the    repayments    in    education 
loans are extended due to revision in the 
repayment period, the  same  may  not  be 
treated as restructuring. However, this treatment 
would be available only to education loans which 
are standard in the books of Banks on the date of 
such extension of repayment period. Further, 
such extensions should not be given by banks 
with retrospective effect and it should  be 
ensured that any extension in repayment period 
mentioned above should be need based and after 
taking into account the repayment capability of 
the respective borrowers. 

 

13. PAPERS TO BE SUBMITTED WITH LOAN 
APPLICATION AND DOCUMENTATION 
Papers to be submitted 

 

Under noted papers /documents would apply: 
a)Application-cum-Appraisal Form (‘Annexure- 
I’), 

MASTER CIRCULAR, SBI EDUCATION 
LOAN SCHEMES,DATED:  30.06.2017. 
(EL Application Form is also available on our 
PBBU website and on sbi.co.in) 

 

b) Agreement for Term Loan under Education 
Loan Schemes (‘Annexure-II’) 

 

c) Guarantee Agreement for Term Loan under 
Education Loan Schemes 
(‘Annexure-III’) 

 

d) Arrangement Letter for Term Loan under 
Education Loan Schemes (‘AnnexureIV’) 

 
 

Supporting Documents to be submitted 
a) Letter of admission 
b) 2 passport size photographs 
c) Statement of cost of study 
d) PAN Card of the student and Parent/ 
Guardian . However, no Education Loan 
application should be rejected for want of PAN 
Card. Refer to section 1.24 for further details. 
e) AADHAAR Card of the student and Parent / 
Guardian 
f) Proof of identity (Driving Licence / Passport / 
Aadhaar / any photo identity) 
g) Proof of residence (Driving Licence/ Passport 
/ Electricity bill / Telephone bill) 
h) Student/ Co-borrower/ Guarantor's bank 
account statement for last 6 months 
i) IT return/ IT assessment order, of previous 2 
years of Parent / Guardian / other 
co-borrower (if IT Payee) 
j) Brief statement of assets & liabilities of Parent 
/ Guardian/ other co-borrower 
k) Proof of income (i.e. salary slips/ Form 16) 
Parent / Guardian / other coborrower (if IT 
Payee) 

 
 

14. EXTENSION OF MORATORIUM FROM 12 
MONTHS TO 24 MONTHS 

 
The competent authority had approved 
extending the moratorium period in respect of 
Education Loans granted under SBI Student 
Loan  Scheme  from  12  months  to  24   months, 
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after completion of the course on case to case 
basis. 

 
Necessary changes have been made in SBI 
Student Loan Scheme to extend the moratorium 
from the current 12 months to 24 months in 
genuine cases after satisfying that the student 
did not get any employment after completing 
studies. A request letter from the student and 
co-borrower should be obtained before 
considering extending the moratorium period. 
On receipt of the request letter an ‘Exchange 
Letter’ to be issued to the borrower/guarantor as 
per the specimen enclosed to this circular and 
acknowledged copy filed with the documents 
(‘Annexure-V’). 

 
Extension of moratorium attracts provisions of 
restructuring norms as the terms of sanction 
changes and the asset classification changes 
accordingly. 

 
18) CIBIL REQUIREMENTS: 

 
It is observed that in case of Education Loans, 
full details of the borrower / co borrower are not 
being captured in CBS by the Operating Units, 
thus leading to a large number of these loan 
accounts in our CBS data not reflected in CIBIL 
data base thereby providing opportunity for 
these borrowers to avail loans from other Banks/ 
FIs etc. This is more so in case of loan accounts 
which are classified as NPAs in our books. The 
CIBIL advised that the following fields are 
mandatory for mapping our loan accounts to 
CIBIL database. 

 
a) Name of borrower 
b) Date of Birth 
c) Gender 
d) Full Address with pin-code 
e) Telephone number (Landline or Mobile 
phone) 
f) Any one of the following photo-identity cards 
i. PAN 
ii. Passport 
iii. Voter id 
iv. Driving License 
v. Aadhaar Card (should be accompanied by 

another variable) 
vi. Ration Card (should be accompanied by 
another variable) 

 
 

Every month Circle-wise list of CIBIL rejected 
accounts    is     being     made     available     to 
the respective Circles. The CIBIL Nodal Officer 
at LHO is required to rectify the underlying 
reason for CIBIL rejection and ensure that these 
accounts are accepted by CIBIL in the following 
month. 
Operating Units to ensure that the above 
mandatory data fields are captured in CBS 
without any exception while opening the loan 
accounts. Also, in cases where the loan accounts 
have already turned NPA, these fields to be 
updated in CBS on top priority so that  these 
NPA accounts are uploaded in CIBIL database 
and other Banks/ FIs get notice of the default 
with our Bank. 

 
While opening an Education Loan, operating 
units have to ensure that : 

 
i) Where parents have an existing CIF, the CIF 
particulars   should   be   verified    and 
updated. 

 
 

ii) Separate CIFs must exist for Parent and 
Student.    There    should    be     no     clubbing 
of names. 1.15 

 
iii) In most cases, Student will not have a CIF 
and    in    all    such    cases,    a     new     CIF 
must be created. 

 
 

19) DISPOSAL OF LOAN APPLICATION 
(TIME NORM) AND FINANCE MINISTRY 
GUIDELINES ON DISPOSAL OF LOAN 
APPLICATIONS 

After the receipt of duly filled application form, 
a standard acknowledgement giving a reference 
number will be issued. The acknowledgement 
will contain contact details of the bank official 
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who, could be contacted in case of delay in 
disposal of application. 

 
Sanction / rejection will be  communicated 
within 15 days of receipt of duly completed 
application   with   supporting    documents. 
Loan applications received and disposed-off 
register   should    be    properly    maintained. 
The processing of education loan applications 
should be monitored by the Controllers and 
RACPCs on weekly basis. 

 
No application for educational loan received 
should be rejected without the concurrence of 
the next higher authority. Branches need to 
record reasons for rejection and advise the 
applicants suitably with reason for rejection to 
avoid complaints. 

 
No application should be rejected on the basis of 
“Out   of   Service    /    Operational    Area”. 
Due to rise in number of complaints addressed 
to Finance Ministry, the Heads of RACPCs must 
ensure that all education loan applications are 
speedily disposed off, the applicants are treated 
courteously and loan if declined should be on 
valid grounds. 

 
20) AUTHORISED BRANCHES 

 
All  Metro,  Urban  and  Semi-Urban branches. 
All branches with ‘P’ Division and Campus 
Branches    irrespective    of    their    location. 
GM  (Network)  may  approve  rural branches. 
All Village Branches and SABs are  exempted 
from the scheme. 

 
Students approaching such branches should be 
directed to the nearest Taluka / District 
Headquarter Branch. Branches have to follow the 
existing process laid down for sanction and 
disbursement of loans by RACPCs at BPR and 
non-BPR centres. 

 
21) LOAN TO CHILDREN/ WARDS OF 
MEMBERS OF STAFF 

 
Education Loans to the Wards of Staff/Staff are 
sanctioned on the same terms and conditions  as 

prescribed for public. In terms of P & HR Dept. 
Circular No. CDO /P&HRD-IR/87/2016-17 dated 
24.01.2017, the following relaxations are available 
for such loans 

 
Repayment 180 months after moratorium 
Margin     :     -     Upto     Rs.     4     lacs     –     Nil 
- Above Rs. 4 lacs – 5% for studies in India, 15% 
for studies abroad Interest Rate- 6.95% p.a. with 
0.50% concession to girl students in eligible 
accounts (As on 30.06.2017) 

 
Incentive of 1% reduction in rates for regular 
servicing of interest during the moratorium 
period as available hitherto will not be available 
to wards of staff w.e.f.1.7.2009 in view of the 
reduction   in   interest    rates    significantly 
(For details Refer Cir No. CDO/P&HRD- 
IR/87/2016-17 dated 24.01.2017) 
No prior administrative clearance is necessary 
for   members   of    staff    seeking    loan 
under the scheme. 

 
Stipulation of deductions should not exceed 60% 
of total emoluments of the employee has been 
removed. 

 
Security for loan as applicable to public. 

 
A mandate for deduction of the installment due 
from the salary / pension of the employee should 
be obtained in all cases. 

 
No lien should be noted against PF balance of 
the member of staff. The cases where the lien 
has been already noted for existing loans can be 
removed provided the employee has furnished / 
furnishes adequate tangible collateral security / 
third party guarantee, if any, as applicable to the 
general public, as on the date of sanction of the 
loan if the loan amount is more than Rs. 7.5 lacs. 

 
1.      SBI SCHOLAR LOAN SCHEME 

 
1) PURPOSE : Loans will be granted to 
deserving/meritorious students for pursuing full 
time courses in India at selected premier and 
reputed institutions identified by the Bank. 
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2) STUDENT ELIGIBILITY : 

Should be an Indian National. 

Secured admission to full time professional/ 
technical courses through Entrance 
Test/Selection process in any of the selected 
Premier Institutes as given in Annexure-VIII’. 

 

(For latest list of Institutions covered under this 
Scheme, refer to website www.sbi.co.inor latest 
circulars). 

 
NOTE: Customers who are visually challenged/ 
persons with disabilities are not barred from 
availing loans if they fulfill scheme specific 
criteria. 

 
3) ELIGIBLE EXPENSES : Fee payable to 
college / school / hostel Examination/ Library/ 
Laboratory fees Purchase of books / quipments/ 
instruments/ uniforms Caution deposit  / 
building fund / refundable deposit supported by 
institution bills/ receipts [not to exceed 10% of 
tuition fees for the entire course] Travel 
expenses / expenses on exchange programme* 
Purchase of computer/ laptop, if essential for 
completion of course* Any other expense 
required to complete the course like study tours, 
visits to foreign universities in exchange 
programs, project work, thesis, etc.* * No 
voucher/ receipt required, purpose (end use) 
need to be self-certified. Expenditure not to 
exceed 25% of the loan amount (upto a lumpsum 

amount of max Rs. 1 Lac). Expenditure beyond 
25% cap permitted subject to production of 
voucher/ receipt. 

 
NOTE: As a measure of de-risking the Education 
Loan portfolio, every effort must be made that 
the students who are availing Education Loans 
above Rs. 7.5 Lacs from the Bank should be 
suitably covered by Life Insurance Policy. The 
policy should cover the loan amount plus 
approximate estimated accrued interest as at the 
commencement of the repayment, for the full 
tenure of the loan i.e., study and moratorium 
period plus the loan repayment period as 
applicable. However, in case of students who are 
eligible for Interest Subsidy, the amount of life 
insurance policy will be obtained for the loan 
amount only. Though various insurance policies 
issued by different Banks/ Insurance Companies 
are available in the market, the students may be 
appropriately counseled to obtain suitable 
insurance policy from the SBI Group viz., Rinn 
Raksha OR Shield. However, the choice of 
Insurance Company should be left to the 
borrower and the policy needs to be assigned in 
favour of the Bank. Since, Rinn Raksha is a 
Group Credit Life Insurance Policy no separate 
assignment is required. However, Smart Shield 
has to be assigned in favour of the Bank. 

 
4) TYPE OF LOAN: The loan will be 
sanctioned as a term loan. 

 
5) LOAN AMOUNT: 

 
Category Maximum Loan Limit Maximum Loan Limit 

 Without any tangible collateral, 
only 

Parent/ Guardian as co- borrower 

Without any tangible collateral, only 
Parent/ Guardian as co- borrower 

List ‘AA’ Upto Rs. 30 lacs NA 
List ‘A’ Upto Rs. 20 lacs Upto Rs. 30 lacs 
List ‘B’ Upto Rs. 20 lacs NA 

List ‘C’ Upto Rs. 7.5 lacs 
Above Rs. 7.5 Lacs and upto 

Rs. 30 Lacs 
6) COURSES COVERED : 
Regular full time Degree/ Diploma Courses and 
not certificate/ part-time courses, through 

entrance test/ selection process. SBI Scholar 
Loans are to be sanctioned for: 
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Core programmes only i.e., regular full time 
Degree/ Diploma Courses and Executive 
Management Courses like PGPX EPGP of all 
IIMs and other reputed institutions like XLRI- 
Jamshedpur,      MDI      and      ISB     Hyderabad. 

 
 

Post Graduate Diploma in Business Analytics 
(PGDBA) offered by IIM Calcutta is also covered 
under this scheme. 

 
15 month Part time ‘Executive MBA course’ of 
Narsee Monjee Institute of Management Studies 
(NMIMS), Mumbai. 

3 year Post-Graduation Programme for Working 
Executives (PGPWE) of IIM Lucknow Noida 
Campus, also known as Working Managers 
Programme (WMP). 

 
5 year Integrated Programme in Management’ 
course conducted by the Indian Institute of 
Management (IIM), Indore is NOT covered 
under the scheme. In respect of the following 
Institutions, Scholar Loans shall  be sanctioned 
to the students seeking admission only for the 
following specific courses offered by the 
Institutions as mentioned below: 

 

Institutions 
Courses eligible for finance under 

Scholar Loans 

IIT Kharagpur, IIT Chennai, IIT 
Delhi, 

IIT Kanpur 

 

B.Tech and MBA (Regular 2 year program) 

NIT Warangal B. Tech 

IIM Bangalore 
Regular 2 year PGP course and 1 year EPGP for 

working executives 
ISM Dhanbad B. Tech 

IIM Indore MBA (Regular 2 year program) 
BITS Pilani B. Tech 

IIT Gandhinagar B. Tech 
LIBA Chennai Regular 2 year PGDM course 

IIM Lucknow- Noida 
Programme for Working Executives (PGPWE) 
Programme for Working Executives (PGPWE) 

 
 

For other courses offered by the above 
Institutions, students shall be sanctioned loans 
under SBI Student Loan Scheme. 

 
7) MARGIN 

Upto Rs. 4 Lacs: NIL 
Above Rs. 4 Lacs & Upto Rs. 7.5 Lacs: 5% 
Above Rs. 7.5 Lacs: NIL 

 
8) PROCESSING FEE: NIL 

 
9) SECURITY: The loan would be sanctioned 
jointly in the name of the student and his parent/ 
guardian. In case of married person, co-obligator 
can either be spouse or parent/ parent-in-law. 

 
Parental co-obligation can also be substituted by 
a suitable third party guarantee. 

 
10) SECURITY AND RECOMMENDED 
MARGINS AGAINST SECURITY 

 
The security can be in the form of land/ 

building/ Govt. Securities/ Bonds issued  by 
PSUs/ Units of UTI, NSC, KVP, LIC policy, gold, 
shares/debentures, Bank Deposit in the name of 
student/ parent/ guardian/ any other third party 
and such other tangible liquid securities as may 
be deemed appropriate by the sanctioning 
authority subject to the margins stipulated in the 
scheme for finance against the securities 
concerned. 
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The recommended margins for type of  security 
is as under: 

 
i. Land & Building -10%, 

 
ii. Govt. Securities, Bonds issued by PSUs, NSCs, 
Bank Deposits, RBI Relief Bonds etc 
–NIL (Face value or Issue Price of the 
security/bond, whichever is lower, to  be 
reckoned as value of security), 

 
iii. Life Insurance  Policies  –  Surrender  Value 
In case of immovable property offered as 
collateral, SARFAESI compliant property only to 
be taken as security 

 
Wherever the land/building is  already 
mortgaged, the unencumbered portion can be 
taken as security on 2nd charge provided it 
covers the required loan amount. We clarify that 
a second charge on the property can be accepted 
provided the market value thereof, as per 
acceptable current valuation, is adequate to 
cover our loan also after providing for liability 
towards the 1st mortgage. 

 
In case the loan is given for purchase of 

computer the same to be hypothecated to the 
Bank. 

All charges in connection with valuation of 
property, search report from Bank Advocate and 
Stamp Duty etc., to be borne by the borrower. 

 
 

11) SANCTION AND DISBURSEMENT OF 
LOAN 
Scholar loan to students, who have secured 
admission to the selected institutes, will be 
sanctioned and disbursed from the Campus/ 
Designated branch or RBO and de-linked from 
CPCs. However, the loans will be sanctioned as 
per the Delegation of Financial Powers vested 
with the Branch. 

 
In addition to existing designated campus 
branches, all MMGS-III and above incumbency 
branches will also sanction the Scholar Loans, as 
per    the    convenience    of    student    /  parent. 

If the loan amount exceeds the Delegation 
powers of the Campus/ Designated branch, the 
same will be sanctioned by the RBO concerned. 
Loan Documents will be maintained at Campus/ 
designated branch till the loan is fully disbursed, 
after which it will be handed over to the CPC 
concerned. 

 
12) REPAYMENT HOLIDAY/MORATORIUM: 
Course Period + 1 year 

 
13) REPAYMENT : 
Maximum 15 years after commencement of 
repayment. Repayment starts 1 year after the 
completion of the course. 
Extension of time for completion of course may 
be permitted for maximum period of 2 years if 
the student is not able to complete course within 
scheduled time. 

 
The interest accrued during repayment holiday 
period is to be added to the principal and 
repayment in Equated Monthly Installments 
(EMI) fixed. 

 
NOTE: Increase in repayment period to 15 years, 
is applicable to all existing as well as fresh loans. 
RBI has clarified that if the repayments in 
education loans are extended due to revision in 
the repayment period, the same may not be 
treated as restructuring. However, this treatment 
would be available only to education loans which 
are standard in the books of Banks on the date of 
such extension of repayment period. Further, 
such extensions should 2.7 not be given by banks 
with retrospective effect and it should  be 
ensured that any extension in repayment period 
mentioned above should be need based and after 
taking into account the repayment capability of 
the respective borrowers. 

 
Additional Follow up Measures: 

 
Campus/ Designated Branches to keep liaison 
with  the  Alumni   of   these   Institutes. 
Passport details and/or Aadhaar Number to be 
obtained of applicant/ co-applicant invariably. 
CIBIL check of the borrower/ co-borrower to  be 
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done and in cases of default, report should be 
sent to CIBIL. 

 
In case of the parent having  transferrable job, 
the ‘address for correspondence’ to be 
meticulously noted in the system for tracking 
purposes. 
PAN card of the student and the Parent/ 
Guardian is now a mandatory document for all 
Education     Loans       (w.e.f.       18/02/2012). 
For detailed instructions on PAN Card, please 
refer Para 1.27 of SBI student Loan Scheme. 

 
14) LISTOF INSTITUTIONS UNDER SBI 
SCHOLAR LOAN SCHEME : For list of 
Institutes covered under Scholar Loan Scheme 
with the Campus/ Designated branches, as on 
30.06.2017, be referred as per the ‘Annexure- 
VIII,’. The current list is available on our website 
www.sbi.co.in under Personal Banking > 
Personal Finance > Scholar Loans 

 
15) OPINION REPORT: Opinion Report on 
student will not be compiled as we are relying on 
the student getting a favorable placement and 
repaying the loan out of his future income. 

 
16) OPTION OF TRANSFERRING THE 
ACCOUNT AFTER THE COURSE 
COMPLETION : After the completion of the 
studies and if the student desires, the loan 
account can be transferred to a branch closer to 
the place of co-borrower and preferably which 
has made KYC verification at the time of availing 
loan for tracking purposes. 

 
TAKE OVER OF COLLATERALISED 
EDUCATION LOAN SCHEME (CELS) 

 
1) NORMS : This scheme is applicable for all the 
loans sanctioned with adequate collateral 
security with limits of Rs.10 lacs and above. This 
should be a fresh take over; (not to be a second 
time) 

 
The student-borrower should be a major at the 
time of take over; The loan should be fully 
disbursed; 
Repayment should have been  started, EMIs   are 

regular and the IRAC status of the loan should 
be standard (as per RBI norms) in the books of 
other Bank/FI after the 
commencement of repayment; 

 
A top up loan can also be considered after take 
over if the student wishes to pursue further 
studies subject to submission of required 
documents with extended repayment period for 
that course; 

 
As the loan amount will be greater than Rs. 10 
Lacs, reports from two CICs must be obtained 
(as per existing instructions); 

 
CIBIL TRANSUNION SCORE should be as 
under: 

 
i)If     no     credit     history:     Minus      score 
ii)If credit history available: Minimum score of 
650 and above; 

 
Quantum of the loan may consist the following 
components; 
i) Outstandings in the account (principal + 
Interest + other expenses like insurance) 

 
ii) Limits sanctioned as Top Up Loan (if any) 

 
iii) Prepayment    penalty,    if     any 
TOTAL AMOUNT: (-) margins as applicable* 
Total   amount    of    loan     requirement: 
(The permissible loan amount would be (a) the 
amount of loan arrived as per requirements or 
(b) the market value of the property –whichever 
is less; 

 

*applicable in respect of top up loan if 
considered; 

 
 

Credit Information Report (CIR) should be 
obtained    before     processing     the    loan. 
No deviation from the take-over conditions 
would be permitted. 

 
No take-overs are entertained from Associate 
Banks. 
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2) DETAILS OF SECURITY 
 

The property proposed as collateral security 
should be SARFAESI-compliant and  of 
minimum 100% value equal to the proposed loan 
as interest applied in the account during study 
period and moratorium period would have 
already been capitalised. 

 
In respect of Fixed Deposits the principal + 

accrued interest should be equal to 100% of the 
amount loan. 

 
In respect of other securities like Fixed 
NSCs/KVPs etc., the face value should be equal 
to        100%        of        the        amount          loan. 

 
 

For LIC policies, the surrender value should be 
equal to 100% of the proposed loan amount. 

 
She security can be in the name of the student/ 
Parent/ Co-borrower/ guardian or any  other 
third party. 

 
Shares and Debentures cannot be considered as 
acceptable security. 

 
 

Latest value of the security to be recorded. In 
respect of immovable properties, fresh valuation 
report should be obtained from the empanelled 
valuers. 

 
 

Other aspects of valuation, legal opinion, pre- 
sanction survey connected with the security are 
applicable in toto as detailed in Manual of 
Advances (Retail). 

 
No dilution of whatsoever manner shall be 
allowed in existing collateral security. 

 
3) INTERIM SECURITY: Third Party 
Guarantee (TPG) of the parent/ spouse to be 
obtained. The same should be released after 
receipt of the title deeds and creation of a valid 
equitable mortgage subsequent to verification of 
the borrower's title to the property. 

4) PROCEDURE FOR TAKE OVER 
 

Standard   Operating   Procedure   is   placed    at 
‘Annexure-XLII’. 

 
The Prospective borrower should address  a 
letter to the bank/ financial institution from 
whom he has availed the loan asking them to 
deliver the title deeds and other securities,  if 
any, direct to our lending branch immediately 
upon       receipt       of       the       loan     amount. 
a) The borrower should give to the branch a 
request letter for paying to his existing lending 
bank / financial institution the outstanding 
(closure) amount of his loan by debit to his loan 
account. The branch must received) The loan 
sanction/arrangement letter; 

 
b) Certificate issued by the existing Bank listing 
the details  of  the  security  documents 
deposited by the borrower; 

 
c) The statement of account of the loan from the 
date of sanction; 

 
d) Foreclosure letter containing the amount of 
take-over (outstandings + prepaymentpenalty) 

 
e) Confirmation that other bank/financial 
institution has created an equitable mortgage 
over the property and the related documents are 
in their possession; 

 
f) The Operating Units should ensure 
completion of proper documentation and other 
formalities with regard to  takeover (perfection 
of securities) with in a period, not exceeding 60 
days from date of disbursement; 

 
g) Registration with CERSAI in all applicable 
cases should be done promptly as per extant 
instructions. Operating Unit must ensure 
compliance of all terms and conditions/ 
tipulations, if any,before disbursement of loan. 

 
1)      OTHER COVENANTS 
Parameter Details - Purpose To liquidate  the 
out standings in the other Bank and top up  loan 
if student wishes to take up any further study. 
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The loan should be disbursed directly to the 
other Bank account as per the  certificate 
received there from and direct to  the 
Institutions in respect of any portion of top up 
loan. The necessary documents evidencing the 
same should be kept on record. Margin The 
margins applicable for the fresh Collateralised 
Education Loans (20%) are applicable in respect 
of top up loan) 

Processing Fee : NIL 
Type of Account :  Term Loan 
Repayment Period : Total repayment period 
shall not exceed 15 years including the period 
run at the other Bank. 
Rate of Interest : (Please refer to latest circular 
on Education Loan ROI) 
Sanctioning Authority : As per the Delegation 
of Powers for SBI Student Loans Scheme 
Documents As applicable for SBI Student Loan 
Scheme 
Inspections : Inspection of the immovable 
property under mortgage, within a week of 
the account being classified as RG-3. 
Insurance 
i) Insurance of the immovable property offered
as security (superstructure) against all kinds of
risks including fire, riots, earthquake, lightning,
floods etc., in the joint name of the Bank and
owner of the property. If already a policy exists,
the same need to be assigned in our favour;
ii) Life Insurance (RinNRaksha) to be
promoted/solicited to the borrower. If already a
policy exists, the same need to be assigned in our
favour

Control reporting : As per extant instructions 
for Term loans 

Irregularity Reports : As per extant instructions 
for Term Loan 
A new product code has been created for taking- 
over    collateralised     education      loans. 
(Refer to the latest list of Education Loan 
Schemes - product codes. 

For further details & annextures of education 
loan     please     refer     Master     Circular    on 

Education Loan :: NBG/PBU/PL_EDUCATION 
/14/2017-18 dated 10/07/17 

4.3.4    PRE SANCTION CREDIT  PROCESS 

(i) Illustrative check-list of activities to be 
undertaken by operating units
1. Has the application for loan been received
complete in all respects along with supporting
documents?
2. Have KYC documents of all applicants been
enclosed to the application?
3. Has the authorised official affixed his
signature along with his SS No. against the
photographs and signatures of applicants as a
token of verification?
4. Have salary slips for latest three months
showing all deductions been submitted with the
application? (for salaried employees)
5. Has last six months Bank statement of
account been obtained for the salary account?
6. Has Form 16/ITR for the previous two/three
years been enclosed? (wherever applicable)
7. Has proof of profession/business been
obtained from professionals/businessmen?
8. Have Balance Sheet and P & L statement
been obtained for the last 3 years/2 years (as
applicable)(Certified true copy)(for
Businessmen & professionals)?
9. Has proof of business address been
obtained?
10. In respect of Agriculturists has proof of land
holding been obtained?
11. In respect of NRI applicants has a copy of
passport along with the page containing visa
stamping been obtained?
12. Have copies of valid work permit/work
contract, appointment letter, identity  card
issued by employer been obtained?
13. Has the statement of overseas bank account
for the last six/twelve months (as applicable)
been obtained?
14. Has signature identification from the Bankers
of the applicant been obtained (NRIs and PIOs)?
15. Has copy of continuous discharge certificate
been obtained in respect of applicants employed
in Merchant Navy?
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16. Has Power of Attorney, if applicable, in
Bank’s standard format duly stamped and
notarised/attested by Indian Embassy/Consulate
been obtained?
17. Have the Personal Assets and Liabilities
statements of all applicants been obtained and a
brief opinion report compiled?
18. Have the Credit Information Reports (2nd
report from other identified CIC where
applicable) of all the applicants been pulled out
and verified for their credit history?
19. In respect of take over loans, has bank
statement for the last1 2 months been obtained?
20. Have copies of all enclosures been verified by
the authorized officer with their originals and
certified by him/her?
21. Has pre-sanction visit of work-place and
residence been conducted and the relative report
placed in the file?
22. Has an independent visit to the property (not
along with the borrower) proposed to be
financed/proposed as security been carried out
and landmarks to the property been noted in the
records?
23. Have discreet enquiries been made with local
persons to ascertain the ownership of the
property?
24. In respect of open land, has an independent
visit been made along with the local Ameen to
ascertain genuineness of the land vis-à-vis Plot
No., Dag No., khatiyan No. etc., as recorded in
title deeds and other relevant documents? Have
the following verifications been done and
notings kept on record?
a. Is the land a contiguous plot of land or is it in
scattered pieces?
b. Is the land properly demarcated and bound
with pucca boundary wall?
c. Is the land land-locked?
d. Is there proper access to the land by a road
physically as well as in approved plan?
25. If the property to be financed or proposed as
security is a flat, have the following details been
verified and proper record maintained?
a. Is it an independent flat (i.e. it has a separate
and independent entry; not through another
flat).

b. Is the flat rented out? If yes, name of the
tenant and duration of his tenancy to be
recorded
c. If two or more flats are modified and made
into one apartment, are all of these mortgaged to
the Bank?
d. If two or more flats are amalgamated, then has
this been authorized by and approved in writing
by the residential society of the flat owners and
the Municipality?
e. Is the flat rented out, partially or wholly?
f. Has the flat been constructed as per the
sanctioned plan?
Is the upkeep of the flat proper?
26. If the property to be financed or proposed of
security is a leased property, have the following
details been verified and proper record
maintained?
a. Is the lease a Government lease?
b. In case of Govt. lease, has NOC from
concerned Govt. office been obtained by the
borrower, to mortgage the property?
c. If the leased property is not Government
lease, is the lease deed accompanied by Original
Mother Deed?
d. Has the mortgage been done by the lessor on
Original Mother Deed?
e. Has the lessor been taken as Guarantor?
27. If the property to be financed or proposed of
security is a building, have the following details
been verified and proper record maintained?
a. Is the building rented out, partially or wholly?
b. Has the building been constructed as per the
sanctioned plan? Is the upkeep of the building
proper?
28. In Kolkata, Howrah and other municipalities
of West Bangal, from the appearance of the
building/structure, has it been ascertained if it is
a Thika Tenancy Land?
29. Has is it been ensured that mutation of the
property in the name of the owner done?
30. Has conversion of the property use been
done? Is the conversion certificate available on
record?
31. Has it been verified as to whether there will
be any challanges in enforcing the property (i.e
taking possession, selling, etc)?
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Activities specific to products :: 

#   Xpress Credit Loans 

1. Have irrevocable letter of authority &
undertaking from the employee and employer on
the Bank’s prescribed format been obtained,
wherever applicable?
2. Has undertaking from employer to obtain
NOC from Bank before settling the dues of the
borrower on transfer, retirement, resignation /
transferring the salary account to another Bank,
been obtained?
3. Has Drawing & Disbursing Officer’s signature
been verified by the Bank official with his name, 
seal and SS No.? 

# Auto Loans 

1. Have KYC and Income documents been
obtained and verified online where applicable, as
per checklist circulated vide e-Circular
No.NBG/PUB/AL-AUTOLOAN/22/2014-15 dated
17.12.2014 ?
2. Has proforma invoice issued by dealer been
obtained from the applicant and its genuineness
verified?
3. Has part or full margin been deposited by the
applicant with the car dealer by the way of
cheque payment or any verifiable means and
supported by valid receipts?
4. Has valuation certificate from approved
valuer/Authorised Dealer’s Used Car division,
been obtained in respect of 2nd hand cars?
5. Has the original sanction letter from
financier/Bank been obtained in respect of take
over?
6. In case of take over, have foreclosure letter,
list of documents held and account statement
from existing banker been obtained?
7. Has account statement from the existing
banker been obtained?

#Housing Loans: 

1. Has NOC from the Bank/person who holds a
prior charge on the land on which the building is
to be constructed been obtained?

2. Where a property is mortgaged to employer,
has a letter for the creation of subsequent charge
in favour of our Bank been obtained? (In
instances where partial funding support is
provided by employer)
3. Has copy of approved plan been obtained?
4. Has letter from builder/society/Housing
Board intimating their account number and
name of their bankers for remittance of
instalment been obtained?

5. If constructed on own land:

Has copy of original sale deed of the land along 
with the link documents been obtained from the 
applicant? 
Has trace map of the plot of land from the 
revenue authority been obtained? 
Has upto date Land Revenue payment receipt 
been obtained? 
Has land valuation certificate from the revenue 
authority  been obtained? 
Has non-encumbrance Certificate from revenue 
authority for the last 30 years been obtained by 
the empanelled lawyer along with an affidavit for 
the interim period? 
Has NOC for construction of  residential 
building issued by competent authority been 
obtained? 
Has detailed estimate from Engineer/architect 
been obtained? 

6. If purchased from builder / development
authority:
Have registered Development Agreement
between the owner of the land and the builder
and Power of Attorney to the builder from the
owner   for   sale   of   flats    been    obtained?
Has the construction been commenced within
the time permitted by the authorities giving
permission for such construction? If not, has
fresh permission been sought by the builder?
Has letter of allotment from the Private
Builder/Housing Board/Society been obtained?
In case of construction on leased land, has
registered lease agreement been obtained?
Has NOC from Private Builder in Bank’s
standard format been obtained?
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Has NOC for transfer been obtained from the 
development authority? 
Has the tripartite agreement between Builder, 
applicant and Bank been obtained? 

7. If purchased from society:

Is the letter of allotment from the society 
available? 
Has original copy of Share Certificate been 
obtained? 
Has copy of Bye Laws of the Society been 
obtained and verified? 
Has Certificate of Registration of the Society 
been obtained? 
Has a NOC for mortgage been obtained from the 
Society? 

8. If purchase through re-sale:
Has the original letter of allotment issued to the
first owner by the development authority/builder
been obtained?
Have original stamped receipts of payments
issued to the previous and  present  owners by
the builder / development authority / society
been obtained?
Has conveyance deed executed by the builders / 
development authority in favour of society /
seller been obtained?

Has permission for transfer from the respective 
authority i.e development authority / society 
been obtained? 

#Education Loans 

1. Have the mark sheets of all examinations
from Class X onwards been obtained?
2. Have documents evidencing duration of
Course, commencement of course etc been
obtained?
3. Have proof of admission to the course and
money receipt in token of payment of admission
fee been submitted?

