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NOTICE

The principles underlying the arrangement of the rules

in the different volumes of the Post Office Manual will be

found in the Preface to the Post Office Manual, Volume II.

The rules contained in this volume of the Post Office
Manual supersede all previous rules and circulars on the

subjects herein treated of.

These rules must be carefully read by all officers of the
Railway Mail Service, as no breach of the rules will be

excused on the plea of ignorance.
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Post Office Manual
Volume VII

RAILWAY MAIL SERVICE

CHAPTER 1
MISCELLANEOUS RULES

1. Departments of a set of a sorting section or sorting mail office.—
(1) Each set of a sorting section and of a sorting mail office is divided,

for the purposes of distribution of work and responsibility, into the follow-
ing departments :

Department Designation of official in charge
(@) Mail department Head sorter.
(b) Sorting department Assistant sorter. -
(¢} Registration department ... Registration sorter,
(d) Parcel department Parcel sorter.

(2) In sets where the number of sorters employed is less than the
number of departments, the work is distributed according to the establish-
ment entertained, the duties appertaining to two or more departments being
assigned to one sorter.

(3) Where a special parcel sorter is not employed, the duties of the
parcel department are assigned to the registration sorter ; and in sels con-
sisting of only two sorters the head sorter performs, in addition to his own
work, all the duties of the sorting department, and the assistant sorter the
duties of the registration and parcel departments.

2. Posting of prepaid unregistered articles in trains and steamers.—
(1) The posting of prepaid inland and foreign waregistered articles (ie.,
letters, postcards and packets) in train and steamers’ letter-boxes is subject
to the pavment of a late fee of 15 poisha for each article, '
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(2} The foregoing rule applics to posting by both the genernl public
and passengers. It also applies generally 1o posting by Railway officials
subject to the exception that such officials may forward prepaid unregistered
articles without payment of late fee from any railway station, provided
that the articles are tendered by the station master himself or by some
Railway officials duly authorised by him.

MOTE—The metmbers of the Raflway Police are considersd as Railway ssrvanis
for the purpose of this rule,

(3) Acrticles posted in a train or steamer lettec-box will be dealt with
immediately after leaving the station or port. The stamps on them will
be first obliterated. Articles on which late les has not been paid will be
impressed with “Late fee not paid” and “Postage Due” stamps. The
amount due on each article will be indicated, Thereafter, all articles,
irrespective of whether the late fee has been paid or not, will be forwarded
by the nearest route to destinations concerned.

(4) MNo articles except from the station master or Railway official
designated by him should be received by hand and by R.M.S. sections.
In cases in which the mail vans and comparimenis used by the R.M.S.

are not provided with letter boxes, this rule must be treated as in abeyance
and articles may be received by hand,

(3) Each section is provided with a notice board (form M.=49) 10 be
hung outside on the door of the van or compartment or as near as possible
to the van letter-box {if anvl, The board will bear the following inscription -

“Letters, posteards amd  packets posted here must FsCH  bear, in

addition to the ordinary postage, extra postage stamps of the value
of I3 poisha.™

3. Mention of sections in official correspondence.—{1} In order to
avoid conlusion, whenever o section is mentioned in official correspondence,
the beat of the section must always be added, within brackets, after the
designation, thus—

V— 9 (Dacca—Sylhet)
V—4l (Dacca—Chittagong)

{2) In cases where the beat of two or more sections is the same, the
Railway designation of the train by which the section mentioned works
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shoold further be added when the section is referred to Qor the first time ¢

E—28 (PBX—Bonarpara). § Dn/7 up.
E—49 (PBX—Bonarpara). ¥8 up/E7 Dn.

WOTE |.~This fule need not be observed in communications beiween ollicials ol
iheé same division so for a5 the sections and mail offices of the divislon are comterned.

MOTE 2, —Reports pgainad a ssetion should contaln, In pddivon fo the designation,
the Mo, of the set concernegd which may be sscertained froa the name or dobe-stamp
mpressed on any document or labgl redzived from the i,

4, Interception or redirection of articles.—Except on the authority of
the Diirector-Cieneral or the head of circle a sel may not—

{a) redirect pny article ; or
i) intercept or deliver any ariiele 1o the oddressee,

5. Information mot o be made poblic.—Mo person nol belonging
to the Department may be permitled (o examine any article passing
through the post, even thoogh the article may have been posted by him ;
nor may information respecting such an ariicle be given to any one not
belonging 10 the Department. Work-papers may not be shown to any
official unconnected with the Railway Mail Service. Officers of the Railway
Mail Service render themselves liable ta dismissal if they make public any
information which they receive officially or in the discharge of their duties.
When information from Railway Mail Service records is asked for by any
Governiment officer, the matter should be referred (o the bead of the cirele for
orders. {See also rules 152, 15271, 153/2 and 152/3 of the Post Office Mamual,
Volume V, which contain defailed rules regarding production of records
before Police and Courts,)

6. Date on siamps snd seals.—The date shown by the date-stamps
and seals of a set of a section of mail office shoold he that of the day on
which the working hours of the set begin.

7. Breaks and accidenis.—Interruptions of the mnil service due to
breaches on the railway, Boods, accidents, or any other cause, should be
reported by the head sorter of the sel on duly (o the supernintendent, the
inspector and the record office to which the set is attached. 1F the detention
to mails due to bresches or accidents is likely to exceed six hours, it should
be reported at once by telegraph to the superintendent and the record
office. In cases of detentions of less than this period a report by telegraph
should be sent only to the record office. Till definite instructions are received



fromi the superiniendent, the LEM., of the S.B.C., the head sopler should
mike the best nrrangements possible under the circuimstiinges to ensure the
safety of mails and their speedy forwarding.

H Deleied.

9. Extra reserved accommodation In trains.— (1) Whenever, from
any cunze, the regular accommaodation provided in a train is inodegquate
lor the  carriage of all mails that have to be forwarded by it, the head sorfer
of a section may apply to the Railway authoritics for such extra socommoda-
tion as may be necessary For the exclusive vse of the post office. AL slations
where a record elerk or & mail apent is mvailable, request for extra accommodi-
tion, after satisfying himself that such accommedation is actually necessary,
should be made by him,

(2} When cxire accommodation §s o required under  this orule, @
requisition in the prescribed form should be prepared in four parts by the
record clerk or head sorter ;  the first part of the pencil copy should be
handed  to ihe sation maester of the station from which the axira
accommodation is reserved @ the second part should be deliversd up ai the
slation to which the extra accommodation is réserved, one part of the
carbon copy should be  sent to the superintendent, atbached 1o the daily
report and the remaining part should be retained by the record clerk or
head sorler for record.  Inhis daily report, the record clerk or head sorier
fiust enter the nomber of bags of cach class {viz,, transit, mail, parcel or,
packet) and parcel boxes (il any] phived 1a the extro sccommodation reservesd
apd explain the circumstances uwnder which the extre accommodation was
required. From the carbon copy of the requisitions and from the daily
reports received by him, the superintentdent should, on the IMh of cach
month, compile and submit to the head of circle a refurn in the prescribed
Form showing particulars of the extra accommodation wsed on each Railway
during the preceding month and the number of bags of cach clase and parcel
boxes conveyed in the extra accommaodation in each cass, and explaining the
necessity For the exira accommodation.

1 Misconmection of trains.—{(1) The misconvection of certain truins
al ceriain junction stations should invariably be reported by the record
offices established ai those statons in sccordance with the Tradn MWiscon-
prection Code embodied in the Trlegraphfc Messoge Code, The stations, as
well as the misconneciions 1o be reported, and whether the reporis are
to be sent by post or lelegraph, are specilied in the Code; and the report



provided For cach case must be despuiched by the record clerk as early os
possible o the officers congerned,

(2} Whepever traing careving mails fail wo connect at any junction
station, all the sorting sections working from, and the sorting mail office
working at, such station should place in cach mail bag made up by them
a notice of misconnection in the prescribed from, with an entry in  the
margin of the mail list showing what trains have missed connection and
what mails have not, in consequence, been received.

(3] The superintendent should furnish every section or sorting mail
wifice by which nolices may be issued with a sample form, duly filled in, in
respect of each misconnection to be notified by the section. In drawing
up the lforms, the train which is fuaning late should be entered in the first
blank, the name of the junction station in the second, and the connecting
triain in the third, both truins being mentioned by their Radlway designations
preceded by the abbreviated neme of the Railway to which they belong,
thus ;- B-D‘.Rh"., 2 down,

(4) To economise time and save clerienl labour in the van, the notices
to be issued by the sections concerned should be prepared (from the
samples furnished by the superintendent) by (he sorters ai the record office
during attendance hours, only the spaces lor signoture and date-stamp
being left (o be flled in when the notices are Lo be issued,

(5)  The sorting sections, mail or post offices which open and dispose of
misconnected mails should intimate the disposal of the mails immedinately
by issuing late arrival cards in form M-I8 to the record offices of the sections
or mail offices and to the post office by which such mails are due to be
eveived,  Intimation of the disposal of such mails should also be send to
the record offices of the sections and mail offices and the post offices which
closed the bags.

10/1.  Dwtention of trains for postal purposes.—(1) In cases where a mail
carrying train is required to be detained for postal purposes, the station
master should be given by the head sorters, mail guard, sub-record clerk,
or mail agent a written requisition which should be prepared in the form
provided for the purpose called “Detention Memo.” (M-20).

(2] The memorandum should be prepared in duplicate by means of
carbon paper. After signing both copies of the memo, and impressing them



with the date-stamp the hgad sorter, mail guard, sub-record clerk, or mail
agent should detach the upper copy and make it over to the station master
as authority for the detention

{3} The book of delention memao, should be examined by inspecting
officers at the lime of inspecting sections, record and mail offices and they
should satisly themselves that-there has been no unnecessary detention of
trains.

11. Weekly sorting orders.—Weekly sorling orders bearing an annual
consecutive series of numbers are issucd every week by the heads of crcles,
prescribing changes in the mail arrangemenis in the circle. These orders are
forwarded to all supervising officers and record officers and should be filed in
puard hooks. 1t is the duty of the recond clerk to see that the changes
affecting the offices and scctions uttached Lo his record office are understood
by the officials concerned and incorporated in their copies of the due mail
and sorting lists

Weekly sorting orders should be destroved afler three years count-
ing from the month of July following the close ol the official vear in which
they were ssued.

MoTE —For monrhly circulars of beads of cirgles, sea rule 143/ 1 of the Posd G T0e
Afamued, Yolume W

1Z. Receipts to be taken in hand-to-hand exchanges—In addition to
ithe rules laid down elsewhere prescribing the transfer of bags or articles
from one section or mail office to another or from one st Lo another, it is
here laid down as a general rule that, whenever registered and parcel articles
have to be transferred loose, the procedurs described below should be
followed :

When the number of registered or parcel mail artcles to be made
over is large, they should be enclosed inn repistered or parcel
bag, for which receipt should be taken in the registered or parcel
abstract of the relieved set. Where the number of such articles
iz small and the time at the disposal of the relieving set will admit
of their being counted, they should be made over Inose, but under
receipt on the duplicate copy of the registered or parcel list.

13, Knowledge of sorting list and list of Bangladesh post offices.—(1) It
is esseatially necessary that every sorter should commit the sorting list 1o



memory, 0 #s to be able to sort aricles rapidiv and correctly. He should
be shle to readily repeat or writé down from memory the particulars of the
due mails received and delivered ot cach receipt and despaich, and should
know throughly the arrangement of the comparimenis of the sorting-case
ns shown in the dingram furnished by the superintendent. {Ser alsn
Chapter 3A on Primary and Secondary System of Sorting.)

{2) Ewvery sorter sdould be conversant with the Liss of Bangladesh Post
CGffices which contains a varety of informaiion that will be useful in sorting,
He must thoroughly know the Lisr so far o5 the heod and sub-offices  for
which iiail bags are made up are concerned, and be able to readily repeat
ar write down from menory the nomes of the sub snd branch offices  in
account with each such head office, pnd of the branch office in nccount
with eoch such sub-office.

{33 Additions and allgrations are pericdically made in the List of Bangla-
desly Post Offices and it is necessary, therefore, that sorfers should make
themselves acquuinted with all changes that affect them on recgipt of new
editions of the List, 50 us (o keep their Enowledge up to date.

(4} ™o sorter can be eficent unless he knows: the sorting list by heort,
and has an intimate acquaintance with L of Baegladesh Posr Offices.

{5} A sorting-case, with carcs on which the names of post-towns are
prinied or written, is available at every record office for the purpose of
enabling sorters o practise sorting.  As this sorting-case i3 similar in eyvery
respect to that used by o set while on duly, and s arranged in the same way,
proficiency in sorting cun be attained by any sorter by such practice, Sort-

ing with these practice cards will be found, therefore, o useful and profitable
occapition For sorters while off duty,

MOTE—1he superiniendent, inspector or record clerk may order & sorier 10 aiend
ihe recard office for practice sortingiduring his pesd Hme.

14, Metal rokens.—(1) A melal token of aothorised  type nust
be carred by all R.WL.5. officials, other than supervising officers, who travel
on duty in o vehicle or compariment réserved for the post office, in - order

“taushow their right to be present therein. As all record clerks, sorting
supervisors, sorters, mail guards and van perons may, at any time, be required
1o travel fn the mail van, or a reserved compartment they will each be supplied
with & metal token which must be shown on demand to Rallway guards and
ticket examiners.

MoTE.—Meinl jokens should sko be wsnpplied (o those porlers whe iravel n
chinrge of mails in reserved compsertmends.
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{2} The tokens are the property of Government and supplied from
the stock depot to the head record office. The head record clerk issuves
tokens to the officinls attached to his office and supplics them to record
and sub-record clerk, for issue by them to the officials attached to their
respective offices. They each bear the name of the division and a serial No.
and are treated as part of the stock of the record offices. Every official to

whom a token is issued is required to grant a receipt for it in the following
form :

RECEIVED from the %:&:—dﬂﬁtﬂ GIOK Wil uanmisaning "
Under.. suverivssinscinssnnissnnciasss ETPLTON, Rl I0RES Boariig No. ... coveessnsceses
EIIIﬂ'ru'ﬂl|.1-r|-|..i-||--|-|-H-|.-.r........|....I'S-l'-_ﬂ"l"l'ﬂ“'l'F'I.‘ ﬂ_.rﬂ_ﬂ?f#rf,,...-.,,..........--.-......... ko B o s
MII'lIl‘!ililllIll‘llIllil-I"-----Iiﬂr;jgmui‘m--q--a---uu| EEEAAd FEF NI EER i RAEmE A0 d EEEE

The holder must always retain possession of his metal token and wear
it when on duty, and he will be held personally responsible for its loss or
misuse. He is also required to produce it for identification before his monthly
salary can be disbursed to him.

MOTF.—If, when called upon fo produce the token, the holder does not do 2o, he
renders himsell liable to the same penaliv ax i he had lost i

(3) If the holder of a 1oken poes on leave, or is translerred to the
contral of another record office or division or quits the service, whether by
dismissal, retirement, etc., or ceases to belong to the class of officials 1o
whom tokens are supplied, he should return the token to the record clerk
in exchange for the receipt granted for jt. Tt will be the duty of the record
clerk to see that tokens are duly returned by officials who proceed on leave
or are transferred or quit the service. In order that each token may, as
far as possible, be retained in the possession of the original holder, the same
token should, if not unpracticable, be always restored to the nlﬁciﬂ who
surrendered it when going on leave.

If the holder of a token is replaced by a successor, who does not hald
a token, the former’s token should be transferred (o the latter who should
be required to grant & receipt,
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(4) IF the holder lases his metal token, he must immediately report
the fact to the record-clerk who will issue a new token to him and submit a
report to the superintendent. The holder will also have to make good the
actual manufacturing cost, plus incidental charges (if any), viz., charpes,
for notifying the loss, ete., the usual formalities should be followsd before
elfecting recovery of the amount.

Exception.—Mail peons attached to post offices are supplied with
metal tokens of the authorised type when such officials travel on duty with
mails in & vehicle or compartment reseryed for the post office. The metal
tokens should be of that R.M.S. Division which tovers the post office
concerned. The postmaster of the post office to which the mail poen is
attached will perform the Tunctions of the local record elerk, and the
superintendent of post offices will exercise the lunciions of the Superin-
tendent, Railway Mail Service.

14/1. Public business transacted in mail and record offices.—The following
business is transacted with the public in mail and record offices -

(i) Sale of stamp and stationery (by nll offices during the entire work-
ing hours);

(i) Grant of certificate nl"nﬂsu'ng (by alt offices during their working
hours);

(i) Registration of letters with and without late fee (by all offices during
specified periods);

(iv) Registration ol parcels {(only by mail offices spacially authorised
by the head of the circle during specified hours): and

(v} Insurance of letters (in mail offices specially selécted by the head
of the circle during the specified hours),

15. Relaxation of work on Sundays and P.O. holidays.—(1} OfMices
of Superintendents, R.M.S. and record offices may be entirely closed
provided that adequate arrangements are made for urgent work and that,
in the case of record offices, the attendance of sorters under rule 26 can
be duly arranged for either on the day preceding or on the day following
a Post Office holidny.

7
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(2) Mail offices—

(a) Postage stamps and postal stationery should be sold during the
working hours ol the office.

(#) The number of clearances of letter-boxes should be reduced, as
far as possible, being as a general rule restricted to those for the
principal despatches in each direction.

(¢) The number of despatches to the local post office should be
reduced as far as possible.

(d) Generally, attendance of the staff of mail offices on Post Office
holidays should be reduced to the minimum compatible with the
due discharge of the work, arrangements being made in large
offices to relieve as many of the stafl as possible entirely, in
rotation, on such holidays,

(e) Articles of the letter mail are registered and certificates ol posting
granted in mail offices, during specified hours, on payment ol late
fee.

16. Disposal of records.—{1) The following records should be torn
up and sold as waste-paper on the expiration of the period of preservation
noted against each :

— —— e e — e —— - om

- — —_— _-.-_|

Class of record Period of preservation

. Correspondence relating to | One year after the cases are closed.
robberies, thefls, frauds, l

tampering with, or loss of,
registered and parcel mail |
articles, and prosecutions. |

’ |
2. Tnvoices of articles received |Three years.
from the stock depot. |

3. Carbonic copies of invoices | Do.
of articles returned to the
stock depot. 1
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Class of record

—

4. Order book of a mail office
and a section.

5. Correspondence relating to
personal files (appoint-
ments, nominations, leave,
punishments).

6. (¢) Correspondence relating
to casesin which invalid or
extraordinary pension has
been sanctioned.

(6) Correspondence relating

to the pension cases.

7. Records relating to foreign
air mail.

8. Other records of a record or

sub record office with the
exception of those men-
tioned in the following
paragraph, and account
records detailed in the
Posts and Telegraphs Initial
Account Code, Volume I.

Period of preservation

o E—

——— e

Three years.

Three years after the month in
which the official concerned ceased
tlo belong tc the Department.

25 years fron: the dale the pension
15 sanctioned.

5 years from the date the pension
15 sanctioned.

