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PREFACE

The Post Office Guide Part I is the foundation of almost every departmental examination of India
Post — PA/SA, Postman and Mail Guard, MTS and GDS. Its clauses govern what the public sees at the
post office counter every day: how articles are addressed and posted, how they are delivered, how
money orders and postal orders are paid, and what may or may not be sent by post.

This book brings together, in one volume, the twenty classes in which I teach the Guide. The classes
follow the order of the Guide itself — from the history of India Post and the structure of the
Department, through Section 1 (General), Section 2 (Letter and Parcel Post), Section 3 (Official Postal
Articles) and Section 4 (Prohibited Articles), to Section 5 (Money Orders and Indian Postal Orders)
and Section 6 (Philately).

Every point is written in English and Hindi, line by line, so that no student is held back by the
medium of instruction. Wherever the Post Office Act, 2023, the Post Office Rules, 2024 or the Post
Office Regulations, 2024 have changed an old rule, the change is shown right beside the clause — old
and new side by side — because examiners now ask both.

Tables, flow charts and photographs have been used freely: a rule seen once in a table is
remembered far longer than a rule read three times in a paragraph. At the end of the book you will
find a Quick Revision section of important numbers and limits, and a Clause Finder that takes you to
any clause in seconds.

I am grateful to the thousands of students whose questions in class shaped these notes. Suggestions
and corrections are always welcome and may be sent by email or WhatsApp.

— Shiv Kumar — Postoffice Coaching

Postoffice Coaching - Learn with Shiv Sir - @ 6283839926 v
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ABOUT THE AUTHOR
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8 Years in the Department of Posts - 10 Years Teaching

Shiv Kumar is a dedicated educator with eight years of service in the Department of Posts and ten
years of teaching experience, guiding aspirants for departmental promotion examinations across
India.

He is known for clear communication, an empathetic teaching style and uncompromising concept
clarity — qualities that make his classes simple, organized and exam-oriented. Rules that read as
dense manual text in print become, in his teaching, a small number of principles a candidate can
actually carry into the examination hall.

Through Postoffice Coaching, he works to give every postal employee quality education, structured
resources and the confidence to sit a promotion examination well prepared. This book is written in
that spirit: not a collection of questions to be memorised, but a course of practice through which the
working rules of the Department become second nature.
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HOW TO USE THIS BOOK

1. Read the class in order. Each class follows the sequence of the Guide. Read the English line,
then the Hindi line below it — reading both fixes the rule in memory.

2. Study the tables twice. Most examination questions come straight from the tables of limits,
fees and time periods. Read them once with the text and once on their own.

3. Learn the old and the new. Where a rule has been changed by the Post Office Regulations,
2024, learn both values. Questions often test exactly this difference.

4. Use the Clause Finder. When a question quotes a clause number, look it up in the Clause
Finder at the end of the book and go straight to the page.

5. Revise with the Quick Revision pages. In the final weeks before the examination, the Quick
Revision section of important numbers and limits gives you the whole Guide in a few pages.

6. Make it your own. Use the My Notes pages at the end of the book for short notes, memory
tricks and doubts to ask in class.

Postoffice Coaching - Learn with Shiv Sir - @ 6283839926 vii
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ABOUT THIS BOOK

Scope and coverage

This volume contains the complete class notes of the Post Office Guide PartIin 20 classes — Clause 1
to Clause 233 and Clause 243 to Clause 257 — along with the History of India Post. It is written for
candidates of the PA/SA, Postman / Mail Guard, MTS and GDS examinations. Clauses 234 to 242
(Telegraphic Money Orders) are not part of the current syllabus and are not included.

What this book covers
* History of India Post — point-wise, from 322 BCE to 2026

» Structure of the PO Guide, control and hierarchy of the Department (Clause 1)

» Types of post offices, business hours, holidays, payment of postage and franking (Clause 2 —
25)

» Addressing, recall, delivery, post boxes, window delivery, redirection and complaints
(Clause 26 —95)

» Letter and parcel post — letters, cards, BRS, book packets, newspapers, parcels and air mail
(Clause 96 —161)

» Registration, insurance and value payable articles (Clause 162 — 197)
» Official postal articles and prohibited articles (Clause 198 — 214)
* Money orders, Indian Postal Orders and philately (Clause 215 - 233 and 243 - 257)

How each class is arranged

Every class opens with its title, clause range and key topics. Each clause is then explained point by
point in English with the Hindi line directly below it, supported by tables, diagrams and
photographs. Boxes marked “Update” or “Post Office Regulations, 2024” show where an old rule has
changed.

A note on sources

The notes are based on the Post Office Guide Part I, the Post Office Act, 2023, the Post Office Rules,
2024, the Post Office Regulations, 2024 and departmental orders issued from time to time. Where a
note differs from a current departmental circular, the circular prevails. Readers noticing any
discrepancy are requested to write to us.

viii Seekho. Ruko Nahin. Jeeto.
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CONNECT WITH POSTOFFICE COACHING

On all official platforms

Dear students — for the latest updates, study material, class notifications, free classes, reels,
practice questions and important announcements, follow and join every official platform of
Postoffice Coaching. Scan a code below with your phone camera.
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youtube.com/ instagram.com/postoffice_coaching facebook.com/profile.php? t.me/postofficecoaching
@postofficecoaching id=61587344071763
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postofficecoaching.com whatsapp.com/channel/ clpjack.page.link/nrmo apps.apple.com/in/app/myinstitute/
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Follow every platform to stay updated with your exam preparation.

6283839926 - postofficecoaching@gmail.com
— Postoffice Coaching Team
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Class 01 - History of India Post

CLASS 01

History of India Post
VAT ST &7 S(AaTd

Chronological point-wise list | 322 BCE to 2026

Master Chronological List

T FATLETC G

« 322-297 BCE — Chandragupta Maurya & Ashoka — Pigeon Postal System used for communication.
SIS H Y A9 — FL97 o9 & (A7 Pigeon Postal System (e ST s7a@4T) & T3 &16T

Tl

» 1296 — Horse and foot postal system during the rule of Allauddin Khilji.
AATIE T [EeTsIT & IR § STST 3T TaeT ST SHATEIT Tead T 4T |

sl s

nuunmn IIIllJI |

INITIATED AN ORGANIZED &
POSTAL SYSTEM i

Postal Courier

Established a of foot | ||
Imm

Significance | |
Used primarily for state and
communication, but laid | |}
the foundation for future services.

» 1341 — Ibn Batuta describes El Wolak (horse carriers) and El Davah (foot runners) during the

Tughluks.

T5T AT T qIAw & 7 El Wolak (58T 3T& aTa#) =7 El Davah (F2& 41a) T 39 &7 |

Postoffice Coaching - Learn with Shiv Sir - @ 6283839926
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» 1541 — Sher Shah introduces horse dak on the 2000-mile stretch of road between Bengal and Sind.
YTV 7 AT F A d& 2000 o7 @41 98 97 9157 31& (horse dak) = &7 |

»z

INDIAN OCEAN

3 umm’:\ m# "‘"

PRE-PARTITION
MAP OF INDIA
Before 1947

L, AssAM

¢ TES

i

Bay

of
Bengal

ANDAMAN &
NICOBARISLANDS

Mag not to Scala
—
right © 2022 www. com

+ 1672 — Mysore Anche was established by Maharaja Chikka Devaraya Wodeyar.
HETTST (T 29979 1S9 7 Mysore Anche (R8T &l ST &4T) FT ST9T 37 |

Seekho. Ruko Nahin. Jeeto.
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MYSORE,
‘Tha Dominions of CHICK DEO RA.I.M WADEY.&R 1704

Districts whows chisfs pay forced
wibuls t he Moghois

Entapatdest Mindu Gisles

=+ = "Chikka Deva Raja Wodeyar

dustus Perthae, Goths

« 1727 — First post office under the English East India Company is set up at Calcutta.
English East India Company & 3719 T8 STHE7 dicde T H ST 537 |

In 1727, the English East India Company opened its first post office in Calcutta (now Kolkata), marking the early beginnings of
a formal communication network in colonial India. This initial office pnmanly handled company and commercial correspondence
rather than public mail./1727 &, £fresr §%= 2fear 94T T FAFHT (3T FIASET) H 2AI=T T84T 77 A THH F1AT, A7 AT 7afors
I e e T e L W-{[*ﬁldl IEATH ol WWW@WFWW&TWTq AT F9T 27 AT A
THATF T S AHTAAT 9T |

» 1766 — Robert Clive sets up a regular postal system.

TqE FATET 7 FFTAT (reqular) =T ST 2o & |

In 1766, Robert Clive established the first regular East India Company postal system (Clive's System) by connecting Calcutta to
provincial centers using a network of relay foot messengers (dak runners), though it remained strictly restricted to official
government mail./1766 &, 7= FATEd T HedT & T dg1 7 F18T & (7 7o Tz THAT (376 G960 & Tedd &
TETHTE &7 S92 Sf2aT F9-T ®l TgeAT a2 WOITeT (FAT29 & TUTeAT) 375 &, BT g8 77 778 & @610 S1a a6 ar
Hfger 47|

« 1774 — Warren Hastings organises the Post Office.

T gf=T9 T Post Office (ST&=7) FT dT{ad fH4T |

In 1774, Governor-General Warren Hastings overhauled the existing system to establish the first official Calcutta General Post
Office (GPO), making postal services available to the general public for the first time. He introduced a uniform fee structure
based on distance, ending the free, chaotic mail privileges previously abused by company officials. This reform
transformed a private East India Company military network into a commercial, public utility that laid the true
foundation for modern India Post/1774 &, Ta=7-F7e a7 A(=TH = BIqaT (97T § 95 95919 $d TEAT AR
FAGAT A G2 AT (GPO) 7=, e 3 =T & A wa2el a1 =1 5aT 3968 £5 | 3721 597 & 39 7 &
A &7 fEe @y Wmfﬁmﬁmmmvfﬁmﬁ'ﬂﬂﬁmwmwmmw
T | 57 | T dv &feaT St 3 T fafedt Sead ar o s, v afaw i aaer faar, feer smafae sfear o #r
FAHAT A1 THT|

+ 31 March 1774 — Calcutta GPO opened. Located at the site of First Fort William. An alley beside
the post office was the site of the guardhouse that housed the infamous 1756 Black Hole of Calcutta
(1756). Designed by Walter B. Grenville in 1864.

FAFAT GPO HAT | T TEeT I (G AT FTeAT S8 97 q4T & | T2 AR & G376 qTedT AT H TTSAT3H
oT, & 1756 F FATT ‘&1 a7 AT derd el ff G247 52 T | 57 1864 7 aTew? dT, Yfaet 7 fesreT
faT T |

Postoffice Coaching - Learn with Shiv Sir - @ 6283839926 3
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+ 1 June 1786 — Madras GPO opened.
Ha19 GPO |AT |

+ 1794 — Bombay GPO opened. Building architecture is like Gol Gumbaz in Bijapur, Karnataka.
Designed by John begg in 1902, and construction started in 1904 completed in 1913.

