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SUB POST OFFICE INSPECTION
QUESTIONNAIRE

PART-l - ACCOUNTS

1. Verify cash and stamps balance of the office with reference to
respective stamp balance register and treasurers cash book taking
into account all the transactions. In order to confirm the balances lying
with the SO, compare the balances shown on the last acknowledged
SO slip with that of SO account and see that the balance arrived at
tallies.

1.1  Seethatvouchersin respect of balances forming part of cash are sent
to concerned sanctioning authority and the proof of having sent these
vouchers for sanction is on record. The details of such vouchers should
be noted in the inspection report. In case some voucher is forming part
of cash balance for a period of more than one year, a special reference
indicating the date from which such amount is forming part of cash
balance should be reflected in the IR.

1.2  See that amount kept out of account is correct and there are valid
reasons for keeping it as out of account. Also suggest remedial
measures, so that the cash can be accounted for on the same day.

1.3 Check the register of cheques received and see that the register is
maintained in prescribed proforma and that cheques do not suffer
delay. In case of delay, the reasons should be ascertained and reflected
in the IR. This check should be carried out for four days selected at
random preferably one day in each quarter.

1.4 Checkthe memo of authorised balances and take action for revision of
authorised balances, if required as per the requirements of Sub Post
Office.

2. Check the BO daily account last received in the SO and confirm that
the balances lying with BOs are tallying with the entries made in BO
Summary. See that total of BO summary tallies with the corresponding entry
in the SO A/c. Similar check should be exercised for one day in one quarter
i.e. in all for 4 days in a year selected at random.
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3.

Compare the entries noted in the BO slips w.r.t. entries noted in BO
Summary and see that the remittances if any made, have been
properly noted in BO slip and the weight of Cash Bag is also noted and
see that the BO slips have been prepared with double sided carbon.

See that proper funding is made to BO viz whenever there is liability
with the BO, the SO remits cash with the MO, SB-7 etc., in case the BO
has no cash with it.

See that SPM does not show fake liabilities with BOs and allows cash
remittances to BO without any liability.

Check BO daily account and see that BPMs are not in habit of showing
false liability. For this purpose, Inspecting Authority should verify the
genuineness of liabilities shown by the BOs is due to non remittance of
cash by SO. If so, a special reference be made in IR for personal
attention of Divisional Head.

See that Register of Index to PRs viz. SB-26, MS-87 (a), NC-4 (a),
SB-28, PLI-2 etc. are maintained properly as per rules.

Check the PRs w.r.t. long books MO 1 (s) NSC issue journals etc. In
case of cancellation of any receipt if suitable remarks are available in
the respective index register and both copies of receipts are available.

Check the working of Sub A/C Branch and see that the remittances are
enclosed in LC bags and these bags are in good condition and are
provided with locks and rules are being followed strictly at the time of
exchanging remittances.

See that LC Bags are being exchanged with BOs daily account even if
there is no remittance for the BO.

Examine SO account and SO slips for 5 dates to check that accounts

are regularly written and that proper arrangements exist, taking into account
inter alia MO, SB and other liabilities for supply and disposal of funds and
safe custody of cash and valuables.

(&) Whether the sum of amounts shown in columns 31 and 34 agrees
with the sum of entries in column 30 of BO summary (deduct
minus entries and add transit)
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(b) Compare the balances in column 29 of SO account with SO slip.

(c) Check credits of PCOs, TRC message revenue, amounts for which
receipts from ACG-67 are issued, sale proceeds of MO form etc.
LIC premium collection etc. Ensure that the unused receipts in the
receipt books are intact.

4. Examine the stamp balances register and the Treasurers Cash Book
and ensure that there are no suspicious discrepancies.

5. Review the checklist of records and registers as given in the Appendix
to see that they are kept correctly, neatly and according to the rules and
procedures. Please arrange to get any shortcomings removed during
inspection and the staff instructed in the matter.

PART-Il - RECEIPT, SORTING AND DESPATCH OF MAILS

6. See that letter box statement is on record in prescribed form and see
that mails cleared from letter boxes are included in the outgoing mails. Are
arrangements for clearance of mails efficient ? Suggest measures in case
some deficiency is observed.

6.1 Reviewthe DMSL and arrangements for the receipt, despatch and safe
custody of mails and suggest changes if required. See that the mails
received from LBs are included in the next due despatch and that LB
statement is on record in the prescribed proforma.

6.2 Test check the clearance of Letterbox by posting letters during the
inspection, note the address of persons of whom test letters have been
addressed.

6.3 Review the beats of LB peons and guide the concerned staff, if any
deficiency is noted.
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() Examine the sorting ledge, sorting diagram, working of sorting
assistant and see that sorting ledge and sorting diagram is
available as per latest sorting orders. Guide the sorting assistant
accordingly. Also see that

(@) Label bundles and bags are correctly prepared.

(b) That transaction is done where necessary and insufficiently
paid and unpaid articles are taxed, and

(c) That the stamping is distinct.

(i) Whether letters received in LB clearance meant for the office it
self are picked up for delivery without intervention of RMS office.

Inspecting Authority should check at least for 5 days (atleast one day in
each quarter) that mails are received / dispatched in time. Special ref-
erence should be made in IR about the personal check applied by
SPM on this aspect. If any irregularity is found, the inspecting Authority
should suggest remedial measures.

This check should be carried out with respect to the special error book
/ time bills etc.

(a) Examine the day bag book and satisfy yourself that the book is
maintained properly as prescribed separately for canvas and Blue
airmail bags and that closing balance agrees with physical
counting of the bags.

(b) Examine the memo. of authorized bag balance fixed for the office
according to the Due Bag list and see whether the balances fixed
for the office is according to the due bag list and see whether the
balance have been fixed correctly.

(c) See that the closing balance of the office is within the maximum
prescribed and satisfy yourself that the office is not in the habit of
retaining bags in excess of the maximum.

(d) Examine the linking arrangements made between the DBO and its
UBOs and ensure that these are satisfactory and that the
transmission of surplus bags is kept to the minimum. See that
judicious distribution has been made between surplus and deficit
offices. Also see that the recoupment or withdrawal of bags is quick
and satisfactory.
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(e) Does the in-charge of the office daily check the entries in the day
book ? Does he make a physical check up of bags in hand every
day ? See that the prescribed certificates have been given at the
foot of the day bag book and also see that the bag balance report
is sent daily at the close of the day.

(f) Verify the Due bag list and see that these are kept corrected upto
date and also see that one copy in respect of mail office/section is
sent to DBO/CBO.

(g) See that the register of unserviceable / repairable bags are
maintained properly. Also check the entries made therein.

(h) Satisfy yourself that the stock of bags is sufficient to meet the
requirements.

PART-IIl - DELIVERY

9. Study whether the number of deliveries, the hours of issue of
deliveries, the mails included in the deliveries etc. have been fixed with re-
spect to the hours of receipt of mails, the nature of the locality served by the
PO and conveniences of the public. Suggest changes, if any, required. Are
the deliveries issued on time and mails received are stamped properly ?

10. Have the beats of Postmen been properly fixed ? Are the beat lists of
Postmen available and up-to-date ? Is there a case for an increase / de-
crease in the number of Beats or for opening new delivery offices ? Is the
delivery staff sanctioned adequate or needs revision. Test check, if neces-
sary, the number of articles carried by some of the postmen. Also, see that
the beats of postmen shown as per beat list are not exaggerated.

