aASHa{ 4 U
a Ay
1. JhShisAd HWMhATRCEENENHSEY Arol$oliE | dieSria
Kbog J&h | X | RATHEB{GR{Urh | A7 ~hHSg g WZAZH | hwkhrefii>am
hat MHE -
(19 "dZr{ apEhiWE A WHIM
(1) Sriia | 398 fngmy borhisBVRX S acte

O () AN {FENrgE  WARCHS{~AESrAMg/NITEER
gfS B el W YeLHB{Eg IMBE Wod$e QoS
S {M$eS; & gumBEDg KON _mbhapds g gNm
CHBMCHEYh &

(i) o NFR { B e RO i @vlr nri@d ah AreSrdakds

HBTOXNAY EMVONhapAN \har B S AreaHSaufi> | ird
§q Urdh &

(R 10 makdsy” KsgMn

G ) {d¢$VAregrdnaalrh WneSiv gifdhrals B S
[a$80)] X@ R {{I%r {¢$VyRdalSdSeaE IS, o
Qi ISuIIRY &

(i) QAATNISH {ISR)ESY | BB/ rSO$hth | Clivh &
(M g FERa\FEREME NMEEYANAS0UM | dHal " diMTh
™ () SmSra | \SrEEsw Zgnk HH{E " dib &

(i) Sn@iyivelHB{EN e m| iQeezr/\$nCetavhy ?

(iii) SMSrhHEDAY \B@ROp-NOHBEEES Y \$hiss
Q@i HIB{EERS{ YA ESDaT hy 8.

HEAD POST OFFICE INSPECTION

QUESTIONNAIRE

1. Take an over all view of the post office, keeping in view the customer
needs as well as optimal use of resources available. Your
observations, inter-alia, must specifically comment among other things on
the following aspects.

(@) Accommodation and the suitability of the building / premises.

(b) Working environment including lighting, ventilation, approach etc.

(© ()

(ii)

Ensure that a separate Information and Facilitation counter
with or without MPCM is available and all relevant
information for use by the public such as postal tariffs,
pincodes, premium services, agency work and other matter
concerning public, are available with him.

Ensure that the official available at the counter is sufficiently
senior and is well conversant with the work and other rel-
evant information and is also well trained in customer care
skills.

(d) Notice of Hours of Business

(e) ()

(ii)

Availability of complaints and suggestions book and action
taken on the complaints/suggestions recorded. In case no
action has been taken on any of complaint/
suggestion recorded therein, note down its particulars.

Ensure that a board indicating its availability is available in
the public Hall.

(f) Arrangement of all counters in a logical pattern consistent with
the space available.

(@) ()

(ii)

(i)

Whether arrangements for keeping forms &
stationery in store is methodical and satisfactory ?

Whether availability of stationery/forms required by the public
is adequate ?

Whether suitable method for keeping acount of public utility
forms is being adopted to avoid misuse/wastage of forms ?
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(ii)

(i)

(iv)

v)

(Vi)

(Vi)

(i)

(ix)

)
(xi)
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(h) O

(ii)

(iii)

(iv)

v)

(vi)

(Vi)

(i)

(ix)

)

(xi)

Cleanliness of counters and offices. Does the Postmaster
take special interest in this regard and is sensitive about
this matter.

Is the stock of all essential forms for use by the public
available ? Are the Counter Assistants/Supervisors polite
and answer to the queries of the public courteously.
Counsel the Counter Assistant about the importance of good
public relations. Examine if special arrangements are
available for senior citizens ?

Is a copy of Citizens Charter in local language available
and displayed in the public hall ? Whether the work is being
done as per the norms available and prescribed therein ?

Examine if a separate register is maintained for forwarding
the complaints received at the counter to the concerned
customer care centres of the concerned unit.

Whether regular meetings of POST FORUM are held and if
s0, the dates on which meetings were held may be recorded.
If not, the reasons thereof may also be recorded.

Review the minutes of such meetings and ensure that proper
action is taken on each of the suggestions.

Examine the inward reference register to ensure that the
replies to CPT-21 / Search Bills are given within 48 hours.

Ensure that norms for all transactions / settlement of
complaints are exhibited in public hall.

Whether Supervisors/Counter Assistants have been trained
on Citizen’s Charter and training guides are available. Have
any Service Team / Quality Circles been formed for counter,
delivery, treasury and SB Accounts.

Ensure whether name badges have been provided to
counter clerks.

Ensure that a board indicating all filled up forms (Sample
forms) for the guidance of public like SB - 3, SB - 7,
SB - 103, Money Order form, purchase application form for
KVP/NSC etc. / is available.
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2. Please review the last inspection report and the order book remarks
of the Postmaster and specifically state :

(&) Whether action to be taken by the divisional office is complete.

(b) Discuss pending paras and see that action on them are
completed during your stay itself.

(c) Whether the compliance as reported is actually being followed.

(d) Whether any para of the IR needs to be dropped being
irrelevant now and if so order accordingly.

(e) If any particular aspect of work has repeatedly come up for
adverse notice in the last 3 years and continues to be so, it
should be specifically highlighted so that the reviewing
authority can bestow his attention on this aspect.

3. Examine the present status of supervision of the counters to see if
the distribution of work is in order, if the supervisors regularly and
practically check the working of the counters, if they are taking
pro-active stand to ensure that the counters are not only manned but also
manned to suit the peak pressure of the traffic.

4, (@) Checkthe cash and stamps balances of the HO and see whether
the HO account books, like treasury cash book, HO Cash Book,
HO summary, SO summary, BO summary etc. are written cor-
rectly and up to date and tally. Record your specific findings.

(b) Are the balances regulated within maximum and minimum au-
thorised limits ? If these need revision, initiate action for the
same.

5. (i) (a) Examine if the counters are rationally arranged according
to the volume of transactions and quantum of money handled
etc. Have the working hours of counter transactions been
increased in computerised offices ? Need for maintenance
of existing number of counters in the offices where MPCMs
have been introduced, may be examined.
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(b)  Whether MPCMs along with on-line weighing scales are
being used to the maximum extent. and AMCs is current.

(c) Whether sufficient stock of computer stationery is available.

(d) In case of non working of MPCMs, what are the other
alternative arrangements available at counters ?

(i)  Examine whether the counters are flexible for peak hours
transactions. Also examine and take action to ensure that at
least some counter assistants are available during the lunch
periods. Have bulk customers been identified ? Please check
whether separate arrangements for bulk mailers, and bulk
transactions MO exists. Are special journals provided for bulk
booking of registered/parcel articles ?

(&) Are all the bulk mailers, who are availing of
discount are presenting their mail presorted ? In case any
help is required by the mailer, he may be informed about
the mass mailing center or necessary help be provided.

(b) Whether bulk mailers are presenting the letters having PIN
written on addresses.

(i) Whether the existing arrangements for clearance of cash from
the counters by the treasurer periodically is in accordance with
the needs and whether it is working, and if not, the reasons
thereof should be enquired and set right. The security
arrangements for cash and stamps and valuables in the counters
should be specifically checked and any short comings found
should be reviewed during the period of your stay. If possible
initiate correcting action on the spot.

6. Make test checks of all counter transactiosn for at least 3 days (not
necessary that every transaction should be checked for these 3 days) and
ensure that the amounts are written in both words and figures and legibly,
that the office copy of the receipts are clear and legible, that the requisite
date stamps are impressed clearly and distinctly and the
transactions are carried out according to Rules on the subject.

7. (&) Are there any mechanical aid in the office ?

(b) Isthe prescribed register maintained properly and being checked
daily by PM/APM and the amount handed over to the Treasurer
under proper receipt ?
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(c) Compare the opening readings of the meters with the
closing reading of the previous day and see that these have been
correctly brought forward.

(d) Select at random four dates since the last inspection to see if the
amount of the days collection of franking postage has correctly
been arrived at and credited to the Post Office (Franking
Postage) Accounts.

(e) Are payment of advance rentals in respect of all the hired
machines upto date ? Test check 10 credits selected at random
since the date of last Inspection.

(f) Test check 10 cases selected at random to see if the amount of
advance postage as shown to have been deposited in
(Column-5 of) the Franking Machine Ledger and (Column-3 of)
Franking Machine Record Book tallies and that the same has
correctly been taken into account. This check may be exercised
separately in respect of hired and privately used Franking
Machines.

(g) Are receipts for all payments received in respect of Franking
Machines issued in the prescribed form ACG-67 and are they
properly accounted for ?

(h) Inspecting officer should examine all seals and stamps with
reference to impresssions obtained on book of postmarks and
arrange replenishment of worn out stamps & seals. He should
comment on the action taken by the Postmaster on periodic
replenishment and reflect in his IR. The stock position of spare
sets of obliterators and delivery stamps also should be reviewed.
The Inspecting officer shall see that spare dyes are kept in office
where stamps cancelling machines are used.

(a) Examine the Due Mail and Sorting list by cross references to
Letter Box statement and Notice of Hours of Business in
conjunction with the local timings of arrival / departure of air / rail
/ bus / steamer modes of transmission and with the knowledge of
latest developments regarding availability of alternative mode of
conveyance to see :-

(i) Whether a better mode of conveyance can be utilized.

(i)  Whether timings can be changed to improve the mail
arrangements better in respect of receipt and dispatch of bags.

(i) Whether all mails cleared from the letter boxes can be
suitably connected to the proper dispatches.
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(iv) Inspecting officer should see whether the letter box clearance
can be mechanized by providing three wheelers considering the
volume of mails and distance of beat in order to provide more
time for sorting of mails.

Note 1: While doing this exercise the Inspecting officer should also keep
in view the available manpower like mail peons, postmen, GDS
mail deliverer etc. and optimize their utilization ensuring
expeditious disposal of mails.

Note 2: This examination should also, inter-alia, involve the examination
of suitability of clearance timings of letter boxes and whether proper
arrangements for checking clearance of letter boxes like LB plates
(Hour A & B) exist.

