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. '-'SlrMadam,

L Inspectlon Dwismn in consultauon with Bﬁsm
Directomte and  Vigilance Division have developed a m of
- ."Qumnonnmre formspecnon of Bummss Post Centre (BPC) =

‘ 2 : TheoopyofthelnspecﬂonQuuhonnmfoermPostCm&uu';_:j-
-'_-'enclosed. ST B

30 The mspectxon of thc BPC vhl] be camed out by ﬂ:e m

. months. Themspecnonneportslssmdmﬂberewewedbythean' "_f'_
;’Ihemnnberofdaysformspecnonwnllbetwodays Homventmnybemlanded“ﬁ-. _
‘:kecpmgmvxewtheworkloadofBPC L e

o 4. Clrcles are requested to mrculate the questi

mayforward suggeshonslreoommendauonstoﬁxrﬂxenmpmvegheqmm ..
5 Remptofﬂus lettermaybeachmwledged. - . o
6.. Thxs issues mththeapprovalofMember(PLl)PostalSewmesBOﬁd.

) ;Enclosure lnspectmn Questmnnaire

* Copyto- o
' ICGM (BD&MD) L SR L

2.5r.DDG (Vigilance), Dak Bhavan New. Delhl-l 10001 :

3.Shri ‘Ravi. Babu; Dlrector, CEPT Mysore to upload the ahove

questlonnalre on the websxte for qurmahon to all concemed S

o -D:vmonal Head under whoae accounting junsdxctmn the BPC lies in- evuy X

. units fchrusmgthesame while inspecting: the units, 'ItzsdsomunMﬂﬂChnh.-"'



11 Name the BRC, date of Visiinspection and the officer who Is holding the charge of the BRC.
‘Under whose control, the. BPC is functioning? Whether the incharge of the. office s _posted
based on the monthly traffic & revenue ‘generated as per the guidelines of the Dte. '

1.2 Talr.e an overall view of the BPC, keeping in vlew the customer needs as well as optimal use of . - ‘
' - resources available viz. suitability of accommodation, working environrnent induding lishting,
ventilatlon, approach, cleanliness etc. S :

13 llotetbwn the staffstrength- category wise and the woricing hours and its suitabiiity
-_1;4 Whether the attendance register is malntained properlv and staffs are punctual in. attendanoe

15. Whedier the MTs officials : are in uniform and whether the officials wear 10 cards supplled to, j
- them while on dutv ' :

1.6 M whether the calendar of returns is maintained and the returns are sent in tlme to o
' respective authorities with appropriate inforrnation '

- ‘_ ' 2.-1- ' lieview the. action taken on; the last Inspection report and see whether marginai remarlrs are ' :
recorded Discuss the pending paras and suggest the action to be taken

- 2.2._ if mv particular aspect of work has repeatedly come up for adverse notioe in the last 3 vears
' ~.and continues it shouild be speclfically highlighted so that the revlewim al.lthorlty may have
persomlmentiononthis aspect. - o

Seethat a separate information counter s available and the official. avaiiable at the oounter is .
mﬂmnt with the work and also capable of handling the customers with oourtesy

Avallobility of displav board containing the hours of business, postal tarlffs norms for dellverv' a
- of various Kinds of articles various pre-rnailing operations available and the rates in the R

pwlkhall

\ ) r of oornplalnts and suggestions book and action taken ln case no action has bcen'
taleen in any of the complaints, the partlculars to be noted down '

Euamino the boolt of: postmarks and see that the impressions and seals of day-do-day use are
clear or they require replacements . x

.35 Cheek whether the amount paid by walk in customer in cash and advance payment/ﬁayﬂrent
' made by direct bulk customer by cheque/demand draft received bv the Counter ofﬁciai is




<3

properly credited to the HO/SO to which it is linked, with details of postage; service charges,
- applicable service tax and education cess for drstributlon under various heads of accounts and

.37

42

- . .- 5’5
61

83

- 64

-

in respect of articles received wlth pre-sorting: and presented for pre-mallmg in the BPC?