11. See that the book of postmark is maintained properly and the
postmarks are distinct and that no stamp is worn out. In case of worn out
stamps an indent should be got prepared for replacement of such stamp /
stamps. Check the number of stamps / Seals available w.r.t. stock register of
the SO.
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12. See that all the mails meant for delivery, are carried by delivery staff
immediately at the time prescribed for delivery and there is no delay in issuing
of mails to them for delilvery and also test check undelivered articles returned
by the delivery staff to see that no article is returned unnecessarily /
unjustifiably. The % of undelivered articles is substantial, a review may be
made and concerned PRI(P)/Mail overseer are utilized for ascertaining
reasons for return of such mails. See that the beat instruction register / book
of addressees instructions are maintained properly and instructions reported
there in are followed.

13. (i) Check the diaries of PRI (P) and Head Postman for ten days se-
lected at random and report the result and see that the diaries are
submitted daily ?

(i) See that the services of PRI (P) / Head Postman can be utilized
for obtaining business of Post Offices like hiring of post boxes/
bags, speed post business, etc.

14. The inspecting authority should contact few prominent personalities in
the locality to see that there is no dereliction on the part of delivery staff.

15. Have an informal meeting with the PRI/Head Postman, A.P.M.
(Delivery) and some of the delivery staff and discuss their problems and ways
and means of improving the efficiency of delivery.

16. Examine the Register of Post Boxes, etc. (M-23) and see that on at
least four occasions credits of recoveries towards post boxes etc, have been
properly accounted for. Are particulars of all post boxes and bags entered in
this register and are renewals watched ? Are there firms and offices, which
could be persuaded to take post boxes ? Write to them and send the PRI to
persuade them or speak on phone.
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17. Check the articles in deposit and the articles to be sent to the R.L.O.
And see whether the relevant rules and instructions have been
followed.

PART-IV - REGISTRATION / PARCEL

18. (i) Examine the registered and parcel lists received at random for
five dates in different months along with the Registered and
Parcel Abstracts, Postmen’s Book, Book of Addressee’s
Instructions, addressee’s receipts and delivery slips to see that
they are properly kept.

(i) Also see that number of articles with acknowledgements given to
the postman and the no. of articles actually returned by them are
entered in the relevant abstract.

(i) See that prescribed procedure for delivery of registered articles is
followed and these do not suffer under undue delay for delivery.

19. Examine the entries on some of the V.P. articles for despatch to see
that amounts written there agree with entries in VPMO form and V.P. Journal.

(@) Onfour selected Saturdays, see whether V.P. calls were issued in
case of non-receipt of VPMOs after examination of V.P. journals
by the Postmaster.

(b) Examine the register of V.P. articles received to see that it is
written up properly and the particulars and number of articles in
deposit are noted daily as well as those of V.P. money orders
issued.

(c) See whether signed receipts, acknowledgements and undelivered
articles, cash for remittance to senders were made over properly
and whether demurrage charges have been recovered.
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20. Onfour selected dates, examine whether in case of foreign parcels the
customs duty is collected and duly accounted for and that the proper
procedure is followed in case addressee wishes reassessment. Please also
ensure that proper procedure is followed in case of redirection of any article
on which customs duty is levied.

Also examine registered list for 4 dates in different months selected at
random received from the office of exchange and see that customs duty has
been collected properly on the articles delivered under intimation to Account
Office. Also see that in case of return or re-direction suitable remarks has
been made in the registered list.

PART-V - MONEY ORDERS

21. (a) See that TMO advices are prepared carefully. Also see that
advises in TMO advice book run in consecutive series and unused
advices are intact.

(b) See that after preparing TMO advice, telegraph charges are
calculated and telegraphic advice is got transmitted immediately
as routine.

(c) See postal confirmation are sent by registered post and receipts
are pasted/on record.

(d) See that acknowledgements in respect of TMO issued have been
received and on record. In case of non receipt of
acknowledgements, necessary calls are issued to office of
payment.

21.1 (a) Seethattelegraphic advice received for payment along with postal
confirmation are on record.

(b) See that in case of non-recipt of postal confirmation/ telegraph
advice calls have been issued and pursued to its logical end.

(c) See that particulars of TMO received for payment are noted in
register of TMO’s received for payment and it is maintained in the
prescribed proforma.

(d) See that the payment of TMO has been made promptly. Verify
payment of one TMO in each quarter from date of last inspection.

8
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22. On 4 selected dates examine the register of MOs received for
payments with MO paid list, HYMO lists and compilation of MOs paid, etc. to
see that :

(@) The register of MOs received for payment has been maintained
as prescribed.

(b) The prescribed procedure has been followed in issuing the MOs
for payment and cash to the delivery staff and taking back unpaid
MOs and balances of cash and that miscredited, missent etc. MOs
are properly disposed of.

(c) MOs are not unnecessarily held up in deposit for want of cash or
for other reasons and that reasons for non-payment are entered
in the register of MOs received for payment and suitable remarks
given by the Postman on the MO form.

(d) Whether payments by cheques or pay order of MOs can be made
in the case of parties who receive frequently large sums of money
by MOs.

(e) HVMOs received for payments are received duly entered in the
HVMO lists.

23. On 4 selected dates check the book of MO receipts and the MO issue
journals to see that the MO receipts are prepared legibly and in the prescribed
manner and the issued MOs are journalised in the issue journal and the
postmaster exercises the prescribed checks. See if those who book MOs in
bulk can be persuaded to pay by cheques.

Examine the office copies of MO issue journal in respect of old age
family pension money orders booked, if any, and ensure whether the money
orders were issued on the same day on which they were
tendered and despatched on the same day.

24. Are the accounts / audit returns of the MO branch submitted in time ?
Are the statistical registers properly kept up ?
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24 (a). 1. Check the stock of unsold IPOs by making a reference of IPOs
available with the SO to HO.

2. Checkthe credits of IPOs sold at the SO for at least 4 days (once
in each quarter)

3. See if unsold statement of IPOs is being sent to HO by the SO
regularly.

PART-VI - SAVINGS BANK AND NS CERTIFICATES

25. The Inspecting Authority should see that the SPM/SB Assistant know
about all the current savings schemes, and also see that the SPM has
overall control over the counters for their smooth and proper
functioning and services are rendered promptly to public.

26. Check whether the application for opening of accounts and
specimen signatures are kept properly secured in respect of RD, MIS,
savings, NSS accounts in SOs/MDGs.

26 (a). See that the specimen signature books for each type of POSB
schemes are maintained separately in respect of the SO and the BOs in
account. Accounts which have been closed/transferred are properly scored
out. He should also see that no specimen signature is wanting.

27. (i) Testcheck to see that the lists of transactions and SB returns are
prepared in the prescribed manner.

(i) Select at random five dates in different months since the last
inspection and check whether the totals of five deposits /
withdrawals shown in the long book / journals tally with the amounts
shown in the sub office account (This check should be carried out
for all types of accounts, viz SB, TD, RD, MIS, PPF, NSS 87, NSS
92 and MSY accounts) and send it to Head Postmaster for
verification with reference to list of transactions (LOTSs) of the SOs
concerned.