See rule 66 of the Foreign Post
Manual, Volume I, and rule 33 of
the Foreign Post Manual, Volume 1I.

Eighteen months,

(2) The following records may not be destroyed without the special

permission of the head of the circle

Order book of a record office ;
Nominal roll of token-holders :
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Work-papers, correspondence, or documents regarding which
enquiry is in progress or connected with ¢ases which have not
been fully decided or closed,

(3) When the records mentioned above are to be destroved, the destrac-
tion should beeffected in the record clerk’s presence by teuring them jnto
pleces in such a manner that they cannot be gsed again. They should ihen
be sold as wastepaper,

Move 1.~ Gradation lists shoukd be destioyed three yvears ofter new oncs hove
becn lstoed and regiciers of sncifoned establiisbment ahould b denirowesd al (he
eod of one year alier vew oncs hove been supplled or jaieparcd

More 2—The Director-General's circulirs ond general ordiers and the Postmassce.
Cieneral's circulars should be desiroyed after the lupse of thice ycars coenting from
the momh of July Following the close of (he official year in which they were Bsoed

Potn Xl addition 10 ihe correspondence referred [0 i paragraph (15, the
Postraster-General may arder the preservation of any other classes of correspendence
for a perlod Ponger than thot prescribed abowe.

Nore 4 —0Onder books of mail or record offfces or sections which Jkave besn
pbolished should ako be presceved for ihree years,

MNurt 5.—Copies of Posial and other publications suppblied for use in mail aund
recard offices should be torn up and sold as waste-paper when new editions are supplicd.

Invoites of publications and books of blank Forms will be destroved by
the imspecting officer when he inspects (he office for the firsi time after the
receipt of the invoices lor the year,

17. Postage stamps for sale.—{1) Every mail office is provided with
stock of postage stamps (incloding embossed envelopes and posteards) for
sale to the public; and the head sorter or, in the case of a transit mail office,
the mail agent is responsible that a sufficient stock of postage stamps of all
kinds in demand is maintained in the office. Any stamps or embossed
envelopes for which there is ordioarily no demand must be obtained, ot
once, if asked for by any one out of the money realized from the sale of
stamps advanced by the post office.

{2) The amount to be held jn postage stamps by each mail office is
fixed by the superintendent, and stamps (o that amount will, in the [irst
instanoe, be supplicd to the office on application by the nearest head post
office. When the first supply of stamps is received from the head office, the
head sorter or mail agent, us the case moy be, should grant a receipt for the
value of the stamps; this receipt should be forwarded to the superintendent
for countersignature and transmission to the head office. When further
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supplies of stamps wre required they may be obtaiied by purchase from any
post office. When cash is sent Tev the purchase of stamps, the head sorier
must see Hhal the money s entrusied 1o some iristworthy official who has
given secarity; the officiul entrusted with the cash should give a receipt for it,
which should be destroved In his presenee by the heod sorfer or the mail
wzent when he returns with the stamps.

{3 Postage and olher (non-pestall stomps are (o be kept o the afice
sale, But in order fo save them froon damage, they should be put frst im
boses o wood or tin with compartments For ench kind of stnmp, and the
boxes should be kepl ingide thesafe,  In officgs where it has not been fowmd
convement o desirable to supply boxes, the stamps should be put in card-
howrd cases, blank books or guard books interlived with sheets of biotting
paper. Even during the day time the gresier portion of the stock. of siamps
should be kept In these bowes, books or ceses whicl should always remuin
inside the sale, and cnly the stumps required for o-diys” sales or hall o day's
sules should be taken out ot & time.  In order also Lo prevent stamps from
getiing spoilt by being kept too long in the office, the supply of each deno-
mination of stamps musi be expended belfore the sale of a fresh supply of
the desoimimstion beging, and for this purpose each supply purchased should
be kept distinet from previous or  sebhseguent purchases. I any slamp
cininoet be disposed of within a reasonable time and there 5 donger of theic
becoming damaged they should be exchanged ot the post office,

Mori—MNo menial whe s ocmployel o deface posiage sismps shoubl be sllowed
to zedl them o ihe publs,

18, Custody of Governmoent mosey.—( 1) An iron safe will be supplied
to the head record affice and alsg to record offices and sub-record offices
{encept sub-record offices is charge of mail agonis) at the discretion of the
head of circle, for the custody of Government money and all other articles
and documents which are required by the rules to be kept in the office safe,
and the key of the safe must always be kept by the head record clerk, record
clerk or sub-record clerk on his person.

(2} The best possible srrangmenis must be made to secure the safety
of ihe office safe ; the head record clerk and each record clerk and sub-
record elerk should report to the superniniendent the room or place and
manner in which it can best be secured | and the superintendent will then
isape orders on these points which must be strictly carried oot

{3} The salc supplied to the head record office will have double locks ;



L4

the key of one lock will be kept by the head record clerk, the key of the
other by the accountant. Mo private moncy or property belonging to any
person may be kept in the office sale,

18/1, Stapdurd for the weckly working hours In the R.AMLS.  sorting
sections.—To repulute  the number of sets in the Railway Mail Service
sorting sections, the basic standard of weekly working hours is muximum
36 hours and minimum 30 hours, as laid down for day sections and that in
the cases ol night working sections or of sections working parly by day
and partly by night, the night hours should be converted into day hours
according to the principle indicated in Appendix C-2 of the Report on
the Revision of Time Tests in the Post Office, 1930, the co-efficient Tor
sonversion of night hours into day hours being 36/30 or &5 hours, i.e.,
ity for aoe fowe by night 1o be counted a5 equal to duty Tor | hour and
12 minutes by day. In applying the principle of conversion “right” should
be reckoned as commencing at 20 hours and “dav™ at & hours,

18/2. Counting the perfod of spure journey of an R.M.S.  oficial in
# mall van or as ordinery pussenger.—Entire period of a journey of an
R.M.5. official travelling spare either in 8 mall van or os an erdinary
passenger should be allowed to count towards duty For the purpose of out-
slation alewance and that one-fourth of the period of journey of an B.M. 5.
official travelling spare cither in » mail van or as an ordinary pussenger
should Be allowed (o couni towards the weekly working hours, nnd  also
townrds fixing the number of sets in R.M_5. Section.

18/3. Memworandum of distribution of work.—The record clerk should
submit for the approval of the superintendent separate memoranda in
from Ms. 11 showing the designation of the officiuls employed in the
different branches of his record office and each mail office and section
attached o . The superintendent will sign the memomnda with such
maodifications as he may consider necessary and return them to the recard
office. A copy of the memorandum relating to each set will be supplied
to the head sorter concerned by the record clerk.  The distribution of work
shown in the memorandum should be strictly observed, Mo change can
be muade in it without the approval of the superintendent, but in cases of
sudden illness of a sorter or, in the sbsence of a sorter or clerk on cusual
leave, temporary arrangement may be made by the record clerk or the head
sorter (o carry on the absentee’s work :  Lhe arrangement being noted in
the daily report of the S,R.C. or the head sorter, as the case may be. When
a redistribution of the work in the office or section is necessary, & revised
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memo, should be submitted for the superintendent’s appreval. The work
will bee distributed according o the catablishment of the office ; and iwo
or mare clerks/sorters may, theréfore, be cmployed in the same departmeint,
ar the duties of twe or more departments may be asapgned to (he same
clerkfzorier, The disiribution of work may also be so nrranged that o clerk/
sorter will, in addition to the dotes of the department or depariments
specially assipmed (o him, be required o perform, during certain howes af
the day, the work conpected with other departments.  Also, whoenever (ns
in the cise of nrge offices) it will noi be possible for the olerk/sarter in
charge of a department to perform all the duties which (he rules require
the clerkisorier of that department to perform, the memorandum of
distribution of work will show which of these dutics are to be performed
by n tlerk/sorter other than the clerk/sorter in charpe and by which clerk/
sarter they are 1o be performed.

The duties and responsibilities of each clerk are defined in the rules
relating to the different classes of business. Where more than one clerk
is emiployed in a depariment, the clerk to whom the charge of the depari-
mment ks assigned will be responsible for the cormect preparation of the work-
papers concerned and will ¢lose the books and accounts for the day, He
will also be responsible for the performance of peneral dutics pad  lor
the eoreful supervision of the work of the depariment.

184, Motice of hours of business.—{1) A postal notice m form (M-5)
siowing the howrs Aked for the rensaction of business with the public
and the time of despatch of each mail with the latest hoors of posting s
coanmection therewith is supphed o ¢ach mail and eeord  office by the
o Superiatendont and should be famed and hung up prominently at a
suitable ploce in the verondoh ncar the public counber, where it can be
easily consulted by the members of public.

{2) If any altceation in the notice of bhours of Business is rendered
desicible, owing to changss in the moil service or any similar caoge, the
record clerk should submit o report propesing the alteration to the supérin-
tendent who will either issue a revised notice if the changes fo be made are
of an eitensive nature, or if the chonges to be made are of a slight nature,
authorise the head of the office to make necessiry corrections in the notice,

which should be done neatly. The record clerk/head sorter may, under
no cifenmitances, alter the notice of hours of business,

{3} The office copics of the notices will be preserved in the office
of the snperintendent for 14 vears from the date of issue of the fresh notice,
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185  Mainteaance and wplkecp of  accomnt.—The head  record
office (H.R.O.} in addition o s Function as record ofice alao malntalnz
the scconnts of the division. A =orfer dexignated as an accountant is
sanctioned for each H.R.O. and although he performs and maintains
the books of accounts the head record clerk s personally responsible for
the upkeep of (he pecounts, maintenance of books and punctusl submis-
gion of returns. It 5 his personal doty to ensure thol Lacquittancs rolls
in respect of sall working in or attached to suberecord offices in the
division are punctunlly despatched and the money is timely remitled (ree
the following rules and rufe 149}, ’

Detailed rules on the subject aregavailable jn the el Accowne Couds,
Volome .

186, Disbursement of pay and allowsnces,—The head record clerk
should prepare the establishiment bill of the sanctioned siniT of the division,
bath permnnent ond temporary, sufficiently before the close of the monih
to which the Bills relate, Aler the bills have been propased, and  duly
checked they should be copied on the acquittance rolls in such a manner
that siall working on the last day of the menoth in g certain mail office or
other office or altkched thereta are prouped together and thal separsie
acquittance rolls are prepared For cach sub-record office or other eslablish-
ments. Separile acquittnnee rolls should also be prepored in respect of
temporary and permanent stall.  Acguittance rolls so prepared should then
be forwarded by the quickesi means o ihe record ofices oF the establish-
ment concernsd.  Care should be token to ensure that the nequiltince
rolls reach the offices positively on the last warking day of the month or
by the forenoon of the first day of Following month at thefatest. The amount
required 1o be disbursed by sub-record clerk or record cleck of the
establishment concerned, shouold also be remitted by means of a service
momey order 50 a5 0o reach that office by the moming of the frst day of
the month following that to which the hill relates, A remark should invari-
ably be passad on the top of money order prominently in red Ink “Nor fo.
b paid before firal, i lname ol the o), Such money orders
mre issued by the post office before the first bot are debited to the aceounis
of the division concerned on the first when the establishment bills are
encashed. Such money orders should, therefore, be presented to the head
offce which i3 authorised to pay permanent cash and stamp advance  fo
ihe H.R.O., and a temporary receipl Tor the total amowdt of the money
orders should be granted to the postmaster nnd faken back when the bills

are cashed and the amount is adjusted,
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On the first of the month following the month to which the Bill relates
the sub-record offices should dishore pay scoording to the insirections
contained in the fuifief decownt Code, Volume 1. Care should be taken to see
that revenue stamps of the required value are aflized to the soquittance
rofis except in case of payments from an office at o place where the Bangla-
deah Stamp Act is not in force as prescribed by Article |4 of the fmival
Account Code, Volume I Acquittance rolls should be kept in the personal
custody of the sub-record clerk and payments made therson from day 1o day,

18/7. Exitra duoty and oulststion allowznces bilfe.—On the first of every
month the sub-record clerk should send 4 ststement of extra duty allowance
and outstation allowance and submit the same to the HLR.O. Immediately
after 10th, the HRO. will prepare extrn duty allowance bllls in Fform
ACGA3T and outstation allowance bills in form A.C.G-38 The hills
will be prepared in & consolidated farm in triplicate and duplicate, respe-
ctively, for the whole of the division and copled on scquittance rolls as
prescribed in the preceding paragraph.

Acquittance rolls relating to travelling allowsnce, extra duty allow-
ance, and outstation duty, etc., will in the similar manner be received by
the sub-record cleck, a5 soon as paossible after the |0k and should be dis-
barsed in the manner prescribed in rale 1846,

On 25th of the month all scquittance rofls on which payment has
been made, g5 well as those remaining undisbursed, should be signed by the
gub-record cleck and returmed fo the head record office along with o
statement showing particulars of amounts remaining undishursed by that
date. IF there is good reason to beligve that somes of the undishursed amount
will be paid between the date of submission of the statement and close of the
calendar month, the amount cxpeoted to be o disbursed should be alown
separately in the glatement and the net balance of cash in hand struck, 1t
shoold be remembered that the H.R.O. while remitting the amouont for
payment in respect of the bills of the next month will deduct the amount
shown in the statement from the net total of the bills,

Morn §,—The maximum fimit of Tk, 1,000 for remditance through & single  money
ofler doss pot apply in case of mooey onders relating 1o pay asd aflowanees of
the sstoblishment of the R,M.3

Momn X —The revemie stamp afiasd to the ukllmmee rofls should be defoced
on the dote of payment & ceguinnd by rule 10771 {g) Post lffce Manwal, Volume v,

18/8. Submisslon of memorandom of disbursement of pay and allowoances
to head of the cirele.—{1) The memorandum of disbursement of pay

-
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and allowances (including travelling allowances) should be submilied, under
a cover registered on service, to the head of the circle, on the first of the
month following that to which it relates, sccompanied by the vouchers

appertaining to it, viz—
(2}  Acguittance rolls for pay and travelling allowances disbursed ;
(&  Extracts from punishment registers,

Exception.—The receipt for a sum exceeding Tk. 100 which has been
paid to a person who is not 4 Postal official should not be submitted with the
memorandum of disbursement of pay to the head of the circle, bui
a remark should be made against the entry of the charge in the ncquittance
roll to the effect that the receipt has been sent to the Audit Office with the
establishment hbill.

(2) The head record clerk must personally see that the documents (o
be submitted with the memorandum of disbursement of pay are complete,
and will be responsible that no delay occurs in their despatch.

(3) The scquittunce rolls and receipts for pay and allowances disbursed
and the extracis from punishment registers will be returned by the head of
the circle after check, together with the memorandum of disbursement of
pay and allowances attested by him ; and the head record clerk should sce
that the acquittance rolls and receipts returned are complete by comparing
them with entries io the memorandum,

Hore—The senior sccouniant and, in his abseios, the junior accountant in s
circle office dealing with accounts work, may sign the memorandum of dishursemeni
of salaries and fravelling allowances (from A CJG-26) for Postmasier General.

18/9. Flling of acquittsmce rolls and other documents retaroed by
head of the cirele.—{l} On mceipl of the document™s from the head of the
circle, ihe acquittance rolls and receipts for allowances should be filed separ-
ately in monthly bundles and a note to this effect should be recorded against
the entries concerned in the memorandum of disbursement of pay and allow-
ances. The remaining acquittance rolls, receipts and other documents
should be kept loose and unfolded in cardboard covers until the end of
the calendar year, when the acquittance rolls and recsipts for pay disbursed,
together with the memoranda ni;lisbumcnt appertaining to them, should
be hound into books,

(2} Estimates of the cost of binding should be submitted for approval
to the head of the circle or the superintendent, as the case may require.



19

3 The hinding should i all cases be strong and the work should be
dope al the record affice, the binder oot being allowed to takes the acquitianos
rolfis away from the office premises. In binding together large and small forms,
onre should be Luken, as far as possible, to place two small forms alongside
eich ather in such & way as to match the size ol the large form. Care should
glso be taken o see that written matter on the scquittance rofls is  not
covered with binding paper, The head record clerk will be held personally
responsible that the work of binding is properly carried out, and within o
regsonable time, and that no documents are lost.

MoTe—Where 0 perrmanent Joounrent so warranis binding may be done before
tha end of Ehe year.

I8/10. Cush book.—Each H.R.O. will be required to meintain 8 cash
book in form ACAG-35 as prescribed in Article 374 of the feifad Accouns
Ceonle, Yolume L.

18/11. Cash absiraci.—FEach head record office as well as sub-
record office should muointain cash abstroct in form ALCG.-33 as  pres-
aribed in Aorticle 375 of the Duitial Aeconni Code, Volume I, whersin detailed
instructions regarding .ty Olling in are slao given.

The cash abstracts will be kept and maintained by the sub-record
cleek, in 8. B0, and by the accountant in the head record office. 1t should
be signed by the head or sub-record clerk st the close of the day after
verifying each eotry recorded thersin. 1t is the duty of the inspecting officers
i check the absiract and verily the cash in hand at a sub-record office at
the time of their vicits to such offices.

18/12. Peormamest sdvances,—Permanent advances are gaoted by
the head of the cirele o each head record clerk in accordence with
Artiele 203 of the falifal Accswm! Code, Volume 1. The advance should be
distributed among himsell and the sub-record offices according to  the
requirement of each office.  The totul amount of adveance should be drawn
from the lowval hesd office alter ﬂ;‘.ﬁn[ing g Pormal rﬁ':u'lpt in  form
ACG-1T. An acknowledgemeni for the entire amount should be sent 1o
the Audit Office concerned. The amount of advance for each sub-record
office should be remitted to him by means of service money orders and their
acknowlcdpemenis for the amount obtained and kept in the hesd record
office in the personal custody of the head record clerk. A memoranduom
gshowing amount of advance to HL.R.O. -us well as its sub-record offices
should be prepared and kept on record in the HUR.Q.
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Each head and sub-record office will maintain contingent register in
respect of expenditure incurred by them in their office, in the forms prescribed
in Article 204 (b) of the Initial Aecount Cole. Volume 1. Contingent bills are
normally encashed by the head record clerk and amount is remitted to the
sub-record office concerned through service money order. The sub-record
office on receipt of the money order should show the amount so received
‘in column 4 of the register and also show the particular of money orders in
the last column for remarks.

18/13. Statement submitted to the Aundit Office and Circde Office.—On
the 10th and the last date of each calendar month establishment bills with
memoranda of undisbursed amounts, copy of cash book, contingent bills
and statement of miscellaneous credits is submitted by the H.R.O. to the
Audit Office. With the returns of the 10th the H.R.0O. should also submit a
statement of advances recovered in the form of schedules of recovery of
G.P.F. subscription, G.P.F. advances, house rent advances, cycle advances,
P.L.I. premium and rent statements. Non-payable contingent bills duly
countersigned by the Divisional Superintendent will be submitted to the
circle office on the first of the month following the month to which the
expenditure relates.