(v) (a) Examine whether the checking of the mail-peons is regularly
done by posting test letters by PRI/Postmaster. With
reference to diary of PRI, check that they are posting test
letters regularly.

(b) Examine whether the arrangements for safe custody of mail
bags is adequate.

9. The Inspecting officer during his inspection should check at least for
one day, all the bags to see whether the bags are received as per Due Mail
Sorting List, with proper seals, for correct destinations, as per times
prescribed without delay, and any bag is missent / misrouted to the post office
and record his findings together with remedial actions in IR. He should also
check up prescribed error books maintained for the examination of such bags
daily and examine if action has been taken on all the points. He should
examine to see if there are any mis-sending / mis-routing / any other irregularity
and take remedial action during inspection and reflect the same in his IR.

10. (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
count of the bags.

(b) Examine the memo of authorised bag balance fixed for the
office according to the Due Bag list and see whether the
balances have been revised / fixed in the prescribed manner
and satisfy yourself that they have been fixed correctly.
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(c) See thatthe 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 office. Also see that the recoupment or withdrawal of bags
is quick and satisfactory.

(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 on 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 lists and see that these are kept corrected
upto date and also see that one copy in respect of each set of
mail / office / Section is sent to DBO / CBO.

(g) See that the registers fo unservicealble / repairable bags are
maintained properly. Also check the entries made there in.

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

(i) See that the bags are not used for keeping old records.
() See whether different types of bags are used according to

guantum of mails.

Examine the sorting case, sorting diagram and the work of the

sorting assistant with a view to check and improve it . See that :-

() (a) LBsand prescribed bags are correctly sorted and prepared.
(b) Whether there is justification of preparation of more bags/LBs.
(c) See if any bag/LB requires discontinuation.

(i) Quality of sorting done and proper lettering of the case.

(i) That transcription is done and insufficiently and unpaid articles
are taxed.




12.

(v) (9 Megkhfi>EERE h &
(1) i ATe@r et Orh &

) @A deEEgRHaTL HELE i} {Z{ \ehpmith
geRBp > b Se{ uan G {{ Q&S; AXTHEuuddat K
(K HBty Ary KB &N SANY bV | H§ \ES vieksrRE ™ NmAn
5%
B & e orean S Sn@nn ArepZedr) | beds
{HEDDHDAaTS | RISRAE Nmo @' h &
(v)  HE-SWNIBEEMS AreXd | {FSnEESHEY-1$Y CBVB@N i W

QSN BidhjduhiSata{i$ndr WNKdrh NS BYTi#S0
AMEBIMOR] &

(vi) &y {~ohtSogwWiNEhp\ ra{ts n@iif &

(vii) SnNSF¥EdRAEd Hud kiSSP re{kSnd nin AreRIH{NDIVS
Agi pritBvidgSnt WWoSHeahtHE MM EBND~Sr_m
| SRR OER Y GBS {HAEBADATRCZR STy
et | N, {H{EED/ O BN/l §&

(viil) rerj UDBMSH {FSSINSX BRI -rd G rhapg " re{2$ el &

() b te, Zir Aparly A-r@riks{Z$g GognV, AR, _hidkch
Aveatyd Ndrhb{E, { it X @' h %

(x) T SSritkatdBATON i 0ANHS NN Ateeat dgrhiiTd Hs
P\ oHiB{~zBH {OAHB{E DN &

(xi) QAT {ESrHBGUEGr Sr NS R OrBESA Y AA Briiei)
quiiNe Sagphrov HEAvatd miJ ~gD G0 iy WenNSF 8
~Sho NSy OO

(xii) rSray d HrhHaR WA rXAE] Hekare\ o -S5h\| re{ IEDOHE\ft$ad
_Qogrht$ine® | /NSO i (RN ERAB{E -
Cavh

(19 SniSetGbaw adt DN ZN RS GMHS
(X rDRBMA riveri i8I0 1 Gel b na{GRedm
QY RSna{ GRet B> rESrHIeAW/ N @ S Uemartue?

8

12.

(iv)

v)

(vi)
(Vi)

(viii)

(ix)

)

(xi)

(xii)

(@)

(a) Stamping is neat, clear and legible.
(b) Old and worn out stamps are replaced.

(c) Indent for procurement of fresh set of stamps and seals are
sent regularly to the Postal Seals Industrial Cooperative
Society Ltd. Aligarh.

(d) Black Ink Stamp pads are in good condition, so that legible
stamp impression can be obtained.

(e) Stamps and seals are cleaned everyday and their legible
impression is taken in stamp books at the beginning of the
day before putting them in use for the day.

Check some of the closed bags and see if checks are made
sometimes, results noted in the error book and defects brought
home to the sorting assistant.

Despatch time bills are prepared properly.

Whether the sorting case diagram has been prepared
scientifically and pigeon holes easily accessible; are earmarked
for offices and bags receiving the largest quantum of mails. Also
examine if specific provision has been made for RLO and
neighbouring post offices for which missent bags have been
prescribed.

Test check if the sorting assistant clears the letter box of the office
in time.

LB clearance of red, green, blue & yellow letter boxes meant for
general, local, Metro & Rajdhani Channels postings are not mixed.

Whether letters meant for office itself are separated and sent
for delivery without intervention of RMS office.

Is TD Sorting being performed by the office (where more than
one delivery office) and sorted bundles are properly sent through
account bag/bagging unit as the case may be ?

Separate circle wise bags/bundles are prepared for neighbouring
circle so that contents are available for detailed sorting without
preliminary sorting in RMS Office.

Is the register prescribed for monitoring the posting of Regd.
Newspapers maintained upto date with reference to the lists of
renewals/fresh registrations/ cancellation etc. received from the
Divisional Head. Are the entries in the registers authenticated by
Head of the Office / Supervisor ?

8
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13.

(b)

()

@0

(ii)

(i)
(iv)
(V)

(vi)
(Vi)

Test check posting of registered newspapers received on the date
of Inspection to ensure that their registrations are current with
reference to register, that there is no enclosure in or with any
newspaper except supplements as prescribed and that postage
wherever suffixed is correct.

Is deposit account in respect of posting of Registered
Newspapers without prepayment of postage regularly updated ?
See that the bills for recovery of postage are prepared as
prescribed and paid by the publisher within stipulated period of
seven days. Also see whether the payment particulars are
reflected against the entries in the deposit account. Whether the
security for correct amount have been obtained as prescribed ?

DELIVERY

Examine list of bags due, the contents of some of the bags
received and particularly paid and accountable letters with the
postmen. For the period of your inspection get the figures from
each postmen and test check some, if you like to assess the
workload to see if any revision is required. Does your at
random check of articles with postmen reveal case of repeated
delay ? If so probe deeper.

Check the trend of amount of postage taxed and realised and
whether articles are returned after making proper remarks ? Do
you feel that Postmaster does make as much collection as
possible ? If it indicates a trend, which shows that the amount
of unpaid realised in the normal days is lower than the one
ascertained on the date of inspection, probe deeply
disaggregating the figures postman wise to pinpoint the
postman / postmen responsible for lower collection. Remedial
measures should be taken after counseling and adopting other
measures for improvement of the revenue.

See whether all the mails received are included in the delivery.
Check the transfer register of mails.

Is HO doing Post Office sorting ?

Test check the beat sorting knowledge of sorting postman.

Whether stamp-cancelling machines have been provided and
working properly.
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14. (a) Examine the constitution of beats in the delivery jurisdiction of
HOs keeping in view the number of postmen, the rationale of
beats, the possibility of postmen able to delivery of all mails
within the time available, the quantum of letters delivered by
different postmen etc. The inspecting officer should discuss this
with PRIs, Postmaster and Postmen and redress any grievance
regarding constitution of beats and issue orders in this regard
as far as possible during inspection itself. He can identify
institutions, organizations etc. receiving mails in bulk and direct
PRIs and Postmasters to contact the institutions, bulk mailers,
organizations etc to hire post box/post bags.

(b) See for four dates in different months that credits of recovery
towards postbox, post bags, window delivery tickets etc. have
been properly accounted for and the particulars of post boxes,
post bags, window delivery tickets etc., entered in the register
are reviewed regularly.

(c) Also see whether notices have been given to the holders of
post boxes and post bags before the date of expiry of the
period and also check whether the notices have been
acknowledged by the allottees.

(d) Testcheck to see that past holders of post boxes and post bags
who fail to renew, do not take delivery of mails through letter
boxes unauthorisedly.

15. Look into the diaries of Public Relations Inspector (PRI) and talk to
them and the postmaster about the checks and directions of their work. Does
postmaster make an effective use of the PRI ?

16. Make surprise check at various places in the beats of selected GDS
Mail Deliverer / Postmen attached to office to ensure that the articles are
delivered promptly and regularly. Make enquiries to confirm the same from a
few selected addressees on the beat both commercial as well as residential.
Mention the same specially in your report.

17. Look into how often the postmaster and APM delivery carry out the
checks on receipt of mails, beat sorting and delivery. See if the unpaid letters
are properly attended to and taxed and missent letters properly redirected.
Is the postmaster particular about inspection and smart out turn of the
postmen and their sense of discipline ?

10
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18. Look into the working register of registration and parcel delivery
assistants, MO paid assistant and VP assistants. See whether signed
receipts and acknowledgements, registered articles returned
undelivered and cash for remittance to the sender of VP articles are promptly
made over under receipt to respective assistants.

19. It is important to review that delivery timings are fixed realistically
with due regard to quick delivery and what time is required to open,
separate, stamp and sort letters. If any improvements are possible, discuss
them with the postmaster and delivery staff and order them.

20. Examine the Postmen’s book to see they are properly written and
particularly how effective is their delivery of unpaid and accountable articles.
Does the rate of nondelivery of registered parcel, VP and payment of money
orders present any abnormal features ? If so does the postmaster utilize
Head Postmen and PRIs to rectify matters ?