10
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28.  Are the arrangements for Pay Roll Savings Scheme depositors and
bulk transactions proper ? Make a detailed study of the problems to ensure
that there is no delay in carrying out transactions in such
accounts.

29 (a).(i) Check the credits of the amounts shown in all the preliminary
receipt (SB-26) issued since the last Inspection in case of GDS
Sub Post Offices.

(i) Verify by reference to the HO the number of SB preliminary
receipts (SB-26) used by the office since the last inspection and
also the particulars of the last receipt issued by the office.

(i) Satisfy yourself that the unused receipts in the book of preliminary
receipts (SB-26) run in consecutive serial order and they are
intact.

(iv) If any of the original receipts is spoiled or is not on record duly
pasted, ascertain from the office copy the reasons for the same to
your satisfaction.

(b). Examine SB-28 receipts issued, selected at random for 4 dates since
last inspection to ensure that prescribed SB-28 receipts are issued to
depositors in each case where pass book is detained in the post office. Verify
that the original copies of receipt with the acquittance of
depositor are kept on record. In case of non-availability of any original
receipts see that reasons are explained to your satisfaction. Satisfy that the
balances shown in the receipts agree with that noted in the ledger of the
concerned account and that unused receipts are intact.

30. Verify the stock balance of pass books in the office in respect of all
types of Saving accounts viz. SB / RD/TD / MIS / PPF etc. w.r.t the stock
register of the pass books, invoices and specimen signature books. Check at
random 2 pass books issued in each month since the last inspection w.r.t
specimen signature book, ledger / Journals and the stock registers of pass
books.

11
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31 (a). Check the register of undelivered pass books in deposit and see
that it is maintained in prescribed manner, that the number shown in the register
tallies with the number of undelivered pass books. See that pass books are
not retained in the office for more than thirty days from the date of receipt in
sub office. In such case arrange immediate disposal of such pass books.

(b). Also ensure that the Sub Postmaster maintains the register
SB-45 (Register of passed warrants sent to BOs) properly.
Examine the said register and see that timely sanction is sent to BOs by its
Accounts Office.

32 (a). Check whether the annual interest statement is received from the
HOs. If received, check whether the interest for all the accounts have been
posted in SOs ledger of savings accounts, NSS-87/NSS-92 Accounts.

(b).  Check the pass books received for transactions on the days of
inspection, whether interest has been added therein and the balance agrees
with the ledger balance ?

(c). If the office is a single handed SO, select at random 15 accounts
standing at the office from the list of accounts in which pass books have not
been submitted for entry of interest (received by concerned Inspector posts).
Prepare a statement in the following form :

Sl. SB Account DLT
No. Number

Balance as per last
transaction in the

journal / ledger

Contact the depositors of each of these 15 accounts personally and
verify whether the DLT and the balance shown in the pass books
agree with the entries in the list. If any of the depositors are not
available, record the fact in your inspection note. Prepare a form in
SB-46 and have the same delivered personally at the address of the
depositor along with a service cover addressed to the Postmaster.

12
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Indicate this in the remarks column of the list against the account
concered. The statement prepared should be sent to the HO for
verification with records and for intimating the results of verification.

Note : If anybody is not available at the address, notice in SB-46 should
be sent through the Mail Overseer when he visits the office next.

33. (i)
(i)

34 (a). (i)
(i)
(iii)
(iv)

Are there any TD accounts standing in the office ? Call for 5 pass
books and check the balances in the pass books with the
balances shown in the journal. Make a list of accounts checked
showing the number/ DLT/Balance and forward the same to HO
for verification and report.

In the case of single handed SOs issue notices in form SB-46 in
respect of remaining accounts and send the list of such accounts
to the Head offices for taking action.

Test check in respect of silent accounts whether service charge
of Rs. 20/- has been deducted from the silent account having
minimum balance of Rs. 50/- and a notice to re-activate the
account served to the account holder.

Whether the service charges deducted from the silent accounts
at the Head Post Office for the unit as a whole has been
communicated to the SO by the HO for making necessary
entries in the relevant record i.e. ledgers. Test check a few
entries made in the ledgers and whether remarks made in the
specimen signature treating the account as silent.

Whether Interest-cum-silent accounts statement prepared by
SBCO has been received in SO on time.

Whether a separate list of silent accounts prepared by SBCO
with balance of below minimum of Rs. 50/- from the
interest-cum-silent accounts statement has been received in the
SO ?

13
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(v) Whether interest-cum-silent accounts statement is preserved by
the Sub-Postmaster in the guard file to be kept in a folder.

(vi) Whether entries of interest, remark regarding accounts treated as
silent, service charge levied and closing balance has been made
in respective ledgers at SOs ? Simultaneously check regarding
accounts having been treated as silent entry has been made in
the Specimen Signature Book.

(vii) Check whether correct procedure has been followed in revival of
silent accounts.

(viii) Check whether for revival of a silent account, the depositor has
presented the pass book with application for withdrawal or pay-in-
slip for deposit. See that If the balance is below the minimum, the
amount of deposit has to raise the balance above the minimum.

(ix) Whether entries have been made in the prescribed register for
revival of silent account by the selection grade Post Offices and to
check whether monthly extract of the said register has been sent
to the control organization for making necessary adjustments in
the control non-cash register through the HOs.

(b). Check at random at least 5% of pre-mature closed RD / MIS
accounts to verify whether interest has been correctly calculated and paid to
the account holder.

35. (a) Checkwhether nomination registers are maintained in prescribed
manner ?

(b) Test check whether the nomination register maintained in respect
of various accounts / Schemes w.r.t application for opening of
accounts / purchase application of KVP, NSC etc. that the
nominations are registered correctly and nomination number noted
in the relevant column in the ledgers and application form ? Also
check whether the prescribed fee is charged for change of
nomination subsequently. (This check may be carried out in
respect of 5 cases of each type of Savings Scheme.)

14
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POST DATED CHEQUES -

36. (i) Check whether the future payable date has been specified on the
PDCs If available at SO for delivery to account holders of Post
office Savings Bank

(i) Collect few MIS Pass Books received in the counter during the
course of inspection and check whether pass books of the
depositors who opted PDC has been updated ?

(iif) Check whether the prescribed procedure for issuing duplicate
cheques has been followed.

(iv) Test check whether amount @ Rs. 4/- per unused cheque in case
of prematurely closed accounts has been charged correctly and
necessary entries made in the ledger.

(v) Check the record of PDCs which was received from HO with the
record of PDCs issued to customers in the SOs and whether
corresponding entries have been made in the concerned MIS
ledgers.

37. Examine the register of deceased claims maintained in respect of all
savings schemes, i.e. SB, RD, TD, MIS, PPF etc. and ensure that they are
maintained properly. Examine at least five SB deceased claim cases to see
that they have been processed correctly and properly without any undue
delay.

38(a). In respect of RD & MIS Accounts, since the last inspection/check,
whether the posting in the RD binder has been done on day to day basis as
per the revised procedure ? Record reasons, if position is not upto date; and
ensure that arrears in RD are cleared without delay.

(b).  Whether the ledger cards are removed from the binder in respect of
closing RD Accounts and are kept in month wise bundles for the year as a
whole ?