Firg GPO FAT | THHT ST &l A [heaa? Fdled & AATI7 F AIGF AT [a% 54T & | §9 1902 7 i
T+ FeTe o am; s fRTfor 1904 7 9= g7 377 1913 F T7r = |

4 Seekho. Ruko Nahin. Jeeto.
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CLASS 02

PO Guide Part I — Structure, Control &

Hierarchy
T2, TS W 1 — X, f=or 7 e

PO Guide PartI | Clause 01
9.3, TTSS &7 HYFAT « a0 T T2 « ST Ao « 97 Afde « ST HGT 7S o T T

1. PO GUIDE — Overall Structure
1. .31 TTES — qFqur 39T

1.1 The Four Parts of PO Guide
1.1 Tr.31. TS F =STCATT

e The PO Guide is divided into four Parts (Part | to Part IV).
e Each Part covers a different area of postal rules.

> PO Guide (97.31T. 7TTE®) A ST WTT (Part I & Part IV) F afer AT |
| &7 Part ST& 98T & SIo1IT-31e1IT &1 &7 cover F7aT & |

PO GUIDE PARTI PO GUIDE PARTIPO GUIDE PART
[\

Rules and regulation Rules and regulation List of Post Post office saving
offices

regarding Inland Post regarding Foreign Post bank related

Part (¥T3T) Subject Covered (English)

PO GUIDE PART | Rules and regulation regarding Inland Inland Post (53T & %157 &l 3T&) T Traf~yd
Fost forer e faferemr

PO GUIDE PART Il Rules and regulation regarding Foreign Foreign Post (faeir =) & geaf=a Fae
Post LeREIERE

PO GUIDE PART III List of Post offices STHET AT gET

PO GUIDE PART IV Post office saving bank related content Post Office Saving Bank (STHH7 9 4@)

T grgfeya arur

1.2 Seven Sections of PO Guide Part |

1.2 .31 e 9T 1 % 9T Sections
e PO Guide Part | is further divided into Seven Sections (Section | to Section VII).
o PO Guide Part I &I 31T g7 Sections (Section I & Section VII) ¥ T T=T & |

Postoffice Coaching - Learn with Shiv Sir - @ 6283839926 27
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Section Name (English)

SECTION | GENERAL AT (General)

SECTION I | LETTER AND PARCEL POST WQ?WW{Letter and Parcel Post)

SECTION Il OFFICIAL POSTAL ARTICLES H’{'&Tr&mﬁi‘ (Official Postal Articles)

SECTION IV | PROHIBITED POSTAL ARTICLES qﬁﬂ'ﬁm‘s‘maﬁﬁ_‘(Prohibited Postal
Articles)

SECTION V MONEY ORDERS F+T =ATE7 (Money Orders)

SECTION VI | PHILATELY freredT / s1@ fese 5uF (Philately)

SECTION VII POSTAL LIFE INSURANCE =T+ Sra= 4197 (Postal Life Insurance)

PO GUIDE - PARTI - SECTIONI ... SECTION VII

PO GUIDE
PART I

SECTIO|SECTIO|SECTIOISECTIO|SECTIOISECTIO|SECTIO
N I N II NIIT | NIV NV NVI | NVII

LETTERAND [ OFFICIAL |PROHIBITED [ MM ONEY
GENER PARCEL POSTAL POSTAL ORDERS Al ?ﬁ;&:ﬁgg

POST ARTICLES ARTICLES

ELY

2. Clause 01: Control

2. FATS 01: fg=rr (Control)

e The Department of Posts works under a chain of control that starts from the Public.

e Order of control: Public — Government — Minister of Communication — Minister of State —
Department of Posts.

© Department of Posts T f@=or &1 si@«T (chain of control) & AT & F¥aT &, T Public
(STaT) F E AT R |

o fA==r &1 = Public (§94T) = Government (§%&TY) = Minister of Communication (§9T¢ #47)
- Minister of State (Trs% #4T) » Department of Posts (ST& 4T |

28 Seekho. Ruko Nahin. Jeeto.
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Public — Government -. Minister of Communication - Minister of State — Department of

Posts

2.1 Two Must-Remember Facts

2.1 31 AT AR T

English

Establishment
ET9AT

Headquarter

HEATAT

Post office was established on 01 October
1854, when Lord Dalhousie was Governor
General.

Headquarter of India Post: Dak Ehawan,
New Delhi

STHET HT BITYAT 01 F2a7 1854 FT S, 79
Lord Dalhousie (@78 ==& I41) Governor
General (FTa=¥ FH97T) 7|

India Post T #=ATe1d: Dak Bhawan (5174
#9+), New Delhi

2.2 More Control & Headquarters Facts
2.2 o= F 1T § 8 o0

English

Ministry
HATAT

Administrative
Control

womefae =T

Headquarter (with
PIN)

gty (fr
afee)

PLI Directorate
.0 3.
B UEE

Controller of
Foreign Mails
faasfr st Fe=s
First Airmail Flight
EEin

The Department of Posts comes under the
Ministry of Communications.

DoP is under the administrative control of the
Director General Post, New Delhi.

The Director General Postal Services is
responsible for handling the operations of the
Department.

Headquarter of India Post: Dak Bhawan,

New Delhi - 110001.

The Directorate of PLI is located at
Chanakyapuri P.O. Complex, New Delhi -
110021.

The Director of PLI is at Kolkata.

The office of the Controller of Foreign
Mails is located at Mumbai.

On 18 February 1911, the world's first

airmail flight took off from Allahabad to
Naini, covering about 18 km across the river
Ganges.

=T o mT S=7¢ J3Te & AT e 2 |

DoP AETieurs =Ts, 7% faoeir & ToE-E

EEELE R
ARTiew® sTH 8910 famT & &It ar
TATAT & AT e g &)

VAT STd &7 JEATAT: ST Ja+, 7% [aeei
110001 |

PLI Fremersr Srorearg i 9.0, fiFered, 75
faeeir - 110021 ¥ faa &)
PLIF Mo aeamar 4 5

et =1 fass v sgiey grat 7 fere

2l

| 18 weEil 1911 & gfF 4T §ir 95T #4181

I TR 7 T4 & fAw T e, e
ST TET I e 5T AnT 18 faei et #ir
TraTri

3. Administrative Hierarchy of Department of Posts

3. ST o mT &1 ywmafas 19T (Hierarchy)

e Every administrative unit of the Department of Posts has a head officer.
e The hierarchy runs from the Department of Posis at the top down to the Sub Division at the bottom.

Department of Posts #T &7 T9ITE (& 51 @7 Ud head officer (7@ s7fy=rin) T & |
o T% =T q99 $I¢ Department of Posts & J[& &1&7 99 H19 Sub Division (375 =) a& 4T & |

Postoffice Coaching - Learn with Shiv Sir -

1 6283839926
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Level / Unit Officer (Post) Designation of Head
SUVAEIEY T (T9) SHE T T
Department of Posts Secretary —

ST faamm afaT

Department of Posts Director General —

ST faamr EEIEEED

Circle Chief Postmaster General (CPMG) Circle Head
s T e e (afer o)
Region Regional Postmaster General (PMG) Regional Head
o e T H Ty S 7ol (Tt )
Division Supdt. of PO / RMS Division Head
e (znTers STFEY / RMS) (Feeftar=r w3g)
Sub Division ASPO / Inspector Sub Dn Head
IT-HEA (@ETS afrard stEav / qie) (FT-H=T TA)

Department of Posts (Secretary — Director General) — Circle (CPMG) - Region (PMG) -
Division (SPO/SRM) - Sub Division (ASPO/IPO)

4. Classification of Post Offices
4. STHEL HT TITHTT

20
L] Post offices

Civil Postoffices

@

e Post offices are divided into two main groups: (a) Post offices (civil) and (b) Army Post offices.

> Post offices (STHEY) T &7 T& GH&T & qieT 74T 7 (a) Post offices (fafaer sTHuw) 30T (b) Army
Post offices (89T STHEY) |

4.1 Branch A — Civil Post Offices
4.1 9rET A — fafaer sTRaT
e Post offices - 23 circles.
® From 23 circles the structure splits into First Class HPO and Regions.
e Regions - Divisions — Head offices - Sub offices - Branch offices.
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CLASS 03

Types of Post Offices, Business Hours &

Holidays
STRERT & TR, HTS-G9T T ATHI

PO Guide PartI | Clause 02 - 10

ST & TR o TARTAT T G67 STHEAT « T & G o ATHTIT » STH TH HT 7T

Clause - 02 : Types of Post Offices

eHIE Tl . A2 12eet- 110001

POST OFFICE

CONNAUGHT PLACE , NEW DELHI- 110001

» Post Offices are divided into 3 Classes.

« STHEVT AT 3 AT FieT AT E |
# Class of Post Office
STHIC KT T
1 Head Post Office (HO)
YT SThe T

In-charge

T

Head Postmaster
YT STHITT

2 Sub Post Offices — including E.D. Sub Offices

Sub Postmaster

IT-THIT — AfafrF famtier (E.D.) IT-s1oeet Afea g9 TIeEATET
3 E.D. Branch Post Office (BO) Branch Postmaster
SITAT STHET HITET TIEEHATERY

* The first two classes (HO & SO) normally transact all types of postal business.
* TEef &7 &3 (HO 3T SO) ATHT=a: T3 hTT & ST A9a9TT Fel & |

«» For the public, there is generally no difference in services of SO and HO — except a few Post

Office Savings Bank transactions.

« FAT & AT SO 2T HO & HATHT H AW 1T T HIE HAT AR & — (a1 $& STHIC 90 96 oAA<AT & |

* HO and SO are in charge of departmental officials; BOs are in charge of Gramin Dak Sevaks

(GDS).

+ HO =07 SO &7 WoT¥ famiirar stfusrTia’ & 9T BO &7 WY UTHIr ST 9T (GDS) F I &[T & |

1) Head Office (HO)
1) TIT FTATAT

» Main office of a group of post offices — consisting of itself, sub offices and branch offices.

« ST & HHE F A FATAT — (F95 98 =99, 37 ST6a7 AT 96T STHe? ITHA &1 & |

« Also called Principal office in a Postal division. (Source: PYQ)
« S I [edTA § g7 FTAT ¥T FaT FAEr 2 |

+ Account office of all post offices under its jurisdiction.
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« YT ATIIRT & THT SR AT AET HIATAT BAT 7 |
» Monetary transactions of latter offices are incorporated into its account.

* IT FIATAAT & HITGeh AT-aT &l AT A H ATHA Fear = |

Head Post Office

* In-charge of HO is the Head Postmaster.

* T HEATAD & THTET T STHRYTS &l & |

* HO can do all kinds of transactions.

* T HTITAT G THT & AT H Gahar 2 |

» HOs in more important cities, in charge of gazetted officers, are called First Class Head Offices.

- HEeTqU WeXt F feure 3 s st e i o e stfusRTiRat & arer &1 &, S S T
STHAL FEATT & |

» First Class Head Postmaster can exercise all powers of a Superintendent of Post Offices in
regard to his own office.

o T FUT W1 STHITA AT FIATAT F GG H STHAC TTaH il GT IFaqd@ T T 9T H7 GFhd & |

+ [t is an operational unit, authorized for posting, receipt, sorting, handling, transmission and delivery of
mail.

* TE UF TEATAT SH1S & — ST 6T G, STie, gers, Esfe, g=vr o faavr & faw sifuge )

» Offers mail services: Post Office boxes, postage, parcels etc.

« ST FATT 34T & WIee AR I, STH (postage), TTH |

» Offers non-postal services: Banking, Insurance, Philately, money remittances, and retail like
passport applications & sale of Government forms.

» {31 HATU T ZaT & fhT, T4, FRcted T (3T& fede §U®), 97 ST, T ITH9TE AEET § GG
WA FT (=T STET & JaT |

» Consolidates accounts of all SOs under its jurisdiction and reports to the Postal Accounts Office.

