
 
 
RECEIPT POLICIES 

 
1. Cheques from clients would be accepted only of those banks whose details have 

been provided during client registration.  
 
2. No third party cheques would be accepted. 

 
3. NO CASH PAYMENT IS ACCEPTED. 

 
4. The clients should ensure that the mails should be received by HO by 6 pm so that 

the benefit of the payment made by the clients can be posted to the ledger on the 
same day. 

 
5. Clients are advised not deposit any cash/cheque directly to company’s account. If 

cheque is deposited then intimation should be given in writing along with pay in 
slips otherwise credit will not given to client till proper documents are received 
from client.  

 
6. For outstation branches , payments made by the clients would be not posted to the 

account of the clients unless HO receives credit for the same by the bank since 
outstation clearing cheque takes a period of 15-20 days to get cleared. 

 
7. Local Cheques received within 2 PM will be posted to the ledger on the same day. 

The effect of the cheques received beyond 2 PM would be given on the next day. 
 

8. High Value cheque received from clients must be deposited within stipulated time 
and Sr. Accountant  would be responsible for depositing the same with bank.  
 

9. If client make payment through Pre-Funded Instruments (Demand Draft / Pay 
order) the same should be from his registered bank account with us and evidence 
should be produced to accounts department and unless until the proof, we will not 
giving credit to clients. 
 
  

 
 


