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INTRODUCTION




KSBCDC Recovery Manual 2011-12

MANUAL OF RECOVERY PROCEDURES

In any organization timely realization of debt assumes paramount importance especially in a
financial institution like BCDC. Money is the life blood of every organization and blocking it in
any form at any point will disrupt its entire function. It is more vulnerable for blockage in areas of
repayment from beneficiaries. The primary source of fund is from National agencies like
NBCFDC, NMDEFC etc. and our credibility before them depends on timely repayment. The
slackness in repayment collection from loanees will lead to liquidity crunch and in turn cripple the

repayment by the Corporation to National agencies.

As all are aware other commercial leading agencies and banks provide finance based on the
repayment capacity of the loanee on the strength of sound security. As a variant to this
fundamental principle in order to fulfill the social obligation, we are providing concessional
finance to poor persons belonging to Backward classes and Minority communities virtually having
no repayment capacity. Naturally the security offered by them is also very feeble. So we need to
provide financial assistance in a judicious manner for such projects which make them capable of
generating sufficient income. Loan misuse and diversion of money shall be discouraged at any

cost.
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FUND FLOW

The flow of funds has six components which can be depicted in a circle.

Among the 6 components, the 4 component of the cycle which represents repayment collection

from beneficiaries assumes significance because, default / laxity in collection lead to breakage of
the component which in turn impair the liquidity position and financial stability of the

organization.
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PRE-REQUISITES FOR ENSURING PROMPT COLLECTION

1. PRE-LOAN COUNSELLING
2. SUCCESSFUL INCOME GENERATING VENTURE

3. SOUND SECURITY

1. PRE-LOAN COUNSELLING

Counseling means advising. Pre-loan counseling is a process done long before the disbursement
of loan. No formal meeting is needed for pre-loan counseling. Interval between submission of
application and loan disbursement, the officers and staff will get ample opportunity to interact with

the potential loanees which will help to reveal —

a) The real intention of the loanee for availing the loan.
b) The possibility of the venture to generate sufficient income for livelihood and service the debt.

c) The capability of the loanee to do the self employment venture.

By using this opportunity of pre-loan counseling and by making him aware of the harsh

consequence of lapse in timely repayment, you can make them repay minded.
The following points are relevant for pre counseling
1. Different modes of repayment
a) Direct Cash payment at BCDC Cash counter
b) Cheque/DD
¢) Money Order

d) Remittance with Chelan at SBT Branches
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Green Card benefits as per project guidelines / Benefit of prompt repayment.

Financial loss on belated remittance due to penal interest.

Nil pre closure penalty.

Interest savings on early remittance (before due date).

Simple interest on a daily diminishing basis.

Content of cash receipts (Principal, interest, penal interest and balance).

Financial loss due to Notice/Legal/RR collection charges etc.

9. Easy encashment of cheque / e-cheque

Personal cordial relationship with the loanees and a congenial business atmosphere is the prime
objective behind the pre-loan counseling and if properly done, it will definitely help to make the
loanee repay minded. Further to it, the beneficiary should be clearly told that it is not a grant but a

loan which they have to repay.

2. SUCCESSFUL INCOME GENERATING VENTURE

The self employment venture started with the loan from the Corporation shall be capable of

generating sufficient income to meet his livelihood as well as for debt servicing. Only viable

projects can be considered for financing. The viability of the venture is most important. This can

be ascertained at the time of pre-counseling or interview stage. Close monitoring of the project

and proper advice will help to run the project successfully.

3. SOUND SECURITY

Security is to ensure prompt repayment. In the event of default by the debtor, the creditor can
enforce it for realization of debt. Soundness of security contemplates full coverage of the security
to meet the entire loan liability; otherwise the debt is not fully secured as per classification of the

nature of the security. Soundness of security ensures prompt repayment. There is motivational
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impact on the part of the loanees to redeem the loan at the right time and get back the security and
hence the repayment of loans given on the strength of sound security is prompt at all times.

Abundant precaution is necessary while accepting security.

HOW FAR LOAN AMOUNT IS SECURED

1. Personal liability of the loanee and surety to repay the loan.
2. First charge on all assets, both movable and immovable property acquired by the loanee by
using the loan amount availed from the Corporation.

. In addition to this, the Corporation insists collateral security, any one of the following-

a. Immovable property, the value of which shall not be less than 125% of the loan
amount.
b. Personal surety as per prescribed norms and explained in the Project guidelines.

c. Bank Guarantee, FD receipt of Bank, KSFE, LIC Policy etc.
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COLLECTION AND RECOVERY
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COLLECTION AND RECOVERY

The term Collection and Recovery are not synonymous. In collection, the loanees remit the
repayment voluntarily, whereas in case of recovery, some coercive measure is necessary to make
them remit the repayments. Naturally recovery comes in to play only when the loanee is at default
in remittance of installments. Enforcement measures in recovery ranges from ordinary notice to

stringent revenue recovery action.