21. Please check up

(i)  Whether addressee instructions (temporary and permanent) are
kept properly classified and filed.

(i)  Whether book of addressees instructions regularly written and
updated.

(i) Whether beat instructions register is maintained properly,
initials of postmen in token of having seen revised addressees
are obtained and instructions are acted upon by all concerned.

(iv) See whether Mail Offices are preparing triplicate registered lists
for RBs, where prescribed.

(v) See whether Regn. Delivery branch has been computerized. If
so, whether it is functioning properly.

(vi) Examine the complaints received on wrong delivery, non-
delivery and remedial action taken by Postmasters.

11
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ACCOUNTS

Note : The following items are to be checked for 4 dates each in separate
months since last verification. For guidance and detail see Vol. VIII
Page-141 para 239 clause 1 to 37. The IPOs can assist the Suptd.
and this section is to be covered both during the half yearly
verification and the annual inspection cum verification.

22.

23.

@)

(b)

(©)

CASH AND STAMP BALANCES

Check and note each item of cash, postage stamps &
stationery and non postage stamps etc, verify cash balance and
stamp balances and certify the correctness of the balances on
the relevant records and also see whether stock of each
denomination of stamps is adequate and in good condition. The
stamp balance register should be verified with basic records
like invoices of receipt and despatch. The Inspecting Officer
should see through random check that the weekly statement of
balances are prepared accurately and sent to Superintendent
in time and follow up action taken as advised by the
Superintendent.

The register of cheques should be examined for 4 dates in
different months one day for each month to see that all the
cheques received are cleared without delay and accounted for.

Check ACG-9 and ACG-10 for 4 selected dates and check
whether transactions have been properly accounted for.
Mention dates and amounts in IR.

HEAD OFFICE SUMMARY

Take the Head Office Summary and check the following items for 4
selected dates each in different months.

@
(ii)

Undisbursed pay and other amounts in deposit.

Telephone and Telegraph traffic credits.

12



24.

25.

(i)

(iv)
(V)

(Vi)
(vii)
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(iii)

(iv)
v)
(vi)

(vii)

Check entries under heads B & C to see if any amounts could
have been brought to account on date of receipt.

Is there a tendency to keep money out of account ?
Check whether soiled/torn notes are being replaced regularly.

Whether currency-counting machines have been provided and
working satisfactorily.

Arrangement to check fake currency notes.

SO and BO daily Accounts and SO and BO Summaries

24. (@)

(b)

25. (i)

(ii)

Compare the entries in the BO & SO Daily accounts with
corresponding entries in the BO & SO summaries for atleast
four selected dates at random in different months. Also test check
important items like cash and stamps in transit.

Check up whether the financing of the BOs and SOs are done
properly, adequately and on time, specific attention is paid to
clearance of surplus as also timely supply of cash for clearance
of liabilities both for Money Order payment and Savings Bank
withdrawals. Please see that there is no bottleneck in the
matter.

Check the stock of IPOs, all cash certificates including KVP,
giftcoupons etc., pass books of all types of Savings Accounts
with reference to the relevant records viz. stock register, invoices
of receipts and invoices of despatch, acknowledgements etc.
since last verification whether they are maintained properly and
destroy and write off the spoiled ones.

Also see that the Postmaster is carrying out the physical
verification of stock of Pass books every month.

26. Examine the annual statements of certificates returned by the Sub
Offices to the Head Office during the year and see that necessary action has
been taken by the Postmaster on them. Verify entries in the statements of
sub offices with NC-12a and NC-12 registers maintained in the Head Office.

(Rule 7 of POSB Manual Vol. 11)

13



27.  {rim{Z1) UpIBOS$RIN | do{fyZdSgr mhari N il aXes
{Erah A | MEHESE Y X3S BrhARITIS ORp {JOadArivivhayZ

SrHegaIBESY | GBVING DHBES {15
() MR (S rhGeniZte(ksnd n@o{Hs-NH MHBETYAZ_rhies
AIENRBITR

(i) N 1aXHBADZEINIBASE | Batad o B/TR

(i) {d"P Zhigs (it Ma{MWhidsre; LUDBMS Whid | {H{Zbet 68
aferSonyESHEa | dr v | Sriond ni W hOBVE X[ dSBhAY
|aXHB{HEADZ, {20 an@nvhina OQe, AfESHHiara
RYESH G SatS SvlkHHREKO)| KR MER

(aii>r W ViIdh8{Z0 {2 _4\Wh{HRyZ{d$gr {Z_rdy H{Z_6)

28.  {rNm{Z1j UdS-iep{d/P hZhHs VB0 | aif>r N (VIdB{ZI0)
\UViHRIE{ g rhalr o ZIorh SIS RY AV 29 N ke N Aaayivhiss
OBVINEOHBES] {H9Sm-

() "W Eaeitds HH{E WA § WadvEhdivge Wi
@y afeg dolnv' h &

(i)  BYWaXabahraGN R XTSI &
(iiiy BA\Whrea{et$odrESradbgaheydSiiatdbad s S+ | dr
a$agafa{k$nd nin &
29. {c{’b_hZhI{EMB{\{WhIMMd&gﬁ S VA ivih e LDBMI
"X DHBES] {15.-
() auZrvigr \aHhg\ re{tsnd niy &

(i) NEHEERDaddS$on {Z0ER\NAER D ad Sy i @t
ISR DIndtR

(iii) Miﬁﬂ)ﬁ@%gim&ammma_@ﬂmm&m
JM&

(SrHIQ-N-EKZ_ ikl 58 Z_57)

14

27. Check a few applications of purchase of savings certificates for KVP
and NSC (VI Issue) kept in the guard files since the last inspection with
respect to connected records viz. stock register, issue journal, and HO sum-
mary to see that :-

() The amount has been invested by those only authorised under
the respective rules of certificates.

(i)  The applications for purchase of certificates are kept serially
numbered in the respective guard files.

(iii) Test check four dates in different months to see that the amounts
invested have been correctly accounted for in the HO This check
may be carried out w.r.t. relevant record, viz., applications for
purchase, issue journal, stock register, HO summary, HO cash
book etc.

(Rule 4 of NSCs- VIl issue & Rule 6 of KVP Rules)
28. Test check discharge journals of NSCs (VIII issue) and KVP and any

other cash certificates of earlier issues for four dates in different months
since the last inspection in order to see that :-

(i) The amounts paid tally with the amounts payable as per provi-
sions laid down in the relevant rules of the scheme.

(i)  Suitable remarks are recorded on respective purchase applica-
tions and

(i)  The amounts have been correctly charged in the HO summary,
HO cash book on these dates.

29. Test check discharge journal of IVPs for four dates in different months
in order to see that :-

(i) The journals are prepared in the correct manner.

(i)  The number of IVPs discharged tally with the entries made in
the Issue & discharge register of IVPs.

(i)  The amount of IVPs discharged have been correctly accounted
for in the HOs summary.

(Ruel 57 of POSB Manual Vol. 1)
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30. See that the Treasurer’s Cash Book has been correctly kept and he
takes all receipts in the book and that the Postmaster has initialed all cash
payments to the Assistants.

31. @)
(b)
(c)
(d)
32. @)
(b)
(c)

TREASURY PASS BOOK

Has the Postmaster kept the treasury pass book properly him-
self and got all entries signed by the treasury officer.
Investigate into propriety of cancellation if any. Refer to the
Treasury Officer all cases of entries not signed by him.

Have the Bank credit / debit-scrolls relating to HOs/SOs been
received and posted in the respective registers ? Whether these
registers are being checked daily by Disbursing Officer ?

Whether proper action has been taken in case of any
discrepancy noticed, and if so mention the final out come of the
discrepancy. In cases of serious nature, take up investigation
under intimation to Regional / Circle Office.

Whether the re-conciliation statements are being submitted
regularly to DA(P) ?

POSTMASTER’S BALANCE SHEET

Please check the cash book and the Postmasters balance sheet
for at least one day for each month since last inspection to see
whether cash book is written correctly and Postmasters
balance sheet is prepared correctly and signed by the Post-
master.

Check whether delegation of powers exists for writing the cash
book and if so whether the correct person(s) to whom the power
has been delegated only write the cash book.

Check whether the daily verification of various transactions -
items by SBCO - In charge is made or not.

15
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(d) Check whether the Postmaster is performing the duty of check-
ing at least two different items of receipts and payments in the
cash book and he places his initials in token of having carried
out this check, in this cash book.

(e) Check whether the cash account is being dispatched to the
accounts office regularly along with the requisite annexures.

AUDIT OBJECTIONS

33. (@) Examine the Guard Book of Audit Objection in each
department of the PO to see that they are properly and promptly
handled. Mention number and dates of pending objections and
try to settle as many as you can and give clear instructions
about the pending ones.

(b) Investigate the cases of inordinate delay in settlement of the
objection raised by Internal Check Parties / P & T Audit Office /
Departmental and Other Advances (DAOA) / Other than
Departmental and Other Advances (OTDAOA) Statements and
give suitable directives for their earliest settlement.

(c) The outstanding paras of previous P & T Audit / Internal Check
Parties mentioned in the latest report may also be examined
and action taken for their early settlement.

34. Has the memorandum of monthly balances of HO Cash books been
dispatched to PAO.

35. Verify the statement of balances. Examine the statement of
recoverable advances to see that recoveries are being made promptly.

36. See that the arrangements for remittances to or drawing from
Treasury of State Bank are satisfactory. Do the Postmaster and the
Treasurer maintain adequate liaison to solve problems mutually ?
Examine the distribution of work in the Treasury and security
arrangements. Are rules regarding tenure and rotation of staff followed ?
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37. Is the register of undelivered passbooks in deposit in the HO
(SB-12C) properly maintained by the postmaster personally or under his
immediate supervision ? Are the pass books, which are not shown in it as
returned to depositor or forwarded to SBCO, in the custody of the Postmas-
ter ? See how many of them have been retained for more than three months
from the date of their receipt in HO, and analyse reasons for such long reten-
tion and take remedial action.