--Oﬂslnal recelpt given to customers.
36 Check whether the amount recelved s allocated to various RMFMs under Dlglfrank avallable
- PQ by notlng the machine number on the top of receipt. _ '
Whether the consolidated recelpt for the: dav is prepared for the amount credited in the PO
_ and the signed by the Incharge/PM in token of having received and credited the amomt
41 'Emnine the memorandum of Distribution of work to see whether the. work |s distributed '
- evenlyto ali the. staffs & Supervisors with linking: arrangement is also mentioned in the event
of any. staff golng on leave and itis duly approved by Dlvtsional Superlntendent : .
Are the st_lp_ervisors are regularly and practlcally checking the work of staff? |
51 . Check whether the customer’s articles are processed as per the order of receipt i.e. on flrst
- - come ﬂrst serve basis :
. Check whﬂherthe restster of mails received from the customers for pre—malling actlvities ond_ -
mlling Is malrrtained and the marls are entered for pre-malling
- 53 R .Wltether the charges for pre-maillng activities collected are’ in awordance wlth the._ :
"Muctlom Issued. by BD&M Directorate and- proper arrangements exlst to calcvlate the
-me bmd on welght / destlnation of all ltlnds S . _
54 . ..md: wheﬂter the Bi¥ Mall /National Blll Mait service artlcles are. posted in the EPC. Are the . .
: - orders of the Dte with regard to presenting the BMS{NBMS artlcles in PIN Code-wlse hundles
' are strlwv foliowed in accepting the mails. , _ )
- .Cflu:k whether the malls recelved for. sortlng are franked with correct postage for the class of' :
‘See: thd‘ the. sortlng cases are neatlv arranged and palnted with approved dlagram as per the :
- exlsting hub/Ll-Lz ofﬁces pattem K
| 62 See that extract sorting Iist Is available ln all branches as per the class of articles
: Whether -the. officrals in 't_he ._bran_c_hes are corw_e_rsant- Wlth: the p‘atter-n of sorting?-. 5
Whether the orders of the D:rectorate is followed on disposal of articles as per MNOP conce' 5 R

L
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ln respect of Speed Post / Registered Articles.

_aL-  Bagged to Hubs/ IC Hubs of the Circle where the BPC is authorlzed for directhauing

_7a6

L

b, ) Ol:her BPCs, the Speed Post articles are- sorted into TD and NTD and haued sepereteiy _

R to thelr parent Sorting Hub. -
Whether display board showing the tlme of arﬁval/departure of schedules and
arrlvai/departwe of sections is avaiiable? ,
: ?2 _' Whether ail the articles franked are. pi'ocessed ln time on the same dav wlthout hold up and o
. dispatchied to connect to the respective sciedules/ Sections and bags are closed separately for
firstclass and second class mails with prescribed tag labefs? '
2,3 Direct Nth are mmd to sections/l’MOs and bags dispatcﬁed as per. prescribed romae chart. -
+Log book is maintained showing the' defiils of schedule~wise despatch of each catem of L
75 - Whether tirnings can be changed*to imprwe maai arrangements 'oetter in respect of receipt o
arid d@atches? o , _ . . . _ -
\Vhether pmper bag Iabels are being used for the bags prepared for dispatch?

Samnlng and dlspatch are done as per L1/i.2 oflioes invres of regdt-ﬁnicles_;- '

e

Chec& whether adequate numbei' of franldng rnachlnes are supplied to the office. \Mu‘ther the S

Franidns Machine is Departmental or hired on click charges basis? Check all the machinesand '
 other equipmeénts provided are in working ‘condition? If not detalls of break down, date of

| : i,nlormhr_the suppll_er the ‘machine 4 higher oﬁ’lcial -about the break down sheuld be-

83

.82

The dass of matls Is selected and correspondnng postage Is reﬂectedéccording to the weigm in - o
FranklngMachine I | | R

Franiting Is done as per tlle count in the dispatch slip: Each customer’ s detalls is entered in the g -

