Standard Operating Procedure (SOP)

Personalised Cheque Book (PCB) request through Internet Banking

1. Introduction
Currently, requests for Personalised Cheque Books can only be submitted at Post Office counters. To
enhance customer convenience, account holders can now place a Personalised Cheque Book request
through e-Banking (Internet Banking) without visiting a Post Office. The account holders’ name will be pre-
printed on the cheque leaves, and the cheque book will be delivered free of cost to the registered address
of the primary account holder. [Active Internet Banking (e-Banking) credentials (User ID and login
password) is prerequisite]

o No charges up to 10 cheque leaves per calendar year.

e Thereafter, a charge of X2 per cheque leaf is levied and debited from the selected Savings Account at
the time the request is placed.

2. Step-by-Step Process: Initiating a PCB Request

Login to Internet Banking using your credentials

Click on General Services —> Service Requests — New Requests

Click on “Personalised Cheque Book request” option

“New Requests” will be defaulted under Option

Select “Request Cheque Book” under Type of Operation

Click on “GO”

Select the Savings Account Number from the list. (cheque book charges shall be automatically

debited from the selected account, if applicable)

The default value for the number of cheques shall be 10.

9. Click "Click Here" to read the Terms and Conditions, then select the checkbox to confirm that you
have read and agree to them.

10. Click on Submit Online

No vk wbhpeE

i W t
| [—— BT T —
o T @ [ —— ——
@ ot 1 ol vap e b ok B Bk b -
Ceparimers o Poalm a4l Lagn Pras bl B - iﬁ
Dabbond Wy Preilie  dareie  Tesuciers  Gazws Berves
lfamuedd fawnias atass demamall o Pasaialliad [ feides Peel Buagedal
— lizgéd Cheque Book Requast
sl Ly
Dbl ey ipemstats =
1wy YA
Syl Bty (heges Hers Bl
Fope ol Uparariaay o -
[Py TS iy
i L i
B 1w i e i owalld
‘n B A & u 2 S 005 eat€ P - PR

Figure 1: Personalised Cheque Book request form
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11. The confirmation page shall display the account holders’ name (as to be printed on the cheque
leaves), address to which the cheque book will be dispatched, account type, joint account
holder's name (in the case of joint accounts), request date, and registered mobile number.
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Figure 2: Request confirmation details

12. The user shall be required to enter the transaction password to authenticate and confirm the

request

13. Upon successful submission, the PCB request submission screen shall be displayed along with the

reference ID

o ot Secun 1TZIBIZ2A3EL (=R @
[l Getteg Staned % income B o accownts
= @m.muumm-r Pravont Sevsicn Temssst  Logiout ¥
o
A ¥
Gart. of India
Uantry tF Comragticatom
Departmant of Posts I
pe—p=
Dashboard My Profile  Acoourts  Tramsactions  Ganeral Services
T Ganeral Services: Generdl Sarvices o Service Roguits > Crber Racsipt 2s
- ——  Cyber Receipt
Email Uy Nous Request o submitted successully. Reference 1D & 5465
Tnquiley Faclley Dption ;g Anguenty - &3
)] Bervioe Raguests Ll
Personalived cheque book request status
Accunt Wumber: ———
Postuge charges: 0,60 N1
Is5uasicn & harges:
Addedros
Humber of Cheque Leaves: ]
Downisad Details as: FOF Fis | ol et |
i o S e8]
B Sy | a- Ze 200 Eeaé€ s

Figure 3: PCB request submission confirmation (Receipt)

14. Cheque issuance charges @ Rs.2/- per cheque leaf will be debited if cheque request exceeds 10

cheque leaves in a calendar year.
15. A receipt (Cyber receipt) can be generated
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16. Status of PCB request can be inquired through PCB status Inquiry option under Type of Operation
17. Savings Account Number along with request date to be selected

Figure 4: PCB status inquiry selection

18. The Personalised Cheque Book shall be delivered to the registered address of the primary account
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Figure 5: Dispatch details

3. Step by Step process for checking status of Personalised Cheque Book request

1.

2.
3.
4

Click on General Services —> Service Requests —> New Requests
Click on “Personalised Cheque Book request “ option

“New Requests” will be defaulted under Option

Select “PCB status inquiry” under Type of Operation
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19. The dispatch details, including the dispatch number, can be obtained through the PCB Status
Inquiry option
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0.

Click on “GO”

Savings Account Number, for which Cheque Book was requested, to be selected

The default value for the number of cheques shall be 10

Request Date - Personalised Cheque Book requested date to be selected from date picker or

entered in DD-MM-YYYY format
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Figure 7: PCB request status and dispatch confirmation
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Figure 6: Request date selection for status inquiry
Following details will be visible under Request Confirmation screen
a. Savings Account number
b. Begin Cheque Number
c. Number of leaves
d. Cheque Status will be shown as VERIFIED (before printing of cheque book) /
COMPLETED (after printing and dispatch)
e. Dispatch date — Personalised cheque Book dispatch date
f. Dispatch number — The system shall display the Speed Post article number, which can
be used to track the dispatch on the India Post website
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