18/14. Service books and service rolls.—In Heap Recrop OFFICES,
the head record clerk is responsible for the safe custody of the service
books and service rolls of all R.M.S. establishments (including the establish-
ment of the Superintendent R.M.5.) within his jurisdiction, and for all
the other duties in connpection with these service books and service rolls
assigned to him by the rules on the suhject.

The accountant of the office will be responsible for the correct writing
up of the entries in the service rolls for the H.R.C."s verification, but he may,
if necessary, obtain the assistance of one of his-clerks for the purpose.
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CHAPTER 2
GENERAL RULES FOR SECTIONS AND MAIL OFFICES

N.B—The rulea in this chapter, except where they are obviously inapplicable, ar
where there is something requgnant in the subject or context, apply alike to sections
and mail offices (soriing and transit) : and wherever the head zorter i mentioned, the
official in charge of a set 15 meand, whether o head sorier, mail sgent or mail guard.

19. Stamps and seals.—(1) Every set is supphied with the following
stamps and seals :

(@) a date-stamp ;

() & name-stamp ;

{¢) a postage-due stamp ;
(d) o date-seal ;

(¢} late-fee-not-paid stamp ;
(f) postage doubtful stamp.

(2) Each set of a sorting mail office or sorting section is further
supplied with an insurance seal, enclosed in a box provide with a lock and
key. The insurance seal must always remain in the possession of the head
sorter, who will be held responsible for its safe custody.

(3) With each date-stamp and seal is supplied a type-box, on the hd
of which is painted the designation of section of office and the number of
the set to which the box helongs. Type-boxes, containing the type not in
use, and the name-stamps are kept in the record office.

MoTE—In addition, special-date-seals are supplied 10 the registration and parcel
depariments, when there are separate registration and parcel sorters and fo the mail
depariment of a soriing moil office, where the dutles connected with ihe exschange of
mails are performed, by an official other than the head sorter.

20. Books.—(1) The following books are supplied to ecach set :
(@) sorting list ;
{(#) guidance book (not supplied to tranist mail offices) ;
(¢) book of service message forms—but see note 2 below :
{d) order book—burs see note 2 to rule 157, Posit Office Manual,
Volume V ;

(¢} a copy of the Telegraphic Message Code,

(2) Each order book has 200, and each guidance book has 100 serially
numbered pages ; and the wilful removal of & page will be regarded as a
serious offence and render the offender liable to dismissal,
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Nore l.—In addition, Yolumes II, IV, V and VII of the Pest (fice Manual are
supplied to record offices and sub-record offices and may be referred (o by the
sorters of the mail office and of the section (if any) attached to the sub-record
office. Branch office rules and Post and Telegraph Inirial Account Codes, Volume 1
{Gemeral Accouns Code), are supplied to n head record office.

MNOTE 2.—=In o mail office the head sorier of which is olso a sub-record clerk
only one book of service messages will be kept in the office and used for the
mecssages being sent B8 “'From State Muils™ or "From S5.R.C.” as the case may be.
In a large mail office where it is impracticable (o use onc book, m separate book
imay be kept for use in ils capacity a3 a mail office.

21. Portfolio and its contents.—{1) Each set of a section is supplied
with a portfolio, provided with a lock and key, and bearing the designation
ol the section and the number of the set to which it belongs printed on it.

(2} In the portlolio should be carried—

Acme COvers ; : Dak bag list ;

Bundles of work-papers ; Guidance books ;

Stamps and seals ; | Order book

Book of postmarks ; Book of service message forms
Writing materials ; T.M. Code :

Box ol “safety’ matches ; Type tweezer ;
Cholera mixture phial in Copy of the List of Bangladesh Post Offices

the cuse ; Brass files for papers ;
Duster ; Needles ;
Ink-pad with tin cuse ; | Rubber stamping pad :
Parrol-billed scissors ; Letter scale (goldsmith’s) and weights
Pen knife ; . Diagram for & sorting case and sorting
Poker ; | case labels (not supplied to transit
Special mail list forms ; | section).
Sorting lists :

Explanation.—By *“safety”” matches in this rule are meant matches
which will ignite by friction only on the box containing them.

Note |.—Requisition forms for extra train accommodation arc also cerried by
SeCHIOns,
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MNote 2.—A list showing the content of cach portiolio is lssued over the signature
of the superiniendent and should always be carried in the porifolio 1o enable supervising
officers to check the contents.

(3) The portfolio will always remainin the personal custody of the head
sorter who will be responsible for its safety, and to enable him to carry out

this rule, means for locking up or securing portfolios will be provided both
at headquarters and outstation.

{4y In a sealed bag should be carried—

Sweeping brush ; Tin seal holders and wood blocks ;
Late fee notice board ; Covers, etc ;

Ball twine ; | Detention memo ;

Sealing waX : | Express letter forms ;

St?ﬂ"l]::;?s;.h T.D. sorting list | ﬂi&cuﬁﬂuh ﬂﬁnﬁ wh;l: [:}m;i
Labels for bags ; Unusual bag invoice book.

Jute twine ;

Pol containing paste and sealing lantern should be carried outside.

{5) Both at headquarters and outstations, the portfolio, the sack bag
containing empty bags (for the use of the section with mails or those to be
returned to record office) and the sealed bag referred to in para. (4) above
should be despatched to and received from the mail, record or post offices
by the set of the section concerned with a remark on the mail list. These

entries should not, however, be included in the total struck at the foot of the
mail list.

22. Stationery.—(1) The stationery rate list issued by the superin-
tendent shows the quantity or number of the articles of stationery to be
supplied to each set of every section and mail office in the division,
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(2} The head sorter of a mail office shouold, at the commencement of
each day’'s work, give out a stock sufficient only for the day's requirements,
and the remainder of the articles should be kept under lock and key.

{3) The head sorter of each set of the various sections attached to a
record office will be supplied by the record clerk, on the first of every month
with a month’s supply of stationery, for which he will give a receipt in the
stationery register. He should keep this stock in & spare bag which, after
he has given out the articles requoired for the set for one trip, should be
closed and sealed with the date-seal of the set and deposited (for custody,
under lock and key, by the record clerk) in the box provided for it at the
record offfice. At the end of the month the unconsumed articles (if any)
should be detailed in the daily report of the set and returned to the record
clerk,

23. Hapnd-bags.—A hand-bag is supplied to cach sorter of a sections,
each mail guard and each van peon in which to keep his personal luggage.
This hand-bag, and a roll of bedding not exceeding 3 feet in length by 4
feat in girth are the only articles of personal property that be taken,
into the mail van. Any inspecting officer has authority to require a sorter,
mail guard or van peon to open his hand-bag or bedding to sce whether it
containg any dutiable article (c.g., opium) or any article the transmission
of which by post is prohibited.

MOTE~—Sdr also rule oo the subject in the Posd Office Moanwal, Volume I1.

14. Lamps and lanierns.—{1) Lanterns are supplied to all mail
offices and sets of sections for sealing purposes. They are of two Lypes.

Those supplied to sections burn candles and are also infended Tor use For
lighting purposes whenever the lighiting of the van is defective. Those
supplied to mail office burn ail.

MWore 1.—In large soriing mail ofices a siove or an eleciric burner for meliing
somling wax and keeping it In liquid state ready for use may be sopplied in place
of n sealing lsodam.

Mote 2 —Sections working in vann which are provided with elecirie burners or
alove are also suppled with scaling lanmierns as o precauilicnary measure

(2} Hanging lamps may be supplicd to a sorting or traasit mail office
when work is done at night.

25, Relations of sorters with record clerk.—{1) Soriers are dirsctly
subordinate to the record clerk, and must unhesitatingly carry out the laftet's
orders in all official matters.



25

{2} The head sorier will ordinnrcily receive through the record dlerk
all instructions effecting changes in the sorting list or in departmental

procedure, as well as instructions ssucd by the superintendent on other
maliers,

(3) It is the duty of head sorter to,personally make over to, and
receive from, the record clerk the work-papers of the set, and this duty
must on oo account be delegated to any other sorler,

MoTe—The hiad sonber of a majl offics, i some coses is alie the sub-record clerk
I auch cases the insruetions alluded 10 in parmgraph (2} will be received by him
direst from the superiniendsai.

26. Attendance at record office.—(1) All sorters must attend punctaally
at the record or sub-record office to which they are attached during sitend-
ance hours, and sign the attendance book. Any sorter failing to attend will
be irented as absent without leave unbess he produces 8 medical certificate or
obtaing lesve dos beforehand.

(2) Sorters should bring with them their meial tokens, sorting lsis,
rough note-books, and those aitached to sections should also bring ibe
portfolio of the set.  None of the sorters should leave the record office until
they have replied to any correspondence requiring disposal, have had the
sorting list of the set corrected in accordance with A orders or woekly
sorting orders and have eorrected their own sorting list accordingly, have
cipied B orders into the guidance book, and had the guidince book initinled
by all the sorters of the set and bave completed the performance of the
duties deseribed in the following rules in connection both with their
previous and their next working hours, or trips, as the case may be.

I7. Checking mnd submission of work-papers.—{1) The head sorter
should, with the assistunce of the other sorters, check the work-papers Tor
the previous trips in the same munner as the record clerk and write up,
from his own and the other sorters’ rough note-books, the dafly report and
extract reports relating to the trips, The work-papers should then be armanged,
bundled and made over, with the daily report, to the record clerk by the
hesd sorter porsonally.

{2) Each sorter should have the work-papers, for which he is responsible
or which relate to him, examined in his presence by the record clerk, and
should assiat the liller i the work of exnpminatios.

Mot —The checking of the work-pupers and the preparntion of the daily reporis

apd exiract pepons mAy be performed by the head sorvér either duoring rest 1ima
before aitending the record office o ar ke record offics,

| .
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28. Preparation of daily report.—{1} The head sorter is reguired to
submit to the superintendent, through the record clerk, a daily report in
which the irregularities observed by himself, or reported to him by the other
sorters of the set, musl be brought to notice. The duily report should be
written by the head sorter from his own and the other sorters’ rough note-
books. A list of the important irregularities, etc., & given in the fext rule.
In making each entry, the head sorter should wrile, n the sppropeiaie
column, first the name of the office, section or officaal in fault or otherwise
comcerned and following this & Brief statement of the ocourrence, wirrded
a5 conciscly a8 possible, but furnishing all necessary particulars. In every case
in which a telegram is despatched by the set, the message should be copied
inte the daily report, where the time of despatch, class and name of ihe
station from which it was senl, should also be mentioned. These particulnrs
should be tuken from the copy of the message left in the book of service
messdges. Telegramn received by ihe set shoukd be aftached in originnl to
the daily report, the action {if un¥) taken on them being stuted in the report,
The head sorter should also forward with his daily report one part of the

carbon copy of the requisitions, if any, made by him for extra train accom-
modation. The daily report should give the names of all the officials actually
working in the sei.

(2) The entries in the daily report should be numbered in one conse-

cutive series for ench report, and each coiry neatly and legibly copied in a
form of extract report, which should bear the same number as tha entry to
which it relates.

Mote,—In the case of sections,  (he irregularitios, etc., refating to the out-irlp
shiould be eniered frar under a2

mumnuscripd boading  “Oiai-ihp”, ofier wlich thoss
relnting 1o the In-irip shoald e

enfered under n heading “In-trip™. The numlbe |
of the mail van shouwld be indiented in ithe report.

29. Imporiant irregularities, etc., to be mentioned | daily report.—
(1) The following are the more important irregularities and occorrences
which must be mentioned In the daily report:

(@) all irregularities reported by tebegraph ;

(&}  absence of a carrier appointed to receive or deliver mimils, the mails
detained in consequence being mentioned :

ted  recelpt or despatch of special bags:

(o) MNon-receipt of a due mail bag or bags “Except where the short
despaich has been duly cxplained by the despaiching office or
section in the relevant mail list. (Refer cnception below jlem
() of rule 144, Post Office Mameal, Volume V).
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opening of a bag not intended for the section or office by mistake,
or owing to its being mislabelled or damaged, or having a
suspicious appearance;

receipt of 8 hag in damaged condition, or insecurely fastened, or
with the fastening or seal defective, or showing signs of tampering;
loss, over-carringe, mis-sending ar mis-delivery of a bag, registered
bundle, press-packet, registered article, or parcel mail article ;
misconnection of trains, the mails delayed or not received in
consequence being mentioned ;

receipt or despatch of a due bag (including surplus due bags) not
of the prescribed description;

insubordination or neglect of rules on the part of sorters and
VEn Fﬂ'l'l:

opccasions  on which duties other than those laid down in the
memaorandum of distribution of work are assigned to the sorters ;
illness of a sorter while on duty necessitating his leaving off work
or quitting the van, or failure of a sorter to proceed on duty;
misuse of bags, the misused bags being sent with the report;
disposal of a damaged article or of an article containing anything
injuricus or offensive;

receipt of (i) an unregistered article containing anything rendering
registration compulsory, or (i) a parcel mail article in damaged
condition, or showing signs of tampering, or among articles of
the letier mail posted in a letter-bax or received in sorting:
receipt of a parcel mail article without a No. slip, or not bearing
the impression of the date-stamp of the office of posting;
non-preparation of a station or registered bundle by a post office,
mail office, or section or of an insured bundie by a post office,
when the number of articles for a post office exceeds the prescribed
minimum ;

all irregularities in respect of registered articles, insured parcels
or insured bags

receipt of an unregistered parcel not bearing the words “Un-
registered parcel” written on it in blue pencil ;

late receipt or despatch of mails from or to the local post office,
the cause being stated (applics only to mail offices);
insufficient light in the van, the cause being stated (applies only
to sections) ; and
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(vi  non-supply of u mail van, or its removal during a trip by the
Railway authorities; or an sccident otcurring to the train and
resulting in the detention of the mails, particulars of the mails
delayed being given (applics only to section).

{2} In every case where a bag or article is received with signs of damage
or wwmpering, or where any bag article, or Jdue document |5 missing, the
head sorter should be guided generslly by the instructions contgined in
the Chapter on Investigntions in the Post Office Manual, Volume V, and he
should, where prescribed, attach the szal, twine, bag or list (as the case may
be) to his daily report,

M. Delivery of cmpty bags to record office.—The empty bags remaining
over lrom the previous frips contnined in the bhag provided for the
purpose, should be counted over by the head sorter to the record clerk,
who will initial the entry in the mail abstract of the number of bags returned
to the record office, in proof of having received them,

31. Preparation of work-papers.—(1) The work-papers for the next trip
or working hours of the set will be supplied by the record clerk to the head
sorter, who should make the prescribed entries in them with the assistance
of the other sorters of the set. A list of the work-papers to be used by o set
during a trip, 15 given at the end of this volume.

(2] When the work-papers have been flled up and stamped in accord-
pnde with the instrocfions gived n the st they should be submitted, for
examination, to the record clerk, who will stamp the daily report of the
sel, in teken of hoving satistied himself of their correctness,

31. Receipt of empty bags Ffrom record office.—The head sorter will
receive from the record clerk the empty bags and labels required lor the use
of the set during its next trip or working hours, He should examine and
turn the bags inside out, and then enter them on the receipt side of the
mail abstract agminst the head "Received from record office”™, He should
see Lhat suitable lengths of string are attached to the labels, and thal care
is tiken to avoid waste in cutting up the string intended fo fasten the bags.
The bags should be folded and placed, with the labels, in the old bag provided
for the purpose which, in the case of section, should then be sealed and

lnbelled.

31, Attendance of sorters or rallway platform.—Al all changing stations,
the relieving set should be present on the platform at least a quarter of an
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hour before the arrival of the train by which it has to proceed. At all other
stations where trains are made up e.g, Dacca, Chittagong, etc., the sct
about to precced on a trip should be present at the hour fixed by the superin-
tendent, which will be at least hall an hour before the departure of the train.

M, Whaiting place for sorters on platform.—(1) While wailing for the
train at the roilway station, sorters should remgin near the mail office, if
there is ane, on the platform ; or, iF there s not one, the superintendent will
fix the spot where the sorters are (o stay until the arrival of the trein.

(2} The articles belonging to the set, viz, the poarifolio and the hand-bags,
should be kept in the place at which the sorters are to wait. On arrival of

the train these articles should be placed in a hand-truck (if one is provided)
nnd conveyed to the van.

35, Change of sets i chamging statfons.—When the mails (o be
delivered al the changing station by the relieved set hnve been handed
oul, the head sorter of the relieving set should enter the van and take over
the mails fo be transferred to h's charge by the relieved set.  After this iz
done, and the sorters of the refieved set have quitted the van, the other
sorters of the relieving set ghould enter,

36, Sorters noi to leave the van or moil office.—Except under speciul
circumstances and with the permission of the head sorter or the superin-
tendent, assistant superintendent or inspector, no sorfer or vanm peon  may
leave the mail van at any intermediate station during the trip; nor may any
sorter of porfers of o mail office lenve the office of any period during  the
working hours except the head sorter. Assistunt sorter is pllowed o
leave the office anly far the pourpose of exchanpging mails,

37, Window of van (o be closed when af platforms.—When the train
is drawn up at a railway station platform, the window of the van on the
stde of the platform should be closed after the mails have been exchanged
and kept closed till the train starts. Sorfers on duty nre prohibited from
inlking to fravellers or acguaintances af railway stations.

3. Prohibition against smokieg, cooking and the wse of naked lights
in mail vans.—{1} Smoking, cooking and the wuse of naked lights in mal
vans iy strictly prohibited and renders the offender liable to dismisal.

(2} WMo stove or private lamp should be carried in a mail van except
with the specific writien nuthority of the Divisiona! Superintendent. In such
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vises, the stove or the lamp mus!t on oo Bccount contain any combustible
substance of be unpacked, Tho hesd sorter will be responsible that the arder
15 sirictly obeserved,

(3) Supervising officers, and headguariers inspector, when on  lour,
should make n point of observing carefully whether smoking. cooking or the
use of naked lights in mail vans §s indolged in by any of the stoff and
whether any cooking apparatos Is being cairried unpacked. They should,
as fur as possible, pay surprise visits to mail vans for the purpose, A note
should be made in the diary in every case in which such a check is carried
out,  Prompt ection must always be taken agninst mny official who has
been found to infringe any of the prohibitions in question ; and in these

ciises the head sorter should also be dealt with for allowing such irregularitios
to DoCur.

0. Sudden or seriows [llness of sorcler on duty.—4 1} When a sorer
on duty in n mail van s attacked with cholera or other serious [liness, the
hend sorter should communicate the facl, with as filtle deluy as possible,
to the guard of the train, and also report it to the superintendent.  The
Rallway staff arc provided with full and explicit instructions for their
conduct in such cases, and will in addition to providing such medical
assistance and care as the sufferer is in peed of, take such messores as they
may deem necessary for the disinfection of the van and its contents, Should
the illness be cholera or other infectious disease, it is imperative to. remove
the sufferer from the van and to fumigate the mails ; 1t may even be
necessery o vacale the van and to occupy such other accommeddation as the
Railway authorites may provide, 7 the head sorter i himsell taken i, The
genodr sorter should nssume chirge of the set and act as directed above,

{2y When a sorter on duty in a mail office is attnoked with cholers or
other serious illness, the head sorter should commumicate the fict to the
superintendent, IF the head sorter 18 himsell tmken ill, the senior sorter
should assume charpge of the set and act as directed above.

