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Operatior;s & Services Department
Head Office, Baroda

CIRCULAR TO ALL BRANCHES/OFFICES IN INDIA

Dear Sir / Madam,

Re: Custody of various keys

Flease refer Book of Instructions Volume — 26/Version 2.0 related to Security where
in cusiody of keys of branch premises and others are mentioned.

We, hereby, once again reiterate the points as per Book of Instructions regarding
custody of keys as under:

Custody of Keys of Branch premises

(a)

{C)

(d)

In the context of ensuring security of the Bank's operations, it is emphasized
that the keys of the branch premises should remain in the custody of &
responsible official while taking care at the same time that the keys are available
for opening the branch premises for cleaning or in any emergency situations.

There are certain other storage media available now as with the advent of
computers, there is a constant endeavour to replace the physical form of
records etc. with records/data maintained on Hard Disk Drive of the computers,
pen drives, cariridges; CDs etc. at our computerized branches. Besides
computers, other sophisticated & costly machines like fax, photocopiers,
scanners, note counting machines efc. are kept in the open banking hall. This
necessitates a need for taking still greater measures for safety and holding of
keys of the branch premises assumes greater importance.

it has also been observed that sometimes the branch premises are not opened
on time as the person(s) holding the keys is/are on leave or suddenly proceed
on leave for some unavoidable reason. This hampers customer service and
bank's image gets tarnished.

In view of the above, Branches should strictly adhere to the following guidelines
in regard to custody of keys of the premises:
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Regional Autharity,

(1) We shauld not restiict holding of kays to night watehman, Wheraver Armed

Guard! Watchman! Head Poon is posted, thoy be anttusted with the duty of,
holding the 3rd set of koys

(v When the parsaniother than the Branch Haad) holdin
l2ave, the keys shauld be handed over to the By
authorize inwiiting another ofiicer/ cashier to hold \h
of the parmanant incumbent,

@ the keys proceads on
wwh manager who should
@ kays during the absence

(v} When the Branch Manager proceeds on leave, the keys should be handed over
to the person who is deputed 1o acts as the Branch Manager
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One of these two key
Holders must get the
branch opened early for
cleaning as also get the
branch closed at day end.
The branch should be
cleaned up in presence of
the Branch Manager/
Head Cashier SO
authorized by the Branch

| within prescribed hours.

Head

e there is a permanent watchman on duty at the branch, he may be
st2d with one set of keys (3rd Set in this case) with strict instructions
cer custody and hand over the keys 10 the other relieving

s arrangement should be regulated by the Branch Manager

f any set of keys, the branch should arrange to replace all
lost kevs to ensure the security of the branch under

~ould not restrict haolding of keys to night watchman. Wherever Armed
-3/ Watchmarn/ Head Peon is posted, they be entrusted with the duty of
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'v) When the branch manager proceeds on leave, the keys should be handed
over to the persen who is deputed to act as the Branch Manager.

\

The guns and cartridges of the branch should be kept in a metal cabinet which
should be properly grouted/fixed in the floor or the wall. The above cabinet
shouid be fixed to wallffloor outside the cash safe room/strong room so that the
auard is armed before opening of the Strong Room/Cash Safe Room/Safe. The

cabinet should have proper locking arrangsment and the keys be kept under
dual control.

ﬁﬂi:::’iﬁﬂ —wﬁamqaeméﬁm " TEIET wae ", 74 o, o 3 g e, s, w€igr-390007. W,
peiisa ce ‘Jgszzwns & Services Deot., ‘Bam:da Bhavan', 7° Floor, R. C. Dutt Road, Alkapuri, Baroda - 390007, INDIA,
-4 1. B285-2316727/60,50°66:856362, §-3a/ £ : operations.no@bankofbaroda.com



o

. o

vos o Tz vz % 2nd the bins should be kept in gafa custody of othor

£3 2 responsibility of the  joint custodians
it Mznzger, who is the joint custodian

ine headquarters

uld  be  left  with the  Joint

frvety duly ¥ept in 2 sealed  envelope

= nch Manzger from the headquarters,

ng  with the Head Cashier only on

1l

—a s g & oy
== Wi =y,

‘cl The Hesc Cashier should not part with the keys of the cash safe under any

cromssnees. Ve ooo==cing on lesve, he should, with the Branch
Wemsoers miior pewission, hendover  the safe keys to his authorised

=SS0 who shouid diserdy be instructsd not to part with the keys.