On an average collection bags 60% of the total repayment and the rest 40% depends on recovery
management. But this 40% recovery determines the soundness and stability for sustained growth
of the Corporation. Hence recovery assumes significant role in the growth and development of the

Corporation.
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SOURCES OF RECOVERY

There are two major sources of recovery.
1. Salary Recovery
2. Revenue Recovery

Salary Recovery

If the sureties are employees of institutions wherein recovery from salary is enforceable requisition
of salary recovery in the form prescribed should be sent to the Drawing Officer of the surety or to
the Treasury Officer concerned, if the surety is a self-drawing officer. While sending the recovery
notice to the treasury officer, the SDO code and audit no of the surety/loanee shall be clearly noted
and send the notices to the present treasury officer from where he is drawing salary. If recovery is
not effected in the month according to the schedule of recovery, the matter should be pursued with
the Drawing officer/Treasury officer by a reminder / D.O letter and recovery should be ensured at

least from the subsequent month's salary.

If still no recovery is effected, the matter may be taken up with the Head of the Department of the
surety. A reminder letter shall be issued to the head of the department/Head of the office inviting
attention to the Govt. Circular no 52/2010/Fin dtd.15/06/2010 regarding the personal liability of
the drawing officers. ~ In spite of all these efforts, if no recovery is forthcoming, the revenue
recovery steps should be resorted to against the principal debtor and all the sureties

simultaneously.

The salary recovery amount demanded should consist of the present default plus future liability.

As the amount of liability is co-extensive in the case of all sureties involved in a default, the

amount demanded should be the same in all cases. A online register shall be maintained in the

prescribed format for the cases referred to salary recovery. The Project Assistants/Assistant
Managers should watch the recovery and ensure that the amount recovered does not exceed the

total liability and interest plus cost thereon. However, if the liability is cleared up to date and the
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loanee promises regular remittance, the recovery proceedings may be withdrawn. If the loanee
fails to keep his promise of prompt remittance, the recovery proceedings should be resumed.

In defaulted cases and the surety/loanee retires in the current financial year, the head of
department and the drawing officer/treasury officer concerned shall be addressed to withheld the

terminal benefits.

Revenue Recovery

The Government of Kerala as per G.O.(Ms)No.409/98/RD, dated 27/07/1998 extended the
provisions of RR Act 1968 to KSBCDC Ltd., for speedy recovery of dues to the Corporation.

Revenue recovery demand notice in the format prescribed should be sent to the loanee and the
surety/mortgager (by registered post with A/D) against whom revenue recovery action is proposed
to be initiated. Normally 15 days time from the date of receipt of RR demand notice is allowed for
clearing the default. A personal visit shall be conducted to persuade the loanee/surety to clear the
dues within the period. If the default is not cleared within the time limit, Online RR requisition in
the prescribed form (Form No.24) is to be sent to the District Collector. The RR requisition should
be serially numbered and entered in the online RR register with a view to ensure that there is no
missing of requisition in transit. In this requisition, the consolidated amount (ie. defaulted
installments + future installments, if any + interest including penal interest as on the date of

referring to RR + other charges etc) should be separately shown at the place provided in the form.

While Referring to RR, the interest rate applicable is as per the loan agreement and Penal
Interest rate is as per the decision of the Board of Directors, time to time. However, there are some
changes in the interest rate of Housing loan scheme.

For Housing Loan scheme, Interest rate
From 01/01/2003 to 31/07/2004 - 10.5%
01/08/2004 onwards - 8% (for all Housing loans)
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Penal Interest rate at different periods:-
01/01/1995 to 31/03/1996
01/04/1996 to 31/01/2001
01/02/2001 to 31/03/2005
01/04/2005 to 31/03/2007
01/04/2007 to

When the RR amount is realized before the expiry of the currency of the loan, the amount is to be
recalculated reckoning normal interest alone for the unexpired period of the loan without charging
penal interest for the period not due.

Once an RR requisition is issued, it should not be withdrawn under any circumstances, until the
entire amount under RR is cleared. The unit offices need not entertain the part payment from the
loanees against the cases referred to RR. Any amount collected under unavoidable circumstances
in such cases, collection charges/service charges at his/her cost shall be remitted to revenue

authorities.

The law of limitation bars legal action/revenue recovery action after a period of 3 years from the
date of expiry of the loan period. If the arrears are allowed to continue for long without resorting
to legal steps, the right to enforce recovery will lapse after the period of limitation. Hence any
arrears due to the Corporation on account of repayment should be referred to RR before it become
time bar and turn bad. The district manager, the assistant manager and officers concerned should
ensure the timely reference to RR.

The department is empowered to close monitor the recovery performance of the units.
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STEPS OF RECOVERY

. Telephone intimation / SMS alert on first default.

Ordinary Notice at the instance of first default if not responded on telephone message, to
the loanee.

Ordinary Notice to the loanee and Surety at the instance of 3 defaults.

. Registered notice to the loanee, sureties/mortgager.

. Personal visit and inducement.

Salary recovery — Send recovery requisition to the drawing officer / Treasury officer in
case of self drawing officer as the case may be.
. Reminder to the Drawing officer if he/she keeps silent on receipt of recovery requisition.
. Personal visit/contact through telephone to the Drawing officer requesting him/her to
effect recovery as per recovery undertaking signed by him.
. Addressing the Superior officer/Head of Department of the Drawing Officer requesting to
advise the Drawing officer for effecting recovery as per recovery undertaking.
. In case of mortgage of immovable property, send registered letter to the mortgager and
loanee to clear the dues.
. As a last resort, if all the above efforts end in futile, initiate RR action under the
provisions of Revenue Recovery Act 1968.

a. Send R.R. Demand notice in the form prescribed by the Corporation to all the parties

— Loanee and sureties / mortgager.

b. RR Personal hearing notice.
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Personal visit and counseling.
. In case no response within a period of 15 days, make Online RR requisition to

Collector of the District in which the District office is situated by observing the

formalities stated elsewhere in this guidelines for initiating R.R.