4. Have details of parent/guardian/guarantor
along with ID Proof, address proof and income
proof been obtained?
5. Has statement of Bank a/c for the last six
months of parent/guardian/guarantor been
obtained?
6. Have copies of PAN Cards of both Student
and Guardian been obtained?
7. Have copy of Passport and student VISA
been obtained and verified with originals in case 
of study abroad? 
8. Has recognition of Foreign Institution by the
Indian Government in case of study abroad been
verified?
9. Has affidavit made by both student and
parent/guardian been obtained on the Bank’s
standard format?
10. Has original sale deed and other documents
of title to property in respect of immovable
property offered as collateral along with the
latest tax paid receipts been obtained?

(ii) Illustrative list of Questions that may be
asked while interacting with borrower during
presanction inspection

1. Are you having a Banking relationship with
SBI?
2. If yes, what is the length of relationship?
3. If not, which bank are you presently banking
with?
4. What is the length of relationship with the
other bank?
5. What is the reason for 
preferring/approaching SBI for the loan? 
6. What is your present source of income?
7. What are the other loans/credit facilities
availed  by  you  and  what  is  the total
repayment obligation?
8. What is the source of margin money for the
present loan?
9. What are all your sources of income?
10. What are the other assets owned by you?
11. What are your personal liabilities?
12. Will you be able to furnish a guarantee
acceptable to the Bank? (wherever required)
13. What is the purpose for availing the
loan/what is the loan amount utilized for?
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14. What would be the income that would be
generated   from   the   asset   to   be    created
out of Bank finance?
15. Are all approvals required for proposed
acquisition of the asset in place?
16. Will you be able to furnish collateral
acceptable to the Bank, for availing the present
loan? (wherever required)
17. What is the length of service in the current
employment? (for salaried individuals)
18. What is the residual service period?
19. For how long are you in the
business/profession?
20. Any future plans of changing the business
profile/shifting the profession?

Housing Loans 
1. Do you own any other house in your name or
in    the    name    of    your    spouse?    If   yes, 
give particulars. 
2. Has it been purchased from owned funds or
bank   finance?    From    whom    has    the 
finance been availed? 
3. What is the repayment for existing loan?
What  is  the  income   earned   on   that
property?
4. Is finance now required for purchase of a
plot also or only for construction / purchase of a 
house / flat? 
5. If land has already been purchased, is it
solely in your name? Is it free from
encumbrances?
6. If jointly owned, is the other party willing to
join as co-borrower?
7. Is the proposed house/flat intended for own
occupation or letting  out?  What  is  the 
expected rental if let out? 

Education Loans 01. What is the scope of 
employment   on   completion   of   the    course? 
02. What is the estimated entry level salary,
today, in the line of activity proposed to be
pursued on completion of study?

At the place of  residence 
1. Is your stay at the address furnished
permanent? If not, how frequently have you
moved in the past?

2. Who are the other members in the family?
3. Who are the dependent members?

4. What would be the mode of communication
available to the Bank in the event of your moving
away from the present address?

5. Whether the place of residence is owned? Or
rented?  If   owned,   any    existing
encumbrance / dispute on the ownership?

Discreet enquiries could also be made with 
neighbours   to   get   a   sense   of   the 
applicant’s status, as also for broad 
corroboration of applicant’s responses. 

At the work place discreet enquiries may be 
made    with    the     employer/colleagues     to 
get a sense of the applicant’s status/lifestyle, his 
designation, salary details, loans 
from the Company or colleagues, any other 
adverse     features     observed     with     regard 
to his financial/personal behavior etc 

4.3.5 P-SEG LOS 

All Personal Segment loan proposals are to be 
processed through P-Segment LOS. The detailed 
product wise LOS manual is given in SBI 
Times→Department 2→ LLM/LOS→P-Seg LOS ( 
learn more). 

4.3.6 POST SANCTION CREDIT PROCESS 

DOCUMENTATION IN PERSONAL 
SEGMENT ADVANCES: 

● Documents must be obtained in the
appropriate formats, invariably printed out of
LOS only.
● The documents and the schedules attached
thereto should be got completed as far as
possible in one sitting and in the same
handwriting and using the same colour ink / ball
point pen.
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● The documents should be correctly filled up.
There should not be any overwriting or erasures.
Using white fluid should be strictly avoided. Any
mistake should be neatly ruled through under
the signature of the executants. The blank spaces
meant for important details, if remaining
unfilled, will render the document invalid. Such
insertions in pen should further  be
authenticated in the margin by the executants.
Similarly, alternate clauses, if any, should be
deleted under authentication of the
executants.
● When the documents are executed by the
Power of Attorney (POA) holder, the original
POA should be perused to ensure  that the
person giving the POA has properly executed the
POA. The power so given should be verified to
ensure that it contains the necessary power to
execute the particular document. For instance, if
mortgage is it to be created, the POA should
contain powers to mortgage on behalf of the
donors of the POA. If the mortgage is for
securing credit facilities sanctioned to a third
party and not to the donor of PA, then the PA
should specifically contain the power to that
effect.
● Certain documents such as Wills, Mortgages,
(other than Equitable Mortgage) etc.  are
required to be witnessed by 2 persons. Failing
this, such documents will not be admitted in
evidence. However, unless specifically provided
for, no document should be witnessed / attested.

Properties should be described in detail in 
the schedules 
● The immovable properties should be described
with reference to their survey numbers, patta
number, etc., along with their boundaries exactly
as mentioned in the original title  deeds.
Location or site maps should always be drawn
and kept along with the loan documents.

Execution of Documents 
Before execution of documents the signatures 
need to be tallied with that on the application 
form 
● All pages and schedules should be signed in
full and in the same style throughout the

documents. The name should be spelt out in 
block letters under the signature in the last page. 
Signatures should be at the end of every 
document and also at the end of the schedules. 
● A document should never be ante-dated. If a
date on the document appears to be prior to the
date of stamping or the date of purchase of
stamps, such document would be treated as
invalid on the grounds that it has not been duly
stamped.
● When a document is executed by different
persons on different dates, the  executants
should be requested to sign and record the dates
under their signatures. Under law, the document
is said to have been duly completed only when it
has been executed by the last of the persons. The
limitation period starts from the following day of
the last date of execution by the last person
mentioned in the document.
● The document should not bear double dates
such as ‘25 / 26 May 2011. All documents should
uniformly bear the same date. There should not
be any variation in the dates on the documents
executed by the same party. Subject to what is
stated in above paragraph, where the executants
has recorded the date under his  signature and
the execution of the document is complete
there to, then the date of the document should
not be different from the date on which the
executant had signed the document.
● Interest clause must be mentioned correctly.
The rate of interest and the mode of payment /
rests should be mentioned with sufficient clarity
as per the terms of sanction.
● Signatures of the persons should be obtained
at the end of each page, wherever there are
insertions, and on all the stamp papers affixed to
the document. If a Borrower / Guarantor signs in
left hand, a small note should be annexed to the
document recording the said fact that the
Borrower / Guarantor has so signed.
● On behalf of the Bank only the authorised
officer should sign on the last page of the
document.
● All the documents must be kept account wise
along with the list of documents obtained and
relative receipts / invoices under protective
custody.
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● Keeping a document blank or even one or 
more columns in the document blank will render 
the document invalid. 
● Where the Borrower / Guarantor is an illiterate 
person, the contents of the documents should be 
explained in a language known to him and the 
fact of such explanation should be recorded. 
● If the executant is an illiterate person, his left 
hand thumb impression (right hand thumb 
impression in the case of women,  by 
convention) should be obtained on all the 
documents. It is always advisable to obtain a 
photograph bearing clear identification of such 
person and the same should be kept on record. 
Thumb impression is also necessary for 
authenticating each and every blank filled in the 
document. In case the signature is in a 
vernacular language or the document has been 
affixed with thumb impression of the Borrower / 
Guarantor, it will be necessary to obtain a 
separate letter of declaration in the vernacular 
language confirming that the contents of the 
documents have been properly read over and 
explained to the executant in the vernacular 
language and that the executant has affixed his 
thumb impression or signature in vernacular 
language only after understanding the  nature 
and contents of the  documents. Additionally, it 
is also advisable to obtain a separate declaration 
from some persons known to the executant for 
confirming the execution of the documents by 
such illiterate person or if the person is a woman 
belonging to Muslim community, in his presence 
by such executant. 
● The preamble in the Bank documents does not 
provide for mentioning the name of the Branch 
where the account is to be operated; thus, where 
the facility is originally granted at a certain 
branch and it is to be availed at another  branch 
at a later date and the relative accounts are 
transferred to that branch, it would not be 
necessary to obtain fresh documents. The place 
and date of execution of documents should, 
however, need to be stated in the documents. 
● While using non-judicial stamp paper, at least 
some portion of the  preprinted document 
should be hand-written / type-written on the 
stamp paper and the corresponding portion in 

the pre-printed document should be deleted 
from the document under authentication. Under 
no circumstances should stamp paper be pasted 
on the printed documents. 

 
To sum up, the guidelines for execution of 
documents include the following: 
a. Documents could be typed or handwritten. 
b. All the blanks in the documents should be 
filled up neatly and legibly with 
a standard brand of indelible ink and with the 
same pen. 
c. The documents are to be executed in the 
presence of an Officer responsible for obtaining 
them, who should be able to identify the 
executant(s) personally. 
d. Documents and the Schedules attached 
thereto should be got completed in one sitting, 
in the same ink and in the same handwriting. 
e. Executant(s) should sign in full and in the 
same style throughout all the documents. If he / 
they sign(s) in left hand, a small note should be 
annexed to the documents recording the fact of 
signing in left hand. Where there are many 
executants, their names in capital letters should 
be written on the 
last page of the document below their 
signatures. 
f. When the revival letter/confirmation of 
balance or other security documents are 
obtained subsequently, the signatures of the 
parties should be verified with the signatures in 
the original documents. 
g. All types of additions, deletions, alterations, 
cuttings, over-writings, etc., must be 
authenticated by the executant(s) under his / 
their full signature. Overwriting or 
interlineations in a document should be avoided 
without any exceptions. This is because there is 
always a presumption in law that the 
unauthenticated interlineations, alterations, 
additions, cuttings, cancellations and deletions 
were made after the execution of a document. 
h. Signature of the executant(s) should be 
obtained on each page, wherever there are 
insertions and alterations and on each of the 
non-judicial stamp papers used for paying the 
stamp duty. If the Borrower(s) signs in left hand, 
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a small note should be annexed to the 
documents recording the fact 
of signing in left hand. Where there are many 
executants, their names in capital letters should 
be written on the last page of the document 
below their signatures. 
i. Where the executant is an illiterate person, the
contents of the documents should be explained
to him / her in the language which he / she
understands. A thumb impression witness letter
should be obtained which should be signed by an
independent witness.
j. Documents should be in accordance with the
Letter of Arrangement and as per Terms &
Conditions of sanction.
k. One set of the Letter of Arrangement duly
acknowledged by the Borrower(s) / Guarantor(s)
/ Third Party Mortgagor(s) should be retained
along with the documents

Stamping of Documents 
● The stamps / stamp papers should be properly
cancelled. Cancellation gives a proof that the
documents were adequately stamped at the time
of execution. Stamps affixed on Demand
Promissory Note and Balance Confirmation
Letter must be cancelled in such a way that  a
part of the executant’s signature appears on each
of the stamps, along with the actual date of
signing, and partly outside the stamp. Signature
without date and contained entirely on the
stamp will not result in effective cancellation.
● The special adhesive stamps on documents
should be cancelled at the time of affixing the
stamps. Any person required by Section 12 of
Indian Stamp Act to cancel an adhesive stamp
and who fails to cancel it in the manner
prescribed by the Section is punishable  under
the relevant provisions of the
Stamp Act.
● When two or more sheets of stamp papers are
used, a portion of the documentshould be
written on each of them, lest the instrument
should be deemed asun-stamped /
understamped.
● If a stamp other than that specified in the
Stamp Rules is used, theinstrument is deemed to
be un-stamped / under-stamped.

Place of Execution 
Documents can be executed at any of the 
following places : 
a. RACPC /Branches
b. Special Documents Execution Desk (SED)
c. Applicant’s residence / business place/
mutually agreed place by MOBILETEAM
The process laid down for document  execution
at RACPC, SED or Customer’s place to be
meticulously

followed and appropriate formats for entry  in 
the document execution register and title deed 
register to be used. 

The documentation officer will ensure that: 
Appropriate from of Memorandum of Deposit 
and Confirmatory latter as given in Annexures 
Gen-23 to Gen-30 of Part 9 is used for recording 
of recital and obtaining confirmatory letter. 
It has now been decided to revise the 
instructions regarding identification of HLDBs 
as under : 
i) All branches having P Divisions at BPR
Centres will be delegated the authority of
executing Home Loan documents and
categorised as HomeLoan Documentation
Branches (HLDBs).
ii) In addition to the P Division Branches, the
Circle may identify a few other branches, if
thought fit, as HLDBs after assessing customer
requirements, locations of CPCs, etc with the
approval of the Circle Management Committee.
● Date and place of execution is recorded in the
documents.
● Where two executants are signing a document
at different places and/ or on different dates, the
fact of their doing so and the correct date and
place must be mentioned by them in their own
handwriting.
Appropriate from of Memorandum of Deposit
and Confirmatory latter as given in Annexures
Gen-23 to Gen-30 of Part 9 is used for recording
of recital and obtaining confirmatory letter.
It has now been decided to revise the
instructions regarding identification of HLDBs
as under :
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i) All branches having P Divisions at BPR
Centres will be delegated the authority of
executing Home Loan documents and
categorised as Home
Loan Documentation Branches (HLDBs).
ii) In addition to the P Division Branches, the
Circle may identify a few other branches, if
thought fit, as HLDBs after assessing customer
requirements, locations of CPCs, etc with the
approval of the Circle Management Committee.
● Date and place of execution is recorded in the
documents.
● Where two executants are signing a document
at different places and/ or on different dates, the
fact of their doing so and the correct date and
place must be mentioned by them in their own
handwriting.

Document Execution Register 
The particulars of documents, Applicant’s 
address, dates, amounts and names of 
signatories etc. will be entered by the 
documentation officer in the Document 
Execution Register under his signature. 
A narration reading that the documents were 
read before by the executants and the 
implications explained to them will be 
incorporated under the signature of the 
Documentation Officer. 
The format of the document execution  register 
is given at Annexure Gen 25 of Part 9 along with 
the list of documents to be entered (Annexure 
Gen-26 of Part 9). The indicating list of the 
documents which are normally required to be 
entered in the Document Execution Register is 
given at Annexure 25 of Part 9. 
Any other security document executed by the 
borrower / guarantor(s) will also be entered in 
the Document Execution Register. All the 
executed documents and recital will be checked 
by the CM / AGM(RACPC) for the correctness 
thereof. Chief Manager / AGM (RACPC) will sign 
these documents on behalf of the Bank wherever 
required and also sign in the Document 
Execution Register in token of having checked 
them and made a record thereof. 

CREATION OF CHARGE AND EQUITABLE 
MORTGAGE 
1 Equitable Mortgage 
● Obtain all the Original title deeds in original
from the borrower in the chain of title. Where all
the originals as aforesaid are not available, then
minimum previous two transactions/ sales title
deeds should be obtained from the borrower
along with a declaration explaining non
availability of
the original title deeds in respect of past
transactions. This will enable to mitigate the risk
in case of advances against multiple title deeds
for the same property.
● For creating Equitable Mortgage of a
flat/independent house by a member of a Co- 
operative Housing Society, NOC is absolutely
necessary to ensure that no dues of the society
are outstanding against such member, and a
declaration that the society has not created any
prior charge over the
property which is subsisting.
● In agriculture advance, the prospective
mortgagor produces khasara and khatauni/
jamabandi /computerised revenue record as
evidence of his title. In such cases if original title
deeds are not available a declaration in theform
of affidavit should be obtained explaining
loss/absence of title deeds including as to how
the borrower / guarantor became the owner of
the property. Similarly in such case 7/12 extract/
khasara and khatauni/landrecord of  the land
with all mutation entries should be obtained.
Since 7/12extract/ khasara and khatauni/land
record is not a title deed, registered mortgage of
the land should be insisted upon.
● In case of agriculture property proposed for
the purpose to secure nonagricultural advances,
the opinion of Bank’s Law Department /
empanelled advocate should be obtained
regarding validity and enforceability.
● Branch Manager/ Control Officer at RACPC
will send relevant papers like land records, title
deeds like sale deed, agreement to sale etc. to
Bank’s empanelled advocate for legal opinion.
● In case Applicant has applied under a
housing project already approved by the Bank,
detailed legal formalities will not be required as
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such formalities should have been completed for 
the total project. However necessary documents 
relating to marketable title for specific property 
may be insisted upon. 
● Ordinarily an equitable mortgage by deposit of 
title deeds of the immovable property should be 
obtained to save high cost of legal expenses 
involved in registered mortgage. The title deeds 
of the landed property/ flat/ house etc. must be 
examined by the Bank’s advocate who should 
certify in the search report that the mortgagor’s 
title to the property is clear and that a valid 
equitable mortgage can be created. Where title 
deeds are not available or where it is considered 
necessary by the sanctioning authority, a 
Registered Mortgage of the immovable property 
should be obtained. 

 
Collateral: 
If mortgage of the property being financed is not 
possible, sanctioning authority may accept, at it 
discretion, security of adequate value in the form 
of Life Insurance policies, Government 
Promissory Notes, shares/ debentures, gold 
ornaments or such other liquid tangible security 
as may be deemed appropriate, subject to the 
margins stipulated in the schemes for finance 
against the securities concern. 

 
Pari-passu/ Second Charge 
Discretionary power for administrative approval 
for acceptance of pari-passu charge /second 
charge over property shall be as under: 
i) For loans upto Rs.30 lacs in case of loans given 
by reputed employers. 
AGM(Region)/AGM(Branch) 
ii) For loans above Rs.30 lacs - GM (Network) 

 
Interim Security Pending Creation of 
Mortgage 
Wherever creation of mortgage is likely to be 
delayed for any valid reason, suitable security 
including third party guarantee, as considered 
necessary, maybe taken for the interim period. 
The Agreement to Mortgage should be executed 
by the borrower and the mortgage, as prescribed, 
must be created subsequently at the earliest. 

A) Sanctioning Authority or AGM (Region)/ 
(Branch), as the case may be, are vested with 
discretion to waive interim security in cases: 
● where an applicant is of undoubted integrity 
and standing, 
● The interim security may also be waived in the 
case of loans of employees of Central/State 
Government, PSUs and reputed corporations 
and institutions, if check-off facility is provided 
along with an irrevocable undertaking  for 
making repayment of outstanding loan out  of 
any amount payable to the employee including 
terminal benefits on retirement/ resignation 
towards all dues pertaining to 
the account. 
B) In respect of project tie-ups, Interim security 
may be also waived for Home Loans by the 
appropriate authority viz AGM (RBO) /AGM 
(Branch)/AGM (HLST) under the new simplified 
procedure for construction linked disbursement 
where builder is willing to enter into Tripartite 
Agreement.(Regardless of the proviso at para B, 
interim security may be waived by Sanctioning 
Authority or AGM (Region)/(Branch), as the case 
maybe, on a case to case basis in terms of 
provision given at para A. 

 
Arrangement with Builder/ Society 
Where house/ flat is being purchased from the 
Housing Board/ Govt. Institution/a reputed 
builder, the original letter of allotment/ 
Agreement for sale should be obtained from the 
agency/ builder who is providing the house/flat 
to the applicant. 
A letter duly signed by the allottee advising the 
concerned agency/builder that a security  over 
the house/flat is being created in favour of the 
Bank and the title deeds to the said property 
should be sent to the Bank direct on final 
payment must be obtained and forwarded to the 
concerned agency/builder and their confirmation 
for agreeing to do the needful should  be 
obtained and kept on record. 
In the case of allotment of flat/house by a 
Society, the original share certificate/ allotment 
letter issued by the Society to the allottee along 
with copy of the bye laws of the Society 
concerned   should   be   obtained   and   kept  on 
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record. The society must be advised  of the 
Bank’s interest in the evidencing title of the 
borrower to the property being purchased. 
The acknowledgement of the society  for 
agreeing to do the needful must be obtained and 
kept on record. As Societies come under State 
Cooperative Societies Act, these documents 
would vary from State to State. 
Some security including third party guarantee 
may be taken during the construction period, 
wherever considered necessary to safeguard the 
Bank’s interests. Format of NOC to be obtained 
from the seller/ builder is enclosed at Annexure / 
HL-41. 

 
Equitable Mortgage on the Basis of Gift Deed 
In case of creation of equitable mortgage (EM) 
on the property transferred by way of a 
registered Gift Deed, the original registered Gift 
Deed should invariably be deposited along with 
other documents. The registered Gift Deed in all 
such cases is a document of title. If the original 
registered Gift Deed has been lost / misplaced 
and the mortgage is proposed to be created on 
the basis of certified copy of the Gift Deed, the 
certified copy of the Gift Deed/title deed should 
be accepted only in exceptional cases where the 
original is conclusively proved to have been 
destroyed or lost and after obtaining prior 
approval from the controlling authorities. (In no 
case photocopy of the title deed is to be 
accepted). Besides, the Operating Units / 
Branches have to also follow strictly the 
undernoted procedure in all such cases the 
undernoted procedure in all such cases. 
● It may be confirmed that the FIR has been 
lodged in respect of the lost title deed and the 
advertisement in respect of the loss of the title 
deed has been published in a prominent national 
and a regional newspaper. 
● An affidavit of the borrower/ guarantor is to be 
taken declaring that the title deed has been lost. 
The affidavit should also contain 
i) full particulars of the property, 
ii) reference to the FIR lodged and 
iii) the details of advertisement published in 
a prominent newspaper. 

● It has also been made mandatory that 
whenever any property is taken as security 
(primary/ collateral) based on Gift Deed, 
clearance must be obtained from the Law 
Department without fail. This is in addition to 
obtention of TIR from the Panel Advocate as 
required as per the extant 
instructions. A suitable confirmation to this 
effect must be invariably provided in the credit 
proposal submitted to the Sanctioning Authority, 
asa foot note under Security column. 

 
Mortgage by Deposit of Certified Copy of 
Title Deeds 
The Operating Units/ Branches are permitted to 
create mortgage by deposit of certified copy of 
the Title Deed in exceptional cases subject to 
compliance of the following: 
● Furnish proof of complaint to the Police 
Department explaining with reasons as to when 
and under what circumstances the Original Title 
Deeds were lost. 
● Give notice to the public at large in a leading 
National daily and in one Regional News paper 
clearly stating that the Original Title Deeds have 
been lost, giving full details of the property, and 
further stating that he/ she wish to create charge 
on the said property for availing loan/credit 
facility. 
● The operating units/ branches should fully 
satisfy themselves in this regard as creation of 
Mortgage by deposit of certified copy of the title 
deeds is fraught with risk. 

 
Verification of Title Deeds 
● Bank’s advocate will verify the documents, 
obtain non-encumbrance certificate, etc. from 
respective government departments. Make 
search of records for title of property with sub 
registrar’s office. 
● On the strength of these search reports and his 
own search of records, the Bank’s empanelled 
advocate should certify in his report that  the 
title to the property to be financed is clear, 
absolute and readily marketable and  the 
property to be financed is clear, absolute and 
readily marketable and the 
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same can be transferred in the name of the 
applicant. 
● The Advocate should also certify that he has 
verified the original title deeds  before 
submitting the legal report. 
● He will also verify and certify that the Power of 
Attorney in favour of the builder for 
development of property is in order and that 
there are no disputes in respect of land under 
development. 

 
Comparison with Photocopy Submitted 
On receipt of original title deed the 
documentation officer shall identify the 
depositor and shall scrutinise the original title 
deeds, to ensure that the original title deed is the 
same on the basis of which search report has 
been carried out. 
● He will compare the original title deed with 
the photocopies submitted alongwith the 
application and the copy available with the title 
investigation report, by actually counting the 
pages to ensure that no page is missing, verifying 
few contents of all the pages. 
● Shall ensure that the deed submitted is not a 
Xerox copy and apparently there is no doubt to 
believe that the title deed submitted is not 
genuine. 
● All the previous title deeds if any mentioned in 
the TIR, are enclosed with the current title 
deed. 

 
Creation of recital 
Where a mortgage by deposit of title deeds is 
accepted at a RACPC/ Branch, which is at a 
notified centre, the under noted procedure 
should be strictly followed: - 
● All persons interested in the property as 
owners must attend to make the deposit in the 
presence of the AGM/CM RACPC/ Branch 
Manager/Authorised Officer and two other 
employees of the Bank. 
● The terms on which the relevant advance has 
been made, including the maximum limit of the 
advance must be recited to the Mortgagor(s) and 
his/ 

their verbal acceptance obtained in the presence 
of three Bank employees acting as witnesses, as 
stated above. 
● Particulars of the deposit must thereafter be 
entered in the Title Deeds Register, the entries 
being verified by the AGM/CM RACPC/ Branch 
Manager/authorised Officer and signed by him 
and the two other Bank witnesses. While the 
particulars of the mortgage such “as the name of 
the 
borrower/guarantor, the name(s) of the 
depositor(s), the date of deposit and the 
particulars of the documents  deposited should 
be entered on left hand side of the register, the 
sheets on the right hand side should contain the 
recital in respect of the deposit and the signature 
of the three witnesses.(In the case of recital for 
enhancement, it is incorrect to deliver the title\ 
deeds back to the borrowers and ask them to 
redeposit the same to create a fresh mortgage as 
such a step would, in some cases, postpone the 
priority of the Bank’s charges.). Mortgagor(s) 
must on no account be asked to 
sign/initial/attest the register otherwise the 
mortgage would be construed as a simple 
mortgage, which may fail for want of stamping 
and registration. 
Further, no acknowledgement for the receipt of 
the title deeds by the Bank is issued to the 
depositors. No writing whatsoever is to be taken 
from the mortgagor(s) at the time of the deposit 
of the title deeds. 
● It would be observed from the draft recitals 
that the persons creating the mortgage have not 
been referred to as the borrowers or guarantors. 
As such, the draft recitals are applicable both for 
borrowers and guarantors. 
● After a day or two subsequent to the deposit of 
the title deeds and the creation of the mortgage, 
the depositor(s) should be required to address a 
confirmatory letter to the Bank. This letter 
confirms the fact of the deposit having been 
made and the intention of the depositor in doing 
so. 
It would be preferable to arrange with the 
borrower for this letter to be sent by Registered 
Post. The confirmatory letter should be obtained 
from the depositor(s) on an Inland Letter  form, 
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with a view to obviating the necessity of 
preserving the relative registered cover if the 
letter were to be sent in an 
envelope and to pre-empt a plea by the 
mortgagor(s) subsequently that the said cover 
contained some other correspondence. 
● On receipt of the letter bearing the postal date 
stamp should be retained along with the title 
deeds. The Bank’s date stamp should be affixed 
on this letter without fail so that there would be 
no difficulty of proving at a later date, if need 
arises, that the letter was received subsequent to 
the deposit of title deeds. Where property is 
already mortgaged and new loan is given or 
enhancements are granted and continuation 
entries are recorded in the Title Deeds Register, 
suitably drafted confirmatory letter should be 
obtained. 

 
Where collateral security by way of deposit of 
title deeds is required to be obtained at 
Branches situated at non-notified centres, it 
would be necessary to arrange for its creation at 
the Branch located at the nearest notified centre. 
In this connection, the Branches at the non- 
notified centres should follow the following 
procedure. 
a. The title deeds together with a list thereof, 
must be sent by registered insured post to the 
Branch at the nearest Notified Centre under 
cover of a letter, after the relative title deeds 
have been scrutinised and found to be in order 
by the Bank’s counsel at the Branch at which the 
advance is sanctioned. The original of the 
certificate given by the Bank’s counsel should 
accompany the title deeds and it will be 
the responsibility of the Branch Manager at the 
non-notified centre to ensure that the certificate 
furnished by the Bank’s lawyer clearly states that 
the mortgagor(s) have a clear, absolute and 
marketable title to the properties. One copy of 
the certificate of the lawyers should be retained 
at the Branch in the non-notified centre. 
b. After fixing an appointment with the  Branch 
at which the deposit is to be made, the 
concerned depositor should be asked to call at 
the Branch for the purpose with a suitable letter 
of introduction in which the signature of 

depositor should have been duly verified. In this 
connection, it will be necessary to obtain from 
the depositor, before the documents are 
dispatched, a simple letter of indemnity against 
possible losses, damages and claims that may be 
caused in sending the title deeds by Registered 
and Insured Post. 
c. When the concerned depositor(s) call at the 
Branch for the purpose of creating an equitable 
mortgage at the notified centre, it will be 
necessary for the Branch Manager of the Branch 
receiving the documents to obtain a letter 
(specifically mentioning the place and date) 
from the borrowers stating that the documents 
are delivered to them (Mortgagors) to enable 
them to create an equitable mortgage in favour 
of the Bank. Such a letter should not be obtained 
when deposits of title deeds are being made to 
cover enhancements in limits. 
d. Branches at the notified centres should, on 
receipt of the title deeds, follow the procedure 
detailed above, arrange for the recording of the 
recital and issue of a certificate to the Branch 
where the advance is sanctioned to the effect 
that the title deeds have been deposited by the 
Borrower/Guarantor with an intent to create an 
equitable mortgage thereon in favour of the 
Bank. A copy of the recital so recorded will also 
be forwarded to the Branch on whose account 
the title deeds are deposited and held. With 
regard to the confirmatory letters, if  these are 
not received within a fortnight from the date of 
deposit, the Branch at the notified centres must 
take up the matter with the sponsoring branch 
and arrange to have the letters forwarded by the 
depositor immediately. 

 
The title deeds, after deposit and  completion 
of formalities at the notified centres will be 
returned to the Branch concerned where the 
advance has been sanctioned. 

 
The procedure to be adopted in this regard, is as 
under: 
● After completion of all the formalities 
pertaining to creation of equitable mortgage, the 
Branch at the notified centre will forward to the 
Branch which has sanctioned the advance by 
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registered and insured post the title deeds, 
certificate, copy of recital and other documents 
mentioned in para (a) above. 
● A copy of the letter, together with a copy of the 
list detailing all documents with full descriptions 
(all documents to be numbered in pencil) and 
number, should be sent separately by 
registered post to the Branch. 
● The Branch, which has sanctioned the 
advance, will acknowledge the receipt of the title 
deeds etc., enter them in their Title Deeds 
Register and hold them in safe custody in the 
strong room. 
● The Branch at the notified centre will preserve 
the above acknowledgement for scrutiny by 
inspecting officials. 
● If the title deeds offered as security are in 
vernacular, brief particulars of the title deeds in 
English duly signed by the Bank’s counsel should 
also be obtained, countersigned by the Branch 
Manager and recorded along with each of the 
documents. Where the title deeds are being 
deposited by a Branch at a non-notified centre, 
these certificates should be obtained in duplicate 
and one copy forwarded to the Branch where the 
mortgage is being created. This memo should be 
kept along with the title deeds and the Branch 
Managers of both the non-notified and notified 
centre Branches would be responsible for the 
correct description of the documents in the Title 
Deeds Register in the case of documents sent for 
the creation of mortgage by non-notified centre 
Branches. 
● Although equitable mortgage is an oral 
transaction, which does not attract stamp duty 
and registration charges, it is possible to obtain a 
Memorandum of Deposit of title deeds to 
property. 
It contains the terms and conditions of the 
advances, proves beyond doubt the intention of 
the borrower to mortgage his property and can 
be registered with the Sub-Registrar of 
Assurances thus providing the general public 
with the notice of charge or encumbrance. 
Memorandum of Deposit would require to be 
stamped under Article 6 of Schedule I of the 
Indian Stamp Act or the corresponding article of 

the State Stamp (Amendment) Act and it must 
be registered under the 
Indian Registration Act. Whether or not a 
Memorandum of Deposit is to be obtained would 
depend on the circumstances attending each 
case and prior reference in this regard must 
always be made to the Controlling Authority 
● An equitable mortgage by deposit of title 
deeds is possible notwithstanding the existence 
of the registered mortgage executed by the 
borrowers earlier in favour of the Bank. Itis not 
necessary that the Bank should execute a Deed 
of Re conveyance in favour of the borrower, and 
thereafter, accept equitable mortgage by deposit 
of title deeds. In any case, since the first 
registered mortgage is in favour of the Bank, the 
subsequent equitable mortgage being also in 
favour of the Bank, will not affect the interests of 
the Bank. If no amount is due and payable under 
the first mortgage, the entire sale  proceeds of 
the mortgaged property will be available to the 
Bank for liquidating the outstandings due under 
the equitable mortgage. Since registered 
mortgage is created by the borrower in favour of 
the Bank, the mortgage will not be affected by 
merely delivering the title deeds to the borrower 
if the same are in possession of the Bank. The 
title deeds can be handed over to the borrower 
for the specific purpose of delivering the same to 
the Bank with a view to create an equitable 
mortgage after ensuring that there are no 
intervening charges that would get precedence. 
The usual procedure for creating equitable 
mortgage by deposit of title deeds should, there 
after, be followed. 
● If a mortgagor wishes to inspect his title 
deeds, he may be allowed to do so at the Bank in 
the presence of the CM  RACPC/Branch 
Manager/ Authorised Officer but he must not on 
any account be permitted to take them away 
from the Bank. 