15
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39. (i) See that application for purchase of PO certificates are serially
numbered and securely kept in guard files. Check the stock of
unsold certificates by making a reference of certificates available
with the SO to HO.

(i) Check credits of certificates sold at the SO for at least 4 days (one
in each quarter)

See if unsold statement of certificates is being sent by the SO to HO
regularly.

40. See that the Register of Claims of P.O. certificates and the statistical
registers are maintained properly. Examine at least five deceased claim cases
to see that they have been processed correctly and properly without any

undue delay.

PART-VIl - FRANKING MACHINES - IN POST OFFICES

41. (i) The Inspecting Authority should see that the seals of the machines
are intact and the label bears dated signature of the supervisor
viz. SPM/PM.

(i) The error book is maintained and cancelled franks are pasted on
it with reasons for cancellation since last inspection and error ex-

tracts are submitted to Divisional Office.

(i) Pliers of the seals and the Franking Machine are in the proper
custody during and after working hours.

(iv) Carry out random check of credits for four dates (one in each
quarter) w.r.t. Register of Franking Machine and SO A/c and see
that the reading of the office franking machine is recorded on the

requisition given by the treasurer/postmaster.
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42. The Inspecting Officer should check :

(i) List of Franking Machine Holders.
(i) See that the licence are renewed in time and are current.
(iif) Check Franking Machine Record Book, ledger.

(iv) Check 10 despatches made by Franking Machine holder w.r.t daily
docket during inspection.

(v) Whether SPM/PM are insisting for production of window ticket,
despatch docket and Franking Machine Register regarding
posting.

(vi) Whether the continuity of despatch slip / daily docket is maintained
and if they are received by an officer other than main office, are
transferred to main office.

(vii) Check if prescribed checks are carried out by SPM/PM for correct
postage as well as entries in the Franking Machine Register and
that entries in FM register and ledger tally.

(viii) Check if the seals / pliers are kept under proper custody before
and after office hours and test check some of machines received
for setting / resetting and see if the seals of such machines are
intact.

(ix) See if PRI(P) inspects the machines on regular intervals and that
prescribed records are maintained properly.

PART-VIIlI - COMBINED OFFICES

43. See that traffic book is maintained properly and working hours are
suitable, circuit is not overloaded and establishment is sufficient and that the
defects were set right promptly in the instrument and if log book has been
maintained during down time of instrument.

44, Examine the A, B & C drafts and delivery slips for four dates to see
that there in no delay and that correct revenue has been realised on ‘A’
messages.
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45. Examine whether the Register of Abbreviated Addresses is maintained
and whether the renewal is being made in time.

46. Examine by selecting four days at random since the last inspection
that the collection towards telegrams are credited to PO accounts
correctly. Check whether the unused receipts are intact.

47. Examine the credits of TRC for four dates - one in each quarter w.r.t.
receipts books and SO account and see that unused receipts are in tact.

48. When was the branch last inspected by an officer belonging to
Telegraphic Traffic ?

PART - IX - SPEED POST RECEIPT AND DESPATCH

49. Examine whether the accommodation of Speed Post Counter is
comfortable to the staff and to the customers.

50. The inspecting authority should check on the days of inspection if the
revenue has been correctly realized on the speed post articles booked at the
office and revenue so collected has been accounted for. He should also see
at random for the last 4 days the trend of revenue so as to see that there is no
leakage of revenue.

(i) See that proper arrangements are available for pick up service
and amount so collected on such services is correctly credited.

(i) See that articles booked after cut off timing are impressed with
remarks “Too late for next delivery”

(i) Check on at least 5 days whether speed post mails are received
and despatched according to timings w.r.t. time bills. In case of
any irregularity, a special mention should be made in the IR.
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51. See that Speed Post Article (SPA) / International SPA are despatched
/routed to correct destination and instruct the staff dealing with SPA booking
to book the SPA as per SPA Booking Centre.

52. Check for 5 days at random and see that SPA are delivered on the day
of its receipt and see that there are sufficient reasons for SPA

remaining in deposit.

53. The inspecting officer should make a list of big users of speed post
services and effect the names of such users in his IR and send the same to
Divisional Head who can send the Marketing Executive etc. to such users for
further suggestion etc.

54. Prepare a rough schedule of accommodation and examine whether
there is sufficient accommodation including the future expansion needs as
well. If not, please draw up a plan to either shift the P.O. to a better-rented
building or see if construction of a departmental building is justified and land
is available for that. Take up this matter with the Divisional office / Circle
Office / Directorate at the appropriate level.

In case of a rented building try to meet the landlord and persuade him
to carry out the needed repairs and additions, etc. In the case of
departmental building, sanction the needed repairs within your
financial powers and take up with the concerned authorities the
question of repairs and additions outside your own competence. It is
important to settle the problems relating to building on the spot during the
inspection.

55. Please see whether the office furniture and almirahs, etc. can be
rearranged effectively to utilise the available space. See whether furniture of

smaller size can relieve congestion.
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56. Lookinto the cleanliness and upkeep of the Post Office and the quality
of work done by sweepers and farashes. Does the Sub-Postmaster take
special interest and is sensitive about the matter ? See the
atmosphere and particularly the toilet facilities and welfare amenities like
rest-cum-tiffin room, canteen etc. Get the office thoroughly cleaned up during

your visit and make it even more presentable.

57. Are the existing arrangements satisfactory ? If not, suggest

rearrangements to avoid large queues and public inconveniences.

58. Is the Complaints and Suggestions Book easily available ? Is any

action pending to be taken on the complaints / suggestions recorded ?

59. Have the notices of Hours of Business and other Postal Notices, etc.
been prominently displayed and show the correct position ? Is any change
called for in the hours for transaction of public business ? Does the SPM take

interest in upkeep and cleanliness of the public hall.

60. Do the counter assistants have already with them the postal
information which the public generally requires and all other needed

reference books and forms for public use.

61. Are the counter assistants polite and prompt in answering to the
public ? Are they otherwise helpful to the public ? Counsel the counter

assistants about the importance of good public relations.

62. If there is any professional letter writer see that his chart of rates as

fixed by the Deptt. is abided by him & also exhibited to the public.
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63. (i) Check the items of stock w.r.t. stock register viz. petty - stock
register and permanent stock register, invoices (see that the
invoices run in consecutive order) and make a list of articles of
furniture required for office,

(i) He should take measures to get the items of furniture repaired
locally

(i) write off the unserviceable items by auction,

(iv) Comment on the availability of necessary forms, take action in
respect of forms found in excess or found short, get the forms
neatly arranged during your stay.

64. Comment on the adequacy or otherwise of the stock of forms and take
action regarding the forms in short supply and the forms in excess. Get the
forms neatly arranged during your stay. If any misuse of forms is noticed, take
immediate remedial action. Correct the schedule of forms and sent it to Stores
Depot.

65. Get the records neatly arranged and get the old records weeded out
for disposal during your stay.

66. If any stamps/ seals need replacement, arrange to send indents to the
Stores Depot during your stay.

67. Electro and Electronic / Mechanical Aids

(i) What are the Electro and Electronic / Mechanical aids in the
office ?

(i) Are the Electro and Electronic / Mechanical aids maintained and
in good working order ?

