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INTRODUCTORY REMARKS.

ma1s Manual has been compiled by Mr. E. R. Douglas,

. gided by Mr. Plilip Sheridan, and having been approved
by the Director General is issued under his authority. It
will supersede the egisting Manual and all previous circu-
- lars, rules, and instructions on the subjects herein treated of
whether issued by the Duectm General or by Post Masters
General.

‘Wherever in this Manual the term Post Master General
is used, it should be understood as applymﬂ equally to a
Chief Inspector.

This Manual does not profcss to give information which
i alrcady contained in the Postal Guide, cxcept when the
subject matter treated of requires further explanation.

Officials of the Postal. Department must always bear
in mind, that it is one organized for the convenience of
_the Public, and that every effort consistent with the regula.-
. tions: of the Department is to Le made to meet that conve-
“nience. The necessity of observing cour tesy in all dealin as
with the Public, and of a willingness {o give all reasonable
information and to meet all reasonable requirements cannot
be too strongly impressed on officials of the Department.
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CHAPTER I
LETTER DEPARTMENT.
PRELIMII\[ARY REMARKS.

1. The mails consist of the following classes of articles, viz, :—

"1, Letters.
(a) Inland letters.
(4) Foreign post letters.

LETTER4 2. Newspapers.

(M“L (¢) Registered inland newspapers, and proof sheets,
(6) Unregistered inland newspapers,
g (¢) Foreign post newspapers. -
3. Parcels.
PircEL . {a) Parcels (inland).
MaiL (8) Packets (ditto).

(¢) Foreign post book and pattern packets.

A definition of each of the above-mentioned classes of covers will be
found in the Poséal Guide.

~ SECTION I
DE‘_.SPATC_H OF LETTER MAILS_ (COMPRISING LETTERS & NEWSPAPERS).

Onening q;;' the Letter Boz.

§. The letter box should bo opened at convenient intervaly in the day,
the coutents being stamped and sorted, so that at the hour fixed for the
final closing of the mail there may be little remaining to do beyond
_ closing the packets. '

Iours fized for closing Packels.

_3. The "packets for all mails to be despatched during the course of the
nighlt should be closed after 6 ®. 1., the letter box being cleared for
the last time at that hour, (except urder special orders to the contrary);

—_—
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CIAPTER I.——LETTER DEPARTMENT.

but for mails which usually pass dufing tlhe course of the day, the
packets should be made up balf an hour before the time appointed for
the arrival of such mails.

Letler Box lo be locked.

4. The letter box should be kept locked, the key being in the
possession of the postmaster, or deputy postmaster, and the box being
opened only in his presence; but in the case of large post offices, the
duty of supervising the opening of the letter box may be entrusted to the
head clerk of the despatch department.

Separation of Covers.

5. The covers taken from the letter box should be placed on a table,
or the end of a table. The letters should then be separated from the
newspapers ; all covers, whether letters or newspapers, after being faced,
i. e, placed with the face or address side upwards, should be divided into

(1.) Letters having postage labels, whether orlinary or service,
on them.

(2.) Letters having no postage labels.
(3.) Letters for transmission by foreign post.

(4.) Inland newspapers (registered and unregistered), and proof
sheets.

(56.) Newspapers for transmission by foreign post.

Lellers kaving Pastage Labels.

6. The letters having postage labels should then he examined; such
as appear to be msufﬁcnently paid - being put aside for subsequent
examination, and those bearing service Iabels without a proper superscrip-
tion and official signature, bemg also put aside to be treated as unpald
letters. The others, i. e, those fully prepaid, should be passed on
to be stamped, and to have the postage labels obliterated. - For this
purpose the stamp to be used will be the combined obliterator (where
such is supplied), or the single obliterator and the round dated stamp.
The letters should then be removed to the sorting table.

Insufficiently Paid Letlers.

7. The insufficiently paid letters put aside as above stated should then
be carefully examined, and weighed if necessary, the postage due starap¥*
being affixed on the back and the amount of postage being magked
in plam figures in black ink in the appropriate place within the stamp..
The postugo labels should then be obliterated with the ecombined obliter-

ator (where sueh is supplied), or the single obliterator and the round d wed-
" stamp. The letbers should then be transferred to the sorting table.

¢ The Presidency and all large Provincial post olﬂces ahould be supplied: with ‘
postagre due stuwmips, with firures denatine tha anesn-
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Unpaid Letters.

8. Unpaid letters, including any treated as unpdid in cousequence of
the service labels being unsupported by a proper superscription and
official signature, should then be stamped on the back with the round
dated stamp and also with the postage due stamp,* the amount of
postage due on each being marked in plain figures in black ink within
the postage due stamp. Service labels unsupported by proper super-
seription and official signature should be obliterated. The letters should
then be passed on to the sorting table.

Foreigu Post Lellers.

9. In respeet of letters for transmission by foreign .post all that is
necessary is to stamp them (if they bear postage labels) with the com-
bined obliterator (where such is supplied), or with the single obliterator
and the round dated stamp, or (if they bear no postage labels) with the
round dated stamp only. They may then be removed to the sorting table.
The treatment of letters for transmission by foreign post posted in the
offices .of foreign exchange, 1. ¢., offices where foreign mails are made

up, will be separately described in Appendix A.

Tuland Newspapers.

10. Inland newspapers (vegistered and unregistered) and proof sheets
should be examined in view to seeing that they are fully prepaid, and
any registered newspaper not fully prepaid should be forwarded in the
first packet to the dead letter oflice, the postage labels, if there be
any thereon, being previously obliterated. Those fully prepaid should
Lave the postage labels obliterated with the combined obliterator (where
such is supplied), or with the single obliterator and the round dated
stamp. They should then be passed on to the sorting table.

_ Foreign Post Newspapers, '
~11. Newspapers for transmission by foreign post will be treated in
the way already directed for letters of like destination. :

Registration of Letters.

.12, Covers to be registered must be presented at the window withia
the hours, fixed for registration. Letters found in the letter box
contzining coin or currency notes, &c. J{see PFostal Guide), whether
prefiid or otherwise, should be transferred to the registration depart-.
ineif;, and there dealt with under the registration rules,

Covers poaled in outside Letter Bores.

13. Covers posted in the pillar and outside letter boxes shonld
;bu“brought to the post office immediately before the time fixed. for

. * In Presidency and the large Provincial post offices the postage due stamp referred
to in -he note ta paragraph 7 may be used iostead.
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preparation of the mails fon despatch. They should be treated in
- exactly the same way as has been prescribed for covers taken from
the letter box at the post office.

Legistered Letlers.

14. Letters received from the registration branch having been duly '
stamped, taxed (if necessary) and “otherwise prepared in that branch,
should be made over under receipt to the officer superintending the pre-
. paration of the mails, who should see them placed in the proper packets.
In the Presidency and other lar ge post offices the registration branch sorts
and paclets its covers mdependently (vide registration rules, Chapter IV}).

Letters received from the Foreign Post Department.

15. At Presidency and other offices of foreign exchange letters
from places abroad for transmission to destination in India, will Le
received from the foreign department in a regular sorting packe. and
will e dealt with in the same way as sortmcr packets received from
other post offices, The covers will therefore be treated exactly like
ordinary covers posted in India, those marked by the foreign depart-
ment with unpaid postage being classed with ordinary unpaid covers.

Covers received from the Dead Letter Office.

16. At Presideney and other head quarter post offices where there
are dead letter offices, covers for transmission to destination, 7. ¢., those
covers of which the proper destination has been ascertained, as weil as
those under return to senders, will be received from the dead letter
office in a regular sorting packet (vide Chapter X VI, dead letter office
rules), which will be dealt with in the same way as smtmg packets
recewerl from other offices.

Covers recetved in Sorting Packela.

17. The sorting packets received from other post offices as
described in Section II of the present Chapter under the head * Receipt -
of Mails),” will be opened and their contents (consisting of forward letters
and mewspapers, ¢. €., those for onward transmission) compared with the
sorting chalan (me L1 4); which should then be receipted and disposed of
as deseribed in para. 49. . The letters and newspapers contained in" such

packets should then he stamped on the back with the octaaoml dated
stamp and passed on to the sorting table.

Registered Lelters received in Sorting Packels.

18. The registered letters received in sorting packets should Dbe
carefully exammed weighed and compared with the list at bottom of the
chalan (Form I la) ; any remarks that may be necessary being written on
the lower portion of the chalan. They should then be entered in the
bool: of registered letters received in transit (Form 1V 8) and kept in safe

CIIIStOdypllnLll the closm'DP of the several packets in which they are to be
mlamndd fol s P
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Forwarded Covers.

19. When a sorting packet is opened, the claim bundle (see Chapter 111,
Scction I) should be sought for, and the original postage on forwarded
covers previously charged against the despatching office and for which
it is entitled to credit, should be carefully calculated, the correct amount
being entered in the certified column of the claim bill. This is an
important duty and should be attentively performed.

Covers, the contents of which render Registration compulsory.

20. If any unregistered covers received in the sorting packets are
observed to contain coin, enrrency notes, &e., (sec Postal Guide), whether
prepaid or otherwise, they should be transferred to the registration
department and there decalt with under the registration rules.

Covers received from Deposil.

21. Redirected letters, missent letters, and sorting letters received
in station packets, having been stamped, and the non-service redirected
covers taxed with postage and fully prepared in the deposit branch (see
Chapter III, Derosi) will be placed by the clerk of that brancl in their
appropriate compartrents in the sortiug almirah, the covers on whicl -
postage was previously charged against, and for which credit is now
claimed by, the despatching office being separately tied up in claim
bundles. : S

Lale Lellers.

22, Late letters are those which are posted after the hour fixed for the
last clearing of the letter box. Such letters should be stamped “Too
- lste” and detained until the next mail is made up for the post offices
~ to which they are addressed. But letters may be received at the window
ofter the hour fixed for the closing of the mail, and at least 15 minutes
for such longer interval as may be specially preseribed by the Postmaster
.General for any particular office) before the despatch of the mail, pro-
vided they are fully prepaid by means of postage labels so as to include
tot only the ordinary postage, but a late letter fee. The late letter fee
i1 eight annas, except where any lower rate or scale of rates may be
specially authorised by the Postmaster General for any particular office.

Covers containing Telegrams,

23. Officers in charge of telegraph offices when posting telegraph-
messages for onward transmission by post, are entitled to get receipts

- for them. Such reccipts must be presented ready written in the form
ordinarily used by telegraph offices, wheu delivering telegraph messages
to the addressees. The postmaster will compare the receipt, so pre-
sented, with the address of the cover accompanying it, and, if correct,
will affix the round dated stamp in acknowledgment of receipt. All
covers for which receipts are claimed under this rule, must be superseribed
with the word ¢ Telegram™ (in addition to the usual official superseription)
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and must be fully prepaid. The covers will be treated as ordinary
service prepaid covers posted in the letter box.

Sorting of Covers.

24, Each class of covers having been dealt with as described above
and having arrived at the sorting talle, it remains to indicate the pro-
cess to be then followed. It should first, however, be mentioned that the
process of sorting, although precisely the same for all the above classes
of covers, may have to be gone through separately for some of them; for
instance, the covers posted at the office will ordinarily be sorted in the
evening, whercas the covers received in sorting packets may have to be
sorted either before or after, according to the time of arrival. '

Preliminary Sorting.

25, The sorting clerks will first perform what is called the preli-
minary sorting, é. e., a separation of the covers according to the several
lines of .transit which diverge from the office. For each line of transit
there will be a separate comparbment in the preliminary sorting almirah,
and in placing the covers in these compartments care should be taken by
the sorters not to disturb the facing, and to lkeep separate the fully paid
(including covers for transmission by -foreign post), and the unpaid
(including the insufficiently paid inland. covers).

Fi;zal Sorting.

98. The next step is that of final sorting, which consists of a
separation of the covers intended for each transit line, according fo the
several offices on that line, for which mails are made up. The final
sorting almiral will have a compartment for each such office; and in
respect of those offices which are also sorting offices there will be two
compartments, one for station letters and the other for sorting
letters. In this work also the sorters should he careful to preserve th:
facing aud to keep the paid and unpaid covers separate, as above
described.

-

Covers with illegible addresses or without addresses.

27. In the course of sorting covers may be found the address e
which is not easily-legible, or which have incomplete addresses, or uo
address at all. Such covers should be sorted into & compartment of tie
sorting almirah marked * Doubtful ;* after the sorting is completed, they
should be re-examined and with the assistance of other clerks and by
reference to the trapsit list (Form Y2) the addresses deciphered, or destina-
tion ascertained if possible. If the address or destination can be read the
cover should be put into the appropriate compartment. Tlose covers
which cannot be deciphered, or which have no address, should be placed in
the first packet made for the dead letter office. Such of these covers
as have been posted in the office need not be taxed with postage, -or
entered in the office or station chalan. ‘



SECTION L.—DESPATCII OF LETLER 3MAILS.

Labelling of Compartments éf the Sorting Almirak.

28 The compartments of the final sorting almirah should be
labelled; for iustance, the sorting almirah of the Dacca post office will
be mar Led as follows, with reference to Patna.

Patna, or through branch or district post oftices subordivate
to Patoa, whether posted in Dacca or received ia sorting
pockets.

Tuto this compartment will be placed all covers for delivery at
PaTNa 5

Here will be placed all letters whick are to be sorted in Patna
PATNA SORTING { for onward transmission thence, whether posted in Dacea or
received in sorting packets.

The Transit List.

29. The transit list with its Supplement (Form I2) affords inform-
ation for guidance both in respect of plehmlnmy and final sorting,
and a copy “of this list should be suspended or kept in a place convenient
for reference.

Preliminary preparalion.

30. In order to save time in closing mails, a chalan (Form I1) or
" (Form I'1a) and a packet label should he placed in each compartment of the
final sorting almirah before the sorting begins, the date and names of
offices of despatch and destination being “written and stamped both on the
chalan and the label. The packet ban- or bags to be used in despatch-
ing the mail should also be selected and leu.d in the compurtment or
Lhung on a hook atfached in a convenient place to the sorting alinirah,
‘the number of the bag being entered on the chalan, and, also, if it
belong to the desPatchuw oﬁice, in the register of bao-s despatched
(Form VIII2) as explained in Chapter VIII under the Section
“ Bags.”' Some chalans, with the claim hundles of re-directed, missent,
and mispacl.etecl letters, will alveady have been placed in the compart-
ments by the clerk of the deposit branch (see Chapter III, Dxrosit).

Letters addressed in Vernacular.

31, Lietters addresged in the vernacular and sorted into the sorting
compartments should be taken out and the name of the post town of
address written on them, clearly, in English, with red ink. It is very
important that the name of the post town of destination bo legibly
written, and this duty should, therefore, be pecformed by the chief des-
patching clerk. The letters should then be replaced.

Use of Unpaid Sorting Stamp,

32. The unpaid covers sorted into sorling compartinents shoukl then
be taken out and - impressed oun the back with the unpaid sorting
strmp, the object being to prevent the office in advance from clzummg
cr:dit for the postage (a:. a deduction from receipts) on the pretence of the
covers having been received in the station packet. It is not necessary,
hoivever, to use this stamp in the case of letters sent in a sorting packet
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to a section of the travelling post office, that office having no station
letters with which the sorting letters cduld be confounded.

Ponal Eramination.

33. The contents of the several compartments of the final sorting
almirah should a second time be examined with a view to detect mistakes
in sorting.

‘ Packing of Mails. _ _

34. The final sorting and examination being complete, the packing of

~ ‘the mail should be commenced. Fully paid covers (including, as before
-.mentioned, covers for transmission by foreign post) should be tied up
in conveniently sized bundles secured by thin but strong twine. The
unpaid covers (including, as before mentioned, the insufficiently paid inland
covers) should be similarly made up in bundles, a slip of paper indicat-
ing the postage due on the covers being put on the top of each bundle.
In the ecase of post offices to wlich a large number of letters are sent,
these bundles. should be put into separate packet bags, onme for the
station covers and one for the sorting covers. In cases where the
number of covers are few, paper-packets should be made of the -station
and the sorting letters, and these packets should be put into the -same
transit bag. The packet bag, or the paper-packet containing sorting
letters, will invariably have a red label, to distinguish it from the bag or
packet containing station covers.

A Chalan to accompany every Packet.

35. A chalan (Form I1 or Form 11a) must accompany every mail
whether station or sorting. "Where there may be no postage due on the
" contents, and no registered covers'to be sent, the chalan will show only
the names of the offices, number, date, &c.; but even in such cases a
clialan must accompany the mail. |

Preparation of Station Packels.

36. In preparing the station chalan (Form T1) the serial number
" gshould first be taken from the index (Form Is) and entered on the
chalan and in the index. The postage due on -the unpaid corres-
pondence should be very carefully calculated and the amount entered
in the chalan. The amount.of postage due shown on ‘the label on the
claim bundle containing redirected. covers, should also be entered in
tha npproprinte pluco on the ehalnn, which should then be signed by
the clerk making it, and placed in the packet or the packet bag to
which it appertains. It may bo here mentioned that the chalans will
be numbered in consccutive serics, commencing from the 1st April of
ench year, ' '

Preparation of Sorting Packets. '

37. The mode of preparing sorting packets is similar to that of

preparing station packets, the only difference being in the sorting chafan
{I'orm I1a). which ig nrinted in wed ink ta distinenich it mare readily
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enonp—

from the station chalan (Form I1}, and that it contains no particulars
of the postage realisable on the unpaid articles which accompany it.
The serial numbers of sorting chalans will be entered in the same
“jndex (Form I3) as those of station chalans, but the series will be
separate and distinet, “ Agra Sorting ”’ being, for instance, entered in
the index as an office distinct from “Agra.”” When the number of covers
for transmission to the same office on the same day (e.g., on the overland
mail day) is considerable, they may be made up in more than one bag,
the chalan being placed in one of them. -

- Facing to be preserved.

88. Throughout the above process, every care must be taken to pre-
serve the facing, and to keep the paid and unpaid covers quite separate.
The object of preserving the facing is to facilitate the disposal of the
covers by the office to which they are sent. Care should also be taken that
no despatch is made to any office without a chalan (Form I1 or I1a),
and that the eniries in the chalan are complete as well as correct.

Registered Letters.

89. The registered letters which have to this point been in the
custody of tlie officer supervising the preparation of the mail, will
be fully detailed in the lower portion of the appropriate station or
‘gorting chalan (Form I1 or I1a) and then placed by him in “the cor-
_responding packets, as they are completed and just before they are

-closed. The supervising officer will himsclf do this and see each packet
finally closed.

Closing of Station Mails to be delayed till arrival of Mails
to be sorted.

40. As already mentioned in a previous paragraph, the process of
sorting may have to be. performed separately for letters received from
.other post offices for onward transmission. When such letters arrive

, ‘at a time different from that fixed for closing the station mails, the
.station covers or the sorting covers, whichever are first available, shonld
-be stamped, sorted and prepared for despatch, the contents of cach com-
‘partment being tied up in bundles, and the postage on unpaid covers’
_bgmg noted on a small slip put on the top of each bundle. The bundles
will be lefs in the compartments of the sorting almirali until the time
fixed for closing the mail, when the covers last reccived will be sorfed
aud, umalgamated with those previously sorted.

Sorting Almirak to ba locked.

B 4,1. In order that there may be no apportunity to tamper with covers
Afteri they have been sorted and before they are put up in packels, the
‘sorting almirah should be furnished. with a lock, and the key should
.'-a'lwatb's be in the custody of the postmaster, or deputy postmaster,
oor; w large offices, with the clerk entrusted with the despateh of
iwmails, who will be responsible for the safety of the covers. |
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.Dqﬁm'tiau of the terms Packet and Transit LBug.

42. A packet, as above described, consists of all the station covers, or
of all the sorting covers sent from one post office to another. In some
cuses the covers despatched are put up in packet bags, in other cases
packets are made up of wax-cloth, cloth or paper. The term packet, as
above used, should be understood to include every deseription of packet,
whatever may be the covering. It is recommended that bags be used
for-packets in preference to any other covering. A transit bag com-
" prises all the packets despatched from one office to another for final
disposal, or for onward transmission. The contents will always be
detailed in a packet chalan which will be placed inside. When a packet
is made up in cloth or paper the size of it must not be less than 6 x 49,
as very small packets are hable to be lost.

Packels lo be closed according to Lines of Transit.

43. Paclkets should be closed and labelled according to lines of transit,
that is, all the packets for despateh on one line of mail should be closed
and made over to the packet clerk before commencing on the prepara-
tion of packets for another line. As the packets are completed they
will e sorted into the appropriate compartments of the packet almiral,
All packets or packet bags should. be carcfully bound with twine aud
secured by the letter mail seal bearing the naine of the office of des--
patch and, in the case of large offices, the date.

Amalgamation of Transit witk Station Mails.

44, At this stage the packets and mail bags received from other post
offices in transit, 7. e., for the purpose of onward transmission, (as
deseribed in Section IT, Receipt of Mails) will be amulgamated with the
packets and mail bags made up in the office as above explained.

Entries in Packel Register and preparalion of Packet Chalans.

43, The packet clerk will then enter all the packets and mail bags in
the packet register (Form I5), prepare the packet chalans (Form I4),
_and enclose the packets with the appropriate packet chalan in the
appropriate transit bag, each transit bag having thus iuside it a packet
chalan detailing its contents. He will do this in the order of transit, -
i. ¢, ho will ill in the packet register, prepare the packet chalan, and
uako up Cha bennsil buge for ong ling of tenunit, hofore commaoneing with
those of another line of transit. 1le will be guided in this work by the
transit list (Form I2) already referred to when treating of the sodting
of letters. Eachbag, as it is closed, will be securely tied and sealed with
the lotter mail seal having the namo of the office of despatch and
_alsa, in the cuse of large oflices, the date. The packet chalang will
be numbered in a consecutive series for each office, commencing froph the
1st April of each year, the numbers being entered in the register of
packets desPat‘{:hed‘ ‘(For‘m‘ls). ‘Tl‘ie n}ltn.bef of the transit bag should
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office, in the register of mail bags despatched (Form VIII2), as ex-
~plained in Chapter VIII under the Section « Bags.”

Loose Packets.

46. Packets will be sent loose, that is, without being enclosed in
. transit bags when they are addressed to the post oflices, for which there
is only a single packet, and between which aud the despatching office no
transit office intervenes.

Responsibility of Supervising Oficer.
47. The officer supervising the preparation of the mail (. e, in or-
diuary cases, the postmaster or deputy postmaster himself) is especially.
required to see to the.secure tying and sealing of the bags, and to

{ake care that torn and otherwise unsuifable bags are not used: (see
Chapter VIII, Section I, “ Bags”).

Delivery of Mail to Carrier.

48. The last process in respect to despatch of mails is the prepara-
tion of the duplicate packet chalan (Form VII3) or road time bill
(Form VI2) by the packet clerk, vide Chapter VII on the travelling
ost office and Chapter VI on the conveynnce of muils. ‘I'hey will be
I:anded over by the packet clerk with the bags or packets to the oflicer
to whom they ave entrusted for conveyance, his receipt being taken for
them in the duplicate packet chalan, in the despateli packet register, or
in a separate receipt book. In some cases an outside packet chalan
(Form 14), detailing the bags and loose packets, is given to the carrier;
in such cases the outside chalan is prepared at this stage.

Disposal of Sorting Chalans.

49. The chalans (Form I1a) received with sorting packets twill have
the round dated stamp impressed both in the upper aud lower portions,
aud the lower portions will be detached. The upper portions will, after
being alphabetically arranged, have a strong thread passed through the
upper left hand corner and be sent by e first mail to the check brauch
of the Compiler’s office. The lower portions will have a receipt for the
registeved covers received written on them, the number of covers received
being written both in letters and figures, and will, by the first nail, be
reluened Lo tho post oflices from which they saued,

Mail Guards atlacked to Post Offices.

. 0. When a mail guard is attached to a post oflice, he will, before
starting on a journey, receive from a clerk of the office prepared packet
chalang (Ifora VII6) suflicient for his. use on hoth the eubwied and
Inward journey. When he returns to the post office, he will make over
the sheet register of mails received and delivered (Form VII4) and the
‘packet chalans (Form VIIs) to the clerk of the post office. The- rela-
tions between a’mail guard and the post office to which Le is attached
“ are more fully described in Chapter VII-on the travelling post office.
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Number of covers for whick Direct Packels are bo be made.

51. In all cases where on an average twenty-five letters are posted
daily in one post office for another post office, they must be made up
in a direct packet and not be forwarded through the intervention of a -
sorting office, except where the intervening sortmg office is one of the.
first class. When a first class sorting oftice intervenes, the limit of the
number of covers for which a direct packeb must be made is one hundred.
The Postmaster General will decide and intimate to the post offices
concerned what sorting offices are deemed to be first class sorting offices. .
Sorting offices on the ra.llway lines are generally of the first class.

Special Letter Bozes.

52. Letter boxes in which, for special reasons, it is not desirable that
covers other than letters should be posted, should be marked on the out-
side with the words ¢ For letters (mly ;7 and if necessary, a local notice -
should be issued on the subject, copies thereof being especially sent to
any newspaper agencies which have been in the habit of using them.

SECTION II.
RECEIPT OF LETTER MAILS (COMPRISING LETTERS & NEWSPAPERS).

Receipt of Mails,

63. On arrival of a mail, the hour should at once be noted in the
road time bill (Form VIz). The seals should be looked at, and the
bags otberwise carefully examined to ascertain that they have mnol
been tampered with in. transit. They should be compared with the
enfries in the accompanying way bill (Form VI1) or the receipt bock
of the mail cart mohurir or the duplicate packet chalan (Form VIL6).
presented by travelling post office clerks or mail guards, and an -

acknosvledgment glanted to the- carrier. The transit bags addressed
" to the office should then be opened, and the packets enclosed in them
put out on a table, and compared with the packet chalans (Form T4)
found inside the bags. The bags should be turned inside out to ensure a
complete emptying. : -

Mails received damaged or imperfect.

- .64. If the mails be damaged, or any article be missing , the pust-
master or _deputy postmnster must be summoned at once, whether
it be by day or night, and an investigation made mthout loss

of time (see Chapter XIV Iums'rmmrons) _
" Responsibility g’ a Mail C'arrzer ceases on obtaining a receipt,

- 55..As soon as a mail carrier obtams a receipt, and is allowed to
'nn » ‘-Ln P . i S '] LI
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of the office establishment begins; if, thercfore, proper arrangements for
the careful examination of mails, and timely notice of losses or tampering
be not made, the head of the office will be Leld personally responsible.
Description of Mails received,
56. The mails reccived comprise—
1. Transit bags addressed to the office, which contain—
(a) Sorting packets.
(6) Forward packets.
(¢) Station packets.
‘ 2. Forward transit bags addressed to other offices in advance.
The packet clerk will deal with these in the following order :—

Disposal of Sorting Packets.

57. The sorting packets will be made over to the despatch depart-
ment, to be there opened and disposed of as already deseribed in Sec-
tion I, Despatch of Letter Mails. ' .

Disposal of forward Transit Dackets and Bags.

58. The forward packets and the Fforward transit bags, 2. e., those
addressed to post oflices in advance, will be sorted unopened into the
appropriate compartments of the packet almiraly, as alrcady deseribed.

Disposal of Station Packels.

59. If the mail can be delivered at once, the station packets will be
. made over to the delivery department. When delivery caunot be at
once effected, the station packets should be placed unopened in a strong
box provided for the purpose, the key of it being retained in the custody
of a responsible and {rustworthy officer. :

.' Tintries in Receipt Packet Register and disposal of 'Pacj:ed Chalans.

60. The packet clerk will then write the details of the transit bags
and . packets received in the receipt packet register, (Form I6) and -
endorse an acknowledgment on each packet chalan (Form I4), return-
ing it by the first mail to the despatching office.

SECTION III,

DELIVERY OF LETTER MAYLS (COMPRISING LETTERS AND
.  NEWSPAPERS). :

. Opening gf Station Mails,

§1. When the station’ packets are to be opened they sliould be placed
on a fable before the postmaster, who, after comparing.them with
‘the receipt packet register (Form I6); will open them_? or cause them
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to be opened in his presence, by a clerk or by the head peon. Im
opening bags or .packets care should be taken not.to break the seal,
and the bags, or covers of the packets, should not be thrown aside until
the contents are ascertained to be correct. The postage dne on unpaid
covers, including paid covers redirected, should be carefully calculated
and the amount ascertained to be correct entered in'the verification
column of the chalan (Form I1). The claim bundle should then
be taken up,and both the original and additional postage due on the
covers found therein calculated, the correct amounts being written into-
the verification column of the ehalan, and the correct amount of original
postage previously charged against the despatching office, for which it

is entitled to credit, entered in the certified column of the claim bill.
" In opening mails the separation of paid and unpaid covers should be
maintained. The registered letters should be put on one side for sub-
sequent attention, the lower portion of the chalan, which will contain
the details referring to them, being cut off and placed with them. The
postmaster should then attach his initials to the chalan, and pass it
to be stamped with the round dated stamp.

" Stamping and Distribution of Covers.

62. The covers will all be passed to the other end of the table and
there stamped on the back with the daled delivery stamp or with
the round dated stamp where the office has only one delivery daily, the
separation between paid and unpaid covers being maintained. They
should then be passed to the semi-circular table and be distributed to
the delivery peons. If up to this point care is taken to preserve the

facing of thes covers, and the separation of paid from unpaid, the distri-
bution will be much facilitated. :

Entry of Chalans in Receipt Reg;ster.— -'

" The chalans (Form I1) should be arranged. alphabetically and entered
in this order in the receipt letter register (Form [7)..

Registered Letters. *

63. The registered letters laid aside as before stated should be dis-
posed of as direcled in Chapter IV on registration. If any un-
registered covers received in the station packets are observed to contain
coin or currency notes, &c., (see Poslal .Guide), whether prepaid or
. otherwise, they should be transferred to the registration department

and there dealt with under the registration rules. '

-Po.éta__qe tazed on Service Covers to be attested.

" " '64. If there be postage taxed by the despatching office or the receivf_ng
office on any cover either “Service Bearing” or on ‘“Her -Majesty’s

Service,” the postmaster will certify the amount due by attaching ;his

initials immediately ander the postage due stamp. - '
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A Packet received wi.tﬁaut a Chalan.

65. If a packet be feceived without a chalan (Form T1), the post-
age due on the unpaid covers should be carefully calculated, and a chalan
prepared ; all the registered letters being fully detailed, and the amount
of original postage due on redirected covers entered in the certified
column of the claim bill, This chalan should be treated as chalans
received are treated ; a copy of the chalan being sent to the despatehing
office with a request that the correctness of it may be ascertained. A
report should also be made o the inspecting postmaster, to whom the
office which omitted to send the chalan is subordinate.

: " Qualifications of Distribuling Clerk.

66. In order that the work of distribution of mails may be performed
aa rapidly as possible, it is necessary that the distributing clerk should
be familiar with the names of the.inhabitants, and know the residences
comprised in cach peon’s beat. Those eovers the addresses of which
cannot be vead easily, should be put aside till the ciose of the distribution,
and then be deciphered with the assistance of other clerks if necessary.

Covers placed in Deposit.

87. Covers which eannot be sent ouf immediately for delivery,
Z. a., covers feccived missent, sorling covers received in Lhe stalion
packets, covers to be ‘redirected owing to the addressee having gone to
auother post town, covers to be sent to district and branch offices or
given to rural messengeis, and covers to be deposited in the office till
called for by the addressees, should at the time of distribution be placed
in the deposit compartment provided on the distribution table in
view to their being transferred to the deposit branch. Covers for deli-
very from the window should be placed in the compartment set apart
for them. It may be noted here that covers delivered by the peons to
s addressees or their servants in waiting at the post office, need not be
_separately entered ; but may be regarded exactly as if they had been
delivered at the houses of the addressees. : '

Account of I)elz'very;

68. The covers having all been distributed, and the entries in the receipt
register (Form 17) completed and totalled, the postmaster should (to
avoid erasures in the daily postage account of the peon’s book, Form I 8)
take down in a rough book the amount of postage for which each peon

-+ 1s responsible, and also the postage dne on the covers to bo translerred
to- the deposit branch and the window delivery. A total should be made :
if it agrees with the total of the receipt register (Form I7) the account
=1 .o - . [ T . A

- 18 correct, if there is difference, the covers with each peon and in each
of the divisions noted above, should again be examined and the
difference reconciled. The daily postage accounts of the peon’s book -
stould then be written'in from the roug;rh account. - The initials of each
peon should be affixed to the peon’s book opposite his number in
acimowledgment of the postage for which he is responsible.
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Covers transferred to Deposit.

(9. Covers transferred to deposit as provided in paragraph 67 include
(1) covers reccived missent, (2) sorting covers reccived in a station
packet, (3) covers to be redirected, (4) covers for the subordinate deli-
very, and (51 covers to be kept till called for. These should be treated
under the rules for the deposit branch, vide Chapter 11I; those coming
under heads (1), (2), (3), and (4) being at once disposed of thereunder.

Letters returned by Peons.

70. When the peons return to the office, all the covers remaining undeli-
‘vered with them should be received from them 3y the Postmaster kimself ;
this is an important part of his duty, and should never be entrusted to
. any oue else except in the Presidency post towns, where it will be done
by the head clerk of the receipt department. The number of the .
peon returning it, should be written on each cover: the peon .should be .
required to assign satisfactory reason for non-delivery of every cover, the
stated reason being noted on the cover; in eases where the explanation is
not satisfactory, the cover should be again sent out at the next delivery,
and the peon ordered to make further endeavors to find the addressee.
The letlers returned as undeliverable by one peon, should sometimes be
given to another for enquiry. In large oflices & peon may with advan-
tage be employed especially to take out letters returned as undeliverable.
The supervision of the delivery peons is a duty requiring the postmaster’s
careful attention, and he should adopt every means to make it efficient.

Preparation of Peon’s Book.

71. The postage due on the covers returned by each peon should be
entered opposite his number in the appropriate column of the daily
- postage account of the peons’ baok (Form I8), and deduction made
from the amount charged to the peon ; the balance showing what the
peon is liable to pay. The amount of postage credifed to the peons as,
due on articles returned will be debited to the deposit account and the
balance carried out as'postage to be accounted for. The postage realised
on articles delivered from deposit should be written in and the total reali-
sation of postage for the day completed. These entries being inserted,
the postmaster should proceed to complete the peon’s book ; every part of
‘this account must invariably be written by himself, and the account must
be perfectly made up before the oflice is closed for the day,

" Covers delivered at thé Window,

"72. In post offices to which the window delivery ticket rules (given
in the Postal Guide) are made applicable, no cover should be delivered at
the post office window except to those who have paid for window
" "delivery tickets. . The window delivery rules need not be-put in force
" in the smaller Provineial post offices; but' persons wishing their letters
- to be delivered to themselves or their servants at the post office and

intimating their wishes in writing will be accommodated : their ramuacts
Ty * a7 11 1 » A .
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"by the peons. At such offices applications for letters by addressees
_or their messengers may also be complied with, provided no delay is
thereby caused to the distribution of the mail generally. It will
-frequently be convenient to let such persons obtain their letters from the
peon on the latter’s leaving the office. Covers delivered at the window
of the post office, will be entered in the daily .postage account of
" the peon’s book (Form I8) under the head “ Window Delivery, ”

Manner of making Window Delivery.

78. One of the objects of window delivery under delivery ticket,
is to put into the hands of the addressees the covers to their addresses as
expeditiously as possible; therefore, as the distribution proeeeds, covers
for the window delivery should be made over in instalments to the
window -delivery clerk, who will at once sort them into the several
boxes. The. window delivery should commence the instant the distribu-
tion is complete, there being no neecessity to wait till the peon’s account
is made up.

Covers not to remain with Peons af night,

. 74. Covers should he made over fo peons ouly when they are prepared

to proceed at once to deliver themn. It is highly objectionable for peons

or rural messengers who go out to their beats early in the morning to

receive covers for delivery over night; if a postmaster does so give over

covers for custody during the night to peons or rural messengers, he
will be held personally responsible should loss occur.

Covers for Regiments and Delackments.

75. All covers addressed to the officers and men of regiments and
detachmeuts of troops, should be delivered at the post office window to
an orderly appointed by the officer commanding to receive them. Covers
on which postage is due, will not be so delivered unless the orderly pays
the postage due on them.

Delivery Peons not to be detained.

76. Delivery peons are forbidden to deliver any letter, newspaper, or
other article without immediate payment of the full amount of postage
marked on it. JIf the addressee considers that an overcharge is made,
be should nevertheless pay the amount, submitting a complaint on the
‘subject, when, if necessary, a refund will be ordered. The delivery peons
are prohibited from giving change. If postage is not paid immediately,
- or the peon is detained, the article on which the postage is due, should
© be teken back to the post office and deposited to be sent out by the next
“..delivery. Delivery peons should on no account deviate from the pre-

scribed route. _
Nuwnber of Peons required.

77. The number of delivery peons employed in an office should
-be avd‘ﬁquate to the nromnt deliverv af tha snvere sntrncted ta them
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Under ordinary circumstances, it is possible for an active and intelligent
peon to deliver eighty covers in a day; but this of course must much
depend on the relative distance from the post office, and from each other
of the residences he has to visit; and if the peon has in his beat one or
more large offices, whether public or private, or gets a considerable
number of covers for which private messengers are usually sent to meet

him on leaving the post office, such circumstances must be taken iunto
account In estimating his work.

Number of Deliveries and kour of Delivery.

78. In the Presidency towns there will be three deliveries from the
Geuneral Post Office, and the hour fixed for each delivery should not be
altered without the sanction of the Director General, except in urgent
cases, when such sanction may be anticipated ; an immediate report being
made to him. In the large Provincial towns there will ordinarily be
two dcliveries, and in the smaller towns one delivery per diem. The
inspecting postinaster will regulate the hours for the delivery of mails
according to the mail arrivals and the requirements of the place.
Ordinarily there should be no delivery after 5 p. ., but in cases where
an important daily mail cannot be distributed by that hour, a later
delivery may be fixed : and extra deliveries may, when possible, be made
of overland mails, or even of important inltud mails, the arrival of
which may have been delayed to d4n unusual hour.

Attendance of Establishment.

