Internal memo no. 903/58 - Accts Div				Date: 28-02-2026	

Subject: SOP for second signature.
Keywords: blank cheques, second signature.

1. Several projects, associations and trusts do not have facility for online payments and require second signature of trustees, partners, directors. In some cases due to non-availability of these persons and/or ease of these operations the SOP for obtaining signatures on blank cheques is given under.
2. Ideally blank cheques should be collected for entire financial year in advance. For the first cycle cheques may be collected upto March, 2027 (13 or 14 cheques/months).
3. The details of cheques to be prepared/collected/signed is as under.
4. MBMC: prepare the following cheques:
	S No
	Purpose/description
	No. of cheques
	Crossed
	Beneficiary name to be written
	Mark not more than  or exact amount
	Dated
	Remarks

	1. 
	Payment to MCI
	12
	Yes
	Yes
	2,68,738
	Yes
	

	2. 
	Housekeeping
	12
	Yes
	Yes
	-
	Yes
	

	3. 
	Security services
	12
	Yes
	Yes
	-
	Yes
	

	4. 
	Gardening charges
	12
	Yes
	Yes
	-
	Yes
	

	5. 
	Electricity charges
	24
	Yes
	Yes
	1,000
	Yes
	

	6. 
	Property tax
	1
	Yes
	Yes
	4,50,000
	Yes
	SBI

	7. 
	Property tax
	1
	Yes
	Yes
	1,50,000
	
	Shop309

	8. 
	Property tax
	1
	Yes
	Yes
	15,000
	
	Shop6

	9. 
	Property tax
	1
	Yes
	Yes
	10,000
	
	Shop8

	10. 
	Day to day maintenance charges
	24
	Yes
	No
	25,000
	Yes
	

	11. 
	Cash withdrawal
	12
	No
	Self cheque
	10,000
	Yes
	

	12. 
	Salaries
	12
	Yes
	Yes
	40,000
	Yes
	

	13. 
	TDS
	12
	Yes
	Yes
	30,000
	Yes
	

	14. 
	GST
	12
	Yes
	Yes
	1,30,000
	Yes
	

	15. 
	Miscellaneous
	24
	Yes
	No
	25,000
	Yes
	






5. MCMET :
	S No
	Purpose/description
	No. of cheques
	Crossed
	Beneficiary name to be written
	Mark not more than  or exact amount
	Dated
	Remarks

	1. 
	EMI
	12
	Yes
	Yes
	  6,21,000
	Yes
	Tata Capital

	2. 
	Housekeeping
	12
	Yes
	Yes
	25K
	Yes
	

	3. 
	Security services
	12
	Yes
	Yes
	50K
	Yes
	

	4. 
	Gardening
	12
	Yes
	Yes
	25K
	Yes
	

	5. 
	Electricity charges
	12
	Yes
	Yes
	30K
	Yes
	

	6. 
	Property tax
	6
	Yes
	Yes
	2,40,000
	Yes
	

	7. 
	Day to day maintenance charges
	24
	Yes
	No
	25,000
	Yes
	

	8. 
	Cash withdrawal
	12
	No
	Self cheque
	10,000
	Yes
	

	9. 
	Salaries
	12
	Yes
	Yes
	1,50,000
	Yes
	

	10. 
	Allowances
	12
	Yes
	Yes
	10,000
	Yes
	

	11. 
	TDS
	12
	Yes
	Yes
	1,50,000
	Yes
	

	12. 
	GST
	12
	Yes
	Yes
	4,00,000
	Yes
	

	13. 
	Construction
	96
	Yes
	NO
	25,000
	Yes
	8 chq per month

	14. 
	Construction
	96
	Yes
	NO
	50,000
	Yes
	“

	15. 
	Construction
	96
	Yes
	NO
	1,00,000
	Yes
	“



Note: Construction related cheques – per month – collect in advance for labor and material payments.