(i) Are adequate arrangements available for maintenance / servicing
of the Electro and Electronic / Mechanical aids and is prompt
action taken to get them repaired ? Has contracts for repairs /
servicing been entered into wherever required ?
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68.

(iv) Ascertain the down - time of each machine since the last
inspection and investigate the reasons for delay in repairs, if any,
and suggest remedial measures.

(v) Is adequate number of trained staff both operative and
supervisory available to operate each machine ?

(vi) Is each machine installed in a suitable place and located at a
place convenient to the operator and the public ?

(vii) Are the history sheets of all the machines properly maintained ?

(viii) Are details of all the machines in use in the Post Office kept in the
prescribed register and are the entries therein up-to-date.

(ix) Are all the machines used optimally ? If not, what steps could be
taken to promote the use thereof ?

(x) Are performance reports, where prescribed, sent regularly ?

(xi) Are proper records for the grant of incentive, where prescribed
being maintained ?

(xii) Would you suggest the use of any other aid ?

(a) Isthe post office offering International Money Transfer Service ?

(b) Isthe Glow Sign Board promptly displayed outside the post office ?

(c) Are the signages displayed inside the Post Office, direct the
customer to the Postmaster ?

(d) Are there at least 3 trained personnel to handle IMTS in the post
office ?

(e) Are“To Receive Money” (TRM) forms available in the Post Office ?

(f) Is the hardware (Fax Machine in case of Fax based location or
PC, modem, printer in case of PC based location) in working
condition ?

(g) Isthe IMTS software loaded and working properly in case of PC
based location ?

(h) Is the valid identification proof of the receiver properly checked
while making the payment to the customer.

(Valid Photo Identification Proofs-passport, Election Card, PAN Card,
Ration Card, Driving Licence, Student’s ID card issued by Government
Institutes, Refugee Card, Any other Government concern issued
Identification, Loyalty Card issued by Post Office).
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Checks :

@

)

(k)

o

(i)  The identification proof bears the photograph of the receiver

(i) Identification proof was valid and not expired on the date the

payment was paid to the customer.

Are the RBI guidelines being followed while making the payment ?
These may vary from time to time but as on March 2006

these are :

()  Not more than 12 transactions are paid to the customer in a

calender year.

(i) The amount exceeding Rs. 50,000/- is paid by cheques or

by direct credit to the SB account.

(iif) A single transaction does not exceed equivalent amount of

US $ 2500

Is the message “WILL CALL MONEY TRANSFER PAID”
generated on the payment Screen and printout is obtained or the
print out of payment History without showing the message is

obtained and kept in record before making the payment ?

Check the details of transactions for 4 days in different months
one day from each month as recorded in the IMTS Register, in the
Post Office and tally them with the list of transactions generated to

ensure that both of them match.

Whether the Sub Office has sent the vouchers of payments made

to Head Post Office ?
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69.

10.

11.

12.
13.

14,

15.

16.

QUESTIONNAIRE ON
BUSINESS DEVELOPMENT AREA

Check whether the office is authorised for booking of Speed Post,
Express Post and other premium products. If so, review the traffic and
revenue for the last six months.

If not authorised, examine whether there is any feasibility of
introducing the services in the office.

Find out adequate pamphlets/advertisement materials on each
product are available in the office.

Whether the services offered are properly notified by display of glow
sign boards, posters etc. for information of the customers.

Discuss with the staff the potential for tapping new business in the area
and make suitable arrangements.

Review the work done by the marketing executives attached to the
HO/Divisional office to satisfy that the services of the official has been
profitably used.

Explore the possibility of adding new BNPL customers.

Examine the revenue realised through BNPL for the last one year and
check whether any outstanding amount is to be recovered beyond one
month.

Review the pending Speed Post complaint cases and satisfy that no
case is pending for more than three days.

Contact at least three regular customers and ascertain their views on
the services rendered by the office.

Check whether adequate number of franking machines are supplied to
the office.

Check whether proper arrangements are made for pickup services.

Check whether the office is having the list of bulk mailers using the
facilities in the office.

Discuss with the marketing executive and staff whether any effort has
been made to bring the bulk mailers to our business fold. If not suggest
ways and means.

Examine the arrangements of delivery staff made for delivery of Speed
Post / Express Parcel Post etc. and see whether it is adequate to com-
mensurate with the number of articles received for delivery and the
distance travelled. If not, discuss with the Divisional Head/Postmaster
and make suitable arrangements.

Check whether mutual fund services are made available to the
members of public and proper publicity materials are displayed.
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69.(a) (i)

70.

71.

(ii)

(iii)

(iv)

@)
(b)

@)

(b)

(©)
(d)

(e)

SPEED POST

Whether 100% booking is made in the Speed net. If not analyse
the reason and take appropriate action for ensuring the same ?

Whether delivery status of all the articles are fed into the speednet.
If not, analyse the reason and take appropriate action to ensure
the same ?

If hardware is not available whether the delivery data is sent to
the nearest office equipped with Speednet for entering the data
into Speednet.

Check whether outsourcing agents are attached to the office, If
so, examine the related papers of payment and to see whether it
is in consonance with existing rules

BILL MAIL SERVICE

Review the arrangements made for Bill Mail Service in the P.O.

Check whether the bills received under Bill Mail Service are
being sent out for delivery properly.

e-bill POST

Whether the Postmaster is aware of the service providers in the
area ?

How many customers are there and whether the technology,
equipment and system is fully operational ?

Does the staff know how to operate e-bill ?

Whether data integration of e-bill post for remittance facilities is
being done regularly ?

Check the arrangements the PO has in case on-line data
integration for remittance purposes is not activated or when it
breaks down, what are the office arrangements. Whether
contingency arrangements are available in the P.O. for remittance
facility under e-bill.
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72.

(f) Check the report and control mechanism prescribed for reports
on e-bill post for Circles and divisions.

(g9) Review e-bill post collection and payments made/remittance sent
at least for 4 dates in different months one day each quarter in
respect of each of the customers.

e-Post

(a) Checkthe internet facilities available in the PO. What is the present
arrangements ?

(b) Whether alternate internet service providers could be used.

(c) Discuss with staff the connectivity problems in respect of the
internet service provider & equipment such as modem speed etc.
Have a discussion with the system administrator of the PO on
this. Check time of log in on any 10 days at random.

(d) Whether arrangements for booking of e-post messages are there ?

(e) What are the facilities available to customers for booking of e-post
messages ?

(f) Check whether e-post messages booked have been transmitted
on time.

(g) What are the arrangements for receipt of e-post messages from
PO which are not e-post Centres ?

(h) Check whether arrangements exist for opening the e-post website
twice in a day & arrangements have been made for downloading
the e-mail and sending it for delivery ?

(i) Whether e-post stationery paper & envelops are being used or not ?

(l) Check the revenue earned by e-post as shown by the system in
the MIS and also as reflected in the PO Account.

(k) Check the traffic & revenue of e-post booked and give
suggestions for improvement.
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73.

74.
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73.

74.

BUSINESS POST

(a) Assess the layout and the accommodation available for Business
Post and comment on its suitability.

(b) How many jobs completed since the last inspection ? What is the
amount collected from the companies against each job ?

(c) What is the average receipt of mail traffic on a daily basis ?

(d) Whether pick-up is arranged for the major companies ? If yes,
what are the arrangements made ?