79. When a late delivery is to be made, the establishment of a post

“office may be-absent for a part of the day, in order that they may be
able to attend beyond the usual hour. '

Disposal of Chalans. :

80. The chalans (Form I1) after being alphabetically arranged in the
order in which they are entered in the receipt register (Form 17), should
have a strong thread passed through the upper left hand corner, and then
be sent with the sheet of the receipt register (Form I4) to the cheok
branch of the Compiler’s office. - The detached lower portions of the-
chalans will have receipts written on them for the registered letters
received. In writing the receipts any irregularity in respect to the weight,
condition, &c., of the registered letters will be noted, and the number
-of covers received will be written both in letters and figures: if no
registered letters are received, the word “ None’’ should be written. The

round dated stamp will be impressed, and the documents will be gent by
first mail to the offices of issue.

Supervision of Peona.

. 81. The punctual and safe delivery of covers by the delivery '_beone:,
is one of the first objects of the Post Office, and it is that which ig'most
difficult of attainment; the chief part of the work of the peons qbeing

performed out of the office and nut af ~icdas -2 0
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ouly by constant vigilance that the superior officers of the Department
can hope to prevent or even to gheck the occurrence of thefts, delays, and
" jrregularities in delivery of covers by the peons. The postmaster must
‘take special precautions to supervise the peons; he should always
test the correctness of their ‘statements when they assign reasons
for returning covers undelivered. He should frequently examine the
‘ contents of each peon’s wallet or bag to ascertain whether any
letters in his possession have been unnecessarily detained. In cases
where carelessness or dishonesty is suspected, letters returned should
be sent out by some one unconnected with the establishment. When
several letters posted in different post offices and addressed to persons
residing within the beat of ome peon miscarry, the responsibility
for their loss must be divided between the peon and the distributing
- glerk; but in" the majority of . cases the ¢ircumstances attending
each, will relieve ono or the otlier from suspicion, When there
are grounds for -suspicion against any peon he should be strictly
watched ; marked letters should he given to him, - inquiries made
of the addressees, and all lawful means adopted to detect or exonerate
Lim. If detected, a full report of the case should be made to the inspect-
ing postmaster or to the Postmaster Generul, _



CHAPTER II

PARCEL DEPARTMENT.
PRELIMINARY REMARKS.

1. The parcel department deals with the following articles, viz. :—

(2) Paid inland parcels.

(8) Unpaid or insufficiently-paid inland parcels.

(¢} Paid inland packets.

(@) Paid foreign post book or pattern packets.

(¢) Unpaid foreign post book or pattern packets.
(/) Registered foreign post book or pattern packets.

2. The postage rates, conditions, &e., applicable to each class being
laid down in .the Posfal Guide, all that is required here is to describe
the mode of dealing with them, and for this purpose it is necessary only
to consider— |

(1) Inland parcels paid and unpaid.
(2) Inland packets paid. '
(3) Toreign post book or pattern packets,
3. The last mentioned class (foreign post béok or pattern packets)
will be treated of separately towards the end of the chapter; the

remarks now to be made, apply only to the two first mentioned classes
of inland parcel mails.

SECTION 1.
DESPATCH OF PARCEL MATLS.

Definition of terms Parcel Mail and Parcel Bag.

4. In what follows the term parcel mail should be understood .to
comprise both parcels and packets, and the term parcel bag to meana -
bag containing either parcels or packets or both.

Prepayment of Parcels and Packels by Postage Labels only.

5. Prepayment of parcels and packets can be made only by means of
postage labels affixed to' them, the pre-payment of parcels incash,
herctofore allowed, having been prolubited. g

Pasﬁng of Parcels and Packets.

6. Parcels and packets may be posted either in the parcel or letter
box, or at the window ; those posted in the boxes after the prescribed
hours are trcated as too late and detained for the next day’s mail.

Hours of Poséiny Parcels and Packels.

7. Parcels and packets will be received at all post offices every day,
- except Sunday, from 7 A, . to 8 s 1, and from noon to 5 . 3. On
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' Sunday they will ordinarily be received from 7 a. 21 to 8 a. a1, and one
other lour of the day, which will be fixed by the inspector, or inde-

endent postmaster, with a view to meet the convenience of the public.
The letter or parcel boxes will be open for the reeeipt of parcels and
packets day and night, and will be cleared at the hours fixed for closing
the parcel mails. :

“Distinction delween Parcels and Packets.

8. The distinction between parcels and paclkets is as follows, viz. :—

(1) Packets must be packed in open covers, while parcels may,
at the option of the seader, be packed in closed covers;
packets also have a limit of size, while the limit in
respect of parcels is by weight; :

(2.) The prepayment of parcels is optional, while that of

packets is compulsory ;

(3.) The parcel rates of postage are double the rates charge-

able on packets;

(4.) The addresses of parecls are detailed in the registers and

chalans, while paclkets are not so detailed.

The question of whether a cover is to le treated as n pareel or a packetl
will, therefore, be decided by the following rules :—

To be trealed as parcels.—All eovers fully prepaid at parcel rates.

All covers marked or tendered by the sender
for transmission as parcels.

All ¢overs which, owing to deficient pre-
payment or excess of size, or mode of
packing cannot be forwarded as packets.

To be treated as packets.—All others.

Receipts for Parcels.

- 9. Receipts will be given only for such parcels as are presented at the
window, within the prescribed hours, securely packed in cloth, wax cloth,
or tin, and when packed in cloth or wax cloth, having distinet impressions
of some device (not that of a current coin) at intervals, not excceding
five inches, along the lines of sewing,

- Form of Receipts for Parcels.

10. The forms of receipts (Form IT1) to e given for parcels when
tendered under the conditions prescribed above, will be in 2 hool wills
counterfoils; in the receipt should be written the particulars provided in
the form, including the name and address of the sender, when these are
given. Similar ‘details should be written into the counterfoil; the
receipt should be signed by the receiving clerk and given to the poster.

Stamping of Parcels and Packets.

"11. Parcels after weighment will have any postage labels which are
pon them obliterated with the single obliterator, and be stamped with
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- the parcel stamp; the nume of the despatehing office, the weight
(in tolas), the date and the. postage due (if any), being written in the
appropriate spaces within the stamp. Packets should bave the labels on
them obliterated with the combined obliterator and dated stamp (where
such is supplied), or with the single .obliterator and the round dated
stamp., The stamps, when impressed, afford a ready means of distin-

guishing parcels and packets. ) '

The At?vice Chalan.

12. Every parcel, whether it be prepaid or unpaid, must be entered in
an advice chalan (Form II2). Redirected packets having postage due’
on them, will be entered in Jump witliout the addresses being detailed.
Paclkets should not be entered in advice chalans. The advice chalan
conveys intimation that one or more parcels have been despatched from
one ollice to another, and it creates a claim for unpaid postage, if there
he any, against the office of -destination ; it should be sent by letter post
on the day on which the parcels inveiced in it are despatched. Advice
chalans should have a consecutive series of numbers- for each office to
which they are sent, commencing from the 1st April of each year. A
. memorandum is attached to the bottom of the advice chalan, in which
ghould be cntered the total amount of postage, for the realisation of
whicli the receiving office is responsible, and the original postage on
unpaid parcels redivected, for which the despatching office claims credit.

The Despatch Register.

13. When the advice chalans are all prepared, the details of the
- pavcels and the lump entry of redirccted packets on which postage is
due, should from them be written into the despatch register (Form II3).
A daily total of the number of parcels despatched: should be made, and
this total daily carried forward, until a general total for each’ month is
completed. :
Despatck Parcel Index.

14. The despatch parcel index (Form IIs) is a record of the
number of advice chalans (Form IT2) sent to cach post office and of
the unpaid postage for which the receiving office is responsible : it should
be written up from the chalans before they are despatched. On the last
day of each month the totals of the several columns should be cast up. A
copy of the index should be sent not later than the 3rd of the succeeding

_month to the check branch of the Compiler’s office. : '

: Prejmmtiau of Parcel Mails for despatch.

15. All the parcels and packets posted in the office being preparid as
described above, the parcels and packets received in transit, and to be sent
forward, should be amalgamated with them ; the whole being sorted for
the different lines of transit agreeably to the parcel . transit list
(Form IT15). When this is done, they should be entered in the transit

ahalan Tlarm TTA)Y - tha narvaals and Alaaad a1 Lo -
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being detailed in full, and the total number of packets, ordinary and
redirected, being entered in lump in the space provided for the purpose
at the top of the chalan. Thus the transit chalan contaius a lump entry
of all packets (whether posted. at or redirected from the office aud
received in transit), and a detail of all parcels posted in the office, as well
as of all parcels and parcel bags received from offices in rear and passed
on in transit. After preparation, the entries in the trausit chalan
should be carefully compared with the despatch register (Form IIs),
and the names of the offices to which parcels and bags passing in
_ transit are sent, and the number and date of the chalan, should be

written into the transit register (Form II8). The transit chalans
"(Form II7) should be numbered in a consecutive series for each post
office to which they are sent, commencing from the 1st April of each
year. The numbers of the transit chalans will be entered in the index
of transit chalans despatched (Form II9). The number of the parcel
- bag used in the despatch should also he entered on the ehalan, and also,
if 1t belongs to the despatching office, in the register of bags despatelied
(Form VIII2), as explained in Chapter VIIT under the Section « Bags.”
The transit chalan is required for comparison immediately on arrival
of the parcel mail, and it should, therefore, be placed in the parcel bag.
In Presidency post oflices and in some post oflices where many parcels
‘are posted, it will perhaps be necessary to make up several parcel hags
for one and the same office. When this is done, a transit chalan
detailing the contents shounld be sent in each bag. On the label
attached to each bag should be entered the number of it, the weight of
it, and the number of parcels or packets which it contains. The color of
the paper on which labels are printed must be yellow. The officer
supervising the preparation of the parcel mail will be held responsible
that the bags used are in good order and carefully closed and sealed.
When the several parcel bags are ready for despatch, they should be
entered in the memorandum of parcel mails despatched (Form II 13),

the number on the transit chalan placed inside being the number of
each parcel bag. ’

Despat&/& of Parcel Mails,

16. In the case of parcel mails conveyed by railway, they will be
accompanied by packet chalans (Fform VII6) prepared in duplicate, as
. prescribed in Chapter VII on the travelling post office. In the case

of .parcel mails conveyed by mail cart, they will be handed over to thae
mohurir, his receipt being taken in the memorandum of parcel mails
despatched (Form 1II13). He will despatch them as prescribed
In Chapter VI on conveyance of mails. The parcel mails conveyed
by boats and banghy burdars, will also be despatclied as therein

described. _ _ _
Copy of Transit Chalan not necessary.

1';_'. It is not necessary to make a copy of the transit chalans des-
patebed (Form IL7), but wheu they are received buck, they should be
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carefully filed for record. If a chalan is lost, a copy can be pre-
pared from the despatch register (Form II3) and transit register
(Form II8), including all entries, except the lump entry of packets, of
which the record is of little use. When a transit chalan is returned,
the remarks and the receipt written on it should Be carefully examined.
An office is relieved of responsibility only when it obtains the receipt of
the office in advance. The prompt and regular return of transit chalans
should be carefully watched, and irregularities and delays brought to
notice. .

Redirection of Parcels and Packets,

18, It will sometimes be necessary to redirect parcels and packets
owing to the addressee having gone to another post town, and in'such
cases the changed address should be written in red ink by the post-
master. The parcel or packet should be taxed with postage at the rate
appertaining to the class to which it beldngs, i. ¢., if originally posted as a
parcel, it will be charged at parcel rates, and if originally posted as a
pacleet; it will be charged at packet rates. Service packets and parcels
are not liable to be taxed with forward postage when redirected. The total
amount of postage, both original (if there be any) and redirected, should be
entered in {he advice chalan. If there bo original unpaid postage due
on a parcel or packet redirected, it should be noted in the advice chalan
(I'orm IT2) and in the memorandum of original postage due on parcels
forwarded (Form II11). At the end of the month this memorandum
should be totalled and sent to the check branch of the Compiler’s office.
A copy need not be kept. :

Bissent Parcels and Packets.

19. Missent parcels and packets may be described under three different
heads, viz.: (1) parcels missent and also wrongly entered in the advice
chalan (Form II2), (2) parcels merely sent in a wrong parcel bag, and
(3) packets missent. In the first case, the parcels will be treated. exactly
in the same way as if they bad been redirected, except that no additional
postage will be charged. In the second case, the parcels will be forwarded
to destination; the usual details being given in the transit chalan
(Form I17) only. In the third case, the packets will be forwarded to
destination and included in the lump entry in the transit chalan.

Packing of Parcels and Packets.

20. The earnest attention of all oflicers of the Department is necessary -
to the packing of parcels and packets despatched, espeeially during the
rainy season, Care should be taken that the parcel bags are in good
repair. Before the commencement of each rainy season, a notice should
be issued by the Postmaster General, calling the attention of the public
to the necessity of protecting parcels by a covering of good wax cloth or
other watertight material. -
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SECTION II.

RECEIPT OF PARCEL MAILS.

Examination of Uails received.

21. On the arrival of a parcel mail the postmaster thould carefully
examine the bags; he should observe whether the seals are perfeet, and
make note of any appearance of injury or tampering in the packet cha-
lan (Form VIIs) in case of conveyance by railway, and in the way bill
(Form VI1) when the mails are conveyed-in mail carts or parcel vans,
and in the agent’s book if they are conveyed under contract. The parcel
bag addressed to the office should after weighment be opened and the
transit chalan (Form II7) taken from it. Every other bag shonld also
be weighed; the weight in the offices in rear being checked, and the
correct ascertained weight on avrival being entered in the appropriate
column of the transit chalan. The parcel bags for oflices in advance
should be placed on one side, if they are in good order; but if there Le
any cause to suspect that they have been tampered with, or if the hags be
cut or injured in transit, they should be opened, the contents compared
with the transit chalan found in the bag, rewmarks made in the chalan, it
. necessary, and securely re-packed ; any apparent loss or tampering being

dealt with under the rules for investigations, Chapter XIV. The con-
tents of the bags addressed to the ollice should then be turned out, the
bags being reversed to ensure complete emptying. The packets should he
counted and the number checked with the lomp entry in the transit
chalan. Each parcel should be examined and ‘weighed, and the correct
weight marked in the chalan. If any parcel be missing, or received
injured or tampered with, steps should at once be taken under the rules
for investigations. Except in the Presidency post offices and in other
large Provineial offices specially numed by the Postmaster General,
where parcel bags will be opened before the head clerks of the parcel

- department, parcel mails must invariably be opened under the personal

supervision of the post master. -

Treatment of Mails received at night.

22, When parcel mails arc received at night and have not to ha
forwirded Gl next duy, the hags should at oneo by exumived aud weighed
by the deputy postmaster or the elerk on duty. If the weight agrees
with the entry on the label, and there be no reason to suspect that there
Is anything wrong with them, they may be locked up in a strong box
or almirah for disposal when the ofiice opens in the morning. If the
deputy postmaster or the clerk on duty has reason to suspeet that the
bags have been tampered with, owing to their being torn or eut, the
. seals leing imperfeet, or the weight short, he should at once (if

he be a clerk) eall up the postmaster, who will act as dirceted in
Chapter XTIV on investigations. When the office opens in the momi Tis
the parcel mails will be examined and onened ns. Aocorilind i oL
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preceding paragraph. In cases where it is necessary to dispose of and
send forward transit mails immediately after they arrive, the course pres-
eribed in the preceding paragraph must at once be adopted, whether 1t be
by day or night, and a trustworthy official must be-present to perform or
supervise the worlk. Except in Presidency post offices, and in offices
specially selected by the Postinaster Genersl, this work must be done or
superintended by the postmaster or deputy postmaster himself.

Index of Transit Chalans. :

28. The numbers of transit chalans received will be entered in th
index (Form 1110); this record will indicate when parcel bags are
delayed in transit, or not received. If it is observed that a parcel bag
has been delayed, or is missing, a report should at once be made and
enquiry set on foot.

Station Parcels and Packgts.

24. The station parcels and packets or those to be delivered will be
dealt with in the manner described in the Section “ Delivery of Parcel
Mails.” If they cannot be at once sent out for delivery, they
should be locked up ina secure box or almirah until the time for
delivery arrives; the key being kept by the postmaster, or, in the large
offices above veferred to, by the head clerk of the department.

Sorting Parcels and Paclkets.

"25. The sorting parcels, or those received in transit to be sent forward,
will be stamped with the octagonal dated stamp. . They will then be

amalgamated with the parcels posted in the office and made up in bags
for despatch. ‘

Disposal of Transit Chalaus.

.. 268. Any necessary rémarks relative to particular bags or parcels
having been written on the transit chalan (Form IX7), it should be
copied into the transit register (Form JI8), receipted, and returned to
the oflice from which it was issued. It is essential that transit chalans
be returned punctually and without delay. ‘

SECTION ITL -

DELIVERY OF PARCEL MATLS.

Dispoesal of Parce_ls'am? Packets received for delivery.
27. If the parcel mail is received at might, or at an hour when the
pareels and’ packets to be delivered cannot at onmce. be sent out for
delivery, the bags should, "after - examination, be carefully locked up.,

YWhan tha fima far dalivarv: d¥rmvsc tha narsale ar vo_diranfad nanl-ota
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. taxed on each parcel should be tested, and, if necessary, correction made ;
the correct postage being also written into the verification column of the
memorandum at bottom of the advice chalan. They should be stamp-
ed with the round dated stamp.

Receipt Register,

28. All the advice chalans (Form II2) containing details of the
arcels to Dbe delivered should bLe written into the receipt register
(Form IX4). This register should contain a complete record of all
parcels received for delivery. It should be totalled daily, and this
total daily carried forward, until a monthly total is made. _,

Delivery of Parcels and Packets to Peons.

29. Particulars of the parcels should then be written into the peon’s
delivery book (Form Il 14), and the parcels made over to the peons; a
receipt being taken from them in the receipt register (lorm 1I4).
It is not necessary to emter packets, whether paid or re-directed, in the
peon’s delivery book, or to obtain receipts for them from the peons
or the addressees. In some post offices the peons who deliver letters
also deliver parcels and packets; in others it-ig found to be more conve-
nient to employ one or more peons specinlly for the delivery of
parcels and packets. When the peous return to the office, their delivery
hooks should be carefully examined to ascertain that every parce

. has been delivered and the addressee’s receipt obtained for it. :

Irregularity in transit of Parcels.

80. Advice chalans (Form IX2) will generally be received some
time before the parcels invoiced in them ; they should be carefully filed
till they are required. Much confusion is caused when all the
. parcels “invoiced in one advice chalan do not arrive at destination
together. This can happen only when there is neglect in some office on the -
line, or ﬁvhen there is an accumulation of parcels for one line. When
it does bappen, the parcels received should be delivered without delay ;
~ but the chalan should not be entered in the receipt register (Iorm II4)
or index (Form II6) tillall the parcels invoiced in it are reccived.
Every instance of irregular receipt of the kind above referred to
should be reported to the "inspector or to the Postmaster General, and in
cevery caso strict eniuiry should be instituted by them to ascerlain the
causc of the irregularity and to prevent ity recurrenco.

The Receipt Index.

31. After the advico chalans (Form II2) lave been entered in the
receipt register ( Form IT4), the receipt index (Form 116) should be .
up. The receipt index is a record of the numbers of the -advice
cl.l_ala‘as received, and of -the postage due on unpaid parcels and re-
directed packets, for which the receiving office is responsible. At. the
end of the month it should be completed by havibg tho tolals of the
-8everal columns cast up.” A copy of it should be sent to the check
branch of the Compiler’s office before the 3rd of the succeeding nonth.
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Memorandum of o-‘rz'ginal postage on re-directed Parcels and Packels.

32. The original postage due on parcels and packets that have been
re-dirccted, and for which the re-directing oflice is entitled to claim eredit,
should Le noted in the sheet of memorandum of original postage due
on re-divected parcels and packets received and delivered (Form II12}).
At the end of the month this memorandum should be totalled, and the

coriginal sent to the check Dbraneh of the Compiler’s office. A copy
need not be kept. '

Disposal of the detacked memoranda.

88. The advice chalans (Form II2), having been entered in the
receipt’ register {¥orm II4) and the receipt index (Form I1Is),
should be detached from the memoranda at foot; the correct amouut of
postage on unpaid parcels and re-directed packets received, and the
oricinal postage on rve-directed articles, should be written into the
verification columns of the memoranda; a receipt acknowledging the
parcels should be written- on the detached memoranda, which shonld
then be sent by the first mail to the post offices from which -they issucd.

Disposal of Advice Chalans.

84. The advice chalans (Iorm II2) should also have a receipt written
on each, and should be filed in the order they ave entered in the .
receipt index (Form II16). At the end of the month the cntire bundle -
of original advice chalans should be sent with the copy of the
receipt index to the check branch of the Compiler’s office.

Poreign Post Packets Jor places abroad.

35. Packets of books or patterns posted in India for transmission
by foreigu post (sec Postal Guide as to conditionsin respect of contents,
packing &ec., as well as rates of postage, conditions of pre-ppyment,
and registration) will, whether paid or unpaid, be treated in exactly the
same way as inland packets and parcels; those that are registered being
fully detailed in the transit chalan, and those that ave uuregistered

being included in the lump: entry of packets; they will not, however,
be entered in any advice chalan, ‘

I_f’or;eign Post Packets Srom places abroad.

38.- Packets of books or patterns recoived from abroad for delivery
in India will be treated as follows : —

(1) Ifno postage be duc on them, they will not be cntered in
an advice chalan (Form II2); those that are registered
will be detailed in the transit chalan (Form IL7), a -
receipt being taken on delivery; and those that are unregistered
will be included in the lump entry of packets. ~ .

®.) _Il‘.'L postage be: due ‘on ‘them, they will be made over to



'CHAPTER ITI.

DEPOSIT.
PRELIMINARY REMARKS.
Description of Covers included in the Deposit Account.

1. The 'deposit account comprises all covers which are not at the
time of distribution of the mail disposed of in the peons’ delivery ; it also

inctudes the covers relurned undelivered by the peons or from the sub-
ordinate delivery. .

Manner of disposing of Covers from Deposit.

9. Covers which have been received jnto deposit, as stated in the pre-
ceding paragraph, are seut out from deposit—

(1).—By immediate re-divection to other post offices.
(2).—DBy subsequent re-direction to other post offices.
(8).—By being sent to the subordinate delivery.
(4).—By being subsequeutly delivered by peons.
(5)—TBy being sent to the dead letier office.

The operation necessary for Lhe disposul of each elass of covers deserilied
above will be (reated of in the following sections. -

SECTION 1.
RE-DIRECTION OF LETTERS, &c.

Definition of the terms « Re-directed Ariicle” and Re-direction.”’

3. Wheén an "article received in a post office cannot be declivered,
owing tol the addressec having gone to another post town, and is for-
warded to the new place of residence; it is termed a re-directed article,
and the changing of address is re-direction.

Instructions by Addressees.

4. A register of instructions regarding changes of residence or
address, covers to be kept in deposit, &c., should Le kept in every post
oflice; it should be arranged alpbabetically, in order to facilitate
reference. A scparate written instruclion is required for cvery
change of address, and no instruction should be considered to be in force
longer than three months from the date of its receipt. When compli-
cated - or conditional instructions are received, the postmaster should
dnfornt the person who gives them that such instructions cannot be
attended to in the post office, and that the,proper way is to employ an
agent, to whom, if he so desires, all letters received to his address
will be .delivered. A postmaster should see that the instructions
-receivdd by him are clear, and that no doubt is left as to whether they
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apply only to the person giving them, or to other members of his family
. o1 household. ‘
Forwarding of Covers.

5. Those covers for the re-direction of which the instructions of the
addressees arc on record may be re-directed immediately. Covers received
missent may be- forwarded to' their correct destination without delay.
Covers received in tho station, instead of the sorting packet, can also be*
sent forward to destination at once. Other covers may be subscquently
re-directed, on the residences of the addressees being ascertained. Covers
shonld be re-directed only when instructions from addressees have been -
received, or when the postmaster has reliadle information of the ad-
dressees’ changed residence. Covers marked by the seuder “ Not to be
re-directed” should not be re-direeted, but placed in the first packet made
up for the dead lettor office,

Re-direction of Covers to Foreign Couniries.

6. When specific instructions are left at a post office, letters can he
re-directed to any foreign country, and forwarded by the usual route
for such lelters; ib resting with the office of foreign exchange to for-
ward them if there is provision in the letter bill for the transmission
of re-directed correspondenee.

Re-direction of Covers.

7. When covers are to be re-directed, the changed address must be
written on them in red ink by the postmaster himself, or, in Presidency
post oflices, by the head clerk of the deposit branch. They should
be stamped on the back with the re-directed stamp, and, with the
exception of service covers which are not chargeable with additional
postage on re-direction, should be taxed with postage at re-directed or
single rates, and stamped on the back with the postuge due stamp ; the
full amount of postage, original and re-directed, due on each cover being
written into the space within the stamp, and any postage duc stamps
which may have Leen previously impressed on it being scored across with
red ink. The round dated stamp should also be impressed on the back to .
denote the date of despateh. Missent covers do not require to be re-
directed or taxed with additional postage. The missent stamp and the
round dated stamp should be impressed on the back. The covers received
in station, instead of sorting packets, need no re-directivp; nor will they
" be taxed with additional postage. They should be stamped on the back
" with the rouad duted stamp. - ' :

Sorting of Covers and preparation of Claim Bundles.

8. The prepaid covers, or those on which no postage was previously
charged against the forwarding office, will be separated and placed in the
compartments of the sorting almirah appropriated to the post offices to
Which they are re-directed. The unpaid covers, or those on which postage
was previously charged to the forwarding office, will be put :up in
claiim bundles; oue such_ bundle being made for each office an the
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packet for which such covers have to be iucluded. Eaeh bundle will
have on it a label of the following form priuted on blue paper.

CLAIM BUNDLE.

To Post Ofice. -
Number of covers. .
Original postage ... w Ra A, P..
Additional postage .. -~ Rs. A, P

The amount of postage previously charged on, and for which credit is
claimed Dby, the forwarding office, and also the additional re-directed
postage, will be marked on the label. :

Lramination of Covers by Postmaster, and preparation of Claim Bill,

9. The claim bundles having been prepared by the elerk should be
laid before the postmaster, who will persoually prepare the clatm bill.
The claim bill- forms pact of the station and sorting letter chalans
(Forms 11 and Ita)., The number, date, &e., of the chalan will also be
the number, date, &c., of the claim hill ; there need not Le a scparate
index or a separate series of numbers of cluim bills, The postinaster
will see that the covers in the claim buudle are correctly taxed with
_re-dirccted or additional postage, and that the postage due stamps pre-
viously impressed on the covers are scored across with red ink. e will
caleulate the postage on each class of covers previously charged against
his office, and for which credit is now claimed by it, entering the amouuts
in the appropriate lines in the column of the eclaim bLill headed
“ Amount Claimed.” The total of these amounts will be antered in the
claim column of the index to letter chalans despatched (Form I3)..
The original postage, as per claim bill, and the additional postage on re:
directed covers, will be entered in the letter chalan, He will then attach
his signa(:uje to the chalan, The claim bundles and the chalans will be
placed in the appropriate compartments of the sorting almirah to be made
use of when the mail is preparcd for despatch. A copy of the index to
letter chalans despatched will Le forwarded at the end of each week and
on the expiry of each month to the check branch of the Compiler’s office.
: Unpaid Sorting Stamp. -

10. The unpaid sorting stamp is intended to check fraui.in claiming
credit for original postage on letters sent in a sorting packet, and,
therefore, not chareed aguinst the office making the elaimi; it will be
lmpressed on all unpaid covers sent in sorting packets, and the post-

master should carefully observe thab itis not on any cover put before him
1a the cluim bundles to be forwarded from his office. )

) Covers mot to ke mecdlessly re-directed.
1L, Very grea( inconveniente is frequently imposed on the addressees
and on.the postal establishments by covers being carelessly re-directed ;
they g6 from office to oftice, thereby increasing work, and ultimately do not
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arrive at d\etinaticn. The bodk of instructions shonld be carefully rpferred
to when covers are ve-directed. Covers are sometimes re-dircceted on
information supplied by deliyery peons and others; and, in such casts, the
postmaster must satisfy himdself that the information given him istorrect
and reliable, If I hias no reliable information, it is ' much better to treat
the cover asunclaimed ; hthing is more objectionable than the practice of
re-divecting a cover without reliable information; and every postmaster or
deputy postmaster, who receives covers which have been obviously sent to
him without good reason, should eonsider it an important duty to forward
such covers with the next weekly packet to the dead letter office,
entering them in the space provided for ¢ covers re-directed to this office”

. in the dead letter bill ( Form I1I1), and attaching to them slips of paper
with such remarks as -will attract the atfention of the dead letter office.
The dead letter office has instructions to report to the Postmaster
General all instances of carclessness which come under its notice, either in
re-directing or passing. on covers which are not likely to find the-
addressees. Any office which attempts to save itself trouble or responsi-
bility by forwarding wuuclaimed covers to another office, either with
unreliable re-direction or without re-direction, should be reported by the
receiving oflice to the inspeector or the Postmaster Gedcral.

Covers delivered and re-posted.,
12. Covers delivered at the known residence of an addressee are some-
times re-directed and posted afresh : such covers should be treated as i(
posted for the first time, no account being taken of any obliterated stamps
.which may be borne by them. If, however, & cover tendered at the place
of address.is at oncc returned to the post office peon who delivers it
(whether with or without an indication of revised address), it is treated
as a re-2irected article; the postage chargeable for further transmission
Wziug at prepaid rates only.

SECTION II. |
COVERS FORWARDED TO SUBORDINATE DELIVERY,

Covers jfor Subordinate Delivery are placed in deposit.

13. In all the post offices of sufficient importance to be head
offices of branch and district post offices there are almost invariably -
more deliveries than one a day. Also, as a rule, one despateh is made
to branch and district post offices, and covers are ouly onee in the day,
_ and sometimes ouce in two or three days, given to rural messengers.
It is, thercfore, prescribed that all covers for the subordinate delivery
should, at the time of distribution of the -mail, be placed in deposit to
be subsequently issued therefrom.

Issue of covers to the Subordinate Delivery.
 14. Covers issued - from deposit to the subordinate delivery, and .
covers returned frora the subordinate delivery, which are, as has been -
stated, again taken into deposit, will be controlled by the rules laid down
in Chapter V relating to the subordinate delivery. :
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SECTION III.

COVERS DELIVERED FROM DEPOSIT, UNCLAIMED COVERS AND
BREFUSED COVERS SENT TO THE DEAD LETTER OFFICE.

List of unclaimed covers to be placed on Notice Board.

15. A list of all unclaimed covers, alphabetically arranged, must
be prepared every Monday morning and placed on the post office notice -
board : in large offices two copies may be prepared, one in English, and
the other in the verpacular. It must be corrected daily, by striking
_out the covers that are delivered, o: re-directed, and by adding those
returned unclaimed by the peons or from the daily distribution. The

"Jists of past weeks should be filed in the office’ for the inspection of the
inspector. . '

foatmaatera to seck for Addressees.

16. It is the duiy of a postmaster to use every means to obtain
information regarding the addressees of unclaimed covers. If the ad-
dressees can he found, the covers should he delivered ; if their addresses in
another post town urcireliably ascortuined, the covers should he re-dircetod.

The number of covers sent to the Dead Letter Qffice will indicate efficiency
: of eslablishment. : :

17. The number of covers, the addressees of which are not found
and which are, in consequence, sent to the dead .letter office, will
indicate the efficiency or otherwise of the establishment, and the degree
of supervision over the peons exercised by the postmaster. The in-
spector should give attention fo this when making inspection of a post
office, and the superintendent of the dead letter office should report
every instance in which an excessive number of covers is received.

The Deposit dlmirak, o

18. All Hisbursing and non-disbursing post offices should be supplied

- with a deposit almirah having compartments labelled alphabetically. The
unclaimed covers in deposit and the covers which the addressees desire
to be retaived till called for, should be -sorted into the compartments,
€0 a3 to be easily found when required for delivery. There should be a
teparate compartment in- the deposit almirah for all refused covers, -

‘and all other covers to be sent in the first packet made up for the dead
letter oflice, ' .

r, .
Balance of Deposit Account to be checked.

19. The postmaster or députy postmaster should freque.nt!{‘ cheek
'ﬂl@'bnhnce of postage shewn in the deposit aceount by caleulating
the'postage marked on the covers in deposit : he will: be able to make
sthe. ealeulation miore readily if the unpaid covers are kept tied up in
‘couveniently sized bundles with a label on each bundle, having a note
on it of the Postage due on the covers contained in it. _
o E
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Unclaimed covers lo be retained jfor lhree weeks.

20. All uuclaimed covers must be retained in the post office for
three weeks, and then if not claimed, or re-directed, and if they have
appeared on the unclaimed list for at least two weeks, they should
be impressed on the back with the round dated stamp and sent to the
dead letter office of the circle as hereafter explained.

Refused Covers.

21. In large offices, where the stamp is supplied, the rgfused covers
will be stamped oun the face, with the refused stamp, and in small
oflices the word ¢ Refused” will he written on the face of the covers with
red ink. The round dated stamp should be impressed on the back. They
should be forwarded to the dead letter office in the first packet made up.

Illegibly or imperfectly addressed covers.

22, Covers posted illegibly or imperfectly addressed or without any
address, will be stamped with the round dated stamp. They will be
forwarded to the dead letter office in the first packet made up ; but there
will be no postage taxed on them for which credit ean be claimed.

Preparation of Packets for the Dead Letler Qffice.

23. Packets will be made up for the dead letter oflice in dis-
bursing post offices on the 3rd, 10th, 17th, and 24th, and in non-dis=
bursing post offices on the Ist, 8th, 15th and 22nd of every month.
Each packet will be accompanied by a dead letter bill (Form I1II1).
.The dead letter bills will be numbered in a consecutive series, com-
meucing- from the 1st April of each year. It will be uaderstood
that the dead letter ofice referved to, is the dead letter oflice of
the circle in which the office sending the packet is situated, or to which
it is attached. DBeforc being made up in packets for the. dead lotter -
office, the covers should be faced, separated according to class, and tied
in separate bundles of convenient size. Labels should be plazed on the
bundles containing unpaid covers, the number of covers in ea¢ch bundle,
and the postage due on them, heing noted on the label. In €he smaller
offices the packets for the dead letter officé will be made up in
paper or cloth, and in the larger post offices, when necessary, bugs may be
nsed, in' which case the numbers of the bags will be entered in the
dead letter bill. :

Dead Leller Bills to be promplly returned from the Dead Lelter Qffice.

" 24. Packets rcccived in the dead letter office will be opened
immediately and disposed of as prescribed in the rules fot the man-
agement of a dead letter office, Chapter XVI; the dead letter bills
having the amount of postage due on unpaid covers, as adinitted by
the dead letter office, entered in the verification column, should
be returned without delay. It is of importance that dead letter bills
be punctually returned to the despatching post office, and instances
of delay should bLe brought to the notice of the Postmaster Gencral,
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lthroug'h the inépector, in the casc of those post oflices which are subor-
dinate to him.

Enlry of Disallowments in Dead Letter Bills.

95, The postage due on unpaid covers, as detailed in the dead letter
bill of a post office (Form III 1), will be entered as a deduction in the
deposit account, and in the abstract of the postage account, on the
-date on which the bill is prepared. These accounts will go on daily,
intimations of deductions in the dead letter bill not being received for
some -days subsequently; therefore, auy sum less verified in the dead
letter bill iy the dead letter office, caunot be brought. inte account Ly
correction of the entries already made, but must be separately added in
the abstract of the postage account by entry in the line provided for
the item, the amount being thercby added to the cash collections of
the office. ' '

Entries of Disallowments in the Monthly Absiract of the Postage -
' Accounts.

96. In preparing the monthly abstract to accompany the account
current (Form X 8}, the postmaster or deputy postmaster will he careful
to- deduct for “ postage due on articles sent to the dead lotter office,”
tho total amount of postege claimed on the several dead letter Dbills
. for the month as prepared by him, and to add the total of the several
’ !agou'nts disallowed on the dead letter Dills by the dead letter
- office.

Check of deductions and disallowmenis tn Abstracts of Non-disbursing
Post Qffices. :

27. The dead letter bills (Form III 1) returned to non-dishbursing
post offices, having the lower portions detached for record, will, at the
.end of the ynonth, be re-subrtted with the monthly abstract of the

* postage account (Form X 8) asvouchers for the deductions claimed for
‘postage due on covers sent to the dead letter office. The disbursing

- postmaster will check the deductions in the abstracts of the post offices
Subordinatq to him with the dead letter Dills, and also sec that the
sums disallowed in the dead letter bills ave added in the abstracts. The
dead letter bills of the disbursing and non-dishursing " post offices will
be foiwarded attached to the account current of the disbursing office
-(Form X 1) a8 vouchers, to the Compiler’s office, there to be used in mak-
g a similar check, -

.. Punctuality in despateh of packets to the Dead Letter Office.

... 28. Postmasters and deputy postmasters should ‘not on any account
fail to despatch packets to the dead letter office on the dates prescribed.
If there are no covers for despatch (which will seldom or ever be
the case) a réport .should be made to the dead letter office, a copy
being sent to the inspector for information. ~ The inspector can test the

.-cortectness of the statement by calling for and referring to the lists of

unclaimed letters put on the nofice board..



CHAPTER IV.

REGISTRATION OF LETTERS.

Conditions of Regisiration.

1. Letters and newspapers may be registered in any post office,
provided that the registration fee of four annas, and the postage,
are fully prepaid, by means of stamps. The mode and conditions
under which parcels, as well as foreign post packets of books
or patterns, are transmitted having already been explained in Chapter IT
reluting to parcels, no reference to them will be made in this chapter.

Hours of Registration.

2. Covers can be registered only if they are tendered at the window.
They are received at all post offices every day, Sundays excepted, from
7 4. M.t0o 8 o. 3., and from noon to 5 p. M. On Sundays they will
ordinarily be received from 7 A. ar. to 8 4. 3., and one other hour which
will be fixed by the inspector or independent postmaster. Registeréd
covers intended for despatch by a particular mail must be presented at
the post office at least half an hour before the hour fixed for the closing
of the mail. If brought after that time they will be stamped “ Too late”
and retained for the following mail.

Sender’s name and address.

3. The sender of a registered cover is not bound to give his name.
and address, but the postmaster should dlways ask for 1t (if it is not
given on the cover or otherwise) in order to its being recorded, so that,
if the cover miscarries ‘or suffers damage in transit, or cannot for any
other reason be delivered, intimation may be given to the sender.