 
Procedure at RACPC 

 
1 ) The Applicant will deposit / hand over the 
original title deeds for the purpose of creation of 
equitable mortgage to AGM (RACPC) or CM 
from  RACPC.  The  Documentation  Officer will 
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verify the original title deeds from the Xerox 
copies of the original title deeds  submitted by 
the applicant at the time of submitting the 
application at the Branch /HLST. 
● The memorandum of deposit as per Annexure 
Gen-23, if the mortgage is of borrower’s property 
and as per Annexure Gen-24 if the mortgage is of 
guarantor’s property will be signed by 
Documentation Officer and by one more 
employee of RACPC as witness and verified and 
signed by CM(Maintenance) / AGM (RACPC). 
Due to amendment of applicable Stamp Act of 
some states viz. Maharashtra, Gujarat, etc. the 
EM recital requires payment of stamp duty. This 
should be verified having regard to the state 
enactments. 
● The particulars of the deposit will be recorded 
in the title deeds register by Documentation 
Officer. The recital in the register should be on 
the lines of the Bank’s standard format as per 
Annexure Gen-23 of Part 9 if the mortgage is of 
borrower’s property and as per Annexure Gen-24 
of Part9 if the mortgage is of guarantor’s 
property and it should include a list of the title 
deeds deposited as well as a detailed description 
of the mortgaged property. 
● The format for confirmation for creation of 
equitable mortgage will be given to  the 
Applicant. Annexure Gen-25 of Part 9 in respect 
of mortgage of borrower’s property and as per 
Annexure Gen-26 of Part 9 in respect of 
mortgage of guarantor’s property for 
confirmation by borrower and by guarantor 
respectively. The Applicant will be advised to 
send the letter of confirmation for having 
executed the equitable mortgage by way of an 
inland letter by registered post. The relative 
inland letter or bearing the postal date stamp, 
along with the letter, will be retained with the 
title deeds. 

 
1) If the Documentation Officer is authorised 
by CGM of the Circle to sign on behalf of the 
Bank in terms of Corporate Centre Letter No. 
BPR / SB / 4081 dated 17th April, 2006, he will 
obtain following documents for creating 
Equitable Mortgage. 

● Mortgage recital for Borrower’s property – 
Annexure Gen-31 of Part 9 
● Mortgage recital for Guarantor’s property- 
Annexure Gen-32 of Part 9 
● Confirmation letter for Borrower’s property – 
Annexure Gen-33 of Part 9 
● Confirmation letter for Guarantor’s property – 
Annexure Gen-34 of Part 9 

 
2) In some states, the Letter of Confirmation 
of the Equitable Mortgage attracts stamp duty 
and the same has to be franked with the 
appropriate stamp duty before it is handed over 
to the borrower / guarantor for signing and 
subsequent dispatch to the RACPC. Alternately, 
this may be typed on a non/judicial stamp paper. 

 
3) If the Documentation Officer is not 
authorised to sign on behalf of the Bank but 
authorised as such by the CGM of the Circle 
before whom documents can be executed and 
equitable mortgage can be created in terms of 
Corporate Centre Letter No. BPR / SB / 4081 
dated 17th April, 2006, he will obtain following 
Mortgage. 
● Mortgage recital for Borrower’s property – 
Annexure Gen-35 of Part 9 
● Mortgage recital for Guarantor’s property- 
Annexure Gen-36 of Part 9 
● Confirmation letter for Borrower’s property – 
Annexure Gen-37 of Part 9 
● Confirmation letter for Guarantor’s property – 
Annexure Gen-38 of Part 9 
● If the Documentation Officer is authorised by 
CGM of the Circle to sign on behalf of the Bank 
in terms of Corporate Centre Letter No. BPR / 
SB /4081 dated 17th April, 2006, he will ensure 
correctness of all the documents and sign these 
documents on behalf of the Bank wherever 
required and also sign in the Document 
Execution Register in token of having checked 
them 
and made a record thereof. 
● If the Documentation Officer is not authorised 
by CGM of the Circle to sign on behalf of the 
Bank in terms of Corporate Centre Letter No. 
BPR /SB/ 4081 dated 17th April, 2006, all the 
executed documents and recital will be checked 
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by the CM / AGM (RACPC) for the correctness 
thereof. Chief 
Manager / AGM (RACPC) will sign these 
documents on behalf of the Bank wherever 
required and also sign in the Document 
Execution Register in token of having checked 
them and made a record thereof. 
● The recital for equitable mortgage will be 
signed by Chief Manager /AGM (RACPC) on 
behalf of the Bank. 

 
Custody of Original Title Deeds 
● The documents and title deeds will be neatly 
kept in an envelope with all the details like 
Branch Name, Customer Name, Customer No. 
and location ID (for the purpose of easy 
retrieval). 
● The documents and title deeds will be 
arranged and stored Branch, Product and 
Account Number wise in a strong room in joint 
custody of the Officers from the Maintenance 
Section, one of whom should be of accountant’s 
/MMGS II grade. 

 
Central Registry under SARFAESI Act. 
● The Central Electronic Registry (CERSAI) has 
been established by the Central Government 
under Section 20(1) of the SARFAESI Act 2002 
and under Section 25 of the Companies Act, for 
the purpose of registration of all  security 
interest over property, transactions of 
securitisation and asset 
reconstruction. The notification in this regard as 
issued by Government of India on 31st March 
2011, making mandatory the  filing  of mortgage 
by deposit of title deeds within 30 days of 
creation of the mortgage in respect of all 
mortgages created on or after 31st March 2011. 
As this is mandatory 
and is in the nature of a statutory requirement, 
the Bank is required to ensure the filing of all 
Equitable Mortgage transactions. 
● Failure to complete the filing in time results in 
a default on the part of the Bank which may 
result in penalties and reputation risk. 
Thereafter, the filing has to be done on an 
ongoing basis within the 30 day window. 

● The filing is to be done individually, for each 
mortgage created in the Bank. The responsibility 
for doing so rests with the entity which has 
created the mortgage (CPC or branch). The 
maintenance of the 30 day window would be 
subject to internal and external audit. As a one- 
time measure, for the purpose of avoiding 
default, instructions were issued that Form I for 
transactions of 31st March 2011 are to  be 
scanned and emailed to helpdesk@cersai.org.in 
These transactions are to be later  uploaded in 
the laid down manner. Transactions from 1st 
April 2011 are expected to be filed in the proper 
manner by users who are duly set up in the 
system. 
. 
Post Disbursement Inspection 
● Physical verification of the properties 
mortgaged to the Bank must be meticulously 
followed in case of all loans. Further, property 
inspection must be carried out and recorded at 
each stage of disbursement in Home loans. 
● During inspection the dealing Officer will 
verify the end use of funds disbursed, collect 
acknowledgement of draft / Banker’s cheque and 
make follow up for sending equitable mortgage 
confirmation letter, etc. if not received. 
● Ensure timely execution of Sale Deed in favour 
of the purchaser/borrower and completion of 
equitable mortgage formalities without delay. 
● Verify the progress of construction in terms of 
disbursement schedule. 
● A copy of the approved plan for flats and 
construction of houses should always be carried 
along to have a comprehension about whether 
the construction is as per the approved plan or 
any deviations observed, in case of Home loans. 
● Noting of Bank’s charge on property in Society 
record in cases of Housing Loans to members of 
Housing Society. 
● Post disbursement inspection within 15 days in 
respect of all Loans disbursements and 
thereafter every quarter for the first year of the 
advances to ensure that mortgage formalities 
have been completed, Bank’s charge on property 
noted and possession of the property is taken by 
the borrower. The 2nd and 4th inspection should 
be carried out preferably by a different official. 
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● Periodical post disbursement verification is
only tool available to detect multiple/fake title
deeds and early detection of fraud, if any.
● End use of fund must be ensured

INSURANCE 
In case of Housing Loan the Insurance policies 
are required to be obtained in the joint names of 
the Bank and the Borrower or in the sole name 
of the Borrower if the policy contains the Bank’s 
clause. Further, in terms of the security 
documents executed by the borrower, it is the 
primary responsibility of a borrower to insure 
the assets and keep the policy alive and only if 
the borrowers fails to do so, the Bank  shall 
insure the movables and assets and debit the 
charges and premium to the account of the 
Borrower. An undertaking to this effect has to be 
obtained from the borrower. 

1 Insurance of Immovable: 
The house / flat purchased / constructed with the 
Bank’s finance should be insured against the risk 
of fire / riots / earthquakes  /  lightning, floods, 
etc. in the joint names of the borrower and the 
Bank for the value of the construction alone, 
price of land is not to be included in the sum 
insured. A copy of the policy is to be retained 
with the Bank, duly entered in the standard 
Insurance Register. At the 
time of loan initiation, the Home Loan customer 
will be offered an insurance cover for a period of 
15 years or for the tenor of the loan, whichever is 
lower, subject to its renewal from time to time. 
However, the customer would have the option of 
taking insurance cover for shorter/ longer tenor 
subject to renewal of the policy from time to 
time. 

2. Insurance of property: 
(i) While settling claims under insurance
policies, insurance companies exclude the value
of land as the land cannot be damaged by fire
and allied perils.
Accordingly, the value for insuring the property
financed, is as under :“the house/flat
purchased/constructed with Bank’s finance
should   be  insured   against  the  risk   of  fire    /

riots/earthquakes/lightning/floods etc. in the 
joint names of the borrower and the Bank for the 
actual project cost after netting off the cost of 
land (including undivided share of land in  case 
of flats), cost of stamp duty and registration 
charges”. 
(ii) The lump sum insurance premium as a part
of the project cost is to be considered  with a
view to encourage the borrowers to insure the
property for the entire loan tenure. This
customer friendly modification will alleviate the
financial strains for the borrower to arrange
funds for lump sum payment and pay the same
in EMI’s as also significantly reduce the follow
up costs for
the bank while at the same time safeguarding
Bank’s security interest.

(a) In the case of flats/villas under construction
and developed by builders, property insurance
should be taken after the completion of
construction and the borrower/ owner has taken
possession of the property. It would, therefore,
be in order to take property insurance at  the
time of disbursement of the last installment of
Home Loan.
(a) In case of independent houses under
construction, property insurance  may  be taken
at the time of disbursing the first installment of
Home Loan.

3 Insurance of movables 
The vehicle purchased is to be kept 
comprehensively insured in the name of the 
borrower for the market value or at least 10% 
above the loan amount outstanding, whichever is 
higher, and the Bank’s interest as a hypothecatee 
should be noted in the certificate of insurance 
and insurance policy. A copy of this is to be 
retained with the loan documents. 

(i) In Auto Loans a copy of Insurance policy
for 1st year to be obtained and retained with the
loan documents. Borrower is expected to keep
the vehicle insured. But for  the subsequent
years, copy of insurance policy with Bank’s
interest as hypothecatee may not be obtained.
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Operating officials may endeavor to obtain the 
same if account becomes NPA. 

 
(ii) The above relaxation in instruction 
pertaining to insurance is not applicable to auto 
loans for Rs.20 lac and above. 

 
(iii) Insurance details are to be entered in CBS 
and maintenance of Insurance register is to be 
discontinued. 

 
 

Para 7 of the arrangement letter on insurance 
needs to be suitably modified manually as 
follows, till such time as the amendment is 
effected in LOS: “The vehicle shall be kept 
comprehensively  insured  by  you  in  your name 

for the market value or at least 10% above the 
loan amount outstanding, whichever is higher. 
Bank’s hypothecation charge is to be noted on 
the insurance policy and a copy of the policy is 
to be delivered to the bank. The borrower is 
bound to indemnify Bank for any  claim/loss 
that bank may suffer due to the borrower’s 
failure to keep the vehicle insured at all times 
during the term of the loan account.”Further, it 
also needs to be ensured that whenever bank 
takes possession of the vehicle, in exercise of 
statutory / contractual rights, the status of 
insurance of the vehicle is checked immediately. 
If the vehicle is uninsured, Bank has to ensure 
that proper insurance policy is taken in respect 
of the vehicle possessed by the Bank. 

 

FORMAT FOR VERIFICATION OF LOAN  DOCUMENTS 
HOUSING LOAN 

 
Account No Amount: 
Sl 
No 

Particulars Y/N Code 

1. Document Execution Register Page No:   …………….   
2. Title Deed  Page No. .................   
3. Sanction Recorded with stipulations  clearly.   
4. Control Form Sent   
5. Scrutinised Copy of Control Form  held.   
6. Pre-sanction Inspection record of residence/workplace and  property in 

record 
  

7. Opinion Report Compiled& confirmed   
8. Arrangement Letter signed by the  Borrowers/Guarantors   
9. Arrangement Letter Signed by the Branch  Manager   
10 POA : Registered /POA executants advised /POA Register   maintained   
11. Documents Stamped (Loan Agreement, Guarantee Agreement, Affidavit 

etc) 
  

12. Spl adhesive stamps affixed on documents cancelled with dated   signature   
13. Documents signed by the  Borrower/Guarantor   
14. Loan Document signed by the Branch  Manager   
15. Documents/Agreement/Affidavit filled in completely (Intt rate, Repayment 

etc.) 
  

16. Pre-sanction Inspection of Residence, Workplace, business place, property 
done 

  

17. Building Plan /Project obtention & Validity (sanctioned  within  validity 
period ) 

  

18. Estimate is in record   
268



PREFACE

Asitava Kundu
(President)

 Shubhajyoti Chattopadhyay 
(General Secretary)

 

19. Revival Letter obtained &filled in properly - R L dated :   ......   
20. E M Recital Noted   
21. E M confirmation received by  post   
22. MOD Registered with revenue  authorities   
23. EC obtained after MOD   
24. CERSAI Registration Done /Updation in case of additional  loan   
25. KYC Documents obtained   
26. KYC Documents attested   
27. PDCs/SI/ECS mandate obtained and held in  record   
28. CIBIL search made   
29. CIBIL letter obtained   
30. Valuation Report obtained periodically & confirmation by the Bank official 

done 
  

31. Fresh TIR obtained (once in 3 years)/Supplementary legal opinion obtained 
prior to Mortgage 

  

32. Assets financed is insured fully   
33. Stamped Receipt is on record  /Certificate for end use of   fund.   
34. Stage wise disbursement made   
35. Completion /Possession Certificate obtained   
36. Post Disbursement Inspection   
37. Account status whether Regular   
38. Date of Last notice  issued   
39. Irregularity report sent to  Controller   
40. Periodical  Review  of Term Loan done  ?   

 

CAR LOAN 
Account No Amount: 

Sl 
No 

Particulars Yes No 

1. Document Execution Register Page  No: …………….   
2. Income Tax Return  obtained   

3. Sanction Recorded   
4. Control Form Sent   
5. Scrutinised Copy of Control Form  held.   
6. Arrangement Letter signed by the  Borrowers/Guarantors   
7. Arrangement Letter Signed by the Branch  Manager   
8. Opinion Report Compiled& confirmed   
9. POA : Registered /POA executants advised /POA Register   maintained   
10 Documents Stamped ( Loan Agreement, Guarantee Agreement, Affidavit   etc)   
11. Documents signed by the  Borrower/Guarantor   
12. Loan Document signed by the Branch  Manager   
13. Documents/Agreement/Affidavit filled in completely (Intt rate, Repayment 

etc.) 
  

14. Disbursement made direct to  dealer   
15. Stamped Receipt obtained   
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16. R C Book obtained   
17. Comprehensive Insurance obtained   
18. Pre-sanction Inspection record of residence/workplace  in  record   
19. Assets purchased verified by Branch  Official   
20. Revival Letter obtained   
21. Revival Letter filled in  properly   
22. Revival dated 

……………… 
  

23. KYC Documents obtained   
24. KYC Documents attested   
25. PDCs/SI/ECS mandate obtained and held in  record   
26 CIBIL search made   
27. CIBIL letter obtained   
28. Type of securities obtained   
29. Date of Last notice  issued   
30. Irregularity return sent to  Controller   
31. Periodical  Review  of Term Loan done  ?   

 
 

XPRESS CREDIT /PERSONAL LOAN 
 

Account No Amount: 
l No Particulars Yes No 
1. Income Certificate obtained   
2. Employers undertaking obtained   

3. Sanction Recorded with stipulations  clearly.   
4. Control Form Sent   
5. Scrutinised Copy of Control Form  held.   
6. Arrangement Letter signed by the  Borrowers/Guarantors   
7. Arrangement Letter Signed by the Branch  Manager   
8. Opinion Report Compiled& confirmed   
9. Loan Documents obtained   
10 Documents Stamped ( Loan Agreement, Guarantee Agreement, Affidavit   etc)   
11. Spl Adhesive Stamps affixed on documents cancelled with dated   signature   
12. Documents signed by the  Borrower/Guarantor   
13. Loan Document signed by the Branch  Manager   
14. Documents/Agreement/Affidavit filled in completely (Intt rate, Repayment 

etc.) 
  

15. Pre-sanction Survey at the Work place  conducted   
16. DDO's Employer's signature Verified   
17. DDOs/Employer intimated about the sanction of the   loan   
18. Scoring done through Scoring Sheet   
19. Revival Letter obtained   
20. Revival Letter filled in  properly   
21. Revival dated   
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 ………………   
22. S I /ECS obtained   
23. PDCs obtained   
24. KYC Documents obtained   
25. KYC Documents& photo attested   
26. PDCs obtained   
27. CIBIL search made   
28. CIBIL letter obtained   
29. Account status whether Regular  ?   
30. Date of Last Notice Sent   
31. Whether matter taken up with DDO  ?   
32. Irregularity Report sent to Controller ( Date when last sent   )   
33. Whether PDCs presented   
34. Periodical  Review  of Term Loan done  ?   

 
 
 
 

PENSION LOAN 
 

Account No Amount: 
 

Sl 
No 

Particulars Yes No 

1. KYC Document Obtained   
2. KYC Document Verified by Branch Official   

3. Photographs of Borrower/Guarantor obtained   
4. Photographs attested by the Branch  Official   
5. Copy of PPO obtained   
6. Proof of last Pension Paid obtained ( Proof of last pension drawn   )   
7.. Sanction Recorded   
8. Loan Controlled by authority other then sanctioning  authority   
9. Loan Documents obtained   
10. Revival Letter obtained   
11. Revival Letter filled in  properly   
12. Revival dated 

……………… 
  

13. S I obtained   
14. CIBIL search made   
15. CIBIL letter obtained   
16. Account status whether Regular  ?   
17. Date of Last Notice Sent   
18. Irregularity Report sent to Controller ( Date when last sent   )   
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EDUCATION LOAN 
Account No Amount: 
Sl No Particulars Y/N Code 

1. Document Execution Register Page No:  …………….   
2. Title Deed Page No.  ………………   

3. Sanction Recorded with stipulations  clearly.   
4. Control Form Sent   
5. Scrutinised Copy of Control Form  held.   
6. Arrangement Letter signed by the  Borrowers/Guarantors   
7. Arrangement Letter Signed by the Branch  Manager   
8. Opinion Report Compiled& confirmed   
9. Loan Documents obtained   
10 Documents Stamped ( Loan Agreement, Guarantee Agreement, Affidavit 

etc) 
  

11. Special Adhesive Stamps affixed cancelled with dated  signature   
12. Documents signed by the  Borrower/Guarantor   
13. Loan Document signed by the Branch  Manager   
14. Documents/Agreement/Affidavit filled in completely (Intt rate, 

Repayment etc.) 
  

15. Pre-sanction Inspection record of residence/workplace and property in 
record 

  

16. Revival Letter obtained &filled in properly - R L dated :   ......   
17. E M Recital Noted   
18. E M confirmation received by  post   
19. MOD Registered with revenue  authorities   
20. EC obtained after MOD   
21. CERSAI Registration Done /Updation in case of additional  loan   
22. KYC Documents obtained   
23. KYC Documents attested   
24. PDCs/SI/ECS mandate obtained and held in  record   
25. CIBIL search made   
26. CIBIL letter obtained   
27. Valuation Report obtained periodically & confirmation by the Bank 

official done 
  

28. Fresh TIR obtained (once in 3  years)   
29. Fresh Valuation obtained (once in 3  year)   
30. Progress Report obtained from the  Institute   
31. Fees Disbursed &Receipt thereof on  record   
32. Stage wise disbursement made   
33. Correspondence with the Institute  made   
34. Course CompletionCertificate obtained   
35. Accounts Status : Regular ?   
36. Irregularity Report sent to Controller (Date when last sent   )   
37 Periodical  Review  of Term Loan done  ?   
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Illustrative check-list of activities to be 
undertaken by operating units: 

 
1. Have all sanctions been controlled and 
Control forms kept on record for inspection by 
the auditors? 
2. Have documents relevant to the loan 
sanctioned been stamped adequately and 
completely filled before execution? 
3. If the applicant submitted PAN Card at the 
time of sanction, have PAN card details been 
entered in CIF to facilitate tracking with 
Credit Information Companies? 

 
4. In respect of loans sanctioned without 
AADHAR details, is follow up being made for 
obtaining of AADHAR and updated CIF  in 
CBS? 

 
5. Have the details of security created and the 
value of such security been captured in CBS? 

 
6. Has the processing fee been recovered at 
the time of disbursement of the 
loan? 

 
7. Has amortization schedule been advised to 
the borrower? 

 
8. Have Standing Instructions been put in 
CBS as mandated by the borrower immediately 
on disbursement of loan? 

 
9. Where check-off facility/ECS/RECS (Debit) 
is not available, have Post Dated Cheques 
(CTS) been obtained as per instructions, and 
kept in joint custody away from security 
documents? 

 
10. Are the dates for presentation of PDCs 
diarized and cheques presented for payment 
accordingly? 

 
11. Is the system for recording and presenting 
ECS mandates in place and all instalments 
recovered properly as per the mandate of the 
borrower? 

12. Has insurance of assets financed by the 
Bank been done duly noting the charge in 
favour of the Bank and copy of such insurance 
kept on record? 

 
13. Has the due date for renewal of insurance 
been diarized and followed up for timely 
renewal? 

 
14. Has intimation of the installment start date 
been advised to the borrower one month 
before? 

 
15. Is follow up for failed SIs/Bounced 
PDCs/ECS in place and followed month after 
month promptly? 

 
16. Has notice of default been served on both 
the borrower and guarantor on default of an 
installment? 

 
17. Are irregularity reports in respect of 
delinquent accounts being submitted at 
stipulated periodicity? 

 
18. Have revival letters been obtained in 
respect of irregular Term Loans? 

 
19. Has prompt notice under Sec 138 of NI Act 
been served on the customer on return of 
cheque presented for payment? 

 
20. Whether vehicle inspection and document 
verification done immediately on the account 
becoming NPA, and necessary steps taken to 
safeguard bank’s interest? 

 
 
 

Xpress Credits 
 

1. Has a letter been sent to the DDO (Xpress 
Credit) immediately after sanction of the loan? 

 
2. Have interest rates been changed in CBS in 
line with the Check off type? 

 
Auto Loans 
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1. Has post-disbursement intimation letter 
from Branch to Dealer/Supplier been sent? 

 
 

2. Have bills/vouchers/receipts and 
acknowledgement of “Letter from branch to 
dealer/seller” been obtained from the dealer, 
verified and kept on record? 
3. Have vehicle particulars and its cost given 
in tax invoice been tallied with 
quotation/proforma invoice? 
4. Has the vehicle financed been inspected 
immediately after delivery and Engine No, 
Chassis No. verified with tax invoice and 
incorporated in LOS/CBS? 

 
5. Has photograph of the vehicle along with 
borrower been taken and kept on record? 

 
6. Has copy of receipt for payment of road 
tax been received and kept on record? 

 
7. Have registration particulars of vehicle 
been verified through SMS “vahan (space) 
Registration Number” to 7738299899 or in 
website vahan.nic.in or through RTA 
concerned, where submission of copy of RC 
book is delayed? 

 
8. Have vehicle details i.e registration 
number, value, date of purchase, dealer name, 
manufacturer’s name and model etc. fed in 
LOS/CBS 

 
9. Has copy of C Book with lien in favour of 
Bank noted thereon obtained and kept on 
record? 

 
10. Have documents been migrated to RACPC 
where the loans have been sanctioned at the 
branch at BPR centre? 

 
 

Housing Loans 
 

1. In respect of Home loans has proper 
mortgage been created in all cases? 

2. Has the self contained EM confirmation 
letter from the borrower on a date subsequent 
to creation of EM been received through 
registered post and kept on record? Has the 
date ofreceipt been recorded in the EM 
register? 

 
3. Has a tripartite agreement to create 
mortgage been obtained with borrower and 
builder in respect of large projects where 
Mortgage is to be created at a later stage? 

 
4. Is the other Bank followed up for delivery 
of title deeds in case of take over loans? 

 
5. Is our charge on the mortgaged immovable 
property registered with the Central Registry? 
(CERSAI) 

 
6. In the case of allotment of flat/house by a 
Society, is the original share 
certificate/allotment letter issued by the 
Society to the allottee along with copy of the 
bye-laws of the Society concerned 
obtained/verified for genuineness and kept on 
record? 

 
7. Has a letter signed by the allottee advising 
the concerned agency/builder that a security 
has been created over the house/flat in favour 
of the Bank and the title deeds to the property 
should be sent to the Bank on receipt of final 
payment, been obtained for presentation at 
appropriate time? 

 
8. Has property inspection been undertaken 
at each stage o disbursement? Are selfies of the 
person inspecting the property (covering the 
mortgaged property) with geo-stamping 
thereon, at different stages of construction, 
placed on record? 

 
9. Has Building completion certificate from 
plan approving authorities on completion of 
the project been obtained? 
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Education Loans 
 

1. In respect of loans sanctioned without 
PAN, is follow up being made for obtention of 
copy of PAN Card of the student? 

 
2. Are the disbursements made directly to the 
account of the Institution? 
3. Upon completion of semester has the 
bonafide certificate of completion along with 
mark sheet and receipt for the previous fees 
payment been obtained and kept on record? 

 
4. Are contacts being maintained with the 
students through social media even after 
completion of study till the closure of  the 
loan? 

 
5. Is the interest rate reset in respect of 
Educational loans where interest has been 
regularly serviced during moratorium period? 

 
6. Has course completion certificate been 
obtained from the Educational Institution and 
kept on record? 

 
7. Where mandate is given by the borrower 
for capitalization of interest at the end of 
moratorium, has the same been done? 

 
8. Has the branch exchanged a letter stating 
the new EMI and Term after the moratorium? 

 
9. In cases where a second loan has been 
sanctioned for pursuing further studies has the 
repayment of the first loan been aligned with 
the completion of the second course? 

 
10. Has contact been made with the Alumni 
Association of the Institute concerned to 
confirm i) current address of the 
borrower(student) ii) Marital status of the girl 
student and the changed address iii) 
Employment position of the student? 

 
11. Has a letter been addressed to the employer 
to confirm the status of employment of the 
borrower (student) on taking up a job and 

advised the borrower’s monthly commitments 
by       way       of       EMIs       to       the    Bank? 
12. Are Interest Certificates for Housing Loans 
and Education Loans issued after completion 
of the financial year. 

 
 

4.4 BASICS   FOR   AN  AGRICULTURE 
FIELD OFFICER 

 
4.4.1  PRODUCT KNOWLEDGE IN BRIEF 

 
 

KISAN CREDIT CARD (Revised) 
Circular No. : NBG/ABU/PDM-KCC/6/2012 – 
13 dated July 19, 2012 
& NBG/ABU/PDM-KCC/1/2013 – 14 dated April 
05, 2013 

 
* INTRODUCTION 

 
The Kisan Credit Card has emerged as an 
innovative credit delivery mechanism to meet 
the production credit requirements of the 
farmers in a timely and hassle-free manner. 

 
* OBJECTIVES / PURPOSE 

 
a. To meet the short term credit 
requirements for cultivation of crops 
b. Post harvest expenses 
c. Produce Marketing loan 
d. Consumption requirements of farmer 
household 
e. Working capital for maintenance of farm 
assets and activities allied to agriculture, 
like dairy animals, inland fishery etc. 
f. Investment credit requirement for 
agriculture and allied activities like pump sets, 
sprayers, dairy animals etc. 

 
Note: The aggregate of components  (a.  to 
e.) above will form the short term  credit 
limit portion and the aggregate of 
components under (f ) will form the long 
term credit limit portion. 

 
* ELIGIBILITY 
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i. All Farmers – Individuals / Joint borrowers 
who are owner cultivators (LAND DETAILS 
SHOULD BE VERIFIED THROUGH 
BANGLARBHUMI.GOV.IN) 

 
ii. Tenant Farmers, Oral Lessees & Share 
Croppers 
iii. SHGs or Joint Liability Groups of Farmers 
including tenant farmers, share 
croppers etc. 

 
4. FIXATION OF CREDIT LIMIT/LOAN 
AMOUNT 
Short term credit limit is fixed for the  first 
year depending upon: 
* the crops cultivated as per proposed 
cropping pattern & scale of finance 
(UPLOADED IN SBI TIMES,KOLKATA 
CIRCLE,ABU SITE) 

 
* 10% towards post-harvest/household/ 
consumption requirements and 

 
* 20% towards Maintenance expenses of farm 
assets, crop insurance, Personal Accident 
Insurance Scheme (PAIS) and Asset insurance. 

 
* For every successive years (2nd, 3rd, 4th, and 
5th year), the limit will be stepped up 
@10%.(short term credit limit sanctioned for 
5th year will be about 150% of the first year 
limit allowed to farmers). 

 
* Investment credit requirement of small 
value in the nature of farm implements/ 
equipment etc (like sprayer, plough etc.,) and 

repayable within a period of one year will be 
included while fixing KCC limit (This portion 
of the credit will not be included for 
automatic step up during 2nd year  to  5th 
year but credit requirement for this portion 
in each year will be reckoned for arriving at 
the maximum drawal  limit  for  the 
respective year). 

 
vi. The short term loan limit arrived for the 5th 
year as in (iv) plus estimated 
investment loan requirement as in (v) (highest 
among the five years) above will be the 
Maximum Permissible Limit (MPL) and 
sanctioned as the Kisan Credit Card Limit. 

 
* Short term loan limit assessed for the first 
year or for the 2nd to 5th year plus the 
estimated investment credit limit required, as 
in (iv) and (v) above, will be the Maximum 
Drawal Limit (MDL) allowed in the account, 
for the particular year. 

 
viii. Marginal farmers will be sanctioned a 
composite limit (as Flexi KCC limit) of 
Rs.10,000/- to Rs.50,000/- based on the land 
holding and crop grown + small term loan 
investments, (repayable in one year) 
without relating to the value of  land. 

 
* MARGIN: 

 
Since SOF is applied for financing - “No 
further margin to be insisted upon 
irrespective of any  amount.” 

 
 

* SECURITY & DOCUMENTATION 
 

KCC LIMIT SECURITY DOCUMENTS TO BE  OBTAINED 
PRIMARY COLLATERAL 

Upto Rs. 1,00,000/- 
Hypothecation 
of standing 
crops. 

NIL 
1) Simplified Hypothecation Agreement 
(AB-1 Sim) in local language 
2) Letter of Arrangement 

Above Rs 1,00,000/- Hypothecation 
of standing 

Mortgage / 
Charge over 

 
1) Hypothecation Agreement (AB-1), 
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 crops land. * Guarantee Agreement (AB-2) and/or 
Mortgage Deed (AB-3)− as the case may be 
2) Arrangement Letter 

*Note : For KCC limit above Rs1,00,000/- if there are genuine difficulties in creation of mortgage / 
charge over land, any other appropriate security can be obtained. Suitable third party guarantee can 
also be obtained, with prior permission of controlling authority, in such instances. 
Care : The ceiling for collateral-free loans with tie-up/contract farming arrangement per farmer is 
enhanced to Rs.3 lacs. 

 
Note: 
Maximum Permissible Limit (sanctioned KCC 
limit) has to be considered for the purpose of 
fixing collateral security requirement 

 
Exception: The branch may permit the borrower 
to bring the collateral security, based on 
Maximum Drawl Limit (MDL), where the 
borrower is unable to provide the required full 
collateral security for Maximum Permissible 
Limit at the time of sanction, provided the 
drawing limit does not require collateral security 
during the year. 

 
At the time of annual review/ renewal of KCC, 
branches shall invariably take care of the 
collateral security requirements. 

 
 
 

* INTEREST: 
 

I. Rate of interest for KCC  account  is based 
on the Maximum Drawal Limit (not 

on Maximum Permissible Limit). 
 

Short term production credit loans for limit up 
to Rs 3 lacs are eligible for interest subvention 
and are presently charged interest @7% up to 
the repayment period for 

a maximum period of 12 months (as per GOI 
directives). Card rate is applicable thereafter. 

 
II. Interest application: 
i. Simple interest for one year or upto the 

repayment due date, whichever is earlier. 

(Kharif – up to 31st January; Rabi up to 31st July; 
Multiple crops up to on 31st July; Long term 
crops 12 months from the date of first 
disbursement.) 

 
* In case of non-payment within the repayment 

due dates, interest will be applied at card rate, 
beyond the repayment due date, compounded 
at half yearly rests. 

 
 
 

* NATURE OF ACCOUNT: 
 

KCC will be in the nature of revolving account. 
Credit balance in the account will be eligible 
for interest at savings bank rate. 

 
* VALIDITY PERIOD OF KCC LIMIT: 

 
Validity period of KCC limit will be 5 years, 

subject to annual review. 
 

Branches shall, therefore, ensure to obtain 
revival letters before expiry of 3 years 
wherever applicable, as per the Limitation Act. 

 
 
 

* PROCESSING CHARGES: 
 

i. Processing charges waived for KCC limit up to 
Rs.3 lacs. 

 
* For KCC limit above Rs.3 lacs, processing 

charges will be recovered on the basis of 
Maximum Drawing Limit (and not on 
Maximum Permissible Limit) for each year. 
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* REPAYMENT: 
 
Sl. No. 