{3} In the case of singlechanded offices or sections the mformation
phout the iliness should invariably be given 1o the superiniendent By
teicpraph. In olher cases the hepd sorier or the senior sorfer in charge,
as the case may be, should use his discretion and report the incident either
by letter or by wire according o the circumstances of esch case.

{4} In &ll cases where an official is tnken ill while on duty, necessary
arrangements should be made by the head sorter or other stafl to send him
to the nesrest hospital for immedinie medical aid, if necesgary.
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4k Mail abstrect.—{l) The mail ahstract is divided Inte Lwo Paris,
iz, “Madls" and “Hapgs",

(2) The former {or part headed “Mails™) shows on the lefi-hand side
under the head “Receipts”, the number of dus mails dos to be received and
the numbér aclually received, and the nomber of unksual mails feceived,
the bags opened by the section or office and Forward bags being shown
separately; and on the right-hand side under the lead “Despatches™, the
number of due mafls doe to be despatched and number actually despatched,
and the nomber of unuius] mails despaiched, the Bags closed by the section
or office, and forward bagd belng shown separately: the totuls of forwnrd
baps on both pides should agree,

(1) The latter {or part hesded “Baps’) shows, on the left-hamd side
under the head “Rectipts™, the number of empty bags of each description
due to be reczived from the record or sub-record office and with Jue mails
opened by the section or office and the number actually received, and the
number received with unnsual mails; and on the rght-hand alde usder the
head “Despaiches™, the aumber of bags of cach description due o he
despatched with due mails closed by the section or office and the number
actuslly despatched, the aumber despatched with onosoal mafls, and the
number returned to the record or sub-record office: the tofals on both sides
shonld agree: Particulars of the bugs received and despalched with nnosual
mails {including insurred hags and bags wsed as coverings for pald station
and registered bondies) are given on the reverse of the form.

(4}  The mail abstract also shows ln what cases due mails, whether the
bags opened or closed by ihe section or office, or forward bags which ace
not sccompanied by meil lists, neo reocived or despatched short or in excess
of the number dwe, with an explanntion in each case of the cause of the
difference, and in what case< the description of bag received or despatched
with doe mails opened ot closed by the sectfon or office, or az surplos due
bags, differs from the description doc.

Mrre §.-=The bags swed for extra mall and tramili Bagy, padd station banpdles. and
reglatered fmdies, i anv, addressed o or mode op by § AnFLimg ssefion or sorting mail
affice, should be accounted for in tho mail sbstmct ln ike same way i by rocsived
oo despatched wilh wimisosl mails, exoept thut noreference sian (e, ™ §. 3 el
shoutd be plocsd ageimel the eniry wl the pumber in the body of the ahstrues
umder ihe boad '"Degall of snosonl bag™ ond ke remacrk *Including {sumber) extrs
baps™, progedmd by oa similar slgn, shoold Be written o (he blank spacy at the foot
of the Foria, The lags ueed for extra tramsit bags eddressed ooor made up b oa
transit seciion of madl office sheald be accounted for in the mail absdract inthe same
W, encepsd that ihe word “ea s ™ shoiald besubsitnied for the word “unouasl™ |n the prinded
ctalry on the foce of the Goremn and in the heafing on the reverse:
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wparately in the il absraci.

41, Exchange of maills.—{1% The sorting lisi of a section shows the
sinfioms aid that of 4 mml office the hours ot which mailz are received and

despaiched, and also the details of the mails and in what cases they will
be ewclosed in transit hags.

(2} The head sorter of 2 section shoold, on the arrival of the train at
n station where mails are to be exchangsd take delivery of the mails for
the zet before giving out those for despabch, and thehead sorter of 3 mail
office should first make owver the bags Ffor despuich and then take delivery
ol thoss Far the office,

Exceprion,—At imporiant stations where a large number of bags is
exchanged, the head of a circle may authorise the head sorter of a  section
to deliver his malls before receiving those for ooward r.rnmmllninn. in
order to make room io the mail van.

{3} The carrier (head sorter, muil agent, mail peon, or other official
appointed - for the purposs) who exchanges moils with o section s not
permitted o enter the von, and whenever possible, the bags should be
passed throwgh the window of the van. Mails exchanped between a mail
office nnd the local post office should be received and delivered ai the door
of the maill office, the carrier not being permitied (o enter.

{4} Except in the caze of special bags, extrn despatches of mails,
received from post offices, mally exchanged with & mail contractor or his
agent and in the unosual case provided for in the next paragraph, no receipts
are exchanged for muils received or delivered.

(5) Return-train mails should be detailed by the despatching section
in o sepurnte mail Hst (in triplicate) addressed to the ssction to which the
mails wre addressed, The duplicate and triplicale copies of this mail Hst
with the bags entered in it should be made over at the station where they
are to be delivered to the carrier (who may be & Ruoilway Muil Servics or a
Post Chfice official) appointed to exchanpe mails af the siation, and his
receipt for the bags should be obtained on the original list. On arrival of
the train to which the mails are to be delivered, the carrier will hand them
over, with the duplicate and triplicate mail list, to the head sorter of the
recélving section and the latter should count and examine the bags, retain
the duplicate mail list and return the triplicate duly receipled to the currier,
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MOTE |.—Ewery asctiogn must corry sparo [oos focins of oail bst o prepare ihe
fripiente copy of mail lst, prescribed in this eabs, when aecestary

MoTE 2—In exchangss wil soring seetions, IF the mails are recelvel from, or
taken defivery of, by any sorier other than the head sorier ol the section, the irmegularity
dlisuld b broughi o pobies o e daily seport of e head socber of the mall ofies,

MOTE 3. —TIin e mail offices. and seotions: where it would be improcticable o
the bead sorter 10 personally wieend to the dutkes connected with the exchange of mmik,
part of the work ey, oader (he orders of the head of o girele, be porforined by an
officinl specially appoinied for the purposs or the second socter, oy ihe chse iney be, the
duties . so distribuied being shown in the memo. of disiribotion of worll issaed by the
snperintendant.  In ssch officed and sections: the oficlal concered and the heed sorter
st encer in the mail jimds eschanged. roon thng W Lebd @very bag or article irnnsferred
from. ane officinl to anather, the signaiure of the receiving officer being taken In the ma il
Jist copcerned,

42, Closed well.—If the closed well of @ mail van iz addressed 1o the
muil office, the head sorter should enter the van and, after examining the seal
and fastening, (o ascertain whether they have been tampered with or not,
chould open the well and examine the bags and check them with the mail
list contaimed i it, The bags showld then be sorterd ; those o be aken
delivery of should be removed from the van and thoss to be reforwarded
in the well should be left within it The bags (f any) (o be enclosed by the
head sorter m the well should be placed within it. ANl the bags lorwarded
in the clozed well should be cnlered in & imall l=d, which the hend orier
should sign and personally place in the well, The well should then be clpssd,
labelled and sealed and the closed well itself entered g5 o transic bag in the
fanil list addeesssl 1o the section by the head softer, The romyark “Ohe
claved well™ being noted on the il Tise,

MWore.—This tule applies only (o moil afices.

43, Disposal of mails addressed to a section or mail oflice.—{ |} The
transit bags (iFany) addressed to a sectidn or mail office shauld be opzned by
the head sorter himsell, and the bags enclosed in them should bz carefully
examined and compared with the entries in the mail lists, which will be
found inside the transit bags. In the case of a sorting scction or sorting
mail office, the bags addressed to the section or office, whether talken om
of transit bags or received loose, should be dealt with first and disposed
of in the following manser @

()  porcel bags should be entered in the mall abstract and then
trapsferred, under receipt (tu be token in the parcel abstract)
to the parcel sorter; and

{4} mail bags, branch office bags and packet baps should be dealt
with in the manner prescribed by the rules in the next chapter,
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(2) The forward haes {(including sacks contaning surplus unusual bags)
received by a sorting or trunsit section, whether taken out of transit bags
or received loose, should be sepamted and disposed of in the Tlollowing
IMmanner -

() those o be deliversd at stntions within the beat of the section
should at once be placed in the transit bag in which they are to
be lorwarded : or, il no transit bag is preseribed, they should be

hung on separate hooks in the order of the sintions at which
they are (0 be delivered :

(5 those to be delivered ot the terminal station should e hung up
fogether on the hooks at one end of the van ;

-

(r} sacks addressed to the record office to which the section is attach-
ed should be placed in the bag provided lor the purpose.

(3} The forward bags received by a sorting or transit mail office,
whelher taken oul of transit bag or received loose, will remain in the
custody of the head sorter until it Is time (0 despatch them ; and so long as
the bags are nol disposed of. they must be kept locked up in the mail box,
the key of which must always be retained by the head sorter on his person.

44. Prompt entry of unusunl mails in mail lists—{1} As soon as the
mail received have been disposed of, the forward unusual bags received
should at once be entered in the mail lists with which they are to be
despaiched, This duty must invariably be perfformed before the arrival
of the trmin ot the next station m the ouse oF o section, and before the
bags are placed in the mail box in the case ol n mail office ; iT this is done,
it will b impossible for eowsaal mails 1o be left -behing.

(2} I a special mail list is prescribed, one should be prepared.

Mot —Parcel mnil orticles which, from their sie¢ or shape cannot conenienily
be placed in parcel bags, will be received loose, noted in the mail fist ; if they are 1o be
dealt with by the section or office (ie., if they are enitred in o parcel list addressed 1o
the section or ollicel, they should be made over 1o the parcel sorter, under receipt 1o be
taken on the mall list ; otherwise ihey should be treated in the ssme way az forward parcel
bapgs, &8 note being made on' the mail lise with which they are w be despatehed,

45. Preparation of mail lists despatched and entries in mail abstract, —
(1) When mail lists are to accompany mails, they should be prepared by
the head sorter in duplicate by means of carbonic paper. The mail lists
prepared will show the number of the due and unusual mails actuallv
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despatched ; and whenever the nuimber of dee maoil entercd in g mail Bist
differ [rem the number die to be despatched, an explanation of the cause
of the difference should be written by the head sorter in the space provided for
the purpose and initialed by him. The details of the wnosual maoils des-
pacthed  with each mail list and the number of sacks containing surplus
unusual bags should be entered on the list and a total of unusual mails
made below the last entry. When the list is complete. both copies of il
should be detached, the lower {or carbonic) copy  being lorwarded to the
section or office 1o which it is addressed and the upper {or original} copy
being kept on record by the section or mail office.

IT sevaree Dhar o pasgee of & madl Tist o wsed, ench page should be numbered
and Lotels carried over from page o pape with remorks “"Curried over™ or
“Hrought lorward™ os the case may be. Each page should be impressed with
the date-stamp and the last page signed by the serter concerned.

MoTr.—Protecting bags conimining anickes morked "By parcel pdsit” should  Bak
ba entered in oany of (ke colomns of the modl list under ihe head *““Dgtails of
umiasaal mnil™. They should anly be included in the il nwember of wmasunl mail
chtered @i lop of the Hsg and a remark that this nuimber “inchades  {pomber ) pro-
fecting hngs containing parcel™ should he written at the fool of fhe s,

(2} When mails are forwarded by one section or office to another
through one or more intervening sections or offices, the forward mail list
should be enlered in (be mail st Tor the next intervening section or office
under the head “Due Maoil” in the ¢olumn for “Transit bags™ against
entrics of the names of the section or office of despatch and that of desting-
tion and followed by an entry of the total number of forward bags invoiced
in the forward mail list thus—

¥-13 Dut i) V=13 In | Mall list with 4 Bags",

These entiies should be similurly repeated by all the inlterveming sections
or offices,  The forward mail list should in each case be included in the total
of the due mails entered in the mail list for the intervening office or section.

(3 A mail fist should also be prepared daily for the record office or
sub-record office, as the case may be, in which the surplus unusual bags
addressed to it received by the set, whether as loose packets or in sacks,
should be dJetabled, the loose packets being enfored thus—"(mumber)
surplus  unusual bags™, mnd the sacks in the manper described above | the
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vauil list being placed, with the sarplus bags in the bog provided [or the
purpose

Wt -1 o nmy occnsion bapgs e used By o soating section or office e covering
lor padd stnpon o reglsiered bandles, the assisiant sorier or registnlion sorber, a3 ihe
case maoy be, will inform the head sorier, who shoild wiiie the bikmber of hngs used, m
worids and figures, a0 il mail lists For the ofices concerned,

46, Clasing of irpesit bags—{1) When a transii bag ks 15 be mude
up, the bags, due und unusual, 1o be despatched in it should be checked
with the entries in the mail list.  Each bag, the cord with which it is thed
gned the seal, moust be corefully examined by the bead sorter, and the bags
with the mail list, placed by him in the tropsit bag, which sheuld then be
fnbelled mind closed nmd sealed o (he manner prescribed.

(2} Trapsal bBags muest  always be closed and wealed in the presence,
pid under the divect supervision, of the head sorter

47. Completion of mail abstract.—{|) Before arriving at the terminal,
atation, in the case of a section, wnd Before closing work For the day in o
mail affice, the head sorter should write up and complete the mail obstract.

(2} The figures entered in the muil abstract wt the record office in
the columns showing the oumber of mails and bags due o be received and
despatched should be reproduced in the columns headed “Actunlly received”
and “Actunlly despoiched, after making the necossary sdditions and
deductions (if any) owing to excess or short receipts or despatches as
explained in the mail lists received, the duplicates of those despatched, and
the entrnies made dering the tp at foot of the mail shsiract.

{3) The number of unusual mails and bags received and despatched
should next be entered —the mails, from the mail lists received and duplicates

of those despatched, und the bogs from (he details on the reverse of the
ahstract,

(4} Both paris of the absiract should then be totalled  and Babipced |
under the head “Moails”, the total number of forward mails received and
despatehed on each trip shoukd agree | and under the head “Baps", the
total oumber of bags recéived and despatched 1o and from all sources should
ggree alter odding to the despaiches the bags in hand, which should be
entered opposite the bead Y returned to record office” bul in the cise of sechions
care should be taken to verily the balance of bags in hand at the end of the
out-trip by deducting from the receipts (including the supply recelved from
the record office) the number of bags despatched during the trip.

(5} Finally, the mail Hstg should be stitched topether in the order in
which they were received o despaiched, and sttnched to the mail abstract.
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CHAPTER 3
SORTING SECTIONS AND SORTING MAIL OFFICES

MoB.—11) The rules in thh chapter, except whan otherwise specified, apply alike
o speting sections and sorting mall oifices.

(2 For the special rules redating fo olfces where e prmary aml  secondary
sorting svetemn 8 in oportinon, please refer fo Chapter 3-8,

ParT 1. Mall DEPARTMENT

48. Duties and responsibility of head sorter.—{1) The dutics of the
head sorter comprise primarily the work connected with the receipt,
custody and despatch of mails, the opening of bags (other than registered
and parcel hil.ga'_:l addreszed to the scction or offive, and the closing of bags
tother than registered and parcel bags) mode up by the set. His responsibility
begins with the receipt of mails made over to him by a section or carrier
or made up by the sel und continues until they are transferred 10 somc
other department of the sel or despatehed to destination.

The head of n circle may relux the provisions of this rule so faras opening
and closing of bags (other than registered and parcel bags) is concerned in
the case of any section or sorting office in which he considers such
relaxation to be neccssary.

(2} The head sorter is responsible that the bags received are carefully
exagmined, that the remsiered packel bundles are opened by hum and their
contenis checked before the other contents ol the packel bags are deall
with, that the registered bags or registered packet bundles and parcel mail
articles (including insured bags) are promptly transferred to the departments
concerned, that the unregisiered articles dealt with by him ave properly
trented and correctly sorted, that registored bags or registered packet bundles
and parcel mail articles (including insured bagy) received by him from the
departments coucerned are placed in the proper bags, that the mail is
properly packed ; that the contents of transit bags made up are correct ;
that all bugs closed by the set are securely fastened and properly labelled and
torn or otherwise unserviceable bags are not used, that all fregularities
seiled and that uvnusval occurrénces connected with the mail department
are promptly delected and brought to notice, and that his work-papers are
complete and correctly prepared.

(3} The bhead sorier s Turther responsible that every insured bag
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received 18 opened i his presence. that the number of insured parcels taken
oul is correct, and that they are at once examined by the parcel sorter ;
that every insurcd bag lor despatch is closed and sealed in his presence ;
that each bag contains the correct number of insured parcels ; and that
the parcels have not been tumpered with before despatch, The head sorter
of a sorting mail office is further responsible that every insurred bag received
and despatched, as well oy each pareel taken out of an insured bagis accurately
weighed in his prescnce by the parcel sorter.

{(4) The head sorter is responsible that—

ey every registered bag containing insured articles received is opened
in his presenee :

(hy the number of insured articles tuken oul | LOrreel
(¢} they are ul once examined by the registrilion sorter :

L) every registered bag for despatch contuining insured articles is
closed and sealed in his presence ;

(¢ each bag conlains the correct number of insured articles; and
(f) these articles have not been tamipered with before despatch.

The head sorter of a sorting mail effice is further responsible that every
insured article received is weighed in his presence by the repistration sorter.

49, Supervision of sct.—(1) The dulies assigned 1o the sorter in
charge of cach department of @ set are described in the rules relating
thereto, but although each sorter is answerable for the correct performance
of the details of the work entrusted 1o him, the head sorter, as hend of
the set, is responsible for the genera! supervision of all the departments
ond for the performance of the work in strict accordance with ihe rules.
Special duties are assigned to him, some of which he is required to discharge
personally while, in the case of others he is responsible that they are correctly
performed by the respective sorlers.

(2) The head sorter should from time to tlime examine the sorters
of his set to see that they have a perfect knowledge of the sorting list and
other information necessary for correct sorting.  When a sorter is appointed
for the first time, either temporarily or permanently, the head sorter should
explain to him his duties before he commences work in a mail office or
procecds on hid first trip in a section, and should satisfy himsell that the B
orders copicd in the guidance book are understood by the sorter.
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0. Sorting of wnregistered letter mail articles.—(1) The head sorter
is immediately and specially answerable lor the correct perflormance of the
work done in the sorfing department. e is required not only o superyise
it carefully and diligently but also to assist, when not otherwise engaged,
in the sorting of unregistered articles.

{2} In the memorandum of distribution of work. the preparation
of certnin nail bags is assignéd o the head sorter, and he s pzrsonally
responsible for the correct performance of all the duties connected therewith.
Accordingly, although no direct mention |s made of those duties in  this
Part. it must be underitood that the rules For the assistand sorter given in
the next Part apply equally to the head sorter except where they are
obvicusly inapplicable or where there is something repugnant in the subject
or eonnlext.

51. Attendance of set.—{1} Al the appointed time,the head sorter of
a section should be present at the railway station and should see that all
the sorters are present in due time and that the work-papers and all other
articles 1o be taken for useé during the trip have been brought., He should
seg that the sorters are neatly and eleanly dressed, that they bring no
personal luggape with them except their hand-bags and beddine and thar

they do not stredl aboat the platform, but stav at the waiting place appointed
by the superintendent.