Instructions for Qffice of Despatch.

4. On receiving a letter for registration, the postmaster will in the
first place see that the postage and registration fee are fully prepaid.
He will then obliterate the-postage labels with the combined obliterator
and dated stamp (where such is used), or’ with the single obliterator.
If the address be in“the vernacular, and if the cover has to pass through
a sorting office, he will write the name of the office of destinztion clearly
in Englisk in red iuk. There should then be impressed on the back of
the cover the registered stamp described in Chapter VIII, Gection II.
He should then weigh the letter carefully, entering the weight in tolas
and eighths of a tola in the space of the stamp impression marked W.
He will then enter the name of the post office in the space marked O,
. the registration number in the space marked N, aod the date and month

in the space marked D. In the larger offices the stamps used wiil have
the name of the office cut thereon.

Book of Registered Letters despatched.

5. The next step will ba to make the entries in the book of regis-
tered letters despatched (Form IV 1). The receipt for the sender (Form
1V 1a) should-be first made oui, initialed, stamped and hand=d to the
pers on waiting for it. The counterfoil (Form IV 1b) ean then be filled in.
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Numbering of Registered Letlers.

6. The registered letters will be numbered in a consecutive series, com--
mencing from the 1st April of each year. In large post offices where
the number of registered letters despatched annually exceeds 10,000, the
series of numbers should commenee afresh on the first of each month.

Documents to accompany the Leller.

7. The duplicate receipts which are to accompany the cover should

then be prepared. These receipts are on one sheet of yellow paper, the
form of which is given in (Form IV 2).

Letler o be tied with lwine.

8. The letter will then be tied with green twine, as per diagram on

the margin, and the receipts having been
folded up, will be placed with the letter
inside the twine. The letter is then ready

, for despatch, and should be placed under
lock and key till the time for closing the mails.

Despaich of Registered Letters.

9. ‘When the mails are ahout to be closed the registered letters will
be entered in -the chalan (Form I1 of I1a) by the postmaster or
registration clerk or the despatcher in the presence of the postmaster ;
the total number of covers should be written in figures and letters, under
a line drawn immediately below the entry of the last letter and attested
by the signature in full of the officer who supervises the preparation
of the mail. The registered covers must be tied together, and the ends
of the twine fastened by sealing-wax to the chalan.

In large Offices separate packets to be made.

. .- 10. In large offices where the number of registered letters despatched
_is considerable they should be sorted and made up in separate packets
or bags, with the lower half of an ordinary chalan (Form I1), or one or
more shest lists (Form I1b) inside showing the addresses, &e., and with |
the numbier of covers and the amount of unpaid postage due (if any)
marked on the outside. In preparing the letter chalans (Form I1)
_the postage due on registered covers will be included “with the.
postage due on ordinary covers, the amount being obtained from

:ﬁe lligures outside the packet and entered in the upper portion. ‘of
e

closed packet of registered covers without details, The closed

packet will be fastened to the chalan by twine = and. sealing-

wax. Registered letters should never be allowed to go into the hands:-
- of sorters

"or the responsible registratibn‘é_lerk or clerks.
: Instructions for Transit Qffices.

© Postmaster or deputy postmaster himself. - He. will examine and

N byll' Reg'StBred letters received in a sorting packet-ma <t be tak ok Ou]': o

-

etter. chalan ; the eniry in the lower balf will be merely for the - |

» or of any one else than the postmaster or deputy postmaster ".
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re-weigh each cover, stamping it with the octagonal dated stamp, noting
the exact weight in the chalan and making any remarks that may be
necessary on it. The letters will be entered in the book of registered
letters received in transit (Form IV 3), any remarks made on the chalan
being also copied into this book. In large offices where clerks are per-
mitted to-do the worlk, the receipts only need be made over to them ; they
will make the entries in the transit register from them, the letters being
kept under lock and key by the postmaster. In the despatch of registered
covers from sorting offices Rules 9 and- 10 will be observed.

Instructions jfor Receiving Offices.

12. Registered letters received in a station packet must be taken out
by the postmaster himself. He will examine and re-weigh each letter,
stamping it with the round dated stamp, noting the exact weight, and
making any remarks necessary in ‘the chalan (Form I1). Tbe requisite
entry will then be made in the book of registered letters received
for delivery (Form IV4), all remarks which have been made in the
chalan being copied therein. In large post offices where a clerk is per-
mitted to write the receipt register, the receipts only should be given
to him; he can male the requisite entries from them and the lower
portions of the chalans, the letters remaining under lock and key.

Office number {o be entered in Receipls.

13. The office number given to each cover in this book, will then be
" entered in the appropriate place in the duplicate receipt (Form IV2).~
The numbers will be in one consecutive series, commencing from Ist
Aypril of each year. In large offices where the number of registered
letters received annually exceeds 10,000, the series- of numbers should
commence afresh on the first of each month.

Receipts lo be stamped.

14. The two receipts should then be stamped, folded up, and placed
with the letter, which is now ready to be made over to the peon. If
there be not an immediate delivery, it should be kept under ‘lock and
key till the time for delivery comes. :

Receipt of Peon lo ke taken.

_ 15. When the letter with the two receipts is .made over to the peon,
his receipt should be taken in the appropriate column of the “Dbook
of registered letters received” (Form IV 4¢). '

Bdode of distribuling Letlers to Peons in large Oﬂi&e-:.

16. In large offices where the number of registered letters received is
considerable, and where_ they are distributed to the peons by 2 separate
establishment, it will be convenient on the arrival of registered letters
to write at once the address of ‘each on a slip of paper aud give the
slips out for distribution to the peons. These slips will be brought
receipted by the peons, before leaving the office, and in return for them
they will receive the registered letters, In this way the work of the
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registration department can proceed simultanzously with the work of
-distribution: 'When this plan is adopted, the slips signed by the peons
will take the place of the signatore otherwise talken, in the book of
registered letters received, the slips being filed for reference. )

Receipts of illiterate Addressees. .

. 117. In the case of delivery of letters to an illiterate addressee, the
addressee should be required fo make a mark on the receipt, and the
peon should record thereon under his signature a remark to the effect -
“that the addressee cannot write, and he has consequently attached his
mark in substitution for a signature. The postmaster should observe
all receipts so signed, and check any apparent abuse or fraud by making -
- such inquiry as may be necessary. ‘

Disposal of Addressee’s Receipt.’

_ 18. The peon must get the addressee’s signature on both the receipts,
and “when these are brought back- duly signed, one of them (the
duplicate) should be filed in a2 guard book 1u the order of the office
senal numbers, and the other (the original) sbould be returned by the
first mail to the office of despateh. The receipts should be returned
in envelopes, all those sent to the same office being put in one envelope.
_When the receipt reaches the office of despatch, it will be pasted

‘in the book of registered letters despatched (Form IV1) in the space
* C” assigned for that purpose.

Registered Letters intended for delivery from a Branck or District
Post Office. '

19. Al registered letters intended for delivery from a branch or
district post office must be forwarded in the station packet of the
head office, and the head office will deal with them exactly as if .
.they were delivered direct, the letter with atached receipts in duplicate
.leing forw:'rded to the branch or district office and a note to that effect
-made in the book of registered letters received {Form IV 4).

. Jielters teddered for Registration at a Branmck, a District Post Qfficé
‘ or Receiving House. .
20. Letters tendered for registration at a branch or district post .
office or at a receiving house, will be forwarded for formal registry to -
the head office. . All that the branch or district post office or receiv-
mg house will do, is to give a receipt to the sender, (Form' I1V-50)
retdining a memorandum for record (Form IV 5c¢) and ‘sending another
- (Form IVsh) with the registered letter to. the head office. For this
‘PuIpose a: branch office book of registered lettars despatehed (FormIVs):,
will be supplied to each branch ar district post _office or ‘receiving = -
.. The forms in this book confain fll instructions for their use.~ -
The middle. form ‘marked B is the one to be sent ‘to. the ‘héid offiee; .-
and on receipt, the head office will .emter. ifs own ‘number, duteriy < <

(i the place acsipned) and-then paste the form on its oth botRBE
rgistered letters de 2TV o ;

despatchied {Form ~1V1) over the form marked B.

house.
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The letter will then be stamped with the registration stamp of the head
office, and treated in all respects like a cover tendered there for registra-
tion, except that when the addressee’s receipt arrives, it wiil, instead of
being pasted in the space C of the book of registered letters despatch-
ed, be forwarded to the branch or disirict post office or receiving house
in which the letter was originally posted, a note to thai effect being
made iu the space C. TWhen the addressee’s receipt reaches the branch
or district post office or receiving huuse it should be pasted on the
book of registered letiers despatched so as to lie over the office record
relating to the despatch of the letter. -

Re-direction of Registered Letlers.

- 21, When a registered letter is returned by a peon or from the

subordinate delivery as undeliverable, the original weight should he
carefully tested. If it has to be re-directed, the name of the
revised office of destination should be written on it in red ink by the
postmaster. The postage due stamp should be impressed on it, and the
re-directed postage, calculated at the ordinary prepaid rates, written into
the space within the stamp. Fresh receipts should be made out to
accompany the letter; they will be copies of the receipts received with .
it, the name of the ofice of re.direction being written across. The
original receipt received with the letter should have a remark
written across it indicating the office to. which the letter has been re-
directed, and the date of re-direction, and attested by the signature
of the postmaster or deputy postmaster; it should be forwarded to the
office of original despatch. The duplicate receipt with similar remarks
written on 1t should be filed in the appropriate place in the guard bool.
A note should also be made in the register of registered "letters receiv-
ed (Form 1V 4) giving the date of re-direction and the odice of revised
address. When the lecter reaclies its revised -address and 1is delivered,
the original receipt signed by the addressseé will be forwarded Zo Z4e
office of original despaici where it will be filed with the receipt received
from the office of re-direction in the appropriate space C in Foim IV1..

Compulsory Registration of certain Letters.

22, Inland letters which contain coin, currency notes, &c., (see Postal
Guide) must be regisiered, and any such cover when found unregistered
in the letter box or among the mails either passing in transit or receiv-
ed for delivery, should be taken to the postmaster for the purpose of
registration. It should then be dealt with in the same way as a cover
presented by the sender for regisiry, postage being charged at the usual
rates less the value of any stamps borne by it, and a fine of eight annas
in addition to any postage that may be due being taxed on it. The
amount due for postage and the fine should be separately entered on the
cover in red ink immediately below the registration stamp. In form~
A of the book of registered letters despatched, (Form IV 1) under
. the head ““Sender’s name’’ should be entered the words “ From letter
box” or ¢ From packet” and also the words © Believed to contain.”—
The same words should be entered on the duplicate receipis (Forrn IV 2).
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Regutratwn of Newspapers.

93. It is seldom that newspapers are tendered for registration, but
when tendered fully prepaid at newspaper rates with the reo"z.tra.tlon
fee of four annas, they should be registered in the same way as letters, the
word “ Newspaper” being substitated for that of “ Letter” in’ the forms.

Registration of Letlers to Foreign Countries.

24. Letters can be registered to.-those foreign couniries for which -
registration rates are given in the foreign postage schedule. In -
some cases a separate registration fee is charo-eaoTe and in others
double postage is charged. Inall cases the amount due for postage and

registration. must be fu]ly prepaid. The registration of letters for
fore:gn countries will be carrned on exactly in the same way as that
of inland letters; except that the receipts to be signed by the addressees
will be signed and returned from the office from which the registered
- covers are forwarded by sea. The weight should he entered in tolas
and eighths of a tola as in the case of mla.nd letters.

Registered Letters which cannot be delirered.

25. When a registered letter cannot be delivered, and the residence
of the addressee is ‘not kmown, it should be entered in the list of
unclaimed letters, and on expiry of the usual period of three weeks,
should be forwarded to the dead letter office with fresh receipts;
the receipts which accompanied it being disposed of as pre:.cnbed
in the case of are-directed letter,and a note bemo- also made in the register
_of registered letters received (Form IV4) If the addressee’s
residence be mot known in the dead letter office, the ecover. will
be forwarded to the office of original despatch for delivers to the
sender. If the office of original despatch does not know the name

and address of the sender, the cover should be returned to the dead
letter office

Registered Letlers whick are reﬁcsed

26. On tegistered letters which are refused, the word “ Refused” should
be written in red ink on the face: or in large offices the refused
stamp should be impressed on the face in black ink. Intimation should

given to the office of original despatch in the same way as pre.-
seribed above, and .the cover with two fresh receipts - should he “forwarded
to the dead letter office,a note to that effect being made in the book
- of registered letters received (Form IV 4). The dead letter office -

‘will forwartl the letter to the office of original despatchto be delivered
to the sender. If the senderis mot known ‘to the postmaster, he will:
return the letter to the dead letter office.

Registered Letters missing or tampered with.

27. When 2 registered letter 1s. mI.SSIIJU' ot .has been tampered mth S

the postmaster myst, immediately report the circuisstance to the inspector
-and the Postmaster General. a.nd‘also to the offices of despatch and destina- -

tion. Further instroctions | ‘on thls 110“1{'» will be found in Ch’Ptﬂf XI’V

e
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"« IxvESTIGATIONS.” The Postmﬂster General will, without delay, inform
the Director General of the loss of, or reported tampering with, a
registered letter; and on completion of the enquiry will report the result.

Rusponsibility of Government.

28. Although under Section 63 of the Post Office Act, the Government’
is not responsivle for any loss, even in the case of a remstered letter,
every effort must be made to trace the delinquent, and if there has been
any Trregularity or negligence in dealing with such letters, the officers

in fault will be severelv punished and, if neces sary, held responsible for
the value of the contenis. i

Return of dddressees’ Receipt‘a

29. There can never be any excuse for delay on the part of the office
of destination in retorning the receipts for registered letters, and it
is the duty of every po:tmaster or depuly postmaster who does not
receive receipts punctnally to report the fauli of the office which ought
tohave returned them. Any unusual delay in returning the recelpb'
signed by the addressee should be noticed, the office of destination
should be called on for explanarion, and the circumstance reported to
the inspector to which the office is subordinate and the Postmaster General
of the circle in which 1t is situated. In all such cases a note of each ecall
and each report should be written in the book of registered letters
despatched (Form IV1). An inspector when mspt-:ctmoP a post office
must carefully examine the book of registered.- letters despatched, and
take notice of any failure on the part of the postma.ster or deputy
postmaster to reporc the negligence of post offices in not returning
receipts. He will also examine “the receipts of addvessees for letters
received and delivered or re-directed and satisfy himself that an acknow-

ledgment for everv cover entered in the register of registered letters
received (Form IV 4) is on record.

Officers by whom duties to be performed,

80. Whenever it is stated in this chapter that certaiu” duties must
"be performed by postmasters or deputy postmasters, 1t will be understood
that in the case of Presidency post offices the duties connected with re-
gistration are performed by a separate establishment the head of which is
primarily responsible for them ; but this does not relieve the postmuster
from the responsibility of supernamg' and controlling the working of the
registration branch of his offics. In other large offices the recrxatratlon
duties may be .made over under the same condlt.lons to a separate
registration establishment with the special permission of the Postmaster

Genera.l but such permission will not be o-rnnted unless it can be shewn
to beclearly expedient and without risk.

Senders may inspect Addressees’ receipts.

31 Apphcatlons made by the senders of registered letters for in-
spection of the addressees’ receipts may be mmphed with.



CHAPTER V.

SUBORDINATE DELIVERY:

COMPRISING BRANCH AND DISTRICT POST OFFICES AND RURAL
- MESSENGERS.

PRELIMINARY REMARKS.

1. The rules for the management of branch and district post offices
are divided into two parts. The one contains instractions for the
guidance of postmasters and deputy postmasters in charge of the
head offices to which the branch and district post offices are
made subordinate ; and the other contains instractions for the guidance

of deputy postmasters, or other officers in charge of branch and district
post offices. '

.2, In what follows, the term branch post office will be used as
applving equally to a district post office, and the term depuiy post-
master as applyieg equally to the molrrir, or other officer in charge of
a district post office. :

3. The following rules govern the charge of forward postage on covers
which it may be necessary to re-direct from a head office to a branch
office and vice versd :—

(1.) When covers are re-directed from a head office to a braoch
olffiace within its subordinate delivery, forward postage will not be
. charged. . : :
" (2) “Vhen covers ave re-directed from a branch office to its head
‘office, or 21y other branch office within the subordicate delivery of its
<head office, forward postage will not be charged. C -
For example,— 3 . :
A, a head office, will not charge forward postage on covers sent to
B and C, “;ranch offices, within the subordinate delivery of A. .
. The brauch post ofice B will not charge forward postage on covers
«re-directed to A, its head- office, or to C, another branch odice, within
the subordinate delivery of A. - - -
..-4.In all other cases, forward postage will be charged under the ‘ordi-
Bary rules on re-directed non-service covers. ‘The principle of this rule is,-.
‘that the head office and its subordinate delivery” are treated in respect of
re-direction charge as one, no chal-tge being made for re-direction within its-
- Amits, just as no charge is made for re.direction of a - letter froma - parti-
cular street of a city to another street of the same city. . - -

_. 5. Branch ofiices being prohibited from sending covers on which post-'" ..

2ge 15 chargeable direct to any office other than its head office, it follows

-
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that a branch office can forward re-directed covers by direct mail, only
Jfirstly, in respect of pail service covers whatever be the revised address,
and secondly, in respect of paid ordiunary covers when the revised address
is within the limits or the subordinate delivery. All other re-directed
covers must be sent <hroungh the head office, and in such cases the
revised address only shcuid be given by the branch office, it being left
to the head office to tax them with such forward postage as may be due.

6. Where the districz dik is managed by local officers independently
of the imperial post orZce, the latter has nothing to do with the treat-
ment of official correstoncence, except when it passes through an imperi-
al office, and then the csual postage is chargeable, even though the transit
‘is entirely by meaps of distriet dAk-runners. Where the district
dil is maintained by reacs of a local cess, and is nevertheless supervised
by the imperial postal establishment, a relaxation of the above rule is
made in so far that- oficial covers which, though passing through an
imperial office, are never:zheless conveyed enfirely by means of district

dil lines, are allowed =2 pass under an authorized frank without payment
of postage.

SECTION I.

INSTRtCTIONS FOL. THE GUIDAXNCE OF HEAD OFFICES IN THEIR
DEALINGS WITH BRANCH OFFICES.

Relaiion of Branck to Head Offfice.

7. A branch offics, as far as regards its relation to the head office,
will be considered. in the same position asa delivery pecn or a rural
messenger attached o iz, and the postmaster or deputy pcstmaster.in
charge of the heai office will be responsible for the proper ad-

justment of the posizge due on covers sent for delivery to the branch
post offices subordinaze o his office.

Invoicinz o Covers for delivery in» Branch Qffices.

8. All letters, newspapers, &c., intended for delivery through a branch
post office, will be eccicsed in the station packets addressed to the  head
office to which the branch post office is subordinate. Any postage due
on unpaid covers to b2 delivered through branch offices wilt be charged in
the chalans (Form I1} with which they are sent: the chalans will -be
entered in the receir: register (Form 17) and brought to account exactly
as if all the covers invoiced in them were for delivery throngh the head
office itself. Parcels for branch offices will also be invoiced in ‘the -

advice chalan (Form II2) to the head office and accounted for
accordingly. '
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Invoicing of Covers sent fo @ Branck Office.

9. Letters, newspapers and parcels sent from the head office to a
branch office subordinate to it, will be invoiced in a chalan (Form V1),
which will be receipted and returned by the latter to the former office :
and until the receipt of a remittance, or the return of undelivered covers,
the amount of postage due on the covers so. forwarded will be shewn in
the subordinate delivery account of the head office (Form Vz2).
These chalans will be numbered in a consecutive series for each -branch
office, commencing from st April of each year. :

Alanner of treating Registered Letlers. '

10. Registered letters intended for delivery through a branch post
office will be dealt with in the head office in the same manner as registered
letters delivered directly from the head office; the letter with attached
receipts in duplicate being forwarded to the branch office fully detailed
in the chalan (Form V1), and a note to that effect made in the register
of registered letters received (Form IV4). Wbhen the receipts are
returned signed by the addressee, the original will be forwarded to the
office of original despatch and the duplicate filed, with the receipts for
registered letters delivered, in the appropriate place in the guard book.

Manner of lreating Parcels.
. 11. Parcels forwarded from the head to the branch office will be
- "invoiced in the same chalan. (Form V1) as letters and newspapers; the
full address and weight of the parcels should be detailed in the lower
portion of the chalan appropriated for this purpose.

decount with Branck Ofices.

.12, In addition to the abstract entries in the abstract of the postage
account and the deposit account in the peon’s book (Form I8), a de-
tailed regist: - (Form V2) will be kept in the head office, showing the
despatches raade to branch offices as well as the remittances of postage
and undeliered covers received from branch offices. A separate page
of this reg ster will be allotted for the account of each branch office in
each month. ‘On one page an amalgamated account of the totals of the
‘several branch offices will be prepared, and will be termed the subordinate
. delivery account, the names of the branch offices being written in the
‘Place of the dates. The mnet balance of this account ought always to

agree with the entry (No. 14) in the abstract of the postage account
(Form 13) as balance of the subordinate delivery account.- T

Remittances rccairedfrom Branck Offices. .

13. On receipt of a remittance or on the return of undelivered
#overs from a branch office, the necessary entry will be made in the
_'Mndividual branch office account. (Form V.2), and. the -balance held |
~ 2gainst the branch office concerned- will be reduced. to the extent
accounted for by jt,; The total amount.received ‘in one day from all .the
:_I(a;‘mh. offices will be entered in the subordinate ‘delivery account

orm V'2), and also in the peon’s book (Porm I 8) under items 7 and 20,
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Account on back of Chalan lo ke ckecked.

14. As the remittances of cash and undelivered covers made by a
branch office will be detailed in the memorandum on the back of each
day’s chalan (Form V1) received from the head office, the postmaster
‘of the head office should see that the balance of postage shewn by the
deputy postmaster of the brauch office to be due by him is correct and
corresponds with the branch office account (Form V2] kept in the
head office, after allowing for diserepancies on zecount of mails in transit.

- ) Covers returned undelivered.

15. All undelivered covers received back from Dlranch offices will e
carefully examined by the postmaster of the head office, who will place
them in deposit and dispose ¢f them as prescribed in Chapter III
« DeposIT.”

Remittance of collections in Branch Office.

16. The postage collected by a branch office will be remitted to its
head office daily or weekly, or as often as possible; but when a deputy
postmaster in charge of a branch office delays his remittance heyond a
weel, the postmaster of the head office will report the case to the
inspector of the division, who will adopt prompt meusures to ensure
immediate adjustment and to prevent a recurrence of the irregu.-
larity.

Covers received jfrom Branck Offices.

17. Letters, newspapers and parcels posted at a branch office will be
received in the head offica enclosed in two separate packets and accom-
panied by chalans (Forms Vsand V sa), the one containing all covers
for delivery through the head office or any of its branch offices, and
the other containing covers to be sorted and forwarded to other post
offices for delivery. The entries of unpaid pestage in. the chalan
_ relating to the former will be accounted for by entry in the letter and-
parcel receipt registers (Forms I7and II4) of the heai office, in
- the same way as covers received from other post offices ior delivery.

The letter portion of the brauch office chalan (Form V3), received
with such covers will be forwarded as usual to. the Compiler’s office
along with other chalans and the receipt register of the day. The
parcel portion of the chalan wiil be detached, entered in the index of
parcel advice chalans received {Form I16) and retained to be forwarded at
the end of the month with the other advice chalans to the Check branch
" of the Compiler’s office ; the lower portion of the chalan will he cut off
and returned, sigaed, to the despaiching branch office. The second packel
. will 2antain letters, newspapers and parcels to be sorted, and wil! be treated
by the head office in the same way as covers for despatch to other
. post offices posted in that office. The chalan in this case, though of
the same form, will be printed in red, and the lower half will, in the same
way, be returned, signed, to the despatching branch office, the upper half
being filed in the head office. - " _
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"SECTION II.

DIS'IRUCTIO\TS FOR THE GUIDANCE OF BRANCH OFFICEa IX THEIR
. DEALINGS WITH HEAD OFFICES

- Responsibility of a Depuly Postmaster.

18. The deputy postmaster of a branch office must accommt to the

‘head office-to which he is subordinate for the postage due on all letters,
- &e., forwarded to him for delivery. ,

List of Forms.
19. The followmo- is a list of the forms which will be kept ma
branch office :—
1. Branch office chalan %o the head office (Form V 3).
2. - - Ditto. sorting ditto.  (Form V 3a).
8. Direct branch office chalan (Form V 5).

‘4. Receipt register, being a nominal reomi:er of letters, &c., receued
(Form V4).

5. Despatch register, being a " pominal register of letters, &c .
dcspatched (Form V?)

6. Remittance hook (Form VG)

7. Book of registered letters despatched (Form IVs).

8. File of chalans received with paid covers from post offices other
than the head office.
~ 9. Tile of the lower halves of the station chalans sent to the head office.

10. File of the lower halves of the sorting chalans sent to the head
office.

11. Parcel delivery book (Form II 14).

12. Index of the numbers of chalans .received and clespabehed
(Form V 8)

Treatment of Hazla recewed

20, All létters, &ec., intended for delivery through .a br:rnch office
will be forwarded to it by its head office accompamed by a chalan
{(Form V1). The deputy postmaster of the branch office ‘will enter
all the covers so received in detail in' his. nominal receipt register
(Form V4), and then make them over to the. ‘delivery" peon ‘or “raral
Messénger for delivery. When returning. the: chalan™ duly reeeipted to

the head office, the postage account on the back of it must be carefully‘
:written, and the balance shown .in this account as due’ to. ‘the head office

Jmade.to tally with the balance shown in the last column of the remit-
fance book (Form V). '

.‘D-aatuczt qf .Reynstered Lattera

21, Every ree'rstered letier forwarded for- de.hvery t6-a- hanch pcst‘ '
Bffice’ will Le accompamed by‘t'um reeelpts wlueh wrll be reimned to fhe
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head office after the addressee’s signature has been obtained on the
delivery of the registered letter. The date of return of the registered
letter receipts will be duly entered by the branch office -opposite
to the entry of the registered letter in the last column of its receipt
register (Form V1), with remarks, if necessary, regarding the con-
dition, weight, &c., of the cover. If any registered letter is not delivered,
the receipts will be returned to the head office along with the re-
gistered letter, stating the canse of non-delivery.

Direct Mails from other Branch Offices.

99, When a branch post office bas direct communication with any
offices other than the head office, the deputy postmaster in charge of the
‘branch post office will be permitted to send and receive fully prepaid
ordinary letters and newspapers and fully prepaid parcels and packets
direct to and from such offices; the chalans (Form V5) sent in such
cases being filed in the office of receipt. All unpaid and registered
covers (letters, parcels or packets) must be forwarded through the head
office.

Delivery Fees not to be taken.

23, No separate delivery fee will be levied on letters, &c., delivered
from a branch post office by any person receiving pay from Government
as a deputy postmaster, peon or rural messenger.

Remittance of Postage collected.

24, The postage collected by a branch post - office will be remitted
daily or weekly, or as often as possible. If tbe branch post office be
at, or close to, a tehsil station, the postage will be paid into the tebsil
treasury, and the tehsildar’s receipt forwarded to the lead office; in
other cases remittances from a branch post office to the head office
will be made in cash, the necessary entry of the rzmittanc+, whether in
cash or by means of a tehsildar’s receipt, being invariably made.in the
memoraadum on the back of the chalan (Form V1).

Dlis-sent and Re-directed Corers.

25. Covers received at a branch post office as mis-sent, or to be re-
directed, will be returned to the head office on the same day that they
are received. Covers required to be kept in deposit awaiting the arrival of -
the addressees will be retained for a period not exceeding a week, and the
postage due thereon will be shewn under the head * Balance” in the
remittance book (Form V6), and the memorandum on the back of the
zhalan (Form V1) which is daily returned to the head office. If any
of the covers so retained be not deiivered within the prescribed time,
they will be returned to the head office; the cause of their non-delivery
being duly noted against the entry of each in the column of remarks in
the receipt register (Form V 4), as well as on the covers themselves or on
a piece of paper attached to them. :
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SECTION II.—INSTRTCTIONS FOR BRAXCH OFFICES.

Invoicing of Covers returned.

96. All covers returned by a branch post office to its -head office
will be shewn under the head appropriated for the purpose, on the back of
the chalan (Form V1), and should on no acecount be entered in the de-
spatch register (Form V7) of the branch pest office, or in the chalan

(Form V 3) sent by it to the head office with the covers posted at the
branch office.

Documents returned to be entered z;n Chalan.

27. The chalans and regislered letter receipts returned to the head
‘office will be detailed in the lower portion of the chalan (Form V3) sent
from a branch post office with the letters posted there for despatch, so -
that the branch office may obtain an acknowledgment for the same
from the head office. =

_ Despatch of Maile, S :

28. Letters, newspapers and parcels posted at a branch post office
will be entered in the detailed despatch register (Form V7) and for-
warded to the head office enclosed in fwo separate packets, vz, one a
‘station packet and the other a sorting packet, the former containing
‘covers for delivery through the head office itself or any other
branch post office subordimate to it, and” the latter containing covers
to-be sorted and forwarded to other post offices. The chalans
{Forms V3 and V 32a) sent with such station and sorting packets will
be numbered in two separate series and will be distinguished by
being printed—the former in black and the latter in red ink. The full
addresses, weight, &c., of registered letters and parcels will be detailed in
the lower portion of the chalan which will always be receipted, cut off,
and returned by the head office to the branch post office.

Index of Chalans.

- 29. To pr.vent errors in numbering the several chalans issued from -a
branch post office, as also to enable the deputy postmaster in chdrge of
- that office to detect the miscarriage of any packet or any mistake in
numbering the chalans committed %y the head or any other office” with -
which there is a direct communication, an index (Form V) of all the
~clflii11.1ans received and -despatched will be kept in each branch post
office. - L : .
Register to be seut to Head Ofice. _

-80. The receipt and despateh registers (Forms- V4 and V7)-will be
kept in manuseript books, there being separate books for each month.
The daily totals of these registers should be carried forward-and added
Yo the total of the previous day, so that on the last day of the month the
‘monthly total will be complete.. The original registers should béfore the -
Brd of the succeeding month be sent to the- head. office. . The ‘remiftance ..
book (Form V 6) +will. also be kept in manuscript and in aseparate beok - -
for each month. The account should be: closed Jon the last.day of the - .

R
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month, the balance due to the head office being carried forward to the
new book for the succeeding month. The original remittance book for
the past month should then be sent to the head office. The post-
master or deputy postmaster of the head ottice will examine the
- registers and the remittance book to see that they have been correct-
ly and neatly kept, and whenever he observes inaccuracies or carelessness,

he must bring the matter to the notice of the inspector or sub-
inspector.

Return to be prepared for the Postinaster General,

31. The postmaster or deputy postmaster of the head office will
before the 10th of the succeeding month prepare for submission to the Post-
master General s return (Form V9) of the numbers of covers of each
description received at, despatched from, and returned undelivered from
the several sabordinate branch post offices. In this return covers re-
ceived in, despatched from, and returned undelivered frem branch offices
which are imperial post offices, will be entered first;and a total made.
The covers received in, despatched from, and returned undelivered from
district branch offices, or those post offices the establishments of which
are paid from district funds, will then be entered, and a total made.
The two totals will be amalgnmated and a grand total made. -This
return will be prepared from the registers and the remittance book which
will be sent in from the branch post offices. If the head officc he a non-
disbursing office, the return will be sent to its disbursing office to be
attached to the return of that office and seut to the Postmaster General.

Large Offices exempted from recording dddresses.

32. In the case of the larger branch offices where the time necessary
for recording, in the receipt and despatch register, the address of each
cover cannot be spared, the Postmaster General may spacially exempt
them from doing so, the column “ Address on each Cover” being left
biank in both registers. The defailed record ‘of addresses jorms a very
* useful check upon the work of branch offices in which there is generall

ample time for doing the work. The Postmaster Genersl should no,
thercfore, dispense with it in auy branch office unless he is satisfied
that such a course is rendered advisable by the amount of work to be
performed. Ordinarily a branch office, which receives and despatches the
aggregate number of 60 covers a day may be held to be eligible for
exemption from the duty of recording the address of each cover.

Deputy Postmaster or Mokurrir to take part in work of delivery.

33. In small offices, where the office work is inconsiderable, the
deputy postmaster or mohurricr ought fo be required to take part in the
work of delivery by himself delivering covers, the addressees of which
reside near the post office ; the peon taking the covers for delivery in

the more distant parts of the village or town, or in neighbouring
villages. : -
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SECTION IIT.

RURAL MESSENGERS.
Description of Rural Messengers.

34. Rural messengers are peons employed to deliver letfers, &o.,
beyond the limits of the usnal beats of the delivery peons; thev not
only deliver covers, but they collect covers for despatch. Rural messen~ .
“gers should generally be of a class superior'te ordinary delivery’ peons. -
They ought to be able to read and write the vernacular of the part of .
the country. they are employed in. _ X

Beats of Rural 3lessengers.

~'85. Rural messengers may be attached to disbursing, non-disbursing,
or branch post offices; they will be under the immediate control and |
orders of the postmaster, or deputy postmaster who should carefully
supervise their work. The beat of each rural messenger should “be
fixed by the inspector of the division, and he should also assign the
days on which the rural messenger shall depart from, and return to, the -
post office, and also the days on which each village in the beat is to be
visited. The usefulness of a rural messenger will, in a large measure,

~dépend on the confidence reposed in him by the residents of the villages
he visits, '

Rate of Travelling and Arrangement of Beats.

36. Rural messengers are expected to travel at the rate of at least 10
miles a day, and as a rule their beats should be so arranged as to give
not less than one, and commonly two, or three deliveries in the week at
the villages they are required to visit. The extent of the beats and the
frequency of.the visits should be regulated by the amount of the cor-
respondence. They must visit 2 particular round of villages on the day
allotted, whether there be letters for them or not, their work being that
not merely o! delivery but also of collection. '

Wken a Rural Messenger leares.

37. When a rural messenger isleaving the post office after receiving
the covers for delivery, the postmaster or deputy postmaster should
make over to him his small portable lettér-box* sealed, he should give
to him the keys of the letter-boxes (if there be any) situated in the
villages he is to visit. ' He should enter in the visit book (Form V 10) the
names of every village the rural messenger is expected to wvisit, and
also enter a detail of the covers to be delivered in each. He should see
- that he carries with him at least one rupee’s worth of postage labels.

* Approved patterns of such boxes can always be obtained at the Allygurh wark:hops: Lo



ot
[ )

THE INDIAN POST OFFICE MANUAL.

CHAPTER V.—3UBORDINATE DELIVERY.

Duties during the Journey.

33. On every journey the rural messenger will obtain the signature
of the bead mau, or some respectable resident of each village he goes
to, in the visit book, and get him also to write in the date in testi-
mouny of his haﬂnﬂ- been there. 1If there be a letter-box in the
viilage he will clear Tt in the presence of that man, showing him the
covers he takes from the box, and making 2 note of their sumber in
his book. The covers will immediately be put into the portable letter-
box carried by the rural messenger. If there be no letter-box in the
village he will receive the covers the residents may have to pest in his
portable letter-box. A letter-box should be placed in every village
where 30 covers are posted in a month. °

When a Rural JIesaenger retrmzs

39. When a rural messenger returns to the post office, the post-
master or deputy postmaster “should carefully examine the visit look,
to see that tha signatures of the several head men of villages visited are
in it. He will sign the book .in testimony of baving examined it.
He will see that the seal he put on the portable letter-box is intact.
He should then open the box and take out the contents, and examine
them in.the presence of the rural messenger. The - covers returned
undelivered by a rural messenger should be entered Ly him in a book
(Form V )mth remarks written opposite, stating the cauze of non-
delivery. If the reasons assigned for mon-delivery of a letter are not

satisfactory, the messenger should be ordered to make further t.ndeavor
to find the addressee.

Account witk Rural Aessengers.

40. An account must be kept with each rural messenger in the
Form V2. The accounts of the several rural messengers will be
mcluded in the amnlg-xmated subordinate delivery account (I'ou:n V2).



'CHAPTER VI

CONVEYANCE OF MAILS.

Means by whick Mails are conveyed.

1. Mails aré conveyed from one post office to another—

By steamers or Indian mail packets.
By railway.

By mail carts and pa.rcel vans, ander supervision of _postal
officers.

By ditto ditto .ditto  under contract.
By boats. :

By runners.

By banghy burdars.

Alails conveyed by Indian Mail Pockets.

. The mails conveyed under contract by Indian mail packets are made
over to and received from the commander or one of the officers under
receipt. . They are packed in bags or mail boses, the chalan invoicing
the ccntents being placed inside. The time occupied in the voyages
between post offices is regulated by the terms of the contract, and is
checked by a time bill which starts from the first office of despatch is .
filled in at intermediate post offices, and is ultimately completed at the
office of final destination. These time bills are used by the agents
of the contracting company in preparing their monthly bills.

Mails conveyed by Railway,

8. Mails‘are conveyed by railway in charge of clerks of the travel-
ling post office, and in closed packets in charge of mail guards. It

is not necersary to check the 'speed on railways, dnd therefme .these
mails are not accompanied by time bills. '

Natxre of IWork in the Travelliag Post Office.

4. The clerks of the travelling post office give receipts for the mails -
.they receive. Some of the bigs are to be opened and the contents -
sorted on the journey; others are transﬂi bags, which are passed on
closed: Some covers are-posted in the letter-boxes af.tached to the
- mail vans; others are cleared from letter-botes placed at railway sta-

- tioms. The work of the travelling post office, although necessarily
- governed: in many respects by special conditions (see Chnpter VII), '
“is.in its object and main features the same as what has slready been -

désceribed under the rules laid down in Chapter I, Section I, « Desnatch L
- of Mails” When the clerks of the- traveliing po*t pﬂiee ma.Le over . : -

mail bags and pa.cl;ets they obtain mce:pts for them.
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" Duties of Mail Guards.

5. Mail guards travel on some railway lines in charge of mails
made up in closed bags and packets, the chalans invoicing the contents
being inside. They receive some bags and packets, and deliver others
at each intermediate post office, exchanging receipts for them.

LParcels not sorted on Railways.

6. Parcels are never sorted on the railway; they are always conveyed
in closed bags addressed to the post offiees of destimation, or to inter~
vening post offices which are constituted transit offices for parcels.”