 
Cropping Pattern 

Crop cultivation period 
(Loan disbursement period) 

Repayment due date 
(fixed) (which shall also be 
the renewal date) 

1. Kharif crop (mono) 1st April to 30th September 31st January 
2. Rabi crop (mono) 1st October to 31st March 31st July 
3. Double / Multiple crops Kharif &Rabi seasons 31st July 

4. 
Long term crops (no 
specific season) All round the year 

12 months (from the date of 
first disbursement) 

 
 

FORMAT FOR VERIFICATION OF LOAN  DOCUMENTS 
 

ACCOUNT NO: PRODUCT : KCC 
LOAN 

 
Sl 
No 

Particulars Y/N Code 

1. Document Execution Register Page No: 
……………. 

  

2. Land Possession  Certiifcate/Chitta/Arangal   

3. Revenue Records Verified   
4. Sanction Recorded   
5. Control Form Sent   
6. Scrutinised Copy of Control Form Received from RBO on   record   
7. Arrangement Letter signed by the  Borrowers/Guaranters   
8. Arrangement Letter Signed by the Branch  Manager   
9. Opinion Report Compiled& confirmed   
10 Loan Documents obtained   
11. Documents Stamped ( Loan Agreement, Guarantee  Agreement,  Affidavit 

etc) 
  

12. Special adhesive stamps affixed on documents cancelled  with  dated 
signature 

  

13. Documents signed by the  Borrower/Guarantor   
14. Loan Document signed by the Branch  Manager   
15. Documents/Agreement/Affidavit filled in completely (Intt rate, Repayment 

etc.) 
  

16. Scale of Finance applied for arriving loan   limit   
17. Consumption component considered   
18. Monthly Drawing schedule drawn   
19. Pre-sanction survey done   
21. Revival Letter obtained &filled in  properly   
22. Revival dated 

……………… 
  

23. KYC Documents obtained   
24. KYC Documents attested   
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25. Crop Loan Renewal Done on borrower's  request   
26. CIBIL letter obtained   
27. Account is Regular   
28. Post disb Inspection done & report submitted to next higher   authority/CBS   
29. Date of Last notice  issued   
30. Irregularity return sent to  Controller   
31. E M Recital Noted   
32. E M confirmation received by  post   
33. MOD Registered with revenue  authorities   
34. EC obtained after MOD   
35. Valuation Report obtained periodically & confirmation by the Bank official 

done 
  

36. Fresh TIR obtained (once in 3  years)   
37. Title Deed held / not on laminated  form   
38. Crop Insurance done   
39. KCC Master Insurance Policy Status   

 

13. INSURANCE : 
 

I. ELIGIBLE CROPS IN NOTIFIED AREA 
ARE COVERED UNDER PMFBY . 

 
II. PERSONAL ACCIDENT INSURANCE 
SCHEME FOR KCC HOLDERS 

 
i.. Salient features of the  Scheme: 
v Uniform for all Banks throughout the Country 
v A master Policy will be issued by Insurance 
Company to each Zonal/Regional Office of 
Commercial Banks covering all its KCC holders 
* Persons Covered: KCC holder up to  the 

age of 70 years for risks against death 6 or 
permanent disability resulting from 
accidents caused by external, violent and 
visible means and occurring within the 
geographical jurisdiction of India. 

 
 

iii. Risk coverage: 
v Death due to accident: (within 12 months of 
the accident) caused by outward violent and 
visible means: Rs. 50,000/- 
v Permanent total disability : Loss of two limbs 
or two eyes Or one limb and  one  eye Rs. 
50,000/- 

v Partial disability : Loss of one limb or one eye: 
Rs. 25,000/- 

 
iv. Period of Insurance: One year from the date 
of receipt of premium by the respective 
Insurance Company. Three year option is also 
available. 

 
v. Premium: 
• Per KCC holder: Rs.15/ per annum. 
• For joint accounts, premium to be paid for 

each of the account holders 
• Premium is shared as 2: 1 by the Bank and 

Farmer. 
• KCC holders should give the nomination. 
• The service tax is waived for this cover. 
• In order to ensure continuity of  the policy 

the Banks should arrange to pay the premium 
for the next year in advance to keep  the 
policy continuously in force. 

 
vi. Claim Procedure: 
• The claims administration will be done by the 

policy issuing Office. 
• Duly completed claim form to be submitted. 
• Death certificate from attending Doctor. 
• Photo of the injured person highlighting the 

disability 

279



PREFACE

Asitava Kundu
(President)

 Shubhajyoti Chattopadhyay 
(General Secretary)

• Report of claims enquiry cum verification 
committee, which consists the following 
Officials as members. 
a. Branch Manger 
b. Lead Bank Officer 
c. Nominated Officer of the Insurance 
Company 

 
viii. Time limit for lodging claims: 
• Nominee of the injured to report to the 

concerned Bank within 30 days. 
 

Any accidental injury within a period of 12 
months alone is admissible. 

 
 

KISAN CREDIT CARD (RENEWAL) 
 

Renewal: 
* KCC accounts should be renewed annually, 
well before the above due dates, every year to 
continue the limit during the KCC validity 
period of 5 years. 
* The renewal may result in continuation or 
modification of the limit / facility depending 
upon changes in cropping area / pattern and 
conduct of the account. 
* Borrowers are required to route their farm 
proceeds or other credits into the KCC account, 
with a minimum of loan amount plus interest 
and other charges, if any, within the repayment 
due date. 
* If the KCC borrower repays the loan on or 
before the due date, he/ she are eligible for 
renewal of the limit. On ‗renewal‘ of KCC limit, 
revised Maximum Drawal Limit (MDL) with 10% 
increase in short term loan component of MDL 
(excluding investment credit requirement of 
small value) shall be made available to him/ her. 

 
* If the KCC borrower needs enhanced 
MDL, beyond the regular 10% increase (10% 
in short term loan component) for reasons of 
enhancement of scale of finance or otherwise, 
during a particular year to meet his / her 
genuine farming requirement, it may also be 
considered by the branch, within the 

sanctioned KCC limit (MPL), after assessing 
and recording the facts, without any new 
documents. 

 
* However, if the renewal results in enhancing 
of MDL for the year more than the Maximum 
Permissible Limit (KCC Limit), branch shall 
assess and sanction the credit requirement as 
applicable to new sanction. Hence, all related 
procedures for sanction of fresh KCC limit shall 
be followed. 
* For the purpose of renewal, branches should 
obtain a simple declaration as per the extant 
guidelines (about crops raised/ proposed to 
raise) from the borrowers. The assessment of 
revised MDL requirement of the KCC borrower 
will be made based on proposed  cropping 
pattern and area declared by him. 
* If the KCC borrower fails to repay or route 
the proceeds or other credits into his/ her KCC 
as on the due date of repayment,  the account 
will become overdue and hence: 
* will not be eligible for additional interest 
subvention for prompt repayment. 
* Interest beyond the due date will be at card 
rate and compounded half yearly. 
* MDL of the KCC account will become zero 
and no further drawals will be allowed. 
* Branch will have to initiate recovery process 
immediately. 
* In case the KCC borrower repays  the loan, 
but after the due date of repayment, branch can 
consider continuation of such applicable limits 
also by assessing reasons for delay in repayment 
and make available the revised eligible MDL. 
* Extant guidelines on Inspection and follow- 
up of Agri advances will continue. 

 
 

IRAC norms: 
* KCC accounts will become ‗overdue’, if the 
principal and interest remains unpaid on 
repayment due date as above. 
* The overdue‘ KCC loans will be classified as 
NPA if remain unpaid for a period of two crop 
seasons in case of short duration crops and one 
crop season in case of long duration crops from 
the repayment due date, as the case may be. 
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KISAN CREDIT CARD (RENEWAL PROCESS 
IN CBS) 

* IF THE ACCOUNT IS NOT A MC-REVISED
KCC THAN IT HAS TO BE TRANSFERRED TO
MC-REVISED KCC VIDE SCREEN NO.-
7050.>INSERT ACCOUNT NO. AND FROM
OPTION MENU CHOSE “K” OPTION AND
>TRANSMIT.
* IN NEXT SCREEN SELECT PRODUCT
TYPE 80 AND PRODUCT 65301001 AND
ENTER MPL LIMIT AND EXPIRY DATE AND
APPROPRIATE CROP PATTERN AND>
TRANSMIT.
* QUEUE WILL BE GENERATED AND TO BE
AUTHORIZED

N.B.- FOR MC-REVISED KCC PRODUCT
THESE STEPS ARE NOT  NEEDED.

AFTER COMPLETING ABOVE MENTIONED 
STEPS GO TO SCREEN NO:- 70462 > AND 
INSERT THE ACCOUNT NO. >AND 
TRANSMIT. >IN NEXT SCREEN PUT VALUE 
IN MDL AMOUNT AND MDL EXPIRY 
DATE(WHICH SHOULD NOT BE MORE 
THAN ONE YEAR) 
IN INTEREST SUBVENTION SELECT 
OPTION YES AND FETCH >SUBVENTION 
START DATE AND END DATE WILL APPEAR 
AND> ENTER TRANSMIT. QUEUE WILL BE 
GENERATED AND TO BE  AUTHORIZED. 
GO TO SCREEN NO.- 2420 AND APPROVE 
THE     LIMIT     SELECTING RENEWAL 
OPTION “YES” 

RENEWAL PROCESS IN CBS IS 
COMPLETED 

AGRICULTURAL GOLD LOANS 
Gold Banking Master Circular on Metal Gold 
Loan    :    NBG/PBBU-PMD-GB/6/2017-18    DT 
06/07/17 &e-Circular Sl. No.: 29/2009 – 10 dt. 
13.4.2009 & S. No.188/2012 – 13 dt.  26.5.2012 

Objective: To enable farmers to meet their 
short-term agricultural credit needs i.e. both for 
crop production needs and investment needs. 

Eligibility: Any person engaged in agriculture or 
allied activities as well as persons engaged in 
activities permitted by RBI to be classified under 
agriculture. It is not necessary to insist for land 
record extracts or physical inspection of  the 
farm before sanction of Gold loans. Branches 
should keep on record the evidence of farming 
activity of the borrower. The applicant should 
satisfy the KYC guidelines. Necessary enquires 
about the applicant pursuing the activity to be 
done. 

Facility: Agricultural Cash Credit/KCC, Over 
draft, Demand Loan/Term loan 

Purpose : Agri Gold Loan availed has to be 
invested by the Borrower either for meeting crop 
production expenses and / or for creation of 
assets to be used in his farming operation or for 
allied agricultural activities like Dairy, Poultry, 
Fisheries etc. 

Quantum of Loan: Depends on the advance 
value of ornaments to be pledged. 

Advance value of Gold will continue to be 
calculated and advised by Corporate Centre on 
1st day of every month on SBI Times>> 
departments>>About ABU and products>> 
ABU Products. In the event of any notable  fall 
of market price or in the case of adverse 
fluctuation of more than 10% during  the 
course of the month, ABU will flash special 
alerts through SBI Times to enable the branches 
to initiate corrective action including 
contacting customers to regularize the loan 
accounts etc., if needed. 

Interest: Interest should be charged as 
applicable to agricultural advances. 

Processing Fee: As applicable to Agriculture 
Advances. 

Authority: 
a. Recommending Authority-Cash officer /
Special Assistant (cash) responsible for
weight, purity & value of gold ornaments
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b. Sanctioning Authority - Branch 
Manager/Accountant 

 
Documents to be obtained  for Agri  Gold 
Loan: 
I. DP Note & DP Note take delivery letter 
II. Revised Application cum appraisal (SIM- 
GL/1) 
III. Gold ornaments take delivery letter (SIM- 
L/2) 
IV. Witness letter for illiterate borrowers (SIM- 
L/3) 
V. Arrangement letter (SIM-GL/4) to be obtained 
in duplicate and a copy to be handed over to the 
borrower. 
VI. Two copies of photograph of the borrower 

 
* Memorandum in respect of gold ornaments 

deposited as security(SIM-GL/9) 
 

Repayment: 
a. Cash Credit / Overdraft: Like KCC, it is a 
running account for a period of 3 years, subject 
to review (outstanding vis-à-vis advance value of 
the ornaments pledged) at annual intervals. 

 
b. Demand Loan / Term Loan: However, the 
repayment period of the loan should be fixed so 
as to coincide with the harvesting and marketing 
season / generation of income from the activity, 
allowing 2 to 3 months time after harvesting to 
market the produce and realize the proceeds. 
The total period will not generally exceed one 
year from the disbursement of the loan in the 
case of short-term loan / production credit and 
36 months in other cases. 

 
It should always be ensured that the 
outstanding in the loan account does not 
exceed the market value of the ornaments 
pledged, especially when a longer repayment 
period is provided. 

 
In such an event, the borrower should be advised 
to repay adequately to regularize the position. 

Custody of Ornaments: The gold ornaments 
must be placed in the strong room under the 
joint custody of the Branch Manager/Accountant 
and Cash Officer. 
Custody of Loan Document: By  cash 
accountant in a fireproof safe. 
Operational Procedure: 
* Branch functionaries / sanctioning Authority 
should satisfy themselves by oral enquiry about 
the applicant being otherwise eligible. 
* Photograph of borrower is to be obtained in 
all cases and affixed to loan opening form and 
Gold loan register also. 
* Due date for repayment / or installments to 
coincide with harvesting and marketing of crops 
raised. 
* Valuation of the security i.e. Gold Ornaments 
is based on weight and fineness of the gold 
content. 
* Branch cash officer/Award cash officer 
(Special Assistant/Senior Assistant in charge of 
cash is responsible for ensuring genuineness and 
purity of gold ornaments. Purity of gold can be 
ascertained by using the following methods. 
* a. Touch stone method b. Nitric Acid method 
c. Specific gravity method 
* Services of local goldsmith may be  used, if 
the loan amount exceeds Rs.50000 and his fees 
to be paid by the borrower. 
* Details of the gold ornaments pledged like 
description, gross weight, net weight, valuation 
rate and advance value are noted in the Gold 
ornaments take delivery letter (SIM-GL/2) and is 
certified by the cash officer. 
* Gold Loans can be granted to joint borrowers 
also on E or S, F or S, L or S and B or S terms. 
* Gold Loans can be issued to illiterate 
borrowers also after explaining them about the 
implications of the loan and (SIM-GL/3) 
document to be obtained. 
* On written request of the borrower(s), part 
delivery of ornaments may be given against part 
repayment of the loan, provided the advance 
value of the ornaments still in the Bank‘s 
possession fully cover the outstanding in the 
account. The borrower‘s acknowledgement for 
receipt of ornaments delivered to him / them 
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should be obtained in the Gold Loan Register, in 
all cases. 
* Under similar terms and conditions advance 
may be granted against pledge of silver 
ornaments/silver ware also. 

* Loans granted against gold & silver 
ornaments are not to be taken into account for 
computation of DCB (Demand, Collection & 
Balance) prepared as on 30th June every year. 

 

FORMAT FOR VERIFICATION OF LOAN  DOCUMENTS 
ACCOUNT NO: PRODUCT : AGL GOLD  LOAN 
Sl 
No 

Particulars Y/N Code 

1. Gold Loan Ledger  Page No: …………….   
2. Appraisal Made Independently   

3. Sanction Recorded with stipulations  clearly.   
4. Loan sanctioned is controlled.   

5. Scrutinised Copy of Control Form ( Monthy Statement )Received from   RBO 
& in record 

  

6. Proof of person engaged in Agriculture Activity  obtained   
7. Loan Documents obtained   
8. Documents signed by the  Borrower   
9. Disbursement made on Date :  …………………………………….   
10 Gold Ornaments kept in Joint  custody   
11. Gold Ornaments kept duly hanged in strong  Room   
12. Purity Verification of Ornaments got  done   
13. Revival Letter obtained   
14. Revival Letter filled in  properly   

15. Revival dated 
……………… 

  

16. KYC Documents obtained   
17. KYC Documents  including photo  attested   
18. CIBIL letter obtained   
19. Interest Rate applied is correct  ?   
20. Multiple loan NOT sanctioned to same  borrower   
21. Total exposure of borrower taken into consideration while sanctioning   loan   
22. Account is regular   
23. Irregularity return sent to  Controller   

 

Calling up of advance: Advance  will  be called 
up, when 
(i) the value of the gold is less than the 
outstandings or 
(ii) the account becomes NPA. If the account is 
irregular, a letter should be sent to the borrower 
requesting him/her to deposit the amount / 
regularize the account. If the borrower fails to 
regularise the account and it continues to be 
irregular, a notice should be sent advising that 

the ornaments will be sold by public auction, if 
the loan and interest are not paid within 30 days 
from the date of notice. This notice must be 
dispatched to the borrower under Registered 
Post with acknowledgement due. Whenever any 
of the notices described above is sent, the date 
of dispatch should be noted in the respective 
account of Gold Loan register under the initials 
of the official signing the notice. 
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Sale of Gold Ornaments: When an advance has 
been called up and repayment is still not 
forthcoming, the Bank has the right to sell the 
gold ornaments pledged, after giving reasonable 
notice to the Borrowers (vide section 176 of the 
Indian Contract Act). If the account is not put in 
order within the time stated in the notice, the 
ornaments should be put up for auction with the 
approval of the Controllers 

 
While extending Agri gold loans, operating 
functionaries should note that :- 

a) These agri gold loans, except under ATL 
are for short term production  purpose 
and will qualify for interest subvention. 

 
b) ATL gold loan will attract the interest rate 
and installment repayment as per regular 
terms of the purpose. 

 
 

NEW TRACTOR LOAN SCHEME  (NTLS) 
 

(Circular no.ABU/PD&M/6/2012-13 
dated18/07/2012. & Circular 
no.ABU/PD&M/11/2012-13 dated 06/09/2012.) 
* The New Tractor Loan Scheme (NTLS) will 

help the operating functionaries to book the 
hitherto untapped tractor business (ineligible 
category of farmers) with relaxations 
ineligibility, margin, security, interest, upfront 
fee with monthly repayments. 

 
A. Eligibility 
Any individual or group of individuals i.e., 
JLGs/SHGs, institution or organization are 
eligible for finance which will have sufficient and 
regular income either from own farm 
activity or custom hiring incomes from the 
tractor proposed to be purchased and its 
accessories. Borrower should possess a 
minimum land holding of 2  Ac. 
B. Categorization 
Classified under Direct agri advances. 
C. Margin 
Minimum of 15%. 
D. Primary security 
Hypothecation of Tractor & Accessories. 

E. Insurance: The tractor and accessories 
purchased with bank’s finance have to be 
comprehensively insured for the full value. 

 
F. Collateral Security Mortgage of landed 
property valued equivalent of 100%  of loan 
value. 
G. (1) Interest : 12% p.a. 
For prompt repayment, further concession of 
interest @1.00% by way incentive will be 
extended to the borrower and 0.50% to the 
tractor dealer. Concession will be extended in 
the month of july and will be on the basis of 
interest recovered between 1st July to 30th 
june of every year. 

 
(2) Upfront fee 
0.5% of loan amount has to be charged as 
upfront fee. 

 
H. Inspection and follow-Up 
Inspection will be carried out at periodical 
intervals as per the existing guidelines. And 
any irregularity of beyond 2 installments has to 
be brought to the notice of the officer 
one step above the official, carrying out the 
inspection. 
I. Repayment 
Loan is repayable in equated monthly 
installments in 5 years, including grace period of 
1 month. (Relaxed in tune with the regular flow 
of funds in the hands of the borrower). 

 
Post dated cheques have to be obtained from the 
borrower for the EMI. EMI per Rs.1lakh is 
Rs.2225/. 

 
J. Recovery and follow-up: 
In the present model with the  present 
stipulation of shorter repayment periodicity, 
branches should be on constant follow up to 
recover from non-farm incomes every 
month without fail/let up. 
The cases of default of 3 monthly installments 
have to be handed over to the recovery 
agents for seizure of the vehicle and for further 
of course of action, with the permission 
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of the controlling authority. Controllers have to 
ensure that the possession and resale 
of the seized vehicle should be completed within 
3 months of initiation of such action 
so that maximum amount is realized.  Where 
ever available the help of tractor dealers 
has to be requisitioned for this purpose. 

 
K. Extra precautions/Points to be 
remembered by Branch staff: 
Branches to ensure registration of the tractor 
and trailer with RTA with the assistance of 
tractor dealers. Failure to get the vehicle 
registered within one month from the date of 
delivery attracts penal interest of 2% for the 
period of default for the borrower. 
Tractor and trailer are to be comprehensively 

insured till the advance is repaid in full. 
The Retail Scoring model is applicable for 

financing purchase of tractors under the new 
tractor loan scheme. 
Minimum DSCR should be 1.5 : 1. BMs/RCPCs 
are permitted to waive this stipulation, provided 
liquid securities are offered to the extent of 50% 
of the loan amount. 
Any irregularity has to be brought to the notice 
of the officer one step above the official, while 
carrying out the inspection. 
The cases of default of 3 monthly installments 
have to be handed over to the recovery  agents 
for seizure of the vehicle and for further course 
of action, with the permission of the controlling 
authority. Controllers have to ensure that the 
repossession and resale of the seized vehicle 
should be completed within 3 months of 
initiation of such action, with the help of the 
tractor dealers, wherever possible. 

 
No proposal should be rejected at the branch 
level and all such cases should be referred to 
next higher level. 

 
The following are the clarifications / 
explanations in the form of FAQs  to  enable 
the operating functionaries implement the 
scheme without any ambiguity. 
What is the incentive payable on prompt 
repayments?      “For       prompt      repayment, 

concession of interest @1.00% by way incentive 
will be extended to the borrower and 0.50% to 
the tractor dealer. Concession will be extendedin 
the month of July and will be on the basis of 
interest recovered between 1st July to30th June 
of every year.” 

 
2. What type of land has to be obtained as 
Mortgage? 
Any landed property in the name of the 
borrower, the value of which should be at least 
100%of loan value. 

 
3. What type of Mortgage has to be done? 
Mortgage should be enforceable and either 
equitable or registered, noting the charge 
overland through Registrar office as practiced in 
the respective states. 

 
4. What is the benefit for other branches 
(which were not selected) in sourcing the 
applications? 
As of now, the scheme provides only selected 
branches to book the business and does not 
provided for any credit or benefit to other 
branches for sourcing applications. This is under 
our consideration. 

 
5. To which account Dealer and DSE incentive 
has to be debited? 
Incentive to be paid to dealers and DSEs for 
sourcing of applications has to be debited to ― 
commission account to which the upfront fee is 
credited. 

 
6. When the dealer incentive has to be paid? 
The dealer incentive for sourcing the quality 
business has to be paid soon after completion of 
all formalities including registration of the 
tractor financed in the books of RTA and 
hypothecation is marked in favour of the bank. 

 
7. What Retail Scoring model to be used for 
NTLS? 
Tractor retail scoring model which is revised 
w.e.f.01.01.2011 vide our circular ABU/PD&M/No 
13 dated 13th December, 2010 (e-circular Srl No. 
785/2010-11 dated 24.12.2010) has to be used. 
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8. What is the treatment to be given if any 
parameter in the scoring model is not 
applicable? 
Normalization has to be done if any parameter is 
not applicable. 

 
9. Minimum DSCR of 1.5: 1 has to be 
calculated for how many years ? 
For calculation of DSCR please refer to 
Annexure-IV of Master Circular on Farm 
Mechanization (Tractor Financing) Circular No 
ABU/PD&M/25/2008-09   dated   31.03.2009    (e- 
circularSrl No. 787/2008-09 dated 31.03.2009) 

 
10. Is there any relaxation in DSCR? 
There are no relaxations in DSCR. In  the 
Circular instructions on NTLS it  was 
additionally mentioned as” BMs/RCPCs are 
permitted to waive this stipulation, provided 
liquid securities are offered to the extent of 50% 
of the loan amount” which is not  approved by 
the competent authority 

 
NEW TRACTOR LOAN PRODUCT TATKAL 
(MORTGAGE FREE) TRACTOR LOAN  (TTL) 
(e-Circular Sl No.882/2015-16 dated 
14.10.2015) 
To improve our market share in tractor finance 
and to facilitate prompt loan delivery to High 
Net Worth farmers who otherwise purchases 
tractor on cash, a new product TATKAL 
(MORTGAGEFREE) TRACTOR LOAN  (TTL) 
has been rolled out. 

 
i) Target group 
• High Net worth farmers who are capable of 
purchasing tractor with cash (who secures 61 & 
above under Tractor Credit Scoring Model) 
• Existing farmers 
• New farmers 
• Good borrowers banking with other banks. 

 
ii) Eligibility 
• Farmer should possess a minimum land 
holding of 2.00 acres. 
• All farmers-individuals/Joint borrowers who 
are owner cultivators. 

iii) Purpose 
• To meet the cost of purchase of 
Tractor(including insurance + registration 
charges) 

 
iv) Quantum of loan: 100% 
The total cost of the tractor including insurance 
and registration charges ( As per the dealer net 
price invoice obtained from reputed dealer of 
tractors of the approved tractor companies for 
the approved models). Cost of accessories not 
to be included. 

 
v) Margin 
Minimum 25% of the cost of tractor including 
insurance and registration charges. The margin 
have to be deposited in the form of TDR in the 
branch with Zero rate of interest and lien have 
to be marked on TDR for the entire tenure of 
tractor loan. 

 
vi) Security 
• Primary: Hypothecation of Tractor purchased 
out of Bank’s finance. 
• Collateral: Lien on TDR accepted as a Margin 
Money. 

 
vii) Credit Scoring Model 
• Application of revised Tractor Credit Scoring 
Models for appraisal of loan and to fix the 
differentiated EMIs. The scoring model  will 
serve as a credit decision making tool and will 
strengthen the existing system of sanction or 
reject of loan. 
• Credit Score of 61 & above are considered for 
sanction. 
Repayment : There will two types of repayment 
period i.e. 48 months when the installments are 
calculated on the basis of net loan (Loan – 
Margin kept in TDR) and 60 months when the 
installments are calculated on the basis of total 
loan without netting. Frequency of installment 
will be based on the total scores awarded under 
the parameters” Hiring potential + Percentage of 
income from allied activities under Tractor 
Credit Scoring Model will be adopted to 
determine the repayment schedule of the tractor 
loan. 
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4.4.2 AGRI LOS 

KCC LOS SCREEN SHOTS 

STEP-I: SOURCING- LOAN PROCESSING-CREATE APPLICATION INDIVIDUAL-KEY IN THE 
DETAYLS IN THE MANDATORY FIELDS AS PER LOAN APPLICATION   RECEIVED 

*** CLICK ON ‘GO” BESIDE PRODUCT AMOUNT COLUMN IN THE FIRST SCREEN: THE 
NEXT SCREEN OPENS FOR DETAILS OF CROP PRODUCTION AND COST OF CULTIVATION 
TO ARRIVE AT THE MPL  AMOUNT 
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STEP-II LOAN RECOMMENDATION COMPLETE. NOW SANCTIONING OFFICER HAS TO 
SANCTION THE LOAN PROPOSAL AS THE FOLLOWING SCREEN   SHOTS 
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STEP-III DOCUMENTATION TO BE DONE BEORE ACCOUNT   CREATION 
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STEP-IV AFTER DOCUMENTATION STAGE IS  COMPLETE  CBS EXECUTER  MAKER 
(PERSON OTHER THAN THE SANCTIONING OFFICIAL) WILL CREATE THE ACCOUNT IN 
THE F OLLOWING SCREEN. THE ACCOUNT NUMBER WI LL BE GENERATED AFTER CBS 
EXECUTER CHECKER(SANCTIONING AUTHORITY) APPROVES THE ACCOUNT   CREATION 

**BEFORE CREATION OF ACCOUNT LAND HOLDING DETAILS TO BE UPDATED IN THE 
CUSTOMER  MANAGEMENT-AMEND-CUSTOMER  CISLA DETAILS. 

296



PREFACE

Asitava Kundu
(President)

 Shubhajyoti Chattopadhyay 
(General Secretary)

AGRI GOLD OAN SCEEN SHOTS : STEP-I   SOURCING 

Loan amount is to be calculated manually (net weight x advance value). CIF CISLA is to be amended 
and agl land holing is to be field in CBS. Others field is to be field from drop down menu. 

After filling required date save option is to be opted. 
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Loan application generated and is to acknowledged by borrower. 

All types of ornaments with its gross and net weight is to filled and saved. 

LOAN RECOMMENDATIONS DONE 
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QUEUE MOVES TO NEXT  LEVEL 

SOURCING & PROCESSING STAGES ARE NOW COMPLETE NOW THE SANCTIONING 
AUTHORITY WILL COMPLETE FOLLOWING  STEPS 

SANCTIONING OFFICIAL WILL TAKE IT FROM MY TEAM   QUEUE 
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SANCTION DONE 

NEXT STAGE IS DOCUMENTATION 
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DOCUMENT IS TO BE GENERATED FROM MY TEAM  QUEUE 

301



PREFACE

Asitava Kundu
(President)

 Shubhajyoti Chattopadhyay 
(General Secretary)

ACCOUNT OPENING QUEUE IS TO GENERATED BY CBS EXCUTOR MAKER 
NOW CBS EXECUTER CHECKER HAS TO APPROVE THE ACCOUNT CREATION 

QUEUE FOR ACCOUNT OPENING GENERATED 

4.4.3 AGRI DOCUMENTATION 

AB-I : Hypothecation agreement ( for loan amount Rs.1 lakh & above) 
AB-I (Simplified) : Hypothecation agreement for all loan amount below Rs.1.00 lakh 
AB-2 : Guarantee Deed 
AB-3 : Mortgage Deed 
AB-4 : Revival Letter (Borrower) 
AB-5 : Revival Letter ( Guarantor) 
AB-6 : Notice to borrower if loan is not paid on due date 
AB-7 : Conversion of crop loan into term loan on account of crop failure. It is obtained as an un- 
stamped document , signed by both borrower and guarantor. 

Note: All loan documents will be generated from Agri LOS and stamp duty to be paid as per Stamp 
duty of the concerned state where the documents are being executed. 
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5. NPA & AUCA

5.1 NON PERFORMING ASSET (NPA) : 

 Date of identification of NPA : 31st
March

 Date of NPA :

i) For term loan accounts- the date on which
interest and installment have remained
unpaid for a period of more than 90 days.

ii) For cash-credit accounts- the date on which
the account completed a period of 90 days
of being continuously out of order

5.1.1 NPA MANAGEMENT: 

IMPORTANT CIRCULAR & SOP ON NPA 
MANAGEMENT: 
1. SOP ON COMPROMISE : CCO/CPPD- 

ADV/92/2015-16 DT 24/09/15 
2. SOP ON AUTO LOAN SEIZURE :

PB/AL/10A/KSK/07 DT 09/05/15
3. SOP ON SARFAESI, ACT 2002: CCO/CPPD- 

SARFAESI A/169/2015-16 DT 01/03/16
4. SOP ON MIGRATION OF NPA TO SARB:

CCO/CPPD-ADV/135/2015-16 DT 22/12/2015
5. SOP ON RECOVERY OF BANK’S DUES

THROUGH DRT : CCO/CPPD-ADV/103/2015-
16 DT 20/10/2015

6. SOP ON ENGAGEMENT OF RESOLUTION
AGENTS : CCO/CPPD-ADV/138/2015-16 DT
23/12/2015

7. Sl.No.: 412/2019 – 20 Circular No.: CCO/CPPD-
ADV/48/2019  –  20  Date:  Sat   29
Jun 2019

8. Sl.No.: 846/2019 – 20 Circular No.:
CCO/CPPD-ADV/93/2019  –  20  Date:  Thu 26
Sep 2019

5.1.2 Arrear Conditions: 
A specific number has been assigned to each type 
of Arrear Condition. Whenever the system 
categorizes a loan account at a particular Risk 
Grade, the user can find out which ‘Arrear 
Condition’  has  been  triggered  the    downgrade 

and initiates the remedial measures. A new set of 
Arrear Conditions have been introduced from 
19th June 2011. Accounts having movement in 
IRAC Status after 19th June 2011 will display the 
new arrear conditions. Accounts classified as 
NPA prior to 19th June 2011 will continue to 
display the old Arrear Condition till the 
IRACStatus is changed due to movement 
(upgrade or downgrade). 

The new arrear conditions are  displayed  in 
the table below: 

Arrear Condition Description / Nature of 
Irregularity – Movement of IRAC Status  -- 
-Applicable(From & To)

501 EMI overdue: 7-29 days 0/ 1 DL/TL 
504 1 EMI = >30 days overdue 1/ 2 DL/TL 
505 2 EMI = >30 days overdue 1/2 3 DL/TL 
506 3 EMI = >30 days overdue 1/2/3 4 DL/TL 
601 Interest not serviced for 7 to 29days 0/ 1 CC / OD 
602 Interest not serviced ≥ 30 days 1/ 2 CC/OD 
603 Interest Not Serviced ≥ 60 days 2 /3 CC/OD 
604 Interest Not Serviced ≥ 90 days 3/ 4 CC/OD 
611 Age of Stock Statement ≥ 97days0 /1 CC/OD 
612 Age of Stock Statement ≥ 120days1/ 2 CC/OD 
613 Age of Stock Statement ≥ 150days2/ 3 CC/OD 
614 Age of Stock Statement ≥ 180days3/ 4 CC/OD 
621 Renewal due ≥ 97 days 0 /1 CC/OD 
622 Renewal due ≥ 120 days 1/ 2 CC/OD 
623 Renewal due ≥ 150 days 2/ 3 CC/OD 
624 Renewal due ≥ 180 days 3/ 4 CC/OD 
631 Stock Statement ≥ 365 days 0/1/2/3/ 4 CC/OD 701 
Irregularity : 7 to 29 days 0 /1 CC/OD/DL/TL 702 
Irregularity ≥30 days 1 /2 CC/OD/DL/TL 703 Irregularity ≥ 
60 days 2/ 3 CC/OD/DL/TL 704 Irregularity ≥ 90 days 3/ 4 
CC/OD/DL/TL 711 Security Erosion >50% 4/ 5 
CC/OD/DL/TL712 Security Erosion > 90% 
0/1/2/3/4/5/6/7/8 CC/OD/DL/TL 
801 Sub Standard ≥ 1 year 4 5 CC/OD/DL/TL i.e., Doubtful 
(D1) 
802 Doubtful (D1) ≥ 1 yeari.e., Doubtful (D2)5/ 6 
CC/OD/DL/TL 
803 Doubtful (D2) ≥ 2 yearsi.e., Doubtful (D3)6/ 7 
CC/OD/DL/TL 
DL/TL – Demand Loan/Term Loan 
CC/OD – Cash Credit/Over Draft 
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I. Menu Navigation for Arrear Condition Enquiry: 
 

Common Processing Overdue/ NPA _ NPA Enquiry Screen SCR 010511  „Loans:  NPA  Enquiry 
Prompt Screen is displayed. 