6. MCTA:
	S No
	Purpose/description
	No. of cheques
	Crossed
	Beneficiary name to be written
	Mark not more than  or exact amount
	Dated
	Remarks

	1. 
	Housekeeping
	12
	Yes
	Yes
	75,000
	Yes
	

	2. 
	Security services
	12
	Yes
	Yes
	85,000
	Yes
	

	3. 
	Gardening
	12
	Yes
	Yes
	-
	Yes
	

	4. 
	Electricity charges
	24
	Yes
	Yes
	20,000
	Yes
	

	5. 
	Garbage charges
	12
	Yes
	Yes
	2,000
	Yes
	

	6. 
	Water bill 1st
	12
	Yes
	Yes
	5000
	Yes
	Meter1

	7. 
	Water bill 2nd
	12
	Yes
	Yes
	5000
	Yes
	Meter2

	8. 
	Property tax
	-
	-
	-
	-
	-
	

	9. 
	Day to day maintenance charges
	24
	Yes
	No
	10,000
	Yes
	Expense card

	10. 
	Cash withdrawal
	12
	No
	Self cheque
	10,000
	Yes
	

	11. 
	TDS
	12
	Yes
	Yes
	50,000
	Yes
	Yes

	12. 
	Miscellaneous exp
	24
	Yes
	No
	25,000
	Yes 
	






7. Gulmohar Residency welfare association:
	S No
	Purpose/description
	No. of cheques
	Crossed
	Beneficiary name to be written
	Mark not more than  or exact amount
	Dated
	Remarks

	1. 
	Housekeeping
	12
	Yes
	Yes
	3,00,000
	Yes
	

	2. 
	Security services
	12
	Yes
	Yes
	1,25,000
	Yes
	

	3. 
	Gardening
	12
	Yes
	Yes
	65,000
	Yes
	

	4. 
	Electricity charges
	24
	Yes
	Yes
	2,50,000
	Yes
	

	5. 
	Water charges
	24
	Yes
	Yes
	3,50,000
	Yes
	

	6. 
	Garbage charges
	12
	Yes
	Yes
	30,000
	Yes
	

	7. 
	Sweeping machine
	12
	Yes
	Yes
	30,000
	Yes
	

	8. 
	Plumber/Electrician
	12
	Yes
	Yes
	30,000
	Yes
	

	9. 
	Water Tanker charges
	12
	Yes
	Yes
	35,000
	Yes
	

	10. 
	BPCL
	24
	Yes
	Yes
	30,000
	Yes
	

	11. 
	MPSVC-A/c Mgmt
	24
	Yes
	Yes
	6,000
	Yes
	

	12. 
	Property tax
	-
	-
	-
	-
	-
	

	13. 
	Day to day maintenance charges
	24
	Yes
	No
	10,000
	Yes
	8,000/- linemen

	14. 
	Cash withdrawal
	12
	No
	Self cheque
	10,000
	Yes
	

	15. 
	AMC – Lifts – 17
	68
	Yes
	Yes
	70,000
	Yes
	4 chq per lift per year

	16. 
	TDS
	24
	Yes
	Yes
	25,000
	Yes
	Lifts AMC not included

	17. 
	Miscellaneous
	24
	Yes
	No
	25,000
	Yes 
	














8. Greenwood Residency Welfare Association:
	S No
	Purpose/description
	No. of cheques
	Crossed
	Beneficiary name to be written
	Mark not more than  or exact amount
	Dated
	Remarks