. Franking Machine wise register for each drspatch shp and relevant entries ,are made for

differentdenommation L S "

o i ”/ W’gof-,




. 84

a

~ The ascending and descendmg meter readings are noted for the day to arrive at the
onnsoiidated amount franked fortheday S . _

-

Whether anv register is maintained showing the everyday generation orf revenue ﬂgures and
creﬁtpartictdars? : . : . _

i:onsoiidaﬂm ail the malls franked and comparing with the totai postage utlii:ed frorn the
asoendng and descending readings is done. :

Statamem of Malling (SOM) Is pr‘inted at the end of the: day for each: RMFM

Ttie funds. a\raiiabie in the. statement of maiiing and the - difference between ascending and
desoending raading should be taliied with the postage used for the day ' -

The reievant entries made in each Franking“__achine and the funds avaiiabie as per the SOM
shouid be veriﬂed by the supervisor and counter signed o o

,8 10 'l’he Franidng Machine register along with the dispatch ships- of the ‘mails franlred is handed

over to aomunts branch for making entries inthe daily report

A

8 11 Ehedt mﬂler the total credit rnade for- the marl taliies with the volurne and welﬁit ie. the

" coedit tallies with postage due and value of pre-maiiing activities done. Wheﬂtatire inspecting .
OHicer is satisﬁed with the oredlt of revenue of the BPC? _ _ _

: 3.12 To cite& upthe negister of pre-maiiing activities and see the amount is credited to. Uf.’ii s per

therates prescribed by the Department

> --"'.a:13 verwumpie franieed articles and. check up whether postage impressed on the articies is

gto the norms, so that there will: be no. Ieakage of revenue to the Department.

e -. | 8'1‘ M the anking Mad'llne ‘meter_reading with concemed Franidng Machine wstﬁf I!e9

91

9.2

‘93

amount utilized, unused and consolldated amount.

.8.15 Check at random the vreight of the articie and see that it has been franited for the proper

Review the traffic and revenue of BPC

Whether adequate pamphiets/advertisement materiais are avaiiable for each category of
product? S . L B

Whether a'separate reglster of customers aiongwrth detaris viz. address, phone number, emari - : o

id etc. is maintained?
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94 m&m proper arrangements are made for prckup servioes IR .

e -"-_-,Whether periodical customer's meet Is arranged for interaction and to provide impmi‘i'ed -
PR ._serviceandtosecuremorebusiness? . T

- 96 -ii‘.eview of work done by the MEs attached to.BPC and explore the poaaibilties of adding new
' _customers . .

B T
| "10.1 Matmndomatleastanvone dateeverymonth toseethateach dav’ﬁi:teditisooﬂetwis-'

" dvis Franking Machine register, daily dockets, ledgers of the M\/ridual Franung Machine
fianchisee impressions of Franking Machine used In.the BPC ftself. .

| 1022  Monthly consoldated statement be checked with reference-to-taly acobunts statement of
' " the BPC, and that a Certificate of Credit for the entire month’s account inoorporating the
~ amounts of cheques dishonored if any, is obtained by ,the 15" of the following month®. -~

- so.s Check whether the account statement for each day’s credit is sent to “for eadtprodm:t
. separately | with ‘details ‘of postage, service tax, education cess, sefy
countersignature for its oorrectness _ _

. 10-4 Whether sufficient amount is available in respect of oustomers with p La " 4
o ‘checked periodically, wbether customers are. Informed well’ in ‘advance for.

balance
o 1_0.5 Chock whether the claim biils for advance customer are prepared and
mlﬁl’y | | . . . . . . I‘
10.6 Gheck whether the piece-rated workers are paid not more than@ 50 %of._ _ serviuclwues -
: ooileeted from the customers after deducting the ciiclt charge payable to RMFM supplier. _
107 Whether the accounts inspection “of the: BPC by the. Assistant Accounts O ﬂbiofthe
B eiﬂ:lafnesion is being carried out annualiy ‘Note the date of last visit/insp of BPC by
Assistant Account Ofﬁcer (BD) of the Circie/Region . o
- _ 11.1 Whether set of manuals is available & Ruling files are maintained? " , - :