 

 

 
Enquiry Option , select: 

 
1. Risk Grade History Enquiry (SCR No. 32511) or 

 
2. NPA Status Enquiry (SCR No. 32512) 

 

 

 
II. Identification of SMA(Special Mention Account) 
Loan account overdue/default/arrear due to one reason or multiple reasons (Arrear code in annexure) 
for the period 7 days to 29 days(RG-1), 30 days to 59 days (RG-2), 60 days to 89 days (RG-3) . Adequate 
measure(s) (including restructuring/reschedule) are to be taken in order to prevention of slippages 
from becoming NPA within 89 days. 
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III. Default/Arrear Code and up gradation 
 

Cash Credit Demand Loan/Term Loan 
Code RG Default Code RG Default 
601- 
603 

1-3 Credit in the account is not sufficient 
to serve interest after upto 29 
days(601, 30 days to 59 days(602) ,  60 
days  to 89 days (603) 

501- 
503 

1-3 EMI no(s) 1 overdue 
(601),Nos.2 overdue(602), 
EMI Nos, 3 overdue >89 days. 

611- 
613 

1-3     

• Complete Auto-upgrade of NPA has been introduced in CBS w.e.f. 19-06-2011. 
• Upgrade will be in the NEW IRAC Status at the time of EOD. 

 
• This code is stamped as Actual IRAC during NPA stamping exercise. 

 
• Thus, entire NPA tracking and movement will be complete both for slippage and upgrade. 

 
• The reason of irregularity is indicated as “Arrear Condition “. 

 
• New Arrear Conditions have been introduced now. 

• Accounts having movement in IRAC Status after 19thJune 2011 will display the new arrear 
conditions. Accounts classified prior to 19/06/2011 will continue to display the old arrear 
condition till the IRAC Status is changed due to movement (upgrade or downgrade ). 

 
• One account can have multiple types of irregularities. The types will now be displayed as multiple 

arrear conditions in the NPA Status Enquiry Screen No 32512. 
 

• The irregularities can be rectified directly through this screen for Stock Statement Entry, Renewal 
and Security Erosion conditions. 

 
• Example : If one account has multiple arrear conditions, Branch should double click on that 

particular row. This will directly open the concerned screen for entry  of  relative 
information. In other words, Branch need not come out of the NPA Status Enquiry menu to 
rectify the reasons. 
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iv. Upgradation of Technical NPA : CBS 
 

 
 

1. The problem is due to irregular/ wrong account opening with wrong Repayment type. That 
has to be amended 

 
2. Make the amendment in the Core using the menu 

• DL / TL Accounts & Services 
• Loan Tracking Operations 
• Existing Account 
• Create / Amend repayment schedule 
• Amend suitably according to the terms of Sanction. 
• Regenerate repayment schedule 

 
Ensure that moratorium period is included in the “tenor” while the account creation is made. If not , 
amend the account creation and include the moratorium before this step. 
The amendment of the repayment option will change the “Repay Option” from EMI to principal 
equally distributed. This could be verified in the Short Enquiry menu CBS . 
The Change of the repayment option would adjust / reduce the irregularity by adjusting the theo 
balance. 

 
Summary : Account with Arrear condition 601-604 but interest is not due. 
Action to be taken 
1.Arrive at the date of start for tracking interest 
2.Upgrade the account from 4 to 0 in CBS using Common Processing / Amend upgrade NPA menu 

3 Declare holiday for NPA tracking up to the date of tracking for interest. 
 
 

 

 

Condition 611-614,and 631 Stock Statement older than 90  days 
A Stock statement for a CC account is valid for 90 days from the commencement Date. 
The next stock statement must be recorded before 90 days from the earlier commencement date 
otherwise the system renders the account as NPA. 

Summary  : Arrear  Condition  505-506  EMI  over  due  -  in  Demand  loan  and  Term  loan  granted  in 
SME, C&I and AGRI segments 
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IMPORTANT 
If as per terms of sanction, Stock Statements are to be submitted at a periodicity other than monthly 
intervals, this must be defined in the System by declaring holiday for the respective arrears condition. 
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Example: Cash Credit given under SME Credit Card . As per the scheme the Stock statement has to be 
furnished by the borrower only every year on 28th February. So holiday has to be declared for the arrear 
condition ( 614-631) in the CBS. Summary : Arrear Condition 611-614,and 631 Stock Statement older 
than 90 days 
Action to be taken 
1. Upgrade the account from 4 to 0 in CBS using Common Processing / Amend upgrade NPA menu 
2.Enter the latest Stock statement using the DL TL / Securities menu. Ensure that the stock  statement 
is authorised 
3 If the old Stock Statement is expired , Please create new one and cancel the old one 
4 Declare NPA holiday for Cash credit under schematic lending like SME Credit Card where Stock 
statement is only once in a year. 

 

Arrear Condition 621-624, 631 Renewal pending > 97 days   (IMPORTANT) 
The renewal / review of Cash Credit accounts has to be entered in CBS also. If not entered, the above 
arrear conditions will appear The menu is follows CC / OD RENEWAL / REVIEW  DETAILS 

 
Part 1 : Set up profile : Using this menu, the user is setting up the next renewal / review date for a 
particular account. This data is important as one of the NPA condition is based on this 
information.This should be performed along with the first sanction of loan or at first time entry 
of this information in CBS. 

 
Part II: Details : Using this menu, the user will inform system about the actual renewal of the account. 
Thus, system understands that concerned account is renewed and NPA tracking for renewal will be 
based on it. 

 
PART 1: SET UP PROFILE Menu Navigation: Common Processing Account Review/renewal Set up 
Profile Screen : 62151 : Account Renewal Parameter set up. 

 

Leave the field “document type “ blank. 
 

• Option: Select R: Account Renewal 
• Function: Select Create: Screen No: 62152 : Create Account Renewal Parameters: (Return Screen) 
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Select the renewal / review Frequency Select grace days. System will add these days to the frequency 
set up by the user for finding the due date. PART 2 : DETAILS ENTRY Menu Navigation : Common 
Processing Account Review/renewal Details Screen 62156: Account & Document Review/Renewal 
Details Prompt Renewal Date : Do not enter any date in this field. Function : Select “Amend” only. The 
next renewal date is captured by the system as default period set at the parameters (12 months ) and 
displayed in the short enquiry screen. 

 
Screen displays the previous details like 

I. Next Renewal Date : It is taken from the date entered in Setup Details. 
II. Original Renewal Date : It is calculated by the system from Sanctioned Date. 

III. Actual Renewal Date : The date entered by the user in Details Screen. 
IV. Paper Submitted Date is mandatory. 

 
The next renewal date is now captured by the system from the renewal details entry. 
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Summary : Arrear Condition 621-624, 631 Renewal  pending 
Action to be taken 
1. Ensure the account is renewed / reviewed
2. Enter the renew/ Review date in the system as above
3 Upgrade the account to Standard 

Arrear Condition 701-704- Common Arrear condition for Cash Credit and DL/   TL 

1.Cash Credit
Excess Drawings to be regularized
Limit Expiry, If limit expired, renew the account.
Renew the limit.

Menu : Deposit/CC / OD Accounts &  Services 
>> Amend
>> Deposit CC / OD /  Account
Screen No. 7050 : Enter Account Number

Select OPTION CC/OD Limit Details > Transmit 
Screen No. 7009 : Enter the Expiry date. 
Important point : Limit must be approved 

(The status can be viewed in Short Enquiry Screen 32032 in field “LENDING Status”) and while 
approval the renewal flag to be selected as “Yes” 
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Apart from amending the limit expiry details, entry has to be made in Common processing menu 
also as under. 

 

 

 
 

Summary : Arrear Condition 701 -704 Common Arrear for CC/OD and Term   loan 
Action to be taken 

1. Ensure the account is renewed / reviewed as above incase of CC / OD 
2. Enter the renew/ Review date in the system 

3 Upgrade the account to Standard if the irregularity is due to error in the process of account opening 
like wrong loan tenor, irregular repayment schedule. 
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Arrear Condition 711-712 Erosion of Security 
Common Arrear Condition for CC/OD  and 
DL/ TL 
The term “Collateral‟ in Core Banking Software 
is synonymous with “Security‟ as used in our 
normal banking parlance. The term „Collateral‟ 
in CBS refers to both „Primary‟ and „Secondary 
(Collateral)‟ Security. 

 
Whenever the user wants the system to calculate 
Drawing Power, he has to select the type of 
security as “Primary”. All the assets created out 
of Bank finance has to be entered in to the CBS 
as Collateral. The Collateral in CBS parlance 
includes both Primary and the  additional 
security obtained . 

Security creation is under maker and checker 
concept. The security can be created by any user 
with capability level 2 and above and it needs to 
be authorised by a user with capability levels 5 
and above. 
Collateral Entry generates a collateral number of 
11 digits and has to entered in the document. If 
the collateral created already is expired ( date 
given at the time of creation, ) the system will 
show as the arrear condition 711-712. 
To rectify the Collateral has to be amended in 
the CBS (same menu as given under item no III. 
The expired collateral itself can be  amended 
with the new expiry date and can be authorised. 

 
After authorizing the security, the account can be upgraded from NPA to Standard, and it will not slip 
further with the arrear conditions 711- 712 Summary : Arrear Condition 711-712 Erosion of Security 
Common Arrear Condition for CC/OD and DL/ TL 
Action to be taken 
1. Ensure that the security is available 
2. If the Collateral is not created please create Collateral ( as given in the screen shots under item III ) 
3.If the collateral is expired , the same collateral can be amended with the new creation date with new 
expiry date 
4. After the above steps upgrade the account to Standard . 

 

1. At Branch, RBO and LHO level, following daily 
and periodical reports are made 
available related to NPA: 

 
Title Report No. Details 
CC_OD Balance File Depd0580.txt Accounts 
with details of IRAC, NPA Date, Irregularity 
amount, arrearcondition, URI 
Loans Balance File Lond2390.txt Accounts with 
details of IRAC, NPA Date, Irregularity amount, 
arrear condition, URI. 

 
List of Special Mention Account-1 
Lony2553.txt.gz Limit , DP, Irregularity details 
Problem Asset Report Lonm2540.txt.gz DP, 
Irregularity details 

 
Probable NPA Report Lond2463.txt.gz List of 
accounts having ‘ New IRAC Status’ of 4 & above 

List of Accounts Became NPA Today 
Lond2467.txt.gz .Those accounts where the ‘New 
IRAC status has been changed to 4 

 
List of NPA Accounts Lond2572.txt.gz Accounts 
having ‘New IRAC Status’ 
and ‘Old IRAC Status’ of 4 and above One 
Account NPA/All Accounts NPA Lonp2545.txt.gz 
Non NPA accounts and corresponding NPA 
accounts for a borrower. 
Lony6636.txt.gz Actual IRAC , Current indicative 
IRAC & Previous Indicative IRAC 
Irregular / Excess Drawings Report 
Lond2397.txt.gz Limit , DP, Irregularity date 
Irregularity amount 
Overdue Loans Report Lond2497.txt.gz Limit , 
DP, Irregularity date, Irregularity amount and 
IRAC status 
List of Stock Expired Accounts BR2582 Accounts 
where stock is going to expire in the next 15 days. 
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STRESSED ASSET REVIEW REPORT  (SAR) 
• For Loan Limit below Rs.10 lacs (Annexure - ) 
• For Loan Limit >= Rs.10 lacs(Annexure -) 
SAR is to be sent to Stressed Assets Monitoring 
Committee within the 1st week of the following 
month. 

 
NON LEGAL OPTIONS 
Recovery/ Upgradation : Follow up with 
Borrowers & Guarrantors for payment of Loan 
dues 

 
Restructuring/ Re-schedulement : Analyze 
Reasons for loan account becoming irregular & 
NPA and corrective action in consultation with 
the borrower/guarantor(s) 

 
Compromise/OTS: Follow up with the 
borrower/guarantor for settlement of dues under 
laid down norms of Compromise/OTS 
OFF 

 
LEGAL OPTIONS 
CIVIL SUIT : For Loan dues below Rs.10 lacs. 
LOK ADALAT : Lok Adalat Have no Judicial 
Powers, is a forum for Mutually acceptable 
settlement  between  the  Borrower  &  the  Bank 
,who refer the dispute to it and are willing to 
accept their Verdict. The settlement is signed by 
both the parties and the same is placed before 
the Lok Adalat . 

 
DEBT RECOVERY TRIBUNALS :  For  Loan 
dues    >=Rs.20    lacs    SARFAESI     ACT,      2002 
(Securitisation And Reconstruction of Financial 
Assets and Enforcement of  Security Interest 
Act) 

• Applicable to NPA only 
• A secured creditor can take possession 

of the secured assets and sell the same 
without recourse to the courts. 

1. If the sale proceeds are not adequate, the 
bank can file a suit with DRT for recovery of 
the balance. 

2. In case of joint loans by banks, creditors 
covering at least 75% of the advances should 
agree to serve the notice through one of the 
banks. 

3. The financial assets can be sold to a 
securitization company. 

4. The authorized officer empowered to issue 
notices to the borrowers is SMGS IV or 
above. 

 
SARFAESI Act are not  applicable 
a) Lien on any goods. 
b) A pledge of movables. 
c) Any conditional sale, hire-purchase or lease or 
any other contract in which no security interest 
has been created. 
d) Any security interest for securing repayment 
of any financial asset up to Rs.1 lac. 
e) Any security interest created on agricultural 
land. 
f) Any case in which the amount due is less than 
20% of the principal amount and interest 
thereon. 

 
LODGEMENT OF CGTMSE CLAIM  : 
The date of classification of the account as NPA 
in a particular calendar quarter should be 
informed to the Trust latest by the end of 
subsequent quarter using the following option in 
(Member Login area > Guarantee 
Maintenance> Periodic Information > NPA 
Details). 
When the CGTMSE guaranteed account turns 
NPA and chances of recovery is bleak,the Bank 
needs to invoke the guarantee and lodge claim 
with CGTMSE. Bank may invoke the guarantee 
in respect of credit facility within a maximum 
period of two years from date of NPA, NPA is 
after lock-in period or within two years of lock- 
in period, if NPA is within lock-in period in 
respect of the loans sanctioned on or after 1st 
January 2013.For earlier loans, Bank may invoke 
the guarantee within a maximum period of one 
year from date of NPA, if NPA is after lock-in 
period or within one year of lock in period, if 
NPA is within lock-in period. 
Amount in default is outstanding in the account 
both principal and interest, as on date of NPA or 
the date of lodgment of the claim application, 
whichever is lower, subject to maximum of 
amount guaranteed. Before lodgment of claim 
application,    the    details    of    disbursement   / 
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repayment / outstanding / NPA / recovery etc. 
need to be updated in CGTMSE site. 

Menu Navigation for lodgment of  Claim 
a) Login to CGTMSE website.
b) Select the ‘Claims Processing’ icon from the
main menu.
c) Select Claim for – First Installment / Second
Installment (as the case may be) from the two
drop-down boxes provided just below the above
icon.
d) Fill the Claim Application form in all respects
by giving the CGPAN number of the borrower- 
unit. Details of subsidy (amount and date of
credit) received after date of NPA, if any, availed
by the borrower should also be furnished in the
specified table.

e) Print two copies (one for CGTMSE and other
for record) of this filled in application and
submit to the Trust along with a  declaration
and undertaking duly executed by an Officer
not below the rank of the AGM of the Bank.
NPA details in CBS
a. Fixing up Holiday period for NPA tracking:
Menu Navigation: Common Processing
Overdue/ NPA Granting Holiday for Asset
Classification  (DL  /  TL)  Granting  Holiday
for Asset Classification (CC /  OD)
Prompt Screen SCR 017132 “Loans: NPA Create/
Amend/ Enquire Holiday” is displayed. Field
“Account Number”: enter the DL/ TL or CC/ OD
account number.
Return Screen SCR 017133
“NPA Holiday Create/ Amend” is displayed  :

NEW FUNCTIONALITY OF TRANSFER OF 
OUTSTANDING IN NPA ACCOUNTS TO 
RECALLED ASSETS/ AUCA IN  CBS 
As per the new functionality, for NPA accounts 
with approval to transfer to RA, branch 
functionaries will flag the account as RA using 
screen 18895 for DL/TL accounts and screen 
no. 8895 for Deposit/ CCOD accounts. After 
flagging the account as RA, account number, 
product, interest rate etc will remain the same 
as it was before flagging the account as RA. 
Interest in the account at existing rate will be 
calculated and accrued in the account on a 
daily basis. Once an account is flagged as RA, it 
cannot be removed manually. 

Similarly, while transferring the account to 
AUCA, Branch functionaries will flag the 
account as AUCA using screen 22006. Here 
also, the account number, rate of interest, 

product etc will be retained and interest will 
be calculated and accrued in the account on 
daily basis. Once an account is flagged AUCA, 
it cannot be removed. 

While transferring the account to AUCA, the 
system will validate whether the account is 
already flagged as RA, else the system will not 
allow flagging the account as AUCA. System 
will pass a set of accounting entries internally, 
on flagging the account as AUCA. 

The RA flag, RA transfer date, AUCA flag, 
AUCA transfer date along with AUCA amount 
will be captured and maintained for future use. 
Branches to note that Existing accounts 
which have already  been  transferred  to RA 
as per the old functionality, can only be 
transferred to AUCA using the old 
functionality. 
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6. INSPECTION & AUDIT : A BRIEF INTRODUCTION

6.1 OBJECTIVE & PURPOSE 

What is the philosophy of Internal  Audit? 

* To provide independent assurance on the
quality & effectiveness of internal control, risk
management, governance of systems  &
procedures to the Board and Senior Management
of the Bank.

* To ensure that every activity and every
entity of the Bank falls within overall scope of
internal audit function.

* To ensure adequate coverage of matters of
regulatory interest.

* To remain independent of audited
activities.
* Offer suggestions for mitigating current
risks, anticipate potential risks & play an
important role in protecting Bank from various
risks.

* To follow up for rectification of
irregularities pointed out in the Inspection &
Audit reports and get confirmation from
Controllers regarding rectifications.

DEFINITION OF RISK 

 The English borrowed French word “risque” in
17th Century meaning “to run into danger”.

 Defined as :-

* The process of identification, assessment &
prioritization of risk by an organisation.

* Involves coordinated & prudent application of
resources as to control & minimize risk.

TYPES OF RISK 
* CREDIT RISK
* LIQUIDITY RISK
* INTEREST RATE RISK
* FOREIGN EXCHANGE RISK
* MARKET RISK
* REGULATORY & LEGAL RISK
* OPERATIONAL RISK
* ENVIRONMENTAL RISK

Main Objectives of Inspection &  Audit 
* To provide high quality counsel to the
Management on the effectiveness of Risk
management procedures and Internal control
system including Regulatory compliance by the
Bank.
* To be independent of Internal control
process and carry out its function with objectivity.
* To identify areas of potential risks, their
levels and directions and to offer suggestions for
mitigating risks.
* To enable the Organisation to initiate
necessary measures to protect it from all future
hazards, and
* To follow up for rectification of
irregularities pointed out in the Inspection & Audit
Reports for corrective action.

List of Audits 
* Risk Focused Internal Audit (RFIA) 
* Management Audit 
* Information Security Audit 
* Credit Audit (including Loan Review 

Mechanism& Early Sanction Review) 
* Foreign Office Audit 
* Concurrent Audit 
* Off-site Audit 
* Spot Audit/ Special Audits/SNAP Audit etc. 
* Expenditure Audit 
* Compliance Audit 
* FEMA Audit 
* Vendor Audit / Audit of outsourced activities 
* Statutory Audit 
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ZERO TOLERANCE AREA:(INTRODUCED 
FROM 01/07/2017, EACH ITEM  WILL  LEAD 
TO A DEDUCTION  OF  2  MARKS  EACH 
FROM TOTAL SCORE): 

 
CREDIT RISK MANAGEMENT: 
i) Prescribed KYC documents of borrower or 

guarantor not held on record. 
ii) Pre- sanction inspection to the site/ 

farm/unit/ residence / business place of 
borrower or guarantor not done / not on 
record. 

iii) Physical verification of property not done 
and independent verification  of valuation 
not carried out as per annexure-F. 

iv) TVSR not obtained on bank’s standard 
format. 

v) Scrutinized copy of control return or 
sanction not on record even after 3 months 
from due date of sanction. 

vi) Documents not produced for verification. 
vii) Mortgage of all properties stipulated in 

sanction not created. 
viii) Registration of EM with CERSAI has not 

been done. 
ix) Registration of charge with ROC not done 

within the stipulated period. 
x) Eligible accounts not covered under 

CGTMSE. 
 
 

OPERATIONAL RISK MANAGEMENT: 
i) Risk categorization of customers into low, 

medium and high not done. 
ii) Account opening forms returned by LCPC for 

rectification not recorded in a register and 
resubmitted after compliance. 

iii) KYC documents / signature of the account 
opening functionaries not verified. 

iv) Manual intervention of transactions in 
interest expenses and income accounts 
observed and proper records not maintained 
and approval not obtained . 

v) Lapses in system and procedures relating to 
fraud or suspected fraud pointed out earlier, 
reoccurred . 

vi) Opening and maintaining parking account 
without approval. 

vii) Transaction with value dates prior to 
transaction date not approved by authorized 
official and monitored. 

viii) Back up register not maintained for recording 
all entries passed manually through interest 
expense account and interest  income 
account. All entries not scrutinized and 
authorized by competent authority. 

ix) Locker access module in the CBS not put into 
use. 

x) Instances of incorrect or false certification 
observed. 

xi) Fraud on detection, Branches to report 
immediately to controller. Any deviation in 
reporting to controllers. 

 
 

PREPARATION FOR RFIA - CHECK LIST  : 
 

1. Obtain following information from controllers 
for RFIA exercise: 
a) IOA memos (IBTS, etc) 
b) Complaints. 
c) Suits filed against the Bank 
d) Consumer Forum cases 
e) Ombudsman cases 
f) Frauds 
g) Reconciliation of NOSTRO, STEPS, 
ELENOR, GAD etc. 
h) Budget for Business & NPA for the past two 
years 
i) Leave on Loss of Pay, if any 

 
2. Hold a staff meeting to distribute works among 
all the staff members for smooth completion of 
RFIA. 

 
3. Provide all previous Audit Reports relating to 
RFIA, Credit Audit (If applicable for branch), 
Statutory. Audit, RBI Audit, Government Audit etc 
if any. In such cases, ensure to file the report 
closure letter received from appropriate authority 
in respective audit reports. 

 
4. Provide the hard and soft copy of the 
compliance remarks of previous RFIA containing 
Branch and Controller’s remarks. 

 
5. Obtain the list of sampling of loan accounts and 
deposit accounts (For KYC) and provide them to 
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the respective officials to keep them ready for 
verification by inspecting officials. 
6. Provide the necessary data for filling up 
Annexure in ARF. 

 
7. Branch Document items should be arranged 
page-wise. (Branch License, current and approved 
Emergency Relief Arrangement, Locking-up 
Arrangement, DRP/BCP, Insurance of cash and 
valuables, Aide memoire etc) 

 
8. AMCs are current and recorded in AMC 
register. 

 
9. Provide the files containing P-form, Budget 
Papers, performance highlights under cross selling 
etc. 

 
10. Update the Branch Drossier and provide the 
same to the Inspecting Official. 

 
11. Identify all income leakages in various areas as 
per the check list and recover the same during the 
course of inspection positively. 

 
12. Obsolete Security forms, if any to be destroyed 
during inspection after verification by the 
Inspecting Official. Approval from Controllers to 
be obtained in all such cases. 

 
13. Ensure that BMMC is submitted in revised 
format and all the scrutinized copy of BMMC are 
available. Also ensure that controller’s remarks in 
scrutinized copy are complied. 

 
14. On-line reports on visit of controllers 
including the branch compliance should be made 
available. 

 
15. Fraud and other important files to be made 
available. 

 
16. Maintenance of all the required registers with 
updated data, information; observations etc is 
ensured. (Refer e-Cir no. NBG/S&P-SP/1/2015-16 
dated 30.01.2016).. 

 
17. All the system suspense and sundry deposit 
accounts are duly reconciled. No unauthorized 
parking account is existing at the branch.  

18. In case currency chest branches, strong room 
fitness certificate is available, Bio-metric access 
System is installed, frisking is done  before 
entering the chest, BIN cards are displayed inside 
BIN, ICCOM reporting is correct. 

 
19. Intraday cash verification is done on regular 
basis and the reports duly signed by all concerned 
are filed properly and such instances are recorded 
in a standard register. 

 
20. When cash box is provided to the SWOs, 
proper register is maintained to record monthly 
and random verification of such cash box. 

 
21. SWO daily reports of the review period duly 
signed by SWO are kept ready for verification. 

 
22. Cash Receipt and Delivery Register is 
maintained SWO-wise and is duly signed by SWO. 

 
23. Cash Balance Register for all the days during 
the review period are kept ready. Ensure that all 
the Columns in the register including Dr/Cr 
summation are filled in, any two/three items of 
hand balance are verified daily by one of the joint 
custodians (Accountant) on daily basis and the 
register is duly signed by the joint custodians. 

 
24. Send all pending control forms to RBO and 
provide a list of control returns sent to RBO. 

 
25. VVR checking status to be brought up to date. 

 
 

26. Arrangement of documents with all annexure, 
revival letters, etc. as per CC/OD & Loan balance 
file. (No instance of missing documents to be 
ensured). 

 
27. Feed particulars of Insurance Policies (all 
segments), details of safe deposit lockers,  suit 
filed accounts and Unit Inspections in CBS, if not 
done earlier. 

 
28. Ensure that Lien is noted on PF balance in 
respect of all applicable staff loans along  with 
hard copies thereof in respective loan documents. 
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29. Revival Letters are obtained in 100% cases 
and are recorded in Doc
 Execution Register. 

 
30. Insurance cover obtained and recorded in CBS 
in 100% cases. 

 
31. EM formalities, MOD/CERSAI etc. completed 
in 100% cases. 

 
32. EM charges duly recovered in all eligible cases. 

 
33. Correct interest rate entered in the system for 
all advances accounts. 

34. Irregularity reports / SMA reports to be 
submitted to controllers and Scrutinized copies 
are held on Record duly acted upon by the branch. 

 
 

35. Present position of all the suit filed cases to 
obtained from respective Advocates and the suit 
filed register is updated. 

 
36. Self-Audit exercise carried out after every six 
months and vetted/reviewed by controllers. 

 
37. Cleaning of the branch premises / toilets etc to 
be ensured up to an expected level. 

 
 
 

PREPARATION FOR RFIA 
 

Branch Profiling : Questionnaire Id 
Questionnaire Description 

 
Response: 
1. Branch has a Currency Chest Yes / No 
2.Whether branch is CTS enabled branch Yes / No 
3. Whether branch has CMP Yes / No 
4. Whether branch has lockers Yes / No 
5. Whether Branch conducts State Government 
Transactions Yes / No 
6. Whether Branch conducts Central Government 
Transactions Yes / No 
7. Whether Branch conducts Public Provident 
Fund (PPF) Yes / No 
8. Whether Branch conducts Senior Citizen 
Scheme Yes / No 
9. Whether Branch conducts Sukanya Samriddhi 
Scheme Yes / No 
10. Whether, branch has on site ATM and 
replenishment of cash being done by the branch 
Yes / No 
11. Whether, branch has Trade Bill Business Yes / 
No 
12. Whether, branch has Prepaid Card business 
Yes / No 
13. Whether Concurrent Auditor present in 
Branch Yes / No 
14. Whether, branch has Pension Accounts Yes / 
No 
15. Whether, branch has DD Purchase Business Yes 
/ No     

 
 

16. Whether, overdraft facilities are extended to 
clearing member Banks Yes / No 
17. Whether, the branch is authorized to carry out 
Forex Business under A or B Category Yes / No 
18. Whether, the branch is authorized to carry out 
Forex Business under C1 or C2 Category Yes / No 
19. Whether, branch has bill financing business 
Yes / No 
20. Whether, branch has financed agricultural 
loans under Contract Farming Yes / No 
21. Whether, branch has restructured the accounts 
under CDR Yes / No 
22. Whether Branch has LC Business Yes / No 
23. Whether Branch has BG Business Yes / No 
24. Whether, branch has Warehouse Receipt 
Financing Business Yes / No 
25. whether, branch has Export Packing Credit 
Business Yes / No 
26. Whether, branch has Allocated Limits Yes / No 

 
LCPC Linked Date DATE* Branch Weekly Holiday 
SUNDAY 

 
* If LCPC linked Date is not known, incorporate 
the default date as31/03/2009 
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I) OPERATIONAL RISK MANAGEMENT 
(ORM) 

 
• DEPOSITS: 

 
(1) KYC/AML/CFT measures: 
Detailed circular guideline mentioned in circular 
no. NBG/BODKYC/39/2012-13 dated 12.07.2012 

 
(2) Procedural guidelines : 
(i) Deposits Accounts Opened prior to LCPC: 
a. Documents obtained originally viz. Proof of ID, 
Proof of Address and Photograph is held on 
record. 
b. Proof of ID, Proof of Address and Photograph 
are updated, as prescribed / full particulars of the 
documents are entered in the CBS correctly. 
c. Risk categorization (High, Medium & Low Risk) 
is done correctly. 
Review of risk categorization done periodically, as 
prescribed. 
d. Effectiveness of follow up of KYC non- 
compliant account. 

 
(ii) Deposits Accounts Opened Post-LCPC: 
a. KYC documents obtained and sent to LCPC 
along with Account Opening Forms on a daily 
basis. 
b. Account opening forms returned by LCPC for 
rectification are recorded in a Register and 
resubmitted after compliance promptly. 
c. Accounts opened under ID 41 are entered in the 
register. The above register is regularly checked by 
the BM and perused by the Controllers during 
their branch visit. 
d. ID Proof / Address Proof / Photographs updated 
periodically as per RBI norms. 
e. Risk categorization is done correctly. Review of 
risk categorization doneperiodically. 
f. Workflow software for LCPC is regularly used 
by the Branch. Letter of thanks / Cheque book 
sent by LCPC and returned undelivered have been 
followed-up until satisfactory disposal else the 
account has been blocked. 

 
(3) Advances Accounts Opened: 
a. Documents obtained originally viz. Proof of ID, 
Proof of Address and Photograph is held on 
record. 

b. Proof of ID, Proof of Address and Photograph 
are updated. Particulars of the documents entered 
in the CBS correctly. 
c. Risk categorization is done correctly. Review of 
risk categorization done periodically. d. 
Effectiveness of follow up of KYC non-compliant 
account. 

 
(4) ANTI MONEY LAUNDERING: 
(i) New accounts opened are monitored for high 
value transactions in the initial period of 6 
months 
(ii) Cash withdrawals and deposits of Rs.10.00 
lacs and above in deposit, Cash Credit and 
Overdraft accounts are recorded in a separate 
register and reported to Controlling office as per 
required periodicity. (preferably on a fortnightly 
basis) 
(iii) All instances of detection of counterfeit 
currency notes are recorded and reported to all 
concerned as stipulated. 
(iv) All cases of fake currency tendered Note need 
to be reported to AML/CFT. 

 
(5) ISSUE OF PASSBOOK / CHEQUE BOOK: 
(a) Appropriate action taken in cases of cheque 
books / ATM cards returned undelivered. 
(b) Cheque reported lost / stop payment 
instructions are fed in the CBS promptly and 
charges recovered. A record of all such instances 
is maintained. 
(c) Frequent return of cheques is followed-up & 
suitable action is taken in respect of such 
accounts. 

 
(6) INOPERATIVE ACCOUNT: 
(a) Communications have been sent to all 
customers having balance of Rs.5000/- & above 
with no customer-induced transactions for more 
than a year for ascertaining reasons for non- 
operation. 
(b) All inoperative a/cs are referred to the 
authorized official duly entered in prescribed 
register before activating them. 

 
(7) PENSION ACCOUNT: 
a) All the PPOs are submitted to CPPC (after 
verification of document) and acknowledgement 
received & kept on record. 
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b) Required certificates have been obtained from 
all pensioners and recorded in 
the system. 

 
 

(8) REMITTANCES / CLEARING / 
COLLECTION ETC. REMITTANCE: 
a. Details of Inter-Office Instruments lost at the 
branch are fed in CBS. 
SHORT CREDITS: 
a. SC module in CBS is used for collections at all 
times. 
b. Proper record of SCs returned is maintained 
and disposal noted therein / service charges 
recovered as per extant instructions. 
c. No delay in dispatch of instruments relating to 
SCs and followed up for fast payments. 