	1. 
	Housekeeping
	12
	Yes
	Yes
	1,00,000
	Yes
	

	2. 
	Security services
	12
	Yes
	Yes
	1,00,000
	Yes
	

	3. 
	Gardening
	12
	Yes
	Yes
	25,000
	Yes
	

	4. 
	Electricity charges
	24
	Yes
	Yes
	1,00,000
	Yes
	

	5. 
	Water charges
	24
	Yes
	Yes
	1,00,000
	Yes
	

	6. 
	Garbage charges
	12
	Yes
	Yes
	 10,000
	Yes
	

	7. 
	Sweeping machine
	12
	Yes
	Yes
	8,775
	Yes
	

	8. 
	Plumber/Electrician
	-
	-
	-
	-
	-
	

	9. 
	Water Tanker charges
	-
	-
	-
	-
	-
	

	10. 
	BPCL
	24
	Yes
	Yes
	10,000
	Yes
	

	11. 
	MPSVC-A/c Mgmt
	24
	Yes
	Yes
	6,000
	Yes
	

	12. 
	Property tax
	NA
	NA
	NA
	NA
	NA
	

	13. 
	Day to day maintenance charges
	24
	Yes
	No
	10,000
	Yes
	

	14. 
	Cash withdrawal
	12
	No
	Self cheque
	10,000
	Yes
	

	15. 
	AMC – lifts 4nos
	16
	Yes
	Yes
	70,000
	Yes
	Each lift 4 chqs - prabhakar

	16. 
	TDS
	12
	Yes
	Yes
	10,000
	Yes
	AMC not included

	17. 
	GST
	-
	-
	-
	-
	-
	






9. Nilgiri Heights Welfare Association:
	S No
	Purpose/description
	No. of cheques
	Crossed
	Beneficiary name to be written
	Mark not more than  or exact amount
	Dated
	Remarks

	1. 
	Housekeeping
	12
	Yes
	Yes
	50,000
	Yes
	

	2. 
	Security services
	12
	Yes
	Yes
	60,000
	Yes
	

	3. 
	Gardening charges
	12
	Yes
	Yes
	20,000
	Yes
	

	4. 
	Electricity charges
	24
	Yes
	Yes
	30,000
	Yes
	

	5. 
	Sweeping machine
	12
	Yes
	Yes
	8,775
	Yes
	

	6. 
	Plumber/Electrician
	-
	-
	-
	-
	-
	

	7. 
	Water Tanker charges
	-
	-
	-
	-
	-
	

	8. 
	BPCL
	24
	Yes
	Yes
	10,000
	Yes
	

	9. 
	MPSVC-A/c Mgmt
	24
	Yes
	Yes
	6,000
	Yes
	

	10. 
	Property tax
	NA
	NA
	NA
	NA
	NA
	

	11. 
	Day to day maintenance charges
	24
	Yes
	No
	-
	Yes
	

	12. 
	Cash withdrawal
	12
	No
	Self cheque
	10,000
	Yes
	

	13. 
	TDS
	12
	Yes
	Yes
	10,000
	Yes
	AMC not included






10. Bloomdale Residency Welfare Association:
	S No
	Purpose/description
	No. of cheques
	Crossed
	Beneficiary name to be written
	Mark not more than  or exact amount
	Dated
	Remarks

	1. 
	Housekeeping
	12
	Yes
	Yes
	35,000
	Yes
	

	2. 
	Security services
	12
	Yes
	Yes
	65,000
	Yes
	

	3. 
	Gardening
	12
	Yes
	Yes
	20,000
	Yes
	

	4. 
	Electricity charges
	24
	Yes
	Yes
	50,000
	Yes
	

	5. 
	Sweeping machine
	12
	Yes
	Yes
	8,775
	Yes
	

	6. 
	Plumber/Electrician
	-
	-
	-
	-
	-
	

	7. 
	Water Tanker charges
	6
	Yes
	Yes 
	5,000
	-
	Not regular

	8. 
	BPCL
	12
	Yes
	Yes
	10,000
	Yes
	

	9. 
	MPSVC-A/c Mgmt
	24
	Yes
	Yes
	6,000
	Yes
	

	10. 
	Lift 
	4
	Yes
	Yes
	50,000
	Yes
	Prabhakar

	11. 
	Day to day maintenance charges
	-
	-
	-
	-
	-
	

	12. 
	Cash withdrawal
	12
	No
	Self cheque
	10,000
	Yes
	

	13. 
	TDS
	12
	Yes
	Yes
	5,000
	Yes
	






11. AVR Gulmohar Homes Residency welfare association:
	S No
	Purpose/description
	No. of cheques
	Crossed
	Beneficiary name to be written
	Mark not more than  or exact amount
	Dated
	Remarks

