


Standard Operating Procedure for Reconciliation of Unaccounted 
Bharatkosh Receipts Received Through NEFT/RTGS Mode. 

 
 

SCENARIO A - The payee has created the deposit slip but has not 
updated the UTR on Bharatkosh 
 

1. PAO to confirm if the mandate form/deposit slip has been generated by 
the payee before the transfer of an amount to the PAO‟s RBI receipt 

account. The details can be verified through BK-02: Know Your 
Transaction report.  

 

2. If the column titled UTR is blank in BK 02, it indicates that the UTR has 
not been updated by the payee. The payee is to be contacted and 

requested to update the UTR against the transaction on Bharatkosh. 
PAOs/DDOs should apprise the user that UTR must be entered carefully 
through the „Track Your Payment‟ option on „Bharatkosh‟. The user must 

not miss any alphabet or digit while entering the UTR and verify the same 
before submitting. 

 
3. If the UTR is not updated against a transaction within fifteen days of the 

generation of the mandate form/ deposit slip, the deposit slip will no 
longer be accessible to the payee on Bharatkosh. In such a scenario, a 
fresh mandate form/ deposit slip has to be generated by the payee.  

 
4. In case of a discrepancy in the UTR number entered by the payee and the 

UTR reported in CN by RBI, the correct UTR (as reported in the RBI scroll) 
may be shared with the payee and they may be requested to update the 
same on Bharatkosh.  

 
5. PAO to sensitize the payee that the correct radio button (NEFT or RTGS) is 

selected before entering of UTR and space bar is not pressed after 
entering the UTR.  

 

6. PAO to ensure that the PAO code, Amount, Debit account number, and 
UTR entered by the payee are the same as per the details reported in the 

scroll/CN shared by the RBI. In case of a discrepancy in PAO, Amount, or 
Debit account number, the payee may be requested to generate a fresh 
deposit slip/mandate form with the correct details as per the CN. 

 
SCENARIO B - The payee has transferred the fund directly to the RBI 

receipt account without creating a deposit slip 
 

1. PAO to refer to BK-09 – Reconciliation Report to identify transactions that 

are “unsettled” made through both online (CC/DC/UPI/NB) and offline 
(NEFT/RTGS) modes. The scrolls for unsettled transactions appear in error 

and can be checked through the BK 10 - NTRP Receipt Scroll Report. 
 

2. The CN reported by RBI is reflected under BK-10. The credit notification 

includes details such as debitor name, Debit Account Number, UTR, and 
amount. The Debit Account number and/or the UTR reported can be used 

as a search criterionto track the payee details using BK 02. 



 
3. If the PAO is unable to trace the payee using BK 02, they shall go to 

https://bharatkosh.gov.in/NTRPHome/Index and go to the menu – 
Login/Register. 
 

 
 

 
4. A pre-created username and password will be provided to each PAO 

onboarded on Bharatkosh. The user will key in the username and 

password and login on Bharatkosh.  
 

 
 

 

https://bharatkosh.gov.in/NTRPHome/Index


5. On successful login, the user will be prompted to change the password 
mandatorily 

 
 

6. After successful change of password, the PAO user will login with new 

password. On successful login on Bharatkosh, the following screen will 
open 
 

 
 

7. The PAO will go to the “My Account”  My Profile and update the name, 

email ID and mobile number.  
 

 
 

 



 

 
 
 

8. A dummy bank, account number and IFSC code will be pre-filled in each 
PAO‟s profile. The PAO will not be able to edit the bank account details in 

their profile. 
 
 

 



 
9. The PAO will not be allowed to edit the Bank Name, Bank Account and 

IFSC code. If the user attempts to edit the mentioned field(s), an error 
message will be displayed: 

 

 
 
 

10.Once the profile is completed, the PAO will click on the “Make Payment” 

dropdown and select “Payment to GoI” 
 

 
 

11.On clicking, the following screen will open 
 

 
 



12.PAO will click on the highlighted icon to select the Ministry/ Department 
and the purpose 

 

 
 

 
13.On clicking the icon, the following pop-up will open 

 

 
 

14.PAO will select the Ministry/ Department and search for the purpose which 

they wish to select. The PAO will select the purpose - “Settlement of 
Unaccounted Bharatkosh receipts received through NEFT RTGS” 

which will be pre-created to ensure uniformity and to keep a track of 
transaction reconciled through the given process. 
 