(2} The head sorter of  mail office should bz in office at the appointed
time and should see that all the sorters are present in due time and that
they are neatly and cleanly dressed.,

(3) An attendance register will bz kept in the mail office in which
every sorter (including the head sorter) attached 1o the office must sign his
name and enter the time of his attendance in the presence of the head sorter,

52. Reccipt of mails ut changing station.—If the section commences
its tnp at a changing station, the head sorter should, on entering the van,
take delivery of the mails {including the closed well, if any) form the official
in charge ol the relieved set. He should examine the bags in the presence
of this official, and then sign the sectional mail list and (il there be oned
the special mail list, in token of having received 1the mails correctly,

S Examination of van.—The head sorter should examine the inlérior
al the van and the fittings, glass-windows and lamps to see that nothing
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is damaged. He may be required to pay the cost of uny Jdamage to the
internal fittings of the van caused by him, or nol detected and brought
1o motice by him, on examination cither at the commencement of the trip
or 35 sgon as possible dfter i3 occurrence, and before leaving the van ot
the termination of the trip

54, Arrangement of articles, ete.—The bead sorwer of o section should
see that the 3orters. and van peons” hand-bogs and colls of bedding are
placed in the wire netning or below the sorting table in the van and that
the portfolic is opened and the articles taken oul and arranged, the head
sorler of a section or mudl office should next see thot the articles, including
work-papers, required for use are distributed to the different sorters and
arranged in their places in the manner prescribed in the memorandum of
distribution of work. He should then arrange the empty hags required for
use, IF any surplus unusunl begs were received [ront the record office or
stbapecord ofice cither as loose packels o in sacks, the packets should
be ot onoe placed in the bags (mail or packel) in which they are 10 he
despatched and the sacks shoukd be entered in the mail lists with which
they mre to be forwarded,

&%, Opening of mail bags.—The moil bags addressed 1o the section
ar office should be opened by the head sorter himself, the express mail
bags being opened first and the contents taken out and disposed of in the
manper described in the three succesding rofes.  The hond sorter 5 res-
ponsible that every mail bag, afier being emplied of its contents, is terned
inside out and carsfully expmined 1o see that none of the contents remnin in it

Exeeption, —The head of a postal cirele may refax the provisions of
this rule in the case of ooy running seclion or socting oice in which he
considers sach relaxation to be necessary,

£6. Registered bugs  receiveld.—The registersd bag, tukes from ecach
mail bag, shoold be examined (o see thgt i = in gond condition, and that
the cord and seal are intaet and it should then be transferred, under receip
{to be taken in the registered abstract), to the registration sorter. Tn the
case of an unsealed empty registered bag accompanied by a hlunk registered
list, the list should be examined to see that it bears the word “Nid™ in the
place for the total and that it has heen duly signed.

MoTe,—If the registered bag i sealed with an insuranes seal, i misl be opened and

Iis contents examined in the presence of the beod sorter. In soring mail offices
ihe ingtred mriieles inken out will olen b welghed In the presence of the head sorisr
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57. Parcel mail articles reeeived.—(1) The parcel mail articles {if
any) taken from each mail bag should be checked with the totals entered
in the parcel list. and the articles should then be tronsferred with the
parcel list, under receipt (to be taken in the parcel abstract), to the parcel
sorter. Il an insured bag is received in a mail bag, the head sorter, hefore
transferring it to the parcel sorter, should examine it (o see that it is In gool
condition, amd that the cord and both seals are intact.

(2} The head sorter must see that cach insured bag received i opened
and, in sorting offices, also weighed by the parcel sorter in his presence,
that the number of insured parcels taken out is correct and that they ate
al once examined and, in a sorting office, weighed by the parcel sorter. IT
this rule is strictly followed, il will generally be possible to fix responsibility
for the misappropriation of an insured parcel or any of the contents of
an insured bag, as beiween the offices of despatch and receipt.

58, Unregistered articles received.—The unregistercd  contents  of
cach mail bag received should be separated and disposed of in the following
manner :—

(@) the unrégestered articles, including station bundles, should be
replaced in the bag and handed 1o the assistant sorter :

(b))  the surplus due bags should be unfastened and placed with other
bags to he used in despatching mails ;

{e)  the surplus unusual bags received as loost packels addressed 1o
the sub-record or record office to which the section is attached
should be placed in the spare bag provided for the purpose, and
the others in the mail or packet bags in which they are 1o be
ferwarded : the head sorter must satisfy himsell by reference to
the registration sorter, that all the surplus unusual bags advised
in the registered lists have come (o hand and then initial the lisis
in prool of having received them.

58/1. Certificates of posting.—In mail offices certificates of posting
should be granted to the public in accordance with the rules on the subject
in the Post Office Guide.

59. Return-train  mail bags received.—{1) Returp-train mail baps
received by a section should be dealt with in the same way as other mail
bags except that the head sorter should in addition carefully check and
compure the unregistered articles received with the entries on the retlurn-

G
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train labels, recording on each lnbel, in the space provided for the purpose,
the number of articles actually received, and whether this number agrees
with the number siated to be despatched or noi.  If any discrepancy 1s
observed, a note should be mide, under the heénd sorter’s signalure, on
the reverse of the appropriate label. The labels should then be signed,
stamped and filed with the daily report of the set,

(2} All the return-train articles, whether of the letter or parcel mail,
should, before they are ransferred 1o the soriers concerned, be siamped,
nnd the head =orter i3 responzible for secing that this i invariably done.

{3) When return-train articles are prescribed to be disposed of by
n section in the mail bag for a sorting mail office in its beat, the head sorter
of that office, will deal with the return-train articles received in the manner
laid down in the preceding paragraphs,

60, Opening of other bags.—(1) The branch office bags addressed
to the section or office should be opened by the head sorter himself, and
the bags, with the unregsterad articles enclosed in them, then handed 1o
the assistant sorier,

(2) Packet bags (if any) addressed to the section should be similarly
dealt with, except that the registered packet bundles enclosed in them
should, after examination, be transferred 1o the registration sorter ;| and
if any surplus unusoal bags are received as loose packets in the packet
bag, they should be dealt with like those received in mail bags.

fl. Receipt of articles) and bags Tor despatch.—All articles and bags
to be despatched will be brought by the sorters in charge of the other
depariments to the head sorter, who is responsible that they are received
in sufficient time before the arrival of the train at the station where they
are (o be given oul in the case of '3 section, and before the hour at which they
are to be despatched, in the cose of a mail office.

62, Unregistered articles for despateh.—{(1) The pracess of consigning
labelled bundles into the bags is called routing or circulation of mails, and
is quite distinct. from sorting proper. This work requires the most meticulous
knowledge about the varlous despatches because there is always the fear
that a labelled bundle containing correctly sorted items may be missent
by being consigned o a wrong bag, In sorting sections and smaller mail
offices this work is entrusted to the head sorter himself.  Tn bigper sorting
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mail offices it may beentrustad Lo some other senior and experienced sorter
o sorlers who know which bundle has 1o go in which bag tand whether any
purticulor bundle bas (o he given bir Uansmdssion under ihe AU - A mail
Acheme.  The head sorfer must see that the routing of mails i seygregsted
lrom the work of soriing proper and s carelully and correctly done

(2} Unregistered oarticles for despatch will be receved  lrom the
asgistant sorier and the head sorter or the sorter responsible [or routing of
mails will belore placing them in the bag in which ihey are (o be Torwarded
cxaming some of the articles with & view o the correction of errors in sori-
ing. He should pay special sitention 1o the making up of station bundles
and. in checking the contenis of mail bugs other than dicect bags for a post
office, should see thot paid and vopaid station bundles ire nade up when-
ever justibed amd expeess and deferved bundles sre made up when prescribad
He should see thit The bundles are securely Led and that a check slip properly
fitled in 15 placed on the top of each bundle.

(3} Station bundles whether received in sorling or made up by ihe set
and all labelled bundles made up by the set should be placed personally by
the sorter respunsible for routing of wmmls in the proper Bags,

(4} Surplus bags (due and wnusual), if sny, should be pluced by the
head sorter himself in the proper bag. I there are any unusual surplus bags
Tor despatch as loose  packets he shoold communicate to the registration
sorter the totul number of such bugs to be sent in each mail or packet bag,
in order thal the desputches may be advised on the registered list for the
office or section concerned ; the head sorter must satisfy himsell” that such
entries are duly made on the vegistered lists and then initul the Lsts.

63. Preporation of return-traln mail bags for despatch.—(1) Retlurn-
tramm muil bags should be prepared for despatch in the sume way ss other
muiil bags, except that the unregistered letter mail articles shoukd be put
up in three bundles, ope containing missent arlicles, another over-corried
articles, and the third wrongly-posted articles, o return-train lnbel should
be praced on the top of cach bundle, wind the head sorter shoold record on
giich label, in the space provided for the purpose, the number of articles
contained in the bundle, and sign and stump the labels, These labels sre
due doouments and must be placed in every return-train mail bag. 17 there
are no artieles for despatch in 2 bondle, the proper label, duly signed and
stamped and beanng the workd “MU, should be forwarded.

(2} The head sorier should ulso carchully examine all ihe refurn-irnin
articles to be despatched in the bag toosee tht they have been properly
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dealt  with, and should cbserve particularly whether they have all been
stampsead.

(3 When return-train articles are preseribed o be seal by a section
i 1he mail bag for a sorting mail office in its beat, the articles should be
dealt with in the manner Faid down in the preceding poragraphs before
being placed in the mail bag Tor the sorting mail office,

64. Preparntion of mall Ffor despateh.—A sufficient time belore the
artival of the train of 2 station where mails are 19 be given ouf, in the case
of a.section, or the hour fised for the despatch of 3 mail, in the case of o
mail office, the bags for despatch should be sorted.  The mauil bags, branch
oilice bags and packet bags made up by the sei should be sorled with the
lorward bags, the bags which are not 10 be lorwarded loose heinz sorted
secording 1o the transit bags in which they dre to be despatehed ; and the
hedid sorter most ssbsly himsell that the number of baps lor despalch is
correct.  The sorting list will gmide the head sorier in performing this work,

Mot —Care should be fuken thal oanly begy which are in every mespoct sound
wnd sirong are wsod,

65. Parcel and packet bags for despatch.—Parcel bags made up by
the set will be received from the parcel sorter, and the head sorter should,
alter carefully examining each bag, its cord and seal, prant a receipt for
it in the parcel abstract, and enter the bag in the mail abstract. Parcel and
packet baps that are not to be sent loose miy be putl inside the same transit
bapgs as the mail bagy, il (hey ure fo be despatched with the letter mall.
The sorting list will show when parcel and packet bags are to be seni loose
and when they are to be enclosed in transit bags,

65/1. Airex bags for despatch—In cuse the Mail Difice is authorised
te book Adrex articles, the Ajrex Station Bags received from the Sort-
ing Sct will be cntered on separate Air Mail Way Bills for each
station according to the Despatch Wo. given on the relevant bag label
In case the Sorting Set bas fodled to give the Despatch MNo. on any
label, the same should be ascertaloed before the rolevant Air Mail
Bill s prepared. The Mail Apent will also indicate the flight number
on each Air Mail Way Bill; in which task he will be puided by the
special Air Mail Order issued in regard o Airex despatches. Adirex
Station Bags to be received from the principal Post Office of the town
will be received in the Mail and Sorting Office accompanied by the
necessary Air Mail Way Bills. The Head Sorter in-charge of the Mail
Pepartment will be personally responsible o see thal all Afrex Station
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Bags, enginating from the Mail & Sorting Oflice itsell as well as from
the principal post office are transmitted to the airport well in time lor
the particular fights enrmarked (o carry  them,

6. Delivery of refwrn-train mails.—The head sorler of o sorting
section must exercise the Tullest care to ensure delivery of the reutrn-train
mails ; and to this end, he should take the precaution of consulting the
clock at the third or fourth station from the return-train station, o sce
whether the train is running punctually, 50 a4 to be warned in time whether
the mails are to be given out af 8 previoos stalion or nol.  If he finds, or
on enqguiry is informed by the guard, station master or other trustworthy
Railway official, that the train will not reach the return-train station until
after, or simultancously with, the arrival at the station of the train coming
from the opposite direction (i.e., the “return-train’™). he should have the
mails ready For delivery at a previous stution should this be necessary (o
ensure their receipt by the return-train section,

Mare.—See rule 41,

7. Delivery of articles on the line or from mail offices.—{|1} The
following articles—and these onfy—specially marked for loose delivery
from the van should be carefully put sside in o convenient place and, on
arrival of the train at the station concerned, be handed by the head sorter
of a sorting section personally from the window to the addresses or his
messenger il he attends to receive them ; otherwise they should be made
over to the carrier who takes charpge of the mails and for carryving Lhem
to the post office at the place :

() press-packets addressed to Rallway book-stalls or recogmsed
newsiagents on the line ;

(" the bags received from the United Kingdom under the bulk-
posiing svstem ;

{¢) packets of messages posted with the superscription in red ink
“Telegrams for despatch to be delivered from the mail van™ and
marked “*Urgent™ by any Government Telegraph office ;

() official articles addressed to officers of the department.
{2y All the above articles should be stamped before delivery.

{3} The head of circles may also authonse direct delivery of such
articles from selected mail offices. In case of non-delivery, they should be
gent to the nearest post office for disposal,
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BMatn—Ar Rallway stafions where there 7§ no poal office, ariicles miended oo
Railway officials only may unde speciil orders of the head of the cleche, be delivered
loose tothe siation master Tor distribution,  Grly Sy prepaid  cesisierced articles
bearing the words “Railway Station™, or (e name of the Railway, in addition
1o the mame of the slion, should be delivered under this mile. Wihen thers
is any doubl as to an srtcle being fully pregaid in sueh  enses, bt should bo sent
e dlve posi office through swhich the plage is served.

68, Examimation and arcangement of work-papers.—(1) Before artiv-
ing at the terminal station, in the case of o section, or before closing work
for the day in the cise of a muil office, the head sarter should obtain from
the registration and parcel sorters, I any, the work-papers relating to their
departments, He should examine these 1o see that they ore completle. that
the total on the receipt side of each abstract agrees with the totsl oa the
issue side, verily the entry of the insured articles in the abstract with refcicice
ta the regstercd parcel lists received and despatched. sign the abstract in
token of having carried out the examination, and then arrange them, with
his own work-papers, in a bundle,

{2y The examination of the work-papers 15 an important duty, and
musl be performed by the head sorter personally before the sorlers leave
the Failway station or office,

6%. Finul dutles before quitting the van.—(1} The hesd sorier of 4
séction should carelully examine esch sorting compartment and letter-hox
to see that no articles are left in it wnsorted, and should draw up the
window slides and look into the grooves to ascertain that no articles have
fallen into them. He should examine the littings, lamps, ete., of the van
t¢ see Lthat nothing has been damaged or lost.

(2} He should examine and check the articles detailed in the stationery
list, und should replaoce the articles of slationery, soriing case labels, books
and stamps and seals in the partfolio, and the empty ond surplus unusual
bags for relurn 1o the record office in fhe bag provided for the purpose,
which should then be labelled and senled.  He should alse have the floor of
the van swepl and personally examine the sweepings, used labels, broken
sealy, wiste-paper, elc, before they are enclosed in the bag used for the

purpose,

0. Delivery of mails at terminal statbon.—{|} On arnval of the
trmin at the terminal station, the head sorter of o section should first give
out the mails to be delivered. If the closed well is to be opened a1t the
terminal station, he should be present until the offickal 10 whom the well s
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addressed has satisfied himsell that the seal and fastenings are in good

conditicon

(2} If the section ends its trip at a changing station, the mails for the
relicving set should next be made over to the official in charge af this set,
pccompanied by the sectional mail list,

(31 The relieved sct may then leave the van.

Ti. Custody of stamps, seals, keys, and blank forms.—(|) The stamps
and seals used in the several departments of a mail office must always be
locked up when not in use. Before the close of the office, the head sorter
must collect all the stamps and seals and lock them up. The insurance seal
miust always remain in the possession of the head sorter, who is responsible

for its safe custody, and will be held answerable if any imporper use is
made of i,

2} All the keys of the office must be kept by the head sorter on his
person buot, during working hours, the keys of the different sorting cases
should be entrusied to the sorters concerned.  The head sorter is responsible
for the custody of the books of the registered journal in nse and in stock -
and must seo that the receipts in cach book are complete und  properly
numbered and bound by the press and that books are issued only as required.

72. Final dutics before quitting office.—The head sorter should care-
fully examine each sorling compariment to see that no articles are left
in it unsorted. He should examine and check the articles detailed in  the
stationery list, and should see that the articles of stationery, stamps, seals,
hooks, ete., are carcfully put away ; that the bag contuining empty bags
and surplus unosual baps (packer and sacks) for return to the sub-record
office s sealed and labelled ; that the mail box and sorting cases are properly
secured ; that the office room is swept and everything arranged in a tidy and
orderly manner. He should also personally examine the sweepings, used
labels, broken seals, etc., before these are placed in the basket kept for the

purpose. The office room should then be locked and the key retained in
the head sorter’s personal custody.

Part I.—SoRTRG DEPARTMENT

73. Dauties and responsibility of assistant serter.—{1) The duties of the
assistant sorter comprise the work connected with the serting of unregistered
articles posied in the van, or handed to him by the head sorter, or received in
bags addressed to the section, and the preparation for despatch of the mail
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bags and packer bags assigned 1o him.  His responsibility begins  with the
receipl of unregistered articles and continues wntil they are handed oveér o
the head sorter for despaich.

{2) The assistant sorter is responsible thai the unregistered articles
deali with by him are properly treated and correctly sorted and that thew are
made over in due time 10 the head sorter for desputch.  He is also responsible
for the preparation of station bundles in the manncr prescribed for all post
offices for which there are more than seven paid or unpaid and insufficiently
paid station articles of the unregistered letter mail.  He should also prepare
express bundies and deferred bundles when soch bundles are presoribed to
be made up and showld bear this in mind when checking the contents of
sorling mail bags prepared by the set.

MOTE —In sets where 1wo oF more Ssustant rorters are employed, the seénior sorler
will be responsible for the porformance of the generil duties referrad o In this rule

4. Importance of correct sorting.—{l) The most important work of
the Railway Mail Service is the sorting ol unregistered articles, The assis-
tant sorter is required Lo perform his duties with the greatest care, and to be
specially careful not to missend articles. MNo excuse will be aceepled {or

missending articles on which the post-towns of destinition are printed or
distinctly  written.