If the loanee and/or the surety are residing in other districts, separate RR shall be

initiated for the entire amount in their respective districts through online.

Obtain Online RRC and file. Also enter details in the BCDC Online.

. Ensure that proper RRC has received at the Village office / Taluk Office, and if not,

pursue at the O/o Deputy collector RR.

. RR reconciliation with village records shall be done on a Quarterly basis and report

compliance to HO before 10™ of succeeding month.
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RECOVERY OF MICRO CREDIT /MAHILA SAMRIDHI YOJANA

Unlike other loan schemes there is no collateral security in micro credit loans and hence the

situation warrants close monitoring and tracking of each and every loan for ensuring prompt

repayment. Periodic verification of the books of accounts of the NHGs of CDS/NGO has to be

conducted for ensuring the compliance of the directions of BCDC.

Recovery action against defaulted CDS

In case of default normal recovery steps explained elsewhere in this

manual has to be followed for recovering the dues.

1Y)

2)

On default, ordinary Notice shall be issued in the name of the present chairperson of the
CDS as well as the member secretary.

If no response a registered notice shall be sent to the same persons and copy may be send
to vice chairperson of the CDS and Panchayath President/Municipal Chairperson/
Corporation Mayor as the case may be.

Dues not cleared, personal visit shall be conducted and induce for clearing the dues, based
on which a report shall be prepared, duly marking a copy to head office.

If all these efforts are failed ordinary notice shall be issued to all the office bearers and
members of the NHGs concerned which shall be followed by a personal visit to all the
members of the same NHG. At this juncture, the matter shall be taken up with the District
Mission Co-coordinator, Kudumbasree and request him/her to intervene.

If all these measures end in vein, RR steps can be initiated against all the NHG members in
their personal capacity and CDS Chairperson, CDS vice Chairperson, Member Secretary in

their official capacity.

Recovery action against defaulted NGO.

The recovery action against defaulted NGO shall be taken against the NGO as well as its office

bearers.
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CONTROL OVER DEFAULT

Default is a common phenomenon in every financial institution but it is possible to keep it at bare
minimum through sustained efforts. Prompt action at the initial occurrence of default and relentless
follow up action will keep the default at minimum. To have control over default, loanees online
personal ledger shall be systematically scanned by the Project Assistant / Senior Assistant / Junior
Assistant who is in charge of the section in every month and issue notices promptly as and when
occurred. The fact of sending notices shall be recorded in the loan file. A close watch on the

response of the loanee and progress in remittance are also envisaged under control over recovery.

DEFAULT FOLLOW UP

Follow up means pursuing continuously without break. As such, a single act of recovery step does
not amount to follow up. Issuing notice to the defaulted loanee must follow other coercive actions
like issuing notice to the sureties / mortgager, personal visit and inducement etc in the case of no
response from the loanee on receipt of notice. The progress in recovery mostly depends on follow

up action.

INSTANCE OF FIRST DEFAULT

Default at first instance assumes significant importance in default follow up action. Default at the

1" instance is a trend setter. No action at the instance of 1* default will inculcate a feeling among

the potential defaulters that any number of installments can be defaulted without punitive action.
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Generally all the loanees are repaying minded and they avail the loan with the bonafide intension
of remitting promptly, thus they provide security, but due to situations beyond their control, they
may default an installment and actually the inaction at the end of the Corporation tempt them to
default more. When it is allowed to mount up without coercive action, then they will totally
incapable to repay huge amount in lump since all of our beneficiaries are poor/low income groups.
When we initiate stringent recovery action at this stage, they may think of how to evade repayment
by moving to litigation/complaint/petition to higher ups or at redressal forums. Virtually the laxity

and slackness in action persuade the loanees to commit default. Compulsorily issue notice or

make a phone call at the instance of the first default itself. Recovery action at the instance of

1** default and continuous follow-up at each default will help to keep the default at the bare

minimum.

PRECAUTIONS AGAINST MOUNTING OF DEFAULT

The Project Assistant, Assistant Manager and the District Managers should inspect age wise
defaulters list from the bcdconline periodically and initiate appropriate actions as prescribed

earlier.
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Recovery cell at unit offices and Recovery Department at Head Office.

With a view to give more emphasis on recovery and to ensure continuity in follow up action, there
shall be a recovery cell at each unit office. The District/Assistant Manager shall close monitor and
watch the progress of recovery. One or two assistants depending upon the quantum of work /
defaulters shall be posted in the recovery cell with specific assignment. They are responsible for
the preparation of periodical collection / default statement as stipulated elsewhere in this manual.
The District Manager shall watch and review the performance of the recovery cell periodically and

ensure that the cell works satisfactorily and is sufficient to keep the default level at the minimum.