 
 

DD PURCHASE: 
a. Proper record of DDP instruments returned 
unpaid is maintained and disposal noted therein / 
overdue interest recovered as per extant 
instructions. 
b. Effective steps are taken for reversing entries in 
DDP A/c. (Bills / Cheques). 
c. No delay in despatch of instruments relating to 
DDPs & followed up until payment. 

 
CLEARING: 
i) Clearing module in CBS is invariably used. 
ii) NALC a/c has been closed at the Branch after 
reconciling all entries. 

 
CLEARING HOUSE / CCPC: 

 
i) Entries of clearing house differences are 
attended to promptly. 
ii) Adverse balances in Clearing settlement a/cs of 
Banks are settled on the same day. 
iii) Clearing House Charges are recovered 
promptly. 

 
NON HOME TRANSACTIONS: 

i) All non-home payments are authorised after 
exercising extra caution by contacting drawer of 
the cheque / home branch and tallying the 
signatures with available in Bank record. 
ii) Appropriate charges are recovered for Non- 

Home transactions. (to check if recovered by 
CBS) 

 
(9) CASH: 
Cash / Currency Chest / Small Coin  Depot: 
a) Acknowledgement of cash remittances is to be 
sent by post & should bear the signature of joint 
custodians with their SS Number. 
b) Verification of Currency Chest is to be done by 
other than joint custodians at periodical intervals 
i.e. bimonthly. 
c) Strong Room fitness certificate is current. 
d) Time Lock / CCTV / Smoke Detectors / 
Emergency Light have been provided and are 
functional. 

 
Hand Balance Branches: 
i) Cash Retention Limit is renewed annually & not 
exceeded frequently and in case, it has exceeded 
over the sanctioned limit, proper reporting & 
confirmation obtained from Controllers. 
ii) Mid-day cash requirement through work flow; 
iii) Intra-day cash verification as per extant 
instructions with proper record thereof; 
iv) SWO’s Cash Box is verified on a random basis 
with proper record thereof 
v) Excess / Short Cash Register is maintained 
under due reporting; 

 
Stipulated in branch cash handling (IBCH) 
process is to be  followed. 

 
Postages: 
a) Postage Register is maintained as per extant 
instructions & verified by 
OIC / BM at stipulated intervals. 
b) Courier Register is maintained. Courier 
Agreement is Current. KYC documents of 
representative of courier are held duly verified 
with original. POD is obtained before making 
payment and penalty is imposed for delay in 
delivery, if any as per agreement. 

 
ATM: 
a) Cash withdrawal voucher is signed by joint 
custodians. 
b) Cash Verification done at stipulated intervals 
other than by joint custodians. 
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(10)Lockers: 
a) KYC compliance updated for existing & 
followed for new lockers 
b) All locker agreements (New & Old) contain the 
new clauses. 
c) Locks are interchanged on surrender of lockers 
before they are reallotted. 
d) Custodian’s key & Keys of surrendered lockers 
are held b y two different officials against their 
acknowledgement. 
e) Keys of Old & New lockers are engraved with 
SBI & Branch Code. 
f) Locker module is implemented in CBS. 

 
(11) Government Business: 
a) Signature of drawing officials are scanned in 
CBS through maker / checker and department- 
wise / date-wise serially numbered record is 
maintained & kept overnight under Lock & Key. 
b) Obtaining of VDMS is ensured. 
c) Proper record of Govt. Commission Eligible / 
Received / Receivable is maintained and claim is 
lodged & followed up for receipt of difference in 
commission. 

 
 

(12) CARD ISSUE: 
i. ATM Cards application received Register & ATM 
Cards Lost register is maintained with full 
particulars as per prescribed format and not in a 
kachcha register. 
ii. Mutilated cards are obtained back and recorded 
in separate section of ATM cards issued Register. 
iii. iii) Before sending request for duplicate card, 
the Branch has hot-listed the same through CMS 
promptly & ticket number generated is recorded. 

 
 

UNDELIVERED CARDS & PIN  MAILERS: 
i. Undelivered Cards and Pins recorded in 
separate Registers are held under separate custody 
of two different officials against acknowledgement 
& from customers (when delivered). 
ii. Entries in both the registers are periodically 
verified with the physical possession with record 
thereof. 
iii. Undelivered Cards and Pin mailers are 
destroyed and recorded under authentication by 
two officials. 

(13) COMPLAINT MANAGEMENT: 
Complaints are promptly registered with CMS 
(Complaint Management System) and ticket 
number recorded. 

 
(14) CASH REPLINISHMENT PASSWORD: 
a. ATM Cash Replenishment Register is 
maintained and ATM Cash verified by the 
Manager 
b. (BO), Joint Custodians and Branch Manager at 
monthly, quarterly and Annual Intervals as 
stipulated. 
c. Password secrecy is maintained for operating / 
cash replenishment in ATMs and change of 
password is carried out whenever there is a 
change in incumbency / custodians / person(s) 
handling with mandatory change 
of Passwords at quarterly intervals. 

 
(15) INTERNET BANKING: 
i. a. INB officer has been identified and duties 
allotted through an office order & copy of 
application for approval as INB officer is held as a 
Branch Document. 
ii. PPKs Issued register is maintained properly. 
iii. Board resolution for availing the CINB facility 
and subsequent changes if any, for change of 
signatories, etc, are obtained, approved and held 
on record. 
iv. Two Rule Authorisers (in addition to INB 
officer) have been identified and duties allotted 
through an office order - in case of (CINB) 
v. Unprocessed manual intervention transactions 
like IOI/Cheque book Issue etc. are checked and 
attended to promptly. 

 
(16) MOBILE BANKING / SBI FREEDOM: 
Applications on the Standard format are obtained 
for registration & registration is approved by an 
authorised official (allotted through an office 
order). 

 
(17) PROTECTIVE ARRANGEMENT: 
a. The Security Officer has visited periodically and 
recorded his observations in Security Information 
Register on the branch security environment 
which are dealt with meticulously under advice to 
Controllers. 
b. Approved locking up arrangement is on record 
and current. 
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c. Security Information Register is maintained as 
per extant instructions and authenticated. 
d. Temporary movement of keys are recorded 
under authentication. 
e. Arrangement with local police is on record for 
night patrol and emergency situations. Beat Book 
is maintained. 
f. Loan documents, important branch documents 
are kept in Fire Resistant Safe. Vouchers are kept 
overnight inside locked almirahs. 
g. All the SWOs drawers / cubicles are locked with 
automatic locking system. (-ive) 
h. The alarm system including Smoke Detectors 
are in working condition, checked periodically and 
fact recorded. Automatic Time lock installed in 
Strong Room door is functional. 
i. CCTV surveillance system is used round the 
clock 
j. Gun License(s) are current and guards' names 
are entered as retainers. Gun History Book was 
produced. 

 
(18) BRANCH DOCUMENTS: 
i. BD Register is maintained duly authenticated as 
per extant instructions. 
ii. These documents are also held as BDs under 
authentication: 
a. All AMCs are diarized and renewed in time & 
are current. 
b. MoUs/SLAs with service providers/lawyers / 
Legal Auditors / Valuers etc. 
c. Document destruction / other compliance 
certificates are on record. 
d. Courier Agreement is on record duly entered in 
BD Register along with 
KYC of courier representative(s). 
iii Digital signatures of authorized officials are on 
record. 

 
(19) STATIONERY & RECORDS: 
a. Vouchers are moved to Record Room on T+2 
basis duly entered in Record Register. 
b. Destruction of vouchers / records at prescribed 
intervals as per prevalent OP&SP instructions. 
c. Local purchase of stationery items if any, 
permission obtained and record maintained. 

 
(20) IS AUDIT: 
a) All devices used even for temporary purposes 
should have anti-virus agent installed & updated 

within 24 hours. 
b) System Room Access Register be maintained 
properly & be authenticated by authorized 
officials. 
c) Biometric installed on all the devices using 
CBS. 
d) System Room has CCTV, continuous 
availability of AC round the clock, Smock Detector 
and no dampness, unwanted materials & printer 
installed therein. 

 
(21) FRAUD & PREVENTIVE VIGILANCE: 
i. Frauds reported prior to period under review 
have been adequately followed up/closed. 
ii. Conduct of Preventive Vigilance Committee 
meetings periodically , recording & reporting of 
minutes to Controllers. Modus operandi of frauds 
reported is discussed for rectification of 
deficiencies found at the Branch if any. 
iii. Fraud-prone areas and other critical areas are 
monitored E.g. : - 
a) Unauthorised persons do not have access to 
Records. 
b) Proper record of movement, requisition and 
return of records is maintained. 
c) Custody of undelivered passbooks / Inter Office 
Instruments (BCs, Drafts etc.). 
d) Monitoring of frequent return of cheques. 
e) Recording of forged instruments. 
f) Scrutiny of staff accounts and record of the 
same. CDC reports regarding irregular / threshold- 
exceeding staff a/cs scrutinized regularly. 
g) No outsourcing of core activities such as 
signature scan, clearing instruments encoding etc 
is carried out. 
h) Any other area which may expose the Bank to 
the risk of fraud be monitored promptly with 
record thereof. 

 
(22) OFFICE ACCOUNT FOLLOW-UP: 
i. Branch maintains USROMD account. Receipts 
are kept on record. 
ii. Follow-up is prompt and effective in respect of 
outstanding entries in all Sundry Deposit / 
Suspense / System Suspense Accounts / ATM 
Suspense A/c, Banker’s Cheque A/c. 
iii. All Exception reports in respect of these a/cs 
are perused; entries accounted for and Zeroised 
on daily basis. 
iv. There are no STEPS a/c entries outstanding or 326
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if outstanding exists, efforts are made to reconcile 
these are made. 
v. OLRR a/cs are zeroised on a daily basis. 

 
(23) CONTROL FUNCTIONS: 
A) Deposit / Advance Accounts - follow-up 
i. Deposit Accounts with zero balance are closed 
after advising the customers (in advance) suitably. 
ii. Advance Accounts are properly closed in the 
system after recovery of dues. 
iii. Staff indicator does not exist in any non-staff 
account. 

 
B) VVR/BGL Checking: 
i. All VVRs / BGL and VPS are checked regularly & 
records kept. Checking is confirmed in CBS by the 
respective allottees and relevant report checked 
by Branch Head. 
ii. Post-facto sanction for expenses incurred 
beyond BMDP have been obtained in all cases and 
all discretionary powers related to General 
Matters, vested with the Branch reported for 
Control & controlled report 
is on record. 
iii. Cases of leave on loss of pay / un-authorized 
absence of staff reported to Controllers and 
deterrent action taken. 

 
(24) BMMC: 
i. BMMC should be submitted in revised format 
and necessary enclosures to be submitted on 
quarterly and half yearly basis. 
ii. False Certification should not be in the BMMC. 
iii. BMMC covers all the mandatory areas and 
timely submission of BMMC is ensured. 

 
(25) CONTROLLERS VISIT: 
Controllers visit the Unit at stipulated intervals 
and record their observations in Controllers' Visit 
System (CVS) in SBI Times followed by recording 
of branch responses to Controllers' observations 
in the same 
system. 

 
(26) RECONCILIATION : 
Age-wise break up of IBTS entries outstanding 
beyond 1 month (for values Rs.1 lac and above) 
and more than 3 months for other entries are 
maintained and reported to Controllers. 

(27) RISK HISTORY: 
i. Risk History & Operational Risk / Loss 
Collection Data: a. Risk Register (as per 
Operational Risk Management Department 
(ORMD) circular letter) is maintained as per 
extant instructions. 
ii. Operational Risk / Near Miss Events: a. All 
incidents of Near Miss Events alongwith 
mitigation measures have been reported. 
iii. Operational Risk / Business Continuity Plan 
(BCP) / Disaster Recovery Plan (DRP): a. Renewed 
& Updated BC Plan / DR Plan duly approved by 
controller is in place. b. BCP / DRP testing is being 
conducted at stipulated intervals with suitable 
reporting to controllers. 

 
(28) INWARD / OUTWARD DAK: 
i. Inward Mail is opened in the presence of an 
authorised official, distributed against 
acknowledgement and disposal is ensured / 
marked. 
ii. Outward Mail: Postal / Courier Receipt (duly 
acknowledged by authorized courier agent) 
numbers are recorded in the Register. 
iii. Letters returned undelivered are recorded and 
held in the custody of authorised official. 
iv. Proof of Delivery (POD) are collected and 
Courier bill payment is made only after 
disallowing bill claimed for the delay in delivery as 
per terms of agreement. 

 
(29) INCOME MISC CALCULATION: 
i. All the income calculation errors detected in 
earlier audit reports and the current report have 
been recovered. 
ii. a. All type of service charges including advance 
related charges are recovered promptly & 
correctly as per extant instructions and advance 
related are recorded in a back-up Register. b. 
Penalties (including penal interest) wherever 
applicable have been recovered as per terms of 
sanction and special stipulations of the 
Sanctioning Committee. 
c.Back-value dated transactions whether manual 
or through CBS are properly put through with 
appropriate authentication with record thereof. 
iii. a. Commission on Issue of LC / BG is 
recovered promptly and correctly. 
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b. Rating of customers with Forex Exposure as per
Margin Matrix has been entered in the Mercury
/IFMS.
c. Reset of interest rate has been done at
stipulated intervals for all Fixed-Rate Home Loans
/Other Term Loans.
d. Back up register of concession in interest
applied/ service charges maintained with record of
sanctioning authority.
e. Back-up register is maintained for recording all
entries passed manually through Interest Expense
a/c and Interest Income a/c and are scrutinized &
authorized by the competent authority.

(30) CUSTOMER SERVICE:
a. All employees wear ID Cards.
b. Duties / Role of CROs / SWOs are carried out in
full by them.
c. Drop Box facility is provided and access to
customers is available '24/7'.
d. Grahak Mitra facility is in place and fully
functional;
e. Branch ambience & amenities provided to
customers are adequate and extract of Bank's
Code for Fair Banking Practices & SBI
Compensation Policy (Banking Services) are
provided upon request.
f. Quality of maintenance and up keep of ATMs is
satisfactory.
g. Branch accepts the reporting of lost card from
any customer of any branch of State Bank Group.
h. Uniform template for ATM related complaints,
as approved by IBA is made available to the
customers.
i. Requests for duplicate passwords, profile
passwords, Mobile No. updation etc. are obtained
by written requests and record is maintained.
j. CRP / CSC meetings are conducted as per extant
instructions and minutes sent promptly to
Controllers.

(31) COMPLAINT:
All complaints: a. Are promptly acknowledged and
recorded in the standard register prescribed under
advice to controllers;
b. Complaints are resolved & disposed off
promptly to the satisfaction of the customer, the
fact recorded and the file closed.
c. Causative factors for the complaints do not
persist.

(32) GENERAL MANAGEMENT: PERSONAL
i. On-the-job capsules and e-learning is made
available to staff to meet emerging needs of the
business environment.
ii. Staff is punctual and adheres to leave discipline.
iii. Detailed screening exercise has been done in
respect of all staff as per extant guidelines on
`Know Your Employee' (KYE)
iv. No restrictive practice observed & Job rotation
is carried out as stipulated.
v. a. Awareness of business goals, house-keeping,
customer service and other important aspects of
Bank functioning is observed amongst Staff.
b. Mandatory leave is availed by the staff.
vi. Regular meetings amongst staff are held for
bonding and better teamwork apart form regular
meeting.

GENERAL ADMINISTRATION 
i. Missing Voucher (MV) Register is maintained
and MV is entered in a register & after due
examination duplicate voucher(s) are prepared.
ii. All security forms are properly accounted for in
VPIS. Security Forms received from Stationery
Department is acknowledged in the system.
iii. Branch Manager is not scrutinizing all the
vouchers to ensure that they conform to the
instructions and arrange for corrections, if any.

CHARGES / ESTABLISHMENT / 
OUTSOURCING 
i. a. Other expenditure incurred are authorised as
per eligibility & reasonable with prior sanction, if
applicable. b. Salary Register generated by HRMS
is received, printouts taken, scrutinised and held
on record.
c. Monthly return on Charges is sent promptly.

ii. Extant instructions with regard to engaging
service providers, confidentiality and security,
monitoring their performance standards, business
continuity preparedness, due diligence reviews,
etc are complied with.

(33) PREMISES & FURNITURE:
i. a. Fixed Assets Register / Ledgers are maintained
properly and depreciation entries passed as per
LHO guidelines. All furniture & fixtures
are numbered, accounted for.
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b. A proper record of fixed assets and furniture 
supplied to official's residences is maintained. All 
items supplied adhere to eligibility norms. Annual 
possession certificate is obtained in all cases. 
c. Formalities relating to disposal of old and 
discarded furniture / fixed assets are meticulously 
followed. 
d. Formalities regarding renewal of lease & its 
registration complied with. 
ii. Fixed Assets Balance in CBS is balanced with 
IFAMS at monthly intervals. 

 
(34) CONCURRENT AUDIT REPORTS 
(WEBCAS): 
i. a. The Concurrent Auditor (CA) has been 
regular in attendance and has covered all 
prescribed areas of scrutiny. 
b. The CA has scrutinized more than 90% of 
accounts on an on- going basis and branch has 
maintained compliance level of more than 90% on 

an on-going basis. 
ii. The Income leakage detected by the RFIA 
Auditor is less than 10% of the Income Leakage 
detected by the CA from the date of last Audit to 
Current Audit. 

 
 

(35) BUDGETARY PERFOMANCE & BROAD 
BASING: 
i. The Branch has broad-based its clientele as 
reflected in the number of 
new accounts opened during the period under 
review. 
ii. Branch is active in cross selling products and 
encore 

 
 
 

II) CREDIT RISK MANAGEMENT (CRM) 
 

1.PRE SANCTION SURVEY 
 

* Pre-Sanction visit conducted & recorded on 
the proper format and entered in Inspection 
Register with complete details. To be conducted for 
renewal of limits at existing level also. 
* Visit to site of the property proposed to be 
purchased / mortgaged for physical verification 
without assistance of the borrower / guarantor 
independently and conduct discreet independent 
enquiries with the neighbours. 
* CERSAI site to be verified for any existing 
mortgages. 
* Credit Information Reports (CIR) from the 
Credit Information Companies (CIC) viz. CIBIL, 
High mark, Equifax & Experian are generated & 
verified. 
* Verification of copies of the documents like 
Income Tax Returns, Assets and liabilities and 
Salary with original. 
* CRA & External rating wherever necessary to 
be completed and kept with document. 

 
2 KYC / RISK  CATEGORISATION 

 
* KYC related documents are held after 
meticulous verification of KYC documents 
pertaining to the borrower/guarantor. Wherever 
copies of KYC documents are available but those are 
to be verified with original by authorised Bank 
Official with specimen signature no. KYC data is not 
updated in CBS in most of the cases. 
* Risk categorization not updated in CBS in 
many cases for which Risk classification of the 
customer is not correctly done. Up-dation of KYC as 
per Risk category. 
* Threshold limit has been entered as per the 
instruction laid down by bank. 
* Latest Passport Size Photograph of 
Borrower/Guarantor should be obtained, attested by 
Branch Officials and pasted on Loan Application 
Form. 
* ID proof Photocopy of Aadhar/Voter 
ID/Employee ID Card/Driving License/ PAN Card/ 
Passport duly verified by Branch Officials with the 
Original, should be obtained to establish Identity of 
the Borrower/Guarantor. Brand the seal,’ verified 
with original’ on the Xerox copy and sign it full in 
token of having verified it with the original. 
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* Photocopies of latest
Electricity/Telephone/Credit Card Bill/other Utility
Bills should be obtained to verify address of the
Borrower/Guarantor as per the KYC norms.
* PAN card should be verified from the CBDT
website.

3. Opinion Reports
* Notarized Asset & Liability statements to be
obtained in all eligible cases; For proposals above
Rs.10.00 lacs.
* Proof of holding of assets, furnished in the
Assets & Liability statement should be obtained.
* Standard format should be used for
preparation of opinion reports and for loans up-to
Rs.10.00 lacs a simple format may be used,
providing minimum required information.
* Net means & Ratings (small, moderate, fair,
good, large etc) is recorded in the opinion reports as
given below:
• Upto 1.0 lacs Very small means
• > 1.0 lacs to 4.0 lacs Small means
• > 4.0 lacs to 10.0 lacs Moderate means
• > 10.0 lacs to 25.0 lacs Fair means
• > 1.0 crore to 10.0 crore Very good means
• > 10.0 crore to 25.0 crore Large means
• > 25.0 crore Very large means

4. Control returns
* Control Returns should be submitted
immediately after sanction along with proper
maintenance of register.
* Where CRs submitted in a list, photo copies of
the same should be kept along with each document
for easy verification and to avoid misplacement.
* Replies of the observations of Controllers
should be kept on record.
* Ensure to attach approved copy of control
returns with the documents.

5. Sanction and disbursement
 RBI/CIBIL list should invariably be verified
before sanction of any loans and advances. CIBIL
PW to be kept in BD.
 Report from two credit bureau for Home loan
limit above Rs.10 lacs be obtained to access credit
history of the borrower. Recently, Reserve Bank of

India has granted Certificate of Registration to three 
more Credit Information Companies ( CICs) as 
follows 
 Equifax Credit Information Services Pvt Ltd (
ECISPL)
 Experian Credit Information Company of India
Ltd ( ECICIPL)
 Highmark Credit Information Services Pvt Ltd
( HMCISPL)
 The Bank has decided to subscribe to the
services of all four CICs (including CIBIL, the
existing CIC) (CPPD department circular no
CCO/CPPD-ADV/75/2011-12 dated 20.10.2011)
 Terms of Sanction/Stipulation/Observations
recorded by ZCC/CCC-I/CCC-2 must be complied
with before disbursement.
 If complying with any of the stipulation is not
feasible, sanction/approval for deviation from the
competent authority must be obtained before
disbursement and kept on record.

6. Documents
 Appropriate documents should be executed for
all the loans and advances.
 All the documents should be recorded in loan
document register including revival letter.
 Documents properly stamped. Entered in
Document Execution Register.
 All particulars like Limit, Interest rate etc to be
filled in.

7. Review/ renewals
* Fresh CRA exercise/validation to be done
independently on review /renewal
* Half yearly review of CRA to be done, units
whose rating is SB-10 below.
 Branches should follow up for timely
submission of Balance Sheets and ensure review /
renewals within stipulated time including review of
Irregular Term Loan duly approved by appropriate
authority.
 The renewal appraisal should contain all the
adverse features like non-routing of sale proceeds,
irregularities etc.,
 Certified/Duplicate copies of Title Deeds
should be accepted only after complying with the
Banks instructions contained in e circular no:
CO/CPPD-ADV/71/2009-10 dated 24/12/2009330
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pertaining to acceptance of certified copy of Title 
Deeds. 
 Postal confirmation should be obtained from 
all the depositors of title deeds for original loan as 
well as enhancement. 
 Legal opinion should be obtained as per the 
prescribed format from empaneled lawyer. 
 Recital should be properly recorded in EM 
Register for original loan/enhancement. 
 EM has to be registered with Central 
Electronic Registry in terms of Circular No- 
CCO/CPPD-SARFAESI/20/2011-2012 Dated 
02/05/2011. 
 Valuation should be obtained from the 
empanelled valuer only. 
 Independent verification of ownership of 
properties to be conducted by the Bank Officials and 
recorded properly. 
 Independent valuation of the property by the 
staff should be carried out & recorded having done 
that. Valuation of the property should be 
periodically updated. (3 years) 

 
 

8. Stock statements 
 Stock statements in the prescribed format 
should be obtained periodically and also as 
stipulated in sanction notes. Proof of verification of 
stock by FO/BM to be ascertained. 
 Value of stocks should be entered in Drawing 
Power/ Asset Hypothecation Register and 
authenticated by the appropriate authority, before 
entering CBS. 
 Branches should monitor list of overdue stock 
statements, available in CDC report. 
 Branches may impose penalty for delayed 
submission of stock statements beyond the due 
date. 

 
 

9. Insurance 
• Since maintenance of Insurance register has 
been dispensed with Branches must enter the 
details of policies in CBS. 
• All primary/collateral securities must be 
insured for full value. 
• Branches should ensure that bank’s charge is 
noted in insurance policies. 
• Insurance for collateral securities of mortgaged 
property should also be ensured. 

• The stocks are to be insured on the limit/ 110% 
of outstanding/Peak level of stocks, whichever is 
higher in the name of bank and borrower and the 
property offered under mortgage is also to be 
insured against risks of fire and allied perils 
incorporating the bank clause at the cost of the 
borrower with SBI General Insurance Co. premium 
paid under tie-up arrangement with SBI. 
• Branches should ensure insurance coverage for 
adequate value of Primary & Collateral Securities. 
• Insurance policies should be in the joint names 
of Bank and Borrower in case of stocks and 
collateral securities. 
• Insurance for the interim period of the flats 
under construction to be obtained. 

 
 

10. Post dated cheques 
• PDCs should be obtained for the whole 
repayment period and properly filled in and kept in 
joint custody. 
• PDCs should not be attached with the security 
documents. 
• Loan account number should be recorded in 
PDCs and be crossed. 
• In case SIs/ECS taken PDCs need not be 
insisted upon. 

 
 
 

11. General 
• Fixed Deposit advices need not be kept and 
attached with the security documents as per the 
instructions contained in e-circular no: 
NBG/PBU/PL-PERLOANS/1/2011-12 dated 
06/04/2011. 
• Evidence of marking of hold on the Fixed 
Deposits (i.e. screen shot of short/long enquiry) 
should be signed and attached with the security 
documents. 
• Surrender value of the LIC policies should be 
obtained and kept on record. 
• Annual review of KCC limits should be done 
invariably. 
• In Govt Sponsored Scheme Subsidy Claims are 
lodged/received and properly recorded. 
• All Eligible accounts are to be covered under 
CGTMSE. 
• CG PAN no. need to be kept with document. 331
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• Renewal charges must be recovered for KCC 
limit beyond Rs 3 lacs. 
• Title Deeds and Cash collateral/LIC Policies 
etc. should be kept separately from the security 
documents in a separate folder. 
• Recovery of processing fees/upfront 
fees/Review/ Renewal 
• Disbursement as per terms of sanction 
• Invoice/Receipts/Bills to be obtained. 
• Charges to be filed with ROC in time. 
• DP to be computed on paid stock and recorded 
in Assets Hypothecation Register. 
• Inspection to be conducted at laid down 
intervals and properly recorded in the register. 
• Failed S.I report be printed/reviewed regularly. 
• Irregularity Report must be sent to the 
appropriate authority with full details on the 
prescribed format. 
• Approval of the irregularity report from the 
competent authority should be obtained and 
stipulation compiled with. 
• Overdrawing in the sanctioned limit should be 
permitted only by the authority who has sanctioned 
the original limit i.e. it should be granted by the 
authority. 
• In case of persisting irregularity due to any 
reason, written notices to be sent and Legal Notice 
may be sent in case of hard core defaulters. 

 
 

12. Non-performing assets 
• SMA reports/Stress Asset Review Reports to be 
submitted and duly reviewed by the appropriate 
authority. 
• BM should ensure checking of CDC reports of 
NPA and probable NPA accounts and initiate 
immediate steps to regularise the accounts. 
• Proper classification of assets as per IRAC norms 
should be made and corrections carried out in 
CCDP and CBS on an ongoing basis. 
• Branches should upgrade/cash recovery in NPA 
accounts to get good score. 
• if z2 is >=30% but <40% 80% of score. 

• if z2 is >=20% but <30% 60% of score. 

• if z2 is >=10% but <20% 40% of score. 

• SARFAESI Act: approved from appropriate 
authority. Notice under SARFAESI Act to be issued 
promptly. 
• Suit filed register to be up dated. 
• Suit to be filed in appropriate Court/DRT/BIFR. 
• Follow up with Lawyer & monitor recovery 
process. 
• If case have been Decreed, EP to be filed. 
• Lawyer’s meet to be done at stipulated 
periodicity. 
• Branches should recover the entire compromise 
amount to get maximum score. 
• Exercise should be done to identify all eligible 
cases for write off. 
• Review mechanism of AUCA should be in place. 
• Branch should submit quarterly review reports 
and recommend for reversal of amount where the 
recovery chances are bleak. 

 
 
 

Annexures of RFIA :- 
 

1. Reduction of NPA 

{ (i) Through Compromise proposals – to evaluate 
efforts taken } 

Percentage of Recovery vis a vis Secured/Unsecured 
portion of outstanding i.e., % of compromise settled 
to secured portion (z1) & similarly to unsecured 
portion (z2). 

 

 
Scoring Key 

 
If (z1) is >=80%    full marks, if it is >=50% and <80% 
- score will be based on % of achievement i.e. Max 
score * z1 and finally if z1 < 50% - No score. 

 
If z1 is zero (i.e. no secured portion) if z2 is >=40% 
full score. 

 
• if z2 is >=0 but <10% 20% of score. 

• if z2 is =0 No score 

• Reduction of NPA through compromise proposal 
(contd) 
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• Scoring Key % of actual recoveries made to 
amount due for recovery during the period of 
review. 

 
• 70% and above achievement - Full Marks, 

• Below 70% achievement - Marks Proportionate 
to % of achievement 

 
 

2. Reduction of NPA through write off 

Scoring Key 

• 100% achievement - Full Marks, 

• <100% achievement - Score Proportionate to % 
of maximum marks 

 
 

3. Reduction of NPA Through recoveries (other 
than write-offs & compromise) 

Scoring Key 
 

• >=30% - Full Marks 

• < 30% to 20% of achievement 80% of score 

• 10% to 19% of achievement 60% of the score 

• 05% to 09% of achievement 40% of the score 

• 01% to 04% of achievement 20% of the score 

• Less than 1% of achievement No score 
 
 

4. Flow of AUCA during the period under 
review. 

• Recovery of only 15% and above gives you full 
score. 

Note (i) BGL statement from Last Inspection to 
Current Inspection of the BGL accounts bearing nos 
as given below 

 
I. Account no: 98128 Recovery made in W/O 

accounts other than AUCA. 

II. Account no: 2399348 Recovery made in 

W/O accounts parked in AUCA. 

III. External Compliances (30 marks) 
 
 
 

• Record of Subsidy received to be maintained 
properly and account balanced periodically. 

 
• Maintenance of RBI / Govt. Directives Register. 

 
• Compliance of instructions on TDS Guidelines 

including deduction and deposit of TDS in Govt. 
Account. 

 
• Official Language Policy to be implemented as 

per guidelines. Printed material should be 
available in Hindi as well as Regional language & 
English. 

 
• Cheques/withdrawals forms written in Hindi are 

also to be accepted. 
 