(2} A sorter who habitwally missends articles, specially those that nre
clearly and legibly addressed, will be considered unfit for his post and will
be liable to dismissal or reduetion 1o a lower grade,

75. Preliminary duties.—The assistant sorler should, before the work
of sorting is commenced, attend 10 the following dutics :

{a} thesorting list and the List of Bangladesh Post Offices should be
placed on the ledge of the sorting case for ready reference ;

(b}  rthe sorting case labels should be fixed in the sockets of the sorling
case ; there must, as far as possible, be a label for cach office or
section for which mall bags and branch office bags are made up
and also for offices for which station bundles are generally made
up ;

{c} ' aball of twine should be placed, ready for use, in an empty sorting
hale, and the scissors on the ledge of the sorting case : o sufficient
number of check-slips should be kept ready for use :
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() the bags to be wsed in despatehing muils {each bag having the
praper label loosely atached to the ring) should be hung on the
hooks below the loge of the sorting case, so that the contents of
the severa]l compartments may be readily transferred to them.

76. Separation of articles pmt.l:d.—'[ﬁ The articles posted in van of
office should be exomined, fuced and separated into—

()} folly prepaid articles {including posteards and articles o which
free tronsmission is given) ;| but in order to facilitate the process of
stamping letters and posteards should (if not received in separate
bundles) be made inta separate heaps and the separte collections
of letters and postéards should not be again mived fossther wntil
they have been stamped ;

{#) articles which appear to be insufliciently paid, ompaid articles, and
those on  which posinge s chargeable owing 1o infringemeont of
condilions ;

{c)  articles which have (o be given air transmission should be sepacated
from those which are to be forwarded by the surface route.

(2} The unpaid drticles nnd those that appenr to be insufficiently paid
should in mail offices be immediately weighed for the purpose ol ascertaining
the postage due ; in sections such articles should be impressed with the stamp
“posties donbifol™ and forwarded to the destination.

T1. Stamplng and removal to sorfing case.—The articles showld he
stomped and removed at onee to the ledge of the sorting case. On no
aecount should they be allowed o remain on the stamping table after they
have boen stamped.

T7il. Express delivery leffers amd posteards.—(1) All arteles mirked
“Express Delivery™ recsived in R.M.S. offices and sections, whether from
the local post officez for sorting or from the clearances of letter-boxes, should
be examined {o see, il the postage and fee have been fully prepaid thercon.
Those which arc not fully prepaid should be placed before the head sorter who
shrould write the words “Insufficiently prepaid™ on the address side, afer
which they should be deall with like ordinary nrticies. Should nny article
duly prepaid Ffor “Express Delivery” and marked as such be found withowor
the “Express Delivery” label the label should be pasted on it. Separale
Express Delivery bundles should be prepared irrespective of the number of
such articles for every office for which a direct bag or paper cover is not

T
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closed. The bundles should be handed over to the head sorter who will
tie them to the neck of the registered bag.

(2} In places where the R.M.S. does the local serling. the following
procedure should be observed in connection with letiers and  posteards
intended l'or “Express Delivery™ at the locality where the sorting takes place.

As soon as the mail bags are opened, Mully prepaid express delivery
letters and posicards should be taken oul. They shguld then be serially
numbered, a separate serial being maintained for each day and the name of
the addressed of each article and the serial number assigned to it should be
enlered in the receipt book. The express delivery letiers and postcards with
the receipt book in which they are entered, should be sent immediately by any
available official to the closest post office by which the addressee’s address
it served. The post office will grant a receipt For the articles in the receipt
book ond have them defivered.

THLE  Airex articles.—In case the Mail Office is authorised 1o book
Alrmail Express Service (AIREX) articles in accordance with clause
54-4/1 of the Post Office Guide, these articles will be transferred from
the booking counter to the sorting Set entered in lisis, in duplicate
duly signed by the Head Sorter/Supervisor, in the following proforma
in respect of ecach office of distination ;—

PARTICULARS OF AIREX ARTICLES INCLUDED IN

Despatch No.———— Drated From Tao
51, “ Weight Sender’s name Addressee’s name i
Ma, in and address and address,including  Remarks
Tolas. telephone Mo,

On receipt, the articles will be checked with each relevant list and
one copy of each list duly signed by the Head Sorter/Supervizsor of
the Set will be returned 1o the booking countér or record. The other
copy of the list will be enclosed in the relevant Airex Station Bag.
If more than ane bag has been used for any station despatch, this
list shall be included in the final bag the label of which shall Bear
a bold letter "F° and shall contain an indicating of the number of
bags comprised in that despatch, The label of each Station Bag will
alse bear on its back the printed Airex label and the Despaich No,
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which shall run serially for esch calender year. Each Airex Station
Bag will then be immediately trunsferred to the Mail Agent in  the

vsunl manner.

78. Unregisiered articles received fvom bead sorter.—{ 1) The mail bags and
packet bags addressed (o the section or office will be opened by the head sorter
and handed, with the unregisiered artickes received in them, o the assistant
sorter,

(2} The unregistered articles contained in the mail bags will be Tound
put up in station and sorting bundles. The statlon and rerriterial bundles
{il any) for onward transmission should be placed unopened in the bags in
which they are 1o be forwarded, and then the sorting bundles should be
opened and their contents dealt with, the express bundles being disposed of
immediately and the deferred bundles later on. At the time of untying the
sorting bundfes, care should be taken not 1o disturb the facing of the articles,

(3y If stmtion bundles are pot prepared for any office for which they
should have been made up under the rules, or if express bundles and deferred
bundles, although prescribed, have not been prepared for the section a report
should be made against the office or section responsible for the irvegubarity,

79. Description of sorting case.—{|) The dingram prepared by the
superiniendent, a copy of which is supplied Lo the sorting section or record or
muil office concerned, will show the order in which the compsiriments of the
sorting case are to be arranped, and they should be Inbelled,in strict accordance
with the diagram, with printed label showing the names of the offices and
sections for which mail bags, or branch office bags, and of post oflices for
which station bundles are invariably made up.

(2} The sorting case of o mail office must always be kept locked when the
work of sorting is not going on. and the key of it most remain during working
hours, 1n the custidy of the assislanl sorier. F

80. Sorting of articles.—(1) The unregistered articles recelved should
be soried into the several compariments of the sorting case in accordance
with the sorting list, the destination of each article being carefully read before
it is sorted. Acknowledgement should be sorted according to the name-
stamp of the office of origin impressed on the documenis. In sorting
camp articles, the assistant sorter should be guided by the mmstructions issued
by the superintendent and copled into the guidance book,
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(2} The articles posted in the van or office should be first dealt with,
and afterwards those contained in the mail bugs, branch office bags and packetl
bags. Tt is a strict rule in dealing with a batch of mail bags thut the bags
should be opened one at u time but us it is necessary, in order to prevent
overcarriage, thut starion Dumdies should be denlt with before sorfing ones,
the former taken from each mail bag should be disposed of first (iie, pluged
In the bags in which they are to be forwarded, or in the compartments of the
surting case), and then the sorting bundies should be opened one ut & time, the

eapress bundles being disposed of immediately and the deferred bundles
later on,

MOTE, —See rule 55

{3} Aseuch surting bondle is opened, 1he check-slip on it should be
transfened to the boltom of the bundle and any missent articles found should
similarly be translferred to the bottom of the bundie below the check-slip, so
that when the latier again comes uppermost, only the articles that have been
wrongly included in the bundie will remain.  These missent articles should
then be impressed with the date-siamp of the set and sorted nccording to the
addresses borne by them, the check-slip being disposed of in the wsual way.

{4} In all coses where there is any doubt or difficulty in ascertaining des-
tination of an article, reference should be made to the head sorier or (o the

List af Bangladesh Poxi Offices, which contains special instroctions for sorting
in cases of doubtlul addresses.

Mot I —Heuvy pockels, e, packels welghing more thon 20 rodax, god any oibier

articies of o inconvenivnl size, irtespective of beir weight, should  be sorted nilo
the baps In which they are t0 e Forwarded,

MotE 3—When a regimenl, corps or detschment of oops = proceding  on
reliel or is transferred from one station 1o another, the uizregislered  correspondence
for the poany will be received from ise re=directing post office enclosed in paper
packet bearing labels suporscribed with the name of the regiment or corps gnd
the post town of désiination, Soch closed packeis should not be opened, bul ghould
be disposed of i the vsosl course os single wrricke.

Mote 2=—R.LO, station clised bumdles gddiessed o a sub-odfice showld e saried
for cHeecy despatch to the sub-oifice, whether the bundies coniain unpaid articles or nog,

8l. Clearance of compurtmenis of sorting case.—As the sorting proceeds
and the several compartments of the sorting cass become inconveniently full,
their contents should be removed at intervals and transferred (o the bags in
which the articles are to be forwarded. The clearance of the compartnents
at Intervals will enable sorting being performed with greater rapidity,
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83, Examisation and packing of sorted articles.—(1) When the sorting
is completed, the sorted articles for despatch should be examined and packed,
Le., Taced and bundied.

“See rule 76,

{2} The assistant sorter is responsible for the examination of articles
o be placed in the mail bags, branch office bags and packet bugs assigned
te him in the memorandum of distribution of work, and that they are pro-
perly packed.  The examination of sorted articles is an important duty which
must never be neglected, and should always be performed with the preatest
care, Should it be necessary (o use i dosuti bag as 4 covering for a station
bundle, the assistunt sorter should inform the head serter so that o note may
be made in the mail list

MNome—When Iwo or more soriers are employed in the sorting depariment each
will be responsible for the examination and packing of the contents of the bags
and bundies assigned (0 him in the memorandom of distribution of work,

84. Process of cxamination and packing.—(1) In preparing unregistered
articles for despatch, they must be carefully examined with a view to the cor-
rection of errors in sorting, and also in order to sce whether there has been
any omission to tax insufficiently paid articles with postage.

(2) As the examination proceeds, the articles should be separated
according Lo the class of bag under preparation ; and in the case of articles
addressed in vernacular, the assistant sorter should, if there is time to do 5o, see
that the post-towns of destination, as written by the senders and underlined
by the offices of posting, have been correctly transcribed in English by the
laiter.

{3} After the articles have been examined and separated, they should be
pul up in lubelled bundles of suitable sizes and tied tightly with thin twine.

B5. Sorters to belp one another when mecessary.—In the exceptional
event of there not being lime For the assistant sorter (o perform the examina-
tion and packing of the articles to be placed in the bags assigned to him, he
should ask the head sorter to give him the assistance of another sorter, who
will be responsible, in respect of the articles deall with by him, lor the due
performance of the duties deseribed in the two preceding rules:
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B6. Trumsfer of sorted articles (o head sorter.—A sullicient time before
the arrival of the train at o station where mails are to be given out in the
case of section, and before the hour fixed for the despatch of a mail in a madl
office, the wnregistered articles for despatch in the mail bags, office branch
bags, and packet bags, to be delivered at the station, or to be forwarded by
the mail should be placed within them and the bags handed by the assistant
sorier (o the head soner,

Part 11l —Recitration DoragTsMesT

87. Dutles and responsibility of registratbon sorter.—{1} The duties of
the registration sorter comprise the work connected with the receipt
custody sorting and desputch of registered articles. FHis responsibility
beings on receipt of registered bags and registered packet bundles from
the head sorter and continues till the registered bags nnd registered
packet bundbes made op by him are transferred to the head sorler,

(2} The registration sorter is responsible that the registered bags
and registered articles mode over o him are careflully examined ; that
the registered articles deall with by him are properly treated and
correctly disposed of ; that the content of registered bags and registered
picket bundles made up are correct ; that registered bundles and registered
bags closed are securely fastened and properly sealed [ that the registered
bags and registered packet bundles are made over in due time to the
head sorter for despatch ; that torn or otherwise unserviccable bags are
not used ; that all irregularities or unusaal cocurrences connected with the
registration department are promptly detected and brought to notice; and
that his work-papers are complete and correcily prepared,

MoTE—Iin #ets where two or more registration soriers are emploved, ihe head
of the cimle may, In cises where considered nbsoluiely pecessary, authorise ihe
performance of the genersl dufies reforred (o in this rule by the senjor sorter and
by hi¢ assismnis. The particulors of bags to be opened and cosed by cach of
them should be prescribed in the memo, of disiobufion of work and separate
registered abatrwcls for each shoudd plso be mointained.

88, Hepistered abstract.—i{1) The registered abstract is divided into
two parts, viz, “Receipis’’ and “lsswes”™. The former shows the total
number of registered articles received with each registered list (including,
in a mail office, the total number of articles registered in the office)
and the total oumber of registered buidles (if any) made up by the
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get: the latter shows the (otal number of reglstered ariicles despatched
with each rogistored list, and the total number of regiviered  fovales
opened by the set, Every due registered bag and  every registercd
packet bundle reecived or despatched, and every replsfered bumdle opened
or made wp by the et must be cntered in the ahbstract.

{2} The totals of both sides of the abstract should mgree and B
shonld be sipaed by the regisiration sorler,

B9, Prellminary work.—The registration sorter should, preparatory
to commencing work, take over from the head sorter the emply reglatersd
bags, articles of stationery, registered lists, envelopes For registered bundles,
urd registered  abstract 1o bhe used durlng the trip or working hours,

M, Treastmoend of arcticdes prescnied for regisiration.—{1} An arlicle
presenied for registration pt a mail office should be exumined 1o sce
that it is in good condition and that the postage and registration Fee
and, in the case of air mail articles, the air fee prescribed for the air
route (o be followed are fally paid, the articles; being weighed for this
purpose, ifnecessary.  I0the name and address of the sender do not appear on
the cover, the registration sorter should explain to the person lendering
the arficle the advantage of adding these particulars in the propar plice.
A receipt for the sender should then be prepared on one of the Torms in the
registered journal, in which the name of the addresees, the post ofice
of destinution, and, if the nrticke is 0 packet, the value of postage stamps
nffixed o it, should be recorded and inthe case of air mail articles a
remark By ait moil” should be made at the top of the form, The serial
Mo. printed on the receipt and the date of posting should be. clearly
writien al once on the foce of the article, in large bold fgures in ink.

{2} Each set of forms in the registered journal comprizes {a) the receipt
for the sender, and (&) the office record ar reglstered journal proper, and the
entrics made in the upper form are copled on the lower by means of carbonic
paper so that both documenis wre prepared and initsled ot one process,
Proaptfe-sided carkonie paper must always be used for this PUrpases,

{3} The receipt for the sender should be detached from the journal,
stamped with the date-stamp, and handed o the person who presemied
the articlke for registration, except in the case of an article registered by
the head sorler on service, in which case the receipt should be stamped
and left on record in the journml. All the artciles registered each day
should be enteéred on the tecoipt side of the remistered abstroct.
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{4) Il an article presented lor registration is believed to contain any-
thing, the insurance of which is compulsory, it should be refused registration.

{5) If a registered article which has been delivered by o post office
in the same town |5 presented with a revised address for remstration,
a fresh registration fee is payable, bul no additional posiage shoukd
be charged on the article unless it hns becn opened.

(6) IF an inland registered article having been accepled Tor despatch
is found in the office of posting 10 contain anything the transmission of which
by the inland post is prohibited. it should be dealt with in accordance with the
instructions contained in rule 122 of the Posr Office Manual, Volome V.,

90/1. Booking of Alrex Arfides—IT the Mail & Soning Office is
nuthorised to book Airex articles under the conditions laid down in
Clause 54--A/1 of the Post Office Guide, it will be the duty of the
Head Sorter to see that the official at the booking counter is fully aware
of the provisions of thaut Clause of the Post Office Guide, and that
sufficient quantities of Airex label and blank Forms of the Certificate
of posting are available at the counter. He will also be personally
responsible for the correct transfer of airex articles, entered in the
prescribed lists for each arex delivery office, to the Sorting Set in
accordance with Rule 7772,

?1. Preparation of registered arricles for despatch.—(1) A registration
No. slip, bearing a No. corresponding to that assignad to the article in
the registered journal and an impression of the Mo. slip name-stamp,
should be securely pasted to the upper left-hand corner of the addressed
side of the articles.

Nore,—In case of articles closed with “Economy lnbels™ the number dips should
be affived on the Fbels and wot on (he cover.

(2} Each postage stamp affixed to the article should be defaced by the
registration sorter himself by a separate impression of the date-stamp,

(3) The acknowledgement (if any) to accompany a registered article,
should be fastened with the side containing the sender’s name and
address to the back of the article by means of thread or fine twine
which should be threaded through the centre of the acknowledgement and
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then tied crossways round both the article and the acknowledgement
in such a way ms 10 ensure thut they will not get separated in transit. The
thread must nol be passéd through the registered article. The arlicle
should then be locked up until the time for preparing the mails for despatch.

(4) FEach complete set of No. slips should be carcfully and legibly im-
pressed with the No. slip name-stamp before the No. slipy are browght fmo
aie und the head sorter should insist on this rule being strictly camplied with
except where the name of the office 18 printed on the No. slips supplied to it

91. Statistics of registered artlcles posted.—Sorting mall offices sutha-
rised to pocepd articles of the leter muil For registration shoold asceriain
feom the registered journnl the number of ordinary registered artleles
of the letter mail (o) on Postal Service, () on Telegraph and Telephone
Service, and (¢) other than on Postal or Telegraph and Telephone
Service, poxted for despalch in a month and report these nombers 16
the head of circle ns soon as possible after the close of the month.

93, Receipt of registered bags.—{1) As the mail bags and packetr bags
addressed to the section or mail office, are opened, the registration sorter will
receive from the head sorter the regisicred bag taken out of each mail bag,
aid the registered packet bundle tuken out of each pocket bag.  All regis-
tered bags contnining insured articles will be opened in the presence of the
hend-sorter and the insured ariicles taken oul of these haogs should
be cxamined by the repstration sorter under his supervision.

(2} Esach registered bag and registered packet bumdle will be made
over to the registralion sorter (under receipt to be grinted in the
registered nbstract) and he must, before granting receipts, carelully examine
cach of the bags and see that all the due bags are correctly received.

4. Treatmend of money order envelopes and of money arder conlained
in them.—(1) Money order envelopes invoiced at the foot of registered
lists will be received in registered boags. The number of money order
envelopes received with each repistered Hsl should be checked with
the number entered o the lise,

(2) The registration sorter should himsell open each envelope
addressed 1o the offive or section by tearing the economy slip and verify
the number of money orders contaiped in it with the number noted
on the economy label with which the envelope is enclosed.

(3) The money orders should then be sorted nccording 1o the
sorting list and despatched (o the offices or sections concerned enclased

-
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in money order envelopes, The total number of money orders enclosed
in each envelope should be clearly written on the economy label with
which the envelope is enclosed.

{4) When money order envelopes are muade up for a post  office,
the money orders sent to the office for payment and those sent o
it for onward transmission should be placed in separafe  envelopes
marked “Station™ and “Sorting™ respectively.

(5) IFin the money order envelopesto be closed for an R.M.S. office
or section or in the money order envelope marked “Sorting™ to be closed
for a post office, there were six or more money orders for any particular
post office, these money orders should be enclosed ina separate cover
which should be addressed to that post office and marked “Station™,

(6} Money order envelopes for despatch including those lor onward
transmission should be enclosed in the appropriate registered bag entered
at the foot of the registered list, [ there are no money order evielopes for
despatch, the word “Nil" should be written against the appropriate column
at the foot of registered list.

Momn—Ouiward  forcign steding and rupes money orders. will be deali with in
the same way as inlund money orders except that the moncy ordér envelopes in which
they are enclosed will be addressed to the postmasiers of (he office of exchange concerned.