38. See that the stock register of cheque books is maintained properly
and the postmaster is verifying the stock once in a month.

PART-II - DEPOSIT REGISTRATION PARCEL AND VPP

39. Examine the articles in deposit to see :-

() That articles are not detained beyond the prescribed period.
(i)  That reasonable remarks are recorded of them.

(i) That articles are not missent to SOs and BOs in account with
HO.

(iv) That the instructions contained in Rule 143 of P & T Man.
Vol. VI are attended to.

(v) Records of MOs missent and misdrawn and write to offices
concerned and see those in deposit.

(vi) Process of redirecting is properly carried out.

(vii) Postmaster does some times send articles returned by
Postmen for retrial by Head Postmen/ overseer or Public Rela-
tions Inspector.

40. (a) Examine the entries of some of the VP articles for despatch to
see that amount written thereon agree with the entries in VPMO
form and VP journals.

(b) Seewhether VP calls are issued in case of non-receipt of VPMO.
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(c) Examine the register of VP articles received to see that it is
written up properly and the No. of articles in deposit is noted in
the prescribed manner daily and the particulars of VPMO
issued in lieu of articles delivered have been noted.

(d) Whether signed receipts, acknowledgements and undelivered
articles, cash for remittance to senders is made over properly.

(e) Whether demurrage charges have been recovered in case of

articles detained at the request of addressee.

41. In case of foreign parcels, is the customs duty collected in cash and
is the proper procedure followed in case addressee wishes reassessment ?
Are inward and outward acknowledgements properly disposed off ?

42, Examine the Registered and Parcel lists in accordance with
clause - 34 and 35 of Rule 239 of Vol. VIII.

POSTAL LIFE INSURANCE

43. (@) Is the Register of PLI properly maintained ? Test check some
entries in the register to see whether

(i) Name of the insurants are in alphabetical order.

(i) The receipt of information about a new policy issued noted.
(iii) The regular posting of PLI recovery made.

(iv) The schedule of PLI recoveries are prepared.

(b) 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-LI dtd. 15.2.96)
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(©)

(d)

(e)

(f)

(@)

(h)

@0

0

(k)

o
(m)

Verify atleast two days PLI and RPLI collections in every month
since date of last inspection with reference to receipts, PLI
register and HO summary and satisfy that money has been
properly accounted for in Govt. accounts.

If the Head Office is in rural area, the cases of non receipt of
acceptance/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.

See whether proper arrangement 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.

Assess the growth of business in the office, see whether there
is any need for improving the after sale service and publicity.
Record suitable directions in the inspection report in this regard
for necessary action.

Check whether the specimen signatures of DDM / ADM (PLI)
(Sanctioning authority of claims) are kept in guard file and are
referred while making the payments.

Check whether the intimation of payments are quickly sent to
PLI branch of CO/RO and their record is maintained.

Check whether schedules of PLI receipts and payments and
loan receipt/payment to PAO and Circle office respectively upto
last month.

Check whether stock of blank Premium Receipt Books (PRB)
is sufficient and fresh PRBs were issued to policy holders
promptly.

Check whether the box for dropping the proposals or

intimations by the insurant/proposer has been installed at Head
Post Office enquiry counter.

Check whether the schedules prepared are correct and legible.

Prepare the list of at least five payments relating to surrender/
maturity made since last inspection and sent to Circle office PLI
branch for verification.
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44,

MONEY ORDERS

The Inspecting officer should examine MO issue receipts and other

relevant records to see that :

45,

(i) the MO-I (s) Book of MO receipts is checked before use and a
certificate to this effect is noted on cover page of receipt book.

(i) the entries noted on receipts are legible and the amount is noted
in words and figures.

(i) the MO issue journals are prepared properly, and MOs are
being duly drawn on the proper and correct PIN code
(destinations). For this purpose a test check can be carried out
by checking the MOs issued on the day of inspection and by
checking whether the supervisor has carried out the necessary
checks every day.

(iv) HVMO lists, MO bundles are being prepared and made over to
registration branch duly entered in hand-to-hand receipt book
under receipt.

(v) The credits of MOs issued have been accounted for in
Government accounts by tallying the serial number of MOs
shown in MO receipt book and have been correctly
incorporated in MO issue journal and HO summary. For this
purpose, a random check for four days selected at random in
different months should be carried out from date of last
Inspection.

(i) The Inspecting officer shall see that the advices in TMO advice
book, run in consecutive serials and unused advices are intact.

(i) See that acknowledgements in respect of TMOs issued have
been received and are on record and in case of TMOs issued
necessary calls are issued to the offices of payment in cases
where acknowledgements are not received in time.

(i) Has a proper watch & check been kept on receipt of postal
confirmation on TMO advices received for payments and postal
confirmations of telegraph advice are checked and disposed of
in the prescribed manner for payment ?

(iv) See that all the records like register of TMOs received, book of
money order receipts, TMOs advice book and statistical
register are properly maintained.
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46. (i) See that MO 3 registers in respect of station and BOs have
properly maintained as per rules and money orders reissued to
postman are entered in the register in red ink.

(i) See that money orders telegraph money orders are paid
promptly and find out the causes for delayed payments, if any.
Whether cause of delay has been got investigated at random
through PRI (P)/Sorting/Head Postman and remedial action
taken.

(i) See at random that HVMO list is received along with HVMOs
received for payment and duly entered in the relevant regis-
tered list.

(iv) Are money orders received from the postmen after payment
examined to see that they are paid to correct persons and rules
for payment are observed ? Do postmen record proper
reasons/remarks in case of non payment ?

(v) See thatthe acquittance of postman in token of having received
the MOs and cash for payment are obtained in the MO-3
register and the cash is given to the postman as per authorized
limits.

47. See that money order issued and paid returns are sent to the
Accounts/Audit Office in time and regularly.

48. The Inspecting officer should see that money order Assistant is well
conversant with the rules particularly about the procedure to be adopted in
case of loss of a money order before and after its payment,
alteration of payee’s name etc.

49, Examine the MOs received and in deposit to see that the transit time
is reasonable and they have not been detained unjustifiably.

50. Check the Money Orders received and see if any particular office or
division is tending to misdraw them. If so please take action for putting an
end to the misdrawals by pointed and repeated reminders.
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51.

52.

The Inspecting officer shall see that the

@)
)

daily lists of issue and carbonic copies of receipts and

daily lists of payments of MO paid and TMO receipts received
from SOs are properly checked and whether index to MO re-
ceipts issued by SOs is maintained.

IN CASE OF CASH REGISTERS FOR BOOKING

(i)

(ii)

(iii)

(iv)

v)

(vi)

OF MONEY ORDER

See that ‘A’ key only i.e. Operator’s key is given to the Postal
Assistant and no other keys, i.e. ‘R’, ‘T’ and ‘X’ and ‘Z’ keys, are
at any time given to him and see that all these remain in the
personal custody of the PM / APM and are used by him only as
and when required.

See that money order machine custody register is properly
maintained and the relevant columns are properly filled in
showing the use of ‘X’ and ‘Z’ keys.

Check whether adequate supply of ticket rolls ‘Ribbons’,
carbon papers and the paper for use as MO Issue Journal is in
stock.

See that impressions are distinct and clear on all documents,
namely MO form, Ticket Roll and MO Issue Journal.

Check at random four dates in each month since the last
inspection and see that the list of MOs booked has been
correctly prepared and the serial numbers of MOs tallied as
shown in the MO machine custody register and have been
correctly indicated in the list and that the total amount as shown
in the MO issue journal has been correctly credited to the Post
Office Accounts.

See that adequate use of the machine is being made and the
prescribed daily average is being obtained.

(DG 28-4/84-Inspn. dated 5.1.1986)
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53.

(@)

(b)

(©

(d)

(e)

()

(@)

(h)

@0

0

(k)

VSAT

(i) What are the working hours of the VSAT ?

(i) Does it function at night and holidays / Sundays ?

(iii) Is sufficient body of staff trained in the handling of VSAT/
ESMO system ?

How many ESMOs are functioning under the VSAT stations ?
Are all of them operational ?

Give details of the dates during the last three months when the
VSAT / ESMO did not function together with action taken to
make the same operational.

Is a maintenance contract in place in the Division for ESMOs ? If
so, mention the date upto which the contract will remain in force.

Are you satisfied with the location of ESMOs ? Are any changes
necessary.

Are the working hours of the ESMOs proper ? Each ESMO
should be running from 0800 to 2000 hrs. so as to enable it to
transmit all money orders booked the same day and receive
from VSAT with a view to making payment either the same /
next day in own office /GDSBOs in account.

Depending on the inward traffic is the installation of high speed
printer justified ?

Has a UPS/Generator been provided ? Generator is to be
provided only in case of acute shortage of electricity.

Check the receipt / despatch of money orders for at least 4 days
in the last one month to find out the time taken in receiving money
orders from post offices booked at the post office in account or in
the vicinity and date of actual transmission. Similarly check the
disposal of money orders received through the VSAT / ESMO.

Is the entry date relating to payment of money orders received
through VSAT / ESMO being made daily and a system for
obtaining such information from post offices where payments
are made exists. ?

In the case of a Head Post Office are all money orders booked
in sub-office in account being received only through the account
bags at the respective VSAT / ESMO and sent to the offices of
payment through the account bags or in direct bags without the
intervention of RMS ?
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SAVINGS BANK

54. Please enquire and find out from the SB counter supervisor / PA as
to the daily percentage of depositors whose specimen signatures do not
tally. How does he solve the problem at the counter ? Is he able to secure the
cooperation in this type of problem solving ?