 

Self Audit(10 marks) 
* Meaningful Self Audit to be conducted half yearly. 
* Self-Audit to be validated by the Controllers after 

verifying the factual position at branches. 
* 
* In the current RFIA, if score awarded is 95 % and 

above of the validated Self Audit score (out of 990), 
then branch gets additional 5 marks otherwise Zero 
marks. 
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IMPORTANT LIST OF  REGISTERS 
Rationalization of Registers being maintained at 
Branches. (Sl.No.1325/15-16/dt.30.1.2016) 
Controller to verify these register during the 
branch visit : 

 
1. NOMINATION REGISTER & FILE 
2. HIGH VALUE CASH TRANSACTIONS REGISTER & 
REPORTING TO CONTROLLERS. 
3. PASS BOOK ISSUED REGISTER 
4. DUPLICATE PASSBOOK ISSUE REGISTER AND 
APPLICATIONS 
5. WELCOME KIT ISSUE REGISTER 
6. PASS BOOK RETAINED OVERNIGHT REGISTER 
7. EMERGENCY CHEQUE BOOK ISSUED REGISTER 
& APPLICATIONS 
8. CHEQUE BOOK RETURNED/UNDELIVERED 
REGISTER & CHEQUE BOOKS 
9. CHEQUE REFERRED AND RETURNED REGISTER 
10.ACCOUNT TRANSFER IN & OUT REGISTER 
WITH APPLICATIONS 
11.RECORD OF 15G/H UPLOADED TO INCOME TAX 
SITE AND REGISTER 
12.A.O.F. SENT TO LCPC REGISTER AND FILE & 
LCPC DATA 
13.A.O.F. RETURNED FROM LCPC REGISTER 
14.STAFF ACCOUNT SCRUTINY REGISTER & 
STATEMENTS 
15. .SC PENDING FOR COLLECTION AND REGISTER 
16.DRAFT CANCELLATION/DESTROYED REGISTER 
17.RTGS / NEFT REGISTER 
18. STOPPED PAYMENT REGISTER & 
APPLICATIONS 
19.DROP BOX REGISTER 
20. .NON HOME TRANSACTION RECORD 
/ REGISTER 
21. INTRA-DAY CASH VERIFICATION REGISTER & 
FILE 
22. CASH REMITTANCE SENT/RECEIVED REGISTER 
23. CASH BOX REGISTER & VERIFICATION 
24. COUNTERFEIT NOTES REGISTER & 
REPORTING 
25. PETTY CASH REGISTER 
26. JOINT CUSTODY REGISTER & LEDGER 
(SECURITY BALANCE NO. OF SCRIPTS) 
27.LOCKER KEY REGISTER 
28. LOCKER ACCESS REGISTER (GUTKA) 
29. LOCKER RENT MONITORING REGISTER AND 
LOCKER WISE LIST OF LOCKER 
RENT OVERDUE 
30. REGISTER OF COMMISSION RECEIVED AND 
RECEIVABLE 
31. ATM CARD APPLICATION 
32. UNDELIVERED ATM CARD RECEIVED REGISTER 
& CARDS 
33. ATM CARD DESTROYED REGISTER 
34. ATM CARDS HOT LISTING/DEHOTLISTING 
REGISTER 
35. ATM PIN MAILER ISSUED REGISTER 

36. ATM PIN DESTROYED REGISTER. 
37. ATM CASH REPLENISHMENT REGISTER 
38. ATM REPLENISHMENT SLIP REGISTER 
39. ATM CASH EXCESS/SHORT REGISTER 
40. GRC (ISSUED) APPLICATION & REGISTER 
41.INB KIT ISSUED REGISTER 
42.CINB ISSUED REGISTER AND APPLICATIONS 
43. MOBILE BANKING ISSUED REGISTER & FILE 
44. SECURITY INFORMATION REGISTER 
45. BRANCH DOCUMENT REGISTER 
46. KEY REGISTER & RECORD FOR MOVEMENT OF 
KEYS 
47. AMCS & LEASE AGREEMENTS FILE & REGISTER 
48. STATIONERY REGISTER & LEDGER 
49. .LOCAL PURCHASE STATIONERY 
REGISTER & APPROVAL 
50. RECORD REGISTER 
51. .RECORD REQUISITION REGISTER 
52. OLD RECORD DESTRUCTION REGISTER WITH 
CERTIFICATE FROM PAPER MILL 
53. ALL SYSTEM RELATED REGISTER AND FILES (IS 
AUDIT) 
54.USER CAPABILITY LEVEL CHANGE REGISTER 
55. USER LOGGED OUT / FORCED LOGGED OUT 
REGISTER 
56.SINGLE SIDE ENTRY REGISTER & REPORTING 
57.SYSTEM ROOM ACCESS REGISTER 
58. SERVER HARD DISK MEMORY REVIEWED 
REGISTER 
59.USER ID CREATION/DELETION REGSITER 
60.COMPUTER HARDWARE PROBLEM REGISTER 
61. TEMPORARY HANDING OVER TAKING OVER 
62. UNDELIVERED IOI/BC AND REGISTER 
63. VR ALLOTMENT REGISTER / FILE 
64. MISSING VOUCHER REGISTER 
65.SENIOR OFFICERS VISIT REGISTER, ATR FILE 
66. BMMC REGISTER & FILE 
67. RISK REGISTER 
68. INWARD MAIL REGISTER 
69. POSTAGE REGISTER, BALANCE 
70..COURIER REGISTER & COPY OF 
COURIER AGREEMENT 
71.CSC/CRP MEETING REGISTER AND REPORTS 
72. DECEASED CONSTITUENTS CLAIMS & 
SETTLEMENT 
73. COMPLAINTS REGISTER & BOOK 
74. ATTENDANCE REGISTER, LATE 
ATTENDANCE REGISTER & ABSENTEE 
REGISTER 
75. SECURITY FORMS REGISTER 
76. CHARGES REGISTER 
77. OFFICIATING REGISTER AND APPROVALS 
78. SALARY REGISTER (HRMS) 
79. SUBORDINATE CLOTHING REGISTER AND 
RECORD FOR WORKING ON 
SUNDAY/HOLIDAY 
80.FIXED ASSETS REGISTER & LEDGER 
81.RBI/GOI DIRECTIVES REGISTER & FILE 
82. TDS BACK UP REGISTER & FILE 
83. SUBSIDY ACCOUNT REGISTER & BALANCING 

 
 

 

334



PREFACE

Asitava Kundu
(President)

 Shubhajyoti Chattopadhyay 
(General Secretary)

AUDIT AD-HOC REPORTS 
 

Audit AD-Hoc 
Report Indicative Usage 

Audit Ad hoc 
Report ID : BR 
2397 – 01 

 
 

Branch CDC 
Report ID : BR 
2497 – 01 

 
Branch CDC 
Report ID : BR 
2425 – 01 

Report    on     Irregularity 
due to excess  drawing 
Related score : 04 

 
 

Report on irregular 
overdue accounts Related 
score : 04 

 
 

Report on Irregular 
Term Loans Related score : 04 

The reports can guide the branch in submitting 
irregularity reports at periodic interval. 

 
 
 

The controllers can monitor the receipt of irregularity 
reports from branches by perusing the above reports. 
On timely receipt of irregularity reports, the controller 
can guid the Branches/ advise action plan to regularise 
the accounts. 

Audit Ad hoc 
Report ID : BR 
2397 – 01. 

 
 

Month end CDC 
Report ID : BR 
2581–01 

List of accounts where 
sanction / renewal date is 
more than one year old 
Related score : 04 

 
List of accounts where limit 
expired or going to be expired 
within a month 

 

 
Such reports can help the branches and controllers in 
renewal of accounts much before the  commencement 
of RFIA and In checking the account became   irregular. 

 
Audit Ad hoc 
Report 
No.BR8536-01 

List of accounts where 
insurance is available 
indicating the date of expiry 
and value covered under each 
insurance policy. Related 
score : 06 

 
Scrutiny of CDC report can guide the branch in 
ensuring renewal of insurance in time and also guard 
the branch against obtaining under insured coverage 
and    non-entering    of    insurance    details    in     CBS 

 
Audit Ad hoc 
Report 
No.BR8536-01 

List of accounts where 
insurance is available 
indicating the date of expiry 
and  value  covered  under 
each insurance  policy. 
Related score : 06 

 
Scrutiny of CDC report can guide the branch in 
ensuring renewal of insurance in time and also guard 
the branch against obtaining under insured coverage 
and    non-entering    of    insurance    details    in     CBS 

Branch CDC 
Report ID : BR 
2425 – 01 

Report on Irregular Term 
Loans Available under Branch 
CDC report under Other 
Report Related score : 04 

Scrutiny of report will help the branch in reviewing 
irregular term loans periodically. Controllers  can 
peruse and guide the branch. 

Audit Ad hoc 
Report ID : BR 
– 2463 -01 
Branch CDC 
Report ID : BR 
2553 – 012463 

List of probable NPA 
accounts. List of special 
mention accounts Related 
score : 02 (Related to Review 
of SMA reports) 

 
Scrutiny of reports on Stressed Assets /  Special 
Mention will induce a proper follow up of such 
accounts by the branch and controllers. 

335



PREFACE

Asitava Kundu
(President)

 Shubhajyoti Chattopadhyay 
(General Secretary)

 

- 01   

Audit Ad hoc 
Report ID : BR 
1786 - 01 

Report on overdue stock 
statements Related score :  06 

 
The report may help in following up defaulting 
borrowers for obtaining stock statements. 

Audit Ad hoc 
Report ID : BR 
2011 – 01 

 
 

Opinion Reports Related 
score : 04 

The report is a list of loan accounts with date  of 
opinion report and the net means of the borrower and 
guarantors. If the date of opinion report is found blank, 
then  either  the  opinion  report  has  not  been 
compiled   or   if   compiled   not   entered   in   CBS. 
The report can be used as a tool to compile/up date 
opinion reports on regular basis 

Month end 
Branch CDC 
Report ID : CI 
2426 - 01 

Registration inCERSAI 
Available under Exception 
Report of Month End Branch 
CDC Report Related score  : 
04 

The report gives a list of accounts  where  EM is 
available but CERSAI ID number not available in CBS. 
In such cases, either EM is yet to be registered under 
CERSAI or if registered, CERSAI ID is yet to be entered 
in CBS. 

 
Audit Ad hoc 
Report No.ID 
BR 2303-01. 

 
CGTMSE CLAIMS Related 
score : 04 

The report is a list of accounts  covered  under 
CGTMSE and already classified under NPA. The report 
will help the branch in timely submission of CGTMSE 
claim. Controllers can also use the report for following 
up with the branches in timely submission of claims. 

Month end 
Branch CDC 
Report ID : BR 
2558 - 01 

Time Barred Documents 
Available in other Reports of 
month end CDC Report of the 
Branch   Related   score   :   04 

The report provides a list of accounts where the 
documents   have   already   become   time   barred. 
Help the branch in reviving the documents. 
Branch/ Controllers can take corrective measures 

 
Audit Ad hoc 
Report ID : SY 
389A – 01 

 
Audit Ad hoc 
Report ID : 
IN574A - 01 

Interest is paid for delays in 
collection  Related  score  : 04 

 
Inoperative Accounts are 
revived but operations 
permitted without proper 
authorisation, verification of 
addresses, signatures & 
identity of the customer 
Related score : 08 (OTMS) 

The report provides a list of accounts where the 
documents   have   already   become   time   barred. 
Help the branch in reviving the documents. 

 
 
 
 

Branch/   Controllers   can   take     corrective 
measures 

Audit Ad hoc 
Report ID : BR 
2013-01 
level intt. 

 
Income Leakage Related score 
: 04 

 
Report provides list of accounts where rate of  interest 
in the account less than the product level intt. 
Scrutinising report can plug the income leakage. 

Audit Ad hoc 
Report ID : BR 
3233-01 

Audit Ad hoc Subsidy not 
claimed/ not  received 
Related score : 06 

Audit  Ad  hoc  Report  give  indications  to claim 
subsidy in eligible cases and if claimed to followup the 
case to receive the amount. 
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Timely submission 
* Quality Compliance Remarks 
* Confirmation/checklist/Certificateby controllers 
* Early submission incentive 

* Reduction in false compliances. 
* Staff Accountability for false compliances. 
* Avoidance of recurrence of similar irregularities in 
other branches. 

 

RISK BASED OFFSITE AUDIT (RBOSA) – MANUAL FOR  BRANCHES 
 

Risk Based Offsite Audit (RBOSA) process, is a system driven, continuous and centralised 
monitoring of auditee units based on remote evaluation of data points available in the source 
systems - CBS, LOS, LLMS. Under the offsite audit process, it is proposed to identify exceptions 
based on missing data, outliers, and inconsistent data and to flag these exceptions as Process 
Control/Compliance gaps to the auditee unit. 

 

The Application is available under SBI TIMES My Work Place Departments 2 Internal Audit 
RBOSA. 

 

The software is integrated through Single Sign On (SSO) so that Branch staff ADS login credentials 
are used automatically to login in to the RBOSA application and his ADS credentials are displayed 
on the landing page of RBOSA application. 

 

The landing page as shown down below contains some menu options which are self explanatory. On 
clicking on RBOSA on the left side takes to the control to Branch login page where in branch name 
is also displayed. 

 

The deviations are broadly divided into two CORE parameters namely CRM (Credit Risk 
Management) and ORM (Operational Risk Management). These CORE parameters are further 
divided into Groups. Groups are further divided into Sub Groups; Sub Groups are divided into 
Modules. Each module is having Value statements. Deviations are displayed for each value 
statement and can be drilled down to Account level deviation. This grouping and sub-grouping, 
modules are as shown in the Screen Shots shown down below. 

 

These deviations are to be corrected in source system like CBS/LOS/LLMS etc. The 
deviations/irregularities correctly updated in the source systems may not appear in the subsequent 
month’s extraction. 

 

Branches also can view their Offsite Audit score by clicking on “Click here For Offsite Audit 
Score/Reports” appearing on the main page of the Branch Login. The score is arrived at basing on 
the % of deviations. More the % of deviations less will be the score. The score is maintained in the 
system month by month and will be integrated with ModOARPS during the actual online audit of 
the branch. Branches therefore are expected to correct the deviations in the source systems 
accurately to have a better scoring. 

 

Any observations/issues can be mailed to RBOSA team on the mail address 
helpdesk.rbosa@sbi.co.in.  337
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All the Screens up to Module level are shown  below: 
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The CRM (Credit Risk Management)  are 
further classified in to 3 groups basing on the 
flow of the credit  processes. 
1. Pre Sanction Process
2. Post Sanction Process
3. Problem Loan Management.

Under ORM (Operational Risk  Management) 
the deviations are mainly classified in to 2 
groups as 
1. Business Lines
2. Control System
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MODULE NAME DEVIATION 
DESCRIPTION 

PATH TO CORRECT THE ERROR 

Pre-sanction 
Inspection 

Date of search report, if 
obtained from  ROC,  is 
not recorded in CBS 

DL/TL – SECURITY- Customer – Create – 
Collateral – Select ROC Flag YES 

Pre-sanction Inspection 
Date of pre-sanction visit 
not recorded in system 

Mistake done in LOS – Can not  be  rectified 
now. recurrence in future. To  ensure fornon- 

Pre-sanction 
Inspection 

Date of pre-sanction visit 
not  recorded   in   LOS 
SME for loans sanctioned 
during last 1 year 

Mistake done in LOS – Can not be rectified 
now.recurrence in future. 
To ensure for  non- 

Opinion Reports 
Date of opinion report not 
recorded in system 

Mistake done in LOS – Can not  be  rectified 
now. recurrence  in future. To  ensure  fornon- 

Opinion Reports 
Date of opinion 
more than 1 year old 

report Mistake done in LOS – Can not  be  rectified 
now. recurrence in future. To  ensure fornon- 

Opinion Reports Net means of borrowers not 
captured in system 

Customer Management - Amend – Option 8 – 
Financial Details – Feed Assets  and Liabilities 
and Annual Income of Borrowers / Guarantors. 

Opinion Reports Accounts where net means 
is '0' (PERseg) 

Customer Management - Amend – Option 8 – 
Financial Details – Feed Assets  and Liabilities 
and Annual  Income of Borrowers  / Guarantors. 

CRA Rating 
Accounts where CRA rating 
is not done / not updated in 
system 

CBS->CUSTOMER MANAGEMENT- 
>CREDIT  RATING  CODE  : Both
Score and rating have  to  be  fed for  CIF and
all the accounts under the  CIF

CRA Rating 
Accounts where CRA rating 
is more than 1 year old 

CBS->CUSTOMER MANAGEMENT->CREDIT 
RATING   CODE  : Latest  CRA  rating  to   be 
updated 

Valuation of Primary 
and Collateral 
Securities 

Accounts where Primary / 
Collateral Security is NIL 
in CBS (Accounts with  O/s 
>Rs.50,000)

CBS->DL/TL Accountsand Services- 
>Security(Primary/Collateral)->Customer-
>Amend/Create

Valuation of Primary 
and Collateral 
Securities 

Accounts where valuation 
date is not recorded in CBS 

CBS->DL/TL Accounts and Services->Security 
(Primary/Collateral)-   >Customer-Amend/Create 

Valuation of Primary 
and Collateral 
Securities 

Accounts where valuation 
date is more than 3 years 
old 

CBS->DL/TL Accounts and Services->Security 
(Primary/Collateral)- >Customer->Amend / 
Create : Latest valuation date should be fed 

Review / Renewal 

KCC-  Accounts  where 
MDL Limit has not been 
renewed accounts with 
limit >Rs.25000 

CBS-KCC ACCOUNTS AND SERVICES-CREATE 

Review / Renewal 

KCC - Accounts where 
annual review date is 
blank in CBS accounts 
with limit> Rs. 25000 

CBS-KCC 
CREATE 

ACCOUNTS AND SERVICES- 

 
Review / Renewal 

KCC - Accounts where 
annual  review  is  older
than   1 year  accounts  with 

CBS-KCC ACCOUNTS AND SERVICES-CREATE 340
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limit>Rs.25000 

Review / Renewal 

Other CC loan accounts 
where renewal date not 
captured in system 
(accounts  with       limit 
>Rs.50,000)

CBS-KCC ACCOUNTS AND SERVICES- 
CREATE 

Creation of Mortgage 
Details of EM creation not 
recorded in CBS (Accounts 
with O/s > Rs.50,000) 

CBS->DL/TL Accountsand Services- 
>Security(Primary/Collateral)-
>Customer->Amend/Create

Creation of Mortgage 
Home loan accounts where 
em not created after 18 
months of sanction 

CBS->DL/TL Accounts and Services- 
>Security(Primary/Collateral)->Customer-
>Amend/Create

Pre-sanction 
Inspection 

Incorrect CERSAI Search 
ID recorded in LOS 

Mistake done in LOS – Can not  be  rectified 
now. To  ensure  fornon- recurrence in future. 

CGTMSE 
Eligible accounts not 
covered under CGTMSE 

CBS->DL/TL Accounts and Services->Loan 
Tracking->Additional  Details 
- CGTMSE Flag should be 'YES'

CGTMSE 
Accounts where CG PAN 
no. is not recorded in 
system 

CBS->DL/TL Accounts and Services->Loan 
Tracking->Additional Details 

ECGC 
ECGC flag in CBS has not 
been enabled correctly CBS->DL/TL Accounts and Services->Loan 

Tracking->Additional Details 

Charge with RTO 
Authorities 

Registration    number   not 
recorded in 

system (Accounts with  O/s 
> Rs.50000)

CBS->DL/TL Accounts and Services->Security 
(Primary/Collateral)->   Customer-Amend/Create 

Charge with RTO 
Authorities 

Vehicle details not 
captured in system 
(Accounts with O/s > 
Rs.50000) 

CBS->DL/TL Accounts and Services->Security 
(Primary/Collateral)-   >Customer-Amend/Create 

Charge with RTO 
Authorities 

Tractor loan accounts 
overdue for RC book 
submission (Accounts with 
O/s > Rs.50000) 

CBS->DL/TL Accounts and Services->Security 
(Primary/Collateral)-   >Customer-Amend/Create 

Insurance 

Insurance details not 
captured in CBS system 
(Accounts with O/s > 
Rs.50000) 

CBS->DL/TL Accounts andServices->Insurance 

Insurance 

Insurance expired but 
renewal details not 
updated in system 
(Accounts with O/s > 
Rs.50000) 

CBS->DL/TL Accounts and Services->Insurance 

Insurance 

Outstandings are  more 
than insurance cover 
amount(Accounts  with O/s 
>Rs.50000)

CBS->DL/TL  Accounts  and Services- 
>Insurance : 110% of  loan  amount  or
outstanding which ever value higher should be
insured and fed in CBS
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Insurance Accounts where bank's 
interest is  not  noted  in 
the insurance  policy 

CBS->DL/TL  Accounts  and       Services 
>Insurance - To be taken  up  with the
borrower / Insurance Co. and get the revised
insurance policy with our Bank's name duly
mentioned as financing bank.

Insurance Home loan accounts not 
covered under suraksha 

ALL Home Loan accounts  which  are  not 
covered under Suraksha should  be  covered 
under Suraksha 

ROC with Ministry 
of Corporate  Affairs 

ROC - Charge details not 
recorded in CBS 

CBS->DL/TL Accounts and Services->Security 
(Primary/Collateral)-   >Customer- 
>Amend/Create

ROC with Ministry of 
Corporate  Affairs 

Accounts where ROC filed 
after 30 days of sanction 

Reasons for delay in ROC filing should be noted 
and kept on record - Proper follow up to  be 
made with the borrower to avoid suchdelay. 

Stock Statements 
Stock statement not 
received 

CBS->DL/TL Accounts and Services->Security 
(Primary/Collateral)- >Customer->Amend/Create 

Stock Statements Accounts with same stock 
in successive months 

CBS->DL/TL Accounts and   Services- 
>Security(Primary/Collateral)- >Customer-
>Amend/Create

Computation of DP 
Outstandings not fully 
covered by security 

CBS->DL/TL Accounts and Services->Security 
(Primary/Collateral)-   >Customer-Amend/Create 

Computation of DP 

Accounts where 
outstandings are more than 
drawing power (Accounts 
with limit > Rs.  50000) 

Recover the irregular amount and regularise the 
account immediately. 

Computation of DP 
Accounts where drawing 
power is more than 
advance value of stocks 

CBS – Common Processing – Overdue NPA – 
Adjust Overdue  / Prepayment Balance –Debit 

Computation of DP 
Accounts with invalid limit 
expirydate 

CBS->DEPOSIT CC/OD ->ACCOUNTS AND 
SERVICES   ->AMEND- 
>deposit cc/od->option number 4 : cc/od limit
details

Computation of DP Accounts with '0'margin 

CBS->DL/TL Accountsand Services- 
>Security(Primary/Collateral)- >Customer-
>Amend/Create – Set Margin as per Product
LTV

Unit Inspection 

Accounts where unit 
inspection not  scheduled 
in system (Accounts with 
limit > Rs. 1 Cr.) 

CBS->COMMON PROCESSING- 
INSPECTIONS->SET UP PROFILE 

Unit Inspection 
Accounts where unit 
inspection schedule but 
inspection  not completed 

CBS->COMMON   PROCESSING->INSPECTIONS- 
>DETAILS > Incorporate Date of Inspection and
Queue to be Authorized

Review of Term Loans 

Term loans - Accounts 
where annual review is not 
done / not updated in 
system  (Accounts   with 
O/s  >Rs.50000) 

CBS->COMMON PROCESSING->ACCOUNT 
DOCUMENT REVIEW  / RENEWAL 

Review of Term Loans 
Term loans - where annual 
review is  older  than  1 year CBS->COMMON PROCESSING->ACCOUNT 

DOCUMENT REVIEW  / RENEWAL->DETAILS 
Page 396 of 427 (Accounts with O/s > Handbook on Assigned Role
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Rs.50000) 

Review of Term Loans 

Term loans without 
repayment start date - 
including staff A/cs 
(Accounts with O/s > 
Rs.50000) 

CBS->DL/TL    Accounts    and Services->LOAN 
TRACKING - >OPERATIONS->Select 
MAINTENANCE option->Select Create/Amend 
REPAYMENT  SCHEDULE 

MIGRATION OF 
DOCUMENTS TO 
CPC 

Auto loan accounts not 
migrated to CPC even after 
2 months 

All  car  loan  documents  should  be  migrated 
and maintenance code has tobe changed within 
2 months from the date of sanction and to ensure 
the same on a continuous  basis. 

Lien on Deposits 

Limit and Outstanding in 
the account is zero but 
security not withdrawn 
and collateral not 
deactivated 

CBS->DL/TL Accounts and Services->Security 
(Primary/Collateral)- >Customer-
>Amend/Create >Discharge

Lien on Deposits 

Outstanding in the 
account exceeds 
face/market value of 
security and/ or security 
value is null or  not 
available 

Recover the irregular amount and credit to 
account 

Demand Loans / 
Overdraftsagainst 
Securities 

Outstanding in the 
account exceeds limit 
setup in the account 

Recover the irregular amount and credit to 
account 

Demand Loans / 
Overdrafts against 
Securities 

Limit set up in the account 
exceeds the face/market 
value of security 

CBS – Check Drawing Power / Security Value : 
Approval might be pending 

Demand Loans / 
Overdrafts against 
Securities 

Limit and Outstanding in 
the account is zero but 
security not withdrawn and 
collateral not deactivated 

CBS->DL/TL Accounts and Services->Security 
(Primary/Collateral)- >Customer->Amend > 
Discharge >Authorize 

Lien on Deposits 
Loan against deposits 
where lien has not been 
marked 

CBS->DL/TL Accounts and Services->Security 
(Primary/Collateral)-   >Customer-Amend/Create 

Lien on Deposits 
Loan against deposits 
where lien amount is less 
than the outstanding 

CBS->DL/TL Accountsand Services- 
>Security(Primary/Collateral)-
>Customer->Amend/Create

Subsidy 

Subsidy BGL account 
debited , credited to 
individualSB / CA accounts 

Agri. Interest subvention subsidy credits to 
respective  BGL  accounts  should  be  claimed 
and  reconciled.  Govt.  sponsored  subsidy 
should be credited to non-operative SB accounts 
or zero rate TDR and to be adjusted towards the 
final instalment of loan amount. 

Subsidy 
Rejected borrowers 
Subvention claims not 
Recovered from 

Should be recovered and BGL account to be 
reconciled. 

Migration to 
SAMB/SARB 

NPA > Rs.10 lacs not 
transferred toSARB 

All eligible accounts should be migrated to 
SARB 
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Customer Acceptance 
Identification & 

Customers with none or 
improper KYC documents Update CIF with full KYC details 

Customer Acceptance 
Identification & 

Individual customers 
where PAN number and 
form- 60/61 are not 
available/ not recorded in 
CBS 

Either incorporate PAN no. in CIF amend or 
feed Form 60/61 in 
Deposit CC/OD Amend Tabbed Screen. ( Bulk 
upload utility is  available in http://10.73.0.201/) 

Customer Acceptance 
Identification & 

Individual customers with 
invalid PAN numbers 

Rectify PAN no. in CIF amend screen and click 
on fetch (available for Users with capability level 
9) 

Customer Acceptance 
Identification & 

Accounts of non-personal 
customers opened under 
personal-  public-others 

Existing account to be  closed  and  a  new 
Current account to be opened under a new non 
personal CIF 

Customer Acceptance 
Identification & 

List of account of 
companies where PAN 
details arenot obtained/not 
recorded in CBS, 
Customers opened under 
wrong category asCompany 

If the CIF is  of  a  company, incorporate 
company PAN no. other wise, amend customer 
category as applicable (Verification of company 
can be done from mca.org.in  site) 

Customer Acceptance 
Identification & 

Small accounts (financial 
inclusion with balance 
more than Rs. 50000) full 
set of KYC notobtained 

Arrange to obtain full KYC and convert the 
existing small account to Normal SB account / 
BSBDA after updating KYC . 

Customer Acceptance 
Identification & 

Staff accounts - where PF-
index is  not  recorded in 
CBS 

Update the PF index in CIF amend.  If the 
account does not belong to staff, then change the 
customer category to personal public others 

Customer Acceptance 
Identification & 

Staff accounts - where pan 
numbers are not recorded 
in CBS 

Update valid PANno. 

Submission and 
resubmission of AOFs 
to LCPC 

Account opening forms not 
sent to LCPC / not 
acknowledged byLCPC 

For detailed procedure on  dispatch  of AOFs 
to LCPC please refer to Knowledge Base link 
available in Hyderabad Circle site >CPCs> 
LCPC. 

Submission and 
resubmission of AOFs 
to LCPC 

Delay in submission of 
account opening forms to 
LCPC (greater than 10 
days) 

Cannot be rectified . However, ensure timely 
dispatch of AOFs in future. 

De-Duplication of 
multiple CIFs 

Multiple non personal CIF 
with identical name & 
identical  PAN 

Please refer to circular Sl. No. : 1607/2016 – 17, 
Circular No. : NBG/BOD-KYC/118/2016 – 17 
Dated 14.03.2017. 

De-Duplication of 
multiple CIFs 

Non personal CIF with 
Identical name & different 
PAN 

Please refer to circular Sl. No. : 1607/2016 – 17, 
Circular No. : NBG/BOD-KYC/118/2016 – 17 
Dated 14.03.2017. 

Risk categorisation 
List of Customers where 
risk category code is blank 

CBS-CUSTOMER  MANAGEMENT-AMEND  : 
Update the risk category of the customer 

Risk categorisation 
High risk Customers not 
opened as High risk / risk 
not reviewed 

CBS-CUSTOMER MANAGEMENT-AMEND : 
Update the risk category of the customer 

Risk categorisation 
Low risk Customers opened 
as High risk 

CBS-CUSTOMER MANAGEMENT-AMEND : 
Update the risk category of the customer 344
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Risk categorisation 
Low risk Customers 
opened as Mediumrisk 

CBS-CUSTOMER  MANAGEMENT-AMEND  : 
Update the risk category of the customer 

Risk categorisation 
Low Risk Customers where 
KYC details  not  updated 
for more than 10  years 

CBS-CUSTOMER MANAGEMENT-AMEND : 
Update the latest KYC  of the customer 

Risk categorisation 

Medium risk Customers 
where KYC details are not 
updated for more than 8 
years 

CBS-CUSTOMER  MANAGEMENT-AMEND  : 
Update the latest KYC of the customer 

Risk categorisation 

High risk  Customers 
where KYC details are 
notupdated for more than 2 
years 

CBS-CUSTOMER  MANAGEMENT-AMEND  : 
Update the latest KYC of the customer 

Risk categorisation 
List of Customers with 
threshold limit zero or 
blank 

CBS-CUSTOMER  MANAGEMENT-AMEND  : 
Update the Threshold limit 

Handling of 
Inoperative Accounts 

Inoperative accounts 
activated in last one year 
without updating KYC 
details 

CBS – Updation of KYC and  recording  the 
details of accounts in Cheque Referred & 
Returned Register before passing payment . 

Pension Accounts 
List of pension accounts 
where life certificate has 
not been obtained 

CBS > APPS > Pension >Submit Life Certificate 
and to be Authorized 

Ineligible Savings Bank 
Accounts 

Probable Ineligible 
Savings Bank - Govt. 
accounts 

Government Organizations cannot open Savings 
account for BudgetaryAllocation After intimating 
the customer, open current account and  close 
the SB account . Refer to point no. 28 SB 
Accounts of Non Individuals in page no. 31. 
Circular Sl No. 758/2017-18 dated 04.10.2017 

Ineligible Savings Bank 
Accounts 

Probable Ineligible Savings 
Bank –Non Govt. accounts 

Non Government Organizations  having 
business or trading activity cannot open SB 
Account. After intimating the customer, open 
current account and close the SB account . Refer 
to point no. 28 SB Accounts of NonIndividuals in 
page no. 31. Circular Sl No. 758/2017-18 dated 
04.10.2017 

Monitoring of 
Transactions 

Cash transactions of > 
Rs.50000 in non KYC 
compliant accounts 

Obtain  KYC documents  and  update  the  same 
in CBS-CUSTOMERMANAGEMENT-AMEND 

Short Credit - 
Collection of 
Instruments 

SCs Outstanding for more 
than 15 days 

Enquire the status of the SC and realize the same 
through SC/DDP Module in CBS. If already paid 
through IBTS or instrument is  returned then 
SC to be marked off in CBS > Collection and 
Cheque Purchase > Relaization > SCR 020403 > 
SC/DDP Realization > Select option 9 > SC 
Dishonour  - To verify the report daily 

DDPs 
List of DDP's returned 
unpaid 

Recover the amount from the customer  to 
square off the position . For oldentries , please 
take up with Service Desk for defreezing DDP 
BGL account and post reversal entries on the 
same  day. -  To  verify the reportdaily 345
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Security & Safe Custody 
Locker accounts where 
CIF-score is blank  or  is 
less than 110 

CBS->CUSTOMER MANAGEMENT->AMEND- 
>LATEST KYC  DETAILS TO BE  UPDATED

Security & Safe Custody 

List of locker  holders 
where periodical updation 
of KYC details has not been 
done as per  risk  category 
of the hirer 

CBS->CUSTOMER MANAGEMENT- 
>AMEND->LATEST KYC DETAILS TO BE
UPDATED

Security & Safe Custody 
List of customers where 
locker holder flag is not 
updated in CBS 

CBS->CUSTOMER MANAGEMENT- 
>AMEND->LOCKER HOLDER 
->SELECT  YES for  Locker  Hirers  and Select 
NO for those who are not locker hirers (SDV to 
be closed for surrendered lockers) 

Security & Safe Custody 

Locker module- 
nomination details not 
captured in CBS 

CBS->SDV/SC ENQUIRY->LOCKER NOMINEE 
DETAILS (AVAILABLE FOR USER TYPES 
OTHER THAN 40/45/50/60)->CREATE 
NOMINEE DETAILS (SCREEN NO35085) 

Security & Safe Custody 
Mode of operation not 
recorded in CBS  for 
locker operation 

CBS->SDV/SC ACCOUNT MAINTENANCE 
PROMPT->    ACCOUNT    DETAILS    (SCREEN 
35110) enter CIF of second locker hirer and also 
select Mode of Operation as E or S in same 
screen. 

Security & Safe Custody 

Standing Instructions not 
set up in CBS to ensure 
auto recovery of locker rent 
as on 02nd April 

CBS-DEPOSIT CC/OD-SWEEPS/STANDING 
ORDERS-CREATE STANDING ORDERS- 
SELECT SDV/SC OPTION 

Security & Safe Custody 
List of locker accounts 
where recovery of charges 
is in arrears 

If SI on 02 nd April is failed, then enquire for fee 
in arrears from SDV /SC 
– Account Enquiry menu  >  Note  own  the
arrears in fee, charges and Taxes amount and
Recovery from menu - SDV/SC – Financial
Transaction  prompt .

Public Provident Fund 
(PPF) 

List of matured PPF 
accounts 

Matured PPF account, if not claimed within  1 
year or not extended within 1 year with 
subscription , then automatically after 1  year , 
the account has to be extended without 
subscription. CBS > Deposit CC /OD >Amend > 
PPF Maturity Extension SCR No.  002012 

Public Provident Fund 
(PPF) 

PPF accounts under non 
personal customer_type To be closed after intimating the customer 

Public Provident Fund 
(PPF) 

List of PPF  (HUF) 
accounts opened prior to 
13.05.2005 - matured but 
not yet closed 

Might be due to migration error . Verify the 
account opening form and extend  maturity 
period without subscription (every block of 5 
years) . Can be closed by customer anytime if 
claimed  later  by  subscriber even afterextension 
. 

Public Provident Fund 
(PPF) 

List of    PPF (HUF) 
accounts opened prior to 
13.05.2005 - to be closed on 
maturity 

Might be due to migration error . Verify the 
account opening form and extend maturity 
period without subscription (every block of 5 
years) . Can be closed by customer anytime if 
claimed later by subscriber even  after  extension 346
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. 

Public Provident Fund 
(PPF) 

List of    PPF (HUF) 
accounts opened prior to 
13.05.2005 - matured and 
extension allowed 

Might be due to migration error . Verify the 
account opening form and extend maturity 
period without subscription (every block of 5 
years) . Can be closed by customer anytime if 
claimed  later  by  subscriber even afterextension 
. 

Public Provident Fund 
(PPF) 

List of PPF  (HUF) 
accounts opened after 
13.05.2005 not closed 

Might be due to migration error . Verify the 
account opening form and extend maturity 
period without subscription (every block of 5 
years) . Can be closed by customer anytime if 
claimed  later  by  subscriber even afterextension 
. 

