
SALES CIRCULAR NO: D-54/2002 
  
 
  Memo No. Ch-54 /SE/Comml/R-16/594 
  Dated: 21.8.2002 
 
Subject:- Providing wooden box for putting the cheques/bank drafts by the 

consumers for payment of their energy bills. 
 

 The FA/HQ., erstwhile HSEB vide circular memo No. FA/HQ/Banking 

Collection/ 1332/1350 dated 25.6.98 conveyed the decision to the selected 28 Sub-

divisions only, to provide wooden box outside their cash counters so that consumers, who 

are required to make payment by cheque/bank draft may put their cheque/bank draft in 

the box. The procedure was also mentioned in the circular to make the same effective 

w.e.f. 1.7.98. 

  Now it has been decided to introduce the same by providing an optional 

“DROP-BOX” facility for the consumers, who, want to or are required to make payment 

by cheque/Pay order/DD in all the Operation Sub Divisions/Sub offices of the DHBVNL.  

The consumers will have to attach the bill along with bank draft/pay order/cheque.  The 

consumers would simply drop the Bank Draft/Pay order/Cheque along with the attached 

bill in the “DROP-BOXES” before the due date of payment.  They will mention account 

No. and Bill no. and their name on the back side of bank draft/pay order/cheque. The 

detailed instructions on the subject are reiterated/produced hereunder for guidance of all 

concerned:- 

1. The notice in this regard should be put in front of the Main Building of the Operation 

Sub-Division/Sub-Office and at the counters for cash collection.  The arrow marks 

indicating the location of Drop Box should also be provided at the suitable places in 

the Sub-Divisions for the guidance of the consumers. 

2. The Drop Box should be located inside the Sub-Divisional building immediately after 

the main entrance of the building so that consumers using the drop box do not disturb 

the officials of the S/Divn. 

3. The box of a reasonable good size, say 18”x 10” x 6” having a slot (6”x1/2”) on the 

top of the box for putting the cheques through the slot may be provided in each 

Operation Sub Division/Sub office. 

4. The box will be locked and chain locked by the Cashier with a Window/Door/Table 

as the case may be, to ensure that it cannot be stolen. It should be placed in the 

S/Division or S/office building at the convenient place to be easily accessible to the 

consumers. One key of the lock to be in the possession of authorized Head Cashier or 

Cashier and duplicate key should be in the possession of SDO who can authorize 

other official of the Sub-Division to open the drop box in the absence of above 

authorized Head Cashier or Cashier.  

5. The consumers, who want or who are required to make payment through Cheque/Pay 

order/DDs, would put the cheque/pay order/bank draft alongwith the energy bills, 

duly pinned in the box.  On the reverse of the cheque/ pay order/bank draft, the 

consumer(s) would write his/their name(s) and consumer’s account number(s). 



6. The box would be opened by the authorized Head Cashier or Cashier at 2.30 P.M. on 

each working day.  After vacating the box at 2.30 P.M., it should be removed and 

placed inside the Cashier’s room, which will be regularly placed at the appropriate 

location at 9.00 A.M. daily. After taking out all the cheques/Pay orders/bank drafts, 

the cashier will prepare the Receipts (on RO4 Receipts or Stubs), after verifying 

correctness of contents of the Cheque/Pay order/DD as per instructions and record the 

entries in the respective CCR Book(s). 

7. The Head Cashier or the Cashier deployed for depositing cash into the Bank will 

prepare pay-in-slips of such cheques/DDs/Pay orders, with detail of A/c No. & name 

of the consumers on back-side received in the Box so provided in the S/Division, on 

the same day. 

8. The SDO will ensure that Ro-4 receipts or Stubs are prepared on the same day for all 

such cheques/DDs/Pay orders, collected through the Box and their entries are made in 

the CCR Books &  the same are deposited into the Bank on the next day positively. 

Besides, proper record of such cheques/DDs/Pay orders, collected through the Box, 

with their RO-4 Receipt No./CCR Book item No. with date will also be maintained 

through an independent Register on the following Format:- 

“ Name of S/Divn or S/office:______________      Date: 

Name & 
address 
of 
consumer 

Bill 
No./ 
Acco
unt 
No. 

DD/ Pay 
order/ 
Cheque 
No. 

Name 
of 
issuing 
Bank 

Date 
of 
issue 

Amount RO-4 
Receipt 
No./ 
CCR 
Book 
Item 
No. 

Sign.
of 
Cashi
er 

Counter
-sign. 
of SDO 

Sign. of 
consumer 
while 
obtaining 
receipt 

     

9. The RO-4 receipts or Bills-cum-receipts in respect of DS/NDS consumers should be 

sent to the Billing Section alongwith Register, daily, so that consumer(s) may collect 

the same from the Sub Divisional office on next day, as per his/their convenience. 

The signature of the consumer will have to be taken in the register while giving 

him/them the receipt(s). 

10. The consumers should also be provided with the facility by which they can 

enquire/confirm their payments to the Nigam on telephone.  The reply to their 

telephonic query about the status of Bank draft/Bank Pay Order be given promptly.  

The Staff member’s i.e. SDO/CA/Ledger Clerk should show due courtesy to the 

consumers to make this scheme a success. Therefore, the RO-4 receipts or bill-cum-

receipts alongwith register should preferably be kept near the telephone attendant 

(SDC/CA) in the sub-division.  

 The above instructions should be brought into the notice of all concerned 

for meticulous compliance. 

          Sd/- 
         SE/Commercial, 
       For GM/Comml,DHBVN, Hisar. 