	1. 
	Housekeeping
	12
	Yes
	Yes
	20,000
	Yes
	

	2. 
	Security services
	12
	Yes
	Yes
	40,000
	Yes
	

	3. 
	Gardening charges
	-
	-
	-
	-
	-
	

	4. 
	Swimming pool 
	12
	Yes
	Yes
	15,000
	Yes
	

	5. 
	Electricity charges
	24
	Yes
	Yes
	80,000
	Yes
	

	6. 
	Sweeping machine
	12
	Yes
	Yes
	8,775
	Yes
	

	7. 
	BPCL
	12
	Yes
	Yes
	10,000
	Yes
	Generator-1

	8. 
	MPSVC-A/c Mgmt
	12
	Yes
	Yes
	6,000
	Yes
	

	9. 
	AMC – 1lift
	4
	Yes
	Yes
	50,000
	Yes
	Prabhakar

	10. 
	Day to day maintenance charges
	12
	Yes
	No
	10,000
	Yes
	Suman expense card

	11. 
	Cash withdrawal
	12
	No
	Self cheque
	10,000
	Yes
	

	12. 
	TDS
	12
	Yes
	Yes
	10,000
	Yes
	AMC not included


 



12. Silver Oak Welfare Association:
	S No
	Purpose/description
	No. of cheques
	Crossed
	Beneficiary name to be written
	Mark not more than  or exact amount
	Dated
	Remarks

	1. 
	Housekeeping
	12
	Yes
	Yes
	80,000
	Yes
	

	2. 
	Security services
	12
	Yes
	Yes
	2,20,000
	Yes
	

	3. 
	Gardening charges
	12
	Yes
	Yes
	1,20,000
	Yes
	

	4. 
	Swimming pool 
	12
	Yes
	Yes
	15,000
	Yes
	

	5. 
	Electricity charges
	24
	Yes
	Yes
	1,50,000
	Yes
	

	6. 
	Water bill
	12
	Yes
	Yes
	20,000
	Yes
	

	7. 
	Plumber
	12
	Yes
	Yes
	30,000
	Yes
	

	8. 
	Electrician
	12
	Yes
	Yes
	30,000
	Yes
	

	9. 
	Garbage charges
	12
	Yes
	Yes
	16,200
	Yes
	Fix

	10. 
	BPCL 
	12
	Yes
	Yes
	15,000
	Yes
	Generators-3

	11. 
	MPSVC-A/c Mgmt
	12
	Yes
	Yes
	6,000
	Yes
	

	12. 
	AMC – lift-1
	4
	Yes
	Yes
	50,000
	Yes
	prabhakar

	13. 
	AMC – lift-2
	4
	Yes
	Yes
	50,000
	Yes
	prabhakar

	14. 
	Day to day maintenance charges
	12
	Yes
	No
	10,000
	Yes
	Expense card

	15. 
	TDS
	12
	Yes
	Yes
	10,000
	Yes
	






13. Soham Mansion Owners Association: 
	S No
	Purpose/description
	No. of cheques
	Crossed
	Beneficiary name to be written
	Mark not more than  or exact amount
	Dated
	Remarks

	1. 
	Housekeeping
	12
	Yes
	Yes
	20,000
	Yes
	

	2. 
	Security services
	12
	Yes
	Yes
	40,000
	Yes
	

	3. 
	Electricity charges
	24
	Yes
	Yes
	10,000
	Yes
	

	4. 
	Day to day maintenance charges
	12
	Yes
	No
	10,000
	No
	

	5. 
	Cash withdrawal
	-
	-
	-
	-
	-
	

	6. 
	TDS
	-
	-
	-
	-
	-
	

	7. 
	GST
	-
	-
	-
	-
	-
	




14. Biopolis:
 
	S No
	Purpose/description
	No. of cheques
	Crossed
	Beneficiary name to be written
	Mark not more than  or exact amount
	Dated
	Remarks