() Tne cosindy =nd c=noas inbe cusiody of keys should be recorded in the
P g A e

=== kmr T e sz whersver provided  should be kept with
==nch Memspsr 2ad he shouid ksep 3 separately from other keys in a safe
S=T=guErTs (o b= obseread by the custodizns of keys:
(2 S=F memibes holSing kovs ~F $he fo i
=) S=5 members hokiing ”}:.,;s o S sais, strong room, cabinets, efc,
ST o A it The keys without prior permission.
2 1= r=ys shoedl &= hay

uld nomally be kept
£ left in a drawer of the

o o
Do

%)
:
\

Cthess=3k 7 oeEresmisTs o do so on account of nolding large number
ks ekes T Than cash safe keys, may be left overnight in
. -nasr cuzl comirol. The key of the cupboard should be

o v
5 X TR L

m
i
I
5‘ {
o
4

il ‘nl

;E’ a-:; i : S ‘Jm%—'—-m*{?-;- =, ' R ?2'??0?, Eﬁiﬁfﬁfﬁ, = ﬁ, _aq ~390007. I
"%:_C-lim:zms £ Ssvos Ty S0z S’ 77 Fioor R C. Out Road, Alapuri, Baroda - 390007, INDIA,
| -oazEs ST B EGESEERD £ 5m T -, = o bo@hentaioards com



§

a2 & S §SHET

’%»_/_2) Bamle of Banods

» [§ fouf:_H [T ¢
(i)  Duplicate keys;

The duplicate sel of keya of the caah sale and tha stiang
under no circumstances be leftin the sale or in the sbong 1o
be lodged in a sealed packet for pafe custady wlvng with Winlivale Keya i
important  safes,  cabineta  contaling GOOAEN@ S,
etc.  with  the  nearest main ianoh of ol Bk
other local branches at the centie. Whate thee B only oo
the bank at the centie, the said branch should lodge the  duphcate N
with the local office of the State Bank of Inctia, its associate banks o any
other bank approved by the Regional Oftice

In the absence of a branch of any othar bank at the place he pavaea:
containing duplicate keys should be fodged 10 saie CWsody Wit e Heaisat
branch of the Bank. The Main Office may depeall tha dupioads Kevs Wity 4o
other local branch. While keeping duplicate keva of alrong oom and saie
safe custody, grease or vaseline should be appliad o pravent e tevs
from getting rusted and the other kava should be wiapped sepa atey
polythene or oil paper.
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They should thereafter be packed n a tin or cardbhboand  coniaing: aww
with a list signed by the joint custodians and sealed propatly. A dupicae
copy of the list of keys signed by the joint custodiana Shoukt he atiached
the relative safe custedy receipt.

Branches should ensure that the duplicate keva lodued for sale cuaiou
are deliverable only against the disohaype
of the Branch Manager/Joint Manager jointly with the Maad Cashe ' he
safe custody receipt should securely be kept in a cabinel outaiche the atiw W
rcom under the custody of the Branch Manager.

Particulars of the safe custody receipt obtained from the other bank vanen
should be recorded in the Key Register.

(iv) Loss of cash key:

(@) I cash key, either with the Head Cashier o Branoh NManaoer ot
Manager is lost, immediately protective action  showd b taken W
locking the cash safe with guard key.

(b) Duplicate cash keys from the branch where they aw Nacgast ahouid ba
brought.

(c) Cash safe should then be opened in presence of Jomi costodinne and
cash counted to tally with the cash balances recondad 01 e cea
balance book. Loss of cash key be also tecorded i hey Regiates

(d) Loss of cash key with the ciroumstances b whioh @ & At

should be immediately reported to Reglonal Olfice aikd instigeiiong ha
sought.
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