Mails cor;veged by Maii Carts and Parcel Vans.

" 7. Letter and parcel mails are on some lines conveyed in mail carts
and parcel vans. The establishment employed is controlled by “postal
officers, ordinarily designated superintendents of mails, and by over-
seers, under special rules which are described in Supplement J. ‘' The
letter and parcel mails are made over to the mail cart moburrirsor
clerks in @&losed bags and packets, the chalans invoicing them' being
placed ifiside. The mail cart mohurrir gives a receipt for the transit
bags, packets and parcel bags made over for despateh, and obtains
a receipt for those that arrive. The mohurrir foiwarids a way bill
(Form V11), prepared in vernacular, with the mails despatched which
is reccipted by the mohurrir of the office in advance-and is forwarded
to the superintendent. The mails are also accompanied by a road time
bill (Formr VI2) which is intended to check the tine oceupied by the
mails in transit. The road time bill is prepared b the despatching
clerk - of the office from which the mail starts, who-enters the date and
hour of despatch. The date and the hour of arrival at and despatch
from each intermediate post office is added. on the ‘same document by
the officers in charge of such offices. When it “arrives in the office of
. final destination, the date and liour of arrival are noted on it, and it is

" then completed by having-the totals of the several eolum: s cast up,
and the average rate of speed per hour filled in. . Fhe monthly time
statement (Form™ VI3) is filled up from it, and it is then f rwarded to
the superintendent of mails. : ) '

Mails conveyed by Mail Cart under Contract.

8. Letter and parcel mails conveyed by mail carts and parcel vans
under contract are made over to the contractor’s agent in closed bags:
and packets, the contents being invoiced in the chalans placed within
them, and a receipt taken from the agent. At cach iotermediate
office the agent or the coachman acting as agent gives or takes receipts-
for what he receives or delivers. The agent at the office of destination
obtains a receipt for the bags and packets made over. The speed at
which such mails are conveyed, is regulated by the terms of the contract
and is checked by means of a road time bill (Form Viz}, despatched.
with each - mail and disposed of as is described in the preceding:

paragraph. o S
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" Mails conreyed by Boats.
9. Where the communication between post offices by road is difficult

or impracticable, mails are couvered in boats on rivers. The arrange-

ments for boat establishments vary according to circumstances. In -

some places there are relays of boats and boatmen, and in others
one boat, with a large crew of boatmen, performs the entire journey.
The establishment is supervised under the orders acd control of the in-
spector of the division, by overseers who are held responsible that the

mails are safely conveyed, and thai the prescribed speed is attained. The -

mails are always made over for conveyance in closed bags which contain
the chalans in which the contents are invoiced. Receipts are not ordi-
. narily taken from, or giver to, boatmen for mail hags, because they are
generally ignorant men, and their receipts would be valueless. Road
time hills (Form V12) accompany mails gonveyed by boats; they are
prepared and diz\sposed of as has been explained in a previous paragraph.

> - -Mails conveyed by Boals reqm'ré pz-jotection Jrom damp.
10. Mail bags conveyed in boats are generally much exposed to damp;
the bags therefore should be water-tight, and everr reasonable appliance
should be provided fo protect theor from damp.

_ Mails conveyed §y Ruuners.

11. Letter mails couveyed by runners are desratched in closed mail
bags, -the chalans detailing the contents being placed inside. Receipts
are not eschanged for mails made over to and received “from runners,
because the imén are invarably Jgnorant, awd such receipts would
be valueless. - A road time bill (Form- VI2) is given to the runner
who starts from the office of onginal despatch, the date and the hour
of despatch being trritterinit. The date and hour of arrival and. de-
parture are written in theroad time bill at-.each intermediate post- -office:
The office of.final destination writes_in_the date acd the hour of arrival,
makes up the several totals; and copies the neceszary entries .into-the
monthly time statement (Form VI3).--The road dme bill is then:for
warded to the inspector by the first mail. '

- Control of Runners’ Lines.

12. Escept in a.few special eases in which it is convenient to give-
the control of a runner’s dik line to a local postmaster, all the lines of,
runners aud banghy burdars will be under the immediate supervision of
the inspector of the division, who will be held responsible that the
arrangements are efficient, and that the mails are conveyed safely and

at the prescribed rate of speed. He will be assisted by sub-inspectors
and overseers, - .

Lengthk of Stages and Number of Runners employed on BMain Lines.; -

13. On all the main throngh lines where speed is an object of
great importance, the ranners’ stages should not ordinarily be more than

st
LI
Y
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five or six miles in length. The number of men emploved in each stage
will be regulated by-the bulk of the mails to be conveved. A runner
can ordinarily carry ten seersor twenty pounds, and with this weight
an average spead of five miles an hour should be attained.

Lengtk of 3tages and Number of Runners required on Branck Lines.

14. On branch and other lines of less importance the runners’ stages
may be as much as eight miles apart, and the speed to be expected will not
be more than four miies an hour. On short lines and on district lines
it is gencrally possible fo do with one runner per stage; arrangements.
being made for each man waiting at the stage to which he has carried a

mail until the return mail arrives which he carries back.

Runners Huts.

~ 15. Huts for the accommedation of runners and banghy burdars
should be erected at each stage at the public expens=. The runners
should be required to keep the huts in repair and to puy the expenses
of renewal, if by their neglect such becomes mnecessary. The huts
_should be built on the road side, and the ruuners should be compelled
to live in them. Fregueatly when their homes are in neighbouring
villages, they will not live in the huts, and are therefore not present to
cury on the mail when it arrives at their stage, thereby causing much
delay. When making an inspection the inspector should examine-
each hut and report the state of repair in which it is in his diary, or,
if necessary, make a special réport to the Postmaster General.

Extra Despalches.

16. When necessary, extra despatches of accumulated roails may be
made, but no despatch should be sent or a line at a less interval than
twelve hours. Extra despatches should be avoided if pos:ible, because
they cause disorganization of the establishment and delay “n transit of
the regular mail, the transmission of which should always bd considered -
to be of paramount importance. _ -

Runners’ Staffs.

.17'. Everv runner should be supplied with a staff, haying an iron
spike at the end, and bells attached to it; "He will hang the mail -
bags on the staff which he will place on his shoulder.

drrangements for crossing Ilails over Rivers and Nullas.

18. The means and ‘appliances provided for crossing the mails over
unbridged nullas or rivers, must have careful attention from the inspector
and the overseers. Thev will be responsible that they are effective
and suffieient, and that delays do not takeplace. Whenerver a difficulty
‘or delay is reported, the overseer should at once hasten to the spot.and
exert himself to overcome the obstruction. -
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Distribution of Pay to Runners.

19. The efficiency of a runner’s mail line will depend greatly on
the men being paid punctually and in full. ‘The overseers are sometimes
dishonest and make unanthorized deductions from the pay of the run- -
ners for their own profit, or they insist on their supplying them with
food when they halt at their stages. The runner who permits the deduc-
tion or supplies food, does so only if he is permitied some unauthorized
mdulcrence, such as living at his home in the village instead of living
in the hut on the road su]e Dishonest overseers have been knoswn to
require ranners to pay them a fee of so much as a wonth’s pay for their
appointment. Such practices on the part of overseers are not only dishonest -
and grossly irregular, but they interfere directly wirh a proper control
aver “subordinates. Great care should be taken in the selection of over-
seers, and when waking inspectious inspectors should listen to complaints

‘made to them by the runners, and should make enquiries respecting the
amount of pay recelved by them, and the regularity of 1ts distribution.

Overseers to move about and daily sign Road Time Bills.

20. Overseers ought to be required to be constantly moving up and
down the line; ‘wherever they meet the mails, whether it be by day
or night, they should take note of any delay or urrexularity and sbould

a.lways, in such cases, sign the road time bill (Form VI") which ac-
companies the mail. :

Banghy Burdars.

21. Banghy burdars are employed to mrqr ﬁie’ parcel mails only. They
are almost invariably placed on the samé iiné of “zoad as the ruunners who
carry the letter mails, and are underthe same:supervision. - The stages
will ordinarily be 10 or 12 miles in length, . &z tlouble -the*length of an
ordinary runner’s stage. By arranging that: ﬁle':banc‘hv burdats’ and
the runners stages be at the same place, the men ‘cin occupy:the same -
‘hat and nssnsi; each other. The _weight carried by 2 banghy’burdar will

ordinarilv be ‘from 20 to 30 seers, and banghy mails ouo'ht to travel at
an average speed of three miles per hour:

Parcel Bags.

22. Bags cont:umno' parcels and packets will be made over to the bano-hy
burdars with a road time bill prepared in a form similar to the road time
hill (Form VI2) sent with the letter mails, and it will be treated simi-
larly in each post. office through which it; passes and at the terminal office.

Selection of Runners and Banghy Burdars. .

23. In selecting men for employment as runners or banghy bu;dals
care should ba taken that they are young, strong, healthy and able™
to perform their work. The character and antecedents of every man
employed should be ascertained from the lumberdar or headman of the -
village be resides in, and no man should be employed; who is not held to -
be of good charucter by the. clnef men of the village.

L H
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Disposal of accumulated Parcels.

24. It sometimes happens that parcels to be despatched from a post
office ou 2 certain line are heavier -than the ordinary establishment can
carry. Endeavour should be made to clear off the accumulation by
making extra despatckes, or by sending with the letter mail as many of
the parcels as can go by it without over-weighting i6. When there are
parcels which cannot be disposed of in these ways, special banghy
burdarts or coolies may bé employed. With each special despatch a
transit chalan headed with the words * Extra Despatch” must be
forwarded, and a receipt obtained from the office in advance. This
receipted chalan will be the voucher for the charge of hire of the extra
men employed. :Inspectors must satisfy themselves that extra coolies, or
banghy burdars are cot unnecessarily employed.

"Monthly Time Statements.

25. The monthly fime statements for each line of mail (Form VIs3)
-having been filled 1 daily from the road time bills (Form VI2) will, at
the end of the month, be completed by the totals being cast up, and an
average struck of the rate of speed at which each mail has been
conveyed. Copies of the several monthly time statements will be sent
to the Postmaster General’s office not later than the 3rd of the
_succeeding month. The time statement will be examined in the Post-
master General’s office, and explanation called for from the superintend-
" ent of mails or the inspector whenever th¢ mails are showa not to
have been conveyed at the prescribed rate of speed.

Disirict Post Lines.

26. The remarks made above in regard to lines served by runners and
banghy burdars appiy primarily to Imperial lines ; but they also apply
generally to district post lines, except that these are ordinarily of a
less expensive organization, the stages being longer, and having usually
only pne man per stage, and the parcelmails being alnc:.t invariably
carried with the letter mails, -

Supercision of District Post Lines.

27. District post lines will generally be under the immediate charge
of a sub-inspector acting for and in subordination to- the imspector.
The road time biils (Form VI2) forcarded with district post mails,
wili be forwarded by the office of final destination to the sab-inspector,
who will himself prepare from them the monthbly time statemeats,
(Form VI3) which he will forward to the inspector. Such time state-

ments will not, except under special orders, be forwarded by the inspector
to the Postmaster General. : -



CHAPTER VIL
TRAVELLING POST OFFICES.

'PRELIMINARY REMARKS.
Dgscn}:f;on of Travelling Post Offices.

1. Sorting offices are established on rallway lines with the object of
supplying convenience in the transit of mails, and the dispesal of local
correspondence. . They are designated travelling post oces.. Each
railway line is divided into sections which are generally about 200 miles
in extent. Each section bas the position of a distinet sorting office,
and is distinguished by locality and numbers as-is explained in Chapter
VIII, Section ITI orr Stamps. When it is necessary to indicate a distinction
from a frontier™ section, an ordinary section is termed a local section.
Parties of clerks work on each section ; each party being termed a set.
The number of_ sets who work on each section and the number of elerks
comprising each set, are regulated by the amount of work to be performed.
Generally cach set works on an outward journey one day, on an inward
journey the next day, and rests on the third day.

~ Constituiion of Froutier Sections on the East Indian Rzilway.

9. Ou the East Indian Railway, frontier sections are formed specially
for the disposal of mails passing from ome province or provincial area
to another. :

Duties of Local Sections.
3. The main daties of a local section are—
(1). The work conunected with the trausit of elosed mails (letter
1ad parcel} addressed to post offices beyond the limits of
the section. .
2). The receipt, sorting, and disposal of letter mails destined for
post offices within the sectional limits. '
(8). The receipt (only from small post offices on the lice), sorting,
and disposal of covers destined for post offices beyond the .
sectional limits. - - .
S * Duties of Frontier Sections.
4. A frontier section receives mails at the commencement of its trip,
and also from the local section during the trip. - Tt sorts tham without
the interruption of delivery during transit, and gives them out at the -

)

~=end of the trip. . The mails, so disposed of, consist solely of covers pdssing " ..

from places in riar to places in advance of the sectional limits. On a ¢~ |

section where there are both a local and a frontier staff, the work of .
the two establishmeants is quife distinct, although it may be performed -
-mthemmilm.-._" ST s ST
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Duties of Mail Guards.

5. On slow traics and on railway lines where travelling post
offices have not been established, mails are transmitted in charge of
mail guards. They consist only of 'closed packets, transit bags, and |
parcel bags.  Alail gaards also work on sections and in sets, although
ordinarily the set corsists of only one mail guard.

Record Oﬁce.

6. A record offica is assigned to each section and is, so to speak, the
head quarter office of that section in which are kept its registers and
records. All the chalans issued from the section should be returned
to the record office, and all inquiries or correspondence relative to the
work of the section should be sent to the record office and disposed
of by the record clerk. The station and sorting letter chalans,
(Forms I1and I1a), used” in travelling post offices, need not have the

form of claim bill; iz is not necessary, and the space will be wuseful in
writing in the details of registered letters.

SECTION I.
LOCAL SECTIOXNS.
Detail of books kept.

7. The following beoks will be kept for each local section of the
travelling post office.

(1). Index of letter chalans despatched (Form VI{1).

(2). Index of packet chalans despatched (Form VII2)

(3). Index of packet chalaus received (Form VII )

(4).. Register of registered letters passing in transit (Form IV 3).
(3)- Register of mails received and despatched (Form ".iII4).

(6). Register or bags (Form VIILz).

Prepared Claluns to be given to Clerks before stariing.

"8. Before a set of clerks start on duty, the record clerk will furnish
them with station and sorting, letter chalans (Form I1 and I1a) and
packet chalans (Form VII5) sufficient for the out-ward and the in-ward
Journey; the dates. the names of the post offices to which the chalans
are to be sent, aci the appropriate numbers, as hereafter explained,
being previously wrizten in by him. He will also write the numbers of

the chalans into th2 despateh indices (Forms VII 1 and VII2). In the
packet chalans the etails of mail ba

: ] gs and packets to be given out during
the journey skould also be entered. ‘
Responsibility of Senior Clerk.

9. The senior clark of- each set is primarily responsible for the correct
performance of the work of receiving, sorting, packing and delivering
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~ mails. He will-be specially responsible for the registered covers pass-
ing in trapsit, . nd will dispose of them personaily.

Mails received from other S:zctions.

10.  The clerks of those sections which adjoin other sections, (whether
they be local or frontier), will when starting on 2 journey receive from
the sections in rear sorted covers either placed in the compariments of the
sorting case, when the same mail van goes on, or in tied bundles, when the
mail van ischanged : these covers should at once be stamped and examined,
in view to checking errors in sorting. They will also receive registered
covers with leiter chalans, (Form I1) in duplicate in the manner more
fully described in a subsequent paragraph when treating of traasfer of
mails from one section to another section. '

Receipt of closed Hails.

11. Whenever a transfer is made to a local section of closed mails,
whether from a post office on the railway line, an adjoining local sec-
tion, a frontier section or a mail guard, a packes chalan (Form VIIs),.
prepared in doplicate, will accompany the mails. The elerk of
the local section will carefully examine the condition of the bags
and packets and the sealson them; he will compare them with the
entries in the chalan, and, if all is correct, stamp the original copy and -
sigm it making it over to the person who delivers the mail. The dupli-
cate copy which will bear the stamp of the despatching post office or
gecHon, and the signature of the officidl who despatched the mail, will
be cut off aad retained by him. Parcel mails will be similarly made
over. When convenient, they may be entered in the same packet chalan
as the letter mails; when this is not convenient, a separate chalan
may be sent with them, the same form being used. L :

Treatment of suspected Articles.

12, If the clerk receiving mails has reason to take exception to the con-
ditton of any bag or packef owing to its outward appearance attmcting
suspicion, he will, if there be time, at once open it in the presence. of the
person tende ing it fo him, compare the contents with the chalan and
notice -discr pancies, if there be any; if there is not time to open the
bag or packet, he will point ont what he considers objectionsble.to the
person tendering the mail and make a note on the receipted chalan,
copying the note on the duplicate which he retains, He will open the
-bag or packet as socn after as possible, and when doing so will invite .
the attention of ome or two others to witness the examination of the
contents, obtaining from them a record of what they observe, should any
portion of the contents be deficient or suspicious in appearanee.~ - -

Treatment of Mails received.

-18. Closed packets, transit hags and parcel bags sddressed. to vther -
Post offices,

ic;_:mPnrthxent-s. The packets and transit bags addressed o the sect,mn

will at once be separated and arranged in their appropriate.
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will be opened ; where more than one clerk is working, this will always
be done by the senior clerk. He will pass over the ordinar y covers to be
stamped with the octagonral dated stamp and sorted, and take possession
of the registered covers and bundles of- forwatded articles, for the
original post.lo'e due on which credit is -claimed by the despatching
office.

Origtiuai Postage on Forwarded dArticlegt@%e carefully checked. .

14. The original pestage due on forwardea attacles should be carefully
caleulated; and the correct amount entered i she verification column
of the claim bill. This, though a very importauc dnty, is often negli-
gently performed, and inspectors should notice instances of inattention,
and punish the clerks in fault.

Treatment of Registered Letters.

15. The address and the numbers on registered letters should be
carefully compared with the chalan ; each cover should be carefully ex-
amined to detect any appearance of tampering, and those to which
suspicion is directed should be weighed ; a record being made of the
weight and the state of the cover on the chalan." Registered letters
will be entered in the chalans (Form I1orI1a) for onward transmission
by the senior clerk, and will remain in his custody until'they are put up
in packets or ba.os.

Station Iettef Bozes. -

16. At each mailway station, two letter boxes will be- placed
one painted red, with the words ¢ Letter box for up-mail,” and the
other pamted blacL with the words “ Letter box for down mail.”
When starting on a journey, the senior clerk will take with him a
spare red or black letter box according to the train in which he is
proceeding. On arrival at a station, he will band out the spare box,
duly locked or sealed, to the person who delivers mails to &im, and take
in the box of that station. He will see that the seal or the lock on
the box is perfect and then open it, disposing of the contents as will
present]y be described. He will then re-seal or lock the tx-and have
it ready to be given out at the nest station when the box of that
statlon is taken in. .

Mail Fan Letter Bozes.

17. Immedmtely after leaving a station, the letter box. of the mail
van should be opened by the senior clerk, and the covers found in it, with
those found in the station box taken in, should be separated. Such
- covers as have postage labels, should have ‘the labels obliterated with the
combined obliterator. The unpald. covers should be stamped with the
round dated stamp, such covers and also the insufficiently’ paid covers
being stymped with the postage due stamp, and the postage due -
on each written into the space appropriated for it. All the covers should
then be sorted into the appropmte eompnrtments '
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Treatment of -Covers, the registration of which is compulsory.

. 18. A cover found to contain any thing which renders registration
compulsory, (vide Postal Guide,) should be entered as a registered cover
in the lower portion of the chalan, a remark which will draw the atten-
tion of the receiving postmaster to if, being made on the cover.

Labels on coni;-:ar"tmm_ta of the Sorting Case.

_19. Before the work of sorting is commenced, appropriate labels
should be placed in the sockets at top of eacir compartment of the sorting
case to indicate the post offices to which the several compartments
are assigned, 'and thereby prevent mistakes in sorting. Chalans
(Form I1or I1a) and packet labels should be placed in the several com-
partments with the contents of “which they are to be used.

HMaking up of Packets and Bags.

a0). Covers received in packets and transit bags and covers taken from
the letier boxes should, as soon as they come to hand, be sorted into the
compartments of the sorting case. - Those covers the address on which
cannot be deciphered, will be placed in a compartment of the sorting case
marked “Doubtful,”’ and at the end of the journey such covers wiil be made
up in a packet for the dead letter office, or, in the case of sets of clerks
working-on the East Indian Railway, in a packet for the railway enquiry
office at Allahabad. As each station at which a mail is to be ‘delivered
is approached, the covers to be made up in packets and transit bags to be
delivered at that station should be finally examined, and any mis-sorting
detected. _The packets and transit bags should then be closed under.
the supervision of the semior clerk who will personally place the
registered letters (should there be any) in them.

Preparation of Packet Chalans and Delivery of MHaila.

21, The packet chalans (Form VII5) with which mails-will be
delivered, already prepared in duplicate by tbe record clerk," should be
checked by comparison with the packet chalans received as they come
in. When a station at which a mail is to be delivered is.approached,
the packet ctalan should be completed by checking the packets and
transit bags made up, and making a total. ‘The original cbalan stamped
and signed by the clerk who delivers the mails, will be given out with
the mails, the receipt of the agent or deputy postmaster, who receives
the mails being taken ou the duplicate chalan. Both the letter and
the parcel mails will be entered in the one packet ehalan. ’

Treatment of Letlers posted after packets have been closed.

22. Letters posted in the letter box of the mail van addressed to
post offices for which no packets are made up or for which the -
packets have been ‘closed, ‘should have the pstage labels, if there
‘be_any ‘on them, obliterated with the combined -obliterator. - Those

-which have no postage labels- should:. be stamped  with the round .

_ﬂgted stamp ; such. covers and also the insufficiently paid eovers. shogld . L
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be stamped with the postage due stamp, and the amount of postage
tased on each should be written into the space within the stamp. A
note of the number of letters, and the postage due (if any) should be
written at foot of the packet chalan (Form VII3) with which mails
are sent to the post office to which the letters are addressed. The
letters will be handed loose to the person who receives the mail. The post-
master or deputy postmaster will deliver the letters including the postage
due (if any) in the station chalan (Form I1) made for his own office.

_ Covers for places beyond Sectional limils.

23. When a section is working up to an adjoining section, the covers
received from small post offices on the line for places beyond the sec-
{ional limits, should, as the sorting progresses, be placed into one com-
partment. After the local mails have been closed, these covers will be

sorted into appropriate compartments of the sorting case, in accordance .
- with the traunsit list of the section in advance.

- Disposal of Packet Chalans.

24. In the case of hand to hand eschange of closed mails the original
packet chalans (Form VII5) which accompany them will not Loweturned
either from the sections :of the travelling post office or from post
offices. Inthe case of miils received from and sent to post offices in
closed trapsit bags off the railway line, the sections of the travelling
post office will retain the original packet chalan received for record,
furwarding in lieu thereof a’copy duly stamped and receipted to the
despatching post office ; and the post offices receiving mails from the
sections of the travelling post ofice will treat the packet chalans

received in the same way as they do similar chalans received from
other post offices. _

Exckange of Mails at a Terminus or between Sec¥ons.

25. If the terminus of a section is also the terminus of the travelling
post office, the mails will be made up in closed packets and bags,
‘and finally delivered to the terminal post office. If the.-terminus
adjoins another section of the travelling post office; znd the same
mail van goes onwards, the traosfer of mails to the seeton in advance
will be made in the following manner. Closed packets, transit bags,
and parcel bags will be made over to the relieving section exactly in
the same way as if they were being made over to a posi office on the
line. The ovdinary covers for post offices beyond the sectional Limits
which have been sorted into -the appropriate compariments of .the
sorting case, will be taken charge of without receipt. The
registered letters will be made over with a letter chalan (Form I1,)
in duplicate, in which they will be detailed; the duplicate copy
having merely the nnmbers and not the addresses on the covers. After
comparison of the covers with the chalan, the duplicate will be
signed, stamped and returned to .the relieved section, the original
being retained for record. If the terminus adjoins amother section of

-
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the travelling post office and the same mail van does not go onwards, -
the mails will be madde over to the section in advance in exactly the
same way as has just been described, except that ordinary covers for
offices bevond the sectional limits in place of being left sorted into the:
compartments of the sorting case will, after sorting, be  made up in

bundles, and Plaeed in a bag for conveyance to the mail van of the
relieving section.

Transfer of Mails to be effected directly between Clerks.

96. The transfer of mails from one section of the travelling post
office to another should be effected between the relieved .and re-
lieving clerks, without the intervention of a stalion mohurrir ora
mail agent, except in the case of one train missing another, when
the mails may be made over to the station moburrir or mail agent
in closed bags with chalans (Form VIIs) placed inside of the bags.
The relieving clerks will after examination and comparison of the
mails, sign, stamp, and return the chalans to the record office of the

section from which they were received. :
Record Clerk lo superinténd irau.gfer of Mails.

27. When mails are exchanged at stations where a record elerk is
located, he should invarially be present at the station and superintend
the transfer of mails from one set to another.

IWork to be done on tables or ledges of the Sorting Case.

23. The supervising officers should strictly enforce the rule that all the
work of opening packets and transit bags, stamping covers, sorting
covers, and making up mails for onward transmission be done on
tables or ledges of the sorting case, and not on the floor of the mail van.

SECTION IL

FEONTIER SECTIONS.

Extent of Frontier Sections on the East India Rail‘way.—
29. The frontier sections on the East India Railway work from—
(1). Dinapore to Allahabad and back.
(2). Etawah to Allahdbad and back.

(8.) Jubbulpore to Allahabad and back,
Allahabad being the central station.

Work of a Frontier Sect_i;m. when travelling towards the Central Station:
. 80. When working to the central station, the mails received-and dis--
posed: of are for places beyond the central station;. the ‘covers ‘are
stamped and sorted into the appropriate compartmeats of the soriing

I -
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case, and made over to the sections in advance, either in the compart-
ments, if the mail van goes on, orin tied bundles, when the mail van
is changed. The sections in advance above referred to, are the frontier
and local sections working ont of Allahabad, the former taking charge of

covers destined for p]a.ces berond their sectional limits, the latter of those
destined for places within their sectional limits.

Work qf a Frontier Section when travelling from the Central Station.

31. When working from thecentral station the sorted covers received
as described above are examined, and errors of sorting corrected. Covers
received during the journey are amalgamated with them. Before
arrival at the terminal station the mails are finally closed.” Packets
and trapsit bags are made for some selected post offices, and all the
remaining covers are put up in packets for disposal by the several local
sections in advauce, except the adjoining local section to which covers
are made over sorted into the appropriate compartments of the sorting
case agreeably to its transit list. The packets and transit bags are made
_over to the local section working with the fro. :er section for disposal.

Erchange of Mails.

82. When closed packets or tramsit bags are exchanged between a
frontier and a local section, the exchange will be effected by duplicate
acket chalans (Form VII5) as already “described for hand-to-hand trans-
?ers. When unclosed mails, merely sorted into compartments or bundles, are
efchanged between a frontier and a local section, or between two frontier

sections, the exchange will be effected in the way already descnbed for
similar exchanges between the Jocal sections.

Work of Local and Frontier Sections quite distinet,

33. Althouch the sets of clerks of the frontier und local sections
travel in one mail van, their work is quite distinet, and there should
be no interference one with the other, except in cases of artieles
received damaged, or in a suspicious condition, when -the senior clerk
of one section may call on the seunior clerk of the other section to
examine aud witness the condition of the suspected article.

SECTION III.

MAIL GUARDS.

Receipt of 3ails by a Hail Guard.

3+, Wheu closed mails are made over to a mail guard, whetber by a
“post office, a local section of the - travelling post office, or another

D

mail guard, they will be accompanied by packet chalans (Fo;'m VI1Is)
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prepared in duplicate. The mail guard wiil compare the articles he
receives with the entries in the chalan, carefully examine their condi-
tion aod especially the seals on them, and make such remarks on the
chalan as may be necessary. He will sign the duplicate chalan and
return it to the person tendering the mail. The original which will
have the signature of the official who made up the mail will be retained.
The mail guard will, without delay, sort the packets, transic bags and
parcel bags, according to the stations on the railway line at which
thiey are to be delivered, and at once check the corresponding entries iun
the chalans (Form VII5) which are to accompany them. :

Prepared Chalans to be given to Mail Guard.

35. Before 2 mail guard starts on a journey, he will receive packet
chalans (Form VII5) prepared in doplicate sufficient for both the
outward and inward journies: the chalans will have the dates on which
they are to be used, the names of the offices to which they are to be sent,
and the numbers written on "them, also'the details of mail bags and
packets to be given out during the journey. Ifthe mail guard is attached
to a travelling post office establishment, the chalans will be prepared
and made over to him-by the record clerk of the section ; if he is
attached to a post office, the chalans will be prepared and made over
to him by a clerk of that office.

Delivery of Mails by a Mail Guard.

36. As astation at which mails are to be delivered is approached, the
mail guard will complete the packet chalan (Form VIL5) to be given
out with the mails by comparing the entries with the articles, and
making a total ; the official to whom mails are made over, will compare
the articles with the entries in the chalan, will sign the duplicate,

. and return it to the mail guard; the ariginal, signed by the mail

guard, will be retained by him. The official who receives mails will be
careful to examine the articles made over to him, and wiil make remarks
describing their condition on the chalans if such be necessary.

SECTION IV,

RECORD OFFICE.
Duties of Clerl_'a on return to Rest Station.

. 37. As soon after returning to. the rest station as possible, the clerks
of a set will prepare two sheets of the regisfer of mails received and-
delivered (Form VII4).from the packet chalans (Form VII3); one sheet
will appertain to the outward journey, and: the other to the inward
Journey,. The abstract on the back of the sheet register will show
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whether or nob the number of packets and transit bags rcceived and
made up equalled the number given out and opeued, and the deficiency
of one or more packets or transit bags will be brought to notice. They
will also from the letter chalaus (Form I1a) write up the tramsit regis-
ter of registered letters (Form 1V3), and write receipts on the lower

portions of the chalans. They will then make over all the papers
to the record clerk. '

Duties of AMuil Guards on return lo Rest Station.

38. When a mail guard returns to a rest station, he will immedi-.
ately fill up the register of mails received and despatched (Form VII4)
from the packet chalans (Form VIIs), and make all the papers over
to the record clerk or the clerk of the post office to which he is
subordinate.

Evamination of Documents by Record Clerk.

49. The record clerk is respousible that the papers made over to
him are corvectly and neatly prepared, he will therefore carefully examine
them without uny delay. Ue will check the entries in the trausit
register of registered letters (form 1V 3) by comparison with the lower
poctions of the chalans, (Forin Tna). He will cut off the lower portions
of the ehalans, place them in envelopes, and send them to the post
offices in which they originated. The upper portions of the chalans
will be arranged in alphabetical order, have a strong thread passed
through the upper left hand corner, and be sent by the first mail to the
cheek brauch of the Compiler’s oflice.

Skeet Registers to be checked.

40. The record clerk will check the sheet register, (Form VII4)
prepared by clerks of sections, and the abstracts on the back of them
yith the packet chalans (Form VILs5) reccived and despatched. The
number of bags or packets opened in the section will be checked by the
letter chalans (Form Iia). He will also checlt with the -packet chalans
the registers of mail guards, If the examination and check is made aé
oneo n the presenece of the clorks or mail guards concerned, they will
be able verbally to expluin discrepuncies und inaceurncies. Whenever the
explanation is not satisfactory, the record clerk will immediately submit
a report to tho inspector.

Tudices and manncr of preparing Chalans,

41. The record clerk will keep two indices of letter chalans despatched
for each section (Form VII i). One will appertain to all chalans
- despatehed in the outward journies, and the other to those despatched
- in. the inward journies. . Beforc a set of clerks start on a journey he
will - make over to them letter chalans prepared by stamping them
with the distingmishing stamp of the set, and by writing on them the
numbers; the datés on which they are to be used, and the names of the
post offices to which they are to be sent.. He will write the numbers into
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both the indices. A seetion makes np packets daily for certain post offices
in the outward journey, and certain other post offices on the inward
journey ; it will seldom or ever occur that a set of clerks will not have
_ ‘mails for a post office for which packets are made. If this does happen,
o blank chalan with the remark “ No mail to-day” should be sent in an
envelope. The mauner of preparing packet chalans (Form VII§) will be
thie same as that which has been described for letter chalans except that
the details of mail bags and packets to be given out will also be entered.
They will be prepared hy the rccord clerk and made over to the clerks or
mail guards of a set before they start on a journey, the numbers being

written into the two indices (Form VII2).

Indez of Packel Chalans received.

42. The index of the packet chalans received (Form VII3) will be
filled in by the record elerk from (he chulang brought in by the several
gets of clerks and mail guards, There will be ouly one index for

each scclion. Discrepancies in numnbers must be noticed and intima-
" tion at once given to the inspector and the post offico concerued.,

Mauner of filing Records.

43, The packet chalans (l'orm VIIS) of each day or jowrney will be
filed with that day’s register of mails received and delivered (Form
VII4). When the lower portions of letter chalans (Form I1or I1s), and
the packet chalans sent in closed transit bags to post offices off the rail-
way line are returned, they will also be filed with the register of the
date or journey on which they were issued. Thus ome buundle will
comprise all the records of each day or journey, and information required
to answer references will conveniently be obtained from them,

Correspondence to be conducted by Record Clerk, and irvegularities reported.

" 44, The record clerk will carry on all the correspondence connected
with the sections under his control, and will be responsible to bring to
the notice of the inspector every instance of carelessness, irregularity,
mistakes or dishonesty coming under his observation. |

Post Offics to take the place of Racord Clerk whora suck- is nol provided.

45, On railway lines where record clerks are not provided, the
duties of the record office will be undertaken by the post cffices situ-
ated at the termiuus or rest stations of the severnl scclions, Tho
postmaster, or & clerk of the oflico, sy may bo avranged by the Tost-
master General, will perform the duties deseribed in the preceding para-
graphs as devolving on the record clerk. : ~ .

. Trealment of Bags.

46, The bags supplied to the travelling post office’ will be marked
' ;_and numbered for each section. The record clerk wall issue them to and
Teceive them from the clerks of the several sets: he will keep the register -

‘of bags (Ferm VIII2) and will be responsible for the bags.
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Inquiry Office at Allakabad.

47. An inquiry office is attached to the travelling post office on
the East Indian Railway, and is located at Allahabad. All covers which
are illegibly addressed, have no address, or the address on which cannot
be deciphcred, or which from any cause cannot he sent to destination, are
sorted into o compartment of the sorting case marked ¢ Doubtful,”
and at the end of the journey, are made up in a packet for the inquiry -
oftice accompanied Ly an ordinary chalan (Form I1a). The clerks
of the inquiry office are reqnired to make every possible ‘exertion in
endeavouring to ascertain the correct destination of covers by deciphering
the address written on them. Those covers the address on which can
be deciphered will have the name of the office of destination plainly
written on them, or on slips of paper attached to them, in red ink, and
they will be made up in packets for the local sections working out
of Allahubad, each packet being accompanied by an ordinary chalan
(Form T1a). Those covers the addresscs on which cannot be deciphered,
will be put up in a packet with an ordinary chalan (Form I1a) and for-
warded to the dead letter office of the North-Western Provinces,



CHAPTER VIIL

STOCK.

PRELIMINARY REMARKS.

Central Depdt.

1. A depdt will be formed at the head-quarter station of each
circle for the custody and supply of bags, stamps, seals, stamping
pads, ink pads, scales and other minor articles of stock. The work of
the depdt will be performed under the orders and personal supcrvision
of the Postmaster QGeneral by a clerk of the offico specinlly deputed
for the purpose.

Stock Register.

2. The clerk will keep np a stock register (Form VIIIs) in which
receipts aud issues of each description of article will be separately
detailed. The stock register will be balanced monthly, and once in
each quarter the Postmaster General will satisfy himself of the eorrect-
ness of the reported stock in hand. He will record the date of each
inspection on the register under his signature.

Office List of Stock.

3. A list comprising all the articles of stock in 2 post office, except
bags, for the record of which provision is otherwise made, should be
written in a Look, the list being signed by the officer in charge of the
post office and the inspector of the division. Articles subsequently
received should be added to this list, and articles becoming unservice-
able and returned to the central depdt or otherwise disposed of, should.
be scored out of it. The officer in charge of the post office and the
inspector will attach their initials to every addition aund to every
withdrawal. When an inspector inspects a post office, he must see that
all the articles in the list are in the office, that they are uot misused
but cleanly and carefully kept, and are in serviceable condition, When
articles beeome unserviceable, steps shounld be taken for their renewal or
repair under proper anthority. As stated in Chapter X -relating to
accounts an inspector or independent postmaster ean sauclion charpes
for the purchase or repair of articles of stock up to a limit .ol Its, 10,
“and a Postmaster General up to a limit of Rs. 500.

Tfan.sﬂr of Charge.

4. When charge of a post, office is transferred from oue officer to
_.anqther_, the articles .of stock -should be taken over agreeably to the
office list. The officetr who takes over charge of a post office becomes
- responsible for the stock belonging to it as shown by the office Vst; . -
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he should, therefore, he careful to note any articles that may be missing,

and immediately. report the particulars to the inspector or to the Post-
master General.

SECTION I.

BAGS.

Manner of procuring bags.

5. The bags required in the several depéts may be obtained either from
the Postal workshop at Allyghur, or from local contractors, as the Post-
master General may consider expedient, but the rates paid to local con-
*"tractors must not exceed the rates for bags of similar size and material
prevailing in the Allyghur Workshop, which may be ascertained by refer-
ence to the Superintendent. When bags arc obteined from contractors
" they should Le required to.lodge an approved pattern bag in the Post-
master General’s office, and great care should he taken that all the bags
supplied are equal to the pattern bag in size, texture, and manufacture.

Suggestions regarding material,

6. Experience shows that the best material for mail and parcel bags
is durry. It is easily procured in the market and from jail workshops
at a moderate price. The best material for packet bags is American
sheeting, which when waxed is sufficiently thick. Canvas is not a durable -
material, being hard and liable to crack. The use of leather in binding .
or mounting the mouths of bags, is objectionable, the leather soon
becomes hard and cracks, especially if exposed to damp, and the sewing
affords facilities for tampering; it also adds much to the expense. -
The use of gunpy cloth or taut for packing parcels is forbidden.