« YT ATTHT &7 & T SO F G FT GH (6T HIAT & 3T STH AGT FTATAT HT (TG Far g |

» Draws salary and other bills for officials in its jurisdiction.

» ST ATIHT &7 & ATHRAT & a9 § 37 (aer TG Fear & |

» Maintains the Service Book.

« FaT gfeaT (Service Book) T TETETT HYAT |

» Headed by Postmaster (HSG) | Senior Postmaster (Sr. PM) (Gazetted) / Chief Postmaster (CPM)
(Gazetted) or Director.

* SHST AqcT TreeATEeT (HSG) / Iftss TreewTeex (Sr. PM) (U9 fa) / &7 TreeATee< (CPM)
UEMECRIREENE AL

» The principal HPO at the Circle Headquarters is called General Post Office (GPO), headed by
CPM | Director.
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- gfer FEaTad 7 FoIa W9 STHET &l F9Le IIee Hifod (GPO) Fad &, 39T ¥q@ CPM / fazwrs gar

4l
Different Heads of HPOs
WIS STHREL & Qe TS
Category
Suy
Director Headed GPOs (1% Class) Director
e wow aTer GPO [EEREY
General Post Offices (GPOs) Chief Postmaster
AT AT AR (GPO) & TIEATEET
Non-Director Headed GPOs (2™ Class) Sr. Postmaster
7o w= At GPO
Non:Cazetied HOs Postmaster HSG-1
FTATT HO 3
Head Post Offices ;
Gazetted HOs — First Class Chief Postmaster
TSI HO — Wy #ofr q&q TIeeATET
Gazetted HOs — Second Class Sr. Postmaster
T HO — fgerr =T gficss freedATe=Y

2) Sub Office (SO)
2) IT HTITET

* A post office subordinate to, and in account with, a Head Office.
* T STREY & U1 51aT & 207 399 oTET §ay 7Far & |

» Sub Office reports to Head Office.

* IT FIATAT AT HTATAT AT (LI FIATH |

« In-charge is the Sub Postmaster.

* YT Y YA AT & |

* SO can do all kinds of transactions.

« IT TTHIT AT THTC & AAST S qHaTF |

« It is an operational unit located in urban as well as rural areas.

g

au e wifie

FETGR
\/ U ZEETH
\\%ﬂm [E Jubapura

India Post [EEEDI e

Sub Post Office

Postoffice Coaching - Learn with Shiv Sir - @ 6283839926 45



DEMO COPY - Full book: Part A + Part B (hard binding) ¢ ¥699 (incl. GST) ¢ Call / WhatsApp: 6283839926

PO Guide Part | — Complete Notes

« T WELT qIT UTHIO G141 &7 & Fere ua TiEre e g |

» Provides mail booking, banking and insurance services.

« STH T, SR ST THT FITC T2 FAT |

* Incorporates the account of BOs placed under it, and also supplies and receives funds.

* ST AT BO & W& &I WTTHET H7dT &, TUT I T AT (e 3T T 3T FaT 7|

» SO situated in a town or its suburbs where a Head Office also exists is called a Town Sub Office.
« S 97X AT ITAR | W1 STATAD WY &T, T8T 20T IT STHET &7 9 IT STHET (Town SO) FET & |

Classification of SOs (based on number of staff)
SO HT FITHL (FHIATILAT S TEAT & AT T)

Main Category

Time Scale Sub Post Offices Mukhya Dak Ghar (MDG)

s SPM + more than 3 PA
ZTEH Thed 39 STheT q%=7 sTH97 (MDG)
Selection Grade Sub Post Higher Selection Grade (HSG) SO
Offices =7 9477 Us (HSG) SO SPM + more than 3 PA
Selection Grade Sub Post Lower Selection Grade (LSG) SO
Offices = =9 U= (LSG) SO SPM + more than 3 PA
Selection Grade Sub Post Triple Handed SO (A Class SO)
Offices rgqa-gé—g SO (A F4TH9) SPM + 2 or 3 PA
T U= 37 STEuT
Selection Grade Sub Post Double Handed SO (B Class SO)
Offices gaﬂ'a—;;? SO (B #19) SPM + 1 PA
feraerT g 3T TTEET
Selection Grade Sub Post Single Handed SO (C Class SO)
Offices e 8% SO (C F419) SPM only

Delivery vs Non-Delivery Offices
faaor g9 A-faawr sateT

* These post offices are further classified into delivery and non-delivery offices.

« S TR &7 20T faaer (delivery) 3 AT-faawr (non-delivery) Fraieat & aaiiae (FaT =T & |

Delivery Post Office Non-Delivery Post Office
Has delivery staff Performs only counter transactions
T e =R amT & FA FTICT AT FIAT &

Allotted a unique PIN Code (Postal Index Number) | No separate PIN code; identified with the PIN code
T8 s fafare foer #e (s1& goai® gwean) fagrsrar | of the concerned delivery post office
STHAT & (T wIE AT &
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3) Branch Office (BO)
3) ITET HEATAT

Branch Post Office

* Lower status than a Sub Office.

* IT STHAL § (=0 aoF FT STHEALE@T R |

« BO is in direct account with a Head Office or Sub Office, which is called its Account Office.

« BO &T §TYT 9€T G99 (€T TUT STHUT T IT STHEC T 5147 7, 9 T9aT €1 #1197 (Account
Office) FaT & |

« Officer in-charge is the Branch Postmaster.

o SATET STTRTI WTET TEATRT BT 7 |

* Maximum working hours = 5 hours.

- ATYFHaH FIF o =55¢ |

* Minimum working hours = 4 hours.

« AAH FTE HE = 45|

* Account office may be SO or HO (whichever it is directly linked to).

* THEAT AET AT SO a7 HO &7 Fahar & (FEe g9t araT 99 &n) |

* BO cannot do all kinds of transactions.

* BO &¥ @%8 & W-1-4+ A& [ &¥ g&dT |

* BO situated in a town or its suburbs where a Head Office also exists is called a Town Branch
Office.

« Fr 97 AT YR F AT STRET 6T T, TET (0T 9T STRET ST A9 9TET STRET (Town BO) FET A |

» Branch offices serve the postal needs of one or more villages.

* ITET HTITAT U 9T Ao a1 Al ST TG4 TE0d T S & |

Work done in BOs (8 items)
BO # I+ aTeIT &1H ( 8 HTH)

Work in BO (BO & &TH)

a s Delivery
feraoor

2 Dispatch
YT
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CLASS 038

Post Boxes and Post Bags
e T 3T I 37

PO Guide PartI | Clause 55 - 56
T GTE » T 31T » 7TT « 2137 fafaaer 2024 « =57 feaTaiT giem « o2 aiFT FamEr

Post Box

e e

mobiikey

G) Post Boxes and Post Bags
G) TTEE T 31T I ST

Clause - 55 : Post Boxes
FAM - 55 : TeT I
» Post Boxes are available ON RENT at certain Post Offices, as may be determined in this behalf by

the HEAD OF CIRCLE.
- Y STHRAU H UIEE 199 (60T T ITAST &, AT [ 59 d99 § gieer 3@ T ot fear s
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Post Box

Condition 1(a) — Which articles are delivered through a Post Box
T 1(a) — TIES T & ATSHH § A9-8 o€ (qaia a1q &

+ Only FULLY PREPAID UNREGISTERED articles of LETTER MAIL bearing the POST BOX
NUMBER are delivered through a post box.

« HIA T A& NUS, ATSHIHT TT-3TH & d AW [ I G 199 A9qC al, T I & A1q7 o fqarid
[EgsicEA

Article delivered through Post Box

9 g9 § faafa aw
1 Letters
9=
2 Inland Letter Cards
AT T FTS
3 Postcards
eEHTE
4 Aerogrammes
5 Registered newspapers
AEIE TRRIE IR ER
6 Books
feamer

Articles addressed to OTHER persons/firms “c/o Post Box number”
H=T ST /AT HT “HATHA TEE T 490 HHT9T A
+ Articles addressed to other persons or firms c/o Post Box number are NOT delivered through the
post box — EXCEPT in the following 4 cases.

« A FTFAFT AT FHT T ATHA TS T AqC G o9 (e i & Faafie agt g smiar —
fr=forfaa 4 At &7 Ssa|
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# Exception
AT

i Articles addressed to legitimate PERSONNEL of a firm renting a post box.
TIEe T 6T 9C & TTAT OH & 99 SIAGT & Ga9d o9 |

i Articles addressed to FAMILY MEMBERS and GUESTS of the renter.
FrraTe & afaTe & ge=at i Agar=t & gy &9 |

iii Articles addressed to TRAINEES or INMATES of an institution controlled by a recognized and
known authority.

feeT \T=gaT wrr =07 e wrererar gror e g & wisrarorfigt ar 399 @ arer safeaar
EENE R

iv Articles addressed to CASUAL VISITORS and COMMERCIAL REPRESENTATIVES staying with
the renter.

FRraeTe & a7y 28 ST -99T IC A1+ T AETg ST AT AT yiafafaat s darad & |

Condition 1(b) — Allied concerns of the renter
e 1(b) — fAFaeTT & gag gvT

TOP 10 TATA

Group companies

= (=] @] [2

TATA STEEL TI"I'AI‘\I|I
J

j S

@sinmsaoou

volrds WWWIBFMLCO N
* The renter, if he so desires, can get delivery of postal articles addressed to other ALLIED
CONCERNS of which he is the PROPRIETOR or AGENT, through the SAME post box.

« fevrarET, afe a8 9%, a7 39 o 99g GITHT & A7 3T ST T@l & ([Gawor 6T I 1T § 9T HiT
A&ar &, Fa=iaT a8 STHT a1 Tee T |

» Condition: on payment of a SEPARATE FEE in respect of EACH such concern, and subject to the
same terms and conditions as apply to articles addressed to the renter with the Post Box number.

« I NOA® UH GEIT & (o10 STeTT-S(eT Y[ 3&T (AT ST, T9T 6T (91997 T Id AN &1 A7 91
T a7 "Afad fEEE @ @9gT o@r @ an a8 |
Condition 1(c) — Accountable articles and Money Orders
d 1(C) — TATILE @G AT AATAST
* Registered, Insured, V.P. articles and Money Orders addressed/payable to the particular person

or firm in whose name the post box stands registered will be delivered/paid THROUGH THE
POSTMAN — so long as that person/firm rents the Post Box.

- IS g, TATEH, ToT 29 (VP) T TUT AATAST, AT I SATHT T TH Al Ga4q/2d &1 (a1 9T
qIee 14 TSI 7, ST g faafa/srer e s — 9 9% 98 safaa /o8 Tee aied oo 9
fAraw

« If it is found that there is NO Post Box in the name of the addressee/payee, or the addressee has
ceased to be a renter — the article will be RETURNED to the sender/remitter.

« JTT ITAT ST o AT T/3MRTAT & AT G HTS T 199 781 &, T d8 AT [GUASTC 8T @1 — ar 7|
TYF H qTIH HT &g Fra

T

TATA POWER

TA]
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Application, Certification and Allotment (Conditions 2 - 5)

IS, THTUI AT AT (I 2 - 5)

Rule
fras

1

Any person (including firm / other body) who wants to take a post box on rent can submit an
application IN WRITING in the prescribed form to the Postmaster concerned.

