
File No 16- 1/20'17-lnspn.
Government of lndta

l\4inistry of CommLntcations
Department of Posts

(lnspection Unit)
Dak Bhawan, Sansad Marg

New Delhr 110001 dated : 20/07 t2018

To

1. All Heads oI Postal Circles
2. All Directors, Posta Training Centres
3. Director, RAKNPA
4 Army Postal Service Directorate, New Delhi

Subject: Revised Standard Questionnaire for visit to HO/SO and BO

Kindly find enclosed herewith the revised Standard euest onnaire for visrt to HO/SO and
BO. Separate sections on CSyDARPAN and lppB have been introduced in the visrt
Questionnaire.

2. All Circles are requested to circulate the revised Standard euestionnaire for visjt to HO/SC)
and BO to the r Subordinate Units lor using the same with immediate effect. This euestionnarre
can also be downloaded from !yww.indiapost.qov.in.

3. Since, the roll out of CSI & DARPAN is underway, Secretary (Posts) has directed Cpt\,,1G,
PMG, DPS, Divisional Heads & Sub Divisional Heads to pay a visrt to afleast one HO/SO & BO
every week and issue the visit report by next working day postively.

4. Thrs rssues with the approval of competent authorily.

Enclosures: Revised Standard Questionnaire for vtsit 1o HO/SO and BO

Assrsta or
(lns

Copy to

1. CG[/ (PLl) Directorate/Cclvl Parcel Directorate/CcM (BD & Maftetrng) Drrectorate
2. Sr DDG (Vigilance) Dak Bhawan, Ne\,/J Delhi
3. DDG (Training) - lt rs requested to organize training programmes for tnspechng officers to

familiarize them with the tools required for visiting CSI HOs/SOs and DARPAN implemented
BOs.

4 All DDSG
5. GM CEPT Mysuru is requested to replace the old pdf frle whrch is available at S.No 34 (4) at

link httosJ/[ rw indi apost.qov. rnA./AS/Paoes/RTl/RTl-Manual-5.aspx with new file of Standard
Questionnaire for visrt to HO/SO and BO

6 Sr PPS to Secretary (Posts)/DG
7 PS to all l\,4embers PSB and JS&FA

Assrsta ctor

on)

(lnspectron)



Standard Questionnaire for visit to post Office {HO & SO)

VISIT REMARKS OF
Name of the HO/SO visited
Name of the Postnaster:

S.No Parametea
ON CSI Environment

Whether all the CSI applications are installed
and made operational in all syslems tn the post
office (POS counter application for counters,
POS back Office for Supervisor I Despatch
branch; SAP & Single Sign-on applica|ons in
all s s ?

3

Date of Visit:

Oate of Last lnspection/Visit

Yes No Remarks

Wheth er the synchronizalton is running in the
POS server system regularly? Check the status
of Last Synchronization in the POS Back office

ication
Check cash in hand at SO

c. lf transactions for current day has not
starled, generate daily account report ustng
tcode ZFR_DAY_NEW for previous day and
compare balance with cash ba ance aeport
(zfbl3n) of DOP cash for correctness: tf
transactions have completed for the day of
check, generate this report for the current day
and do the same com arison
d- Use tcode fa9ll03 to generate report of
remittances ln transit, entering GL code of cash
in transit for the SO profit centre and ensure
that there are no open items, lf there are any
unadjusted items, check whether the
remittance rs actual rn transit

Nole. yisl of delivery Post Office to be made al offrce opening/closing time ar al the time of
tecepu dispatch of mail Cash/stamp balance to be compulsarily vetified for singte handed pos.

a. Generate the report of cash balance using
tcode ZFBL3N in SAP for the SO proftt center
at the time of visit and compare with cash on
hand.
b. Check the POS cash balance report using
tcode zfi_pos_bal for the office for the
previous day or the current day (depending on
time of visit) and check whether the balance is
zero if not trace the reasons

1

2



S.No Parameter Yes Remarks
is having account with bank,

generate report of drawings from bank and
remittance to bank using tcode fagll03. Use the
tcode zfi_recon to generale the report of bank
reconcrlration and ensure that this work ts
attended to promptly and no arrears. The bank
slte is to be accessed if scrolls have not been
received.