Size of Bags. .
7. The size of bags supplied to a post office should be adapted to its -
requirements. The Presidency post offices will require large-sized bags

which will be mado up specially for them. The following sizes of bags
are recommended for use in the ordinary Provincial post offices :—

Class I. Transithags 4 x 2 or 2¥
Pareel 4 x 2orol
Packet ,, 22" x 15§
Class JI. Transit ,, 3 x 20°
- Parcel ,, 3 x 20"
o . Packet ,, 16" x 117
- A 7Postmaster General may -exercise his discrelion in arranging ~
the sizes of bags according to local requirements, regard bLeing had to
""the uecessity of arranging the dimensions with refarence to the breadth
of the material to be used in their constrution. - . -~ = = -
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 Mode of fastening Bags.

8. Although many modes of fastening bags have been tried, it is
believed that on the whole the best way is to tie them round the neck;
'particul'ar care must be taken to tie them tightly, and to make the
‘twine fastening secure, the letter or parcel mail seal being carefully
‘applied over the knot. When a strap is pot attached to a bag, the
‘bag may be- closed by first binding the neck tightly with a strap, the
strap being taken off after the cord and seal have beeu applied.

Construction of Buaga.

9. Every bag should have a thick lip on half the circumference of
the moutb, made by turning down and sewing the border of the mouth
‘over a cord. A flap should be attached to the other half of the circum-
ference of the mouth; the flap may be a continuation of the material
of which the bag is made, and shuuld be about 8 to 10 inches broad, or
. broad enough to admit of its being folded over the mouth and come
. within tbe cord which ties it. The flap should also have a similar lip, the
cord with which the bag is tied will thus pass round the neck of it~
between the bag-lip and the flap-lip.. The object of the bag-lip is to
‘muke it impossible to open the bag by slippiug off the twine or other
fastening round the neck. The object of the flap is to prevent damp
from getting into tlie bag, and to make it impossible to extract the
..contents ; the object of the flap-lip is to prevent the flap bemg pulled ont
-from under the cord which tics the neck of the bag. Bags should not be
made reversible, because when reversed the sewing is exposed. Transit bags
and parcel bags may have a strap and buckle firmly attaclied to the neck.
The intention of this strap is to assist in closing the bag, and to bear the
‘strain in transit. The cord with the seal should be put round the neck
above the strap. In the event of the strap on a bag closed in this manner
appearing to be loose when passing in transit, it should be tightened up:

Address on Bags.

‘10, The paper address should be attached to bags by being pasted on
piecea of wood, or cloth paper, tied to the neck ; the cord which fastens
the bag should be passed through a hole at one end of the piece of
wood, or cloth paper on which the label is pasted, and the ends of the
cord should be secured under a scal. )

_ Mode of making bags Walerproof.

11. Except on ruilway and stewmer linos, water-tight bags should
be used for the mails. Iyn the bags made at the Allyphur Workshop the
‘Water-proof consists of wax with a small propertion of eil, and,
although- other modes of producing the same result lave been tried, the
-#bove is perhaps as good as. any of them. In' some water-proofs there

. 1sa dryness, and want of elasticity which results' in cracks, while in
-‘athers there is an oiliness which stains the contents. 'When water-proof
:bags are obtained from contractors, there is slways a tendency to-use too
{little wax, owing to the expense of that article; and special care should
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be taken in examining all such bags before they are passed. The wax
is also sometimes merely plastered on outside, instead of the cloth of the
bag Leing thoroughly saturated with it. A bag so made may appear

* to have much more wax than it really has, and the outside coating
very soon peels off.

A Stock of Bags to be kept in the Central Depét.

12. A stock of the several descriptions and requisite sizes of bngs;
should be kept up in the central depdt, so that when the requisi-
tions of postmasters and deputy postmasters are received, it- will only

be necessary to mark the bags required, with the appropriate name and
number, and issue them without delay. :

Number of Bags regm'farl i an Office,

18. The Postmaster General will preseribe the number of bags of
each description and size to be supplied to each post office in the circle.
In doing this he will be guided by the transit lists (Forms I2 and IT 15) -
which indicate the numbers of packets and mail bags made up daily
in an office. The number of bags supplied should be sufficient for
not more than one year’s use. It should be borne in mind that post
offices generally exchange mail packets and mail bags, and that, there-
fore, it is not necessary to supply bags to both officés.. The bags should
be given to the more important office, and to meet exigencies, one or
two of each kind of bag, should be deposited in the minor offices with
which mails are exchanged. In the case of exchange of mails with the

travelling post office it should be considered the more important
office.

Bags not to be misused.

14. Tt should be strictly enjoined on all postmasters that bags must
invariably De returned to the office from wbence they are received.
Under no circumstances may a post office use the bags received
from another post office except for return mails. If a mail is received -
in a wrong bag, the postmaster receiving it must make a report by
the first mail to the Postmaster General, and send the bag with it for
his inspection. The Postmaster General ‘will forward the bag to the
post office to which it.legitimately belongs, and punish the postmaster or
deputy postinaster who misused it, by the imposition of a suitable
fine. :

* Return of surplus Bags. _

15. There will be surplus bags in a post office, caused by packets or
bags not being” exchanged with the post offices fromi which they are
received, or (as will frequently be the case with parcel bags) the mails
reccived being more bulky than those which are returned. All surplus.
bags, which cannot be placed in the transit bag or parcel bag made.

_for the office to which they belong, (if such be made), should be returned . -
securely packed in a parcel so as to make it impossible to remove “or
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exchange a bag contained in it. The parcel will be forwarded on Postal
service ; in case transit parcel mails are exchanged with the post office
" to which the bags so returned belong, a detail of them will be written
on the trapsit chalan, and an acknowledgment obtained on it. When
bags are returned in a parcel to a post office with which transit parcel
mails are not exchanged, full particulars such as weight, address, &c., of
the parcel should be entered in the transit chalan; and also an adviee
chalan, in which the bags should be fully described, should be put inside
of the parcel, and a receipt obtained on it.

Postmasters and Depuly Posimasters responsible for Bags,

16. Postmasters and deputy postmasters to whom bags are supplied
ought to be made to understand that they are responsible for the bags
supplied to them, and that they will be required to make good the value
. of any bag they are unable to produce or account for. A nominal value
should be fixed by the Postmaster General on each bag supplied, and
that value should be commuuicated to the postmaster or deputy post-
master who is responsible. ‘

Issue of Bags.

17. The name of the post office to which bags are supplied will be
printed inside. The bags of each size and deseription (viz., transit bags,
parcel bags and packet bags) will be numbered in a consecutive serics
for each office ; the different sizes being distinguished by initial letters,
and these numbers and letters will also be printed inside the bags. In
the case of bags supplied to travelling post offices they will be marked
* with the number of the section and the name of the head quatter or
record office, each scction being treated in. the same manner as a
post office. Bags supplied to frontier sections must have the distin-
guishing letter F on them. * A bag account (Form VIIT1) will be kept
. iIn the central depdt with each office to which bags are supplied.

" When the bags are first issued,the date of issue; and the number
on each bag, will be entered in detail ; if necessary the account may
extend over one or more pages, but the number on every bug must
appear. This record will show the bags each postmaster or deputy
- postmaster has received, and is responsible for.

Application for Bags.

18. When application is made to the Postmaster General for bags, it
. should be accompanied by an indent (Form VIII8),in which it should be
distinctly stated whether they are asked foras new bags, or in renewal
of old- bags. In the former.case the Postmaster General will, if he
_ thinks the bags are . necessary, issue them with the¢ name of the office -
‘they are given to, printed -inside, and numbered  in continuation of the
numbers already issued to that office, addition of the new numbers being
made in the bag account. If the bags asked for are in renewal of old
bags, the old bags musk invariably be returned, unless they are stated to
be lost, aud the price of them remitted, The new bags issued will he .
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marked in the inside with the name of the office they are given to, and
with the original numbers on tlie bags, in renewal of which they are
issued, The date of renewal will be noted in the bag account. Thus
the series of numbers assigned to each kind of bag, issued to each post
office, will be preserved intact. The bags issued from a central depdt
wiil be accompanied by an invoice {(Form VIIT4) which will be signed

and ?turned- as soon as the bags are received, a copy being kept for
record.

Notice to be taken of Bags not renewed.

. -19. The clerk in charge of the bag account in a ceztral depdt, should
in the month of April of each year prepare a statement and submit
it to the Postmaster General. This statement should show the number
of the bags which were issued more than fifteen months previously and

which have not, up to date, been returned for renewal, also the names of
the post olfices to which the bags were issued. The Postinaster General
will call on the postmasters, or deputy postmasters coneeined, to explain
why the bags have not been renewed. If it is not shewn that the bags
are in the office, and still fit for use, or if they are not at once sent in for
renewal, the price of them should be recovered from {he responsible
officer, and new bags isssued in place of those which are not forthcoming.

The names of the post offices to which they are scnt, and the original

nurr(:lbers of the bags, in lien of which they are sent, will be priated
. inside. :

Manner of despalcking Bags with Mails.

20. When mails are despatched, the packet bags in which they are
eent should be entered in the assigned place in the lower portion of the
letter chalan Form (I1 or I1a), the mail bags being similarly entered
on the packet chalan {Form I 4) and the parcel bags on the parcel transit
chalan (Form II 7). The bags should be desecribed by iriting the
number of each bag in the appropriate place, i. ., the number of a bag
belonging to the office of despatch on the left hand side, and the number
of a bag belonging to the office of destination on the right hand side.
The receiving postmaster must notice that the entry is correct, and that
he has received the bags deseribed, making corrections if necessary.
His acknowledgment on the chalan returned to the dispatching office,
will make him responsible for the bags entered on it, and he will be
relieved of the responsibility only when be produces receipts for the
same bags on chalans which accompany subsequent retwrn mails.

Record of Bags despatched.

"~ 21, A register {Form VIIT2) will be kept in every post office which
is responsible for bags: this, register will contain entries of bags de-
spatched, but only of such bags -as belong to the office kepping the
register. - The numbers of such bags despatched daily-as belong to it
will be entéred, and when -bags are returned the numbers of those re-
ceived, which belong to the receiving office, will be ticked off in red ink
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The numbers not ticked off will indicate the bass in trausit, or not
returned. The clerk in charge of this register should know the number
of days in which return mails are received from each office, and he
should notice the detention of bags whenever such occurs and call for
them. '

" Bags for Braack Post Oﬁées.

22, The bags containing mails exchanged between head and branch
post offices are not usually conveyed to long distances, or {Jassed through
transit offices ; whenever sucl is the case, the bags may have the names
"of the head office and the branch office between which they are used
printed on them outside; the bags assigned to, one branch office should
never be sent to another brauch ofhice, and the branch office should
alvays send a hag back with the mail of the day on which it is re-
coived. It will not bo necessary to pul lubols on these bags.

Condition of Bags.
23. The officer in charge of a post office is responsible that the bags
sent from his office with mails are in good condition; he should make

timely application for the renewal of such as are become worn and uafit
for use.

Postmaster to examine Baga.

24. The officer in charge of a post office to which bags are supplied,
should periodically examine the bags of his office, and satisfy himself
that none are missing. He can do this by taking down the numbers on
the bags in the office, and from the register of bags (Form VIII2) the
numbers of those shown to be in transit. If any bags are missing, the
officer responsible should be required to make good the price of them.
The amount shou'd be remitted to the central depdt, and bags in renewal
obtained witliout;‘:hy delay.

JFhen charge of a Post Office is transferred.

25. When the charge of a post office is transferred from one officer
to another, the relieving officer should be careful to take an account of
the hags. If ho does not 'do so, he will muake himself responsible for

the value of any bags that may be missing. The account can be taken
in the way described in the preceding paragraph.

Inspector o examine Bags.

26. When an. inspector inspects a post office he should examine the
bags in store, and notice whether or not they are in good condition.
He should examine the register of bags despatched (Form VIII2).
and satisfy himself that it is carefully kept. e should take an ac-
. count of the bags-in the manner explained above and adopt means to
replace any that are missing, by realising their value from the person .
responsible and obtaining new bags from the central depdt.
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SECTION II.
STAMPS AND SEALS.
Forcigin Post Stamps not refevred lo,

27. The remarks which follow apply to the stamps and seals for
ordinary use, and do not include any reference to the special stamps used
in the foreign post departmeént ofy Presidency post offices, and in the
Adcen post office. . .

* List of Stamps.

28. The following is a list of the stampé and seals roquired for
ordinary use in the Post Oftice Department.

Doulile obliterator (dated).
Single obliterator.

Round dated stamp.

Octagonal transit stamp (dated).

1
A, 2
A, 8
4.
5. Unpaid sorting stamp.
6
7
8
9

Detivery dated stamip,
Postage duc stamp.
Registered letter stamp.
. Parcel stamp.
10. Too late stamp.
11. Missent stamp.
12, Re-directed stamp.
13. Refused stamp.
14. The single Larred obliterator.
15. Dead letter oflice stamp (dated).
16. Dead letter office fiee stamp (dated).
17. Dead letter office postage due stamp (daced)
A.- 18, The letter mail seal.
© 19, ‘The registered seal.
. 20. _The parcel mail seal. .
21. The dead letter office seal.

Of the above those marked A, ure all that are necessary for the smaller
offices, such as Dbrauch or district post offices, or offices having a very
limited amount of correspoudence.  In such offiecs the words “ Yoo late,” .
-« Missent,” « Re-directed,” or “ Refused” should be writfen in red ink
by the deputy postmaster, instead of impressing those words by means of
a stamp. The only stamp supplied to an experimental post office will be
the barred obliterator (No. 14). When it is iade permanent, a number
will be assigied to it, and an obliterator (No. 2) with its number, as also
any other stamps tliat may be necessary, will be supplied. Until stamps
are received the mohurrir ‘or deputy postmaster should write the name™-
of the office and the date on all covers received and despatched, - .

A.
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Form and size of Slamps to be uniform.

29. The form, size, &e., of the stamps and seals preseribed above will
be uniform throughout the department,.and stamps and seals of other
than the preseribed forms and sizes are on no account to be used. The
from, size, &ec., of stamps and seals will be found in the sheet of diagrams
at the end of this chapter, and a- deseription of cach at paragraph 47.

Several Slamps of eack kind may be required.

30. Some of the stamps which have been enumerated are used in the
letter department both despatch and reeeipt)-and also in the parccl depart-
ment. In large offices it will be necessary to supply several of cach of these

_stamps, the supply being regulated by the requrements of each office.

Stamps o be supplied from dllyghur,

31. Stamps will be supplicd to all the post oflices in Tndia from the
Postal Workshop at Allyglur on indents submilted by the several Pust-
masters General. The indents will be prepared from requisitions received
from postmasters wlio correspond divectly with the Postmaster General,
and in the case of the minor post offices from the inspectors of the
several divisions, Postmasters Geperal must be very carcful in muking
the indeuts to see that the number and designation of each stamp
required (vide list above) is correetly indicated, and that the name of tho
office for which the stamps are required is legibly and accurately written
according to the spelling adopted in the Poséal Guide. The namesshould
be printed with the hand and not written in current handwriting whicl
is often liable to be rnisread. In the case of obliterators care must be
talen that the number of the office is correctly given,

Renewal of Stamps.

32. No stamps shonld be kept in use longer than a year; when the
have been in use for nine months, application should be made for fresh
stamps, and when they are received, the old stamps should be returned
direct to the Allyghur Workshop in a Postal service parcel, containing
an acknowledgment for the stamps received, and a Est of the stamps
returned. A copy of this acknowledgment and list should at the same
time be sent to the Postmaster General. Of course, in any case when a
stamp is lost or injured, or from any cause ceases to give a clear impres-

sion, immediate application should be made for a new stamp.
- Impressions must be clear,

~ 83. It is important that impressions of stamps on covers passing
thraugh post offices be clear and intelligible; this is a matter which
very generally receives; too little attention from officers of the dupurt-
ment. The officer in lcharge of a post office should see that the stamps -
are perfectly cleancd daily, and that the stamping ink (which will always -
‘be black) is properly prepared. Impressions of all the stamps of an office
should be made every morning, as soon as the office opens for business, on
a blank book. The postmaster should examine the impressions, and see
that the type in the dated stamps have been correctly changed. The
book of impressions should be examined by the inspector: when he in: -
- spects the office. - - - o T
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Posmou of Stamp impressions.

34. ]}ccept in cases where- it is specially prescribed that the impres-
sions of stamps shall be on the face or address side of a cover, they
should invariably be impressed on the back or reverse side.

Post offices to be distinguished by letters and numbers on obliterators.

85. The" post offices in India will be distinguished by means of letters
and numbers on the obliterators; the mode in which this will be done
will be described in the following paragraphs

Initial letters indicating Circles.

868. The several circles of the Post Office of India will be in-
dicated by a letter, which will generally be the initial letter of the
- name of the head-quarters station, thus—

Nama of Cirole. ’ Haad-quurtm Blation, Dlutlnﬁlnhing Latter.
Bengal.., - «es | Calcutta . -~ C.
Bombay ... | Bombay | - e B.
Madras « | Madras e M.
North-Western Provmcen e | Allahabad - A,
Punjab ove | Imbhore . L.
Central Pronnces . ««. | Nagpoor N.
Scinde and Persian Gult‘ «te | Kurrachee K.
British Burmah ... «. | Rangoon R.
Oudh .. Lens o | Lucknow 0.
anpootana. _ oo | Ajmere J.
Travelling Post Oﬂ’m v | Allshabad T,

Mode of numbering disbursing post offices.

87. All the dlsbursmg post offices in each circle will be numbered
in_a consecutive series commencing from tbe post office at the head-
qua.rter station of the Postmaster- General. The obliterator used in‘
_each office will have the distinguishing letter of the circle and the dls-
" ‘tinguishing number of the office, thus—

AZI3

which will indicate that the posi'. oﬂice Meerut igin the North-West-
ern Provinces’ circle, and the number of the office i is 13 CL
Mode of numbmag Nou-.Dubﬂrsmy Post Qffices. . o

38. The non-dlsbursmg post offices subordmate to each dlsbursmg post
_ ofﬁce wnll also be numbered in a eonsecutwe senes, e g o lf there arer nine
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offices subordinate to Meerut, they will be numbered consecutively from
1 to 9. The obliterators used in each office will have the distin-
" guishing letter of the circle, the distinguishing number of the disbursing
post office, and the distinguishing number of the office itself, thus :—

Aeid

HAUPPER
JAN: 3.

which will indicate that Hauppur is subordinate to Meerut, the number
of Hauppur being 9 and that of Meorut 18, The distingnish-
ing letter A will show that the office is in the North-Western Provinces
circle. The number of a subordinate oftice will always be on the top,
that of the disbursing office on the right, and the distinguishing letter
on the left of the obliterator.

Mode of numbering Branck Post Offices.

39. The branch post oflices subordinate to a head office will also be
numbered in a consecutive series, e. g., if there are five branch post
offices subordinate to Hauppur, they will be numbered from 1 to 5.
A branch-post office will be supplied with only the single obliterator, which
will have the distinguishing letter and number of its head office, denot-
ing to what office it is subordinate, and at bottom its own number, thus :—

=9=
A—13

—_3 =

which will indicate the third branch office subqrdihate to Hauppur. The
round dated stamp -vill indicate the name of the olfice in which the
cover was posted_ -

Mode of numbering Slamps for the Travelling Post Qffice.

40. The travelling post office on the East Indian Railway is con-
stituted a separate circle, and is under the supervision of the Chief .
- ‘Inspector, the distinguishing letter of the. circle being T. The several
sections, and the sets of clerks working in each section, are distin-
guished by the name of the head quarter or record .station, and
by numbers. There are eight local sections numbered consecu-.
- tively from 1 to 8; the sets of clerks working in each section are
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numbered from 1 upwards, e. g., the Scctions from Mud(_lapore to Cal-
cutta and from Muddapore to Dinapore, the head quarter station of
which is Muddapore, will have stamps made thus :—

T
3 “y
MUDDAPORE

JAN.3.

The distinguishing letter T will denote the travelling post office, the
figuro on the right hand will dendte the number of the section, and
the figure on. the- left hand will dondte the number of the sct of clerks
working in that section, the name ‘“Muddapore’”” will denote the
head quarter or record station, to which all references are to be made
and documents returned. :

Mode of distinguishing Stamps for Frontier Sections.

41. The frontier sections will be similarly distinguished by the stamps
used by them, except that the letter F will be added, thus:— .

The letters F. T, will denote that it is a frontier section of the
travelling post office, the figures 2 on the left hand and 8 on the right
hand will denote that it is the second set of the third seckion, and the
name will indicate that the head quarter station is at Allahabad. '

Stamps for Travelling Post Oj’wea in other circles may be similarly letlered
: ' and numbered. '

42. The travelling post offices in other circles under the control of
the several Postmasters General, will be supplied with stamps similarly
constructed, the distinguishing letter of the circle being used to indicate
the circle in which the travelling post office is working. In case frontier
sections are established in other cireles, théy will be denoted by the letter
. .F. being added, e g., the letters B.F.T. in a stamp will denote the Bombay -
frontier section. o SR e S
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Enumeration of Slamps required in a Travelling Post Office.
43. The only. stamps required in a travelling post office are—

1. The double obliterator (dated).
3. The round dated stamp.
4. The octagonal transit stamp (dated).
5. (The uvnpaid sorting stamp.
7. The postage due stamp.

11, The missent stamp,

18. The letter mail scal.

19. The registered seal.

These sl-muld be of exactly the same size and shape as is prescribed for
stamps to be supplied to all post offices.

Dead Letler Office Stamps and Seal.
44. Tho stamps supplied to a dead letter offico will be square, thus :—

Dn L- ol Dt Ll oc D. L. o'
. CALCUTTA, | - MADRAS.

BOMBAY, : Aug. 10. | Aug. 10.
Aug. 10. . FREE Postage i:e

The letters D. L. O. will denote that the stamps are those of a dead
letter offce, and the name of the head quarter station will indicate the
articular dead letter office in which it is used. The dated stamp will be
impressed on all covers received ; the free stamp will be impressed on
covets issned on.which no postage is due; the postage due'stamp will
be impressed on cgvers issued on which there ave claings for postage,

A seal shaped thus :— : :

D.L.O.
MADRAS |
AUG 10,/

will be used to close bags and packets, and seal up covers that may be
opcned and reclosed after examination of the contents. -

.. . Names of Post Twms to be cut on diameter of Stqin_p.. .
-« 45.'In making' the ‘stamps the names -of post towns should, if
-, possible, be eut in a straight line on the diameter, - The letters can thus

- be more easily and perfectly cut, and the ‘stamp can be.more easily
cleaned. “The names of the months should be distinguished by the three
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first letters of eacli. There is no necessity to supply type denoting:
the year with any stamp. : :
’ Supply of' Type.

48. The supply of type figures with dated stamps should be in pro-
‘portion to the use made of them. To stamp each date once in a year,
the following use is made of the several figures:— .

The figunre 1 isused 163 times

2 2. ” 155 ”
»n J » b4 »
»n 4 1 36 2
» 5 7] 36 ”
2 6 - 3 36 I}
» 7 » 36 »
) 8 Y] 36 »
» 9 R 4 Y]
0 »» - 85

therefore, of the ﬁgur:;s 1 and 2, three times as mnu; should be supplied,
as of any other figure,

Sheet of Diagrams and descriplion of Stamps and Seals.

47. A sheet on which diagrams of the several stamps used are given

will be found at the end of this chapter, and the use and the object of .

each stamp will now be described. The number given to the stamp will .

indicate the diagram on the sheet referred to. '

No. Y. Tke double cblilerator is used for defacing postage labels and

also impressing the name of the post office and the date of posting on a

cover. Inadisbursing post office the obliterator will have only the dis-

tinguishing letter of the circle and the noraber of the office. In non- - -
disbursing offices it will have the distinguishing letter of the circle, the - -
distinguishing number of the office it is used in, and also that of the dis-
bursing office. _
. No. 3. The single obliterator is supplied to minor post offices only; and -
1s used in defacing postage labels. Et will have the distinguishing letter .
_of the circle, the distinguishing number of the office it is used in, and
* " also that of the head office. -

No. 3. Z%e round daled stamp is impressed on letters, newspapers, and
packets to indicate the name of the post office and the date on which
they wra poated for desputeh, or reeoivil for delivery. In largo post
oflices where there ure more deliveries than one in the day, the delivery
dated stamp (No. 6) will take the place of the round dated stamp. The
round dated stamp will not be necessary on covers'imspressed with the
double obliterator, -~ = ' '

7 No. 4. The octagonal transit stamp is impressed. on nll sorting letters,
newspapers, parcels, and packets passing tifrough a post office in transit;
it indieates the namie of the post office and the'date on which tha cover
‘was received and sent forward. - - . . .. L
~ *No, 6. The unpaid sorting stamp is impressed only on unpaid letters and
.. mewspaperts senf. in & sorling packet ;_the objeeb of it is to show that .
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the covers were included in a sorting packet, and that, thercfore, they

© were not charged against the office of receipt, and that credit is not duc

for the postage on such covers when they arc forwarded to destination. .
-No. 6. The delivery dated stamp is used in the place of the round dated

stamp in such post offices as have more deliveries than one in the day.

It indicates not only.the name of the post office and the date, but also

the number of the delivery in which the covers were made over to the

peons. This information assists enquiry when complaint is made of delay
in the delivery of a cover. The figures indicating the delivery should
be fixed figures, separate stamps being provided for each delivery.

No. 7. The postage due stamp is impressed on covers which arc posted
unpaid or insufficiently paid, as well as on covers charged with re-directed
" postage. The amount of the postage due on the covers should be written
into the space provided for it within the stamp. For some of the
Invge offices, figures indicating tho amount of postage due, i. ., 1 anna,
2 annas, 3 annas, may be cut in the stamps, thosc offices being supplicd
with stamps representing each amount.

No.-8. The registered letter stamp is impressed on all letters and news-
papers registered in a post oflice. It indicates that the cover is regis-
tered, and it has spaces for wriling the name of the offico, date of regis-
tration, as well as the number and weight of the cover. For larger
offices, the name of the office may be cut in the stamp so as to form part
of the impression. _ '

No. 9. The parcel stamp is impressed on parcels only, and in addition
to the information just deseribed as furnished by the registered letter
stamp, it indicates the postage due on unpaid pareels, which is written,
into the appropriate space within the stamp.

No. 10. Tke too lute stamp is impressed on covers posted after the mail
for the day has been despatched, to indicate that they were posted too
late to be forwarded by that day’s mail, and consequently were delayed
~ for the next despatch., i T
- No. 1. Tke missent stamp is impressed on novers received in a post
. office to which it shculd not have come either (or delivery or in transit.

.. No. 12. The re-directed stamp is impressed on covers which have
the addresses on themn changed, and are sent to another post office, becausa
the addressee lhas removed o that post town. : : -

No. 18. The refused stamp is impressed on’ covers the addressees pf
which for auy reason’refuso Lo recoivo thewr, T4 wlso indicates the elasy
to which the covers beloug, when they aro received in the dead letter
office, and assists in their disposal there,

No. 14. The single barred obliterator is supplied to experimental

post offices only, to.be used in defacing postage laliels, during the
experimental period of the oflice, or until a nunmdbered obliterator is

. -supplied. : ' ' o

. No. 15. The Dead Lebter Office Stamp is impresSeri in the dead letter
officc on all covers received. It indicates that the article has passed
'~:tiﬁrough the dcad letter office, and the date onwhich it was received
there,’ S ' : o o
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No. 16. The Dead Letler Ofice free stamp is impressed on all covers
issued from a dead letter office on which no postage is due, or realisa-
ble on delivery to the addressee or the sender, as the case may be. .

No. 17. The Dead Letter Office postage due stamp is impresscd on all
covers issued from o dead letter office on which postage is due, and
indicates the amount to be realized on declivery of the covers to the
addressees or the senders, as the case may bo.

No. 18. The letter mail seal is used in sealing transit bags and packets.
It is also used in attaching bundles or packets of registered covers
to the letter chalan (Form 11 and 11a). In some of the larger post
offices, this seal may be supplied with moveable date type. ‘
. No. 19. The registered seal is used in sealing bags and packets exclu-
gively containing registered letters, and will be required only in important
post offices where scparate bags or packets of registered letters are made

up. Moveable date type may also be supplicd with this seal.

No. 20, The parcel mail seal iz used in sealing hags containing parcels
despatehed from a post office. In somec of the larger offices this seal
may be supplied with moveable date type. i

No. 21. The Dead Letter Office seal is used in the dead letter office in
sealing bags and packets despatched, and in sealing letters, packets and
parcels which have been opened and reclosed. It may also be supplied

with moveable date type.

-

Ink and Stamping Pads,

- 18. A supply of ink pads and stamping pads, of approved patterns
(which will Be obtaioable from the Alyghur Workshop), should always
he available in the central depdt in ench Postmaster Geueral’s office.
"They may be procured from the Yostal Workshop at Allyghur, or from
local contractors, as may be counsidered preferable by the Postmaster

‘General; but care must be takeu that they are made of the standard
- patterus, and that the rates paid to local contractors do not exceed the
* rates for articles of similar size, pattern, and material prevailing in -the

workshop ; these rates may be ascertaived from the superintendent, Ink
pads and stamping pads are of dillerent patterns, and made of different
material, Some are axpensive, pi.others wot so. The Postmaster
General must xercisq his judgment in issuing- Jiads; and supply them

- of patterns suitablé to the importanee, or otherwise, of the offices

in which they are to he used. Tndependent postmasters will - make
applications tor pads direet o the Postwmuster Genersl; for other post
ollices they will be applied- for by ithe inspeetor of the division.
A record should Le kept in the central depdt of the. dates on which
pads are supplied. to each post oflice. When application” for mew pads
is miade, the old pads should be returned, the dates on which they
wery issued sléouldbe' referred to. and the pads examined. It will be
possible to judgo whether they have become unservieeable froma fair <venr
and {eur, or fiom'any ncglect or’ misuse. When it is found that suffi-.-
cient care has riot been taken of pads, the officer in charge of tlie office .

should be required to make good their value, - -
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_ Receipt for preparation of Stumping Ink. ‘
- 49, To obtain clear impressions from stamps, it is necessary that the
- stamping ink should be properly prepared. Black stamping ink may be -

prepared as follows :— B
Boil pure linseed-oil (natives generally sell this oil in an adulterated
" state), in a vessel capable of holding three times the quantity, on a
slow fire, until it ignites spontaneously. Let it barn for ten minutes,
and when drops of the oil, on cooling, become sticky, mix a sufficient
- quantity of lamp black with this boiled oil, rubbing them well together.
Pounded charcoal, reduced to an impalpable powder, answers, though
‘not so0 well as lamp black, for black coloring matter.

Stamping Ink may be supplied to Post Qfffices.

B0, Stamping ink is very generally carcleysly propared in post offices,
and, thercfore, it may he advantageous to obtuin it from the DPostal
Workshop at Allyghur, or prepare 16 in the central depdt and issue it on
requisitions from post offices, the cost being realized from the postmasters

“or deputy postmasters to whom it is sent, when, as is usually the case,
fixed contingent allowanees are given. The Postmasters General will
excreise their diserction in vegard to this suggestion.

SECTION IIIL.
. 8CALES.

Descriptivi of Scales; stock to be kept in Central Deplis.

. Bl. A stock of scales of every description will be kept in the Tostal
Workshop at Allyghur, and supplied, for use in all the post” omues
throughout India, on indents mado by the sevoral Postmasters General.
MThe scales will be of diflerent kinds, ves, :—
{1.) Letter scales.
The Ladder seale.
» Beam scale (large size).
n o ou g (sl wine),
»» Dlatiorm scale (large sizc).
» » »  (small size).
»» Indian jewellers’ scale.
(2.) Parecl scales.
The large sized beam scale.
s» Platform scale. :
. Postmasters General should keoep a supply o
_ scales in the central depdts at thei
“to post offices as they arc required

f ,ea.;:h deseription of

.. Independent postmasters and Presi- . -

r head quarter stations, and issue them's . . -
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dency postmasters will make applications to the central depéts for scales
réquired by them. Inspectors will apply for the scales required in all
the other post offices in their divisions. The Postmaster General will
see that each post office is supplied with the description of scales adapted
to its importance and requirements. A register should be kept in the
central depdt of the scales issued and the dates on which they are issued
to each post office.

Scales to be kept clean. !

52. The officer in charge of a post office should see that the scales
and weights are kept clean, and now and then test them, the necessary
delicacy of movement in scales can be obtained only when they are
perfectly clean. When an inspector visits a post office, he should
examine the scales and weights, test them and satisfy himself that tbey
are in good order and correct. ' :

Scales and Weights to be lested.

53. Ladder scales may be tested by placing on them weights, the
correctness of which has been ascertained. Beam and platform scales
may be tested by placing a weight on one side, and some substance df
exactly equal weight on the other; tbe weight and the substance should
then be made to change places, and if, when this is doue, the scale main-
tains its balaunce it is correct, otherwise it is imperfect. "When weights -
require to be tested they should be sent in to the central depét.

Imperfect Scales to be renewed.

54, When scales are found -to be imperfect, or become unfit for
further use, application should at once be made to the Postmaster General
for new ones. The Postmaster General will issue new scales and requive
that the old ones be returned ; when they are received it should be noticed
how long they have been in use, and whether they beur any indication
of having -been injured by neglect or misuse. If there be.reason to
believe that. they have been injured, otherwise than by fair wear and
tear, the postmaster or deputy postmaster should be called on to make
good their value, or the cost of repair.

Repair of Scales and Weights.

- b5. Scales and weights may. be repaired by local artifice:s, or sent to
the workshop at Allyghur for repair as the Postmaster General may
consider most advantageous, If they are sent to Allyghur, they will be
returned to the central deppt after repair.
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SECTION TV,

FURNITURE.

Enumeration qf Jurniture,

58. Owing to the great diversity of the requirements of different post
ofﬁc&e, it is' not possible to describe furciture in a way applicable to all.

'he number, the size, and the patte.. of the scveral articles of furniture
required in a post oﬂice, will vary accordmg to ifs position, impurtance,
and the accommodation available. The principal articles of furniture
required in an ordinary post office are as follows : —

. Portable letter boxes, (when such are used.)

Noticc boards marked * Letter Box,” “Post Office,” *Dostal
Notices,” “ Unelaimed Letlers,” &e.

A table for sorting and stamping covers taken from the letier box.

A preliminary sorting ahniral,

One or more sorting almiraha.

An almirah for sorting packets.

A rack for bags.

A table for the opening of mails.

A semi-circular distribution table.

An almirah with compartments marked nlphabetlcally for articles
“in depesit, with a secure fastening and good English lock.

A large strong box for keeping mails received between the deh-
verles. 3

A table for sortmg and stamping parcels taken from the parcel -
box.

An almirah for sortmg parcels.

A large strong box for parcels in deposit or wmt.mn- delive

Desks for the. postnaster or deputy postmaster, the head clerL or
such other clerks as may require them.

A treasuro chest or strong box for money, with a good English
lack, ar two different lacks whera tha coutrol of noney iy divided
between the postinuster and a subordinate,

Stools for clerks and peons.

Chairs for the postmaster or deputy postmastcr and one or more
of the senior clerks.

Lamps, or candlesticks, as may e necessary

A dock.

One or more almirahs for records, blanL books, forms, &c

Manner of aupplymy Purniture.

57. When articles of farniture are required in a post office, an a.pph-
- cation for sanction should. be made to the Postmaster General by the
postmaster, in the case of an independent offics and in other cases by the
inspector, an estlmate of the oost bemg annexed I the Postmnster

M'
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General is of opinion that the articles are necessary, he will consider
whether it would be advantageous to authorize the officers submitting
the application to make up the articles required, agreeably to the estimate
forwarded, or to arrange for their being made elsewhere and order
accordingly. TFor places in the vicinity of Allyghur, articles of furniture
can conveniently be obtained from the Postal Workshop at that place,
and in the case of small articles, such as portable letter boxes, this
workshop may conveniently be resorted to over a larger area.

Furniture to be cleaned daily.

58. A postmaster should see that all the furniture in the office is
cleaned daily, not misused, and carefully kept. He will be responsible
for, and be called on to make good, any articles detected by the inspector,
when making an inspection of the office, to be lost or injured by care-
lessness.

SECTION V.

GREEN TWINE.

59. Green twine for binding registered letters will be supplied by t{
Superintendent of Stationery. Indents for the quantity required for ulsu '
in the post offices of each circle will be prepared by the-several Post-
masters General. On an average two feet of twine is sufficient for a
letter, and the quantity required in each post office may be ascertained
by allowing this quantity for the number of letters registered in it.
The indents will be forwarded by the Postmaster Gkneral to the Director
General’s office before the 1st January of each year. After examination,
the Director General will forward the indents to the Superintendent of
Stationery for compliance, and the twine will be jorwarded by him to
the several central depdts, from which it will be issued! to the several post
oflices eoncerned in parcels on postal service, and the acknowledgments of
the postmasters and deputy postmasters to whom it is supplied obtaiued.
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CHAPTER IX.
SUPPLY OF FORMS, LABELS, AND ENVELOPES.

Forms from whence supplied.

1. The forms required in post offices in Bengal, the travelling post
office on the East Indian Railway, and Burmah, are supplied by the
Superintendent of Government Printing, or by the Jail Press, Calcutta.
Forms required in the Bombay, Central Provinces, and Sind Ciccles, are
printed in the Postal Printing Press in Bownbay. The Postmasters
General of other circles make arrangements for the printing of forms
under contract with the sanction of the Dircctor General ; the Oude and
Rajpodtana eircles being supplied under the contract for the North-
Western Provinces. : '

_ Biuding of Books.

2. Expensive binding for books should he avoided ; except for cash
books or other records of a permanent nature, kharwa cloth covers will
answer every purpose.

Forms to be uniform, and use of unautkorised Forms prokibited.

3. It is essential that all the forms used in post offices throughout
India be printed on paper of uniform size,* that they have the same
columus, and that the width of the several columns be uniform. A set of
specimen forms will be supplied by the Director General to each Postmaster

- General, and he will observe that the forms issued by him correspond to

them. 1n some forms, including most of those designed for brauch offices,
the headings, &ec., mustbe printed in the vernacular as well as in English.
The introduction of forms other than those authorised by the Director Gene-
ral, except forms prepared for some special and temporary purpose, is strictly
prohibited. If the TPostmaster General considers the adoption of an
unauthorised form to be nccessary, he will address the Director General
stating the object of and necessity for the new form, and obtaiu sanction
before its use is prescribed.