F1 3 safe (Wt / erer Forarr afgen) ST W1 atey e 97 1T SITRaT &, e fad SreeHTe T air
feratfee oo o fafae sraes wega s aaar 711

The applicant should specifically state the EXACT NATURE OF THE BUSINESS in the application
— which should be duly certified by TWO RESPECTABLE GENTLEMEN not connected with him
in any way.

HATH HT AT § AGHTT fl Geldh THq F BT Iooid H7AT I av — 56 S gwarfaa qeat g
wHATIvre feaT ST =TiET, o7 faeT o avg & 398 g Tar |

He must also furnish full particulars of his BUSINESS ADDRESS.
I AT SATETT & T FT YL (€00 7T T F7AT 918 |

Exemption: This will NOT be insisted upon in case of Government and semi-Government
institutions, and such private parties as are either KNOWN to the Postmaster or have otherwise
established their identity to his satisfaction.

BT AT ST A -HTHTL GEATAT, 9T UH (7T Tait ST TreATee &F 1 &1 47 [Seai= Iqat aqie &
AT Sroeit we=Tr ST FT AT &Y, F ATAS § $9 9 A1 A1 /4T e

The Post Office reserves the right to WITHDRAW the post box WITHOUT NOTICE or without any
reason being assigned — if any information furnished is found INCORRECT, or if the Post Box is
being MISUSED by the renter.

STFaY e faeT =T A fa=T HIE 0T A0 Ve I qTIH A ST ATTHIC LT w@aqr § — afa &
TS ATE AR T ITE AT, AT R g e I &7 ea 0T [6ar =T w@Tar |

If the renter changes his business address or shifts his office — he should invariably inform the
Postmaster WITHIN SEVEN (7) DAYS of such change.

gfT fATTEaTT 3T9HT AT aS TaT a9t 9T AT ST d — ar 39 U THaa+ & ara (7) o=t &
WIET TIEeATEET & giad 999 7T 9187 |

On failure to do so, or on furnishing wrong information — the post box is liable to be withdrawn
without notice or reason.

THT T &, T AT ATRIL & TC — TS G (a7 AT T HTr & 19 (oam AT qghvar |

No renter is entitled to DEMAND that a post box of any particular NUMBER, or in any particular
ROW or POSITION, should be allotted to him.

T T fRTa=Te a8 AT 98T T g6har (6 39 faeT fawry d@&mr &, v e faey ofes ar e w o
IiFe fear I |

Rent — Condition 6

feaar — w9 6

Rule
fras

The prescribed rent is to be paid IN ADVANCE, along with the application for renting a post box or
its renewal.

Fratfia feare &1 yrarer sfisr 7, Tiee atem 0T @ & a1 369& T9I60r & STaa & a1 f&dr ST
arfew |

The renter is NOT entitled to claim a refund of the whole or any part of the rent paid in respect of
allotment of a post box.

FTARTT ITeE A1 & AEeT & Sa9 7 {ITA ([0 70 [T & T3 a7 (Re T faee & arady &7 &mar &
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Rule
faas

FTERICAL 7|

Exception: If any claim in writing for such refund reaches the Postmaster BEFORE he makes the
allotment — he may admit such claim in whole or in part.

arvaTe: AT UET ATt F for ferfee aTar et & T oS F § TEe B AT — a7 9% 19 A
U 9T Ao ©F §F SR FT TRATE |

Rent paid in respect of one post box CANNOT be adjusted — in whole or in part — against the rent
or deposit due in respect of ANY OTHER post box.

U I G & G H A (AT 74T fmrar — qor 41 ifas &7 & — et o= 9 aia T & [@a0
T 9T & faeg GATATNTd 81 fRaT 97 JhaT |

Deposit, Lock and Key — Condition 7

ST T, qTAT AT 919 — 3a 7

Rule
e

1

The prescribed deposit is to be paid ON ALLOTMENT of a post box, and BEFORE the key of the
box is made over to the renter.

Frrytioe s ofer Tree ateT & 2ides O, a7 §79 & 79T (/Orae &7 610 ST & Taer 2767 & JEr
Tl

Except in the cases referred to in items (iii), (iv) and (v) of this condition — it is payable ONLY at the
time a post box is rented for the FIRST TIME.

T I & A% (3), (4) 3T (5) T [Afe= A=t Fr BIEFT — 9% hdel il 84 & 99 IS 91T Tl a7¢
feaT w fear smar &)

If at any time during the rental period the key or lock is LOST by the renter, or the key or lock or both
are not in working condition — it is OBLIGATORY on the renter to bring the matter
IMMEDIATELY to the notice of the Postmaster.

Tfe fewrar #ir srafy 7 et o ffeaeTe g ST 9t aTaT @1 ST, a7 STEr a1  roT a1 &1 ST S it
feufar & 7 &F — ar feraee & o gt TreesaTees & ST § @rar sfaard 1 |

If BOTH lock and key, or ONLY the lock, is lost or damaged — he shall credit the cost of BOTH
the lock and key.

gfe qTEAT T ITET EI=AT, AT HaeT ATAT @1 ATT AT ATTUET BT — AT T8 AT H1 SIHT STHT T |

If ONLY the key is lost or damaged — he shall credit the cost of the KEY ONLY.
gfe Fger ITET T AT AT AT &7 — a7 g8 daof qTaT S S AT THAT HT |
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CLASS 15

Registration & Insurance

ST T AT

Section 2 | Clause 162 - 185

ISt@7Or (Registration) « faery qrafaat « g=maeT « 9T (Insurance) « srfAaTr 9T

Registration — Important Update (2025)
TSITHLIr — AR ATSE (2025)

In simple words: India Post DISCONTINUED the standalone REGISTERED POST service on 1
SEPTEMBER 2025, MERGING it with SPEED POST. Users can now opt for SPEED POST WITH
REGISTRATION to retain legal validity and person-specific delivery.

HAETT YT H: WA S/& 7 1 Faas 2025 & UdheT T51&d ST& 99T 98 &7 &7 A7 §9 S48 9 & a1 f{qar
T | ITATTERAT T FAAT AT AT AT - [T a9 T AT TS Alad SIS 9 9 96 & |

India Post to
Stop Registered

Post Service
from September

2025

Key changes and details

W TEa A faawr
Detail
1 Discontinuation date The standalone Registered Post service was DISCONTINUED on 1
s Fer&rfEhr SEPTEMBER 2025.
EEIATT Tl ST 94T 1 fadet 2025 Fr g F Er e |
2 Retained benefits Users choosing SPEED POST WITH REGISTRATION continue to
TR AT receive LEGAL VALIDITY and PROOF OF DELIVERY.
YT Gied SIS T JA 16T ITARTRATHT ST RIAT 9T 37
Feefradr & w=or faerar & |
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Delivery to Customer Only

Which is Addressed

IF AR . S SR S SRV S S S 1
/ j
' TO, inda Fosd ’
’ Amit Kumar ;
123, MG Road ’
| Jalandhar - 144001 ’
Punjab f
l AT A A e A

Addressed Article Delivered only to
the addressee

India Post - Safe. Secure. To the Right Person.

Registration (Clause 162 - 171)
SR (FATST 162 - 171)

Clause - 162 : Objective
FATT - 162 : Ig¥T

» Registration makes the TRANSMISSION of an article MORE SECURE — as it passes through the
HANDS of POSTAL OFFICERS, UNDER SPECIAL PRECAUTIONS.

« GTIRTOT S s YT T STfueh gefere a=mar & — Fis a7 faurT gyt & aga ste afvsrat &
&7 & oar g |

» BUT the Post Office is NOT RESPONSIBLE for the LOSS of a registered article, or for ANY
INJURY which its CONTENTS may sustain during transmission through the post.

- F ST (T USTrha ag & © T ST+, a7 STH G AT & &1 SHaT ATHUT A &1+ qTeAT (e T afa &
forT fasieTeTET 7

REGISTERED | LETTER.
T Lerrea must e aiven 1o | an Orricer or Tve Post Orrice
7o 8 ReaisTeREn, Ao A | REcesT osTAINED FoR 1T,
THE ADDRESS MUST BE| WRITTEN ON THIS BIDE.

FEE PAID.
« The RISK of INJURY is DIMINISHED by the USE of the SPECIAL REGISTRATION ENVELOPES
SOLD at post offices.
« STHEY A I AT 7T ([THT TS IH0T [ARTRT & ITGNT & a7 T T ATGH 7 AT STaT 8 |

288 Seekho. Ruko Nahin. Jeeto.



DEMO COPY - Full book: Part A + Part B (hard binding) ¢ ¥699 (incl. GST) ¢ Call / WhatsApp: 6283839926

Class 15 - Registration & Insurance

Clause - 163 : Articles Which Can be Registered
FATT - 163 : T 0 (v ISIId [6dT AT THaT &

* The following may be REGISTERED at ANY Post Office:
- Frfefae et ¥t sTee 7 Toiiea (60 ST a6d 5

Article
1 Letters 5 Blind Literature packets
LE} aFE grfeey Ta6e
2 Letter cards 6 Parcels
AERIED e
3 Postcards 7 Newspapers
TS AT I
4 Book and Pattern packets
TE® A Yo Tohe

Clause - 164 : Payment of Postage and Fee
FATH - 164 : STH Yoo T A & YITATT

=

Advance Payment

* The PREPAYMENT of the POSTAGE and REGISTRATION FEE is COMPULSORY in the case of

ALL REGISTERED ARTICLES.
« T TSI Hd TEGA & ATHA H STH Lo AT TSI Jodh HT 79 JITaT A9ard & |

Clause - 165 : Manner of Registering
FALI — 165 : TSI KL HT AURT

Rule
fras

i s An article intended for registration MUST be PRESENTED at the WINDOW of the post office.
TSI B STH I STRUT &l [G8a! I¢ TG S AT (8T |

-

2 NO such article will be ACCEPTED for registration if it is SO SMALL, or SO COVERED WITH

ST |

WRITING or SEALING WAX on the ADDRESS SIDE, or otherwise MADE UP in such a manner, as
to render it IMPRACTICABLE to AFFIX the PRESCRIBED OFFICIAL LABELS of the Post Office.

