No.CSB-13[1]/2016 -17/Accts. Dated : 24.04.2019

Sub:

CIRCULAR

Operation of the Bank Account, signing the cheques and issue of letter
to Bank for fund transfer thereon - regarding.

With reference to the subject cited above, it is to bring to the notice of all the
In-charge Officers that in Central Silk Board cheques are to be signed by two
authrorised signatories as per the existing procedure in order to carry out day to day
transaction / activities in all the CSB units. Though this is being ensured in all the
CSB Units, however, it is brought to the notice in some of the Units that the letter
which is given to the Bank does not have the authorized signatories but only Cashier is
signing which is not a good practice. :

In order to avoid any misuse or fraud on transfer of funds, the following are
suggested for strict implementation for all the CSB Units:

i)

iii)

iv)

The cheques shall be signed by the authorized signatories who shall
ensure that there is no space is left blank either in the words column or
in the amount column.

The amount once it is written in the cheque leaf, then the same shall
neither be altered nor any insertion made and to ensure this, cello tape
has to be pasted, in the figure column/now in full and shall be ensured
by the authorised signatories.

The letters written to the bank shall always be on the respective Office
letter head wherein the details of Beneficiary name, Account number,
IFSC Code, Branch code, Bank name and Amount, transaction details
shall be clearly written and signed only by the authorized signatories
other than the Cashier. The authorized signatories will cross check the
amount indicated in the cheque and written in the letter and tally the
same in all respects.

The preparation of Bank Reconciliation Statement shall be insisted by
the DDO on or before 5™ of every month for the preceding month and
checked by him. As a token of check he should countersign the BRS and
the same is to be pasted in the Cash Book at the end of the each month.



v) Any fund that is to be transferred by any Organization to CSB units shall
be first remitted to Central Silk Board, Central Office, Bangalore first.
The ARD amount or any other fund, if any, received from other than CSB
and kept at the CSB unit shall be transferred to C.0.CSB, Bangalore with
complete details thereon. Thereafter, the respective CSB Unit would
request funds from Central Office based on the meetings convened,
programmes finalised, schemes initiated with the approval of the
Competent Authority in the specified format. In no occasion funds shall
be received by any CSB Units without the authority and prior approval of
the competent authority, Central Office, CSB, Bangalore.

vi)  As far as possible, fund transfer shall be effected only through PFMS as
per the instructions given by the Accounts Section, CSB, Bangalore. For
all the payments the digital mode shall be resorted including the DBT
mode by all the CSB Units.

The above system comes into effect from the date of issue of this circular. ‘Any
lapses on the above, will be viewed very seriously and appropriate administrative
disciplinary action would be initiated which may kindly be noted.

This issues with the approval of the Member Secretary, CSB, Bangalore.
\ %€
sl
(CA. Manoharan A.)

Joint Director(Finance)
To

All the Units of Central Silk Board.
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