55. Does the SB Supervisor exercise proper control over the counter &
ledger clerks to ensure that there is no delay to the public ?

56. See that the lists of transactions and returns for all SB schemes i.e.
saving accounts, RD, TD, MIS, NSS-87, NSS-92, PPF and MSY are
prepared by HO as well as SOs in the prescribed form and submitted daily to
SBCO as per rule duly entered in voucher list after being sealed. Test check
a few dates in different months say 4, to see that the total in the list of HO
transactions tallied with that in the long book / HO summary.

(Rule 46 of POSB Manual Vol.-I)

57. Is the ledger posting for savings accounts, RD, TD, MIS, NSS-92,
PPF and MSY savings scheme up-to-date ? Record the reasons if position
is not upto date and ensure that arrears if any are cleared without delay.

58. See that the index card cabinets, binders, cup boards are arranged
properly and that the Supervisor has overall view of counters and
Ledger Assistants.

59. Are all index cards (SB-3) in respect of each type of accounts for
each office separately including HO arranged properly and kept in safe
custody and kept in order of account number ? Test check some. Is proper
action being taken to obtain wanting specimen signatures. See that SB-3 of
closed accounts and silent accounts are not kept in cabinets with SB-3 of
current accounts.
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60. See whether the Registers of Nominations prescribed for entering
nominations in respect of all savings schemes i.e. Savings Accounts, RD,
TD, MIS, NSS-87, NSS-92, PPF and MSY schemes are maintained properly
in the prescribed form, entries authenticated, the applications for subsequent
nominations or change of nominations are kept serially numbered in guard
file and prescribed fee is charged for change of nominations subsequently.
Test check a few entries in the registers with reference to the ledger cards /
ledgers

(Rule 22 of POSB Manual Vol. 1)

61. (@) Was the interest calculation completed by the 31st March in r/o
savings accounts NSS-87, NSS-92 and PPF schemes. If not,
what were the reasons for the delay and steps taken to get it
completed.

(b) Were the registers for OTA duty of interest calculations
maintained ? Were OTA claims settled promptly ?

(c) Are the special error books for entry of pass books of accounts
not received for interest posting even though there was
transactions on or after 1st April maintained and is a proper
follow up action taken ?

(Rule 74 of POSB Manual Vol-I)

(d) Whether copy of interest statements in respect of LSG/HSG
Post Offices has been supplied to concerned offices ?

(e) Whether passbooks of single-handed offices have been called
for interest posting and the record regarding posting of interest
in pass books has been maintained.

()  Whether the list of pass books not received for posting of
interest from single handed SOs (some selected accounts) have
been sent to Inspector Posts / ASPOs for physical verification
with the pass books.

62. Are the arrangements for Pay Roll Savings Schemes deposits 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.

(Appendix 11 of POSB Manual Vol.-I)
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63. The Inspecting Officer should see that adequate number of binders,
ledger cabinets are available with locking arrangements. If there is any
shortage, take steps to improve the positions.

64. (i)  Are the objection registers maintained as enjoined in the rules ?

(i) See that frivolous and irrelevant objections are not raised.

(i) How many objections are pending over six months ? Take steps
to settle them.

(Note below Rule 92 of POSB Manual Vol.-1)

65. (i) Is there a local clearing house and is the HO a member / sub
member of the clearing house ? Are cheques both local and
outstations being cleared without delay ? Test check a few en-
tries in the cheque register to see that there has been no delay
in clearance of cheques.

(Appendix | of POSB Manual Vol. I)
Post Dated Cheques -
(i)  Whether the future payable date has been specified on the PDC ?

(iif) Check whether pass book of the depositor opted PDC has been
updated ?

(iv) Check whether the prescribed procedure for issuing duplicate
cheques has been followed ?

(v) Tocheck whether amount @ Rs. 4/ per unused cheques in case
of prematurely closed accounts has been charged correctly and
necessary entries made in the passhook, ledger and PDC register.

(vi) Check the record of PDCs issued to customers in the HOs and
make corresponding entries in the concerned MIS ledgers.

66. (@) Whether officials who have qualified in SB aptitude test are
posted in SB branch and are working to the satisfaction of
supervisors.

(b) Whether the relevant records regarding grant of SB allowance
to the SB staff are properly kept ?

(c) Is SB allowance paid to staff without delay ?

(D.G. Post Letter No. 2-3/86-SB dated 27.4.89 as amended from
time to time)

(d) Check that no official is working in SB / CC Branches beyond
the prescribed tenure.
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67. (@) Examine the registers of Deceased Claim Cases maintained in
r/o Savings Accounts, RD, TD, MIS, NSS-87, NSS-92, PPF and
MSY Schemes and satisfy that these are maintained strictly as
prescribed. Review a few cases decided by the Postmaster and
also a few cases pending final disposal to see that there is no
undue delay and action taken is in order.

(b) To see supervisor has reviewed periodically the cases, which
could not be settled within the prescribed time and has made
reports in respect of field officers in case of delayed verification.
Also, to see whether any field officer is not verifying the cases
correctly.

68. Examine the guard file of applications for duplicate pass books and
test check them to see that in each case where a duplicate pass book has
been issued, a record has been kept in the respective ledger card / ledger
and proper enquiries were made about the identity of
applications. Generally see that there is no undue delay in disposal of cases
without valid reasons.

(Rule 69 of POSB Manual Vol. 1)

69. See that the index to ledger cards in respect of Savings Account,
RD, TD, MIS, NSS-87, NSS-92, PPF and MSY are maintained properly.

70. (@) Examine the conditions of ledger binders in use. See that the
used up ledger cards of closed accounts and accounts
transferred are removed from the binders and kept separately
in bundles office wise and account number wise in safe custody.

(b) Test check that the ledger cards are authenticated before
putting it to use.

(c) Test check that the ledger entries are invariably signed by the
supervisor in token of having carried out the check of entries
posted.

(d) See that entries in ledgers have been made carefully and
overwriting/cutting, if any, has been made under dated signa-
ture of the ledger assistant.
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71.

72.

73.

(e)
(f)

Check if there is any mutilated / torn ledger card which has not
been replaced.

Test check that balances have been cast in the ledger / binder
for transactions and the balances worked out are correct.

(Rule 13 of POSB Manual Vol. 1)

The Inspecting Officer shall examine and see at random for four dates
in different months, one for each quarter that

0]

)
(iif)
(iv)
V)

(vi)
(Vi)

@0

(ii)

(@)

(b)

The applications for transfer (SB-10b) have been promptly dealt with,

In case of delay look into the causes for that and take remedial
action

That ATs are kept in safe custody
RBT / PBT registers have been maintained as per rules

Advice of transfers received from other HOs have been dealt
within the time limit prescribed.

Acknowledgemetns of ATs have been obtained and pasted with
office copy of the AT and

Particulars of ATs have been noted on the top of ledger cards.
(Rule 64 of POSB Manual Vol. 1)

See that the withdrawals of Rs. 5000/- or above from single-
handed SOs and BOs are being sent to the IPOs etc. for
verification. Is a watch kept over the receipt of reports on the
result of verification ?

Whether a report is furnished regularly every quarter to
Divisional head by 5th of the month following each quarter in
Jan, April, July and October informing completion of action for
verification of withdrawals in time.

Is the list of accounts, for which the pass books have not come
for interest entries up to 30th June, being prepared in r/o BOs /
GDSSOs and of single handed SOs for savings / PPF / NSS
accounts and sent to the Inspector Posts for physical verifica-
tion with pass books ?

(Rule 75 of POSB Manual Vol. 1)

Has the HO taken action for complete verification of all accounts
standing open in one or two single handed SOs selected by the
Divl. Head.

(Rule 75(2) (vii) of POSB Manual Vol. 1)
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74. (i) See that the index to PRs for GDSSOs and for BOs in direct
account is being maintained in prescribed manner and is being
checked by the supervisor.

(Rule 11 of POSB Manual Vol. 1)

(i) See that SB-45 register is properly maintained.

75. Check a few applications for opening accounts (SB-3) in r/o accounts
opened under Savings Accounts, RD, TD, MIS, NSS-87, NSS-92, PPF and
MSY schemes since the last inspection to see that :-

(&) The amount has been invested by those only authorised under
the respective SB schemes.

(b) The account holders of PPF or NSS-92 schemes have certified
that they have no other account under the scheme either in the
same post office or any other post office and for NSS-92 scheme,
they have not opened any other account in any post office in
the financial year.

76. Test check TD and MIS accounts opened since the last inspection to
see that there in none having the irregularity of subsequent deposits.

77. Test check the PPF and NSS-92 acccounts closed since last
inspection to see that no account has been closed prematurely
except for deceased claim cases.

78. See that the ledger agreement work is current.

79. See whether there are cases of accounts running with minus
balances. Review the action taken by HO to settle the discrepancy.

80. Examine the register of “will follow” vouchers items and see that no
item is pending unadjusted for unduly long period.
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81. Check the pass books pending disposal in the HO and see whether
they are retained with valid reasons only.

82. Examine the following registers and see whether action for transfer
of interest / deposits is taken properly and systematically.

() Register of automatic credit of MIS/TD interest into SB accounts.

(i) Register of automatic credits in RD accounts by transfer from
SB accounts.

83. Are the register of SB accounts standing open in Branch Offices
maintained corrected up to date ?

84. Check the minus balance register and register of will follow voucher
maintained by SBCO and order remedial action wherever necessary.

SILENT ACCOUNTS

85. (i) Testcheck 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 reactivate the
account served to the account holder ?

(i)  Whether the service charges deducted from the silent accounts
at the Head Post Office for the unit as a whole has been
accounted for in HO Accounts for the unit as a whole and
communicated to the SOs for making necessary entries.

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

(iv) Whether SBCO has prepared a separate list of silent accounts
with balance of below minimum from the interest-cum-silent
accounts statement in duplicate for HOs and in triplicate for SOs.
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(v) Whether interest statement has been rechecked by the post-
master for any transactions reported after commencement of
work of interest calculation ?