UHT A TEG TSR0 2 STRTC Aol A SATGIHT ST g1 BIET & v, AT (TGS TGT T8 A« a7 FHAT 709
T IAAT T &, AT ST I TH1C 4T &1 [ 39 7 s1aee & Fratfia enfusrfies Seer &= sraamagtia &r
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Rule
fraer

mw @0 T e
’ﬁ - S:ww‘» %&;«g V
: 456, Indica. w_m
@,.} Kolkata. - 700001 /(,:w
[ So small ] So covered with writing
on the address side
3 EXCEPTION: This condition does NOT apply to an article which has an ADDRESS LABEL TIED to
it — provided the label is NOT so small, or so covered with writing on the address side, as to
render it impracticable to affix the official labels.
ATATE: TF I I A ¢ AT AET &IAT (T G TaAT-A9of 99T &T — TG A qeT §a4T BT &r, 97 I
ATAT AT AGT T SAAT ST 7 8T & ATTRTE ATA AT HAATIRT &7 AT |
' S
EXCEPTION:
This condition does NOT apply to an article which has an
ADDRESS LABEL TIED to it — provided the label is NOT so small,
or so covered with writing on the address side, as to render it
impracticable to aﬁ" x the official labels.
; To,
Rajesh Kumar . Address label tied
Jffidﬂf, s to the article
Siaee] (acceptable)
o
4 NO such article shall ALSO be ACCEPTED for registration where it CONTAINS WORDS to the
effect that it HAS BEEN, or IS INTENDED TO BE, INSURED for any SPECIFIC SUM — or that it
MAY CONTAIN VALUABLE CONTENTS — UNLESS it is ALSO to be INSURED.
R Frd TET SN R SR AE Fr ST e 1 X wre o &t o g et Frferes afr
e @ feva & AT g ST & — a1 3w fa 999 AogaTe Tt &7 §6dT 8 — 99 a& JaaT ST
T T HOET ST
5 If the Postmaster-General feels that it is necessary to handle the heavy workload at a Night Post
Office or Mobile Post Office, he may limit the number of Registered Articles that one person can
submit for booking at one time.
gfe TreeATE-0=e & ot f Tfs ST6eT (Night Post Office) IT HTaTse STH9T (Mobile Post
Office) & FTH T Tgq ATUF 9T &, AT T8 U@ AT g1 Ud 997 ¥ g & foQ foq ST ase arer
Registered Articles #T §&aT ifqa #FCaHarT & |
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Clause - 166 : Sender's Receipt
FAS - 166 : ATH & TIT

+ A RECEIPT will be GIVEN to the SENDER (the person who sends or presents the article) at the
PO WINDOW — during the HOURS PRESCRIBED for POSTING of registered articles.
* GSTTha FEGA S TITET & [0 (o 92f & 0+, STHAT Al (Gsal I ATF (I8 AT a7 o Jarar

T THIT HLAT &) F TIE &7 ATTIAT |
* NO registered article shall he DELIVERED to the addressee UNLESS AND UNTIL he or his
AGENT has SIGNED A RECEIPT for it — in such FORM as the DG, Postal Services shall

PRESCRIBE.
 HIE AT USIThd ST 96 NTAhdl & a9 ad (qaid A&1 f AT I T 98 9T IGHT Uae AT 9H
=T ZIO i T & Tfie W Esrae T e S |

Clause - 167 : Booking of Registered Articles in Bulk
FALS — 167 : 9TF H TSIHd QT JrewiT

* For the convenience of FIRMS and OTHER INSTITUTIONS POSTING at least TEN (10)
REGISTERED (other than INSURED) ARTICLES DAILY — a SPECIAL PROCEDURE has been

evolved.

« 3T BHT 3T =7 T KT GrauT & A7 AfataT &7 § 74 & (10) ISiraa (fifaa & 1erar) a=qe
I Fd & — UF 99y ¥Hhar faataq #r g &

AXIS BANK ~ @raime

Pater kp
.._:7|,a||.1:.1 Bank
"

ﬁ ICICI Ban}

da 3 agic
Bank of Baroda

\:{ pumob national u

7) Union Bank QLLITE T @osiwe L} HDFC BAN|

b i

Rule
s

1 Under this procedure the SENDERS THEMSELVES WRITE OUT the RECEIPTS, and PRESENT
them ALONG WITH the ARTICLES to the Post Office for BOOKING.

T AT & qEd TS = e foaa &, 2 39 g B et & 9T STRET F e we & |
2 Purpose: so that UNNECESSARY DELAY and DETENTION at the Post Office is OBVIATED.
IRYT: AT STHUL H AATIVAS (AT AN TRIIE & 9T AT HH |
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CLASS 19

Money Orders
Section 5 | Clause 215 - 233
HATHIST & WL « FHIIA o IATTRAT FT ATH T TAT « TAFSIT « AATT TATHS?

Clause - 215 : Definition and Different Types of Money Orders
FATI - 215 & THTT of% fafirsr ware & AT AiET

+ A “MONEY ORDER” is an ORDER ISSUED by the POST OFFICE for the PAYMENT of a SUM OF
MONEY THROUGH the AGENCY of the POST OFFICE.

* “HATAET STHET AT USTHT & ATSHH G 7 AT WA 6 ITATT & (7T STHRET G T (AT 49T AR 5 |

REMITTER POST OFFICE PAYEE
Term Meaning
REMITTER The PERSON who SENDS MONEY
9 (Remitter) g7 e ST YT AwEr Y
PAYEE The PERSON NAMED in the money order TO WHOM the money order is
#=Tar (Payee) PAYABLE
a7 sAfed FgsT a1 AreAET 7 &7 o1 fog s=ireiide e ar

372 Seekho. Ruko Nahin. Jeeto.



DEMO COPY - Full book: Part A + Part B (hard binding) ¢ ¥699 (incl. GST) ¢ Call / WhatsApp: 6283839926

Class 19 - Money Orders

Rule
e

a s Money order forms (MO-8) may be OBTAINED from the post office on PAYMENT of 25 PAISE

EACH.
HATSAET I (MO-8) STHET & Wed s 25 I8 F WITqT+ I 0T (T o7 a&ar 2 |
Jouion the Jorm.
= . -

PAY RUPEES. ... S— —_— S u

:
H
i
z
F

T TR o
Nibdress | Whruingh e MED b e Bullobing pavyes

Addrrs 3 Name
Dindriet b |
State Addrrm 2
PIN Cade Addres 3
Dbt

stwie
PIN e

Gibre e relevant aption fer Mesage Code

Message Code oo

E—

rrrrr

Note: As per present rule MO Form is Free of cost.

1 The COST of the money order form is NOT ADJUSTED from the COMMISSION PAYABLE by the
REMITTER.

HATATET WIT T AT TVF G107 & F FHI9T § GHrF e a1 & ;e |

2 The e-MO FORM is FREE OF COST.
e-MO Wi fryew amar & |

e-MO (Electronic Money Order) | Domestic Money Order
e-MO (e ifaa 7+ A=T)

Rule
e

1 The MAXIMUM AMOUNT for which a SINGLE money order may be ISSUED shall NOT EXCEED
TEN THOUSAND RUPEES (Rs. 10,000) — and shall NOT INCLUDE a FRACTION of a RUPEE.

Forer arfusas afer & forg waer weireiteT ST faar T 9&ar €, 8 9 §917¢ &99 (¥10,000) & srfus
TET &N — =0T IHH €99 T 9 ATHA T&T & |

2 PROVIDED that the TOTAL AMOUNT REMITTED through RETAIL MONEY ORDER to a PERSON
in a MONTH shall NOT EXCEED TWENTY-FIVE THOUSAND RUPEES (Rs. 25,000).

T o e () Aeireie & Areaw & foedt safe & ue At 7 34 e g afr o= g e
(¥25,000) & =1fys T8 80T
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Additional Types of Money Orders

AATSHAIST & THIT
Type Description
1 Service MO The AMOUNT REMITTED by the POSTAL DEPARTMENT to its OWN
9T A=r=Ate T (Service MO) | EMPLOYEES, or to ANY MEMBER OF THE PUBLIC.
7@ [T T or9er F=TIET &1, a1 Soar & (T qaeq & v afar)
2 Value Payable MO (VPMO) | A SPECIAL money order form (MO-51) PREPARED and SIGNED by

Heq 37 A-raAs< (VPMO)

the SENDER of a VP article — and SENT ALONG WITH the VP
article to the OFFICE OF DESTINATION, for REMITTANCE of the VP
AMOUNT BACK to him.

u fa@y J+reAET Wi (MO-51) & VP 357 & Uve g1 a9 3T
geaTer e fRa ST & — 9T VP a5 & 89T qeT &TaTed ST AT Srar
&, arfe VP Tfer 38 a7 St S aw |

~ PAYMENT

The AMOUNT COLLECTED on DELIVERY of a VP article is
REMITTED to the SENDER through the VPMO SYSTEM.

VP & it feeitad 9% wfsra Tfsr VPMO Sureft & #Teasr & v ¢ ¥wir
AT

Family Allotment MO
TiETT enrdes AATAET
(Omitted)

Money order REMITTED by the DEFENCE AUTHORITIES, and
PAYABLE to the FAMILY MEMBERS | DEPENDENTS of DEFENCE
PERSONNEL.

<o stfuaTieaT g v aeirsiiey, o e &fHaT & viare & gaedt /
Afwrar wragaary |

FAMILY ALLOTMENT
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Description
4 IFS Money Order International Financial System (IFS) is a SOFTWARE DEVELOPED
IFS AT s by the UPU — to COORDINATE INTERNATIONAL REMITTANCE

SERVICES among PARTNER COUNTRIES.
FraersEry faire worrstT (IFS) UPU gTer fasfae os aieeqat & — T
WTITTETY 39T & 1 AT AV STl T g7 g AT |

A MONEY REMITTANCE SERVICE through which a CUSTOMER
either SENDS or RECEIVES money remittances FROM FOREIGN
COUNTRIES.

& O SV 4T Forea ATeasT & uTEs (a9t dr 9 S7dT AT a8t 8 A

FATE |

At present the service is OPERATIONAL with LA POSTE GROUP
(FRANCE) and the UAE.

TAATT § 9% |47 AT TeE I (/1) 30T UAE & a1 §=1fera |

Clause - 216 : Money Order Offices

FAMT - 216 : AATAHIST HIATAT

* ALL POST OFFICES are MONEY ORDER OFFICES — EXCEPT those DISTINGUISHED by the
LETTER “D” against their names.

« FT STHET ATAHET AT (Money Order Offices) & — faara 37 = 779 & =107 “D” *78(T
femT AT

* The “D” mark appears in the LIST of POST OFFICES published in PART lll of this GUIDE.

- “D" faeg 9 e (Post Office Guide) 3 w7 III (Part III) 3 WhTiera STHERT S g1 7 fegr ST a |

In simple words: Every post office can book and pay money orders by default. Only offices marked “D” in the

Guide’s list of Post Offices (Part Ill) cannot.

AT JTYT 7 &7 STRET HTHTIT: A-TAST & & AT & | HigeT Tl STHe? A5l S (e A0 & AT MES &

T 111 & ST g7 # D" fomar & |
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Clause - 217 : Limit of Value
FATH - 217 : 7 & ST

Type of MO Minimum (Rs.)

Maximum (Rs.)

fusa ()

Rate of Commission
FHIT & qT

eMO /VPMO / MO 1 10,000 Rs. 1 for value of Rs. 20 or part
1 10,000 thereof

%20 3T IqH W & Hod I T
5%

Family Allotment MO 1 5,000 6% of value

yfETT AdeT MO 1 5,000 T FT 6%

FAMILY ALLOTMENT

Savings Bank (SB) MO 5,000 NO commission

99a &= (SB) MO 1 5,000 RIS FHII TET

Service MO 1 NO limit NO commission

4T MO 1 FY AT TET IS AT TET

Note: A Savings Bank (SB) money order in India Post was a special, commission-free money order
used primarily by defense personnel through Field Post Offices to deposit or remit money directly into

Post Office Savings Bank (POSB) accounts.
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CLASS 20

Indian Postal Orders & Philately

AT TIeee AR T fhetesr

Section 5 & 6 | Clause 243 - 257

AT T ST o« JoaT o MFTATT « FIATT « THAT FG1T « [Feredl T « fmeefas s77r « 313 fege s amEr

Clause - 243 : Description
FAT - 243 : fqaeor
; STATWT COUNTERFOIL

7w s R T TR |

To ba detached and kept
by the Sender.

G AT
¥4qU 10.00Rs.

T
NOT NEGOTIABLE

E vebw wibE s iU &5 R0 fieved IR @) TMETY 96 &I SR TR g T

® FFn

POSTALORDER

firlt o won

To whom payabla T&g__':‘ i *

s R
P P POSTAGE STAMPS
At what Oftica. N} DELAT
v ¥R e

o
AISE

s s o 3l oo e W R
SENDER MAY FILL IN HIS NAME AND ADDRESS MERE.