e. lf the office

f. Ensure that
transactions are

cheques
sent to

h CTS,

received for PO
HO promptly for

st lhrou

4

b. ln case of eMOs, access the menu
Viewupdate rn DPI,S and ensure that no
el\ros are pending for printing and distrbution
to beats.
c. Use the menu Mark pending articles under
IPVS menu in back office and ensure lhat there
are no pending articles; if there are any articles
listed examine the reasons

No

g. Ensure that NEFT credits received are
rom and corre accounted

Check stock of stamps, stationery and lPOs:
Use tcode MB52 to gel the report of inventory
items for the storage location (oI SO) and
compare wth physical stock; check and ensure
that no items of inve are in transit
Check articles/ eMOs in deposit

a. ln DPMS, generate the reOort of articles n
deposit and compare with physical articles in
hand; Ensure that retention is with vaid
reasons - use find arttcle option in DPI\,S lf
physica articles on hand do not tally with report
to tlace reasons has the otfice raise ttckets if
an issues are noticed?

d. Check whether the Postman liabitrty rs
cleared ularl
e. Check the pending COD/ VP articles in
DPlVlS. Ensure proper booking of VP MO after
the deli of VP articles
f. lf Branch offices are attached: Check the BO
articles returns, pending status of CODA/P
articles in Branch otfices.

6 Verification of transactions at SO

a. Check whether the Voucher Posting
(CBS/PLI) has been made correctly for
previous day (The report generated in
CBSiCIS and the amount posled in DTR (Darly
Transaction Re orl must tal!
b. ln case of epayment and eNIO, check the
booking l\rls in the MIS sites and confrm if
these are u ated



Parameter
c. ln case of finacle transactions, compare the
totals with darly account repo.t, in c€se of non-
cash transacttons like ATR, cheque deposjts
check the GL line items through FAGLLo3
tcode to ensure accounting; check AML
com iance lor transactions on the da of visit
d. Similarly check if Mccamish transactions are
properly accounted for in F&A including correct
classification and use of proper GL codes for
GST.

Use the tcode FBLIN and check the tiabitity
ainst each beat and ensure that it is zero.

Yes

e

7

B

c. Compare the balances to see thal they
a ree
d. Generate the schedule ol remittances usng
tcode zfi_cashtransfer for SO and confirm
whether remittances for BO or from BO shown
here are actually avatlable in the dajly account
received from the BO
e, Check whether e-lvlo transactions, e,
payment transactions are rebooked at AO and
figures appear in the ZFR DAY_NEW report of
BO concerned
Security compliance:

a. Whether personal User lD or passwo.d is
ke confidentral b the authorized slaff
b. Whether checks and necessary vigilance is
being exercised on prohibiting use of any
unauthorized external device.
c, Check whether all officaals login to system
ustn their India Post lD

l. Has the LAN been checked periodicaly and

S.No. No Remarks

accounts received from BOs
b. Generate darly account report for all BO
a. Obtain dail

t centers usrn tcode ZF DAY NEW

Verification of transactions at BOs in account:

d. Check whether the users logoff wlren Ilre
leave the systems
e. Check whether the user lDs of empoyees on
leave or transfer are not being used; if they are
seen to be active, get them dsabled in
consultation with divistonal office
I. Check whether the systems
connected to lndia Post domatn.
g. Check whether the anttvtrus is updated

remarn

h. Check whether any undesirable applicalion
is installed.
i. Check if all systems are either under
warranty/ANrc and penodtcal maintenance s
carried out.

i. Ensure that laserjet pnnters are connecled to
raw power and not through UPS.
k. Have all the computers been lvlacbinded

are all com connecled to LAN



Parameter
m. ls the Post Office using any unmanaged
swtches which are not part of the authorized
LAN to connect com ers
n. Has Anti-Virus (AV) been installed and
u ed
o. ls everyone logging rn lhrough Active
Directo AD
p. ls the inlernet being accessed through
unauthorized broadband/don le
Hardware

ther requisite number of computers are
available and in working condition? Whether
any oF the computers have outlived their util(y?
Examine whether they need to be replaced or
whether the can be u raded

10 Network:

a. Check if the standard network equipment of
both NSP1 and NSP2 are availabte as supplied
to the office; Obtain e-health report from DO
and study the network usage; take up wlth DO
ifu radat on is needed

Support systems:

lnfrastructure
Whether stock of public forms /computer/postal
stationa is ad uate

Mails Del
Whether mail arrival time , beat sorting , arrival
of staff n mails delivery branch and out timing
of Postman staff is synchronized and aligned
with the nature of loca ities(residential or