(e) How many franking machines are provided in the office ? Mention
make and speed.

(f) Whether all the machines and other equipment provided are in
working condition ? If not details of break down date of informing
the supplier of the machine / higher official about the break down
should be intimated.

(g) Check the dates given on the franks of the articles awaiting
despatch to see that there is no delay in posting.

(h) Check at random the weight of the article and see that it has been
franked for the proper value.

(i) Check whether the total credit made for the mail tallies with the
volume and weight i.e. the credit tallies with postage due and value
of pre-mailing activities done.

() Have the payments received for Business Post been credited
under the correct Head ?

(k) Whether the piece rated labour has been paid correctly ?
GREETING POST

(a) Is there a separate counter / display racks for sale of Greeting
Post and are the cards displayed there ?

(b) Check the balance stock of Greeting Cards as per the designs.
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(c) Whether stock register is being maintained correctly and the
entries w.r.t. receipt of a sale and balance tallies ?

(d) Whether the amount of sale has been credited under Greeting
Post head ?

MEDIA POST

75. (a) What is the average business in different categories under
Media Post ?

(b) Which major companies are giving business on regular basis ?

(c) Whether any order is pending against which payment has already
been realised.

76. See that the Attendance Registers are maintained properly and staff
are punctual, properly dressed and particularly that the Sub
Postmaster is insistent about the smart turn out of Group ‘D’ officials and
Postmen, in uniform. Carry out a kit inspection during inspection. Also
ascertain the date of supply of uniform.

77. Please meet and talk to the staff :

(i) to see whether they have any grievance regarding the delay in
settlement of personal cases and

(i) about office equipment and facilities. Encourage them to come
out with suggestions for improvement of the office and service to
the public and involve them by giving them tasks to do.

78. Examine one for selected dates the Register of O.T. charges to see
that overtime is commensurate with the actual workload of the day and there
is adequate explanation when their work could not be done
during office hours, especially check the error book and attendance register
so as to verify necessity / genuineness for putting the staff on OT duty and
that overtime is not incurred on work of normal nature and outline scope of
economy, if any.
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79. Test check the booking of and receipt of, service telegrams, service
registered and insured letters to see that this is kept to the minimum. Impress
the importance of this on Despatch Assistant and SPM.

80. (i) Examine the inward references and other correspondence regis-
ter and the public complaints register with the purpose to see that
references are disposed of promptly. Also see that public
complaints register has been maintained separately and complaints
have been attended to promptly.

(i) See that PA-17(a) is being submitted regularly.

(iif) See that Book of Information is available and indicate all latest
information in it .

81. Review the Order Book of the Sub Postmaster to see the quality,
periodicity and effectiveness of the internal inspections of directions on the
working of various branches and the checking of various records and
registers. See whether the Error Books are kept in various branches to note
shortcomings, irregularities and due notice is taken of them by the Sub
Postmaster.

82. On 4 selected days, see that the copies of PPO are available in all
cases of pension payments and that the entries in the SO accounts tally with
those in the schedule of pension payment. Also check that all the disbursers
halves are available and kept in guard file.

POSTAL LIFE INSURANCE

83. (a) Examine and see whether a separate register for Rural PLI
transactions is maintained separately as per prescribed columns,
transactions of RPLI at Branch Post Offices in account with are
incorporated in this register and that PLI and RPLI transactions
are accounted for separately. (Dte. of PLI letter N0.5-18/95-L1I
dtd. 15.2.96)
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84.

(b) Verify atleast two days PLI and RPLI collections in every month
since date of last inspection with reference to receipts, PLI
register and Sub Post Office Account and satisfy that money has
been properly accounted for in Govt. accounts by the SPM.

(c) Ifthe Sub office is in rural area, the cases of non receipt of accep-
tance/rejection letters from Circle Office in respect of RPLI premia
collected may be listed out and sent to Circle Office through
Divisional Office for verification.

(d) See whether proper arrangements has been made for collection
of PLI premiums, staff handling PLI work are well conversant with
procedure of PLI and essential forms such as application for loan,
maturity and death claims and publicity materials are available in
the Post Office.

(e) Assess the growth of business in the office, see whether there is
any need for improving the after sale service and publicity. Record
your suitable suggestions in the inspection report and send to the
Divisional Head for further action.

(f) Checkthe correct policy number, name of the Insurant, amount of
premium, month of premium and amount of fine etc. are noted
under relevant column in the register.

QUESTIONNAIRE FOR INSPECTION OF
COMPUTERISED POST OFFICE

Questionnaire on “Optimum use of computers” and : Use of
utilities of packages” are suggested so that the Superintendent’s
attention is drawn on positive aspects of computerization rather
than looking at vigilance angle only.

Multi-purpose Counter Machines - Ensure that

v

v

The latest version of the software is being used - for DOS based
computers Meghdoot 2000 and for windows based systems Meghdoot
Millenium Point of sale (Stand alone/Network version)

All the counter transactions (RL/RP/VPL/VPP/Ins.L/Ins.P/ITRC/MO/PLI/
UCR/Speed Post/Speed Post Passport etc.) are being done through
computers.
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Supervisors begins the shift and does the work allocation himself.

User code of only regular PAs enabled and other user codes are made
inactive.

Supervisor himself takes a printout of consolidated summary of
transactions daily.

The following reports are being taken daily -

e Transaction reports-user wise

e Transactions reports- Consolidated summary
e User account report

e Work allocation

e MIS - Statistical report - monthly

e MO issue returns of HO - monthly

If there is more than one MPCM functioning in the office, explore the
possibility of bringing these MPCMs under network.

The changes/additions/maodifications in Tariff / Limit / Countries / Speed
Post Cities / EPP distances are duly incorporated as and when
revised.

The Register of MPCM transactions are maintained up-to-date as shown
in the annexure.

The staffs are rotated so that more number of officials are exposed to
computer operation.

SMO/ESMO - Ensure that -

v

The working hours of PA & Supervisor has been fixed properly to
ensure that the satellite money orders are received and dispatched
without delay.

All the money orders out bound from the district are sent through ESMO.
Select 4 dates since date of last inspection. Compare the number of
MO issued figures available in the MO issue compilation branch
(including the figures of Sub Offices in account) with the money orders
transmitted to ensure that money orders are being promptly transmitted.
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The pairing of money orders are being done promptly by examining the
list of unpaid money orders for 4 days selected within one month
previous from the date of inspection.

Examine the list of received money orders to ensure that the money
orders are being received within the transit norms. In cases of delay in
transmission, please see as to what action has been taken by the SMO/
ESMO station If any regular delay noticed in respect from any corner of
the country take appropriate action to improve the situation.

Original MOs filled in the office are duly cancelled; compare a few with
the details with the list of MOs entered to ensure that the same tally.

The ESMO is kept open during the night also if necessary to enable
transmission of all the money orders.

The staff working in ESMO are rotated so that more number of officials
get on-job training to handle ESMO.

The print out of money orders are taken early in the morning and the
same are included in the dispatch for Sub Office in Account Bag or
included in the MO - 3 of office.

MEGHDOOT COMPONENTS - ENSURE THAT -

Q

a

If the SO is total computerization site, ensure that all the modules of
Meghdoot component are on network environment and working fine.

Note the extent to which the different modules have been implemented.