SMT . GAYATRL VISHLINAT,

= RGO §F MAN

H - No:— 2—'—?-42_4,/4 :

P

Whether crossed ...

09 1)~ 2=l

98E 231157 |

B it Naten
bt

o A i i oo B DO NOT WRITE BELOW THIS LINE

98E 231157

CANre

MUK KARAM PORAS
KARIMNASAL - AP

* Indian Postal Ordefs provide a CONVENIENT MEANS of TRANSMITTING SMALL SUMS OF

MONEY BY POST.

« T TS AST ST G BIET TTA A+ & U GrauTa=d qra= T2 H & |

Clause - 244 : Denomination of Orders

FALT - 244 : AT FT Toga T

Denomination

SINGLE postal order — the amount for which it may
be issued

TEHT Greed AsT — o afer & few s R s
qHAT &

Rs. 10, Rs. 20, Rs. 50 or Rs. 100
%10, ¥20, T50 9T ©100
Commission 10%

e || e
o 20,

.18 s
750 7100

ELECTRONIC Indian Postal Order (elPO)
TAFEI T WL T TIeee 2AET (eIPO)
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Clause - 245 : Broken Amounts
FATT - 245 : TET§E &
« BROKEN AMOUNTS may be MADE UP by AFFIXING UNUSED POSTAGE STAMPS — NOT

EXCEEDING FOUR (4) in NUMBER — on the FACE of the postal order; or, where the SPACE on
that side is NOT ADEQUATE, on the REVERSE thereof.

» Z2T g Tir &7 e Treeer ST & G qTer AHT 9T ANG ST STH (e Fovarede A ST asher 8§ —
=T @1t 97T (4) & s1fys 7 &7 37 Ife 39 AT S8 AT T &T, a7 396 I, i 397 |

MAX || STAMPS || TOTAL

4 |(<79|(<%100

| OWWNCOUNTERFOIL | wabw it s iflu @ Uezead fesod MED @0 TWEIT 06 SR SR U ¥ TN

i vy e et o T A
To ba detached and kept
by the Sender

e AT

%90 10.00Rs.
POSTALORDER

® F¥n

it 2w wen

Ta whom mmtIHE__ bszate ’
E MvzgmER.
R e Ve

w73 SENDER MAY FILL IN HIS NAME AND ADDRESS HERE.
20 FPOSTAGE STAMPS

em T 4 e AT THE PDST OFFICE AT SHT 64’?’"‘721 VISHIIANKTH,

L it L= ] H&I.‘DM
:ur 1:: n:mh B : NEw detnz H No:—- 2 -F-42 4 / 4,

i i g 5 v o W MUKKA’RA‘” PORA -
e T
s : 0

= RGOy 9F man

e

CANre

Date sent 0.9 z11= 22!\ v b Wy conorwamessowmsune  ICARIMNASAR - AP

2 [ u _
‘J‘ J8E 231157 | 98E 231157

Condition

1 PROVIDED that the TOTAL of STAMPS AFFIXED on EACH ORDER shall NOT EXCEED NINE
RUPEES (Rs. 9), and the TOTAL AMOUNT PAYABLE on the ORDER shall NOT EXCEED ONE
HUNDRED RUPEES (Rs. 100).

T o WF AST T ATC 0 Fewet & For Tier 7 w9a (¥9) & tfus o &7, 9T et Wy o iy
T € ¥97 (T100) & rfus T &7

2 NO PAYMENT will be MADE for STAMPS which are NOT AFFIXED in the SPACE PROVIDED.
T fese Fratfa s w7t favrg o ¥, 390 o &g sporarer 787 femam s
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Condition
3 DEFACED STAMPS are NOT ACCEPTED for this purpose, and PERFORATED STAMPS are
ONLY RECOGNIZED on ORDERS PRESENTED BY BANKS.
T 327 &g (A feme &ae a1 [ o, aut fafia (perforated) fese Faer &t g veqa
AEU WET AT E |
DEFACED  BANK PRESENTATION
. SIOTWICOUNTERFOL | wabwl w131 s iflu &%, 0eER0) Heoved MED @A) TWFIT 06 I =8 gud o W
¥ g e e um T A PP PRI C
™ ﬁfﬂ-‘;‘% : 5
: e 3 : @
e St cC
PAY TO. THE. PRIPIE MINISTER |0 L
7 10.00Rs. ~6F INDTA, NEK DELWZ, Zamm (] .
POSTAL ORDER N &, &
v TN THE SUM OF RUPEES TEN ONLY N e = g
o poretie THE: . 1 S ey whm commission WETPAISE | §
P‘R:"FME_ 7?'_‘_:”?575& . 4 . — SEMDER :::rl':m‘::rn::::u nu:nlmu:m. %
Moot OO ATTuE POST OFRICE AT SMT . GAYATRL Vasmdmiamh
oo S Newbetnz H Noi= 2% -A2h[do
buehsacman e T A i T F am owE MUKKA'R&H PORA S 1L, &
:.T..T.‘.’.’i:!.’.:.?fll e ’Eﬂ o o i i wn Il DO NOT WRITE BELOW THIS LINE I<A’eiwmé& g M?)
o
98E 231157 | 98E 231157
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Clause - 246 : Offices Authorized to Sell and Cash
FALI - 246 : T AR THE F 8 ATIGT HIATAT

» Indian Postal Orders are SOLD — either for CASH or for CHEQUE — and PAID by ALL HEAD
and SUB-POST OFFICES in India.
* WTTAT YIS AST — THT T A6 & T8 — I 9T &, 3N AT & T TT ToT IT-STHRE GIT

IR ITATH 9T FTaT 3 |

Clause - 247 : Entries by Purchaser
FAN — 247 : @UETC g yiarsear

| e COUNTERFOIL i webw v b s il essg,mmom Reved AIED Bo) TEIFTY O O °R GUR LY TR

e o i o bt £ O AANY »

by the Sender, . — @

i £ wﬁh- DIRECTOR GENERAL OF posn: @

Wg SOR PAY TO.THE.. PRIPIE. MINISTER &

eag 10. - ZOF INDTA, NEW DELwT, Zvnm (08 3

POSTALORDER &

3 " ﬁm THE SUM OF RUPEES TEN ONLY %‘

ru}mm.::y.m. THE — i . wivm commission AISE Y

R&?_’_E_ %{‘S_‘E&, Wﬂw s bl e - SENDER H:ﬂmﬂ"‘:l?ﬂx ::'I:l A-D\:lju. MERE. %

:w m NH'J DrLir FROTHNE rire AT THE POST OFFICE AT SHT é*yﬁ‘r‘al VZSHLIANKTH, ™a

. Ne betnz HoNoi- 8-%=Asdfdn. ¢

Whaether crossed _____________ U S REa Y Ak S082: & e A wmEl MUKKARAM _PORAS .. 3
Di:.‘_:'mgj':”_:gf‘u s 0 !iEli e & A own B 00 NOT WRITE BELOW THIS LIND I<APQIHN4 ZﬁM = /ﬁ?) ;

98E 231157 | 98E 231157

Rule
s

1 The purchaser must write the name of the person who will receive the money in ink before
giving/handing it over.

GO T 8 (T &7 390 & T8, STET & 39 sqtaq & A1 ot g forg il & rare fwar s
gl

2 If the purchaser DOES NOT KNOW which post office is MOST CONVENIENT to the PAYEE — he
should INSERT the NAME of the TOWN, VILLAGE or DISTRICT where the PAYEE RESIDES.

afs |iET TET Araar (6 sneErar & T #19-a7 STHuT g8 gieureys § — ar 39 39 W8}, e ar foer
& AT T ST ST AT war |

3 The order will then be PAID at ANY HEAD or SUB-POST OFFICE in the LOCALITY NAMED.

T AT T MITATT ATHST SATH & [HET {1 AHTT AT IT-STHAL H (AT SATLIAT |

4 If the sender DESIRES PAYMENT THROUGH A BANK — he should CROSS the ORDER IN INK in
the way in which it is USUAL to CROSS CHEQUES.

T AE §& & ATAH & AT 18T & — aT 39 HAST AT SQTRT § IAT A® DG HAT AM(2T A IH
Hie far Jmar |

| oo COUNTERFOIL | dhaer wie d 29
X NOT NEGOTIABLE

amdt & A | §E W s a
VALID FOR THREE MONTH3
FROM THE DATE OF IS5y

T T T U T A |
hgd and kept |

w94 10.00 Rs.

POSTAL ORDER

forek wEm

ATNO H3dVd NIV UMNO R-LiIM Rk 188

;::ham payable ... | B m Sar

0 A

Name of Sender .......cceremmrnns | WITHOUT | o™ S s
3t o . FOSMAGE STAne WIS WA AT A S G g

and full address .. s sisatit Name and full address of the Payee
mgmiw%wﬂﬁsm '

At what Office .. S ‘\-.___

Fr s 1 L T S O ST S
On what Date .. e

o amdw & ik fveft vl 4  SEE CONDITIONS ON THE BACK

98E” 231157 i 98E 231157
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5 The sender MAY ALSO WRITE his NAME and ADDRESS on the REVERSE of the order — where
PROVISION has been MADE for the same.

TV AST & e AT 71 3T ar ¥ fore advar & — 1§60 (g qra9T= f@am mw ar |

Provision
PIERIEE

1 The person to whom a postal order is issued shall — BEFORE PARTING WITH IT — FILL THE NAME
in ENGLISH or ANY OTHER LANGUAGE MENTIONED in the EIGHTH SCHEDULE to the
CONSTITUTION.

o =afe & Treeer SitST AT (T IaT &, 38 — 39 a4 & YEo — AU a1 §FquT #it At Aqgar
# gfeerfae e ereg ST F 19 3|

1 And is RECOMMENDED to FILL IN the NAME of the OFFICE OF PAYMENT — as a PRECAUTION
AGAINST the ORDER being LOST or STOLEN.