(vi) Check whether interest-cum-silent accounts statement is
preserved by the Postmaster in the guard file to be kept in a
folder ?

(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
deposit. If the balance is below the minimum the amount of
deposit should raise the balance above the minimum.

(ix) Whether entries have been made in the prescribed register for
revival of silent account and given to the control organisation for
making necessary adjustments in the control non-cash
registers.

86. Examine that the statistical registers of transactions in respect of all
types of savings accounts are maintained properly and posted up to date.

87. See whether the registers of nominations in respect of each series of
certificates are maintained properly in the prescribed form and
applications are kept serially numbered in the guard files. Test check few
entries in the registers with the applications kept in the guard files and record
the results in IR.

(Rule 35 of POSB Manual Vol. 11)

88. See that the Issue and Discharges journals are prepared in the
prescribed manner and all monthly returns are submitted to the Postal
Accounts Office by the due dates. Test check few journals and
returns.

(Rule 20 and 33 of POSB Manual Vol. II)

89. See whether the sub offices are showing the stock in hand of
certificates i.e. KVP and NSC VIl Issue in the remarks column of
issue journal whenever any certifciates are sold by them. Test check few
entries and tally the balance with the balance shown in the respective stock
register of sub offices. (NC-12a)

(Note 6 below Rule 20 of POSB Manual Vol. II)
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90. (@) See that the stock registers of certificates supplied to sub
offices (NC12a) are maintained properly and entries are made
in them whenever any certificates are supplied to sub offices.
Test check few entries made in the Register with reference to
invoices issued to sub offices and certificates issued by sub
offices with reference to issue journals of SOs.

(Rule 5 of POSB Manual Vol. 11)

(b) Compare the stock position as reflected in NC-12 (a) with
reference to monthly statement of unsold stock from the sub
offices for the latest month. If the statment from any single
handed sub office is not received, get the stock verified
physically.

91. Examine the book of Identity slips (issued under the provision of KVP
scheme) and verify that the used and unused slips are in order.

(Rule 22 of POSB Manual Vol. 11)

92. Examine the registers of deceased claim cases maintained in re-
spect of each series of certificates and review a few cases decided by the
Postmaster and also cases pending final disposal to see that there is no
undue delay and that they are processed as per rules / instructions on the
subject.

93. See that the register of duplicate certificates issued in lieu of stolen,
lost, destroyed, spoiled or mutilated certificates has been maintained in the
prescribed form and also see that after issue of duplicate
certificates the mutilated, spoiled defective certificates are kept in the
custody of Postmaster and check their entries in the register. Destroy these
certificates at the time of inspection and note date of destruction in the
prescribed column (1) in the register.

(Rule 44 of POSB Manual Vol. 11)

94. During the inspection of HO, the Inspecting officer shall see that the
procedure for payment of commission to SAS agents is followed as
prescribed and the returns of commission paid to agents are routed through
SBCO and PAO promptly. Proper records of Authorized Agents receipt books
has been maintained. Check the stock with balance shown in stock register.
Also see that limit of supply to the authorized agents of such books has not
been crossed.
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95. See whether all applications for transfer of savings certificates and
verification memos in respect of IVPs have been transferred to
respective offices. In the case of application for transfer (inward), whether
intimation has been sent to the investor by registered post.

96. Examine that the statistical register of Savings certificates of each
series are maintained properly and posted up to date

(Rule 51 (3) of POSB Manual Vol. 11)

97. See that the index to NC 4(a) receipts used at SOs is being
maintained properly.

(@) Examine the book of NC 4(a) receipts. Check the credits of 4
dates in different months. Verify that blank unused receipts are
in order.

98. Test check in case of pledged certificates w.r.t. ACG 67 receipts and
application for purchase of certificates whether the prescribed
pledging fees have been collected.

99. Check whether the register of certificates lost before and after issue
is maintained.

SUB ACCOUNTS

100. Examine that :

(@) Proper arrangements exist for the supply and disposal of cash
and stamps and their custody.

(b) The subordinate offices are financed properly.

(c) The prescribed procedure for exchange of remittances with SOs
and BOs are strictly followed, make improvement if necessary.

(d) Review the maximum and minimum balance of SOs in
discussion with treasurer and sub a/c assistant and APM
in-charge.
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101. Does the supervisor know his duties as discussed in various Postal
Manuals / Volumes / Instructions ? Does he ensure that all due bags are
received and dispatched; the contents of account bags are
prepared properly and are labelled and sealed by the treasurer and sub
accounts assistant ?

102. (a) See that the system of adjusting;

Cash/Stamp remittances in transit between
(i) The HO and its SOs and BOs
(i) The SOs in account with HO

is understood by sub account assistant and such amounts in transit
are carefully watched until they are cleared.

(b) See that PA-17 is being received by Postmaster and reviewed
and forwarded to the Divisional Head.

103. Check for about 10 days at random, the entries in the HO & SO
schedules of pension payment, with the corresponding entries on the
reverse of the disburser’s halves of PPOs. Satisfy yourself that the
procedure for paying pension is being correctly followed. The total amount
paid in the HO and the SO should agree with the aggregate amount in the
HO cash book.

104. (a) See that the disburser’s halves of PPOs are kept serially in
order of their entries in the register of PPOs and for each class
of pension. See whether an alert watch is kept in case of death
of pensioner or an application for transfer. Also whether the rules
regarding disbursement of arrears in case of deceased
pensioners are properly understood.

(b) Verify that :-

(i) The acknowledgements of MOs in respect of pension paid
by MO are as per rules and the life certificate of
pensioners paid by MO are obtained as prescribed and kept
on record.
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105.

106.

107.

(ii)

(iii)

(iv)
v)

Verify that the reports of death of pensioners are received
promptly and duly noted on the disbursed halves of PPO.

Family pension in respect of eligible cases are scrutinized and
paid promptly.

That due returns are being submitted to PAO on due dates.
Verify by independent inquiries in a few cases in which the

pensioners draw their pensions by money orders that they are
actually alive.

See that the orders issued vide Directorate letter No. 6-1/2005-PO
dated 27-4-2005 are being followed meticulously.

(@)

(b)

(©)

(d)

@)

(b)

(©)

Examine stock register viz permanent / petty stock items w.r.t.
invoices to see that invoices were in consecutive order and no
invoice is missing.

Verify that the articles invoiced in the invoice are duly entered in
the stock registers.

Check that certificates in respect of write off articles are in record.

Take action to sanction articles of stock / furniture as per
justification and issue orders for disposal of damaged and
unserviceable articles on spot.

Examine the custody of stock of forms, public forms and
arrangement of public items and see that the forms required for
office use and public use are kept as per requirements; make
arrangements for supply of forms wherever required and divert
forms if found excess to needy office.

Take steps for proper custody / upkeep of forms and
publications and destroy old publications and forms.

Check stock of acountable forms and books and see for four
dates selected at random in different months that the sale
proceeds have been accounted for into Govt. accounts.
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108. Specifically comment on security arrangements of the post office
building and take measure under the rules to engage armed guards
wherever possible and required.

109. (a) See that in the computerised environment the seating
arrangement is proper and there is neither wastage of space
nor over crowding.

(b) Also see that the space is optimally used giving preference to
overall look / ventilation / proper placement of records etc. in
the office.

(c) Bring changes wherever required and arrange supply of flow
charts and suggest any further changes, which are not in your
competence.

110. (i) Examine gradation list, CRs, punishment register, reservation
roaster, vacancy position register are being maintained as per
rules. Also examine a couple of personal files and see they are
in order and properly maintained as prescribed.

(i) Check the unfilled vacancies in every cadre and see that
recruitment is made in strict compliance to rules in force. Take
steps to fill unfilled vacancies and also calculate the vacancies
for next year including for SC/ ST/ OBC, outsider quota and for
promotion of group ‘D’ cadre.

111. Are the appointments of Postmen and Group D made in strict
accordance with the Rules.

112. (a) See, if the statistical registers are properly maintained and
authenticated by the Postmaster;

(b) See that the action for review of establishment has been taken;

(c) Meet the staff for any suggestion / improvement in working of
HO; and

See that work is equally distributed among staff and take steps in
case of any deviation.

36



113.

114.

115.

(9

Q)

Q)

(K

{3V @Ra(gTQr-21) Hisq rj i, WMihg Nt {Ki{e$ivh
{ AQDHB{E AVt i | Bp-~Ataa nd iy Y& iy gf i WY
{ISNEETHH{SSINTISO/AN h ST MRsHEHVRHBIAKISM
@uhy Y&

“rijpANHSE{HHT X MirhHBINZEE INNAZ N {19
(QAHSTOSMIR TR GmaTORd] UHS neXin NS
B

asinvhigsgr ni%] GoBS  \Z rh N WhESTCpAYS
I AT SHUNSASTER) W TplBeg v
_nivhréhgecald &

{ESTNDHIB{VriT {ctELHS 08V WMhod | {HSRPGS WSt
A2 | 9 rAgeOESn@am ¥
DBQERQHBI VAR YQaGHAV o' hg/Zi WIS {I$Qirpird
@91 (@ AeED EATDEST{XESTBGR{DT, HsAdi>ATZ
EIS@NY hy WY JsHgrhhebBhopardiadty Ad${e$ivhiso
N AR EZ DR \RRHS{HEb g BOHy0aad(Z{ Vahgy'h
QA MO DA nOD MR F{ e STVvh B oESgrhidBg |
{2 @ Y&

"o | {HSCrNE GRalS0C RS- nd nity WRHSg  pARM
AT | h (o iR rtet $ooyT K K OvariantiR i 2 AN O]
AT NERIVEEYR,

“hd| {5 TidS B Wahgl dIMHKERT: -

(9 “hyXi| {ENBIDER V] dSBrhihe O O\SEhe-Zhdam

)

Q)

3 iy N {HIETE kS PR cbtL I B8 | >+ (B iy
Wi GRama R rieliem\NT{ YiTvi{avdy &
3BT FBIET {K$nd nhy o@ g~ NS Fpiiyanith] Wi

@8 | n{di>rBrai%) EY 43 SOEF IS0 SO o aa |
Hifets &

& ek BTHVER] Wit {1 B AR 4 SBOENEHA LB M
dqi>rhiFo\fiats]

37

113. (a)

(b)

(©

(d)

(e)

Review Complaints Register (CPT-21) and ensure that it is
maintained in 11 parts prescribed for dealing with complaints. It
may also be ensured that the complaints are finally closed
under the signatures of the Head Postmaster.