15.The name of the purpose will appear in the form of a hyperlink. The user 
will select the purpose for payment by clicking on the hyperlink. On 

selecting the purpose, the following form will open where the purpose, 
payment type, PAO, and DDO will be pre-filled based on the purpose 
selected. 

 

 



 
16.PAO will fill in the amount as per the CN in BK 10, and enter suitable 

remarks to identify the transactions that have been accounted for by the 
PAO on behalf of the actual payee. The PAO will click on the “Add” button 

 

 
 

17.On clicking “Add”, the following table will be displayed. If the PAO is okay 

with the details, they will click on “Next”. If they wish to change the 
details, they may click on the “delete” icon and make a fresh selection. 

 

 
 

18.On clicking “Next”, the following page will open where the user will fill in 

the depositor details and select the mode through which they wish to 
return the unspent balance. 

 



 
 

19.Name, email ID, and mobile number will be pre-filled based on the details 

entered while creating the Bharatkosh ID. The PAO to enter their PAO‟s 
name and PAO code in the depositor name. The user will fill in the address 

and select the desired mode of payment and click on “Next”. 
 

20.On clicking “Next” the user will reach the confirmation page on 

Bharatkosh. If the details are found to be satisfactory, the user will click 
on the “confirm” button. If the user wishes to edit the details, they will 

click on the “Back” button to make changes. 
 

 
 

 
21.If the selected mode of payment is offline (NEFT/RTGS): on clicking the 

“confirm” button, a deposit slip will be available for download.  

 

 



 
Sampledepositslip: 

 
 

22. PAO login on Bharatkosh, go to the track your payment menu, and 

update the UTR against the deposit slip generated.  
 

 

 
 

23. The PAO user credentials will be shared with O/o Pr. CCA/ 
CCA/CA of the concerned Ministry for sharing with the respective 

PAO 
 

SCENARIO C 
 

The RBI has reported the transaction in put-through but has not shared the 
credit notification. PAO to drop an email to ntrp-helpdesk@gov.inwith the details 
such as the amount, and date of credit. The team shall request RBI to share the 

missing CN. 
 

 
 
 

 
 

 
 
 

 
 

 

mailto:ntrp-helpdesk@gov.in


Key Points to be considered for settlement of unaccounted Bharatkosh 
Receipts 

 
1. PAO shall use the above method to settle unaccounted Bharatkoshreceipts 

for previous financial year only where the PAO is unable to trace the 
payee through BK-10 and BK 02 report 
 

2. The PAO shall be responsible for maintaining a record of the transactions 
that have been settled on behalf of the payee for accounting purposes. 

 

3. PAO to check if the transaction status is updated as “Transaction Success” 
on Bharatkosh after updating the UTR number. PAO shall login and go to 

the menu “Track your Payment” to check the Status. 
 

4. If the status is updated as “Transaction Success”, the PAO to check if the 

scroll is appearing as consumed in BK 10. 
 

5. PAO to check the BK 02 report for said transactions under the columns 

“Date of Credit to PAO Account”; “Date of Ledger Posting” and 
“Participation in Consolidation Month” 

 

6. These transactions shall be accounted for in the month open for 
consolidation in the current financial year irrespective of the financial year 

in which the NEFT/RTGS was credited. 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

 



Steps for Mapping of pre-created purpose: “Settlement of Unaccounted 
Bharatkosh receipts received through NEFT RTGS” 
 
1. A pre-created purpose - “Settlement of Unaccounted Bharatkosh receipts 

received through NEFT RTGS” has been made available for settlement of 
Bharatkosh receipts as per Scenario B of the OM. 

 

 
 
2. The mode of payment is pre-filled i.e “offline” for NEFT/RTGS. The PAO 

will not be allowed to change the mode 
 

 
 
3. The PAO user will be responsible for mapping of the purpose with the 

requisite function head and the DDO in whose books the amount will be 
adjusted. 

 
4. The user will click on the “Ministry Purpose Mapping” hyperlink to map the 
function head and DDO against the purpose. 

 

 
 

5. The PAO will select the purpose - “Settlement of Unaccounted Bharatkosh 
receipts received through NEFT RTGS” from the dropdown 
 



 
 
6. The PAO will map the desired DDO code and Head of Account against the 
purpose 

 

 
 
7. Once the function head and DDO has been mapped, the purpose shall be 
approved by the Principal Accounts Office. 

 

 
 



 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 
 
 