In order to exercise proper control over the recovery actions of the units, there shall be a recovery
department at Head Office. The recovery department is entrusted with the following specific
functions:-

1. Monitoring of loan repayments

2. Control over default.
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TOOLS FOR RECOVERY
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MONTHLY DCB AND PREFIXED TARGET

The monitoring of loan repayment is done mainly through the monthly DCB statements (Demand,
Collection, Balance Statement) of unit offices. The rate of recovery as well as the collection
performance is available from the DCB statement which actually reflects the level of performance

of the unit with regard to recovery.

Control over default is mainly resorted to through prefixed collection targets. A standard is fixed
for curtailing accumulated arrear which is now laid down as 10% of total arrear. The presumption
based on the standard is that if the unit allows the arrear to mount up the target will always remain
high since 10% of such increased arrear will added with the prefixed target. The prefixed target
comprises 100% of current month’s EMI of all live loans + 10% of cumulative arrear of all loans.
The prefixed collection target is auto generated through BCDC online in every month, which will

form the basis for collection performance of the unit during that month.
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RECOVERY INSPECTION & AUDIT

Managing recovery also envisages recovery inspection and recovery audit. Periodical recovery
inspection in unit offices and field visits for ascertaining the effect of recovery action taken by the
unit will also arranged by Recovery Department at Head Office. Recovery Department will depute

persons to conduct recovery audit and it is their endeavor to look in to the lapses in recovery

follow up action and giving proper guidance for effective recovery. The team will report the

deviation and lapses to the Recovery Department which will initiate corrective steps. The thrust of
recovery inspection is to create a sense of responsibility for taking prompt recovery action and

make them accountable for lapses and ineptness.
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USE OF VEHICLE AND TOUR DIARY

Empirically it is shown that the most effective measure in default follow up action is field visit and
personal inducement for clearing arrears. The optimum use of vehicle will help not only to
accelerate repayment collection but to ensure proper utilization of loan for genuine projects. Such
a measure will facilitate to provide proper advice to run the venture successfully and generate
sufficient income to repay the loan promptly. Realizing the significance of field visit in

implementation of projects and default follow up, all the units are provided with vehicles.

The District Manager and other members of the staff while undertaking field visit must
record the matter in the loan file and the field inspection register. Before leaving the office, the
unit head shall give charge of the office to the next senior most officer available in the office by
recording it in the movement register as insisted by the administration department. The log book
maintained in the vehicle should tally the trips noted in the field inspection register. Before
proceeding to field visit, the unit head shall plan the trips in such a way that maximum number of
loanees/defaulters can be met/projects can be visited in one journey, thereby ensure optimum

utilization of vehicle.

While undertaking the field visit, the officer concerned shall prepare inspection report, noting the
persons contacted, duly acknowledged by him, projects visited, purpose etc. in the format

prescribed.
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CIVIL SUIT AS A MEASURE TO REALISE ARREAR

Filing civil suit in a competent court of civil jurisdiction is one of the measures to realize defaulted
arrear. But this is a process involving protracted legal procedures consuming enormous cost and
time which the Corporation cannot afford. So we are cautiously desisting from initiating civil suit
from our side. Further the Revenue Recovery action is found to be the best course of action
involving no cost with speedier relief. Hence the units are advised not to go for civil suit as a
measure of realizing defaulted arrears. However in case of dispute in terms of agreement or rate of
interest or else the loanees resorting to civil suit, we have to effectively defend it by engaging
competent counsels. Under such situation, the unit when served with summons of court/notice
shall inform the matter to the Head Office Legal Department for proper advice and guidance. The

units are not permitted to file vakalath or written statement showing the companies version without

the written permission from Head Office. The fees for service of counsel engaged for presenting

our version in a suit shall also be paid only with the prior permission of Head Office.
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SEIZURE OF ASSETS CREATED OUT OF LOAN AMOUNT

All the assets created out of loan amount availed from the Corporation will have first charge in
favour of the Corporation in terms of the loan agreement. This envisages proprietary right over the
asset entitles the Corporation to seize and sale in public auction in the event of default in
repayment. Usually this clause in the agreement is not invoked by the Corporation. Our mission
is to provide livelihood and for this, we are giving financial assistance. Taking back the asset used
for self employment venture amount to deprival of his earnings and a hindrance to livelihood and
hence we are desist from invoking the seizure provisions. However, if it is so requested by the
party stating his inability to use the asset and request to retake and relieve him from the burden of
loan liability and on other extreme cases, we are obliged to invoke the seizure provisions. Under
such a situation with the prior permission of Head office, the seizure provisions can be invoked by

the units by adopting the procedure laid down below:

The unit officer shall prepare a status report of the asset with brief particulars of its name,
make, year of manufacture, original cost, likely price it will fetch on forced sale, present
condition etc. in the format prescribed.

Seek prior permission of Head Office by giving the above particulars along with the details
of loan, default and recommendation for sanction.

An enforcement register shall be maintained at the unit for seizure with relevant particulars

of the asset.

In this context, it shall be in borne mind that the asset created out of loan amount is not
synonymous with asset pledged/mortgaged as collateral security. The later can be
seized/recovered only after following due process of law through a competent Court of Jurisdiction

or by pursuing RR.
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SCHEMES FOR DISTRESSED
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LOANEES DISTRESS RELIEF FUND (LDRF)

The Loan Schemes of KSBCDC Ltd is implemented aiming economic and social empowerment of
the weak and the poor sections of Backward and Minority communities. But unfortunate
situations like demise, full disability of the loanee, the sole earning member, put the family in
extreme hardship. In such untoward situations the bereaved family may not have sufficient means
to clear the outstanding dues of the deceased. A number of petitions of the like are receiving and
the Corporation is not in a position to entertain all such cases for want of some distress relief
schemes. There is a felt need to devise some distress relief scheme to rescue the distressed loanees
and the families.