Select at random at least 10 cases and ensure that the work of
settlement of complaints is daily monitored by the postmaster
and there is no delay.

Review complaints pending settlement over one month, three
months, six months, and over one year. Record reasons for
pendency and obtain brief of all pending cases over 6 months.

Examine the quarterly statement of complaints and see that itis
properly and punctually being submitted to the concerned
divisional unit.

In case the computer with internet connectivity is available,
ensure that all complaints received from public including RLs /
MOs/SB/Foreign Mails are entered on-line and replies are also
furnished on line to all inward complaints received from other
customer care centres. For this the websites has to be accessed
daily/regularly to ensure that the complaints are settled with in
a weeks time

114. See that the attedndance register is maintained properly and staff
are punctual, properly dressed and particularly that the postmaster is
insistent about the smart turn out of Group ‘D’ and postmen in uniform.

115. See that the current records have been properly arranged.

@)

(b)

(©

Also see that the register of old records weeded out is
maintained properly and details of records weeded out have
been entered in the register and register is duly signed by
postmaster.

If the records have not been weeded out take action on the spot
to weedout records and entries be got noted on the register
and initial the register in token of having carried out weeding
out of records.

Also check register and confirm under whose orders records
were weeded out and countersignature the entries.
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Talk to staff -

(i

(ii)

Whether they have got any grievance regarding the delay in
settlement of personal cases.

About office equipment, facilities, distribution of work or for
better supervision.

Examine the register of OTA charges to see;

That the overtime is commensurate with the workload of the
day and there is adequate explanation why the work could not
be done during office hours.

That the overtime is not incurred on work of normal nature or
bulk transaction for which specific arrangements are necessary.

That the competent authority has satisfied itselt about the
necessity of OTA before ordering it.

In discussion with postmaster you can outline steps to reduce
or curtail overtime

That the OTA granted to the staff of particular section should be
commensurate with the workload. The test check should be
carried out as per statistical data maintained in the office
statistical register.

Test check the booking of telegram, registered and insured letters on

Postal Services for 4 dates to see that this is kept to the minimum. Impress
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119.

importance of this on despatch assistant, APM and

Examine the register of inward references and other correspondence

registers to see that references received from the public, Divisional and Circle

{Ser@\ive HELIB T rigpanar rre\ES IS T@HY o' h & Offices are promptly attended to.
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120.

121.

122.

123.

See that -

(i
(ii)

(iii)

@0

(i)

@

(ii)

@

(ii)

Set of all manuals is available and correct up to date.

Ruling files have been maintained branch wise and are up to
date.

The DG's circulars/PMG's circulars are kept in consecutive
order and destroyed as per rules only.

Examine the calendar of returns to see that the list is correct,
they are sentin time and appropriate information is taken in the
book of information.

Also examine whether the Postmaster checks the registers
every month and puts his signatures in token of having carried
out check.

Check whether the postmaster has carried out internal
inspection of each branch monthly, effectively and qualitatively
and compliance in respect of all paras are available.

See that error books are kept in various branches and due
notice of them taken by the Postmaster.

See whether Postmaster has full knowledge about the staff
working under him. Make efforts to encourage the brighter
member of staff, so that they take more interest in productivity.
Also try to encourage the weaker member of staff and motivate
and educate them to bring about a change in them and get the
staff trained during different training / refresher courses. Also
give some tips to Postmaster and APMs to be more effective,
honest and managerial.

Examine Memorandum of Distribution of Work to see that it is
duly signed by the Divisional Superintendents or the 1st Class
Postmaster as the case may be, that it is hung up inside the
Post Office and that the distribution of duties assigned therein
to the different officials is duly observed in actual practice. It
should also be examined to see whether restrictions imposed
on discharge of duties connected with the Money Order,
Savings Bank or Sub-Accounts Department are strictly
observed, whether the Memo of Distribution of Work require
any modification.
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SERVICE BOOKS AND SERVICE ROLLS

124. (i)

(ii)

(iii)

(iv)

v)
(vi)

Check in details the service book and service rolls of all those
newly appointed during the last one-year and those due to re-
tire within two years to see that they are properly written up and
complete.

Test check five percent of service books and service rolls and
see that the books are periodically shown to officials concerned
and got attestation and reattestion as prescribed.

Check the service record of GDS of HO and leave record of
GDS.

Steps to ensure that the provisional appointments made in
respect of a GDS are not continued irregularly and GDS are not
engaged without adequate justification against Group ‘D’ and
Postman Posts.

Whether paid leave record of GDS has been maintained.

Whether claim of substitute is accompanied by a certificate of
competent authority about possession of requisite qualification
by the substitute and also its approval for making/continuing
arrangement.

125. See that Register of Security Bonds in respect of Departmental
officials and GDS officials is maintained properly with date of renewal in
each case. Check up papers of ED (now GDS) appointees.

126. (i)

(ii)

(iii)

(iv)

Whether the Establishment Register has been maintained
properly.

Whether the Establishment review of HPO and SOs/BOs under
its control is carried out regularly and record is maintained in
the proforma prescribed by Directorate.

Whether justification of staff is examined according to norms
prescribed by Directorate.

Whether latest norms for Group C & D posts available in
the HPO.
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127.

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 adequeate 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 commensurate with the number of articles 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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127 (). (a)

128.

129.

(b)

(©

(d)

(@)
(b)

(@)

(b)

(©
(d)

(e)

SPEED POST

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

Whether delivery status of all the articles are fed into the
speednet. If not, ananlyse 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 Speed net for entering the data
into speed net.

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 PO for
remittance facility under e-bill ?
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130.

(f)

(@

@)

(b)
(©)

(d)

(e)

(f)

@

(h)

(i)

0

(k)

Check the report and control mechanism prescribed for reports
on e-bill post for Circles and Divisions.

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

e-post

Check the internet facilities available in the PO. What is the present
arrangements ?

Whether alternate internet service providers could be used.

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

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

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

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

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

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.

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

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

Check the traffic & revenue of e-post booked and give
suggestions for improvement.
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131.

132.

(@)

(b)

(©
(d)

(e)

(f)

(@)

(h)

(i)

)

(k)

@)

(b)

BUSINESS POST

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

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

What is the average receipt of mail traffice on a daily basis ?

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

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

Whether all the machines and other equipments 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.

Check the date given on the franks of the articles awaiting
despatch to see that there is no delay in posting.

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

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 ?

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

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

Check the balance stock of Greeting cards as per the designs.
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(©)

(d)

@)

(b)
(©)

@)

(b)

(©)

(d)

(e)

()

(@)

(h)

Whether stock register is being maintained correctly and the
entries w.r.t. receipt of a sale and balance tallies ?

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

MEDIA POST

What is the average business in different categories under
Media Post ?

Which major companies are giving business on regular basis ?

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

Is the Post Office offering International Money Transfer
Service ?

Is the glow signboard promptly displayed out side the post
office ?

Are the signage’s displayed inside the Post Office, to direct the
customer to the postmaster ?

Are there at least 3 trained personnel to handle IMTS in the
Post office ?

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

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

Is the IMTS software loaded and working properly in case of
PC based location.

Is the valid identification proof of the receiver properly checked
while making the payment to the customer. (Valid photo
identification proofs, Pass port, Election Card, PAN Card,
Ration Card, Driving Licence, Student’s ID card issued by
Government Institutes, Refugees card, Any other Government
issued identification, Loyalty Card issued by Post office.
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135.

Checks :-

@

(ii)

(iii)

0

(k)

o

(m)

(n)

(i) Theidentification proof bears the photograph of the receiver.

(i) ldentification 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
payments ? These may vary from time to time but as on March
2006 these are :-

(i) Not more than 12 transactions are paid to the customer in a
calendar year.

The amount exceeding Rs. 50,000 is paid by cheques or by
direct credit to the SB accounts.

A single transactions 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 printout of payment History without showing the message is
obtained and kept in record before making the payment ?

Check the details of transactions as recorded in the IMTS
register for four dates in different months one day from
each month 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 payment made
to Head post office ?

Whether the Head Post Office has sent the payment vouchers
to the DAP office.

If the Head Post Office is functioning as a Circle level Customer
service centre (Circle CSC), is it checking the transactions done
throughout the Circle with the reports received from the Directorate.

Questionnaire for Inspection of Computerised Post Offices

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.
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Multi-purpose Counter Machines - Ensure that -

v

The latest version of the software is being used - viz. Windows based
systems Meghdoot Millennium Point of Sale (stand alone / network
version).

All the counter transactions (RL/RP /VPL/VPP/InsL/InsP/TRC
/ MO / PLI/ UCR / Speed Post / Speed Post Passport etc.) are being
done through computers.

Supervisor begins the shift and does the work allocation himself.

User code of only regular PA is 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 -

7

*%* Transaction reports - user wise

R/

* Transactions reports - Consolidated summary

o%

X/
°

User account report

¢

Work allocation

o
2

e

* MIS - Statistical report - monthly

7

*%* 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 / modifications 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.
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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.

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 of any
corner of the country take appropriate action to improve the situation.