Yes RemarksS.No

9

b. Whether prinlers and scanners are
adequate quantdy and in working condition? lf
not take action to get them repalred or
re ced

tn

b. Ensure that the area surrounding network
equipment is kept clean and cables are

d arran ed

a. Check whether that UPS is working and
whether batteries requlre replacementt if ATM
is present in the office, ensure that it is
connected to the UPS of the otfice afld the
UPS is kept always on; Check whether periodic
seryrct is done AMC

11

b. lf generator is available in the office, check d
it is being used and in working condition; Check
if oil servi aodicallis ber done

12 Check whether the latest POS Database
backup is available rn "POSTALPOS_BaGkUp"
Folder in'C' Drive

13 (N CASE OF HO)
Check the number of reversal of taansacttons
made since last visit. Whether proper

cedure has been followed?

14

15

Commercral served the Post Office

No



S.No Parameter Yes No
16 Whether delivery staFf is adequate to ensure

same day delivery of mails and whether
Postman beats have been rationalized for
minrmizing dead mileage ln Case of excess
delivery staff, whether redeployment is
Possrble.
Whether Postman Staff rs putting legible
&correct remarks on returned matl and whether
they are retaining any previous day's [Iai] in
their bags/drawers has beer done & LB peon s
clearing letter boxes which has been shown as
delivered in the systems

18 Whether rationallzation of letter boxes at the
prescribed hour & using hour plates.

Remarks

17

19 missent & RTS percentage isWhether
abnormall h h

Swachhta visibili & customer facilities

24

20 Whether Cleanliness of Post office campus
Public hall and countels, to lets, delivery hall

peretc- is

22

23

Whether disposal of old records that are due
for weeding out has been carried out and

Whether furniture/equtpment etc for staff and

Whether campus & counter signages along
with citizen's charter, hours of business & tariff

Whether number of counters in operatton are
adequate to render timely service to the
customers and counter timings are in sync with

existin edrecord are neal arran

customers iS a uate and in ood condition

chart are to- datero r, I ible & u

customer re u rements in the area
25 Whether complaints/ suggestion book ts

avarlable and timely action taken on
suggestions/complaints/account transfer
request/decreased clarm cases etc., from
members of Public.
Whether the Solar Power Packs installed in
Post Office buildings is maintarned properly
and is in working condition.

27

29

Whether Gender related facilities t.e separate
ladies toilets and retiring rooms are availabe

Whether the accessibilities for persons with
disabilities i.e Ramp/Elevators/Chairs and Lifts

Whether the Roof Top Rain Water Harvesting
slructure has been constructed and well
maintained.
Whether the penodical maintenance & upkeep

Whether the surplus space has been rented for

Whether the rent is due to recover from

maintenance is ade uate

ided a uatel

of build rlis bein done ro

earnt revenue

and their u

are

BSNUI\rTNL and action taken u

30

31



No
33 e vacant land of plols are available

Iand boundary wall constructed to save from
encroachments.

Whether th

35

S.No. Parameter Yes Remarks

Questions on IPPB (lt may be noted that IPPB operahons are completely online with biometrlc
authentication and no physical signatures, and therefore at an end user level/post office level
there are no transaction vouchers, passbooks or a log of transactions, malntained by the end-
users. The visiting officer will have real lime access to the IppB system log to vtew the lppB
transactions done at an end-user, facllit level
34 Check whether the post office is facilltating

IPPB transactions durin DoP busrness ho!rs
Check whether the IPPB related branding
elements (IPPB Signage, Notice Board Detaits
of Banking Ombudsman, Banners, Standees
etc available

36 Check whether the devices. biometric scanners
and mobile connecttvtty are available and in
worki condition with the Postman / GDS

37 Check if adequate cash rs being provtded by
the accounts office/Bank for facilitating
transactions in line with the servrce quality
standards as a reed between IPPB and DoP
ls adequate cash being handed overto the
Postman / cDS for providing doorstep banktng
services in line wth the servrce qua ity
standards as a reed between IPPB and DoP

39 Check whether adequate inventory levels of
collaterals (eg. QR Card, Brochures etc) are
being maintained across the post offices to
selvice IPPB transactions.