AT FE {ITATT HIATAD HT ATH WA Gl (AR G ATAT & — AST & @1 AT qT AL &I & (965
Trfaara & v I |

2 EVEN WHERE a postal order is CROSSED with a view to PAYMENT THROUGH A BANK — the
NAME of the PAYEE shall be FILLED IN.

el aF (& TaT 46 & AT & JIATT & I89T F Treee AIST AT (HAT 74T &Y, T/T 37T ARTET &7 ATH
T FATE |

Clause - 248 : Payment of Indian Postal Orders
FATS — 248 : AT TS AST & ITATT

Rule
fras

1 BEFORE a Postal Order can be PAID — the NAME of the PAYEE and the NAME of the OFFICE
OF PAYMENT must be FILLED IN, and the ORDER must be PROPERLY RECEIPTED.

et Treeer ST T ITaT &% & T8 — SARTAT &7 ATH q°T {ITATH HTATAT HT ATH 4T &7 IR T,
@Tﬂﬁrwﬁﬁaﬁﬁfaﬁm|

; SrTWT COUNTERFOIL | wabwl w1 bl sot 1l &5, 0edmod iovel MED @Bol TEEIT 06 & SR TR Ty wmm

¥R e e o T T A | c
To bs detached and kept b
by the Sender. _ &
i T Dll\Ec‘ron L OF POBTS. £ @
A0 B o pav 0. 7HE. PRIMIE MINISTER | s
sarsn Ateuds - 84 “OF IN NEM DELMT, M

i § “OF TNbTA, NEW DELMNT, Zm8 (R H
Iltmf‘rmms SUM OF RUPEES TEN ONLY ; g‘
3:'..;"".;..'.':'.,.5.. THE =) s : whm commission W ETPAISE | g
}WE ml's?eg" 4 v - SENDER :::F!’::N‘;:'?‘:E‘ :ﬂ AD‘:HI“I HERE. g‘
St - GAYATRT VIShIAATH.
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QUICK REVISION
Important Numbers & Limits | HEca9% @470 § HTT — at a glance

# Topic Rule / Limit Clause
| SECTION 1 — GENERAL
; i DG may extend working hours up to 8:30 p.m. and keep the
1 | Night Post Office office open on Sunday 3
2 | Compulsory post office holidays List of 14 compulsory holidays 8
3 | RMFM — dialling the RMFS server | At least once in 30 days 11
4 | Franking machine licence Valid 5 years; fee Rs. 375 (renewal Rs. 375) 11
5 Franking licence — processing New licence 14 working days; renewal 5 working days; refund 1
time | (if rejected) in 30 working days
3% (minimum consumption Rs. 5,000) + additional 2% for
6 | Rebate on franked value (RMFM) Bl codo siise-sared Bl 11
Register of Repairs & Job Card '
7 (franking) Preserved for 2 years 11
8 | Frank impressions on one label Must not overlap nor be more than 1 cm apart 11
9 | Clear margin on address side At least 3 cm at the top for stamps and postmarks 26
Detention of refused / unclaimed ;
10 registered article Not exceeding 7 days, then returned to sender 37
11 | Remedy of PO for charges due Withhold other articles, or return them after 7 days 52
12 Remission of postage (maliciously | Superintendent / First Class Postmaster up to Rs. 10; Head of 53
unpaid) Circle — no limit
Post Box — change of business o
13 & idriss Inform the Postmaster within 7 days 55
14 | Post Box — lock & key after expiry | Surrender within 15 days, otherwise deposit forfeited 55
15 | Post Box OR Post Bag — rent Rs. 50/ 100/ 150 for 3/6 / 9 months 55-56
16 | Post Box AND Post Bag — rent Rs. 80/ 160/ 240 for 3/ 6 / 9 months 55-56
17 Authonty to/ delverto anather Lapses after 3 years unless renewed 60
person
18 | Postal Identity Card — validity 3 years from date of issue; photo 88 mm x 63 mm 63
. _ Rs. 20 + Rs. 250 = Rs. 270; Tatkal Rs. 600 (issued in 5
19 | Postal Identity Card — cost working days) 63
20 | Poste Restante — use Only for strangers and travellers, for not more than 3 months 64
Poste Restante — retention (PO .
21 Regulations 2024) Maximum 15 days 65
22 | Change-of-address instructions Valid for 3 months 73
23 | Undeliverable articles Detained 7 days after all enquiries fail 74
. In force from 18 June 2024 — monopoly over conveyance of
24 | Post Office Act, 2023 lattare ramovad 83
25 | Small coins (Indian Coinage Act) Sngplalse coin legal tender up to Rs. 10; smaller coins up to 88
26 | Detention of certain mails | Not exceeding 1 day 90
27 | Cheques accepted by PO Each not less than Rs. 20; bank guarantee in force for 3 years 94
SECTION 2 — LETTER AND PARCEL POST
28 | Classes of postal articles 10 classes — first 9 letter mail, 10th (parcel) parcel mail 97
29 Iigg:)r postage (PO'Regulatiins Rs. 5 for weight not exceeding 20 grams 99
30 | Letter — maximum weight 1500 grams 100
_ Max 80 cm single dimension, 100 cm length + twice diameter;
31 | Letter — roll form S8 o | B 100
32 | Letter — other than roll form Max 60 cm single dimension, 90 cm L + B + D; min 14 x 9 cm 100
33 | Open panel envelope Panel not over 10 cm x 3.5 cm; 1.5 cm clear space around it 105
34 | Inland Letter Card Weight not exceeding 5 grams 107-108
35 | Post card of private manufacture Max 15 % 10.5 cm, min 10 x 7 cm 110
36 | Sender's label on post card Old: 5 cm x 1.8 cm; PO Regulations 2024: 50 mm x 20 mm 111
Standard post card (PO
37 Regulations 2024) 14 cm x 9 cm (140 mm x 90 mm) 112
38 | Recorded delivery — complaint Within 2 months from date of booking 113
39 | Business Reply permit In force up to 31 March of the financial year; renewed in 117

March
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CLAUSE FINDER

Clause-wise index | #7317 AFFHTTFT — find any clause in seconds

No. Topic Page | No. Topic Page
1 Control 28 125 | Weight 235
2 Types of Post Offices 43 126 | Packing 236
3 nghl Post Office 48 127 | Penalty for Breach of Conditions 236
4 Mobile Post Office 50 128 | Book Packets Containing Printed Books 237
5 MNormal Week Days 51 129 | Conditions 238
6 | Business Hours (read with Clause 5 - 8) 51 | 130 ”Unpaid and Insufficiently Paid 240
7 Business on Sunday and Post Office Holidays 54 131 | Contents 240
8 Post Office Holidays 55 132 | Size and Weight 241
9 Desirability of Prepayment of Postage 57 133 | Packing 242
10 Postage Stamps and Stationery 57 134 | Penalty for Breach of Conditions 244
11 Franking Machine 60 135 | Prepayment of Postage in Cash 244
12 | Prepayrﬁént of Postage in Cash 87 136 Exerhpticn from Postal Fee 248
13 Spo'ilt or Defaced Stamps 89 137 | Contents and Conditions for Posting 249
14 Fictitious Stamps - 91 138 | Penalty for Breach of Conditions 251
15 Packing 92 139 | Definition of Registered Newspaper 251
16 Sealing 93 140 ‘(I;r(;:\r:adsl:'ln?;]ssl cfl{r:;r Registration & Concessional 254
17 Posting of Coins 94 141 | Procedure for Registration 259
18 Letter Box 96 142 | Renewal and Termination of Registration 261

—— Postmg i"nmSpecial Prrer— e PacketsofNewspapers e —
20 E[ﬁf?ﬁaﬂorﬁ of Large Official and Other Letters in 98 144 ll;gig\geaf Newspapérs without Prepayment of 264
21 | Articles Requiring Special Treatment 99 145 | Contents 270
22 Desirability of Postihg Early 100 146 | Weight and Size 271
23 Manner of Affixing Postage Stamps 100 147 | Packing 272
24 Mon-Postal Stamps, Charity Stamps, Labels, Seals etc 101 148 | Human and Other Viscera 273
25 Use of Minimum Number of Postage Stamps 102 149 | Plague Culture and Anthrax Spore Vaccine 274
26 Particulars to be Furnished 105 150 | Tuberculosis Sputum 276
27 ;ﬂails for Defence Services Personnel serving in Army 11 151 | Strong Smelling Articles 277
28 Mails for Navy Personnel serving in INS Ships 112 152 gz::ﬂ:md Trilmenabie:Flms Rewor Manyiactured 278
29 Articles Bearing Indefinite Address 112 153 | Osmic Acid (Osmium Tetroxide) 279
30 | Addition of Sender's Address 114 154 | Perfume 280
31 Intimation of Address to Correspondents Abroad 114 155 | Manner of Prepaying Postage 281
32 Obiject in Issuing Certificates - 115 156 | Manner of Pogting 281
33 Manner of Obtaining a Certificate of Posting 116 157 | Articles Given Airlift 282
24 ﬁde;l?elgrery to Sender / Alteration / Correction of 17 158 | conditions 282
35 Definition 125 159 | Redirection of Air Mails 283
36 Delivery of Registered Articles 126 160 | Limited Air Lift 284
37 | Refusal of Registered Articles Presented for Delivery | 126 | 161 | Air Parcels 284
a8 gfﬁdal Procedure for Delivering Registered Articles 127 162 | Objective 288 .
39 Eglic‘l’:r?a;f“?f?imemd Antigles addressed to 127 | 163 | Articles Which Can be Registered 289
40 l[j):lril\..rfery of Damaged Registered Article of Letter and 128 164 | Payment of Postage and Fee 289
a1 {[))f?.hl,vew of Parcels and Period of Detention at Office 129 165 | Manner of Registering 289
42 Delivery of Insured Articles 130 166 | Sender's Receipt 291
43 Delivery of VP Articles 131 167 | Booking of Registered Articles in Bulk 291
44 Delivery of Articles on which Customs Duty is Due 132 168 | Special Acknowledgements (AD) 292
45 Delivery Fee 133 169 | Attested Copies of Receipts 294
46 Sgﬁrllgemem for Delivery of Overvalue Articles at Non- 133 170 | Compensation (Registered Articles) 295
47 Payment of Money Order 134 171 | Cases in Which Registration is COMPULSORY 296

Duties of Postmen and other Delivery Agents 136 172 | Articles Which Can be Insured 297
49 Delivery of Articles at PO without Delivery Agent 137 173 | Insurance 298
50 Refusal of Articles 137 174 | Offices Which Can Insure 298
51 | Obligation to Pay Charges 138 | 175 ”Prepayment Compulsory 298
52 Remedy of PO for Recovery of Charges Due 138 176 | Packing (Insured Articles) 299
53 Articles Maliciously Sent Unpaid 138 177 | Size and Other Conditions 302
54 Correspondence for Defence Services Personnel 139 178 | Manner of Insuring 302
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v/ Complete syllabus — Clause 1-233 & 243-257 + History of India Post

v/ Every point in English with Hindi just below it

v/ PO Act 2023, Rules 2024 & Regulations 2024 updates — old and new side by side
v/ Hundreds of tables, flow charts and photographs

v/ Quick Revision (76 key limits) + Clause Finder index
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ABOUT POSTOFFICE COACHING

Shiv Kumar - Founder & Faculty

Postoffice Coaching prepares candidates for departmental and open examinations of the
Department of Posts. Our material is built around the rules that actually appear in the question
paper — the Post Office Guide, the Postal Manuals and the working practice of post offices, mail
offices and the RMS — and is written in both English and Hindi so that language is never the barrier
between a candidate and a rank.

Write to us

Corrections and suggestions are always welcome. Every correction received is checked against the
governing rule and carried into the next edition, with thanks to the student who sent it.

postofficecoaching@gmail.com | 6283839926
00
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WHY POSTOFFICE COACHING?

Turning Hard Work into Postal Promotions

Our belief

Every postal employee deserves quality guidance, organized resources and an equal opportunity to
achieve promotion and career growth.

Our vision
To become India’s most trusted learning platform for departmental postal examinations by

providing affordable, accessible and result-oriented education to postal employees across the
country.

Our history

Postoffice Coaching was started to provide proper guidance and quality education for departmental
postal examinations, helping GDS, MTS, Postman/Mail Guard and PA/SA aspirants with organized
resources and exam-focused preparation. Over time the platform added live and recorded classes,
PYQ-based preparation, mock tests and practice sessions, doubt-solving support, organized study
material, and PDF notes in more than eight languages. Today thousands of learners across India
rely on it for structured, reliable preparation.

What we teach

Postal Rules & Regulations - Mathematics - General Knowledge - Reasoning — with over ten years
of teaching experience behind every course.