Original MO forms 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 -

a

a

If the HO 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.
- Paint of Sale

- Postman
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- Despatch

- Sub accounts

- Accountant

- Treasury

- MO compilation (Refer Dte Letter No. 40-8/2005 - Tech dated 19.08.2005)
- Speed Net

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
transaction after the receipt is 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 it in 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.
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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 flopply 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.

Sanchaya Post - Ensure that -

¢

On computerization of SB the work in SBCO is updated and there are
no arrears in respect of ledger agreement and maintenance of SBCO
registers.

See that all SBCO registers along with silent lists, annual statements,
statistical registers are kept update and copies of annual statements,
interest statement and annual listing are sent to respective offices i.e.
PAO / AO ICO (SB) / Postmaster.

The hard copy of the reports are preserved update and properly.

The consolidated statement is being taken and figures are compared
with the HO cashbook and they tally. Select 4 dates in each month
since DLI and tally the same with the HO cashbook.

If the ledgers maintenance is discontinued see that adequate security
measures have been taken as prescribed by Directorate.

Maintenance of Records - Ensure that -

Q

The history sheet of computers, printers, UPS are 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.

The stock positions of consumables like papers, printer ribbons, floppy,
stickers is adequate and proper record is kept for the same.
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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.

° 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 of 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 is performed once in a month and the findings recorded in
the logbook of the computer. Auto-protect should be always enabled.

General :

1. Computer friendly environment - Ensure that -

° The working atmosphere in HO 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 OP1, OP2 or PA1, PA2 are not being used.
° The official is fully aware of the importance of password and changes
it frequently.
° A register for ‘User Code’ is maintained by Supervisor / Postmaster.
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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 Administrators
are available in the office. Identify staff to be trained as System Adminis-

trator for Sanchaya Post, Meghdoot Components, SpeedNet 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.

A register of backup for data preservation is maintained and kept in

the custody of supervisor.

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 HO and excess of 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
Distribution 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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13. Full use of utilities of the packages :

° By reference to the checklist of utilities offered by different packages.
Verify if all the utilities are made use of in the office.

136. QUESTIONNAIRE FOR INSPECTION OF
PROGRESS OF OFFICIAL LANGUAGE

1. Whether orders are issued in Hindi or English in
order book ?

2. Whether all letters received in Hindi are being
replied to in Hindi. If not, the reasons therefoe ?

3. Whether Targets for originating *ARegion B Region C Region
correspondence in Hindi have been
achieved. If not, the reasons therefore ?

*A Region : Himachal Pradesh, Haryana, Uttar Pradesh, Madhya Pradesh,
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.

4. 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.

5. Whether all employees who possess proficiency
in Hindi are submitting notes and drafts in Hindi
on the prescribed subjects ?

if not, please indicate what action is being
taken ?
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10.
11.

12.

(@ 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 in figure as compared
to the English letters).

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.

Whether the meetings of Official Language Implementation Committee
are being held regularly ?

If yes, indicate dates of last four meetings held immediately from the
inspection date.

Whether entries in registers and service books are being made in Hindi
and whether their headings/subjects are in the bilingual form ? Whether
subjects on the files are bilingual ?

How many forms are being used in the office ? Are they bilingual ?

Whether any check points have been set up in the office vide rule 12 of
O.L. 1976 and what are the steps being taken to make these check
points more effective ?

Any special work done in the office regarding Hindi:

137 to 159. These questions are to be framed by the inspecting officers
according to special relevance. As such, the inspecting officers shall add the
questions as per their requirement.

160.

Points for action by Postmaster branch-wise (i.e. APM-wise).

Points for action by Superintendent / Divisional Offices.
Points for notice and action and decision by Circle Office.

Staff and public relations of the Postmaster and supervisory staff.
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ENEY ANNEXURE
HISTORY SHEET OF COMPUTER
(REFERRED AT QUESTION NO. 135 UNDER SUB HEADING - MAINTENANCE OF RECORDS

aZd» musHbEh | X \Vea ] dd S Hha d -SRI
Ei ZE i

NAME OF THE OFFICE
m MAKE & MODEL OF COMPUTER
‘@%ﬂ’ = COST OF COMPUTER
‘ r%\ml DATE OF SUPPLY
MV’H" DATE OF INSTALLATION
T VAl PERIOD OF WARRANTY
BE ’\ )qm AMC, if any
Frg‘ { CPU
Q—X@ SERIAL NUMBER
RUm PROCESSOR
BaS Vi HARD DISK CAPACITY
AREE RAM
SFISHRI FLOPPY DISK DRIVE
g{ PORTS
Sﬁ&Q?ﬂﬁMﬂ Q?[E DESKTOP OR MINI TOWER
M{Q:Q’ Ez{ngS/{dZZOOO/ OPERATING SYSTEM (WIN 98/
{72003 m WIN 2000 / WIN 2003, ETC.)
’ DATABASE (SQL 7.0 / 2000)
@E_MQ(EJSVEW ) ANTI-VIRUS
: OTHER INFORMATION, IF ANY
Ar;l n{ I MONITOR
ﬁkﬁs Sm SERIAL NUMBER
‘—@dﬁhﬁj MAKE & MODEL
o ANV MONOCHROME OR COLOUR
D KEYBOARD
B E; SERIAL NUMBER
‘ 4958 1750 MAKE & MODEL
22 VEEA\AN, {XHInaEn - REPAIRS AND REPLACEMENT IF ANY :
3 yQarh ki V@ SFRI@), { XS DIVERSION OF COMPUTER IF ANY :
{@Srep {@sraa | AN a0 AN a0 Office from Office to Date of Reasons
AERa(I$nar | ANERJA{I$ndrh K \al Heipe) which diverted | which diverted diversion for diversion
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HISTORY SHEET OF PRINTER / SCANNER / MODEM / UPS, ETC.

Srigat$an NAME OF THE OFFICE
_d9ER 1fSh MAKE & MODEL
HKEd»m SERIAL NUMBER
v COST
n{\@s\val DATE OF SUPPLY
drizs\al DATE OF INSTALLATION
ae¥ KBVal PERIOD OF WARRANTY
EEg, (X% AMC, if any
{d2%ez(Cohal) SPECIFICATION (example)
_ . . PASS BOOK
R A B movieGca ym g PRINTER SCANNER | MODEM | oo\ TeR UPS
SBI{OYBRY | P ABJdS 24y ABEEZ. | AT DOTMATRIX/ | Barcode/ | Internal/ 24 Pin Dot | Online /
bosn2Hh | &S +Ha ST MAMBE INKJET / LASER | Flat bed External Matrix Offline
orary A awvd: seHB+¥ I 3] gomb_ 1/2/3/5/10 80/132 COLUMN | Resolution : | 56 KBPS 90 Column | 1/2/3/5/10
nr By 240,300 | fHiD& 30000 T tdikt E 9/24 PIN Scan rate : 300 CPS KVA
g@ = g CPS : 240, 300
ETC.
aa VEB WY " {XHuEh : REPAIRS AND REPLACEMENT IF ANY :
HRyQahkhivi] a0&(S@), {X$dsh : DIVERSION IF ANY :
{@Srie {@Sra | AN ad i AN ad 2 Office from Office to Date of Reasons
AERIA(Snarh | ANERTA(ISnEr K\ral i) which diverted | which diverted diversion for diversion

* Separate History Sheets should be maintained for each equipment as per
the above proforma.

*CaPSa $rab AR SR ERIB\M Ny re{ MEDVEER:
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{Z2) 1A Sa {HRy | g ASHHiKaHS] Z1j U Xpard{ G { @3 ZhHhg v
Fvarda \oht, G (& ) SWmSoU | d Kt od 2\ raks JoXegtr gV
{0 U¥ e moQ riet$o'y Exp nvhAreaithkisgMCH ({Z) U YSa) "o
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Aty anSra oS ests D Rma S miarsodV rESetni$iicaj Uik
ATeAB@ S | A [ardO@%E h RgmitrdiQ MGahi$osd id §%d 2dy 2t
AR emidgmiRial Zr) Ui Y&z KA S e BZA ZhAne/ExehtsgVEso
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RVAGMHSXTaE{ HS N edE Mz g Zj UGt A@niHXyard{l$m
QEIME] Zrj KA Whar Hiold ng= mZHS Xz ANV388 ZApad ZgB 43,54,129
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NOTE FOR INSPECTING OFFICERS.

l. One month before the inspection, the inspecting officer should send
to the Postmaster a list of questions decided by him for carrying out checks
by him in addition to those in the questionnaire. These questions will be
framed by him taking into account the relevance of those questions for the
particular Head Post Office which the inspecting officer proposes to resolve
during the inspection. The Inspecting Officer should also simultaneously
request the postmaster to send him a list of cases and proposals on which
the inspecting officer may take decisions during the inspection. These efforts
would be aimed at making the inspection purposeful.

The inspecting officer should take efforts, to obtain maximum
compliance report during the inspection itself or within a month thereafter.
The Postmaster has to inspect one branch every month and record his report
in the order book. The APMs have to inspect their own branch assistant-wise
by framing their own questionnaire. The inspecting officers can help them
update these questions and the list of instruction. The inspecting officers can
take the help of the ASPOs or inspectors to assist them but the responsibility
and judgement must be that of the inspecting officers.

There will be one verification and one verification cum inspection
during a year. The verification will be carried out during the first half of the
year while the second verification cum inspection will be carried out during
the second half of the year. The inspecting officer should cover the first 38
questions and question numbers 43, 54, 129 (g), 131 (i), (j), 132 (b), (d), 134
(k) during the accounts verification and also any other question that he may
choose specially from the rest of the questions. All the questions should be
covered during the verification cum inspection. Separate set of questions
have been prescribed for the checks to be carried out in the computerised
post offices. These questions are given as separate annexure and should
be covered during inspections.

Il. Wherever the number of days are not specifically mentioned for the
checks to be carried out, the checks may be done for four different dates,
one date for each month.

(ii)