Standard Ouestionnaire for visit to B.anch post Office

VISIT REMARKS OF
Name of the HO/SO visited
Name of the Postmaster

Parameter

Date of Visit:

Date of Last Inspection/Visit

Yes

2

No Remarks
DARPAN

Check lnventory Report (Stamps
with that of Physical Stock of
available)

balance
Stamps

* Login to DEMO Booking APP.l Click on lnventory Report
.:' Stam

Check receipt of BO Slip for the Day with Bag
Label

Physically check the availability of BO Strp
beaflng LBK Bag Number Series for the day
of visit. [Cash Stamps, Documents & all
three categones of articles tf any Reglstered,
Parcel & e-MOs

4 Check Previous Day Deposit Articles with that
of BO Journal

-i Login to DEL APP.l Go To lnvoice.l DEPOSIT (BO Journal RED INK
ENTRY - Whether available in the
DEVICE)

Avarlability of article details in DEVICE lN BO
JOURNAL & PHYSICAL ARTICLE

Noter- Post office to be visited at opening and closing hour and cash/stamp Balance fo be
com p u I sori I y ve rif ied.

3

5

S.No.

Check Wallet Balance with that of Phvsicat
Cash

.l Login to DEMO Booking APP.] Click on Navigation ICON (3 vertical
lines)

* The Walet Balance must tally with the
physrcal cash

Check availabil y & functionality of SOLAR
PANEL UPS rn the BO

6 Check of SIGNAL / CONNECTIVITY
STATUS in the BO

7

I
Check BATTERY STATUS of the DEVICE
Check CARRY-CASE (Whether all the 14
items are available in the CC includi form

1



Check print-olt oI latest CBS & PLt
Transactions done in the DEVICE on the day
of vrsit

Login CBS - DoP - TRANSACTIONS
REPORT _ SELECT ALL

This should be compared with wallet amount
as well as physical cash

Login PLI- DoP - REPORTS - SELECT ALL
PLI/ RPLI

Workin

Swachh visibili , & customer facilities

Whether Post Office premrses are clean,
business like and having proper display
boards.
Whether villagers are satisfied with the
services of the Post office and there are no
complaints against the Postmaster and no
pendency in the complaints & suggestion
book.
Whether stock of stationary and stamps is

S.No. Parameter Yes No Remarks
I Check of installation of Latest Versions of

APPs
.l Login DEMO BOOKING etc.,
* NAVIGATION TAB
* VERSIONS

't0

11

12

13

14

15

16

17

1B

19

Whether mai/account bag receipt in the Post

Whether mai/account bag receipudispatch
arrangement is proper and does not result in

Whether letter boxes in the vtllage are

Whether lhere is unjustified deposit of
accountable / unaccountable

Whether there is unlustified and frequent
excess cash retention at the Post office.
Whether proper mechanism is in piace for
financing the Post office and that there are no
pending lrabrlities for more than 2 working

Whether Time Related Continuity Allowance
(TRCA) of the BO staff is in accordance wilh
the work load
Whether MNREGS/Social Security payments
through the SB account is up-to-date and
there are no irregularities tn payment to the
beneficiaries.

Whether Post Oflice location s suitable and
has proper visibility & space to transact
business.

office s nchronize wrth its worki hours

ro rl located and rnalntained

mail/Parcel/MOs from the revious d s

d S

dela

20

21

22
ade uate



S.No Parameter
Questions on IPPB (lt may be
biometric authenticatron and no ph
office level there are no transactton

noted that IPPB operattons are completely online with
ysical signatures, and therefore at an end user level/post
vouchers, passbooks or a log of transaclions' maintained

by the end-users. The visiting officer wtll have realti
view the IPPB transactions done at an end-user facilit

me access to the IPPB system log to
level

Check whether the post office is facilitating
IPPB transactions during DoP bustness
hours
Check whether the IPPB related branding
elements (IPPB Signage, Notice Board,
Details of Banking Ombudsman, Banners
Standees etc avarlable

Check if adequate cash is being provided Oy
the accounts office/Bank for facilitating
transactions in line wilh the service quality
standards as reed belween IPPB and DoP
ls adequate cash being handed over to the
Postman / GDS for providing doorstep
bankrng services tn line with lhe servrce
quality standards as agreed between IPPB
and DoP.

28 Check whether adequate inventory levels of
collaterals (e.9. QR Card, Brochures etc.) are
being mainta ned across the post offices to
service IPPB transactions.

Yes No Remarks

24

25 Check whether the devices, biometric
scanners and mobile connectivity are
available and in worktng condition with the
Postman / GDS.

27