Objectives of the Scheme

To provide solace to the bereaved family of the loanee who deceased or in other extreme distress
situations by waiving penal interest/interest or writing off the outstanding principal balance in loan
account.

Eligibility

Loanees of KSBCDC Ltd when met with untoward events like:

a) Death of the Loanee both Accidental and Natural, when the loan liability is outstanding
and family has no means to clear the dues.

Total disability of the loanee who loses his/her earning capacity by accident or by chronic
diseases after availing loan and family has no means to clear the dues.

The spouse who is the only earning member of the family deceased, leaving behind the
loanee with no means to clear the outstanding loan balance.

The spouse who is the only earning member of the family loses his/her earning capacity
by accident or by a chronic disease after availing loan and family has no means to clear
the dues.
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KSBCDC

Procedure

1) Based on petition received from the loanee/spouse/surety, the District Manager has to make
a personal visit and enquiry and submit a factual report to Head Office.

2) The report of the District Manager shall contain inter alia the following information.

The amount of loan and date.

Amount of loan repaid so far.

The nature of security for the loan

The Loan outstanding, showing separately, the interest, penal interest and the
principal outstanding.

Action taken so far for realizing the default dues.

Possibility/Non-possibility of realizing the dues, clearly eliciting the financial
background of the family

The specific grounds under which it proposes to grant.

The Board of Directors/ subcommittee of Board of Directors may consider the
petition along with the report of the District Managers and after an objective

evaluation may consider the quantum of relief.

Sources of Fund

1) Out of 0.75% of the processing fee, 0.25% to be apportioned to distress relief fund. In the

case of loans disbursed up to 31/03/2006, I 25 may be collected as balance processing fee
and credited to the Distress relief fund.

Such percentage of profit as may be decided by the Board of directors from time to time as
per the audited Balance Sheet and Profit & Loss Account of the year to be credited to the
fund as contribution of the Corporation.

3) The contribution received from NMDFC and NBCFDC on requisition.
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4) The contribution received from NMDFC and NBCFDC to be adjusted against 1%
additional interest margin.

5) Insurance claim if any received against the assets created out of the loan.

Extend of Relief

The amount of relief permitted from the fund shall be limited to the outstanding balance in
the loan account.

The penal interest and interest can be considered for waiver in all cases of death/disability
of the loanee/spouse (mentioned in clauses (a), (b), (c )& (d) of eligibility).

Write-off of principal amount/any part thereof can be considered on the death of loanee
only, in extreme deserving cases.

Documents required in support of claim

1) Death certificate from Local Self Government.

2) Disability certificate from Medical Board.
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OTS

One Time Settlement is a relief scheme declared by the Board of Directors from time to time to

accelerate recovery and for this the Board will decide the terms and conditions thereon. Depending

upon the policy decision necessary modules will be incorporated in the BCDC online and the

details will be made available in the OTs users’ manual
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ADALATH
Adalath is a relief scheme usually conducted by adjudication to settle chronic defaulted
loans based on the parameters laid down by the board of directors from time to time. The power of

adjudication is vest with the subcommittee of the Board constituted for the purpose. A personal

hearing of the loanee/surety or his/her dependents is a pre requisite in adjudication. Adalath is

conducted for granting relief under OLP loans, Housing loans, LDRE and other period over loans

etc and the solace is usually confined to waiver of penel interest, interest any.
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LOAN CLOSURE AND RELEASE OF

DOCUMENTS

The loan closure shall be done after proper verification and certification by the Staff concerned,
recommended by the Assistant Manager and authenticated by the District Manager. The release of

document shall be made only after the approval of DM.
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STATEMENT/REPORTS & REGISTERS

RELATED TO RECOVERY
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ONLINE STATEMENTS USED IN RECOVERY DEPARTMENT

. DCB Statement

. Pre-fixed target

. R.R. Statement

. Age-wise statement of default

. Suit Register related to loan files
Whenever a suit is initiated by or against the Corporation by loanee/ surety, the relevant
particulars shall be updated in the online suit register.

. Statement of Default under Micro Credit Scheme

. OTS Report

. LDRF Report
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REGISTERS

Effective recovery management postulates the maintenance of the following BCDC
online/Manual registers.

Loanee's Personal Register

Loanees Personal Register is available in BCDC online.

Revenue Recovery Register

Revenue Recovery Register assumes significance since
innumerable number of cases are being referred to RR and its accounting is very important
for proper control over recovery process. The RR details including RRC number should be
entered in BCDC online.

Suit Register

In order to keep track the pending suits related to recovery by or against the Corporation,
the suit details are to be entered in BCDC online suit register.

Salary recovery register

Whenever it requires to resort salary recovery, the fact of sending recovery schedules shall
be noted in BCDC online register maintained for the purpose.

Field Inspection register

Field Inspection Register must contain the details such as the loan number, Address, name
of officer who visited the loanee/ surety, date of visit, place, purpose of visit and response

of loanee.