95. Sorting of registered articles.—(1) The registered articles received,
including these posted in a mail offices, should be sorted into the several
compartments of the registration sorting case in accordance with the sorting
list, the destination of cach asticle being carefully rend before it is
sorted. Forwarded registered Eundles should each be treated as a single
registered article.

(2} An insured /nward foreign article addressed or redirected to 3 no-
nsurance office should be forwarded to it, the fuct that the office of destina-
tion is a no-insurance office being ignored.

MOoTE.—In sorting mail officed, the regisimtion  sorting-case must always he kepd

locked when the work of sorting 4 not going on, and the key must remain, during
working: hours, in the custody of the registration sorter.

96. Missent and over-carried registered articles.—IF a registered article
15 received missent, or is over-carried by a section or needlessly delayed
by a mail office, a note of the frregularity should be made on the
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registered bist with which it wus received. The article should be stamped,
shown to the head sorter, and forwarded to the correct destination in the
usual course.

97. Inspred bundles.—Whenever there are two or more insurcd letlers
for despatch from one post office o another, the officc of despatch will
enclose them in an msured bundle addressed 1o the latter, except that in the
case of imsured letters for places for which town delivery sorting is done by
the R.M.5. no insured bundles will be prepared unless there are two or
more insured letters, for one and the same town post office for delivery. The
insured letters for inclusion in the bundle will be placed In an insured
envelope, or, if necessary, in & dosuii bag, clearly addressed to the post office
of destination. A No. will be given to the insured bundle corresponding o
the number of letters il contuins, preceded by the distinguishing lettors
“LB.", with the name of the office of destination below it, thus—

LB-5 L B.-6

eic.

" 3
Dueca Khulna

These - entries should be similarly repu:utcl:t by all mtervening section or
offices. If two insured bundles bearing the same distinguishing mark pass
through the same office or section al the same time, the names of offices or
sections closing the msured bundles should be added within brackets thus—

L B.-5 . B.-S
——of N. Ganj}—(of Narshingdi), etc.
Dacca Dacca

The insured bundle will be properly closed and sealed. Ifa bag is used,
it will be labelled with a plain manilla tab label. The weight (in rates or
weights of a rola) will be entered in words on the insured envelope or the
insured label, as the case may be.

98. Transfer of registered bags to head sorter.—A sufficient time before
the arrival of the train at a station where mails are to be given cut in the case
of a section and before the hour fixed for the despatch of a mail in the case
of an office, the registered bag or registered packet bundle for despatch in
each mail bag or packet bag to be delivered at the station, should be handed
by the registration sorter to the head sorter, under receipt to be taken in
the registered abatiract,
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99, Complelion of registered absiract.—{1) Before the train arrives
ol the terminal station in the case of a section and before closing work for
the day in a mail office, the registration sorter should check the registered lists
received and desputched and compare the entries contained therein with those
in the registered abstract and check it to see that the totals on both sides agree,

(2) He should see that the registered lists received are complete, and
then stamp them. Finallyv, the registered lists should he stitched Together

in the order in which they are entered on the receipt side of the registered
dAbstract, and he attached to rthe abstract,

100,  Delivery of work-papers, cic., to head sorter.—The registrition
sorter showld make over his work-papers. as well as any spure empty
registercd bags remaoining in his possession, to the head sorter, 1o
whom should also be given the articles of staticnery, ete., which are
lo be replaced in the portfolio and, in the cise of n mail office. the
ey of the repistration sorling case.

ParT IV.—PARCEL DEPARTMONT

101. Duties and responsibility of parcel sorter.—{1) The dutics of
the parcel sorfer comprise the work connected with the receipt, custody,
sorting and despatch ol parcel mail articles. His responsibility begins
when parcel muil articles are received by him in parcel baugs or loose
from the head sorter, and continues until the articles are made over
by him enclosed in parcel bags or Joose to the head sorter.

{2} The parcel sorter is responsible that the bags nnd articles made
over to him are carefully examined; that the articles dealt with by him are
properly treated and correctly disposed of | that the contents of parcel
bags made up are correct ; that parcel bags closed are securely fastened
and properly sealed, and that the bags or locse articles are made over in
due time to the head sorter for despateh | that torn or otherwise unzerviceable
bags are not wsed ; that all irregularities or unusual cccurrences connected
with the parcel department are promptly detected and brought  to
notice; and that his work-papers are complete and correctly prepared.

Nots—In st where two maore parcel sorters dre enploved, the senior sarier
will e responsible Tor the performance of the geseral duties referred 1o o this rule,
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102, Documents  accompanying  parcel mall  articles.—(1) Every
msured poarcel muil article is accompanied by an acknowledgement to
be signed by the addressee. An uninsured registered parcel for which
an acknowledpment is due has the letters “A, 12,” marked on the face
and is alse accompanied by an acknowledgement, Mo other wrticles
of the parcel mail are sccompanied by any documents. Unregistered
parcels are distinguished by the words “Unregistered parcel™, written on
gach mrticle by the office of posting in blue pencil in large bold characters.

(2 If & parcel is reecived without the mcknowledgement that should
accompany  it, the articke should be shown sl once to the hesd sorter
ind 8 nofe of the irregularity should be recorded on the parcel lists
with which it was received pmd s despetched.

103. No. slips affixed to psrcel mall srticies.- (1) A slip bearing o
printed No. and impressed with the Noo slip name-stamp of the office of
posting Is pasted to every parcel mail arlicle except unregistered parcels,
which are not numbered. These ships sre known collectively as Ne, alipr :
the slip affixed 1o o parcel (other thun a valoe-pavable article) is termed a
parcel. Wo. slip, und that affixed to 8 value-payable article, a V.-P. No. slip.

(2) The weight (in folas) of an insured parcel is recorded on the
tnsured parcel Mo, slip. When a value-payable parcel is insured only
a VP Moo slip and the usual insured label are pasted to it, and the
parvel is trested as an insured parcel,

104, Parcel abstract.—{|) The parcel abstract is divided into two
parts, wvir, “"Receipis” and “lssdes™. The formeér shows the number
of parcel mail articles recelved with each parcel lisis; and the latter the
total number of percel mail articley desputched with each parcel lisi.

(2} The itotals of both sides of the sbstract should apree, and the
abstract should be sipned by the parcel sorler,

105, Preliminary works.— The parcel sorter should, preparstory to
commencing work, take over from the head sorter the empty bags,

artictes of stationery, parcel lists and parcel abstract to be used during
the trip or working hours,

1. Receipt of parcel and bssured bags and loose parcel mall artleles.—
The parce] bags addressed to the section or office, and the parcel mail articles
{including insured baps) topether with the parcel lists in which the
articles are invoived or the blank parcel lists taken from mail hags will
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be made over by the head sorter to the parcel sorler, under receipt to
e granied in the parcel abstrace ; and the latter must see that o parcel
beig or s peircel List with parcel mail aciicles taken from the mil bag ; or
i blank parcel list, & received by him from every post office, section and
il office, suthorised to forward parcel mail articles to the section or  office,
®oar —In the case of parcel engil arfichs received odrtside™ noded in the mnil
Fist, the parcel sorfer mast Inital the mail s in proof of having received the aricles:
I a blank parcel lisi & recelved In g cover entered (noihe mnil 15t (or ealsicrsd
higt Frodn olfeces cloxing & registersd bag onlyd i should bBe made over 1o the

parcel sarter who should initial the muoil list in token of Turvimg receivex] Thie cover
contnining ibe blank pacel i,

107, Missent and overvarried parcel mwil warbiches, 10 8 parcel mail
article is received missent or i overcarried by the wel, a note of the
irsegulurity should be made on the parcel list with which i was regeived.
In every case, the artele should be stamped, shown to the heoad sorter,
and [orwarded to the correct destinetion in the wswal course.

108, Sorling of parcel mail arficles—(1) The parcel mail acticles
received, with the acknowledgements, if any appertaining o them, shouwld
be soifed amto the severnl compartments ol the parcel sorting-casz in
nocordunce wilh Lthe sorting lis(.

{2} In:sorting mail offices, the parcel sorting-vase must elways be
kept locked when the work of sorting is not going on, and the key of
it must remain during working hours in the custody of parcel sorier,

(30 An apsurcd dnverd foveigen parcel addressed or  redirected o oa
no-mmEurance office showld e forwarded to o, the oot that the office
of destination is & no-mfuruanee oflive being ignored,

109, Tramsfer of puarecl bags and parcel mail articles to bead sorter.—
A sufficicnt time belore the arrival of (he train af a4 stulion where mails
are 10 be given oul in the case of & section, and before the hoor fised
For the despalch of a mail in the ¢ase of a sorling office, the parcel
bags, or the parcel mail articles (with the parce] list), or the blank
parcel list, Tor despatch in each” mail bap, to be delivers] @i the stolicn or
forwarded by the mail, shoulkl be handed by ihe parcel sorier to the
head sovier, under receipt to be faken im the parcel absiract,

More—When so el Bag (or tigistersd  bog. in the Gase of offlces Hosing
registersd  bags only) ds clossd for the office or sectlon for which o parcel list is
i3 be issued, the blank parcsl lis: should be depspatched in o gover duly entered

im the mall list of a secthon or office through which mails for the office or =eciion
for which a blank parcel bst is istendesd nre ordinarily despaclied
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110. Completion of parcel abstract.—(1) Before the train arrives at
the terminal station in the case of a section, and before the close of
the day’s work in the case of a sorting mail office, the parcel sorter

should complete the parcel abstract and check it to see that the totals
on both sides agree.

(2) He should see that the parcel lists received during the trip or
working hours are compleie and stamp them. Finally, the parcel lists
should be stitched together in the order in which they are entered on
the receipt side of the parcel abstract and attached to the abstract.

111. Delivery of work-papers, etc., to head sorter.—The parcel sorter
should make over his work-papers, as well as any spare empty bags remain-
ing in his possession, to the head sorter to whom should also be given the
articles of stationery, etc., which are to be replaced in the portfolio and
in the case of a sorting mail office, the key of the parcel sorting case.
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CHAPTER 3-A
FRIMARY AND SECONDARY SYSTEM OF SORTING
SORTING AND CIRCULATION OF MAIL

N B.—Tire rules in this chapter apply anly 1o those miail and sorting offices
where the primary and secondary system of sorving v in epevation.

/. Iniraduetion :—In all moail and sorting offices, whepe the volume
of ouigoing mails is considerable, primary and secondary system of
sorting should be enforced. This system envisages o three-stage process of
(1} breaking up the mail at the 48-box primary sorting fitting into direct
selections for bigger towns and into secondary sorting lots for smaller
places, (2) secondary sorting on 48-box secondary sorting fittings which
enables labelled bundles to be prepared for all places for which direct
selections ore not provided on the primary fittings, and (3) circulation,
e, bagging and routing of the mail by air or surfuce, us the cose may be :
in other words, the consigning of the sorted mails 1o relevant despatches.:

SORTIMNG
DhrmwarD SORTING

111/2. Separation, facing and post-marking of wsréicles.—All letiers.
postcards, packets, etc., collected from the letter-boxes as well as those
received from other offices and sections for onward transmission should
be taken to the table which is known ns the “Facing Table" (sop
diagram at page [03). They should be separated into Tour classes : (1)
short letters, (2) postcards and short packets, (3) long letters, and (4)
newspapers along with bulkier packets. The articlezs should then he
arranged with addresses facing the same way and with the postage stamps
in the same relative position to facilitate post-marking. After this, all
the articles should be post-marked either with the help of stamp-
cancelling machines or through the manual process. Aflter the post-
marking is complete, mail should be sorted into primary sorting fiftings.

i11/3. Primary sorting.—The process of primary sorting consists of
breaking up the mail into labelled bundles for head and sub-offices figuring
on the 48-box primary sorting fitting. Mail for branch offices served
through these head and sub-offices (but not those receiving mails direct
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feom e RoWLS) should also sorted into the boxes for the relevant head
and sub-pffices, The residue of mail should be worted infto secomdary
sorting boxes provided on cach primary filting in aecordnnce with the
“Sorting Plan™ fitted at the fop of the Gimg w o gloged frame.
Wherever feasible sorting of posteards and short packeis should be done
on scporate fittings, sorling of Jong letters and packeis and newspapers
will always be done sepurately. Care should be taken o épsure that
posteards and pockets are not bundled together with s

Mo —Thsa dingram of the 48-how prisrary sortiey filings of the Daces Sorting
Ofice |s reprodussd on puges 71 by way of dlmtration It will be seen thal boxss
pumbering 1,2, 3.4, 5,6, 7 and & oo the Dhccs primary ore sscondary boxes the
eonienss of which reqoire sorling & second time.  What residig of mall the peimary

sorter hap e consign o each of thee secondory boxes will be cleas from n closs
look at the sortiog flang of these  primarkes reprodeced on pages T2

111/4. Preparation of labelicd bundles.—Aftcr the primary sorting is
complete, the contents of the boxes other than the secondary boxes
should Be mode into Inbelled bundles for finnl disposal.  The contents
of the secomdnry bomes should be. taken to the relevanl secondary
sorting  fittings, there being generally  one  438-box  secondary sorling
fitting For every secondary box om the primary-sorting ftongn. Whire-
ever the tumbser of Fabelled bundles is pot large, more than one
secomdary box mey be sorted out on one sccondary sorling fitting.

115 Secondary serdng—Secondary  sorting  follows the same
pringiple as primery. Unimportant or distant head offices with small
volume of articles therefore, sub-offices and importont branch offices
figure on each 48-box secondary sorting fitting. No town should
appear on both the primary as well as secondary Mtting. Articles for
other branch offices served through head and sub-offices shown on the
gorting fitting should mlso be sorted into the boxes for ithose sub or
head offices. The residue of mail should be consigned in the shape
of sorting labelled bundles to R.M.5, sections orf offices as shown in
the sorting plan fixed at the top of the fitting,

METE —Baring dingrams together with thelr rebevand sortiog - plans are  Fepro-
disosd [rom pages 7L, by way of ilosration. The nomenckaiure ussd  for | wmsh
secondary box is beesd on dhe gengraphical pesition of the particular regian for
which thay seyondnry bax ls meand.

111/6. Primury amd secondary sorting plans.—The primary and secon-
diry sorling plans once framed for a mail office und approved by the

0—
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Postmupster-Cieperi] and are oot nmenable to any major chasge. I o pow
post office is opened in & particular region or if an existing office is closed
down or if the beat or name of an R.M.S. section is altered, the required
change will igure in the relevant secondary sorting plan where the preparation
of sorting lahelled bondles has been prescribed but ne chinge will be
made in the secondary diagram. The paosition of towns, big and
zmall, on the primary and secondary disgrams is fived sccording bo thi
volume of traffic emanating from each mail office and no change in
the position of & town either from primary to secondary or vice versa
cin be made without the authonty of the Postmaster-General, The unit
officers should, however, keep a close watch to see that all the boxes on the
primary fitting are fully wtilised, 1T there d8 very little madl for any of them
and their justification haa ceased the case for their replacement should be
taken up,  Bimilarly, if there t5 adequaie maeil for an office, not oo the
primary, the case lor 4 provision there should be considered.

MOTE—The process of sorting ends with the prepurution of labalbed tundbes,
sigtion, territopinl or soclimg. Tt shoold beo carefilly  molsd thal this process o
jgulite digtinct from ond independen) of ihe despoiches poing out of the panticolnr
muoil pffice, Tie consigning of the lnbelied bumdles [0 the desgeilchés b peroed
“Cireulation’ aod ip a4 propsss quide distdiss from sorting,

CIRCULATION

111}7. Preparatiss sml coomigming of lebedled bundles—Whilks Ehe
primary and secondnry sorting are in progress each sorter should go on
preparing labelled bundbes, siztion, tercitorial or sorting, as the case may
he. Those lobelled bundles should be deposited &y him in the trolley-tray
{ree dimgram at page  103) by his side from where the circalation sorler
should pick them wp for comsignment to the bags hoag up on the
drop-bag fittings. This work required the utmost care and the most
meticulous koowledge about the varicus despatches and their contents
ko that a labslled bundle contaming accurately soried items may not
be missent by beéing consignéd o o wropg bag, Officers in charge
of mail and sorting offices should foke core that fhiz work & duly
segregated from sorting proper and s entrusted to suitable officials.

111/8. Circnlntion chart.—For his goidance and ready refereoce, the
circulation sorier should be provided with a ''circulation chart™ indicate-
ing the bag to which each particular labelled bundle has to be consigned
by him. The chart which should be affixed on & piece of strong cardboard,
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should clearly indicate the disposal of labelled bundles for a particular
station, sorting office or a section during the course of the day sccording
to the time and mode of despatch. Tt will be the personal responsibility
of the circulation soriér 10 keep the chart correcied wp to date. The
head sorterfsupervisor/inspector should frequently examine the chart to
see that it is properly maintained. In large mail and sorling offices
circwlation  valendars should also be prepared and hung in the sorling
room for reference. The calendar will show circulation chart for each day
of the week separately for main towns served direct by the air mails.

More,—Disposal of Iabelied bundies for a pacticular  station, soring office or &
section may change dunng the conss of the day nccording fo the fime or mads of Sespatels,

LY. Due maill and soriing list—The procedure described above,
by introducing a clear-cgt demarcation of lunctions belween sorting and
circulation dogs away wilh the necessity of the Duwe Sorting List (us part of
the Due Mail and Sorting List) in the shape in which it iz normally
supplied 0 mail and sorting offices. The Due Mail and Sorting List
for nse in mail and sorting offices which have switched over to the primary
and secondary system of sorting will be modified in the following manner :

(1) The “Despatch”™ column of the “Due Mail™ portion of the
List, supplemented By the circulation charf, will be for the
uose of the circulation sorter.

(2} The "Receipl” column will ke for the guidance of the heoad
gorter who receives mail from ofher offices and sectiions,

(3) The primary and secondary plans will constitute the “sorting™
portion of the List and will be meant for the exclusive use
of the letter mail ‘sorters.

More,—The portion relating to the soning of reglsiered letem, parcels and menoy
orders will remnln 8s 00 43

111/10.  Svpervision.—Simulionecusly with the preparation of the
Inbelled bundies by the norfers, and supervisory staff, viz; the head
soriers, the inspectors and the check supervisors zhould o on 2cruli-
nizing the contents of those bundles with a view to detecling missorts,
This: checking should be so arranged in évery mail and sorting office
that at least 75 per cent of the labelled bundles are subjected to
serutiny  before they are taken over by the circulation sorter. The
working of the virculation sorter should similarly be checked by the miper-
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visary staff throngh an examination of the bags due to be despatched,
with a view to preventing any labelled bundle from being missenl.