Sukanya Samriddhi 
Account Scheme  2014 

Sukanya Samruddhi 
Account - KYC of natural / 
legal guardian not obtained 
/ KYC  non  compliant 

Obtain KYC documents of guardian and feed the 
same in CBS- CUSTOMER MANAGEMENT - 
AMEND 

Sukanya Samriddhi 
AccountScheme 2014 

Sukanya Samruddhi 
Account - more than two 
accounts opened under 
SSA 

Natural/ Legal  guardian  may  open  two 
accounts in the name  of  two  girl  children. 
Third account in case of twin girl as second birth 
or if first birth itself results in three girl children. 
- 3 accounts can be opened under special
circumstances i.e., twins in second delivery or
triplets in first delivery.

Sukanya Samriddhi 
Account Scheme 2014 

Sukanya Samruddhi 
Account - minimum 
deposit of Rs. 1,000 per 
annum notobserved 

Advise the customers to deposit  minimum 
annual contribution. Now Rs. 250/- is the 
minimum deposit amount per annum. 

Security Officer Visit & 
Compliance of 
Observations 

Laid down periodicity of 
Security Officer's visit not 
adhered to 

Take up with the controller to arrange for 
security officer visit and submit the rectification 
remarks in the online security officer visit site. 
State Bank Times > Departments 2 > Security 
Department >Click on Security Audit and login 
with PF based credentials. 

Security Officer Visit & 
Compliance of 
Observations 

Security Officer's visit not 
yetclosed 

Check in Single Sign On, submit the compliance 
remarks online in the  site  and  ensure  to 
confirm by CM ( CR & Risk) - Update the 
complianceremarks online in the site 

Customer 
Identification 
Acceptance & 

Other Savings Bank deposit 
A/C under same CIF not 
closed within 30 days from 
the opening of BSBD A/C 

After opening BSBDA account, Normal 
Savings Account to be closed within 30 days 

Customer 
Identification 
Acceptance & 

Small Accounts with 
balance exceeding Rs. 
50000 

Obtain full KYC documents and convert the 
small account into normal SB account 

Customer 
Identification 
Acceptance & 

Small Accounts opened 
prior to 24 months still 
continuing without 
converting it to BSBD/ 
regular SBaccount 

Obtain full KYC documents and convert the 
small account into normal SB account 
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Controllers Visit 
System 

Branch visits not carried 
out by CM(Admin) as per 
periodicity 

Take up with the controller to arrange for 
periodical branch visits  and submit the remarks 
in Controller Visit   System 

Controllers Visit 
System 

Branch  visits not 
carried out by 
CM(Rural)  /  CM(CRNPA) 
as per periodicity 

Take up with the controller to arrange for 
periodical branch visits  and submit the remarks 
in Controller Visit System 

Controllers Visit 
System 

Branch visits not carried 
out by  AGM  (RBO)  as 
per periodicity 

Take up with the controller to arrange for 
periodical branch visits and submit the 
remarks in Controller Visit System 

Controllers Visit 
System 

Visit report not finally 
submitted by the 
controllers 

After submission of Compliance remarks by 
branch , ensure the report is closed  by 
controllers  within TAT. ( Hyderabad  Circle  site 
– Single Sign On
– Controllers Visit System)

Controllers Visit 
System 

Visit reportcompliance 
Of controllers pending 
For branch 

After submission of Compliance remarks by 
branch , ensure the report is closed  by 
controllers  within TAT. ( Hyderabad  Circle  site 
– Single Sign On – Controllers Visit  System)

Controllers Visit 
System 

Compliance report not 
submitted by branch in time 

After submission of Compliance remarks by 
branch , ensure the report is closed  by 
controllers within TAT. ( Hyderabad Circle site – 
Single Sign On 
– Controllers Visit System)

Controllers Visit 
System 

Compliance report 
submitted by the branch, 
pending for closure by the 
visiting official 

After submission of Compliance remarks by 
branch , ensure the report is closed  by 
controllers  within TAT. ( Hyderabad  Circle  site 
– Single Sign On – Controllers Visit  System)

Controllers Visit 
System 

Visit freezed as visiting 
official has not closed 

Report  the  status  to  respective  ITS 
department for reopening the visit report and 
ensure to close within same   day 

Controllers Visit 
System 

Branch Inspection not 
carried out by CM (CM and 
CS) as per periodicity 

After the inspection is carried out  by CM(CM 
and CS), branch to submit compliance report 
immediately. 

Customer Service 
Committee & 
Customer Relation 
Programme 

Customer Service 
Committee Meeting - CSC 

Record the meeting minutes in the single sign 
on site 

Customer Service 
Committee & 
Customer Relation 
Programme 

Customer Relation 
Programme - CRP 

Record the meeting minutes in the single sign 
on site 

Preventive Committee 
Vigilance 

Preventive Vigilance 
Committee meeting -PVC 

Record the meeting minutes in the single sign on 
site 

Follow up & 
Reconciliation of 
accounts 

Outstanding entries in 
98533 - System  suspense 
A/c orig Credit 

Reverse the entries on day to day basis 

Follow up & 
Reconciliation of 
accounts 

Outstanding entries in 
98534 - System susp-ense 
A/c orig Debit 

Reverse the entries on day to day basis 
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Follow up & 
Reconciliation of 
accounts 

Outstanding suspense A/c 
Entries in 98543 
- Inward clearing

Reverse the entries on day to day basis 

Follow up & 
Reconciliation of 
accounts 

Outstanding entries in 
98549 - ATM core 
transactions account 

Branches were advised to transfer balances if 
any to new ATM BGL account 3198. 
Now branches to  take  approval  from 
controllers  and  raise  a   request   in Service 
Desk for opening of the BGL to post  the 
balances. Or Branch may  recommend  for 
transfer of unreconciled Balances to Recalled 
Assets. 

Follow up & 
Reconciliation of 
accounts 

Outstanding entries in 
98557   -   OLRR   Susp Sys 
Susp 

Monitor Audit BGL reports daily  and reconcile 
on daily basis . To maintain a register for all BGL 
accounts for monitoring   balances. 

Follow up & 
Reconciliation of 
accounts 

Outstanding entries in 
98561 - Sys Susp Internet 
Bkg 

Monitor Audit BGL reports daily  and reconcile 
on daily basis . To maintain a register for all BGL 
accounts for monitoring balances. 

Follow up & 
Reconciliation of 
accounts 

Outstanding entries in 
98571 - Sys Sus Rejected 
Trickle Feed 

Monitor Audit BGL reports daily  and reconcile 
on daily basis . To maintain a register for all BGL 
accounts for monitoring balances. 

Follow up & 
Reconciliation of 
accounts 

Outstanding entries in 
98575 - OLRR dishonour 
A/c 

Monitor Audit BGL reports  daily  and reconcile 
on daily basis . To maintain a register for all BGL 
accounts for monitoring balances. 

Follow up & 
Reconciliation of 
accounts 

Outstanding entries  in 
98581 - ATM Cash 
disbursed Cust A/c not 
debited 

Recover from customer and reverse the entries in 
98581. Open ATM Overdraft account if the 
amount exceeds 3000 /-. Reference circular 
Sl.No.747/2012-13,  dated 17.10.2012. 

Follow up & 
Reconciliation of 
accounts 

Outstanding entries in 
98582 - Cust A/c debited 
ATM cash not disbursed 

All entries in 98582 will contain details  of 
account number and transaction date and 
transaction number, to be reversed to customer 
account based the above  data. 

Follow up & 
Reconciliation of 
accounts 

Outstanding entries in 
98593 - RTGS Rejected 
Txns A/c 

Monitor Audit BGL reports daily  and reconcile 
on daily basis . To maintaina register for all BGL 
accounts for monitoring balances. 

Follow up & 
Reconciliation of 
accounts 

Outstanding entries in 
99512 - Batch posting - 
OLRR 

Please refer the following link for content  … 
State Bank Times  >  My  Workplace  > 
Knowledge Hub > Book  Briefs   , 
Condensations  >  BookletDAY  to  Day Handing 
of Cash  at  Branches  and  Reconciliation  of 
Cash Errors. 

FOR 
FEEDBACK / 
SUGGESTIONS 

9963550311 – B SAVITHRI, 
CM(FACULTY) 9581777202 – I SUSHMA,MANAGER(FACULTY) 

PLEASE REACH US ON 
: 

9591411655 – K SADASIVA 
RAO, CM(FACULTY) 

9959587788 – P DHANUNJAYA RAO, 
CM(FACULTY) 
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Retail Loan Management System 
(RLMS) 

SOP for Personal Gold Loan 
(For Credit Officers, Underwriters, Divisional Manager, 

& Branch Managers in Branch & Controllers in RBO &  Module) 

Contents 

1. Introduction
2. Gold Loan Application Journey

3. Sanction (Underwriting)

4. Post-Sanction (Document Execution, Account Opening & Disbursement)
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1. Introduction

Retail Loans Management System (RLMS) is an in-house initiative to develop a unified platform 
for end-to-end management of retail loans i.e. from sourcing to disbursement. Currently 
Pension & Personal Gold Loans have been launched in this application (all other retail loan 
products i.e. Auto Loan, Home Loan & Education Loans shall be launched subsequently). 

Please refer to the SOP of Pension loan to know about 

a. Users in RLMS
b. How to login
c. Landing Page
d. Left Menu Navigation

(For creation/updation of Users kindly email, the user  details  i.e.  Name,  PF  ID,  Role  in 
RLMS  & Current Designation in Branch to email IDsupport.rlms@sbi.co.in) 

2. Recommendation (Processing)
For initiating the Gold Loan Application Journey, please select the icon for Gold Loan on the 
landing page. 

Please enter active deposit account (Savings or Current Account) number of the customer and 
click on Fetch button. 

The system shall internally validate basic checks required for considering the loan proposal. If 
system identifies any shortcoming in customer’s CIF, it will not allow the user to proceed 
further. The appropriate reason or corrective action, if any, will be shown to the user through 
appropriate message. Please rectify that in CBS, come back to the application & give account 
number, click on‘Fetch’. 

351

mailto:support.rlms@sbi.co.in


PREFACE

Asitava Kundu
(President)

 Shubhajyoti Chattopadhyay 
(General Secretary)

If all the basis checks are fulfilled, the user is shown below screen: 

The grid in the above screen displays the list of CIF associated with the  account number 
entered in earlier screen. Along with the CIF, the grid also displays the name of the customer, 
which the user can check manually. 

Additionally, the grid also gives information about the current exposure that the customer is 
having for existing Gold Loans and remaining eligiblity, even if the quantity of gold proposed 
to be pledged is higher than that. 

On selecting the appropriate CIF number, the user can view if there are any other loan 
application(s) of the customer and the status of the same. Also, the user can continue to proceed 
with the same customer being primary applicant for the concerned gold loan application. 
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On continuation the user will see navigation to ‘Add Gold Particulars’. 

As a basic requirement, the user should have the report of Gold Appraiser readily available with 
him, otherwise the journey will not move ahead. In case two appraisal certificates are available, 
please feed the data of the lowest value. 

The user will see a screen where the user must enter the details of gold ornaments or the 
minted coins. The details will have to be entered based on report received from Gold Appraiser. 

Please don’t use any space or special character while filling information in ‘Ornament Description’. 

Once the data for gold particulars are properly entered and saved, the user will be able to see 
maximum eligible loan amount based on different types of repayment methods and the user can 
select appropriate repayment method after discussing with the customer. 

The user will be able to modify the loan required and view current address as maintained in CBS. 
During inquiry if the user discovers that the current address of applicant  is not correct,  the 
user has to first update the address in CBS and re-initiate the loan journey. 
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In order to proceed further, please take written consent from the customer. The consent form is 
available on the screen for download. Please tick the box below to confirm that the consent is 
obtained in physical format. The user may also wish to upload the scanned copy of consent form 
with customer’s signature; however, this is optional step. 

The next step that the user must perform  is  to  get  the  credit  information  report.  The 
button is only enabled once the user confirms that the consent is obtained. 

It may take some time, generally few minutes, to get the credit information report. However, 
please hit ‘Retry’ button, if it asks so. Please click on ‘View Details’ and uncheck the box if you 
don’t want to consider it. However, please select the reason for not considering in order to 
proceed  in  this case. 

Further, the user has to fill in few other details related to customer which are not fetched from 
CBS but these are required for eligibility calculation. These detailsinclude: 

i. House Ownership
ii. Occupation Type

iii. Net Monthly Income

Once these details are entered, the user can proceed to check eligibility. At this moment, the 
user  may also add co-borrower and then again come back to this stage to checkeligibility. 
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On click of check eligibility button, if the customer is eligible then the user will see maximum 
eligible loan amount and its associated loan parameters like tenure, rate of interest, processing 
fee, facility type and EMI (in case of EMI-based variant). 

Along with this, the user will also be able to see the loan parameters for the applied loan 
amount. The user can further customize the Loan Amount, Loan Tenure, within the permissible 
limits and recalculate the loan parameters. 

If the customer is not eligible for the loan, the reason for ineligibility will be shown to the user 
through proper message. 

Once the Loan parameters are finalised, the user has to continue and enter repayment start 
date(incase of EMI-based variant). 

The Recommending Officer must provide confirmation regarding the loan application and can 
also provide remarks, if any, for the Sanctioning Authority. Please  print the  Application  Form 
and take customer’s signature on the form  which  needs  to  be  sent  to  Sanctioning  Officer 
along with other documents. Based on the loan amount, the list of Sanctioning Officer will appear 
in the dropdown, from which please select the available Sanctioning Officer and submit the 
application forsanction. 

On successful submission of the application to Sanctioning Officer, the  user  shall see 
below confirmation screen. 

355



PREFACE

Asitava Kundu
(President)

 Shubhajyoti Chattopadhyay 
(General Secretary)

3. Sanction (Underwriting)

On login in RLMS, the Sanctioning Official will login into  RLMS  &  go  to  ‘My  Task’, 
select the application assigned to him/her. On clicking the selected application, all basic 
details of the selected Application will be displayed to user. 

The Sanctioning Officer has options, either to Sanction the Application or to ‘Return to 
Recommender’. In both the situations, he/she can place his comments. The  user must 
select the available controlling officer from the drop-down value and submit the 
application by clicking on Sanctionbutton. 

On successful submission of the application, the user shall see below confirmation screen. 
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4. Post-Sanction (Document Execution, Account Opening & Disbursement)

All Sanctioned Applications will move to the ‘My Task’  of  the  Recommending  Officer 
from where individual record can be clicked. On clicking, the page will open as under. The 
user can download  the required documents for execution. 

Once the documents are executed, the user can proceed for Account opening and 
disbursement by clicking on the ‘Proceed’ button. 
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If all the stages of Account Creation and disbursement are completed successfully, the 
loan account will be opened, and the loan amount will be disbursed instantly in one go. In 
case of OD facility, the account and limit creation will be completed successfully. Further, 
the user will be able todisburse the fund from the OD account as per the requirement of 
the borrower. 

In case any of the process related to Loan/OD Account creation is failed, the system will display 
the appropriate error message so that the user can correct the same in CBS, if required so. In 
this case the user will see a  button to  ‘Re-trigger’  the  failed service and subsequently rest  of 
the services will be automatically triggered to take the process to completion. 

Please note to check the details such as account no, limit, DP, disbursed amount, SI details (if 
applicable) in CBS. 

As of now, ‘Control’ has to be obtained manually. 
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1. Introduction

Retail Loans Management System (RLMS) is an in-house initiative to develop a unified platform for end-to-
end management of retail loans  i.e.  from  sourcing  to  disbursement. Currently  Pension  & Personal Gold 
Loans have been launched in this application (all other retail loan products i.e. Auto Loan, Home Loan & 
Education Loans shall be launched subsequently). 

Users can be mapped to one of the following roles in RLMS: In 

Branch: 
1. Credit Officer
2. Underwriter
3. Divisional Manager
4. Branch Manager

(For creation/updation of Users kindly email, the user details i.e. Name, PF ID, Role in RLMS 
& Current Designation in Branch to email ID support.rlms@sbi.co.in) 
2. Login
URL: https://rlms.sbi (Tellers can use their AD ID and Password to login in to RLMS) Or,
through CBS>Apps>click on RLMS icon
Note: Login through CBS is mandatory to create account opening through RLMS, the minimum User
capability in CBS should by 6 or more.

5. InRBO:
6. Manager LPC
7. CM (Credit)
8. Regional Manager

9. In Module:
10. Manager LPC
11. CM (Credit)
12. DGM (B&O)

Retail Loan Management System (RLMS) 
SOP for Pension Loan

(For Credit Officers, Underwriters, Divisional Manager, 
& Branch Managers in Branch) 
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2. Landing page
After logging-in, theuser will seethelandingpagefrom where the user will be abletoinitiateloanjourney
forrequiredloanproduct.

3.1 Left Menu Navigation
LeftMenu canbeusedto accessfollowing areas as showninscreenbelow 

3.1.1 Dashboard: This menu will help the user to come back to landingpage from any other 
page in the application. 

3.1.2 New Application: Users can create newapplicationfor therequired loan product from 
thismenu. 
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3.1.3 My Tasks: All the applications assigned to a user will be displayed in this page.Usercan 
access tasks thatarenewly assignedorareinprogress. 

3.1.4 My Applications: Users can track the current stage & assignment of application for 
taskscompleted by them and is no longer in their bucket. 

Pension Loan Application Journey: 

4.1 Recommendation (Processing)

For initiating the Pension Loan Application Journey, the user must select the icon for Personal 
Loan on the landing page. 
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On click, the user will be navigated to the page where the journey can be started by selecting appropriate 
radio button for Pension Loan. 

The date of application will by default be the system date which will not be editable. However, 
referral which will be defaulted to Branch Walk-in may be changed to Customer or Employee incase the 
userhasreceivedanyreferral. 

To proceed with the Pension Loan application, the user must  select  where  the  Pension Payment 
Order (PPO) of the pensioner is maintained and then enter the pension account number of the 
customer and click on Fetch button. 

The system shall internally validate basic checks required for considering the loan proposal.These include 
KYC compliance status, track record of previous loan accounts, etc. If the system identifies that the 
customer’s CIF violates any of these basis checks, the system shall  not  allow  the  user  to  proceed 
further. The appropriate reason or corrective action, if any, will be shown to the user through appropriate 
message. Some of these will be directed toupdate in CBS in order to proceed. 

If PPO is maintained at Centralized Pension Processing Cell (CPPC): 

If all the basis checks are fulfilled, i.e., if the customer fulfils the basic criteria for considering the loan 
proposal, then the user is shown below screen. If the PPO is maintained with Central Pension 
Processing Cell (CPPC), the system shall also fetch the pension details like Net Monthly Pension, Pension 
Type, etc. required for processing the Pension Loan. 
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The grid in the above screen displays the list of CIF associated with the accountnumber enteredinearlier 
screen.AlongwiththeCIF,thegridalsodisplaysthenameofthecustomer, which the user can check visually. 
If there are multiple CIF number associated with the number, all CIF will be displayed, and the user must 
selectoneoftheCIFtocontinuefurther. 

On selecting the appropriate CIF number, the user can view if there are any other loan application(s) 
of the customer in RLMS and the status of the same. Also, the user can continue to proceed with the 
same customer being primary applicant for the concerned pension loan application. 

On continuation the user will be able to enter the loan required and view current address as maintained in 
CBS. If during inquiry with customer, it is discovered  that  the  address  is different or not correct, 
then the user has to first update the address in CBS and re-initiate the loanjourney. 

In order to proceed further, the user must  take  written  consent  from  the  customer.  The consent 
form  is  available  on  the  screen  for  download.  The  user  must  confirm  that  theconsent is obtained   in 

363



PREFACE

Asitava Kundu
(President)

 Shubhajyoti Chattopadhyay 
(General Secretary)

physical format by clicking on the Checkbox. The user may also wish to upload the  scanned  copy of 
consent form with customer’s signature; however, this isoptional step. 

The next step that the user must perform is to get the credit information report. The button is only 
enabledoncetheuserconfirms  thattheconsentisobtained. 

Now Click on ‘Get Report’ to get the credit information report from CIBIL etc. If it takes time, then please 
retry again. Once the report is retrieved, the user can view the details of the credit report. 

Click on ‘View Report’ from the grid, update ‘Consider EMI’ if there is any EMI need not to be considered 
for the purpose of EMI/NMI or EMI/NMP calculation. CIBIL score and credit reportistakencarebythe 
application. 

Further, the user has to fill in few other details related to customer which are not fetched fromCBSbut 
thesearerequiredforeligibilitycalculation.Thesedetailsinclude: 

In case where PPO is maintained at CPPC 

i. Whether applicantis Defense/ Paramilitarypensioner
Other information (which is optional) in case of pensioner being re-employed, may be entered by theuser.

In case where PPO is not maintained by CPPC 

i. PPO Number (In case of Staff Pension, PF ID will have to be captured instead of 
PPONumber) 
ii. Net Monthly Pension 
iii. Pension Type 

Additionally, in case where PPO is maintained by PSU / Treasury, the user  must  check  if  there  is  a 
written consent from respective PSU  /  Treasury  for  payment  ofpension through a branch of SBI during 
the currency of loan and not to transfer it toany other bank. For Pension loan of PSU Pensioner’s, the PSU 
should be approved by the PBBU. 
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Note:ThereisnoPensionloanfor‘Family’pensionersofPSU&CMPF. 

Once these details are entered, the user can proceed to check eligibility. At this moment, the user must add 
guarantorand then come back to this stage to checkeligibility. 

On click of check eligibility button, if the customer is eligible then the user will see maximum eligible loan 
amount and its associated loan parameters like tenure, rate of interest, processingfee,facilitytype 
andEMI. 

Along with this, the user will also be to see the loan parameters for the applied loan amount. The user can 
further customize the Loan Amount, & Loan Tenure, within the permissible limits and recalculate the 
loanparameters. 

If the customer is not eligible for the loan, the reason for ineligibility will be shown to the user 
through proper message. 

Once the Loan parameters are finalised, the user  has  to  click  on  “Continue”  and  enter repayment 
start date (in case of EMI-based variant). The repayment start  date  can  be selected out of 4  options 
which is 5, 10, 15 and 25. 
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The Recommending Officer has to provide confirmation regarding the loan application and can also 
provide remarks, if any,  for  the  Sanctioning  Authority.  The  user  has  to  print  the Application  Form 
and take customer’s signature on  the  form  which  needs  to  be  sent  toSanctioning Officer. Based on 
the loan amount, the list of Sanctioning Officer will appear  in the  dropdown,  from  which  the  user  has 
to  select  the  available  Sanctioning  Officer  and submit the application for sanction. 

On successful submission of the application to Sanctioning Officer, the usershallseebelow confirmation 
screen. 

1. Sanction (Underwriting)
On login in RLMS, the Sanctioning Official will go to My Task, select the application assigned to him/her. On
clicking the selected application, all basic details of the selected Application     willbedisplayedtouser.

The Sanctioning Officer has options, either to sanction the Application or to return the Application 
to recommender. In both the situations, he/she can place his/her comments. The user has to select the 
available Controlling Officer from the drop down value and submit the application by clickingon Sanction 
button. 
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On successful submission of the application, the user shall see below confirmation screen 

Post-Sanction(Document Execution, Account Opening& Disbursement) 

All Sanctioned Applications  will  move  to  the  bucket  of  the  Recommending  Officer.  The 
Recommending Officer will receive the application, in the bucket “My Tasks”, from where the user will 
click the individual record. On clicking, the page will open as under. The user can download the 
documents for execution. The user can also view and download the CICreport in PDF format. If there is any 
other document required to be obtained as part  of ’Documentation’, please obtain at your end. 

Once the documents are executed, the user can proceed for Account Opening and Disbursement by clicking 
on the ‘Proceed’button. 
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If all the stages of Account Creation and disbursement are completed successfully, the loan account will be 
opened, and the loan amount will be disbursed instantly in one go. In case of OD facility, the  account 
and   limit   creation   will   be   completed       successfully. 

In case any of the process related to Loan Account creation is failed, the system will display the appropriate 
error message so that the user can correct the same in CBS, if required. In this case, the user will see a 
button to re-trigger the failed service and subsequently rest of the serviceswillbe automatically triggered 
totaketheprocess to completion. 

In  case  of   DL/TL,  all  activities   including  Account   Opening,  Disbursement,   SI  Creation  etc.  shall  be 
triggered on one click, i.e. no need to do anything in CBS. 

Currently, Control Return need to be sent manually to the Controller. 

368



PREFACE

Asitava Kundu
(President)

 Shubhajyoti Chattopadhyay 
(General Secretary)


	FOREWORD
	(Ranjan Kumar Mishra) Chief General Manager
	Asitava Kundu Shubhajyoti Chattopadhyay (President)  (General Secretary)
	001
	059
	160
	321
	Amounts (Rupees in Crores)
	‘Customer is the most important visitor on our premises. He is not dependent on us. We are dependent on him. He is not an interruption on our work. He is the purpose of it. He is not an outsider on our business. He is a part of it. We are not doing hi...


	Areas of Concern
	(Circular No. : CDO/SECURITY-SEC PRE/1/2015 – 16 dated February 20,2016.)

	2. WELCOME TO THE DESK OF THE SERVICE  MANAGER
	2.1.2 LIST OF REGISTERS TO BE MAINTAINED
	2.2.3
	Note: Claim specific actions / steps to be taken for settlement in respect of different accounts / facilities are illustrated in the tabulated form in the annexure.
	i.e.after getting court order from the competent court.
	e-Circular R&DB/CS^NB-MAB/37/2018-19 dated 4th January 2019
	E-Circular No. R&DB/DB&NB/DP-UPI/31/2018- 19 dated 17th October 2018.
	FORMAT FOR VERIFICATION OF LOAN DOCUMENTS


	3. WELCOME TO THE DESK OF A CASH OFFICER
	3.2.  CASH ADMINISTRATION
	Joint custodians are to ensure at close of day that:
	3.3 Reconciliation of Cash Transactions Errors
	3.4 Important Check List
	•
	,....._


	4. WELCOME TO THE DESK OF A FIELD OFICER
	4.1 JOB PROFILE : The Field Officer is in charge of Sourcing , Processing & Maintenance of Loan Proposals in branch.
	You should keep at least the following columns in the main database:
	HNI : Customers having an average quarterly balance (AQB) of more than Rs.20 lacs under
	Part 1 : Credit Management – General Instructions (All Segments)
	4.2.1 CONCEPT OF MICRO, SMALL & MEDIUM ENTERPRISES
	SME : Means a business enterprise with annual turnover of less than Rs. 50 crores, and would include SSIs, SBFs and Corporates
	(Documents will be generated through SME LOS software)
	Generic Process:
	LOGGING INTO SME LOS:
	CREDIT ANALYST
	How to Enter Stock Statement in CBS:
	At Monthly Intervals :-
	At quarterly intervals :-
	At Half-yearly Intervals :-
	At Yearly intervals :-
	#      STAGE 1. Select Role: Sourcing
	Eligibility:
	Maximum Tenor:
	Maximum Age:
	Eligible Income for arriving at maximum loan amount:
	NOC from the employers (Banks and other organizations) will not be insisted upon when their employees seek Home Loans from our Bank.
	LOAN TO VALUE RATIO:
	Reimbursement of investment in housing, made during the preceding 12 Months:
	Security:
	Validity of Sanction:
	Moratorium Period:
	Insurance of Property:
	No. of Co-borrowers:
	Pre-closure Penalty:
	Places to avail Home Loan:
	LOAN AMOUNT
	Repayment:
	Place of availing the home loan:
	Power of Attorney:
	Credit Information Report:
	All other features:
	SBI Maxgain Type of Loan:
	Eligibility:
	LTV:
	Loan Amount:
	Disbursal & Drawing power:
	Eligibility:
	EMI/NMI RATIO:
	Security:
	NOTE: At any point of time not more than two loans will be allowed to exist under Home Top-Up Loan Scheme, Second Top up loan can be considered at any time after disbursement of first Top up loan.
	PMAY – CLSS
	NOTE:
	EMI/NMI Norms:
	LTV Ratio:
	Loan for construction of house:
	Borrowers who construct house without availing Home Loan:
	SBI Suraksha
	Quantum of Loan:
	Loan Term and Rate of Interest:
	Margin and Processing Fee: NIL
	IMPORTANT ASPECTS TO BE NOTED:
	Purpose
	Facility
	Eligibility
	Eligible Property
	Following points to be noted:
	Points to be noted:
	Loan Tenor:
	LTV Ratio:
	For example: If the current interest rate under Base Rate is 25 bps above Base Rate, effective rate 9.50% p.a. (Base Rate-9.25%+ 25 bps), the account will be switched over to 1.50% above 1 year MCLR of 8% and the effective rate will remain at 9.50% p....
	For example: If the current interest rate under Base Rate is 0.25 bps above Base Rate, effective rate 9.50% p.a. (Base Rate-9.25%+ 25 bps) and the loan limit is Rs. 50 lacs, the account will be switched over to 0.65% above 1 yearMCLR of 8% and the eff...
	(Steps will be run twice in CBS if the existing account is opened under SBAR
	Ø Screen for request initiation for Branch user- 31669
	1 Investigation of Title of the Property :-
	2 Search Report in case of properties allotted by the Development Authority/ Government Bodies:-
	(ii) Home Loans above Rs.50.00 lacs:
	The new format drawn up includes:
	Acceptance & Investigation of the Title Deeds in Case of Sale of Property through Power of Attorney
	Additional Safeguards
	AUTO LOAN
	Rate of Interest:
	#In any case the applicable interest rate after discretion should not fall belowbase rate.
	** There are several Auto Loan products for resident individuals and NRIs with excusive criteria, for details please refer to individual circulars. **
	** there are different variants of Xpress Credit having variable criteria, for details please refer to individual circulars *
	NOTE: Customers who are visually challenged/ persons with disabilities are not barred from availing loans if they fulfill scheme specific criteria.
	Note: Education Institutions often enhance the fees during the course increasing overall cost. The funding of enhanced cost may be considered on case-to-case basis subject to the availability of adequate security as prescribed in the scheme.
	(EL Application Form is also available on our PBBU website and on sbi.co.in)
	(For latest list of Institutions covered under this Scheme, refer to website www.sbi.co.inor latest circulars).
	*applicable in respect of top up loan if considered;
	‘Annexure-XLII’.
	Properties should be described in detail in the schedules
	Execution of Documents
	Stamping of Documents
	Place of Execution
	Document Execution Register
	1 Equitable Mortgage
	Collateral:
	Pari-passu/ Second Charge
	Interim Security Pending Creation of Mortgage
	Arrangement with Builder/ Society
	Mortgage by Deposit of Certified Copy of Title Deeds
	Verification of Title Deeds
	Comparison with Photocopy Submitted
	Creation of recital
	Procedure at RACPC
	Custody of Original Title Deeds
	Central Registry under SARFAESI Act.
	Post Disbursement Inspection
	1 Insurance of Immovable:
	2. Insurance of property:
	3 Insurance of movables
	4.4.1  PRODUCT KNOWLEDGE IN BRIEF
	* If the KCC borrower needs enhanced MDL, beyond the regular 10% increase (10% in short term loan component) for reasons of enhancement of scale of finance or otherwise, during a particular year to meet his / her genuine farming requirement, it may also beĝ
	* Details of the gold ornaments pledged like description, gross weight, net weight, valuation rate and advance value are noted in the Gold ornaments take delivery letter (SIM-GL/2) and is certified by the cash officer.
	(Circular no.ABU/PD&M/6/2012-13 dated18/07/2012. & Circular no.ABU/PD&M/11/2012-13 dated 06/09/2012.)
	For prompt repayment, further concession of interest @1.00% by way incentive will be extended to the borrower and 0.50% to the tractor dealer. Concession will be extended in the month of july and will be on the basis of interest recovered between 1st ...
	What is the incentive payable on prompt repayments?      “For       prompt      repayment,
	4. What is the benefit for other branches (which were not selected) in sourcing the applications?
	5. To which account Dealer and DSE incentive has to be debited?
	7. What Retail Scoring model to be used for NTLS?
	8. What is the treatment to be given if any parameter in the scoring model is not applicable?
	9. Minimum DSCR of 1.5: 1 has to be calculated for how many years ?
	circularSrl No. 787/2008-09 dated 31.03.2009)
	(e-Circular Sl No.882/2015-16 dated 14.10.2015)

	QUEUE FOR ACCOUNT OPENING GENERATED
	4.4.3 AGRI DOCUMENTATION
	Arrear Condition Description / Nature of Irregularity – Movement of IRAC Status  --
	* Risk Focused Internal Audit (RFIA)
	 DEPOSITS:
	DD PURCHASE:
	CLEARING:
	CLEARING HOUSE / CCPC:
	NON HOME TRANSACTIONS:
	(9) CASH:
	(12) CARD ISSUE:
	GENERAL ADMINISTRATION
	CHARGES / ESTABLISHMENT / OUTSOURCING
	II) CREDIT RISK MANAGEMENT (CRM)
	* In the current RFIA, if score awarded is 95 % and above of the validated Self Audit score (out of 990), then branch gets additional 5 marks otherwise Zero marks.

	RISK BASED OFFSITE AUDIT (RBOSA) – MANUAL FOR  BRANCHES


	Retail Loan Management System (RLMS)
	Contents
	If all the basis checks are fulfilled, the user is shown below screen:
	In order to proceed further, please take written consent from the customer. The consent form is available on the screen for download. Please tick the box below to confirm that the consent is obtained in physical format. The user may also wish to uploa...

	Blank Page
	Blank Page
	Blank Page