KSBCDC Recovery Manual 2011-12

NOTICES
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RECOVERY NOTICE AND OTHER CHARGES

Ordinary Notice 3 10/-
. Registered Notice % 30/- per notice
Salary recovery requisition 3 30/- per notice

. R.R. Demand Notice 3 30/- per notice

. R.R. requisition to Collector 3 30/-

Copy of the notices shall be filed in the loan file and based on which alone charges can be
levied on the loanee. The above charges shall be debited to the respective loan account on

the date of notice.

Effective service of notice

Sometimes the notices sent by registered post are returned with the postal remarks like —

1. Unclaimed

2. Refused

3. Left station/not known
Sometimes neither the postal cover nor the acknowledgement received back from the addressee.
In all the above situations, the presumption is that the letter is deemed to have been served to the
addressee. Such unclaimed /refused notices shall be kept in the loan file without opening the
envelope. The relevant provisions are contained in Section 27 of General Clauses Act 1897.

In case of notices returned with remark ‘expired’ .appropriate recovery actions may be initiated

including field inspection and LDRF adalath.




KSBCDC Recovery Manual 2011-12

NOTICES STIPULATED FOR RECOVERY ACTION

. Ordinary Notice (inland) at 1*' default

. Ordinary Notice (inland) to the loanee

. Notice to the loanee

. Registered Notice to the surety/mortgager with copy
to the loanee

. Salary recovery notice to the drawing officer
. Salary recovery — reminder notice
. Salary recovery — notice to the Higher authority
. Reminder letter to Higher authority
. D.O letter to Higher authority
. Letter to with held terminal benefits

. Notice to the drawing officer to stop salary recovery
since the amount has been referred to RR.

. Prior RR notice
. Hearing Notice to loanee and surety

. Notice advising the loanee to remit the amount
with the revenue authorities

. Report on personal visit
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Toacot KERALA STATE BACKWARD CLASSES DEVELOPMENT CORPORATION LTD.,

(A Government of Kerala undertaking)
District Office

Sub : KSBCDC Ltd., - Default of loan under self-employment scheme by  Sri/Smt
- Request for recovery from salary of the surety Sri/Smt
, working as
Loan Agreement No. ..........ccvenennee dated
Salary recovery undertaking signed by you on
Govt. Circular no. 52/2010/fin dated 15-06-2010 of Principal Secretary
(Finance)

We would like to invite your attention to the reference cited in which Sri/Smt
working as in your
office/organization is a surety to Sri/Smt for availing a
loan from the Corporation. An amount of was sanctioned to Sri/Smt
scheme
The loan together with interest at prescribed
rate is repayable in

Sri/Smt has defaulted an amount of

as principal and interest as on

The loan was sanctioned ion the basis of employment certificate produced by the above
employee, where in the employee and his Head of office have given necessary undertaking for effecting
recovery from salary at source, in case of default by the loanee. The loanee defaulted
installments amounting to In addition to the defaulted
amount, there remains an amount of towards future installments both of which has to be
recovered from the salary of the surety.

I, therefore, request you to recover an amount of per month from the
salary of Sri/Smt onwards. You are requested to effect
recovery till the entire dues are cleared. The amount recovered may be sent by way of DD in favour of
District/Regional Manager, KSBCDC Interest at % may also be collected
for the period from up to the date of completion of collection.

If however, the above incumbent has been transferred from your office/institution, this letter
may please to be forwarded to the present Head of Office under intimation to this office.

Thanking you in anticipation.
Yours faithfully
for KSBCDC Ltd.,

District Manager

Reg: office: T.C. 27/588 (7)&(8), SENTINEL", 2™ Floor, Pattoor, Vanchiyoor P.O,
Thiruvananthapuram-35
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REMINDER

KERALA STATE BACKWARD CLASSES DEVELOPMENT CORPORATION LTD.
(A Government of Kerala Undertaking)
District Office:

Sub : KSBCDC Ltd. — default on self employment loan — recovery from the salary of surety
Sri/Smt .working as

Ref : 1. This office letter even no dated
2.Circular No. 52/10/Fin Dated 15/06/2010 from Finance(PUC) Department.

We would like to invite your kind attention to the reference 1% cited, wherein we had requested that
give necessary direction to the drawing officer, for effecting salary recovery We regret to inform that we
have not received so far any amount towards salary recovery from the surety Sri./Smt
who is being surety to Sri./SMt.....cccoooiviniviivisiiiieiiienee . As a result defaulted amount accumulated to

and outstanding balance in A/c as on this date is Rs respectively, it was also causing disruption
to our avowed objective of serving the poor. As per the ref 2nd cited ,Govt.gives strict instruction to all head
of departments to effect salary recovery promptly ,if failure to recover salary as demanded will be personal
responsibility. Hence you are once again humbly requested to give necessary direction to the drawing officer
who is working under you to oblige our request. Otherwise we are forced to take the matter with your Senior
Officer.