Point of sale

- Postman

- Sub accounts

Treasury

Speed Net
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Hard copy of the reports are being taken and filed properly.

The data installation has been done properly and correctly by test
checking.

That the inbound complaint enquiries in respect of RL/ RP / VPL / VPP
etc. are processed in the computer (query) and the reply is being given
accordingly.

Cancellation of Transaction : ‘Meghdoot Millennium’ is designed as an
integrated package for the entire gamut of operations in post office. It
is therefore, essential to ensure data integrity in order to provide
correct data to Accounts Offices, PLI etc. The System Administrator,
therefore, is provided with a facility to cancel a transactions after the
receiptis printed. This necessity may arise when the counter clerk prints
receipt in haste without collecting the cash and the customer does not
tender the full amount. Whenever a transaction is cancelled, the
System Administrator is required to collect the receipt, cancel it and
paste itin the Error Book kept with the Postmaster. The day-end report
generated by the counter operator gives details of the transactions
cancelled. There is also provision for the Supervisor to generate a
consolidated list of cancelled transactions for that day. Check the
entries in the register with the day-end reports.

It is very important that a suitable official who is easily accessible is
selected as System Administrator in each office. The Postmaster is an
ideal choice. But, it must be ensured that the System Administrator
password is not known to anybody else in the office.

Server in Cabinet : The offices where the software is installed on a
LAN, the server should be kept at secure place in a cabinet locked so
that unauthorized persons can not have access.

Disabling Floppy Drives : To prevent virus entering the networks the
floppy drives on the clients except the client used by the Supervisor
should be disabled. Check whether this has been done.

Anti - virus : The machines where floppy drive has to be active for
operational reasons should be loaded with latest anti-virus package
and auto-protect should also be enabled. Check whether this has been
done.
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SANCHAYA POST - ENSURE THAT -

¢ If the ledgers maintenance is discontinued see that adequate security

measures have been taken as prescribed by the Directorate.

MAINTENANCE OF RECORDS - ENSURE THAT -

W The History Sheet of computers, printers, UPS maintained in the
prescribed format and kept up-to-date. If not, get updated. Format given

in the annexure.

(| Stock Book is maintained and all the computers, peripherals, printers,

UPS etc. are entered in the stock book.
(| Up-to-date list of computers, printers, UPS etc. are available.

| List of operating system supplied by the vendor with machine number

and the license details thereof.

U The stock position of consumables like papers, printer ribbons, floppy,

stickers is adequate and proper record is kept for the same.

MAINTENANCE OF COMPUTERS & ACCESSORIES - ENSURE THAT -

° All the systems are in working condition.
° All the systems are covered under AMC/warranty as the case may be.
° AMC personnel attends periodically for maintenance.
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In case any system is out of order take appropriate action to set it to
working condition.

Make a list of items unserviceable and take action to dispose off the
same.

The latest anti-virus has been loaded and protection of data against
virus is ensured.

Master copies of operating systems (MS DOS, Windows - 95,
Windows - 98, Win NT 4.0, Windows 2000 / 2003, SQL 2000) in floppy
/ CD are available.

Scan disk, defrag is performed weekly on each computer and the same
is recorded in the logbook.

Virus scan can be performed once in a month and the findings recorded
on the logbook of the computer. Auto-protect should always be enabled.

GENERAL :

1. Computer friendly environment - Ensure that -

The working atmosphere in SO is congenial for computers.
Dust free environment is provided.

Specially designed counters, computer tables, chairs are provided to
all work places.

2. Password Maintenance - Ensure that -

Each official/Supervisor has been assigned appropriate user code.
User code allotted is identifiable.
The user code like OP 1, OP 2, or PA 1, PA 2 are not being used.

The official is fully aware of the importance of password and changes it
frequently.

Aregister for ‘User Code’ is maintained by Supervisor / Postmaster as
shown in the annexure.
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3. Latest Version of Software - Ensure that -

Latest version of software is being used at the office.
If the older version is available take action to replace with newer version.

If unauthorized software is being used take action to replace it with the
authorized one.

Check-with System Administrator that all the versions of the software

are kept securely to ensure that they do not fall into the hands of
unauthorized persons.

4. Log Book of Computers - Ensure that -

The logbook is maintained in the format furnished in the annexure.

If the system is out of order the remarks are noted in the logbook.
Maintenance by AMC/Repairer - details recorded in the logbook.
Daily work done on the particular computer is recorded in the logbook.

Name and phone number of the service engineer is prominently
displayed.

5. Submission of Monthly Statement - Ensure that -

Monthly statement on computers is being submitted by the office
promptly.

The contents of monthly statement gives the exact picture as
envisaged in the statement.

6. Training - Ensure that -

Adequate number of officials have been trained on Sanchaya Post,
SMO, Speed Net and all modules of Meghdoot. If not make up list of
officials to be trained in various software and include the same in the
current year’s action plan.
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Adequate number of officials duly trained as System Administrator are
available in the office. Identify staff to be trained as System Administrator

for Sanchaya Post, Meghdoot Components, Speed Net and SMO.

Identify officials to conduct local training classes to spread computer

awareness and thereby to create computer friendly environment.

The officials have adequate knowledge of computer and software to

make best utilization of provision made in hardware and software.

7. Backup - Ensure that -

Backup is taken according to the schedule.

In case of Sanchaya Post 6 tapes for daily backup, 5 tapes for weekly

backup, 2 tapes for fortnightly backup, 2 for monthly backup to be used.

There is provision in case of data loss for any reason the same can be

retrieved by restoring the backup.
Backup data in floppies, tapes are preserved securely.

Aregister of backup for data preservation is maintained and kept in the

custody of supervisor (proforma in the annexure)

8. Modification to Software -

Discuss with the staff to encourage them to come up with the problems
they are facing and any suggestion for modification in the software
which is felt user friendly. List up the suggestions and take up the
matter with the software vendor or Postal Training Centre, Mysore as

the case may be.

Examine the field where computerization is not effected to see that the

same can be computerized.
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9. Redeployment :

° Study the impact of computerization in the SO and excess staff hours
achieved. Examine as to how best the excess staff hours can be
utilized in areas like Business Development etc.

° On total computerization of office, see that a fresh Memo of Distribu-
tion of Work has been adopted for optimum use of manpower.
10. Upgradation / Condemnation :

° Discuss with the System Administrator regarding upgradation of
computers required, if any. Sum up the advantages and come up with
proposal for upgradation.

° List out the unserviceable items. Take action to condemn these
articles in consultation with your Regional Office.

11. Meet the staff working on Computers and discuss :

° The problems faced in computerization.

° Any suggestion they feel advantageous.

° Explore the possibilities of further improving the performance on
computers.

12. Optimum use of Computers :

° Are all the computers optimally used ? Is there any tendency to attach
the computers to a branch or official for the exclusive use of that branch
or official.

° In order to put the computers to optimum use, can nodes be placed in

one location, to facilitate use of the same node by different officials at
different hours ?

° Does the hours of attendance of the staff require any rescheduling with
a view to optimally use the computers and the staff ?
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Bihar, Rajasthan, Uttaranchal, Chhatisgarh, Jharkhand, Delhi and Andman
Nicobar Island.

B Region : Maharashtra Gujarat, Punjab and Chandigarh.