Supply to be kept in the Central Depbt and i.i.m_ed on Indents.

4. A supply of books and forms will be kept in the central deplt at
the head quarters station of each Postmaster Genecral. Independent
postmasters will submit indents (Form IX1) for the formsand books

-+ ® Tansit clialans (parcel aud bullsck ‘train) may, ‘when si{ppuea to afices from which

few parcels or packuges are despatched, be only Lalf or two-thirds us long as those sapplied
ta the larger qﬂ_ices.u _ - o C- : L _
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“required for their offices. Inspectors will submit indents for the forms
aud books required in all the oflices under their control. The ‘indents
munst be submitted half-yearly on the 1st January and 1st July.

Ezxamination of Indents.

6. The indent will show the number of each .description of forms
required for use during six months. It will show the number remain-
ing in store, (to fill iu this column the stock in hand should be eavefully
counted,) and it will show the number of forms of each kind required on
that indent. The knowledgze possessed of the importance of an office,
the transit lists, (Forms I2 aud II15), and the indents of previous
half-years, will enalble the céntral depot to check the requirements
mifide for forms and to correct superfluous indents ; this should be atten-
tively and jealously done, hecause the tendency generally is to ask for
" more forms and -books than are actually nccessary, and to waste, and
misuse them wlen they are olitained.

Despatck of Forms.

6. Whon the indents have becn carefully checked, and such correc-
tions or reductious as may be necessary made, the number of [orms
and books to be supplied to each post office, ns passed by the Post-
master General, should be sent direct to each office, 2 memorandum of the
forms and books being forwarded to each postmaster or deputy post-
master, and his ackvowledgment obtained on it. Packets- containing
forms and books should be forwarded as postal parcels.

Supply of Forms appertaining {o Accounts,

7. All tho forms appertaining to accounts, Chapter X, will be printed -
in Caleutta, under the supervision of the Compiler, aad will be supplied
by -him to the several central depdts on indents made by Postmasters
General. This arrangement is based on the necessity of having the
account forms printed in the same style, and on the fact that many of the
forms involve difficult printing, :

Labels and Envelopes.

8. As printed labels and envelopes are now for the first time to be
brought iuto use, a few remarks respecting them will be made.

Labels.

9. In order to lessen the chance of missending packets, transit bags and
parcel bags, owing to imperfuclion or indistinctness of address, printed
labels are issied for use. The Postmaster General will be guided by the
transit list (Forms I2 and II15) of each post office in supplying it with
labels. The labels may be printed on sheets, each sheet concaining a
number of labels bearing the name of the same post town. A label should



TIitlE INDIAN POST OFFICK MANUAL -

CHAPTER IX.—SUPPLY OF FORS, &cC.

have the name of the post office of address very distinctly printe;i in
block type. The nature of the contents of the bag or packet it is
to be used on should be indicated by the words— "

Station Packets (printed in black).

Sorting Packet (printed in red).

Transit Bag (printed in black). .
Papcel Bag (printed in black on yellow paper).

The labels put on bags and packets addressed to sections of the
travelling post office will be printed in red, and will have the words
“ Up Train” or “ Down Train,” and will be used as neeessity requires.
The dimensions of a label shiould be 4 inches long by 24 bread. A
specimen is given below :—

BARASET

g Stawp of
STATION
 Despatching | "
Office. , PACKET

Manner of using Labels.

10. The round dated stamp should be impressed on the left hand
lower corner of the lubels used each day, the labels required for bags
should be pasted on picces of wood, or cloth paper, and when
used should be securely tied to- the mecks of the bags, as has already
been described in Chapter VIIT .in the section on bags. Labels are not
necessary for bags exchauged between a head office and the branch
offices subordinate to it, the bags used for this purpose having, as
described under the scction bags, the mames of the head office and
the branch office printed, one above. the other, on the outside of
the bag. R : :
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Envelopes.
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will ‘be supplied to every disbursing and non-disbursing

11.  In order tosecure the
correct conveyance of docu-
ments, such as lower portions
of chalans, registered letter
receipts, parcel chalans, &e.,
when they have to pass
through a sorting office
(<. e., when they are not sent
in a station packet), post-
masters and depufy post-
masters are, supplied with
envelopes, (vide specimen in
the margin), and 1t should be
strictly enjoined that all such
documents be placed in one
envelope addressed to the
post office of destination. Tt
will not be necessary to use
envelopes in cases whare
direct packets are exchanged.

Size of Envelopes.

12. The size of envelope
should mot be. more tha
73" %3". One sheet of ordi-
nary sized Serampore paper
will make eight envelopes,
They should be printed on
sheets of paper, the work
of cutting them out and
pasting them up will be done
in the post offices to which.
they are supplied.

Envelopes addressed to Compilers Ofice.
13. Envelopes for documents transmitted to the Compiler’s office

post office

in India; they will be made of yellow paper, and be of sizes adapted to
the requirements of the several classes of post offices. To distinguish

the covers contuining documents

office, the wqrds——-

“« For the Account and Audit Brau
“For the Check Branch,” :

for the two branches of the Compiler’s

-will be printed on the upper left hand corner of the envélo.pes.v
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Supply of Envelopes.

14. The envelopes required will be included in the hall-yearly indent
for forms. The Postmasters Geuneral will be careful.to see that the
number of envelopes asked for is not excessive. Postmasters and deputy -
postmasters should be held responsible that they are not used for any
other purpose than that for which they are supplied. Inspeetors should
not use them for the correspondence of their offices.

Stock Register of Forma.

15. The clerk who is entrusted with the care and issue of forms in
the central depdt, will keep a stock register (Form IX 2), in which Le
will enter all the forms received from the press and those issued to
post offices; one sheet of this register will be assigned to the account
. of each description of form. The stock in hand should be periodically
counted by some responsible officcr, and the balances shown in the
--stock register checked.



CIAPTER X.

ACCOUNTS.
Division. of Pust Oﬁces.

1. For convenience in the adjustment of accounis, the post offices
in India are divided into the following clusses :—

- (1). Branch post offices.
(2). Nou-dishursing post offices.
(3). Disbursing post offices.

4 Branch Post Office.

9, A lranch post office is attached to and forms part of the subordi-
nate delivery of a head office, 'l‘hc_hend oftice may either be a dis-
bursing post officc or a non-disbursing post office. A branch post
oftica delivers to the addressees, and collects postage due on covers which
have been charged against the head office. A braoeh post officq renders
an account daily on the buck of the chalan (IFPorm V1), which it réturns
to the head office.. The collections of postago aud the remiltaunces to
the head officc are recorded in the remittance book (Form Vé), which
is sent in original at the end of every month to the head office.

A4 Non-disbursing Post Office.

3. A non-disbursing post office is subordinate to a disbursing post
office ; it collects and accounts for postage due on-covers charged against
it, the vouchers, . ¢., the chalans, claim bills, &c? being forwarded dail ¥ .
and the indices, &c., at the end of each mouth, t_(!,the chieck branch of the
Compiler’s office. The only account book kept in a non-disbursing pdst
office is the peon’s book,” (Form Isa) which will bLe subsequently de-
scribed. At the end of each month it submits the monthly abstract of
postage account (Form X 3) to the disbursing pest office, there to be

incorporated in the general account current (Form X 1) of that office.

4 Disbursing Post Qffive.

4. A dishursing post office is the office of account for all the postal
establishments attached to it. It collects and.accounts for postage due
on covers charged against it, the vouchers, 4. e, the chalans, claim hills,
&c., being forwarded duily, and the indices, &c., at the end of each
month, to the check branch of the Compiler’s office. It incorporates
the accounts of postage collections of all the non-dishursing post offices
subordinate toit in'its generul monthly account current. It prepares bills
for the salaries of its own establishment ‘and the establishment employed

—————-io_non-disbursing and braich post offices, and on mail linés attached

to it. . It “obtains E&m?‘éfhmey—to—paf—ihese_luﬂs,_% .
‘pay the Dbills of other officials of the Department, the adjustment of
which it is found’ conveuient to assign fo it. "It is the medium of
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communication between the audit branch of the Compiler’s office

and the officials who prepare these bills regarding retrenchments from
them. '

Accounts vendered and money drawn jfrom Treasuries by Disbursing
Postmasters only. . .

5. Accounts current are rendered to the Compiler only by disbursing
postmasters; they are the only officers authorized to bave monetary
transactions with treasuries, except that subordinate deputy postmasters
are permitted to pay in collections to tehseel and other treasuries.

Disallowments of Check Branch, Compiler’s office. .

6. When mistakes are deteeted in the check branch of the Com-
piler’s office, notices of disallowments will bo issued to disbursing and
non-disbursing post olfices. Disullowments in the dead letter office
will be poted on the dead letter bills returued. These must immo-
diately on receipt be entered in the abstract of the postage account in
the peon’s book (Form I8), whether they can be satisfactorily explained
or otherwise. If a postmaster or deputy postmaster can satisfuctorily
explain a disullowment, be will be furnished with suthority from the
Compiler to charge the amount of the disallowment subsequently-
oxplained in the account for the following month.

The Peon’s Boo.ﬁ:.

7. The account of postage due on covers received ir disbursing and
non-disbursing post offices, is kept in the peon’s book (Form Is and
I 8a ), which comprises—

(1).—The daily p&sta.gé account,
(2).—The account of postage on articles in deposit.
{8).—The abstract of the postage account.

The Daily Postage Account in the Peon’s Book.

8. The daily postage account is a detail of the distribution of the post-

age due on mails received, the totals always agreeing with the duily totals

. of the letter and parcel receipt registers (Forms I7 and Il4). It also
includes the postage due on covers delivered from deposit. The postage
due on covers returned as undeliverable by peons is deducted, and the
balance is the amount of postage whieh each peon has to pay into the office,
To the amount of postage collected by peons is added the amount reccived
from the subordinate delivery, and also the amounts credited on account

. of disallowments by the dead letter oflice and by the check Lraneh of
the Compiler’s office; the total shows the net eash collections of the day.

The Deposit Accouns in the Peon's Book.

ﬁ—f-'"*----_-_-—““'“*.'?j“A‘l’l_the covers which cannot be dispesed of “when the mails are
- distributed in the delivery made by peons attached to the post office, are
P ) ) . ’ ’ N ’ .
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placed in deposit. The covers returned by the peous and also by the
subordinate delivery as undeliverable, are also placed in deposit. The
postage due on these covers is added to tbe balance of the previous day
(if there be any) of the deposit account. Covers are issued from deposit

(1).— By redirection to other post offices.
(2).—By being given to peons for delivery.
(8).—By being sent to the subordinate delivery.
{(4) —By being sent to the dead letter office.

The postage due on covers so disposed of ' each day being added to-
gether, and the total dedwncted from the total of postage due ou covers
received into deposit as described above, the balance represents the
postage due on vovers remaining in deposit that day.

. The Abatract of Postags decount in the Peon’s Book,

10. The balances.of the previous month of the deposit and subordi-
nate delivery accounts are brought forward in the abstract of the postage
account. The total amount of postage due on covers received from the
1st of the mounth to the date on which the account is made up, and the
total of the disallowments of the dead letter office and the check
branch of the Compiler’s office; are also entered, aud a total is made.

This total represents the liability for postage of the office. The deduc-
tions admitted are— . .

(1).~—For postage due on covers redirected from lst of the month
to the date on which the account is made up.
. {2).—For postage due on covers sent to the dead letter office.
(3).—For postage due from the subordinate delivery.
(4).—For postage due on covers in deposit. :

These items being added togecther, and the amonaot deducted from the
total above described, the balance represents the cash collected for postage
from the 1lst of the month to the date on which the account is made up,
and corresponds with the general total of the daily postage accouut.

Preparation of the Deposit and Absiract of Postage Adccounts.

11. The items in the deposit account and the abstract of the postage
account, are taken from other accounts and registers; references indicat- -
ing where each item is taken from, and with which each corresponds or

‘agrees, are given in the form- of the peon's book (Form I8), and in making,

up the accounts cave should be taken that they correspond with the items
in those accounts and registers, = -

] Form of - Paon’s Book fér Noy-dishursing Poat Oﬁcaf
12, In the form of peon’s book (Form I8a) to be used in non-dis- -
rsing: post officés, lines are added in the abstract of the postage account

. Orenry Of l‘e.m.itta[‘lces 0 qas 0 The treasu Y, 8na-1o DAlaAnce of
.. the cash remaining in hand ; it is, therefore, a complete record of all the
cash transactions of the office.. - = = .- . O o :

%
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Remittances of Revenue to the Treasury from Non-disbursing
Post Offices.

13. Remittances of revenue should be made to the treasury from-
non-disbursing post offices as frequently as is necessary; the balance
of cash retained should never exceed Rs.50. When money i3 sent to
the treasury, the memorandum of remittances (Form X 15) with the
amount remitted entered in it, should accompany it; theacknowledg-
ment of the treasury officer w1ll be glven in this book At the end
of the month a total will be made in the memorandum of remit-
tance, and a receipt (Form X 15 a) for the total amount paid during
the month, will be obtained from the treasury officer and attached
to the copy of the abstract of postage sent to the disbursing post
office.

" Disposal of postage collections when a Treasury is nol at kand.

14. When there is no tehscel or local treasury withia conve-
nient distance of a branch or non-dishursing post office, the deputy post-
master may be permitted to retain the postage collections for a month,
intimating having done so when submitting the remittance book
(Form V@) or the monthly abstract (Form X8); the amount will be
shown as cash balance in the general account current of the disbursing
post office (Form X1). The postmaster of the disbursing post office
will deduct a similar amount, or as much of it as will be available from
the pay of the establishment of the post office, or an adjeining mail
line, and pay it into the treasury as the revenue of the post office
concerned, authorising the deputy postmaster to disburse the amount
in deposnt with him in payment of salaries. Any difference in the
amount of postage collected and the salaries to be paid, will be adjusted
by cash remittances by the hand of an overseer or a peom, or in the
mail bag made up in a seourely sealed parcel. Such an arrangement
will facilitate the payment of salaries to subordinate establishmeants, -
and at the same time avoid or dimioish {he risk attendant on the con-
veyance of eoin by post. Whenever it is considered necessary fo adopt
the plan described above, a full report describing the locality of the
Lranch or non-disbursing post office, must he made by the inspector
of the division to the PostmasterGeneral, and his sanction obtained ;
a copy of the Postmaster General’s order should be forwarded to the
Compiler for information.

Ca.u’t Book to be kept in Nou-rluhtramg Post Offices whick are also
Bullock Traiu dgencies. -

16. In non- dlsbursmg post ‘offices which are also bullock tmm or
passenger scrvice agencies, it will be necessury to keep w cash hook
. {Form X 2), the collections of revenue being entercd in the appropriate
columns on the debtor side, and the remittances to the treasary- on the -
— ~—creditor side;-the balance-will MPMQMMW
deputy postmaster.
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-Tﬁe Cash Book.

16. In disbursing post offices it is necessary to keep a cash book
(Form X 2). The total postage collected each day (vide the daily postage
account in the peon’s book), will be entered in the appropriate column

.of the cash book.

Daily Absiract of Bul!ocl: Tram Iransactions,

17. In post offices which are also bullock train agencies, the accounts
of the bullock train will be kept in the form of daily abstract of bullock
train transactions (Form H1). The net collections of each day as shown
fn this account, should be transferred to the cash book. The total made
at the end of each month in the cash book, will agree with the net
collections for the entire month as shown in the monthly abstract of
bullock train transactions. (Form X3 a.)

Daily Abstract of Passenger Service Fares.

18. In post offices where fares are realized from the passenger service
or Punjab military. van ddk, the account will be kept in the form of
daily abstrast of passenget service fares (Form G 1); the net collections
of each day will be similarly transferred to.the cash book, and the total
made at the end of the month will similarly agree with the net col-
lections for the entire month as shown in the monthly abstract of pas-
senger service fares, (Form X3 1.)

Miscellaneous collections.

19. Miscellaneous cash receipts, such as sale proceeds of waste paper,
unserviceable articles of stock, value of stamps found in tbe letter
box, fees for window delivery tchets &c., will be entered in the cash
book as they are received, a detail of each item being written in the
appropriate column.

Jotal of revenue lo be made in the Cask Book.

20. The items described in the preceding paragraphs, i. e., the post.
‘age, the bullock train, and the passenger service colleetlons, and the
miscellaneous receipts, should be added together, and the total entered ir
the column provided. for it in the cash book. This totu.l will represent the
revenue of the office for that day.

-Sums drawn from the Traamry lo be cntered in the Caaﬁ Book. -

21. Amounts drawn from tho treasury, in the manner hereizafte
explained, for the payment of salary and eontingent bills, the prepara
tion of which will. be subsequently-adverted to, will bo eredited in th
cash book and a total carried into the appropriate column.

. Graud tolal of the debtor side of the Cash Book.

-"22. The cash balance of the preceding.day, the totsl of the revenu
in “column 8, and the total receipts from the treasury in column 9 bem'

added together, the grand total of the debtor side of | the easn book wi!
lle made. o . _ . .
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All revenue to be paid to the Treasury.

23. It is a strict rule that all sums collected as revenue be paid into
the treasury to credit of the Department. Such money is on no aceount
to be used for the payment of salaries and contingent charges, except
in such a case as is deseribed in paragraph 14; only refunds ordered by
a Postmaster Genmeral, the Director General, or the Compiler, may
be paid from revenue collected.

Manner of making remillances to the Treasury from Disbursing Post Offices.

24. Remittances -of revenue should ‘be made to the treasury from
disbursing post offices as frequently as possible, or even daily if neecssary ;
the balance of cash retained should never exceed rupees one hundred.
‘When money is sent-to the treasury, it should be accompanied by the
treasury remittance book (Form X 14), the amount remitted being
enterefl{ and the receipt of the treasury officer obtained in this book.
The amount remitted should be entered in the cash book.

Payments to Tekseel Treasuries,

25, Payments made to tehseel treasurics by branch post offices
for which the treasury officer’s receipt is received, will be entered in tho
next column of remittances in the cash book ; the two entries of remit-
tances will be added together and a total made.

" Refunds.

26. Refunds of postage erroneously realized from addressees ordered -
by the Postmaster General, refunds of disallowments made by the dead
letter office and the check branch of the Compiler’s office, subsequently
explained, and for payment of which authority has been received, will
be disbursed” from revenue collected and entered in the cash book, a
detail of each entry being written in the appropriate column.

'thej_ drawn for salary or conlingent charges.

27. Monies drawn from the treasury on account of salary and con-
tingent bills, will, whether they appertain to the office or are drawn
for any officer of the department, be transferred to debit of the account
of distribution of salaries and contingencies (Form X 7), the amount
being enteréd in the cash book, as disbursed in full ; the amount of the
salary and contingent bills will be added together. '

Balance and final closing of the Cash Book.

" 28. The minounts in eolumus 14, 15, and 18 being adided together, and’
the total deducted from tbe grand total of the debtor side, will indicate
the balance of cash in hand. The amount shounld he entered in column
20, and the eash account finally closed by a grand total being made,

: A Preparation of the Cash Bbal-._ _
= ..29.. The cash.book-must be-written-by the postmaster-himself;-erasdres— — —
- -must’on no account be made, errors being rectified by the wrong figures
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heing scored across, and correct figures written in red ink. The account
must invariably be completed before the office closes for thie day, and
signed by the postmaster in verification of its correctness.

Closing of the Cask Book at the end of the montk.

A0. At the end of the month the cash book should be closed by
having the several columns added up; the totals of columns 4, 4a, and 4b -
of cash collections will agree with the respective monthly abstracts
(Forms X 3, X 3a, and X3b) ; the total of the colurns 7 and 8 of advances
drawn from the treasury will agree with the treasury remittance
book (Form X14). The total of the columns 12 and 13 of payments
to the treasury will also agree with the treasury remittance book
(Form X 14). ‘The total of the columns of salary disbursed will agree
wilh the total of the account of distribution of salaries, &c. (Form X7).

Transfer eniries.

31. Transactions adjusted by transfer entries, such as fines and savings,
gubscription to the Post Office gnarantee fund, bills for service, hire, &e.,
are not entered in the cash book ; the necessary cntries are made in the

mouihly account current only.

The Treasury Remiltance Book.

32. It should be clearly uaderstood that money paid into a treasury
ag revenue of the department, and money dvawn from the treasury to
liquidate charges, are divectly credited and debited to the Postal Depart-
ment in the accounts of the treasury ; it is, therefore, necessary that such
teansnelions be distinelly declared at the time thoy oceur. To obtain
this object all transactions with the treasury, whether in paying in
revenue or drawing advances, should be entered 1n'a treasury remittance
book (Form X 14), each item being certified by the initials of bath the

ostmaster and the treasury officer. At the end of the month totals
ghould be made ou either side of the book, the amount being written
both in figures and letters ; the signature of both the treasury officer aud
the postmaster should be attached. A copy of the hook should be
made by the postmaster ; in column 2 (“ Detail of Remittances”) will be
entered the names of the post offices which have made payments to
treasurics, with the total amounts paid by each entered in lump sums.
The eadries of advanees drawn from the treasury in columns 6 to
16 will be copied in full detail. The colunua on oithwe wida will ho
totalled. The postmaster will sign it himsclf and obtain the signature
of the treasury officer in festimony of the transactions therein
detailed being in accordance with the entries in the account -current
of the treasury; this copy (Form X14a) will be attached to the
account enrrent (Fore X 1) rendered by thie postinaster to the Compiler.
Cousolidated receapts for payment made by subordinate non-dishursing
offices in other districts, most be obtained from the officers in churge of
the treasuries of those districts in Form X 14 a, the columns 1 to 5 only

being filled up. - i : y
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Mauner of liquidating aud adjusting charges.
33. The charges of the Postal Department are liquidated by monies

drawn from treasuries on presentation of bills, and are adjusted by the

bills being audlt.,d by the Lumpllel of postal accounts.

Description of Bills.
84. The following is a description of the several bills prepared :—

Detail of bills.

.

By whom prepared.

——

Countersigning authority.

Past office pay abstracts, which
include all officc charges as well
us pay of Lurkarns ..,

;

Travelhug poat office estabhsh
ments . -

senger service and bullock truin

Pay alstracts of wmuail eart pcu-}

- establishments

Pay ahatracts of Inspectors

‘Pay abstract of Sub-Inspectors

Fay abstruct of Compilar and of
the establishment of the Com
piler’s office

Pay - abstract of the
of the ldirector General’s office

Pay abstract of
Director Qeueral

the

Deputy

Pay abstract of the Postmaster
Gegeral and the establishment
of the
affice

Postmnster General’s

Post office coi\tingent Lills

Mail cart pnasenger service and
bullock traiu cuutmgent. bills

Conl;ingent. bills of the Dtrector
T}eﬁé?ﬂso'ﬂice '

Director
General und of the est.nbhshment}

"
} :

Disbursing Postmaster ..,

Inspectors. Or, in the
cnso of the East Indian
Railway, by the Chief
Inspector

Superintendent

Inspectors
Sub-Inspectors

Cowpiler

Directar General

"y

Deputy Divector General

Postmaster General

Di.sburéilzg Postmaaters. .,

Shperi;\toudelitt

[Ty

Director Gederal

Nil.

Nil.
Nil.
Nil.
Nil.

Dir.ector General,
Nil.
" Nil, .

Nil.

" Postmaster General ap -
to R 600. Dirce-

tor General wp to
Ra. 2,500.

Postmaster General.

Nil. .
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Detuil of bills.

By whom prepared.

Countersigaing authority.

Contingent bills of the Compiler's |
ar Postmaster General’s offices ...

Pey of experimental eatnblish-}
wments .. ves e

Trnvell';ug allowance bill of I:u-}
pectors and Sub:Iuspectors ...

Travelling sllowance Lills of Post-
masters Geueral ... -

Travelling allowance bills of Post-
muxters, leputy DPostmasters,
aud Clerka when transforred from
ouo office o another

Trausit pay bill of Postmasters,
Deputy Postmusters, and Clerke
whed transferred ...

e

-

Transit pay bills of other offices ...

Contingent  bills  for momoon}
charges on ronuera’ lines

clinrires on mail cart, passenger

Coutingont  killa for - monmng
gurvice aud l;u_llock train lioes

Bills for construction of runaers’ huts

winor poat offfces Ly depart-

13iHs for construction and repalr of }
mental agency -

aan ase

nger servico curcizges aud
bullock train carts or wagona ..

Bills for construction of mail ctrtl,} .

Compiler and Postmaster

Goneral .,
Disbursing Postmasters...

Inapector and Sub-Ins-
pector ..

Postinaster Geueral

see

Dishursing Postmaster. .,

Disbursing Postmaster...

By tbe officers drawing
the puy ... .

By Disbursing Postinaster

Su pcriul':ehdcuta

Disbursing Postmasters...

Diebursing Postinaster ...

Superintondoats

Director General.

{ Postinaster Generzl
for six wonths ouly.

Postmaster QGeneral.
Amount not to exceed
limit fixed for the
year, except on speeial
certificate. o

Director (ioueral,

Posgmaster General.

Ditto ditto.
Nil.
"aatmaster Qeneral

withiu limits senc-
tioned each year by’
the Director General.

Postmaster
within  linuts  of
smount  sanctioned
ench year by Director
Quneral,

General

Postmaster Goaernl
within litnitof amount
sanctioned by the Di-
rector General,

Postmnater Qenoral
within  Hmlts of
amount sauctioned by
the Director General,

Postmaster
within  limits _of
amouut sanctloned
annually by the
Director General.

Genernl
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Powers of Officers in sauclioning charges.

35. All permanent charges require the authority .of the Government
of India. Experimental establishments may be sanctioned by the Director
General for six months only, Contingent charges of the post office
up to a limit of Rs. 10 may be sanctioned by an inspector or in-
dependent postmaster; up to a limit of Rs. 8500 by a Postmaster
General ; and up to a limit of Rs. 2,500 by the Director General. The

same rules apply in respect to the bullack train and the passenger service,
" except that the limit placed on the Director General’s powers does not
apply in these cases. The Director General may sanction charges for
constrnction of vehicles without any limit of amount, provided money is
available in. the bullock train and passenger service funds.

Instructions for preparation of Pay Absiracts and Conlingent Bills,

30. DPay abstracts and ordinary contingent bills should be prepared
on the lst of each meonth, the formér Leing presented to the treasury
for payment, and the latter. forwarded for countersignature to the
Postmaster General’s office. The preparation of more than one pay
abstract or one contingent bill in a post office for cach month is oh-
jectionablo und should always, if possible, Le avoided. Other bills should
be prepared as soon as thd items charged in them can be adjusted. Copies
-of all bills prepared should be kept in a book.

Further instructions.

37. In preparing bills the authority on which the charges are incurred
must be quoted. Items of income tax, subscription to funds, fines
and savings, &c., must be deducted. The amount of previous errors
and retrenchments ordered by the Compiler must also be adjusted by
deductions from bills before they are presented for payment tq the
treasury, the net amount only being drawn. TPayment into the treasury
of recoveries on account.of previous errors or disallowed items is strictly
prohibited ; such amounts must always be ‘used in diminution of subse-
quent bills beforo they aro presented for payment. Bills must always
be prepared in duplicate. '

Countersignature of Contingent Bills.

38. Contingent- bills requiring tho countersignaturo of a superior
officer will bo forwarded to him by the oflicer who prepares them in
duplicato ; both copies of the bills will after conutersignalure bo relurned
to the office from which they are received. ' '

Classification of items g" 6@5"98_- -

~89. The items charged in bills should be very carefully. classified
agreeably to the detail printed on the back of them. ~Errors in clas-
sification cause much inconvenience in ‘adjustment of the itéms in the
- - Compiler’s office and they should be avoided as much-as possible.

. [ 6
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Officer by whom money is lo be drawn from the Treasury.

40. Bills drawn by disbursing postmasters will by them be presented
lor payment £o-the treasury. Bills drawn by other officers will be made
aver to the local disbursing postmaster, who will obtain money for them
from the treasury and make it over to the drawer.

Manner of oblaining money from the Treasury.

41. When application is made to the treasury for money in payment
of bills, a description of the bills will be entered in the treasury remit-
tance book (Form X 14), the entry being attested by the initials of the
postmaster. The bills prepared in duplicate will be presented at the
treasury with this book. The treasury officer will retain the duplicate
copies as vouchers for payment; he will write on the original bills the
amounuts puid and sign them, returning them to the postmaster : he will .
attach hLis initials to the entry in the (reasury remittance book. :

Original Bills lo be forwarded to the Compiler.

42. Immediately puyment for bills is obtained from the treasury
officer, the original copy, with the treasury officer’s note of payment
recorded on it, should be forwarded to the Compiler's office for
examination and audit. The note made by the treasury officer should be
entered on the oflice copies of the bills.

Entries in the Cask Book.

43. The full amount received from the treasury for all bills will be
credited in the cash book (Form X 2); the full amount will also be
charged per conira as disbursed and entered in the sccount of distribu-
tion of salaries and contingent charges (Form X 7). A detail of
payments made - wvill be entered in the memorandum of particulars
of distribution at foot of the account, receipts being obtained for every
payment in the (Forms X 7a or X 8). A similar account of distribution of
galarics must be kept by superintendents and inspectors in charge of
travelling post office establishments. :

Advances to meet -.gpacial charges.

44. Advances may also be drawn from the treasury to meet special
charges, e. ¢., charges for building new post offices, or for repair of post
office buildings, construction of vehicles or harness for the mail cart
establishment, passenger service or bullock train, monsoon charges, &c.
Funds will be made available for such advances by letters of credit
specially issued from the Director General’s office. ‘The entire amount
sanctioned need not be drawn at one time, but in convenient instalments,
as the money is required. The greatest care must be taken that the
total amount drawn does not -exceed actual expenditure for which bills
can be submitted. In applying for advances of this nature, the amount
should be entered in the treasury remittance book (Form X 14) and
a receipt- (Form X 16), prepared in duplicate, presented. with it at the -

™ fesemmeecafficer in paving the amount will attach his
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initials to the entry in the remittance boolr, write the amount paid
across the original copy of the receipt and return it to the postmaster,
retaining the duplicate copy as a voucher for the payment.

Eutries in the Cask Book of advances drawn ow receipls.

45. Advances drawn from the treasury on presentation of receipts,
will be entered in the cash book (Form X 2) in the column for contin-
gencies, also at once entered per comira as disbursed in full and trans-
ferred to debit of the account of distribution of salaries and contin-
geneies (Form X 7). ‘

Advances for work not completed.

48. Until the work for which an advance is sanctioned is completed, a
bill cannot be prepared for it; therefore, when preparing the account
current (Form )Fl) for the Compiler the sums received fvoin the treasury -
must be_held as advances recoverable, and charged under that head.
When the work is finished, the bulance required to complete the
amount actually expended should be drawn on similar duplicate
receipts and a bill prepared and forwarded to the Postmaster General
for countersignature; duplicate bills will not be required. When
returned countersigned, the hill will be forwarded to the Compiler’s
roffice for audit; the amount of the bill will be debited in the account

vcurrent to the lhead to which the charge appertains, credit being taken
per contra for the amount, and the account of advances recoverable
reduced accordingly.

Adjustment of sums overdrawn.

47. In case the advances drawn amount to more than actual expen-
diture for which a bill enn be prepared, the balance overdrawn may be
adjusted by drawing less from the treasury on any subsequent contin-
gent bill. If care be taken such instances will rarely or ever occur;
when they do oecur the Compiler will call on the ofticer concerned for
explanation, and if the reply is not satisfactory, he will bring the natter
to the notice of the Postmaster General for such orders as may be
deemed necessary. ) . '

Responsibility of an Officer drawing advances held as advances
' ' " recovérable.

48. The advances drawn from the treasury and held under advances
" recoverable, will be at the personal debit of the officer by whom the
money was expended until adjustment is effected. Therefore it will not
ooly be the duty but the interest of the officer concerned to effect
adjustment as speedily as practicuble. The Compiler will notice instances
‘of delay in adjustment and report to the Postmaster General, or in
. cases where such 8 course may be called for, the Compiler will desire the
treasury officer o make deductions in adjustment from the salary bills
‘of the responsible officer. . " S



108 ~ THE INDIANY POST OFFICE MANUAL.

CHAPTER X.—ACCOUNTS.

Sums returned as savings or salary unpaid.

49. Sums returned by overseers or by subordinate deputy postmas-
ters as saviugs or as salary or otlier charges which from any caase coul
not be distributed, will be entered in the appropriate column of the
memorandum. of particulars of distribution (Form X 7); the amount .
rcturned will be deducted from the amount originally issned for distri-
bution, the balaunce being carricd into the column of actual payment.

The total of this last column will be entered in the account of dis-
" tribution of salaries, &e. (Form X %), and deducted from the sums ob-
taived from the treasury on bills, The balance will represent the items
of unpaid salary or other charges remaining in deposit in the office.

Disposal of ilems in deposil.

650. Tho items of unpaid saluries or other charges in deposit will be
cleared off” cither by payment of those sums for which claimants _come
forward, or by bemg nsal in diminafion of subsequent bills,  Tn tho
former case, n detail will be enterved in the memorandum of particulars of
distribution. -

Memorandum of the Deposit decount to be prepared for the Compiler,

b1, A detailed memorandum (Form X 6) of the items in deposit pre-
pared in plus and minus form, must each month be submitted to the
Compiler. The balance of the previous month will be brought forward,
the items placed in deposit during the mounth will be detailed, and the
total of them added to the balance; the sums paid, or deducted from the
amount of bills will also be detailed, and the total of them deducted. The
balunee will be the amount remaining in deposit and should always agree
with the Lalance shown in the account of distributivn of salaries, &e.
(Form X' 7). A full detail of the items remaining in deposit, with re-
marks stating the reasons fof the non-disbursement of each, must be
written at foot of the memorandum. A similar memorandum should Le
prepared, each month, by superintendents and inspectors who distribute
the salaries of the establishment in a travelling post office, and forwarded
monthly to the Compiler’s office. '

Early adjustment of items in deposit,

52. Endeavours should be earnestly made to distribute all sums
drawn on hills from the treasury as carly as practicable, and to adjust,
by payment or by deduction from subsequent bills, items remaining in
depostt in order that the balance of the deposit account should always b ns
small as possible, The Compiler will observe when items are retained
in" deposit for a lengthened period and call on the postmasters con-
cerned for explanation, adopting such neans for early adjustment as may
be necessary. Postinasters will be held personally responsible for the
safe custody of monies rewaining in deposit with them. In the case
of the more important post offices, agencies of the Banks of Bengal,
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"Bombay and Madras will be available, and all amounts of salary
or charges which cannot at once be disbursed or adjusted should be

placed in them, as a floating deposit, to be drawn on by the postmaster
when uecessary. .

Acquittance Rolls.

53, The correct preparation of acqnittance rolls (Form X 7a} for
salaries distributed is an important duty, the officer who draws the bill
in which the salaries disbursed are charged, will be respousible for the
preparation of the acquittance roll- The name of every employé to
whom pay is given, should be entered in the acquittance roll, and his
acknowledgment obtained opposite to the entry. The acquittance roll
when fully completed, should be totalled, the total agreeing with the

particulars of distribution (Form X 7) ; it should be signed by tho olficer
who prepares it. '

Acquiltanca Rolls of Subordinale Post Offices.

54, Acquittauco rolls for saluries paid to the establishments employed
in subordinate, non-disbursing and brauch post offices, will be prepared
in the disbursing office, o separate sheet being made for each office.
The deputy postmasters will bo responsible that salaries are correctl
~distributed, and that the acquittance rolls are properly completed by the

ackuowledgmeut of every mau paid being affixed to them, and sent in
without delay to the disbursing post office.

Aequittance Rolls of Road Establishments.

53, The acquittance rolls (Form X 7a} for salaries distributed to
runners, banghy burdars, boatmen,-&c., will be prepared by the overseers
in charge of the several lines and mado over to the disbursing post-

master 1n whose bills the salaries have been drawn. He will be responsible

that they are properly prepared.

Filing of Acquitiance Rolls, :
58. The several acquittance rolls for the month being fully completed
and eompared with the entries in the account of distribution of salaries,
&e. (Form X 7), will hnve dockets written on them denoting the offices
or lines and the months to which they appertain; they will then be filed
for record, care being taken that they are placed in a securc almirah.
“Whea an inspector visits a post office he should examine the aequittanco
rolls, and see that they correspoud with the account of distribution of
salaries, &c. (Form X 7), that they are cleanly prepared, and that the
acknowledgment of every man paid is on them. '

Acquittance Rolls for the month of Docember.

67. Special caro must be taken in preparing the acquittance rolls
for salaries for December of eaclr year distributed in the month of Janu-
ary. After very careful examination they. sheuld be forwarded to the
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Compiler’s office, attached to the pay abstracts for January. After exami-
nation they will be filed in the Compiler’s office and will furnish valuable
information in cases of application for pevsion, or gratuity, or when
enquiry regarding the antecedeuts of an employé is made.

MMonthly dccount Current.

58. The account current (Form X1) prepared monthly in a disburs-
ing post office for submission to the Compiler of postal accounts, is an
embodiment of the cash transactions of that office, and also of non-dis-
bursing post offices subordinate to it. Trunsactlons adjusted by transfer
entries, such as recoveries of fines, savings, adjustment of previous
advances,or Compiler’s retrenchments, recoveries on account of income
tax and subscription to funds, amounts of service hire bills of the
bullock train and passenger service which do not appear in the daily
cash book (Form X 2), are detailed under the classified heads of charge
in the account current.

Non-disbursing Post .Oj' ces to submit Monthly Abstracts,

59. Non-disbursing post offices do not prepare accouuts current
(Form X1). The dally abstracts ‘of the postage, bullock train aud
passenger service (Forms I8a, H 1, G 1), should be closed on the last day
of tlie month, the monthly abstracts (Forms X3, X3s, X3b) should be.
prepared from them, and they should be despatched the same evening to .
the disbursing post office.

Pken Monthly Absiracts are delayed.