30+ courses - 11,000+ active students
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OUR COURSES 2027

Learn with Shiv Kumar - Bilingual (English + Hindi) - Live + Recorded - EMI available

Bilingual
7" Postoffice coaching English+Hindi

Learn with India’s Best teacher

MTS SPECIAL COMPLETE BATCH 2027

Includes Mathematics
@ PO Guide Part| © BODMAS. @ Unitary Method
© Volume V Definitions © Time & Work © Time & Speed
© Products and Services © Average © Simple Interest
@ India Post Website © Percentage @ Profit & Loss
@ Topic Wise Mock
@ Topic Wise Question General Knowledge

Discussion @ Civics Indian © Geography
© Well Organized Content © Static GK @ Indian Culture
© PDF Downlodable © Freedom Struggle @ Ethics
© PYQ Papers
@ 5 Full Mock Before Exam © Current Affairs
® Out of Syllabus topics from © Doubt Clear Session

PYQ

Qe f® @& (Validity: Till 31 Dec, 2027) SHIV KUMAR SIR

COURSE FEE: #1299 ¥999/- (Start Early. Prepare Advance. Get Selected.)

Kindly read description for complete detalls carefully

MTS Special Complete Batch 2027 — ¥999/- (was ¥1299) - validity till 31 Dec 2027

Bilingual
7 Postoffice coaching English+Hindi

Learn with India’s Best teacher

MTS SPECIAL COMPLETE BATCH 2027

o LIVE +REC

o LIVE +REC

@ Video Lectures Odia
Bilingual (English + Hindi) Bangla
@ Previous Year Question Papers Assamese
(English + Hindi)
© PDF Notes
English
Hindi
Punjabi
Gujarati
Marathi
Kannada
Telugu

OO & (Validity: Till 31 Dec, 2027) SHIV KUMAR SIR
COURSE FEE: ¥1299 ¥999/- (Start Early. Prepare Advance. Get Selected.)

Kindly read description for complete detalls carefully

MTS Special Batch — video lectures, PYQ papers, PDF notes in 10+ languages
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Bilingual
English+Hindi

o LIVE +REC

7" Postoffice coaching

Learn with India's Best teacher

MTS SPECIAL COMPLETE BATCH 2027

@ Video Lectures (English + Hindi)

© PDF Notes (English + Hindi) (And in other regional languages)

© Topic wise Question discussion from PYQ

© Topic wise Mock test
© Multiple Revision

© Asking a Doubt

@ Full lenght mock test

© Final Exam

Cefd® &

(Validity: Till 31 Dec, 2027)

SHIV KUMAR SIR

COURSE FEE: ¥1299 ¥999/- (Start Early. Prepare Advance. Get Selected.)

Kindly read description for complete details carefully

MTS Special Batch — study plan, mock tests and doubt support

@Paper| @& Paperll
@ Paper lll @Paper IV

7 Postoffice coaching

Learn with India's Best teacher

Bilingual
English+Hindi

o LIVE +REC

PM+MTS SPECIAL COMPLETE BATCH 2027

Includes

@ PO Guide Part |

© Volume V Definitions

© Products and Services

@ India Post Website

© PO Manual VOL VI Part 11l

© PO Manual VOL VII

@ Topic Wise Mock

@ Topic Wise Question
Discussion

© Well Organized Content

@ PDF Downlodable

@ PYQ Papers

@ 5 Full Mock Before Exam

@ Out of Syllabus topics from
PYQ

QO @&

(Validity: Till 31 Dec, 2027)

Mathematics
© BODMAS.
© Time & Work
© Average
© Percentage

© Unitary Method
© Time & Speed
@ Simple Interest
© Profit & Loss

General Knowledge
@ Civics Indian @ Geography
© Static GK @ Indian Culture
© Freedom Struggle @ Ethics

© Current Affairs

@ Doubt Clear Session

@ Language Paper (Paper Ill)
® Typing Test (DEST Exam)

2

SHIV KUMAR SIR

COURSE FEE: ¥3449 ¥1249/- (Start Early. Prepare Advance. Get Selected.)

Kindly read description for complete details carefully

PM/MG + MTS Special Complete Batch 2027 — ¥1249/- (was ¥1449) - Papers I-IV
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Bilingual
7 Postoffice coaching English+Hindi

Learn with India's Best teacher

PM+MTS SPECIAL COMPLETE BATCH 2027

®LIVE +REC

@ Video Lectures Odia
Bilingual (English + Hindi) Bangla
@ Previous Year Question Papers Assamese
(English + Hindi)
©® PDF Notes
English
Hindi
Punjabi
Gujarati
Marathi
Kannada
Telugu

QO f “ (Validity: Till 31 Dec, 2027) SHIV KUMAR SIR
COURSE FEE: #1449 ¥1249/- (Start Early. Prepare Advance. Get Selected.)

Kindly read description for complete details carsfully

PM/MG + MTS Special Batch — course inclusions

Bilingual
7 Postoffice coaching English+Hindi

Learn with India’s Best teacher

PM+MTS SPECIAL COMPLETE BATCH 2027

@ Video Lectures (English + Hindi)

e LIVE +REC

© PDF Notes (English + Hindi) (And in other regional languages)
@ Topic wise Question discussion from PYQ

® Topic wise Mock test

© Multiple Revision

© Asking a Doubt

@ Full lenght mock test

@ Final Exam |
Q@ f “ (Validity: Till 31 Dec, 2027) SHIV KUMAR SIR

COURSE FEE: ¥1449 ¥1249/- (Start Early. Prepare Advance. Get Selected.)

Kindly read description for complete details carefully

PM/MG + MTS Special Batch — study plan and support
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. . = English+Hindi
7" Postoffice coaching ¢

Learn with India’s Best teacher

PA/SA SPECIAL COMPLETE BATCH 2027

© Video Lectures (English + Hindi)

o LIVE +REC

@ PDF Notes (English + Hindi) (And in other regional languages)
© Topic wise Question discussion from PYQ

© Topic wise Mock test

© Multiple Revision

© Asking a Doubt

© Full length mock test

© Final Exam 4 c

Cefd® @ (Validity: Till 31 Dec, 2027) SHIV KUMAR SIR

COURSE FEE: #1999 ¥1499/- (Start Early. Prepare Advance. Get Selected.)

Kindly read description for complete detalls carefully

PA/SA Special Complete Batch 2027 — ¥1499/- (was ¥1999) - full manual coverage

Bilingual

" : English+Hindi
7 Postoffice coaching .

Learn with India’s Best teacher

PA/SA SPECIAL COMPLETE BATCH 2027

e LIVE +REC

@ PO Guide Part | © Mathematics

© PO Guide Part 1l © General Knowledge

@ Products and Services © Reasoning .

@ IT Modernization © PYQ Papers Y=
© Postal Manual Vol VI Part | © 5 Full Mock Before Exam L)
© Postal Manual Vol VI Part 111 © Topic Wise Question Discussion =
© Updated SB Orders @ Out of Syllabus topics from PYQ

@ Postal Manual Vol VII © India Post Website

@ Foreign Post Manual © Current Affairs

© Topic Wise Mock © Doubt Clear Session

© Well Organized Content @ Typing Test (DEST Exam)

© PDF Downlodable

. B

Cefd® @ (Validity: Till 31 Dec, 2027) SHIV KUMAR SIR

COURSE FEE: #1999 ¥1499/- (Start Early. Prepare Advance. Get Selected.)

Kindty read description for complete details carefully

PA/SA Special Batch — course inclusions
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Bilingual

7 = = English+Hindi
7 Postoffice coaching ¢

Learn with India's Best teacher

PA/SA SPECIAL COMPLETE BATCH 2027

o LIVE +REC

@ Video Lectures Odia
Bilingual (English + Hindi) Bangla

© Previous Year Question Papers Assamese
(English + Hindi) 'r .

© PDF Notes vie)
English . ;

Hindi

Punjabi

Gujarati

Marathi

Kannada

Telugu

r g_c
O f @ = [__:-Validity: Till 31 Dec, 2 , SHIV KUMAR SIR

COURSE FEE: #1999 ¥1499/- (Start Early. Prepare Advance. Get Selected.)

Kindly read description for complete detalls carefully

PA/SA Special Batch — study plan and support

@Paper| @& Paperll 7" Postoffice coaching BDHBI]'
@ Paper lll @ Paper IV Learn with India’s Best teacher '

MTS+PM/MG+PA/SA COMPLETE BATCH 2027

@ PO Guide Part| ©® Mathematics

@ PO Guide Part Il © General Knowledge

© Vol V Definitions © Reasoning

@ Products and Services © PYQ Papers

@ IT Modernization © 5 Full Mock Before Exam
© Postal Manual Vol VI Part | @ Topic Wise Question Discussion
@ Postal Manual Vol VI Part Il @ Out of Syllabus topics

© Updated SB Orders from PYQ

© Postal Manual Vol VII @ India Post Website

@ Foreign Post Manual @ Current Affairs

@ Topic Wise Mock © Doubt Clear Session

@ Well Organized Content © Typing Test (DEST Exam) .

PDF Downlodable © Language Test o= .
Fs e

0O © £ (O =) 4 |validity: Till 31 Dec, 2027| SHIV KUMAR SIR
COURSE FEE: #3799 ¥2099/- (Start Early. Prepare Advance. Get Selected.) '

Kindly read description for complete detalls carefully

MTS + PM/MG + PA/SA Combo Complete Batch 2027 — ¥2099/- (was ¥3799)
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= s = Bilingual
COMBO! English+Hindi

Learn with India's Best teacher
o LIVE +REC

MTS+PM/MG+PA/SA COMPLETE BATCH 2027

@ Video Lectures Odia
Bilingual (English + Hindi) Bangla
@ Previous Year Question Papers Assamese
(English + Hindi)
© PDF Notes
English
Hindi
Punjabi
Gujarati
Marathi
Kannada

Telugu
. ﬁf A
SR ot AU £
QO © £ (O =)« |validity: Til 31 Dec, 2027| SHIV KUMAR SIR
COURSE FEE: ¥3799 ¥2099/- (Start Early. Prepare Advance. Get Selected.)

Kindly read description for complets details carefully

Combo Batch — everything in one course, all four papers

7" Postoffice coachin Bilingual
COMBO! L)
Learn with India’'s Best teacher .

MTS+PM/MG+PA/SA COMPLETE BATCH 2027

@ Video Lectures (English + Hindi)

o

@ PDF Notes (English + Hindi) (And in other regional languages)

@ Topic wise Question discussion from PYQ T
et wAe )

@ Topic wise Mock test

@ Multiple Revision

@ Askinga Doubt

@ Fulllenght mock test

@ Final Exam py &
( (_ﬂ"' -

0 © £ (© - 4 [validity: Till 31 Dec, 2027| SHIV KUMAR SIR

COURSE FEE: #3799 ¥2099/- (Start Early. Prepare Advance. Get Selected.)

Kindly read description for complete detalls carefully

Combo Batch — the complete learning journey, from lectures to final exam
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ENROL TODAY

Start early. Prepare in advance. Get selected.

MTS Special Complete Batch 2027 ¥999/-
PM/MG + MTS Special Complete Batch 2027 T1249/-
PA/SA Special Complete Batch 2027 T1499/-
MTS + PM/MG + PA/SA Combo Batch 2027 ¥2099/-

All batches: bilingual (English + Hindi) - live + recorded - PDF notes in 10+ languages - validity
till 31 December 2027 - EMI available

postofficecoaching.com/courses
€ 6283839926 -  postofficecoaching@gmail.com

Enrol Now YouTube Telegram WhatsApp Instagram Android App
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