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OPERATIONS & SERVICES DEPARTMENT
HEAD OFFICE, BARODA

Tel: 0265-2361724 Email: operations.ho@bankofbaroda.com
CIRCULAR TO ALL BRANCHES / OFFICES IN INDIA SUB FILE: GEN-1
Dear Sir / Madam,

Re : Guidelines for holding of keys of the branch premises

We invite your attention to Circular No.HO/BR/96/252 Dated 27.12.2004 inter-alia conveying
the guidelines for holding of keys of the branch premises. In this connection, we advise that
in light of the difficulties expressed by the field functionaries, we reiterate the guidelines
approved in the EMC Meeting held on 8" December 2004 (Agenda Item No.H-3) as under.

A. For Branches having two or more than two officers (including Branch Manager)
There should be three set of keys of Branch Premises

Wherever Armed Guard / Watchman / Head Peon appointed on permanent employment is
available, holding of 3" set may be entrusted to them.

However, in branches wherever Armed Guard / Watchman / Head Peon appointed on
permanent employment is not available, but having more than two officers, the 3" set be
held by third officer posted in the branches. Only in branches wherever neither Armed
Guard / Watchman / Head Peon nor third officer is posted, the 3" set of keys be entrusted
to a clerical staff (other than Head Cashier).

B. For Branches having one officer and one Clerk (Head Cashier)
There should be two set of Keys of Branch premises

Second key to be kept by the Head Cashier authorized by the Branch Manager, in writing to
hold the keys.

However, hereto, the staggering of duties of Head Cashier may be avoided. It should be
ensured that the cash work is completed within prescribed working hours.

For All branches :

We should not restrict holding of keys to night watchman. Wherever Armed Guard /
Watchman / Head Peon appointed on permanent employment is posted, they be entrusted
with the duty of holding the 3 set of keys.

You are requested to please note the above carefully and ensure compliance.

Yours faithfully,

Sd/-
(Rajeev K Garg)
Deputy General Manager
(Operations & Services)