60. If the monthly abstracts of a non-disbursing office are delayed
beyond the 4th of the succeeding month, they will not be incorporated in
the sccount current of the dlsbursmo- ost office, and -2 report of the

.circurnstance will be made by the dis ursing postmaster to the Post-
master General and to the Compiler of postal accounts. In such cases
the amount; of the closing cash balance of the mon-disbursing post office -
for the previous month, will be brought forward in the account current of
the disbursing post office by being included i in the opening cash halance, -

- and will also form part of the closmo- balance, any remittances that may
bave been made will be held in abeynnce, and the acknowledgment of the
treasury officer will be so much in excess of the amount entered under * Pay-
meuts to the Treasury”. In the'following month the transactions of the two -
months should each be separately shown in the monthly abstract and
memoraudum, and the excess acknowledgment of the previous month

- referred to as the voucher.

Vouckerc to accompany Jl{ontMy dbstracts.

61. The monthly abstracts received from non-drshursmg post offices,
will be accompanied. by the followmg vouchers :-—

Acknowledgments for payments. made to the treasury.
. Bills returned by the dead letter ofﬁce durmg the month
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Notices of disallowment received from the check branch of the
Compiler’s office.

Advices of audit of service hire bills.

Bills for service hire accompanied by the requisitions for conveyance
charged in them.

Orders for refund by the Postmaster General or the Compiler, ac-
companied by payee’s receipts.

Sarutiny‘ of Abstracts.

"62. The abstracts should be scrutinized before being incorporated in
the account current, care being taken to observe—

A4.—That the closing balance of the previous month is correctly
" brought forward. '

B.—That retrenchments made by the dead letter office are
shown and accounted for. '

C—"That retrenchments by the check branch of the Compiler’s
office are accounted for.

D.—That audits for service hire bills of the bulluck train and -

assenger service are properly entered.

E.—That bills for scrvice hire are correctly made out, and that
the totals correspond with amounts shewn in the abstract.

F—That the remittances correspond with amounts admitted by
the district treasury. .

G.—That refunds shewn in the bullock train and passenger ser-
vice abstracts, are supported by the original refund orders of the
Postmaster General or Compiler, and that payee’s receipts for
amounts deducted are attached.

Submission of Monthly dccount Current.

63. The account current (Form X1) of a disbursing post office must
always be very carefully prepared and should be forwarded, before the 8th
of the succeeding month, to the Compiler’s office accompanied by all the
vouchers appertaining to it. In case the acknowledgment of a. trea- -
sury officer or any other voucher has not been received the account
current must not be delayed for it, but forwarded on' the prescribed date
with a note that the voucher will be subsequently submitted.

Description of items in Monthly Account Current.

64, The several heads in -thoe account eurrent will now be deseribed
sertalim,

-To Cask Balunce q}_“ last montk brought forward.

85, This item will correspond with the cash balance with which the
Xir:vioua month’s account was closed. It comprises the cash balance of the

bursing' post office and also of all the non-disbuising offices; a
- - detail is written in the memorandum on the reverse. . -
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T Postage Collections.

668. The abstract of postace collections of the disbursing post office
and also of the several non-disbursing offices, is copied into the columns
assigned to each office in the general abstract (Form X 3 ) which accompanies
the account current. The net collections of each office will be entered in

the memoraudum on the reverse of -the account current and the tol:al
entered in the body of it.

To Bullock Train.Collections.

67 The credits to the bullock train fand are for cash collections and
service hire bills- audited. The abstracts of tho several buliock train
agencies (Form X 3a) will be similarly copied into the general abstract -
accompanying the account current. The net amount of cash collections of -
cach oflice will he similarly transferred to the memorandum on the reverse of
the account current and the net totul amount of colleclions to the body of
it. The amount of bills for service hire for which audit has been com-
municated by the Compiler to each office, will be entered in the memo-
randum on the reverse, and the total amount entered in the body of the
account current, a debit being made per contra to the Military Department.

To Pauenger Service Collections. _
68. The transactions of the passenger service will be emuodied in the

general abstract (Form X 3b}, in the memorandum on the reverse of the " '

. account current and in the account current itself, in exactly the same way
as has been expluined for the bullock train. :

D9 Punjab Van Ddk.
89. In those offices which collect furcs for the Punjab van dilk that

. bead of account will take the place of the passenger service, the transac-
tions being similarly accounted for.

_ To-Miscellancous Receipts.

-70. These comprise sums received by sale of waste paper and unser-
v:cenble articles of stock, unclaimed property, value ‘of stamps found
in the letter-box, &e. ; the amount will be taken.from, and exactly agree

~with column § of miscellaneous receipts in the cash book.

To Advances from the Treasury.

71. Under this head will be written in detail the bills and recelpts
cashed at the treasury, the amounts being those shown as debitable to
the post office in column 11 of the treasury remittance book. The
total w:ll nl\mys agree with the total of that column.

To Deductions from Bills.

72. Sams deducted from bills Lefore they are cashed at the treasury,
for fines, for savings; in adJustment of previous ‘advanees held as deposits
of uapaid salary, or contingencies; -or in adjustment’ of the Compiler's
retrenchments, will be entered in detail under this head; the tota.l will-
agree with columus 9 and 10 of the treasury remittanee book
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By Payments to Treasury.

73. This item comprises the total amount paid into the several trea-
suries by the dishursing and non-disbursing post offices, as is detailed
in the memorandum  on the reverse of the account current. It will
agree with the entries in column § of the treasury remittance book.

By Refunds.
74. Refunds of postage ordered by the Postmaster Geueral, may be

paid from post office revenue and will be taken from column 15 ot the
daily cash book,

By Post Office Charges.

75. Under this head will be detailed all the bills of fixed or Ructuat-
ing charges which are adjusted in the account current; they should cach
be deseribed, and the full amount of euch bill ontered ; tho tlems will
agreo with the eutries in colmmnun 8 of the treasury remittance book.
The bills for fixed charges will be separately entered from those of
fuctuating charges. Separation will also be made of the bills which
exclusively appertain to the bullock train and Punjab van dik, a separate
total being made of each. .

By M ilitary Department.

76 The items for which sudit bas been communicated by the
Compiler, entered per contra to credit of the bullock train and pas-
seuger service. will be taken credit for as- debitable to the Mllltaly
Department

By Addvances Recoverable.

77. Items included in the account current for which the postmaster
who prepares it is responsible, but which from any cause cannot at once be
adjusted, will be placed under the head “ Advances Recoverable,” addition
being made of the amount in the memorandum of advances recoverable
on the reverse of the account current; the items will agree with indivi-
dual items in column 8 of the t.reasury remittance book,

- By Cask Balance. :
78 The balance of cash remaining in hand in the disbursing and the

- . several non-disbursing post offices, as described in the memorandum

on the reverse of the account current, will be transferred to the body
of it.

* Closing of the Account C'urrent :
79. The account should then be completed by having the gmnd total
on either side cast up; if they agree the account is correct
| . Memorandum of Sales of the Postal Guide.

+80. On the reverse of the acoount current is a memorandum of the
amount realized by sales of the copies of the Postal Guide; this should be-
carefully filled up, the deductaon made of the value of the coples of the_
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GQuide sold during the month being entered under the head “ Miscellane-
ous Receipts” in the body of the account earreut. The acknowledgment
of postmasters for copies of the Guide transferred to them being attached
- as vouchers.

Account of Advances Recoverable.

81. The account of advances recoverable will be written on the reverse
of the account current. The balance of the previous month will be
brought forward. - The items appertaining to the month for which the
nccount is made, the total of which will agree with the entry under the
head “ Advances Recoverable” in the body of the aceount current, will be

.added. The total of sums adjusted during the month will be.deducted
and a balance struck. A full detail of every item remaining unadjusted
and comprised in this balance, will be written in at foot of the memoran-
dum. " The total of them will agree with the balance of the account-
above. :

Copies of documents to be retained.

82. A copy of the account current and copiés of the alstracts and
memorauda attached, together with all vouchers accompanying it,
should be made in a book for record in the office.

Permanent Advances.

83. Postmasters who are required to advance small sums for petty.
charges of their office, for cost of telegrams, for cooly-hire, cart-hire in
forwarding bullock train packages, or paying banghy burdars to convey
accumulated parcels, are allowed under the sanction of the Director
General to hold a permanent advance equivalent to the amount they
will probably be called on to advance. Sums paid from the permanent
advance will be returned to it by refunds or by being charged in bills and
drawn from the treasury. . Bvery endeavour should be made to adjust
payments made. from the permanent advance as speedily as possible. A -
memorandum {Form X §) detailing the several items advanced and
remaining unrealized by refunds, or adjusted by being charged in bills,
and the cash in hand making up the total of the permanent advance,
should be atisched as a voucher to the account carrent. If any officers,
* such as superintendents or inspectors whose accounts &re- adjusted ‘in
the accounts of the disbursing post offices, have permanent advances,
the postmaster should obtain from thiem similar memoranda, attaching
them glso to the account current as vouchers. _

List qf Vouckers to accompany the Monthly Aecount Current.

8L Al the vouchers preseribed to be forwarded with-or which apper-
tain to the account current, must be described in a list on the réeverso of
it, and the cover in which the account current and vouchers are .
forwarded to the Compiler, will Le registered. . Immediately the cover -
is opened in the Compiler’s offiee, a comparison will be made ' with the
list, and the initials of the clerk opening it attached in acknowledgment
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" - of the contents having been correctly reccived. Any vouchers or papers
not received must be called for immediately ; if this 1s not done the re-
sponsibility of their loss will rest with the Compiler’s office. '

Cask Balance Reports.

85. On the last day of the month deputy postmasters in charge of
non-disbursing post offices, will forward to the disbursing post offices
a report of the cash balance in hand (Form X4). On the 3rd of the
sncceeding month the disbursing postmaster will prepare a cash balance
report (Form X 4) comprising the cash balance of his own office, and
‘also the eash balances of all the subordinate non-disbursing-post offices,
The submission of this report is an important duty, aud grcut caro must
be taken to prepare it correctly and despatch. it on the preseribed date.
If the report of any subordinate office is not received, the general report
should not be delayed for it, but a note made of its non-receipt ; a supple-
" ‘mentary report being sent on the date that it is received. ‘A fine will
be imposed by the Compiler for every day’s delay in the submission

of the cash balance report, and the neghgence brought to the notice -
of the Postmaster General.

Relrenchmen t.s.

86. Objection notices will be received from the account and audit
brauches of the Compiler’s office of the corrcctions in the account cur-
rent, and retrenchments from bills owing to inaccuvate cntries or charges
unsupported by sufficient vouchers, If such notices can be satlsl'actonly
explained or the vouchers required supplied, the objection should at once
be replied to. If no satisfactory explanation can be given, or if the item
is evidently an ervor in account, or overcharge in a bill, adjustment must
be effected by deducting the amount from the next bill when it is cashed
at the treasury, a reply intimating that this will be done being sent to
the. Compiler. Explanation or replies to objection notices will be writ-

- ten an the original notices which will be returned to the Compiler’s office, -
“ and a copy of each notice and the explanation, or reply, will be retained
for record in a book in the office. - Notices of retrenchments from bills
will be forwarded to the officers by whom the bills were prepared sund
wlo a.re responsible for the adjustment; in the case of bills merely

cashed in a post office, a copy of the notice will also be sent to the
postmaster for his information.

Attention to adjustment of disallowed ilems.

87. The earnest attention of all officers is desired to the early adjust-
‘ment of disallowed items. The Compiler will report to the Postmaster
General and the Director Geuneral the names of those officers who habitu-
ally neglect this important duty, and the efliciency of an officer will, in a
large measure, be judged by the promptness with which he clears off
retrenchments and disallowed items. The Compiler has n.nthonty to
order the treasury officer to deduct from the succeec]mo- bills any sums

. in the adjustment of which carelessness or inattention i is dlsplayed

#
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Al transactions to be brought info account,

88. It is a strict rule that all monetary transactions be brought to
acconnt immediately they occur, and officers of the department are
warned that they will be held - strictly responsible .that all transactions
to which they in their official character are parties, are without reservation
immediately accounted for, .

Transfer of ckarge qf an Office.

- 89. When the charge of a disbursing post office is transferred from
one officer to another, all the accounts should be made up to that date
by the officer relieved, who will be responsible for their correctness.
Memoranda of the items in deposit, of the permanent advance and the
advances recoverable, shiould be prepared, full particulars explaining each
item, and the means already adopted and further nccessaty foy adjust-
ment being given,  The account of the Posfal Guide should also be
balanced, and the number of copies shown to be in store examined. The
several account books and memoranda should be signed by both the
relieved and relieving officers. .



. CHAPTER XI.

CREATION, ALTERATION OR ABOLITION OF
ESTABLISHMENTS.

SECTION I.

PROPOSITIONS.

1. The entertainment of establishments not previously sanctioned, the
alteration of.establishments by re-distribution of salaries, or transfers
from on¢ office or road line to uunother, or the abolition of existing
estallishments, require the previous sanction of the Director General,
which should be applied for through, or by the Postmaster General.
Every application should be prepared in the prescribed form of tabular
statement (Form XI1) and the reasons which render tbe application
necessary should slways be fully and clearly stated in the column
¢ Grounds of Proposition.” Care should be taken that the existing
establishment (if there be any) is correctly entered in the statement, and
the order sauctioning it correctly quoted. Generally a proposition
should not be carried out until t{e sanction of the Director General
is received, but in special cases, in whbich the interests of the public
service require such a course to be adopted, the Postmaster General
may authorise effect to be at once given to the proposition in anticipa-
tion of the Director General’s orders, and subject to his approval.
Whenever the sanction of the Director General is anticipated, a report
detailing the circumstances of the case and the necessity for anticipa-
ting orders, must immediately be forwarded to the Direéctor General.

SECTION 1L

MONSOON CHARGES.

2. Establishments are each year specially sanctioned for the crossing
of mails over unbridged nullas and rivers, and on difficult roads during
the monscon season. Application for sanction to such establishments
must in euch year be prepured in the form of a tabular statement
. {Form XI1) by inspectors of divisions and superintendents of mail .

- lines. 'This statement should be submitted to the Postmaster General
before the 16th of April in each year. In preparing it.care must be
taken that unnecessary expense is not propesed ; it will not be enough
‘for an inspector or superintendent to tfake the - proposed monsoon.
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charges of the previous year, and ask for renewed sanction for them for
the current year; he must compare them carefully with the actual
charges of the previous season, and attentively consider how far the
charges proposed by him are. really -requisite, with reference to present
circamstanees.  In the column *“ Grounds of Proposition ”” he will clearl
deseribe the nature of the difficultics which have to be overcome, and whicﬁ
vender the proposed charges necessary.  He will atlach to the tabular
statement a memorandum showing the charges actually incurred during
the previous season, comparing the items with the sum sanctioned, aud
showing cxcess or saving. ‘

Postmaster General will submit a general statement.

3. The Postmaster General will attentively cousider the propositions
reccived by him, making such alterations as he may consider called for.
Trom the several propositions he has received, he will prepare one gencral
tabular statement (Form XI1) for the entire cirele, and submit it for
the orders of the Director General not later than the 15th May.

Respousibility of Inspectors and Superintendents.

4. The inspectors and the superintendents will be held responsible
that the arrangements made are effective and sufficient for the quick and
safe transit of the mails, that the full sanctioned establishments of
* liorses, boatmen, runners, &c., are, if necessary, employed, aud that nonc
that are unnceessary are retuined. -

In special cases sanction may be anticipated.

B. Generally it will be necessary that the Director General’s sanction -
be- obtained before any mousoon charges are incurred or establishment
employed, and also that the limit of sanction be not exceeded. But it
will not be possible fo foresee extra charges which may be rendered
necessary by unusually heavy rains or floods. In such .special cases
the inspectors, superintendents and Postmasters General have discre-
tionary authority, in anticipation of formal sanction, to incur any expenses
that the circumstances may require ; the safe and speedy transmission of
‘the mails being considered the primary object. The officer who acts on
this discretiouary authority will, however, be held strictly responsible
that charges not absolutely necessary are not incurred. :

| - SECTION IIL
.~ EXPERIMENTAL ESTABLISHMENTS., |
. 8. If the iné;iéé%’t has tezi;bu-td..béli_eve that thé opening of a post
.. office, the -employment of a rural ‘messengér, the placing of a letter---
- box ahd employment of a.peon or hurkaru to clear it, or the opening-
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. |

of a new mail line, will be advantageous in developing correspondence or
supplying conveniences to the public in posting or receiving letters, he
should state the full particulars in a report addressed to the Postmaster
General. If the Postmaster General is of opinion that the proposed
establishment may bLe employed cxperimentally, he will state tlie case to
the Director General, and obtain sanction to its employment.

Conditions under whick Experimenial Estallishments may be made
permenent,

7. The conditions under which experimental establishments may be
made permancut, are that four-fifths of the revenue derivable from the
newly developed correspondence (whether official or private) of the
experimental establishment shall be equal to the cost of that establish-
ment, and that four-fifths of the postage on private correspondence alone
shall not be less than half the cost of the establishment.

Ezplanation of Coundilions.

8. The above rule applies to newly developed correspondence which
gives rise to buf little extra expense beyond that of the local establish-
ment required to create it: and it is on this account that, in dealing
with propositions for new establishments™ of the kind referred to, the
revenue available for supporting the new establishment is estimated at
“four-fifths of the whole revenue derived from the newly created
correspondence.

 Road Establishmenis to be included.

9. It should not be lost sight of that the cost of the road establish-
‘ment, if any is maintained exclusively for the conveyance of the
correspondence of individual offices, must be included -in the cost of
those offices.

Value Relurn,

10. During the experimental period of a Post Office the deputy post-
master will daily fill up the value return (Form XI2) and complete it at
the end of each month by casting up the totals, On the 3rd of each sue-
ceeding month he will forward a copy of it to the inspector of the division,

Final Report,

11. On the expiry of four months from the daté of employment
of the experimental establishment, a report on the working of 1t, and
the advantages derived from i, accompaniad by a statemont in (o
(Kormn X18), prapured from the value returny must be submitled to the
Postmaster Genernl by the inspector of the division, who will Le held
personally responsiblo for its punctual submission. If the results of the
experiment are unsatisfactory, the Postmaster General will at ouce
order tlic dismissal of the establishment, and report hiving done so to
the Director General. , If the required conditicns have been fulfilled,
. or if the Postmaster General see sufficient resson, he will submit the
_ case with an expression of his opinion for the eonsideration and orders of -

- the Director Geueral. This report should not be unnecessarily delayed,



CHAPTER XII.
APPOINTMENTS, LEAVE, PENSIONS, AND
PUNISHMENTS.

~ SECTION I
APPOINTMENTS.

Qfficers by whom Appoiniments are made.

1. Appointments to the service of Government iu the Postal Depart-
ment-are made by—

(1.) Independent postmasters, 4. 6., those postmasters who
correspond direct with the Postmaster General.

(2.) Inspectors of post offices.

(3.) Presidency postmasters.

(4.} Postmasters General.

(5.) The Director General.

Officiating Appointments governed by the same rules as substantive
appointments.
2. Appointments or nominations to officiate whether for persons
absent on leave or otherwise, will be governed by the same rules as
appointments or nominations to substantive offices.

Definition of the term Pay.

3. The term pay as used in this section denotes the maximum of the
gubstantive pay of the appointment, including any fixed allowances,
such as those given in some cireles on account of bullock train, van
dik and other services. '

- Descriptive Rolls and Certificate.

4, Wherever in this section the submission of appéintment rolls.

or nomination rolls (Form XIl1) is-ordered, they must be accom-
panied by descriptive rolls’ (Form -X1I 2) of such persons as do mot
at the time of appointment or nomination hold office in the depart-
ment. They must also he accompanied by certificates stating that the
nominee * has no disease, constitutionsl affection, or bodily infirmity,
unfittitig him, or likely to unfit him, for the public service of the

Governmen$ -of India.” - This certificate must be given in the case
- of those rominated to appointments of Rs. 60 and upiverds by a-

L commissioned medical officer, or by = medical officéer in chargeof a _
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civil station; but in other cases, the certificate of any other: officer of
known respectability may be accepted. These ecrtificates may con--
veniently be written on the back of the descriptive roll :. and.if written -
separately should be attached thereto.

Ranction to be oblained, except in emergencics.

b. Ordinarily the sanetion of the superior officer must be obtained
before a nomince enters on the duties of the office to which he is nomi-
nated for appointment, but in cases of emergency the officer making a
nomination is authorized to make provisional arrangements for filling
a vacancy in anticipation of sanction of the superior officer. In such
cases mention should be made in the column of remarks of the nomina-
“tion roll of the arrangements that are made. :

Authority of an Independent Postmaster.

§. The authority of an independent postmaster- extends to his office
only. In it he may appoint, without report to the Postmaster General,
all peons, menial servants, &c., whose names are not recorded in the
pay ubstract, or in the audit registers of the Cowmpiler’s oflico.

. Appointments to be made by an Independent Postmaster.

7. An independent postmaster will appoint clerks, moonshees, &c.r
when the pay of the appointment does not exceed Rs. 20 per month.
- An appointment roll (Iform X1I1) of the persons so appointed will be
submitted on the 1st of each succeeding month to the Postmaster Gen--
eral for his information. -

Nominations to be made by an Independent Poztmaster.

8. An independent postmaster will nominate clerks, &c:, for appoint-
ment when the pay of the appointment does not exceed Rs. 50 per
- month and submit their names with nomination rolls (Form XII1) to
the Postmaster General for his approval. When several nominations
are made at the same time they may be included in the same nomina-
tion roll. I® the Postmaster General approves of the nominution, he
will appoint the person or persons nominated; if not he will enll for
pnother nominnbion, -or hoe way himselt sclect o person Lo (il the
vacaney., - '

Jurisdiction of Inspectors.

9. The jurisdiction .of an inspector extends to all the post offices not
controlled by independent postinusters and to all wail lines in bis division,

' Bppointments to be made by Inspeclor.

10. An inspeetor will appoint, without report to the Postmaster Gen-
eral, all peons, runmers, banghy buirdars, menial servants, &c., whose
names are not recorded in the pay abstract or in the audit registers
of the Compiler's office. The appointments of runners and banghy
- burdars, provisionally made * by a sub-inspeetor, will be confirmed under " -
* this rule by the inspector. - - : o '

-9
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Limits of Inspector's power o appoint.
11. An inspector will appoint dcputy postmasters, clerks, moon-
shees, overseers, Sc., when the pay of the appointment does not excced
Rs. 20 per month. An appointment roll (Form XII 1) of the persons

go appointed will be submitted on the Ist of each succeeding month to
the Postmaster Gencral for his information.

Nominations to be made by Inspector.

12. An inspector will nominate deputy postmasters, clerks, moon-
shees, overseers, &ec., for appointment, when the pay of the appoint-
ments does not exceed Rs. 50 per month and submit their names with
nomination rolls (Form XII1) to the Postmaster General for his ap-
provil.  When several nominations are made at the same time thcy may
be included in the sume nomination roll. TF the Postmaster General
approves of tlic nomination, he will appoint the person nominated ; if
not he will call for another nomination, or he may himself select a person
to fill the vacancy.

A Presidency Postmaster’s authority.

13. The authority of a Presidency postmaster is confined to fhe
General Post Office and the sub-post offices and outside letter-boxes of
the Presidency town and its suburbs.

" Appointments to be made by a Presidency Postmaster.

14. A Presidency postmaster will appoint all clerks, sub-inspectors,
peons, menial servants, &e., when the pay of the appointment is less
than Rs. 100.per month. An appointment roll (IForm X1I1) of the
persons so appointed whose pames are. included in the pay abstract,

will be submitted on the 1st of each succeeding month to the Postmas-
ter General. ) :

Nominations to be made by a Presidency Postmaster.

15. A Presidency postmaster will nominate persons for appointment
. to vacaneies in all the other grades of the office establishment and sub-
mit their names with nomination rolls (Form XII 1) to the Postmaster
General who, if he approves of them, will forward them to the Director

General. If be does not approve of them he will call on the postmaster
to submit other nominations.

Jurisdiction of a Postmaster-General.

16. The jurisdietion of a ‘Postmaster General extends over .all the
postal establishments employed in the circle over which he presides.

| e Appbiﬁ_{mwk to Ze‘ngi'de iy P _I’ogtma.;t_ar, General. .
17. In the preceding paragraphs the aathority of a Postmaster General
to appoint persons nominated by independent postmasters and inspectors -
has been described. - He las further aulbority to sppoint postmasiers,
* e =cedesactave enhiinennotars. elerks. averseers. and others, when the
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pay of the appointment is-more than Rs. 50, or less than Rs. 100 per
month, except in the Presidency post office, without being required to
report such appointments to the Direetor General, '

Nominations to be made by a Postmaster General.

* 18, For other appointments, 7. e., those of which the pay is Rs. 100 per
month or upwards (except Presidency postmasterships, and the appoint-
ments falling withiu the nomiuation of o-Presidency postmaster) persons
will be nominated by the Postmaster General by means of a nomiunation
roll {Forms XIT 1) tobe sent to the Dircetor General. If the nomiunation
is approved by the Director Geueral, the person nominated will be ap-
pointed by him. Ifit is disapproved, another nomination will be ealled
for, or the Director General will himself seleet and appoint a person to
fill tho vacancy, '

A Register of Appointments to be kept by a Postmasler General.

19, A register will be kept by the Postmaster General in the same
form as the appointment roll and in it will be enteved all appointments
mado in his cirele, ineluding those made by hiwself nnder the sbove
rule, tbose contained in appointmment rolls received from independent
postmasters, inspectors and presidency postmasters and those contaiuned
in nomination rolls submitted to and sanctioned Ly the Postmaster
General or the Dircetor General. :

The Regis'ter to include botk Permanent and Acting Appoiniments.

20. As already stated the rules given in this section include all ap- .
pointmeuts whether permanent or acting and whetlier the acting appoint-
ments be caused by leavo or otherwise: and the register described in
the preceding paragraph will contain all such appointments in respeet of

persons whase names are entered in the pay abstract.

Copy of Register lo be sent to Compiler.

21. A copy of this register will be sent to the Compiler on or before
the 10th of cach month for the appointments made during the preceding
month.

Charge Reports.

22. Whenever the charge of an inspector’s division or a sub-inspec-
tor’s sub-division is transferred from onc ollicer to another, a charge
‘regort Form (XII 3), signed by both the relicved aid the relieving
officers, and stating the date and bonr on which the ollice was transfurral,
will be sent to the disbursing office to be attached to the pay abstract
(Form X 10and X 11) of themouth. A similar charge report will be pre-
pared and attached to the pay absteact when the charge of a dishursing post
~ office passes from one officer.to another. In the ense of non-disbursing™
- post offices the. réports, also signed by both the relieved and the relieving
officers, will be sent to tbe disbursing postmaster; and will by him be -
attached to the pay abstract (Form X 9) when it is sent to the Compiler’s
- office for audit. Disbursiug postmasters will be responsible that the pay of
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clerks and other subordinates drawn in their monthly pay abstract is
correctly drawn, with reference to the dates on which they relinquished
or entered on duty. Copies of charge reports made by inspectors and
disbursing postmasters will be forwarded for the information of the Post-
niaster General. Copies of the charge rcForts- made by sub-inspeeiors

aud deputy postmasters will be sent for information to the imspector of
the division. '

Rule regarding last- Pay Certificate not applicable.

23. The system in force in the post office department of paying
all establishments through a dishursing post office on letters of credit
provided by the Compiler renders inapplicable the provisions of the Civil
Jieave Code (Chapter X1}, vespecting the grant of last-pay certificates
Lo oflicers of he department, except in the easo specified in the con-
cluding paragraph ull Section IT of Wio present chapter, ‘

Time for joining Appoiniments. -

24. The time allowed for joining appointments in cases of transfer, as
well as the salary drawable during the time occupied in joining the new
appointment, is governed by the provisions of Chapter VIII of the
Civil Leave Code. It should, however, be understood that the time al-
lowed in the chapter under reference for joining an appointment is the-
maximum time for which under any circumstances pay can be drawn,

and that persons transferred arc expected to join their new appointments
without any avoidable delay.

Posimasters General Lo receive recommendalions.

25. It will sometimes be convenient for Postmasters Gencral to re-
ceive recommendations from independent postmasters and inspectors
for appointments which are beyond their nomination. He may, at his
discretion, permit them to do se, giving the recommendations such at-
tentiou as in his opinion they merit. Independent postmasters and
iuspeetors being responsible for the satisfactory working of the offices, or
the divisions under -their control, it is advisable that the subordinates
employed therein shonld, as fur as possilile, be selected and appoinled in
communication with them, and with their concurrence.

“Enquiry into Claracter before Appointment or nomination.

26. Defore appointing or nominating persons for appointment to the
‘department, careful enquiry should be made regarding their character
and antecedents, and no one should be admitted to the department who
is unable to furnish satisfactory references. Except under special cir-
cumstances, no person should be admitted to the department in a pension-
- able grude whose age excceds 26 years. In the case of a runner, banghy

- burdar or the like, it should always Le ascertnined by reference fo the
. head man or other respectable resident of his village whether he bears
. “§¢°d reputation therein. * No person who has been dismissed from any
other public office or department.may be employed.” Qfficers who have

* authority to make appointments and nominations will be held responsible

41°ad atbtomibian ic avan ta thic mle v them.
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LEAVE.
Teave Rules and Conditions.

27. The Civil Leave Code contains the rules and conditions under
which leave may be granted. Supplement F of that Code will apply to
all persons holdmﬂP office in the postal department, other than
covenanted civil servnnts military oflficers and uncovenanted eivil
servants whosc names have been placed in Schedule A, Acting allowanees
will be governed by the deting dllowance Code.

DPower of Officers lo graut Leave,

28, The powers hell by the sevoral officers in mnking appointments
. will apply alse fo the granting of leave: thab is, an ollicer will be com-
petent to grant leave to those persons whom he is authorised to appoint.

Leave Stalements.

29, A leave statement (Form XII 4) will be prcpared monthly by
independent postmasters, inspectors and Presidency postmasters of
_all leave granted by them to persons whose names are included in the
pay abstract: this'leave statement will be forwarded to the Postmaster

General with the mouthly appoinment rolls (Form X1I1), described in
the preceding section.

Applications for Leave.

80. Applications for leave, which require the sanction of the Postmaster
General or the Dircctor General, must be submitted through the regular
channel of the applicant’s oﬂicml superior, and if tlie lcave apphied for be
recommended, the officer who has power to nominate a suecessor will,
when fo:wandmn- the npphcatton, make the ncedful nomination, or
nominalions, g ]ll(.‘ﬂel'll)ul in the preceding section, sllaching the nominn-
tion roll (Form XIL1) to the apphcutwu

Particulars to be contained in applwatwn

3] Every application for len.vu should contain the following
particulars :—

The name of the applicant.

. The office held by im.

The mouthly salary, { 2::’:::::1

The period.of leave applied for.. = - ) ; _

The nnture of the leave apphed far, nnd the sectlou of the
Civil Leave- Oode under which it miay be granted.

. A detail of prevmus lcawe obtamcd by the appllcant.

= ?‘?S‘*’l"
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Sanction of Leave. '

392, Generally an applieant for leave will not be permitted to avail
himsclf of it, or to leave his post until the leave is sanctioned : hut in
emergeut cases (such as severc sickness) the immediate superior of the
applicant may permit him to absent bimself in anticipation of the
sanction, reporting at once to his superior the civcumstances under whicli
this course has been followed. He will at the snme time make, and
report, such provisional arrangements for the discharge of the dutics of
the absentee as may be nceessary. Postmasters Geweral may exercise a
- wide discretion in provisionally granting privilege leave, or other short
leave, in anticipation of the formal sanction of the Director General. It
- must be borne in mind that in respeet of privilege leave, the general rule
ig, thal vo incrcuse of expense should o enused to the State, Formerly
- this rule was absolute; allhough it is now allowable to incur exlra
expeuse, this permission must be regarded as one to he acted on ouly in
special cases, and on strong grounds.

Application of Rules in Supplement F of Civil Leave Code.

83. As will be observed from Scetion I, Supplement I* of the Civil
ZLeave Code, the rules contained in that supplement apply fully enly to
_persons whose pay is Rs. 100 per mouth or upwards, but may be
applied in their general spirit to persons whose pay is less than
Rs. 100 per month. This permissive application of the rules must
be governed by the interests and requirements of the public service.

Leave Allowauces lo persons drawing less than Rs. 100 per month.

34. Cases where the absentee’s salary ‘is less than Rs. 100 per
month, are governed, in respect of leave allowances, by Section
22 of the dcling Allowance Code, and in the case of leave allow-
ances under this rule to elerks, deputy postmasters, overscers, &e., who
receive small saleries, and of peons and menial servants, the officer grant-
ing the leave and appointing the substitute is authorised to retain the
whole of the piy of an absentee for- payment to the substitute, if such
be necessary, or to allow the .absentee to draw only such portion of the
authorised allowance as may be available after providing for an efficient
" substitute. : ‘

Officers granting Leave responsible that it is in accordance
‘with the Rules.

35. Officers granting leave are responsille that the leave granted is in
accordance with the rules. In any case of doubt respecting the appli-
cant’s titls to the leave applied for, or respecting the amount of allow- -
ances for which he is eligible, reference may be made to the Compiler in
~ respcct of those persons whose names..are entered in the pay abstracts.
~ But officers having the power to grant leave must not trouble the Com- -

piler needlessly.. They are expected to” acquaint themselves with the
rules, and to.refer no cases which can be disposed of without reference. .
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A General Monthiy Leave Statement to be Jurnished by the
Postmaster General.

36. A register will be kept by the Postmaster General in the same .
form as the leave statement (Form XII 4) of all leave granted by him or
by the Director General, to persons whose names arc included in the pay
abstract, and from this register and the leave statements furnished by
independent postmasters, iuspectors and the Presidency postmasters, he
will prepare a general monthly leave statement, and submit it to the
Compiler’s officc on or before the 10th of the month following that to
which it refers.

Leave Allowances to be drawn at the office where salary was payable.

87. Ordinarily the leave allowance of an absentee will be drawn throngh
the post office by which hig enlury was payable, aud this rule of the
departinent rendersit unnecessnry fov such whsentees to Le Tnrnished wilh
ov to present the last-pay cortilicato referred to in paragrapl 1, Chupter
X1 of the Civil Leave Code. o '

Gazelted Officers can draw Absentee Allowance at any office they may name,

38. An oflicer holding an appeintment gazetted cither by the Govern-
ment or by the Director General is allowed to draw bhis ugsentec allow-
ance through aoy disbursing post office which he may name in Ius
application. If he docs not name one, it will be assumed that his allow-
ance will be payable through the post office by which his salary was
payable, When a disbursing post office other than that where the
salary was payable is named by the applicant, special intimation thervof
as well as of the lenve granted, the allowance to be drawn by him and
the date of his making over charge, must be communicated to the Com-
piler, who will issue the necessary instructions to the disbursing post
office which has been named, and make the necessary provision of funds.
- In cnses of thiskind also, ¢, 6., when the absentee is a gazetted officer, the

necessity of furnishing or presenting a lust-pay certificate is superseded,
but the provisions of paragraph 2, Chapter X of the Civil Leave Code,
are applicable, the disbursing post offize from which the allowance is
drawn, taking the place of the trcasury.

Last-Pay Certificates.

39. Last-pay certificates need only be given to or presented by officers
of the dcpartment wlo quit India on leave and desive to draw tlieir
absentce allowance from the Home Treasury.  These last-pay eertificates
will be granted by the Compiler. '
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SECTION 1II.
PENSIONS AND GRATUITIES.
Application of Civil Pension Code to Post Office Employés.

40, The Civil Pension Code is applicable to all the employés of the
postal department except Military oflicers.

- Instruclions lo be atlended to in preparing applicalions.

. 41, If the following instructions are carefully attended to, difficulty
and delay will be avoided in disposing of applications for peusionsor
gratuitics, '

The applicant Lo submit & memorandum detailing kis services.

42. The applicant should, through his immediate superior, address
the Postmaster General, soliciting a pension or a gratuity, and submit
o memoraudun debailing his services in the manner preseribed in Scetion
70 of the Code. - .

Vertfication of superior service.

43. In cases of superior service (as defined in the Code) the Postmaster
General will call'on the Compiler of post office accounts or the local
Accountant General or the Chicf Account Office of the department in
which the service was rendered to verify the scrvices described by the
applicant. : o

Information available from Compiler’s Office.

44. The office of the Compiler of post office accounts was opened on
the 1st May 1861 and the records supply information of service subse-
quent to that date only. For information respecting service in the post
office department prior to that date, it is necessary Lo apply to the local
Accountants General. , -

Further verificalion of service.

45. Tf the offices of account fail to trace any portion of the applicant’s
service, cudeavour should be made to verify it in the manner described in
puragraphs 3 aud 4 of Scction 71 of the Code. :

_ anﬁcatfou of inferior service. .
46. In cases of inferior service. the verification should be earried out in
accordance with the instructions contained in paragraph 1 of Section 71
+ of tlic Code. - . |

* The Postmaster General to prepare the application for Pension. - -

47. The “services of the opplicant having been verified as far asis

possible, the Postmaster General should prepare the application for pension

or gratuity. in Form A of the Pension Code. He will then forward
tho annlication with all the papers referring to the case to the Compiler.



THE INDIAN POST OFFICE MANTAL. 129

SECTION . IV.—PUNISHMENTS BY DISMISSAL, DEGRADATION, &c.

The Compiler lo examine dclails of service.

48. The Compiler will carefully examine the delails of service and
see that the documeuts attached are sufficient to support and verify them.
He will observe whether the amount of pension or gratuity recommended
is in accordance with the rules of the Code. He will then fill up and sign
the “certificale and report,” and submit the file to the Director General.

Delay lo be avoided in dealing with applications.

49. In dealing with applications for pensions, Postrasters General
should endeavour to avoid ull unnecessary delay. Serious delay is often
caused by an incomplete examination of the case in the first instance,
rendering it necessary to make inquiries subsequently which ought
- to have been made at first. An application properly prepared by a

Postmaster General ought never to require calls for further information
or explanation from the Compiler or the Direetor General ; and if proper
attention be bestowed on every application in the first instunee, delay will
be avoided, not only in the Postmaster General’s office, but in all subse-
quent; stages thraugh which the application pusses.

A list of all persons 65 years of age bo be submitled lo the Direclor
General. .

- 50. On the Ist May of each year the Compiler will prepare a list
.of all persons employed in the Postal Department in pensionable grades
- who have attained the age of 55 years or who will attain to that age within

the year. This statement will be prepared from the records of the
Compiler’s office, and from the ages given on the pay bills for March ;
i6 will be forwarded to the Director General for his information.

