Bank of India Human Resources Department
©, Head Office Terminal Benefits Division
2 A P
Branch Circular No.: 105/ © 7/ Sub : HR/2011-12/ “]
Sub-Subject: Provident Fund /<—
Ref : HO:HR:TBD:JCS:039 Date: |\'0Z. 25|

CIRCULAR TO ALL BRANCHES / OFFICES

Direct credit of Provident Fund / Gratuity / Pension etc.
Lifting of Lien marked on the amount credited

Please refer to Branch Circular NO. 103/181 dated 20.03.2010 advising
discontinuation of issuance of cheques towards settlement of Provident Fund, Gratuity,
Retention withdrawals in respect of staff members and crediting the amount directly
through CBS w.e.f 01.04.2010

2. It was further advised that practice of issuance of cheque will continue in
respect of employees who have ceased to be in Bank's service due to imposition of any
type of penalty, including cases involving forfeiture of Bank’s contribution of Provident
Fund and/or Gratuity. However, it has now been decided that system of crediting
the amount directly to the account of employees through CBS will be extended
to those cases too.

3. In the cases wherever, a specific amount is to be recovered from the Terminal
Due payable to a particular employee due to specific orders for recovering any loss
quantified in the Penalty order by the Competent Authority, the concerned Zonal Office
/ Head Office authority should specifically inform us the account where the amount is
to be credited. In CBS environment the Office Accounts of other Branches cannot be
accessed directly by us, as such, they should provide MBB A/c no XXXX90200000031
(XXXX is branch code ) where such amount is to be credited, to enable Branch / Zone
to set-off against quantified losses.

4, As you are aware all outstanding loans and advances availed by the staff
member are recovered from the terminal dues of the employees at the time of his/her
retirement. As Head Office credits the terminal dues directly to the account of
employee, the Branches have no control on the withdrawals of funds by employees
before closure of loan accounts. Under CBS, the employee can withdraw funds from
any Branch / ATM. To have effective control on such withdrawals before the closure of
loan accounts lien is being marked by Head Office TBD on entire terminal dues
credited to employee’s account. Branches were in turn advised to lift lien after ensuring
that all dues / loans are recovered in full.
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B We have observed that Branches were facing practical difficulties in lifting lien on
the amount credited to the account and in closing the loan accounts. The employees
are availing various loans from Bank and as per extant guidelines the loan accounts
need not be transferred when ever an employee is transferred from one place to
another. As such, these loan accounts continue at different branches. Under CBS
environment the loan accounts can be closed only by the Branch where the account is
being maintained. As lien is marked in the accounts, the Branches are unable to
recover dues / close the loan accounts. This results not only delay in closure of loan
accounts but also great inconvenience to the retired employee in getting his/her
residual Terminal Benefits (net of outstanding loan amounts)

6. In view of the foregoing, we advise revised procedure as under to ensure that

the loans / advances are recovered and the lien marked in the account is lifted without
much delay.

(a) Head Office TBD will credit Terminal Dues directly to Salary OD or SB
account of the employee / beneficiary in respect of the employees who
retire / resign from the Bank’s service or whose service is terminated or due
to death of employee.

(b) It will be the responsibility of both the concerned employee / beneficiary as
well as the Branch / office from where the employee has retired to ensure
that all the outstanding loans / advances are paid / recovered from the
terminal dues in full.

(c) The concerned employee / beneficiary or the Branch / office from where the
employee has retired has to request the Branch (say Branch A) where the
employee’s loan account is maintained to close the loan account.

(d) Branch A will apply upto date interest and recover the dues from the
account where the Terminal Benefits have been credited.

(e) As lien is marked in the Salary OD or SB account Branch A will MODIFY
the lien ( through HALM menu) and recover the loan outstanding along with
upto date interest .

Example :- TBD has credited the employees’ a/c with Rs.10 lakhs being
Terminal dues and he has a housing loan a/c with outstanding balance of
Rs. 4 lakhs with Branch A. The Branch A will modify the lien amount to Rs.6
lakhs so that Rs. 4 lakhs is available for appropriation towards the Housing
loan A/c.