	1. 
	EMI-vehicle
	12
	Yes
	Yes
	13,028
	Yes
	Glanza

	2. 
	Housekeeping
	12
	Yes
	Yes
	-
	Yes
	

	3. 
	Security services
	12
	Yes
	Yes
	-
	Yes
	

	4. 
	Gardening charges
	-
	-
	-
	-
	-
	

	5. 
	Swimming pool 
	12
	Yes
	Yes
	-
	Yes
	

	6. 
	Electricity charges
	24
	Yes
	Yes
	25,000
	Yes
	

	7. 
	Sweeping machine
	12
	Yes
	Yes
	-
	Yes
	

	8. 
	Plumber/Electrician
	-
	-
	-
	-
	-
	

	9. 
	Water Tanker charges
	-
	-
	-
	-
	-
	

	10. 
	BPCL
	12
	Yes
	Yes
	20,000
	Yes
	

	11. 
	MPSVC-A/c Mgmt
	12
	Yes
	Yes
	2,30,000
	Yes
	

	12. 
	AMC – 1lift
	-
	-
	-
	-
	-
	-

	13. 
	Day to day maintenance charges
	12
	Yes
	No
	10,000
	Yes
	

	14. 
	Cash withdrawal
	12
	No
	Self cheque
	10,000
	Yes
	

	15. 
	TDS
	12
	Yes
	Yes
	30,000
	Yes
	

	16. 
	GST
	-
	-
	-
	-
	-
	

	17. 
	Salaries
	12
	Yes
	Yes
	48,000
	Yes
	







15. Inventopolis : 
	S No
	Purpose/description
	No. of cheques
	Crossed
	Beneficiary name to be written
	Mark not more than  or exact amount
	Dated
	Remarks

	1. 
	Housekeeping
	-
	-
	-
	-
	-
	

	2. 
	Security services
	-
	-
	-
	-
	-
	

	3. 
	Gardening charges
	-
	-
	-
	-
	-
	

	4. 
	Electricity charges
	12
	Yes
	Yes
	1,000
	-
	

	5. 
	MPSVC-A/c Mgmt
	12
	Yes
	Yes
	2,36,000
	Yes
	

	6. 
	Day to day maintenance charges
	-
	-
	-
	-
	-
	

	7. 
	Cash withdrawal
	1
	No
	Self cheque
	10,000
	Yes
	

	8. 
	TDS
	12
	Yes
	Yes
	10,000
	Yes
	

	9. 
	GST
	-
	-
	-
	-
	-
	




16. BRT - Timmapur: 
	S No
	Purpose/description
	No. of cheques
	Crossed
	Beneficiary name to be written
	Mark not more than  or exact amount
	Dated
	Remarks

	1. 
	Housekeeping
	-
	-
	-
	-
	-
	

	2. 
	Security services
	12
	Yes
	Yes
	40,000
	Yes
	

	3. 
	Gardening charges
	-
	-
	-
	-
	-
	

	4. 
	Electricity charges
	12
	Yes
	Yes
	1,000
	Yes
	

	5. 
	MPSVC-A/c Mgmt
	-
	-
	-
	-
	-
	

	6. 
	Day to day maintenance charges
	-
	-
	-
	--
	-
	

	7. 
	TDS
	12
	Yes
	Yes
	10,000
	Yes
	

	8. 
	GST
	-
	-
	-
	-
	-
	



17. Vista Homes: 
	S No
	Purpose/description
	No. of cheques
	Crossed
	Beneficiary name to be written
	Mark not more than  or exact amount
	Dated
	Remarks

	1. 
	Electricity charges
	12
	Yes
	Yes
	1000
	Yes
	



18. The above cheques must be printed not hand written.