Thanking you in anticipation.
Yours faithfully
For KSBCDC Ltd

District manager

Copy to:- The Drawing Officer

Reg: office: T.C. 27/588 (7)&(8), SENTINEL", 2" Floor, Pattoor, Vanchiyoor P.O,
Thiruvananthapuram-35
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KERALA STATE BACKWARD CLASSES DEVELOPMENT CORPORATION LTD.
/k (A Government of Kerala Undertaking)
District Office:
N

KSBCDC

No

Sub : KSBCDC Ltd — default on self employment loan — requisition of recovery from the
salary letter to drawing Offiicer .. Treg
1.Loan Agreement with loanee and surety with this Corporation on
2.Circular No. 52/10/Fin Dated 15/06/2010 from Finance(PUC) Department.
3This office letter even no dated to the drawing officer
4.This Officer letter to the(Higher Authority)
5.Salary recovery undertaking signed by the drawing Officer on

KSBCDC was incorporated by the Government of Kerala for the comprehensive development of the
Backward classes and Minority communities of Kerala. As a measure to uplift the poor among them soft
loans are provided to them. As per the ref.lst cited loan amount with interest repayable in convenient
monthly instalments and repayment of which is secured by employees personal surety with undertaking by
the drawing /Pay disbursing officer to recover from salary of the surety in case of default by the loanee. As
per the ref 2nd cited, Govt. gives strict instruction to all head of departments to effect salary recovery
promptly ,if failure to recover salary as demanded will be personal responsibility.

working as in  the office of the extended surety to
Sri./Smt for availing a loan of Rs under Self Employment Scheme/ As per the
ref.5" cited the surety and the drawing officer jointly undertook to recover the default amount from the
Salary. And on the strength of which, we have disbursed the loan. When the loanee defaulted Rs
have made necessary requisition before the drawing officer to effect recovery as per the
undertaking provided by him.

But it is regretted to bring your kind attention that in spite of repeated reminders, he has not
considered our request by effecting the recovery. As a result defaulted amount accumulated to Rs
outstanding balance in A/c as on this date is Rs respectively It was also causing disruption to our
avowed objective of serving the poor. Hence requested esteemed interference in this matter to give
necessary direction to the drawing officer who is working under you to oblige our request.

Thanking you in anticipation.
Yours faithfully
For KSBCDC Ltd

District Manager
Copy to:- The Drawing Officer

Reg: office: T.C. 27/588 (7)&(8), SENTINEL", 2™ Floor, Pattoor, Vanchiyoor P.O,
Thiruvananthapuram-35
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KERALA STATE BACKWARD CLASSES DEVELOPMENT CORPORATION LTD.
(\ (A Government of Kerala Undertaking)
/.\ District Office:

had extended surety to
Sri./Smt
for availing a loan of Rs. .......ccccvevvviennnens /- from this Corporation .The outstanding dues in this

loan account as on today iS RS. .....cccceevvieeiiiieniiiineeenen, /-

It is known that  Sri./Smt
retire/retired on
Sri./Smt. has voluntarily

given his / her consent to recover the dues from his /her terminal benefits. (copy attached ).

Kindly note the financial liability in his/her service records and the receipt to the letter may be
acknowledged.
Soliciting your kind co-operation in safeguarding the Government fund,

Yours faithfully

DISTRICT MANAGER
Copy to: - Sri./Smt

Reg: office: T.C. 27/588 (7)&(8), SENTINEL", 2" Floor, Pattoor, Vanchiyoor P.O,
Thiruvananthapuram-35
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KERALA STATE BACKWARD CLASSES DEVELOPMENT CORPORATION LTD.

(A Government of Kerala Undertaking)
District Office: .c.cvevecricncercccecceene

Sub : KSBCDC Ltd., - Default on loan under self-employment scheme salary
from surety-Sri/Smt , working as

We invite your kind attention to the reference cited in which we have requested you to

make recovery @ ° per month from the salary of Sri/Smt
, who is a surety to Sri/Smt

who has availed a self employment / loan, Since the loanee closed
the loan account by remitting entire dues on , we would request you to stop
recovery from the salary of Shri/Smt / since the loanee has
cleared the defaulted amount as on , we would like to request you to
keep the recovery notice in abeyance till further communication from this office.

Thanking you for your kind co-operation.
Yours faithfully
for KSBCDC Lid.,

District Manager
Copy to Surety

Reg: office: T.C. 27/588 (7)&(8), SENTINEL", 2" Floor, Pattoor, Vanchiyoor P.O,
Thiruvananthapuram-35
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ANNEXURES

1. Sample Notices
a) Reminder Letter to Tahsildar/Village Officer
b) Letter to Higher Authority
c) Village/Taluk Office Inspection Report
d) OTS closing of RR file — Intimation to Tahsildar
Letter to Village Officer and Sub Registrar — Loan Closure Intimation

Format for releasing documents

2. G.Os and Notifications
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Reminder Letter to Tahsildar / Village Officer

No. oo
aflodomoal

@aOMITBEOd,

Qla¥®o; G .a@@.onil.aul.al.av). RR @)S1@lds -  qe.oniawla)

m)alm: 1 RRC No. ... ...
2. D@ W6 @PA@AMI(@o
3. @00 @oadlavleel (date) ©RI IDB® MMUB O,
)alM 3EMBIAle. BAME AV)2IM(A IO MIOSY A lOW)M )SIBG DHGUDIESW)o SRIN|DHGHUIDESD)o

BaIEI@d RR MSaISIHUB @)@.Elajl@)an).