11.2 Whether ail the articles of stock supplied by PSD/transferred from other ofﬁbes or purchased |
Iocally sinoe last inspectlon are: ente‘red in'the Maln stock book? ' -

Pagesofy
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115 -

6

' annusl maintenance contract? Whether annual
~dates? Are the history. sheets maintained in res

amountofrepairs are entered therein? '

117 )

. | 113

" 'Mer the office is provided with adequate number of fire. extinguishers and they are

1111

11

: diedtﬁaelnvoicesreceived

| Whether annual verification of stock Is

‘See that the unserviceabie and irrepara
- PSDIDMsionai ofﬂce and a register is maintained

: --'reﬂﬂedonduedates?

S Seethatbasic amenities,lik_e provision of rest roo

since last inspection and see whether thev are in cofitinuous
ofthestockbookinwhichtheorticlesofstodt '

pertaining to the partlcular invoice , is entered, Iis noted for cross—dwecldng

. series and seé whether the page number

carried out and certiﬂed to that effect?

Wbether I-Iistorv sheets are available for various offlce equipments with up@ted irrformatlon? '_ o

wimether the computers, printers and other ofﬂce equipments are under warrantv or under :
maintenance contracts are renewed on due '

pect of each system and/thé details with
P

\Vhedreradequate suppiyofoomputer stationeries is ensured? |

ble items of stock have been transferred to -

"Seethatthe stockofbagsissufﬁclentto meetthe requirements &thatthebagsarenotused =

for keeping old records/othel‘ items.

See that thefegister for weeding out of record is maintained?

Lok

Whether first-aid- box to the required number is avaiiabie

-

m for ladies and supply of drinking wateris

w4

- 122 Staffs are provided with adequate number of r:hairs/stools to work convenierrdv EETE

' The worldns space is not so cramped to ensure better working atmosphere

a

- Grievances, if any, regarding weifare of staffs are glven immediate attention

Wheﬂier cordial relationship is maintained between Supervisors and staffs to get the required,

P output without any hassle.
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132

13.5

137

139

11

Whether the number of Speed Post articles picked up & received physically is checked with

L the: soft copy of the data received in excél format prescribed by the Directorate.

- The deto of the articles reoeived without soft copy frorn the walk in cUstomers is enisered in

" Speed Netfl'aroel Net invariahly

13.3

16

t

Check whether barcode stickers for walk m customers are affixed and the BNPL customer’s-l'
articles bear pre — printed barcode stickers. Tariff is calculated based on weight and.distance .

of Speed Post/Express/Business. Parcel articles of BNPL Customers. Check whether the articles L

are exemined by the staff and welght and tanff on the journal tailies with the entry in the list

The. address data in the soft copv us checked and. cured before it |s uploedw in Speed

: 'wparcei Net. _
| Scannlngand dispatch are done as per Speed | Post SortingHub ln r/o Speed Post uﬂcles

Examlne the agreements and. biank_ suarantees given by. BNPL Customers and ensune thht they
are currentand renewed in time _ _

-

B Mond'dy consolidated statement be checked-with reference to dailv accounts statement of
© the BPC, and that a. Certificate of Credit for the entire month’s account. inoorpotating the'

 -amounts of cheques dishonored, if any , is obtained by the 15™ of the following honth”.

B8

Monthlv bilis for indivldual BNPL customers are issued from the system ilseﬁ throwh the :
fatest Mw'idoot software and issued to the customers by 5th of the followhg momh.

. Check whether monthlv biiis issued to the BNPL customers correspond with the svstems in - -_

urms ofmher of articies booked through the svstem and revenue as seen in the svsum

'-"-‘-Gledt Mer BNPL customers have paid their bills and there is no outstanding Fwther '

- deflw:ienai incerest etc is recovered for delay in payment, for bounced cheque,if any em.

131

Check as to whetﬁer and BNPL dues are outstanding for Iong period and action taiten to e!eer -

__such ootstanding dues

_fmm/

1‘1

v

Comment on the overall performance of the Business Post Center to convert it into a proﬂt 8
Ccenter. S L
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