Service Booka. .

b1. All employés of the Post Office except those who are gazetted

by Government and those whose pay does not exceed Rs. 10 per month

are required by the Civil Pension Code to keep * Service Books” con-

-faining records of their service as therein prescribed. These books are

distributed by the Compiler of Post Office Accounts through- the several

. Postmasters General, the cost being realized from the persons lo whom
they are given,

- SECTION 1V,
PUNISII_.\'IENTS BY DISMISSAL, DEQRADATION, SUSI'ENSION, AND
_ : FINES. L
. A stalement of charges lo be given lo every Offender, .
62. Every servant of the Department charged with -an offence should
be given a clear statement of the charge or charges ‘made against him,
and a written defence in answer to them should be obtained before final - -
orders are passed. Care should be taken that no subordinateis punished on
- charges which he had not had the opportunity of explaining or refuting.
~ . - . )
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Disneissal.

53. The officer authorized to appoint an employé to the Department
has also authority to dismiss him. In every case of dismissal a written
order stating the cause of dismissal should be given to the person
dismissed. : ‘ : :

Degradation.

54, The same rule will apply to cases in which it is considercd advisa- -
ble, owing to incompetency, carclessness, or any- other offeuce, to reduce
an employé to an appoiutment of less importance and responsibility, and
of a lower grade and salary. . '

Suspension as a punishment.

5%.- Suspension from office should be adapted as a punishmont only
in speeial cases whero the circumstances indiealo such a course to ho
applicable. They will very seldom oceur. Tunishment of subordinates
by reprimands, fines, degradation, or dismissal will in the majority of -
cascs be found more effectual. ‘When an employé is suspended as a
punishment the whole of his pay is forfeited. '

Suspension pending enquiry.
56. In cases of suspension, pending cnquiry, the portion of salary
yable to the suspended officer is regulated by thé orders of Government
i the Financial Dopartment No. 2528, dated 26th September 18G3.
They arc as follows :—

1st.—Subsistence to an uncovenanted servant, who is suspended
pending an enquiry into his conduet, should be limited, Lefore

the result of the enquiry is known, to one-fourth of his salary,
unless he be an European on pay exceeding Rs. 25, in .

which case the subsistence is to be allowed at one-fourth of

salary, to an amount not less than Rs. 25 montbly.

2nd.—Should the officer be reinstated, he may, at the discretion of
the Local Government or of the head of the Department to
whom the Local Government may delegato such authority,’

be allowed full salary, if he shall have been fully acquitted, or

a portion of his salary, if the result of the enquiry should be
censurc or admonifion ; but where ceusure or admonition is
awarded, the subsistence allowance during suspension must be
so adjusted, as not to involve additional charge. ' _
8rd.—When the payment which the Local Government may adjudge
for the period of suspension to an officer who is reinstated,

_ involves additional expense, it must be separately provided for. -
424.~—An officer whose suspension is followed by dismissal, will not
“-be a!lOW_ed more than the subsistence which may be admissible

“to him nnder. Rule I, for the period that he was suspended. .
bli—~The time passed under suspension, pending enquiry, is taken
into account as service towards pension, in cases of reinstate-
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ment; where suspeuéion has been adjudged as a penalty, the
~ period is disallowed.

Powers of Officers to suspend,

57. An officer has power to suspend those employés whom le is
authorised to appoint. -He may also suspend those he is authorised to
nominate. In emergent cases inspectors and independent postmasters
may suspend employés subordinate to them, though they be holding
appointments superior to those to which they have power to nominate
candidates. Every case in which it is necessary, pending inquiry, to
order the supension of an ¢mployé, should be investigated without delay,
and a finul order passed, or obtaiued if necéssary from superior anthority.
The officer whose duty it is finally to dispose of tho case will be respon-
gible that the term of suspension i1s not unnccessarily prolonged, If the
case is submitted for the orders of a superior officer, the explanation or
defouce of the person undor suspension should invariubly secompany it.

Officers not kaving power o suspend can pul oul of employ temporarily,

. 58. In omergent cases any officer, though he may not have the
power to suspend an employé, 1s authorised to place any oue subordinate
to bhim temporarily out of cmploy, a report {ully stating all the particulars
being immediately made to his immediate superior for orders.

Fines imposod by Postmasiers General, Iuspeclors, and Disbursiung
Postmasters.

69. Postmasters General have discretionary authority in regard to the
amount of fines they may think proper to impose. TFinesto the extent of
one week’s pay in each month may be imposed by disbursing postmasters
aud inspectors on their subordinates. Offences which appear to them to
merit the imposition of fines of larger amount must be reported to the
Postmaster General for his orders. :

For Officers d}awing salaries of Rs. 100 and upwards, fines not
' generally suitable, '

60. Officers drawing salaries of Rs. 100 per month and npwards should
not as a rule be punished by the imposition of a fine, that deseription of
punishment Leing regarded as generally inappropriate to officers™ of the
superior grades.. For minor offences on their part censure may be admin-
istered and for graver offences punishments by degradation, suspen-
sion or dismissal arc available. But this rule does not interfere with the
imposition of fines for the purposc of realizing the amount of losses
incurred through negligence. ‘

Order imposing fine to be recorded.

61. The officer who imposes a fine will record a written order in the
order book or otherwise stating the offence for which it is imposed and -
" tho amount of the fine.  If not written in the order book of the office to
. Which the persor fined is attached, the order or a copy of it must be -
given. to the person fined. * All fnies must be éntered in a register of fines.
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Copy of Fino Register to be sent. by Officers inflicling fines lo the
Disbursing Office. :

62. It will be necessary that information regarding the fines imposed
by the officers above-mentioned be communicated by Postmasters General
and iuspectors' to the postmasters of the disbursing post offices in
the pay absiract of' which the pay.of the persons fined i1s drawn; this
may be done by forwarding a copy of the fine register to the disburs-~
ing postmaster on the 25th of each month or on any other date, so that-
the particulars of fines to be realised may reach the post office by the

last day of the month. - _

Montkly Fine Statement o be prepared by Disbursing Postmasters.

63. Every disbursing postmaster will prepare monthly a fine state-
ment (Form XII6) which will comprise all the fines imposed by himself
and also those communicated to him by the Postmaster General or the
inspector. He will realise the fines as far as is possible by deductions
-"in the pay abstract, the amount shown in the fine statement as
renlized and credited exactly agreeing with the amount credited for
fines realized in the monlhly cash account. The copics of the fine
registers received from the Postmaster General and from inspectors
will be attached to the fine statement, which will be forwarded before the
. 10th of the month to the Postmaster General, who will forward it
without delay to the Compiler. The object of sending these finc state- |
ments through the Postmaster General is to enable him to see the extent
to which Lis subordinates have recourse to the punishment of fines.



CHAPTER XIII.
SUPERVISING OFTICERS:

COMPRISING INSPECTORS, SUB-INSPECTORS, CANDIDATE INSPEC-
TOKS, AND SUPERNUMERARY INSPECTORS OF POST OFFICES.

SECTION L

INSPRCTORS OF I'OST OFFICES.

Independent Postmasters not subordinale lo Inspeclors.

1. The Postmaster General will determine what postmasters (if any)
are sulliciently intelligent and trustworthy to be placed on the fooling
of independent postmasters. The postmasters placed in this class will
correspond directly with the Postmaster General, and will not be imme-
diately subordinate to the inspector, or receive orders from him except
in cases of emergency. But it will be the duty of these postmasters to
co-operate with, and render all the aid in their power to the inspector
in conducting his duties and .in making investigations. Such post
offices will be inspected by the Postmaster General himself or by
inspectors speeially deputed fer the duty.

Officers subordinate to. Inspecior.

2. -All other post offices and all the mail lines in the division will be
under the supervision of the inspector, and the postmasters, dcputy
postmasters and overséers will he directly under his orders. Reports
regarding them will be made by the inspector to the Postmaster General,
and the orders of the Postmaster General referring to them will in
ordinary cases be communicated through the inspector,

Dutics and ru'apo_naibiﬁtiqa of luspeclor in reference to L'ost Offices.

3. The duties and respomsibilitics of an inspector extend to ever

detail of the post offices placed under his eontrol. He must ecarcfully
mstruct all the postmasters, deputy postmasters and clerks in the dutics
they are requived to perform. IHe must make himself thoroughly ac-
.quainted with the maouer in-which the work of every post office is
distributed and conducted, with the amount of supervision' exercised by
' the postmaster or deputy postmaster, and with the general character of
. each subordinate, Lo S ‘ .
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Duties and respousibilities of Inspector in reference to Mail Lines,

4. The mail lines -in his division will require the inspector’s special
attention. Ee will superintend the overscers and runuers and will
be responsible that the fall sanctioned mumber of men are employed,
and that they receive the full amount of their pay punctually. He will
pay particular attention to the speed at which the mails are conveyed,
and will be called on to explain the eause of falling off in any particular
line or lines. To cnable him to cheek the speed of the maii; the road
time bills (Form VI2) will daily be forwarded to him. He should
carefully examine them and eall on the overscers to explain or remed
any delay or irregularity he may ohserve. These road time bills before
despateh to the inspector will be abstracted by the post office of
receipt into the monthly time statement (Form VIS) vide Chapter VI
on eonveyauce of mails, which is forwarded by the post office direct
to the Postmaster General: and if the latter makes any call upon the
inspector in regard to delay or irregularity, the voad time bills will
assist him in furnishing the explavation required.

Tuspector lo be assisted by Sub-Inspectors.

6. An inspector will ordinarily be assisted in the supervision of the
_division by onc or more sub-inspectors, but he shounld understand that
sub-inspectors are merely assistants, and that he is primarily responsible
for the proper management of the entire division. Sub-inspectors
will be immediately subordinate to the inspector, make reports to him,
and receive orders and instructions from him:

Inspector responsible for the working of a Post Office during his visit.

6. An inspector must visit daily and will ordinarily perform his daily
office work in the post office of the place where he may be, provided
that that office is snbordinate to him. He will be responsible. for the
proper working of such office during the time he halts there. This rule
applies also to the time an inspector is at his head quarters statien
when the office at that station is subordinate o him. The visits of an
inspector to a post office should be.so timed as to enable him to see the
receipt and delivery of mailsand the preparation of mails for despatch.
It is only by personally supervising the work of the office that ho can
ascertain the eflicieney or otherwise of each subordinate and the degree of
control excreised by the postmaster or deputy postmaster.

Tuspector may usc the Wrilers or Moonskees lo asvist him in correspondenco.

7. An inspeetor may when necessary use the writers or moonshees of
.the post office at the station at which he may halt to assist him in
copying English and Vernacular correspondence; or in preparing state-
‘ments and periodical returns,  If men are so employed thoe work must
be done in the post effice. : '

Inspector to pay careful atlention lo erossing of Maile Qveff Rivers, .
8. The arrangements for crossing mails over rivers and ‘nullahs and
carrying them on dificult roads during - the monsoon "scason, as is
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deseribed in Chapter XI in the section on monsoon charges, must have
the earcful attention of the inspector.

Frequency of visits lo Post. QOffices.

9. The frequency of visits of inspection to the several post offices
will depend greatly on their position and importance, or the occurrence
of theft, carelessness, mismanagement, and irregularities. It will be at the
_discretion of the inspector to v_ .t those post offices frequently which
he may consider to require special attention, but every post office in
the division must Le visited and thoroughly inspected at least once a
year, and a full report made to the Postmaster General,

Frequency of visits o Mail Lines.

10. In the same way the visits to the several mail lines should, at the
discretion of the inspector, be made as frequently as circumstauces
demand, but every muil line must be visited within the year, nnd a full
report on it submitted to the Postmaster General.

Inspector to proceed to places where robberies or the like oceur.

11. The rules laid down in the two preceding paragraphs apply gene-
rally to the inspection of post offices and mail lines. But whenever a
robbery is reported, or any exceptional oecurrence requiring immediate
attention and enquiry takes place, the iospector or sub-inspector
should without delay proceed fo the spot, make carcful investigation and
such arrangements as the circumstances of the case may demand,

Inspéctar to be calléd to account for unnecessary travelling, -

12. Inspectors (other than railway inspectors) who may appear to
a Postmaster General to be too frequently travelling up and down a
railway line, will ba called to account when the travelling allowance
bill comes under his observation, there being in such cases ground for
questioning whether the inspector may not be shirking more important
and difficult travelling and drawing allowances for trips which are
easily made aund of little or no use,

Tuspeélors to acquire information from Sub-Inspectors by personal
inlervici.

18. An inspector can’ frequently obtain information vegardiug post
- offices aud mail lines from sub-inspectors by personal interview, eli-
citing facts which the latter would not have thought of reporting either
" through carclessness or 1gnorance. A inspector should, therefore, when
he isin the sub-inspector’s beat, take the opportunity of conversing
with him respecting all his lines and offices, taking the sub-inspector
with him on his tour to such extent as may be neeessary.- The inspector
may- even, when occasion requires, summon the "su‘i)’-inspectoi' to his
head quarters or camp in order to receive verbally from him such
information or explanation as may be required. DBut an inspector will at
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the same time be held responsible that he does not abuse this permission,
either by keeping the sub-inspector in unnecessary attendance on his
-camp, or by summoning him needlessly from his sub-division.

Instructions for investigalions..

14. In cases where fraud, theft or gross irregularity is discove;'ed or
suspected, inspectors should be guided by the instructions given in
Chapter X1V ¢ INvESTIGATIONS.” .

Iuspector to keep a Diary,

15. An inspector whether at his head quarters or on tour will keep
a diary indicating bricfly the work of the day, i. e, the more important
reports or orders received or issued and the places visited, referring in the
latter easo for all details to his inspection report. This diary should
be written daily and a copy sent at the end of every week to the
Postmaster General, : -

Rule for an Inspector entering an QOffice not under kis control.

16. An inspector has discretionary aathority to enter any post office
in the divisions adjoining that under his contrel, notwithstanding that
the post office may be in another Presidency, and he may examine the
hooks and vecords thereof, and call for any information or explanation
which he may require. Any officer who acts under this rule will, liow-
ever, be held responsible if he intrude into a post office not under hi:
charge withont sufficient reason for doing so, or if his conduct dis-
plays any want of proper courtesy to the iuspector, or the postmaster,
or depaty postmaster of the office he visits. o

Inspector to record the dale of his visit to an Office.

17. The date on which an iunspector visits an office should be recorded
in the order book, and heshould write his initials and the date oa the last
page filled up of every hook or register he examines. The orders given to
a postmaster.or deputy postmaster by the inspector, when he is visiting |
an office, must never be verbal, but be written in an order book. When
the inspector again visits that olfice he should observe whether or not

_the orders recorded in his previons visit have heen attonded to,

Tuspector to ceaming tha Cash ook and count the cash immediately
on his arrival,’

18, Linmediately on arrival ab o post oflice, the inspector should eall
for the cash book, sce that it is corrcetly written up dand balanced to
date; he should then require the postmaster or deputy postmaster to
produce the cash shicwn to be in hand, count it and satisfy himself

that it is covrect. L ) _ .
Poi_:_itq .mggés-terlfar. notice in 1;:gakiﬂ§"in§1_1ec;t_iqna. e
19. When an inspector makes inspection of a post office hé must
thoroughly examine the working of every. department of it in.minute
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I

detail. In deing this the following list of inquiries or points of notice
will be uscful to him :—

(1) Letter Department.

1. What mails arrive daily at the office and at what hours.  Are the
-trapsit mails timed to suit the time of arrival of the muils w1th which
they arc to go forwayd.

2. Ave the mail bags properly cxamined before being taken over.

3. By whom are the mails arriving during the mfrht. taken ovm, and
how are they secured whilst in the office.

4. Do the mails from branch and . district offices arrive in time to be
despatched with the most important mails. '

5, What detention are transit mails received for onward (lLSl)‘ltCll sub-
jeeled to, and can the delay be avoided.

6. Are transit bags containing mails for onward despaich at onee
openad.

7. In whose presence arc the transit bags opened and contents
examined.

8. Are the mail bags turned iuside ont and properly examined.

9. By whom are the sorting packets opened, and is the station of
destination written legibly in red ink on all the vernacular letters
- received.

10. Does the postmaster personally cxamine registered letters in
transit, and in whose custody do they remain from the time tlley are taken
from the packets till they are despatched. -

11. Is the letter-box always locked.  In whose charge are the keys.
By whom is the letter-box opened and the contents deared from it .

12. Wlho superinténds the obliteration of stamps on covers taken
from the letter-box. Is the obliteration doue on a table.

13. Arc there any letter-boxes placed in the station or town, and are
there proper arrangements made for clearing them at regular intervals
and for the safe conveyance of covers posted in them to the post office..

14. Arc unpaid covers stnmpcd with the postage due stamp, and the
postage faxed on them written into the space of the impression,

15, Ts a preliminnry sorting almivmh used, and i i eorveetly Tabellod,

1. lu w correet Lransil list und ity supplement suspended eluse Lo
the sorling almirah fov guidaneo of the sorting elevks,  Thas it lween
corrected Lo date, und do the elerks. thuluuuhly understund the trnnsit
list and ‘.upplement

A7. Aro Lhe several compartments of the final sorting almirah ntal.ly
labelled in accordance with the transit list.

18. Are covers fueed, and is the facing preserved in the pu.lummu ¥
aud final sorting and in making up pm.kd.s ‘

19. Is a notice suspeuded near the letter-box mdu:-'\tmn' at what -
hour the box is cleared for each line of mail,

20. Docs the poutnnstu persou aly see all x-crr{atercd lettors closcd
in packets, _

8
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21. Isa final examination made of covers sorted into tlhe compartments
of the (inal sorting almirah before they are put up in packets.

22, Are the impressions of stamps on covers despatehed clear.

23. Arc bags corrcetly dsed, and is a proper record of them made on
the chalans and in the register. _ :

2k, Are Dags securely closed with strong cord ; are the impressious of,
seals on them clear, and are thie labels properly affixed.

23, Are all unpaid covers seut in sorting packets stamped with the

~unpaid sorting stamp. Does the pestmaster understand with what
object this stamp is impressed on such covers. :

26. Is the name of the post office of final destination legibly written in
English on all vernacular covers sent in sorting packets. '

27. Is o chalan and a label properly prepared placed in each compart-
ment before the preparation of mails for despateh is commenced.

28. Do the postmaster and the clerks understand the steam postage
schedule, aud are nceessary correetions made on receipt of circulars from
.the Postmaster Geueral. . ,

29. Is the postmaster present when mails are made up for despatch.

30. Arce the sorting alinirahis examined after tho trcspnbch of maily
. to sce that no covers have been overlooled.

J1. Is a uolice suspended outside of the post oflice indicatiug at
what hours mails are delivered. Ty

32. Do the clerks and pcons atfend punctually at the hours fixed for
delivery of mails. - : e

33. At what hours are the daily deliveries of mails made, and what
mails ave included in cach delivery. ‘ .

81 What is the tino generally occupicd in opening packels and dis-
tributing letters to the peous. Is the work expeditiously done, and do
the peons go out to their several beats immediately after tovers are mado
over to them for delivery. . ‘

33. Is the opening of mails and distribution of covers couducted ac- -
cording to the procedure preseribed in the FPost Office Alanual, and does
the postmaster always superintend the work.

36. -Are packet coverings with the cord and scals appertaining to them
presevved, until the contents are connted and cxamined and found. to.bo -
correct. , .

37. Docs the postmaster personally oxamine the contents of claim
hundles, und carefully cheek the original postage for which the despatel-
tngr uilieo cluime eredit, before filling up the verifiention eolumn in the

-elann bill, ' - _ L o

38, Are the forwarded covers reccived lied up in- separate .claim
bundles with labels on them, and is the original and additional postage
distinctly marked on the labels. - s -

39, Is the roceipt register written and totalled hefore an nccountis . .
taken from the peons. - - -~ 7.0 ot T A T

40. Arc the numbers of Lags rcceived compared with the entries in-
the e¢halans, -~ . 0 .ot o T : E
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41, If the oﬁiee has bhags of its own,are the numbers of those re-
turned ticked off in the bnrr register. |

42, Is the delivery clerk qua.llﬁed for proper per fmmnncc of his duties.

43. Do persous. not having window delivery tickets receive their letters
at the post office, and if so at what time are such covers given out, and
-docs the delivery of them cause any delay to the gencral “distribution of
mails.

44. Is the dnlly postage account in the peon ’s book wnttcn up before
the peons leave the office, and do the peons sign the peon’s book.

45. Arc the receipt register and letter chalans sent daily to the checlk
branch of the Compller’s office, and the lower portions: returned to the
office of issue.

46. How many peons are attached to the office. Are they sufficient
for the work to be done.  Have they fixed beats, and are they properly
arranged with reference to the requivements of the station and town,

47. Is cach peon supplied with & leather bag and a badge, and are
they in good condition.

48. Arc the peons properly dressed when on duty. :

49. T the peon’s book made up daily hy he poatmnstel Is it neally
prepared and signed by him.

50. Do the peons make over undelivered letters daily to the postmaster,
‘and is the postage due by each peou daily realised from him.

(2) Parcel Department.

51. By whom arc parcel mails reccived.  Are sufficient arrangements
made for their receipt whether by day or night.

52, Ave all parcel hags, whether for the “olfice or in transit, ca.u.['ully
weighed.

53. Are all individoal parcels, whethcl for delivery or in transit, carc.-
fully weighed.

54. What detention are parccl mails subjected to in transit. Can any
means be adopted to avoid the detention.

65. Doces the postmaster personally superintend the opemug of p‘ueel
bags aud cxamination and weighment of the contents, .

66. In whose custody do pmeds remain from the time thoy nro
- recoived Lo tho timo Lhey are sent onwards or delivered : what uvo {he
means provided for their securily. -

Bb7. Arvo proper mmnn-nmeuts mada for the delivery of pareols,

08. Are the peony’ u|guutlm.s lor parecls mude over l.o them talken
in tho receipt register.

08, Are tho peous supplied with pareel d:.hvcry hooks, and are the
receipts of addressces obtained for cvery parcel dehveled Does the
postmaster daily examine thoe books.

« 00. Aro the parcel advice and transit chalans 1ctu1ned to the despatt,h-
-ing offices by the first mail after the parcels are received. '
. 61. Are all parcels posted for despateh carefully weighed.

© 62, Are adyice chalans despatched by the first mail aﬂ:er (les]ntch
-of the pareels. .
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G3. Docs the postmaster personally supervise the closing of parcel
bags. Are they seearely tied and sealed and properly labelled.
6-1- Is a correct parcel trausit list and supplement in the office.
Do tue clerks understand the use of them.
+ 85. Are all the books and registers of the parcel department corrcctly
tmd cleanly written and eompleted each day.

3) Depomt

66. Calculate the postage due on covers in deposit and check the
balance of the deposit account in the peon’s book.

67. Arc the letters returned by peons taken over by the postmaster,
and docs he note on them the number of the peon and the cause of
non-dclivery.

68, Arc the peons required- to assign satisfactory reasons for non-
delivery of letters.

"69. Are the letters returned sent out a second time, and what are
the means adopted to fiud addvessees or effect delivery of covers—
specially letters addressed to natives.

70. Is a list of unclaimed coversin deposnt. suspended outside of the
post office.  Is it corrected daily. :

71. Arc the weekly hsts filed in the office after they are taken off
the notice board.

72. Is there a book of mstructlons given by the public i in the office. .
Is it propcrly kept up.

73. Are the covers in depomt arranrred alphabetically in the deposit
almirah, and are they periodically examiued by the postmaster.

74. Ave the changed addresses on covers re-directed wutten on them
by the postmaster lnmself and is care taken that no cover is re-divected
without sufficient reason or authority.

75. Are the claim bills prepaved by the postmaster, and does he care-
fully calculate the original postage entered in them. Does he observe
that the unpaid sortmrr stamp is uot on any covers placed m claim
bundles. ,

76. Is re-dlrcctcd postage carcfully taxed on covers forwarded, and are

. all previous postage duc stamps on them seored out with ved ink.

77. Aro packets for the dead letter office prepared on the dates fixed
for their preparation,

78. Is the propaction of covers sent to the dead letter office exces-
sive, if so, whab explanation docs the postmaster offer.

79. Do the disallowinents-on dead lcttt.r Lilly md:cuto any want of
care in their preparation.

80. Is the deposit almirah alwnys locked and the Ley in the posses-
- - sion of tho postmzlster

(4) Regxstmtxon

81 Does the Y\ stmastor personally recéive letters tendered for regls-
. tration, if not, has the Pnstmuster Geueml's authm lty to entrust the
duty to & clerL been ob.tamed _
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82. In whose custody do the registered letters remain fram the time
they are posted to the time they are despatched. _

83. Does the postmaster superiutend the closing of the registered
letters in packets.

84, Does the postmaster personally dispose of letters recciv ed in
sorting packets. Are they weighed by him.

85.- Are registered letters received for delivery wcmhc(] Arc they
. entered in the book of registered letters réceived, and are the _receipts

of péons obtained for them.

86. Do the peons bring back receipts of addnessccs punctually after
each delivery.

87. Are the duplicate reccipts of addressees ﬂlcd in the guard bodk,
and do they correspond wlth the entries in the book of registered
letters received.

88. Are the original rccclpts punctually rcturned by ﬁnst mail to the
offices of issue closed in cnvelopes.

89. Are the receipts returned properly filed in the book of registered
letters despatehed. Iow many reccipts  have not been returned and
wiat calls have been made for them.  Ave any u.u.lpt.s long due; if so,
has report beecu made to the Postmaster General.

(5) Subordinate Delivery.

90. ‘Is the subordinate delivery account eoucctiy kept and " does the
balance shown as due correspoud with the item in the peon’s book.

91. Are all station chalans entered in the receipt register and sent
with it to the check branch of the Compiler’s office.

92. Do the brauch offices remit collections of postage regularly. Is
the amount remaining due from any office excessive and of long stauding. .

93. Is the return prep:ued monthly for the Postmaster Gcnclal, and
does it correspond with the totals of the registers and remittance book
received from branch offices.

94. Arc the registers and remittanec book of the branech offices
correctly and ncatly prepared. Examine them carefully and call for
explamtlon of inaccuracies.

95, Is the proportion of Ictters ret.mnctl by any Dbianch office ex--
cessive. 1f so, obtain explauation and udopt meaus to improve the
working of these offices.

96. Docs the postmastor understand tha rules for charging forward
postage on covers re-dirceted to and from branch oflices.

97. Docg the postmaster nnderstand the rdes wader which district
correspondence superseribed on -service is conveyed free,

. 98. Have the rural messengers fixed beats and do they regularly go
~over them on fixed dates.

99. Arc the rural messengers’ visit books correetly filled up and have
'they the signatures of ch1ef men of the villages visited, :

-100. Do the rural messengers correetly ‘prepare their’ memorandum -

books, and does the postmaster scrutuuza them mh tunn fhe messengers
return from theix rounds. . : .
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101. . WWhat number of letters on an average-does each rural messenf'cl
deliver in cach round and what number doces “he Lring in for despatch

102, Tlas cach rural messenger a portable letter-box of the approved .
pattern, a bag and a badge, Do they dress ne'tt]y when on duty.

103. Can c\cry rural 1 messeuger read and wrltc the vernaculnr of the
district lie is employed in. :

104. Do the rural messengers take slamps “vith ‘them whcn tlmy go
out-to thcu- beats.

(G) Stock.

-105. .Ertmlnc the stock list of {he office with the - artlcles cntered in
it and observe if any are missing or in need of ronowal or repair. -~

106. Notice the oadditions to, and scormﬂ-s from, t.he stock list, nnd
sign it.

°107. Ts the furniture kept clean and is it in good repair. Observe
if any other arlicles ave requiced.

108. Examine and test the wecuracy of all the mles and weights in
the office. -

109; Tu tho stack of hags sufficient for the requiromenta ol the oflico
nlul is tho register of Imgu properly Lept ap.

. ~110, Exammge the hagy in store, make an secount of them, and realise
‘the prico of any missing, from the person iu fault. - Apply. for the new
bags required in the office in renowal of old oncs.

111, Arc the stamps avd- scals ‘cleanty-kept. Do they give" clear
'lmprcsslons Js the dute typo’ correctly changed beforo work Légins
every morning. Aro impressions of the stanips made doily" in a book.
Examine the book.

112, Apply for rencwal of any stamps, type”or_scsilts’ not serviecablo.

113 I3 tho stamping ink used in the ofiico proporly |£mpamd

T1+. Aro tho stamping pada and mk-rota in good or.,

. 116, Ts the stock of green t{wino for reg‘lstomd letteu :kept “under
lock and key and not wasted..

(1) Forms.-

'"116. Ts-there s sufficient at.ock of Books“and ‘forms’ ol' eneh deserip-
i,tuon in store, : Ara thoro any superflacus books and forms e
117, Are tho books and -forms arranged . in’ ordet in’ pn nlmlmh ‘and
képt cleanly and carcfully under lock and kéy¥
- 118, Are awy books or forms misused. .,

(8) Acoonnts <

' -,119 l]'immmo the nu booL an: ’“&“’ he msh to'the
ol.'ﬁcc, and 5o that it Eseo equal to the bdanee sh "‘ﬁl} c.

120. Exaniine the aceount of  distribption 9%‘1&§%¢!¢aﬂ fqr the:

. caslx shewn to be in deposit for un) :d sa :
-121. Exqmina the permanent ad \'ance aeeo;m -aﬁfd

J’l. 3.3_.-6’;

= uncxpondcd:sm the office,” A
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122. Arc remittances regularly made to the treasury, and is the cash
balance always within the prescuhcd amount.

123. Is the pay of the establishment disbursed according to the scale
sanctioned by Government. If not, ascertain the actual nrmn"unults
and cause of, and necessity for, deviation.

124. Are acquittance rolls perfectly Hrepaled Are the names of the
actnal incumbents entered in  them, and are they signed by the persons
to whom pay is given.

125. Compare + the acquittance rolls with the account of distribution of
salaries and- notice discrepancies obtaining explanation.

126, Are all accouuts current, pay .llJbLl-LCl.a, and countingent Lills
copicd in a book.

127, Ascertain that the difference between the sum sanctioned for
any purpose and that actually expenied is correetly accounted for.

128. Has the full amount sanctioned for mousoon charwes been ex-
pended, and if not, liow has the balance been accounted for.

129. Ave notices of disallowments and objection notices veceived from
the audit and account hranches of the Compiler’s oflice promptly
atlended to, and are (,nplua of them and of the cxpl.mutuma wreitleu on
{hem retuined in the ellico,

(9) Miscolluncous.

130. Are all letters and dockets issued carcfully copled in a book, and
those received carefully filed in guard books.

131. Obscrve gencrally the state of the records. Are they arranged’
in almirahs, and are the means adopted for their preservation sufficient.

132.. Are circulars carcfully filed in a guard book. Is anindex of
them kept up.

133. Are the old records of the office sold at the periods presenbcd
and the amount realized for them credited in account.

[EIM ‘Arc auy of the prescribed books or forms not kept up in the
office,

135. Are any unauthorized books or forms Lept and what is the
necessily for them assigned by the postmaster.

136. Have all the persons employed in the office fllllllbllcd secuuty
as required by the rules,

137. Observo the mode in which the work of the office is distributed
and notice thyt individual eletks are not required to do moré than otliers.
_ 138, Ascertaini the efficiency or otherwise of cvery member of the
establishment.

139. Is there any relationship or. comu.ctlon by marriage between
members of the establishment.

140. Are all the clerks always properly dressed when on duty.

141. Is a suflicient supply of postuge labels always availalle for sale.

_ Are drrangements made for the publie conveniently purchasing them.
142, Is the post office building suﬁ'cwntly commodlous and contu-
cally situated. - Is-it in good repair. -

. 143; Are all fines imposed by the postmaster recorded i a fine
. register. Arc the ﬁnes mqlosed exeessn'e * -

-
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Tuspeciion Report.

90). As soon as the inspection of a post office is completed, the
inspeetor will submit a report in the subjoined form to the Postmaster
General.

¢ The Post Office at
has been thoroughly inspected by me in accordauce with the instructions
given in the Post I?ﬂicc Aanuat. 1t was last i»l,lspeeted by

on the N

Then will follow an acconnt of the more important - observations made

and steps taken by him.

Tuspection of AMail Lines.

" 81, The following poinis will réquire particular attention when an
inspector " inspeets a mail line. Immediately after completing the
inspection he should report fo the Postmaster General the result of
his observation and cngniry. : '

1. Aro the yimners’ huis on the side of the road. Are they in good
repair and do the runmers and baughy burdars live in therh,

2. Is the full authorized establishment maiuntained. ,

3. Do the rmumers and banghy bardars receive the full anthorized
rate of pay. Make enquiry and investigate complaiuts made by them.

4. Is each runner supplied with a staff with bells attached.

5. Ascertain the cfficicncy of the several overseers and whether tbey -
constantly move about the line. _
6. Notice the state of the road, of ferries and means for crossing
unbridged rivers and nullabs, and what arrangements are necessary to

remove obstacles.
© 7. Inquire what was the result of the- monsoon arraugements of the
previous year, and ascertain what will be nceessary for the ensuing
-~ monsoeon season. - _ - . :
"~ 8. Observe whetlier or not the establishment employdd issufficient to
perform the duty of .conveyance of mails satisfactorily.
9. Obscrve if any improved arrangements or change of route would
tend to expedite the transit of mails. : ‘

-

Tuspector to submit Ilalf-yearly Abstract of Iuspéctiou.

22. After the ‘close of every half-year, i. e., on 1lst Jaunary and 1st
July, a half-yearly alistract of the juspeclion of the division (Forw
XHT1) should be submitted by the inspector to the PFPostmastor
General, and remarks should, at the same timo, be mada regpecting tho
conduet und cfliciency of cuch sub-inspector. '

-~ Inapectors to be of actfve habits and able to ride.

98. To perform his .dutics efficicntly an” inspector must he .of active

_* “Liabits and able to ride on horse-back. Without Suehqualiﬁcnﬁéns ho is
" unfit to hold the position of inspector except in a railway division, as
_he will be unable in most localities to travel with the necessary facility

. aid rapidity, or to make effective inspections of mail lifics. = An officer -
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travelling in a palkee or a doolic will not be able to see all that lie should
see, and such means of conveyance should be discouraged -or if necéssary
proscribed. This rule applies to sub-inspectors also.

Sketch map of divisian o be prepared,

24, Every inspector or sub-inspector should be required to make and
maintain a sketch map of post offices and mail lines, imperial and dis-
trict, and rural messengers’ beats in his division or sub-division. He should-
_also be supplied with the general postal map of the circle, as well as
with the survey maps of the districts, comprised in the division or sub-
-division.. = : _ B
Tuspeclor fo pay particular atlention to Transil List.

25. An inspector should give particular attention to the correctness
and completencss of the transit lists and their aunexed supplements
(Form I 2 and I115) of every disbursing and non.-disbursing post office
in hig division. Ho should have copies of these Lransit lists in his own
oflice, and eommunicatc to the post oifices concerned any changes in their

- trausit lists which may, from time to time, become necessary. When
. inspecting a post office, he should examine the despatching clerks and
-gatisly himsell that they undorstand the trausit list,

SECTION IL

SUB-INSPECTORS OF POST OFFICES.

Charge of a Sub-Inspecitor.

26. A sub-inspector is directly subordinate to the inspector of the
division. -His immediate charge will comprise the minor non.disbursing
offices as well as ‘the branch and district post offices, the rural
messcngers and the district ddk mail lines. The inspector will,”
under the approval of the Postmaster General, defiue the sub-division
of & sub-nspector, und will also fix his hend quarters in the place
most favorable and convenient for the control of the sub-division.

. Sub-Inspectors responsibla for the working of Post Qffices. '

27. A sub-inapector will he held steielly cesponsible for the Jroper
wotkiug of all ‘the post oflices and mail hues placed under his 1mme-
diate coutrol. He¢ must completely instruct all the subordinates, and
thoroughly acquaint himself with the practice and mode of working
. in ‘each offico, with each mail line, and with tho general character of

-all the subordinates,. The deputy - postmasters, mohurrirs, or distriet -
post office clerks, and the overseers will ordinarily report to, and

s - receive orders from, or thiough the sub-inspector, the sub-inspector .

disposing himself of ordinary routine matters, and obtaining the orders
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of his superior iu more important matters. - In cases of exceptional
emcrygency, however, the sub-inspector should exercise discretion in
taking -steps in anticipation of the orders of his superior, reporting all
such steps without delay. ‘

Sub-Inspectors responsible for working of Mail Lines.

28. A sub-inspector will be held specially respomsible for the
punctnal and speedy transmission of all the district dik mails in the
" sub-division. He should fix the hours of despatch from and arrival at
each office. The road time bills (Form VI2) of each line under him
should be daily forwarded to him, and be examined by him, any delay
or irregularity being made the subject of prompt enquiry and remedy.
I'rom the road time bills he should preparc monthly time statements
(Ferm VI3) of the several lines, and submit them to the inspector.

Daily work to be done in @ Post Office, :

29. A sub-inspector must perform his office-work daily in the post office
of the town he may be at; in doing so lie may cmploy the deputy
postmaster or clerk to assist him, when they are not engaged with
their office duties. When at a post office, the sub-inspector will he
respousible for its efficient working in all its details.- This rule will apply
also when a sub-inspector is at his head quacters.

Sub-Inspectors to endeavour to develop correspondenca.

80. It will be an important part of a sub-inspector’s duty to ende
vor to develop correspondence in the interior of districts, and to extend
the operations of the post office. He should make enquiryin what
‘towns or villages letter-boxes may with advantage be placed or sub-

ost offices opened. Hao will be assisted in this by observing the num-
Ecr of lettors délivered and brought in for desputch by rural messengers.
‘Whenever he has reason to believe that a sub-post office is desirable and
would fulfil the preseribed .conditions for establishing it permanently
_ (vide Chapter XT), he should propose the opening of au experimental post
office to the inspector. :

Sub-Inspectors. lo exercise supervision over Rural Messengers.

31. Partieular attention should be given by the sub-inspector to the
work of the rural messengers. - They arc employed away from imme-
diate control, and, therefore, are very likely to be lax in the performance
of the duties required from them. When on tour, fhe sub-inspector
sliould go into cvery villige in a raral messenger’s beat and enquirg
- from the head men whether the rural meysonger serves their correspond-
ence satistactorily, and whether thoy have confidence in him or otherwige,
Any complaints preferred against a rural messenger should be investi-
gated and, if necessary, a report made to the i