C Region : All other states and UTs except those stated in A & B above.

. The total number of officers / employees Officers Employees

who do not possess the working
knowledge of Hindi.

Those who have studied Hindi as a subject (upto
Matric or Tenth Standard or those who have furnished
declaration saying they possess working knowledge
of Hindi.

(@) Whether all Name plates / Notice Boards
etc. are bilingual ?

(b)  Whether all the Name plates and
Rubber stamps used are in
accordance with the rules /

(In rubber stamps letters in Hindi should have a

point size greater than 2 as compared to the
English letters).
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86.

87.

Whether incentive schemes laid down by Deptt. of O.L. are being
implemented ? If yes, indicate the number of officers / officials who

benefited from these incentive schemes during the last year.
How many forms are being used in the office ? Are they bilingual ?

Any special work done in the office regarding Hindi:

Have the public of the place any difficulties with the Post Office ?

What is your assessment of growth of Postal Traffic and what

arrangements are needed in this connection ?

Record your assessment of the office and spell out :-

(a) points for action branchwise, by the SPM and the other staff of the
Post Office.

(b) points for action by you, Divisional Superintendent and

(c) if any action to be taken by Regional or other divisions. Please
take up with the concerned authorities demi-officially any matters

of importance and keep a watch on their settlement.
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Appendix
Check list of Registers and Books referred at Question No. 5
Sl. No.| Department Name of the Register or Book Remarks

1. Due Mail & Routeing List All SOs except TSOs
2. Book of Addressees Instructions |- do -
3. Memo of unpaid postage taxed |All Sel. Gr. SOs

1. [ Delivery 4. Beat instruction Register -do -
5. Letter Postage Account -do -
6. Letter Box Statement - do -
7. Account with the licensees of |- do -

Franking Machines (MS-10)

2. | Deposit 8. Deposit Account -do -
9. Registered Journal All SOs
10. V.P. Journal -do -
11. Registered Abstract -do -

3. | Registration | 12. Register of VP Articles -do -
13. Delivery Slips -do -
14. Statistical Register -do -
15. Addressee’s Receipts -do -
16. Parcel Journal -do -
17. VP Journal -do -
18. Parcel Abstract & Parcel Lists |- do -

4. | Parcel 19. Registers of VP Articles Received |- (o -
20. Delivery Slips -do -
21. Statistical Register -do -
22. Addressee’s Receipts -do -
23.Stock Book of Indian Postal Orders |- dg -
24. Journals of Indian Postal Orders |- ¢g -

5. | Indian Postal sold and paid

Orders 25. Journal of British Postal Orders | ¢g -
and Irish Postal Orders paid

26. Book of Money Order Receipts |. (g -
27. Register of MOs Received (Except Town PO)
28. Register of TMO Received -do -

6. | Money Order | 29. TMO Advice Book All SOs
30. Jounal of MOs Issued & Paid|- do -

and Abstracts
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7. |NSC 31. Stock Register of NSCs All SOs
32. Specimen Signature Book - do -
33. SB Preliminary Receipts - do -
34. Savings bank Journal Ledger |- do -
35. R.D. Journal (All Denomins.) |- do -
8. [ Savings 36. T.D. Journal (All Denomins.) |- do -
Bank 37. Long Books - do -
38. Ledgers - do -
39. Book of Identity Slips -do -
40. C.T.D. Journal (All Denomins.) |- do -
41. Sub Office Daily Account -do -
9. | Accounts 42. SO Slips -do -
43. Stamp Balance Register (ACG-85) |- do -
44. BO Slips Except Town SOs
10. | Sub 45. BO Summary -do -
Accounts 46. BO Receipt Index Register -do -
47. Treasurer’s Cash Book -do -
48. Attendance Register All SOs
49. Statistical Register of all Branches |- do -
50. Stock Register of Articles of Stock |- dg -
51. Stock Register of Petty Articles |- do -
52. Stock Register of Forms -do -
53. Punishment Register Sel. Gr. SOs
54. Kit Inspection -do -
55. Register of Nominations -do -
11. [ General 56. Postmen’s Book All SOs
57. Order Book -do -
58. Error Book -do -
59. Hand to Hand Receipt Book |_ o -
60. Complaints Book -do -
61. Book of Information - do -
62. Overtime Allowance Register |ge|. Gr. SOs
63. Confidential Records -do -
64. Notice of Hours of Business  [5|| sOs
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ANNEXURE
HISTORY SHEET OF COMPUTER
(REFERRED AT QUESTION NO. 84 UNDER SUB HEADING - MAINTENANCE OF RECORDS

A

a%mmm | BXO\Ce ] dEBrhtEa d ndHHAIY

NAME OF THE OFFICE
m MAKE & MODEL OF COMPUTER
}@%bﬂ’ — COST OF COMPUTER
‘ %\f&l DATE OF SUPPLY
M\m’l DATE OF INSTALLATION
d@?l&\fal PERIOD OF WARRANTY
EE_g, {m AMC, if any
gy CPU
Hﬁ@ SERIAL NUMBER
PROCESSOR
%Sﬁﬂ n HARD DISK CAPACITY
AQEE RAM
FLOPPY DISK DRIVE
g{m PORTS
WW DESKTOP OR MINI TOWER

AIZ {7 ({0Z9s/{AZ 2000/

OPERATING SYSTEM (WIN 98/
WIN 2000 / WIN 2003, ETC.)

{dZ2003, AfiX
St DATABASE (SQL 7.0/ 2000)
@_M(I@Syﬁn ) ANTI-VIRUS
qun\ Nm OTHER INFORMATION, IF ANY
N@ { MONITOR
m@;m SERIAL NUMBER
‘ dﬁﬁﬁ) MAKE & MODEL
Foids M@ MONOCHROME OR COLOUR
) KEYBOARD
"y E; SERIAL NUMBER
‘ dﬂ@ﬁ&) MAKE & MODEL
28 VEB\ANY, [ XHrCEen REPAIRS AND REPLACEMENT IF ANY :
FRyQerhk ] ah@(SrRI®), { XS DIVERSION OF COMPUTER IF ANY :
{@SHaD {OSHE4 | AN VX AREH aVZ Office from Office to Date of Reasons
ANESIA{ISnEr | ANEBIA{IPnTHEN K\l feinzi ) which diverted | which diverted diversion for diversion
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HISTORY SHEET OF PRINTER / SCANNER / MODEM / UPS, ETC.

NAME OF THE OFFICE

MAKE & MODEL

SERIAL NUMBER

COST

DATE OF SUPPLY

DATE OF INSTALLATION

PERIOD OF WARRANTY

AMC, if any

SPECIFICATION (example)

PASS BOOK
PRINTER SCANNER MODEM PRINTER UPS
DOTMATRIX / Barcode / Internal / 24 Pin Dot | Online /
INKJET / LASER | Flat bed External 56 | Matrix Offline
80/132 COLUMN | Resolution : | KBPS 90 Column | 1/2/3/5/10
9/24 PIN Scan rate : 300 CPS KVA
CPS : 240, 300
ETC.
REPAIRS AND REPLACEMENT IF ANY :
DIVERSION IF ANY :
Office from Office to Date of Reasons
which diverted which diverted diversion for diversion

* Separate History Sheets should be maintained for each equipment as per

the above proforma.
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