DYSIWBID DOMI & ..ooo. ois i s e e e s

SBDBGLOW] QIlRIoS, ;
Qe HEd D) ;

@meng@e$ocoﬂﬁm®qdo Qile1os, ;

Sl Q@I RR Q] mOglanQIeo . gnem GlQIm.
. ®)al gDDSOBELROTRD)OTE.
@ODTIMOIT QW IEHIBM)s BRODIEHIRM)o af@BE MSals] MW le@la] QIO@al @Sl af(@D)o BQID.
gD DSOELHEMODM}o BRTIMIB MIOEGWo SNUMWOHISF BFOadlMBDOBES MTBD:EMODM)o BRR,BIIEH)AN).
QAR INODEDOOS
8R1gI0MIEMERA

al®@aT: QIOWalenNIMm

SROM(EHOPM
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Letter to higher authority

No. BCDC/1700/JSP/12 Dt. 10/02/2012
To

The Principal Secretary
Finance Department
Govt. Secretariat,
Trivandrum.

Qlla¥@o: Sri. Yoonus.A, Asst. Ex. Engineer - KSBCDC QIo@al &)S1i@le»
SRIOW L@ MV.ONIM U af

a)alm : RRC No. B9.22108/03 dated 04/06/2003 of District Collector Alappuzha.

BATBAIOGIT QlaUD CTIGRID ER GREBBMIOS (VAW @aUEMIEH)N). AV)ald (A IdHO®
QO IHOEMO® (Wl MIWI0)GIa8, @ROWIELHIF) QISELH ol)EMQIS, GEPMUSBIROW.,
OWod)Bo. il aMM@OUBED)o SIWOOAW GROMIEHIEMOD® (WBl. )M, af), COWIEHIS)
QISBEH o ljomBQllS, OPMUSBIROW., OW.d»)B.. ail.ed (working as Asst. Executive Engineer,
Finance Inspection Wing (Technical) Govt. Secretariat, Trivandrum) a)(ID@OUBER)e @B
0BT IZHET IRNERITT OQIMY) OlEHAIOl MSaISIHUB MIAIMITBLH)N). S BRIOEMI@3 DB
dlaim. 72550/~ ®)al GNOWIOM)ENE. QO lEHOMOI® (WBl.  MaI0)glem  ealdld
MLOOQIEER-.NA QAIMDEHUB BN} @OMMILID af)N) aOMITBRIQ OGO IS Ol8I0Ads

02D @EIEHM MO0 2IQIOWIES, S1 GROWIT SRON|EHIPMOI® (Bl D)MW, aof), GO,

)W) SIQ]  aBERIDIDO)OS  ENOW OO A l@IWoMla] SO MAQlm  ony«slcd

BROUOEIS|CTMEMOANM @G ALAIER)MM). @)SOO® @aoMIMEId (RR) &OACHOHCISSIm)6S
NOC 2I€la|@m @daH. MI(@ED SRIODEHIOMOI® (W3], WM. af), €& NLC M@BOQ!) af)Mds)S]
@ROIW] 1))V )MN).

QW I EWI6S,

8R1gJ0 MOBMER®.

Copy to .Sri. Yoonus.A,

Asst. Executive Engineer,

Finance Inspection Wing(Technical)
Govt. Secretariat, TVM. (for information)
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Village/ Taluk Office Inspection Report
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RR all®@lQl @maiqun

DAl MTBHID DQUMEUB (HDDOW] @RS ] QIGYID].

@QIMRHUB NQI: MTVHWF)TB @ (HDDOWSOLIEs1Rl). @RS QI)M).
WAl QNGB MTVBODB]R) . BRSQl BM)o S DAY

Qlleg)ss’ ESRIROITE aN@ TS gDE.

@IS AIOM)AN BOREMTNIMS 2 N@ES QIlBLISIITS MIAD DSES.

7. ©@sS® MSals] QlQIee8RU3
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OTS Closing of RR file — Intimation to Tahsildar
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Letter to Village Officer and Sub Registrar- Loan closure Intimation

Qla¥@o @ 6O.a)qV.onil.qul.ansl.qu).-gDS)EH1-ZDD BHHIBAIBOAUMITE MIAN)o af)S)OHIFISB
QIO &HBBOM Ol TV.CRIMUW 4.
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Format for releasing documents
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KSBCDC

Kerala Gazette No.34 dated 25™ August 1998 Section IV

PART I

GOVERNMENT OF KERALA
Revenue (S) Department

NOTIFICATION

G.0.(Ms)No0.409/98/RD Thiruvananthapuram, 27™ ) uly 1998

S.R.0.No0.752/98 — In exercise of the powers conferred by Section 71 of the Kerala
Revenue Recovery Act 1968 (15 of 1968), the Government of Kerala being satisfied that it is
necessary to do so in public interest, hereby declare that the provisions of the said Act shall be
applicable to the recovery of amounts due from any person to The Kerala State Backward Classes
Development Corporation Ltd., Thiruvananthapuram.

By order of the Governor,

V.S.SENTHIL
Special Secretary to Government

Explanatory Note
(This does not form part of the Notification but is intended to indicate its general purport.)

For ensuring realization of amounts due to The Kerala State Backward Classes
Development Corporation Limited from any person or institution, the Government have decided
that it is necessary in public interest to make applicable the provisions of the Kerala Revenue
Recovery Act, 1968 to the said Corporation.

The notification is intended to achieve the above object.

G.824/98/G.






