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ISSUED BY OPERATIONS & SERVICES DEPARTMENT, HEAD OFFICE,
BARODA

CIRCULAR TO ALL BRANCHES, ADMINISTRATIVE OFFICES IN INDIA

Dear Sir/Madam,
Re:-Cash Verification and balancing of cash at Branches

We refer to our guidelines issued vide circular no. HO: BR: 106/191 dated 18/09/2014,
HO:BR:112:438 dated 11.11.2020 and HO:BR:113:290 dated 10-12-2021 regarding Cash
Verification and Balancing of Cash at Branches.

Also refer our circular no. HO:BR:113:273 dated 18-11-2021 regarding “Infroduction of
CASHBAL menu in the system for entering closing cash balance with denominations”.

We are reiterating the guidelines on cash management & verification at all branches as under:

1. Balancing of cash

% Cash balance book with denomination and no. of currency notes be filled in by the
head cashier and the cash is to be verified by Branch manager/authorized officials
at the end of the day.

% The Cash balance book should be signhed by both the head cashier and joint
custodian and should be kept in joint custody along with the cash.

2. Verification of cash:

Metro /Urban Branches

“ Where the custody of cash is with the Joint Manager and head Cashier verification
of cash should be carried out once in a week by another authorized Officer of the
branch by rotation.

% Surprise Monthly cash verification should be done by Branch manager invariably
once in a month and report should be sent to Regional office.

* Surprise Bimonthly cash verification by Regional office through nearby Branch
Officials.

Semi urban /rural branches

“+ Where the custody of cash is with the Joint Manager and head Cashier verification
of cash should be carried out once in a week by another authorized Officer of the
branch by rotation.

% Surprise Monthly cash verification should be done by Branch manager invariably
once in a month and report/certificate in standard format should be sent to Regional
office.

“ Where custody of cash is with the Branch Manager and Head Cashier at a branch
manned by one Officer, verification of cash will be done by an official deputed by
Regional office from nearby branch or from Regional office once in a month.
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< Surprise Bimonthly cash verification by Regional office through nearby Branch
Officials.

3. External cash verification —

% At the time of statutory audit / regular branch inspection, auditor/ inspecting officer
should verify denomination wise cash available in Branch’s vault with the cash book
at the time of opening of business hour and should incorporate the details in their
report. In case of any discrepancy, full details should be reported to RO immediately.

4. CASHBAL menu option for entering closing cash balance with denomination in

< Branches are advised to enter the closing cash balance with denominations in
CASHBAL menu option in FINACLE. If branch proceeds without entering cash
balance details in CASHBAL, system will restrict EOD.

In view of the above branches are advised as under:

% The cash verification must be carried out as per rules & procedure following the above
guidelines.

% Where the custody of cash is with the Joint Manager/ Officer and Head Cashier,
monthly verification of cash should be done by the Branch Manager.

% Whenever the Joint custodian/Officer is away on leave or on duty and consequently
the charge of the cash is held by another official /Branch Manager jointly with the Head
Cashier, the Joint custodian /Officer should on resumption of duty should verify the
cash.

< Regional Head /Authority will ensure that the guidelines in respect of cash verification
at branches is being followed up by checking the reports of cash verification and the
same should be incorporated in their branch visit report during their visit to branches
invariably.

< Any shortage or excess in cash of Rs.10000/- and above is noticed must be reported
to the Regional authority immediately for further investigation at their end and
necessary action must be initiated in to the matter.

% Any lapses observed in adherence of cash verification and balancing of cash at
branches will be viewed seriously and appropriate action may be taken against the
erring staff.

“ Regional office is required to submit consolidated monthly compliance report
confirming adherence of guidelines by the branches under their jurisdiction to their
Zonal offices and subsequently zonal office will submit consolidated report of their
Regional offices to our (HO) office invariably latest by every 5" of succeeding month.

Branches are advised to ensure compliance of the aforesaid guidelines, Regions/Zones are
advised to ensure that the branches in their jurisdiction are strictly adhere to the above
guidelines.

Yours faithfully,

u hosla)
ief General Manager
Operations

Head Office, Baroda
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