(f) If the employee is maintaining loan accounts at more than one Branch ( say
Branches B & C ), same procedure as mentioned above will be followed by
other Branches.
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(h)

(i)

Once all the loans / advances are recovered, the employees should submit
a letter ( as per the Annexure | enclosed along with this circular) to the
Branch / Office / Staff Salary Division from where he has retired, requesting
them for lifting lien from the account. He should enclose a copy of the recent
Salary slip where the particulars of loan accounts is mentioned. The
concerned Branch / Staff Salary Division should lift the lien after ensuring
that all the accounts are closed.

As per the prevailing guidelines the Employees are also allowed to continue
their housing loan accounts after the date of retirement. However, suitable
credit decision is required to be taken in this regard and the account be
reviewed by Appropriate authority well before the date of retirement. The
concerned employee would also incorporate those details in his letter to the
Branch.

The concerned Branch / Staff Salary Division should also obtain the
stamped receipt from the employee / beneficiary regarding receipt of
Terminal Dues as per enclosed format ( as per the Annexure Il enclosed
along with this circular ). They should retain the original stamped receipt with
them and a photocopy of the same should be forwarded to TBD.

7. The guidelines mentioned herein above would come into force with immediate
effect.
8. Please bring the contents of this circular to the notice of all the staff members

working at your Branch / Office / Department.
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*\ (R.K. Goyal)

! General Manager (HR)



ANNEXURE - |

(Specimen letter for lifting of lien Marked on Terminal Benefits)

From :- Name Date :
P F. No
Address

Contact No

We confirm that all loans have been recovered from
To, Shri. as such lien
The Chief Manager / marked in A/c No has been lifted
Senior Manager,

Branch / Zone
Staff Salary Section, Head Office. Senior Manager / Chief Manager.
Branch / Staff Salary Section.

Sir,

I was working in your Branch /
Department of Head Office / Zonal Office. | have resigned /

retired on Superannuation / VRS / (any other )

on

My Provident Fund / Gratuity / Pension Commutation etc is credited to my Account
Number [ [ [ [ T[T [T [[[[]]]wih Branch
Head Office — Terminal Benefits Division has marked lien on the entire amount, for the
purpose of recovering loans etc..

| would like to inform you that | have availed loan from the Bank and the same have
been closed. | am enclosing a copy of latest salary slip which shows the details of my
loan a/cs. Details of A/c closed are as under -

Sr. No | Loan type 15 digit A/c No. Date of closure

Housing loan

Personal OD TL

Vehicle Loan

Festival Advance

Provident Fund Loan

SIEIENIRIISIES

My housing loan account has been allowed to be continued beyond my date of
retirement and the same has been approved by the sanctioning authority on
vide (strike out if not applicable).

As all my loans/advances have been liquidated | request you to lift the lien marked in
my above mention Salary SB OD A/c and allow me to utilize the Funds.

Thanking You.

Yours faithfully




ANNEXURE - Il

Bank of India

F A

Relationship beyond banking
INTER OFFICE MEMORANDUM

From,
The Manager/Chief Manager/Zonal Manager,
Branch.
Zone.

To

The Assistant General Manager,

Terminal Benefits Division,

Human Resources Department.

3" Floor, Star House, C-5, ‘G’ Block
Bandra Kurla Complex, Mumbai 400 051.
Telephone: 022 —66684779

Ref. No. Date:
Provident Fund No:
Name :
Date of Joining
Mode of Retirement:
Date of Cessation :
STAMPED RECEIPT
We send herewith the Stamped Receipt, in respect the settlement of Provident
Fund / Gratuty Fund / NRWPF/ Retention Withdrawal of Mr. /
Mrs. and we have verified the signature.

We also confirm that all his/her loan accounts are closed and the lien marked in Staff

OD or SB a/c has been lifted .

Encl: Stamped Receipt

Manager / Chief Manager

(Please do not detach it)

STAMPED RECEIPT

THE TRUSTEES, BANK OF INDIA PROVIDENT FUND /GRATUITY FUND

Received from the Trustees, Bank of India Provident Fund / Gratuity Fund the

sum of Rs.

(in words )

towards the settlement of my or Shri / Smt. (in
case of nominees) Provident Fund /Gratuity / Retention Withdrawal.

Signature of Shri./Smt.

Revenue
stamp

(Please affix a revenue stamp and sign across it)
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