IwARD SORTING

111/11. Toward sortimg.—Inword mail shoold afso be  subjected to
primary a3 well #s secondary sorting. The primary sorting of invward
muil consists of the sorting of that maeil according to the delivery romes
or delivery offices ina particular urban oren. In smoller (owns where
the mupin posi office is the only delivery office prmary sorting should
be eliminstod. Secondary sorting of inward mail iz the sorting of that
miil #ccording fo the beats or walks of the postmen. These two
sorfing processes should also be conducled with the help of the 48-box
standard  worting fittings. . Where the oumber of beats atb a particalor
pifice s more than 48, beat sorting will be done in two §iages—one
stage being sorting For well-défined 2ones of the delivery area, there
being one zone for about 10 beats and the other stage being sorting beutwise,

111/12. 48-Box sorting fittlng.—In all important mall and sorting
offices, standardized 48-box sorling fitting (ree dinpram at page 102)
should be used. Each sorting fitting consiats of six horizontal rows of
8 boxcs cach, which are 5 inches wide, 5-3/4 inches hirh and 6 inches
deep and can take approximately 70-80 letters. Boxes for long letters
are slightly bigger and ore 7 inches wide, 6 inches high and 10-3/4
inches deep. Overall height and widith of the sorting fitting does not exceed
5 feet 4 inches and 3 feet 5 inches, respectively. Boxes are housed over &
table, 2 feet 5 inches high, which has o ledge for placing letters, gic., 1 foat
3g inches deep (excluding bending). A smull thumb picce 3/4 inches
thizk and I inch wide 18 nailed in the middle of each box for lacility of clear-
ing. A wasle-paper hasket, n peg for hanping the twine ball and a small
revelving rest chair are fixed below the tabic 2nd a cutting blade at shoubder

fevel. The sorting plan iz fixed ina glazed wooden frame atthe top of
the ﬁlting.

111/12-A. Box Sorting Fitilng—In Mail and Sorting Offices where
the number of bags and bundles to be prepared. exceed the existing
provigion in the 48-Box in sortlog fitings, 72 Box Sorting Fitting may
be utilized for secondary sorting in place of 48-Box sorting fitting with
a view to climinating the incidence of ledge sorting and enmabling the
maximum number of mails to be included in direct selections. The
72-Box Sorling Fitting (see diagram at page 104) consists of six horizontal
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rows of six boxes (edch fve in¢ hes wide, zix mches high and
nine inches deep in the middle with three horizontal rows of six boxes
cach on the right and left sides hinged on to the ceéniral portion.
Az the two side portions are aftached to the main portion by means
of hinges, the filting is cupable of being kept ander lock and key.

(2} Although primarily intended for secondary sorting in laree
Mail and Sorting Offices, this fitting can also be wsed in small Mnil
and Sorting Offices where the sorting is done in one single operation.
It can also, with advantage, be otilized for beat-sorting in important
delivery offices with a view to facilitaling sorting of inward mails for
important offices and commercial establishments receiving dak in bulk,
This can also be pressed info service to supplement the regular equip-
ment during peak pressere periods such as Eid and X “mas™,

1M1/13. Position of the sorter.~—The sorier should stand erect in the
middle of the sorting Itting, that is, his rght shoulder should be positioned
against the periition beiween (he 4th and 5th wvertical row of boxes
from the right edge. Standing m this pesition, hit right-hand can
comveniently reach each and every box on the right, lefl, above, or below
the central box without changing his stance or unduly stretching his arm.

111/14. Drop-hag fitting.—The drop-bapg fitling (ree dingram at page 103)
is made of steel railings and bas provision for the suspension of all the
bags meant for each despatch. The destination of ¢ach bag s printed
an the ftting mear the mouth of the bag.

11115, Musts For sorting efficiency.—The llowing aré some  of
the wmisrs which should be observed in the inlerest of sorting efficiency :

(1) A sorter should not be shified from the primary to the secondary
in & hephazard manner. In order to enable the sorter to attain
the requisite speed and precision in sorting. it is absolutely nece-
ssary that he should c¢ontinue (o work on the primary for at
feast one wvenr before be i brouwght on to the secondary.

() Sorters should not be frequently shifted Mom one secondary
1o another secondary ftting 85 such changes ledd 1o sorting
inefficiency. The position of every sorter on each secondary
fitting should be fixed and there should be no change in thai
for at least onme Vear,
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(iif) Every sorter, whether on the primary or on the secondary,
should be equipped with a “note-book™ which should give
him the nmames of the branch offices which he has to sort
along with the names of their heads and sub-offices. Entries
in these note-books should be arranged alphabetically, for
facility of reference and kept corrected up to date. The names of
new branch offices opened under the head and sub-offices con-
cerned, as notified through the weekly sorting orders, should be
promptly incorporated in the note-books. Tt will be the personal
responsibility of the officer in charge of the sorting office to properly
maintain all note-books and to keep them corrected up to
date. The sorter should memorise the names of the branch
offices listed in his note-book and the names of the head
and sub-offices through which they are served.

(iv) The sorter should work with the utmost speed Air mail output
should be 600 articles per hour.

(v) He should not allow any of the boxes of overflow and should
prepare a labelled bundle as soon as the box isnearly full and
consign that labelled bundle to the tray standing by his side.

(vi) He should not sort on the ledge of the fitting.

(vif} He should maintain a conslanl position wis-g-vis the sorting
fitting and should not indulge in any extraordinary movement
of the arm or any other odd mannerism while sorting.

(viii) More than one sorter should never work on one fitting.
N.B.—A duty chartshowing the position of each sorter on the primary, secondary

and circulation points must be prepared in each mail and sorting office employing
more than one sorter,
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SORTING PLAN DACCAM& Sp
PRIMARY SORTING

Mail for Branch office in account with the Head or Sub-Offices figuring on the fitting should be consigned to those Head and Sub-Offices.  The residue
of mails left after this should be consigmed fo the Secondary Sorting Boxes as befow —

12

DACCA | BARISAL/ | MYMEN: | NORTH |, SYLHET COMILLA NODA- A- | FARID  |SEALDAHTNDIAN SEALDAH
DISTRICT | KHULNA | SINGH/ | BENGAL | DISTRICT _Em,_,En._._ KHALI |GONG] PUR/ RMS. | AIR | RMS.
DISTRICT | TANGAIL | DISTRICT _ DISTRICT (CTG HILL | JESSORE/ | AIR
DISTRICT _ TRACT | KUSHTIA (SURFACE
_ DISTRICT | DISTRICT .
ALL | ALL ALL ALL" | ALL | ALL __ ALL [ ALL | ALL ALL | ALL | ALL
OFFICES | OFFICES | OFFICES | OFFICES | OFFICES |OFFICES OFFICES |OFFICES | OFFICES | OFFICES OFFICES | OFFICES
UNDER - UNDER :- | UNDER:- | UNDER= | UNDER:- _:zumnw [UNDER:-| UNDER - | UNDER - UNDER: UNDER:- UNDER
DACCA, | BARISAL | JAMAL- BOGRA, |HABIGAN]| CHAND NOA- | CHITTA- FARID- | WEST REST OF | WHOLF
PUR, PUR | KHALL, | GONG | PUR |BENGAL INDIA | OF
MANIK- | MADARI- | KISHORE-| DINAJ- | SYLHET BHARIA| FENI, | HEAD | MADARL
GANJ, PUR, | GANJ, | PUR, OFFICE | PUR
NARA- | KHULNA TANGAIL PABNA, | H.0S. |COMILLA| HOs. JESSORE | BIHAR& | pxcppr| INDIA
YANGAN)| PATUA- | MYMEN. H. 08, i
HOS. | KHALI | SINGH | RANGPUR KUSHTIA | ORISA | pram
HOS. | H.OS,
RAJSHAHI H.0S, HOS. | opisa &
m | HOs, ASSAM
| DISTRICT
| SEALDAH
_ _ __RMS, -
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CHAPTER 4

TRANSIT SECTIONS AND TRANSIT MAIL OFFICES

112, Duties and responsibilitics of the mail guard or mail agent.—{1)} The
duties of the muil guard or mail agent comprize the work connected with
receipl, custody, sorting and despatch of articles posted in the van or
office and of closed mails. Hiz responsibility begins when articles are
cleared  Mronn, Jetter-boxes or when closed malls are made over to him
by a section, office or carrier, and continues until the bags are delivered
or despatched to destination. The mail poard or mail spent has
nathing to do with the articles contained in the closed mails made
over o him lor disposal, but transit bags addressed to the seetion or office
are opened and the bags contained in them sre disposed of by him.

{2) The mail guard or mail agent i responsible that the articles and
bags dealt with by him are carefully examined, properly treated and correctly
dispased of, that the contents ol lransit bags and—in the case of a transit
miil office auihorised to perform registration work-—ol the registered bagps
and registered bundles clored by him are correct; that the bags and bundies
are securely Fastened and properly labelled and sealed; that torn or otherwise
unserviceable bags ore not osed; that all irregularities and unusual occur-
rences connected with his work sre prompily detected and brought to
pofice: and that his work-papers are compleie and correctly preparcd.

112/1. Attendnnce of sel.—An attendance répister will be ket
in the transit mail office in which every mail agent of a set must
sign his name and cnter the time of his attendance.

113, Preliminary work.—{1) On entering a wan, the mail guard
shonld cxamine the fittings, plass windows ond lamps to se¢ that nothing
iz damaged. He should then arrenge the emply bags and other articles
required for use in their proper places. The latter action should ulso be
taken by & mail agent preparatory to commencing work in the office.

(2) If the seclion commences its trip at a changing station, the
mail puard should first take delivery of the mails from the official in
charpe of the relieved set, examine the bags in his presence and then
sign the seciional mail list and the special list, if any, in token of
having received the mails correctly.
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114. Receipt and despatch of mails.—The rules prescribed for sorting
sections and sorting mail offices regarding the receipt and despatch of
mails and the preparation of the forms connected therewith, in so far
as they apply o a transit section or a transit mail office, muoast be
strictly compiled with by the mail guard or mail agent, as the case may be.

115, Disposal of wnregistered articles.—Unregistered articles posted
in the van or office or reccived from a mail peon should be sorted
according to the instructions in the sorting list and decalt with in
accordance with the procedure prescribed for Sorting sections or sorting
mail offices in so far as it is applicable. Ordinarily, a sorting mail bag
should be closed for each office or section with which mails are exchanged.

Mote |.—The instructions coniained in cule 67 may, under the special orders of
the hasd of ercle, be made applicable fo lmesil  sactions.

MoTE 2 —{Delepad))

116. Certificates of posting.—Certificates of posting should be
granted to the public in accordance with the rule on the subject in
the Post Office Guide by transit mail offices only,

117, [Deleted)

118. Registration of articles.—{1) With a few exceptions, every
transit mail office is authorised to receive articles of the letter mail
for registrution, but not for insurance.

(2) The conditions under which articles may be registerad and other
information on the subject will be found in the Posr Office Guide.

(3) The mail agent most carefully observe the procedure laid down
o) in chapter 3 of thizs volume for the guidance of sorting mail offices
in connection with registration of articles and (B) in chapter 2 of the
Post Office Manual, YVolume V, in connection with the preparation of
registered lists, registered bundles and registered bags, ete.

119. Howrs fixed for closing the mall.—The instructions on this
subject are contained in rule 58 of the Poxt Office Manual, YVolome V.

120. Preparation of mail for despatch.—A sufficient time before the
arrival of the train at a station where mails are to be given out by a transit
section, or the hour fixed for the despatch of a mail by a transit mail office,
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the bags for delivery or despatch, as the case may be, should be
sorted, those which are not to be forwarded loose being sorted accord-
ing to the transit bags in which they are to be enclosed ; and the
mail guard or mail agent must satisfy himself that the number of
bags for delivery or despatch is correct.

121. Final duties before quitting .the vam or office.—(1) The mail
guard should examine the fittings, lamps, etc., of the van to see that
nothing has been damaged or lost. He should replace the stamps,
seals, books, etc., in the portfolio, put the empty bags for return to
the record officeTin the bag provided for the purpose and label and
scal the letter bag. He should give out the mails to be delivered and, if the
trip is ended at a changing station, make over the mails for the relieving
set to the official in charge together with the sectional mail list.

(2) The mail agent should examine and check the artticles detailed
in the stationery list and see that the articles of stationery, stamps,
seals, books, etc., are carefully put away ; that the bag containing
empty bags” for return to the record office is labelled and sealed ;
that the mail box is properly secured and that the office room is swept
and " everything arranged in a tidy and orderly manner. He should
“then lock the office room and retain the key in his personal custody.
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CHAPTER 3
RECORD OFFICES

GiNeERal RULES
N8 —The instroctons nid down in these rules for the geidonoe of reoond clerk
apply also to sub-record clerks except where they nre obvioosly * Inspplizible o
where there is anything o the coutréry i the oootesl.

122, Authority of record clerk.—{1) The duties, responsibility and
authority of the record clerk, as described in this chapter, extend
solely to the sorters of the sections attached to the record office.

{Z) The record clerk is anthoriscd, when necgssary, to order sorters
1o do extra duty, or in urgent cases to transfer them remporarily from
one et of section to another, to summon a sarfer (o the record office
or 0 the mailway station during his rest-time for the purpose of
enquiring into losses or complaints, of communicating to him urgent sorling
or guidande orders;, of sending him on extra duly in any sodden emergency,
or of making him practise sorting.  The record clerk has discretionary power
to make such temporary arrangements in cases of sudden illness of sorters,
ete., #5 may be necessary (o carry on the work [ but every such case must at
once be reported (o the superintendent in the record clerk’s daily report,

123, Sopervision of work.—{1) The record clerck 15 required to
exercise o penstal supervision over the sorters aod their work, and he
should, therefore, moke himself acguamibed with the charscter amd
capabilitics of the sorters, and by constant and vigilant observation see
that they perform their work im strict accordance with the rules.

{2} When he observes carclessness in the preparation of work-
papers, of when complaints are made against sorters, he should warn
them, and, if his warnings are disregarded, report them to the superin-
tendent. He should encourage sorfers fo practise sorting on rest days.
He should inspect, from time to time, the articles supplied to sets, to
scg that they are correct and that care is taken of them : this should
always be done when a head scrter is transferred from one set to another.

124. Disiribuilon of work.—The distribution of work among the
officials of the office, as fixed by the superintendent in the memorandum of
distribution of work, must be strictly maintained by the record clerk.
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125, Nomical roll of metal tokens to be kept ni head record office.—
(1} The record clerk must kecp s nominal roll (in the prescribed form)
prepared in manuscript of the holders of all metal tokens received. A
separate page of the roll should be assigned to each token, where the
names of the successive holders should be recorded, with the other
particulars provided for in'the form.  In respect of such tokens as have not
been issued, or have been lost, the remark “'In stock™ or “Lost by {nome)''
the amount representing the manofacturing cost plus incidental charges
(if umy) realised in cash or deducted from his pay, as the cnse may
require, should be eatered in the second column of the roll

{2) The receipts appertaining to the tokens issued should be filed, in
the ‘serial order of their Neos., with the roll, All the unissged metal
tokens in the head record office must always be kept locked up in the office safe.

126. Hours of attendance.— (1) The superintendent will fix the
hours during which the officialy of the record office and the soriers of
the sections attached fo i should attend the office, and the record
clerk should insist on their puncteal attendance,

(2) An attendance register will be kept in the record office in which
every official ol the office (including the record clerk) and every sorter
must sign his nome and entor the time of his attendance n the presence
of the record clerk.

(3 The record clerk should see. thal the behaviour of all officials

is orderly, and that they are properly dressed when on duty, and that
the office is kept clean and ridy.

127, Attendance oo railway platform.—If the record clerk iz Fecjuirec
to be presenl on the railway platform on the arrival and deparfure of
truins, the traing (0 be met and the work o be done by him will be
lnid down in the memorandum of distributon of work.

128. Travelling of rocord elerk.—The record clerk’s doties do not
entail travelling ; but in emergencies, such as an [nferruption lo the
mail service owing to a break on the railway or any other cause, he
may be deputed by the superintendent to proceed to the spot and
muke arrangements for the transport of mails. He may also, in apecial
cases, and with the sanction of the head of circle, be deputed on duty
in connéction with camp mails for high officers on tour.

Mo, —Thie rula dees not apply 16 suberesord  clecks,

13—
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Duitics Durlngy Adtendance Hours of Sers

129, Work fo be dooe during atfendance hours.—The work to be
done by the record clerk during the attendance hours of a sét comprises
the llowing duties;

(@) luking over nnd examining the work-papers for the previous trips

i(#) issying the work-papers for the next trips and inspecting them
whon prépared;

{¢) taking over the emply hags brought back from the previous
tripa and issuing the bags for the next trips

(¢} communicating to the sorters orders received from the superin-
tendent or the head of circle regarding changes in the sorting
list and other matters, and requiring them to give explanations of
any irregularities, ete., thal may have oceurred in their work

(¢} and in the casc of a selection grade record office, corresponding
with other divisional superintendents and postmasters in regand
to case relating (o the big accounts of the record office,

Morn—5orters attending the record office should ool e delained there any longar
than i3 absolwiely necessary for the performande of the work required of sem.

130, Tmportance of proper examination of work-papers.—The muost
important duty of the record clerk is the examination and fling of the work-
papers received in the rocord office, This duty should, therefore, be per-
formed with the utmost care and must on no account be Jdelegated 1o any
sorter. A record clerk who neéglects the proper examination of work-papers
renders himaclf liable to dismissal or reduction to lower pay.

Mome L—The instructions confalned lo this and in the sucoseding rules on the

subject apply also io the examination by a subs-record clerk of the work-papers of
the mail olffice for tse previouws working bours,

More 2.—In the lasger record offioss, where it & impracticsble for one man ko
check the work-papets of all the sectons, ooe or more sorters are attached to the
office to adsist the record clerk in this doty and the work-papers to be exnmined
by each official are specified In the memorandum of distribution of work,

131. Polots to be observed in examining work-papers,—In examining
the work-papers of a set under the instructions given in the next two rules, the
record clerk should be careful to see that all the documents included in the
work-papers bear the required stamps and have been receipted, when necessary,
by the responsible office; that no correction 4 made in any documents where
it is forbidden, that all permissible corrections in the documents are duly
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and properly attested, and that the work-papeérs are complete and
nestly prepared.

132, Examination of work-papers of sorfing scetions and moll offices.—
The head sorter of each sel of & sorling section will personally hand
over to the record clerk the work-papbrs of his set for the previous
trips which will be in two bundles, one for the oul-trip and the other
for the insrip. The record clerk should exomine them in accordance
with the instructions contained in the following clauses :

Clause () | Examination of mall ehseract.—{1) Couat the mail lists
that accompany the mail abstract to0 see that all those due to be
received and the originals of thoze due o be despatched are on file.

{2} Examine the entries in the abstract wnder the head *'Mails™
and wherever the number of due mails “Actually received™ or “Actually
despatched™ differs Trom ihe number entersd in the column headed
“Due as per sorting list" on the receipt and despatch sides, respectively,
satisly yoursell that an explonation of évery item composing the difference
1% given omn the proper mail list or at the foot of the abstract, Also
see that all such explanntions have been copied into the head sorier’s
daily report. The registered lists should be carefully examined to see that
they have beéen properly stamped and signed and that the entries of insured
articles have been duly attested by the head sorter or the postmaster,

(3) Satisfy yourself, by reference to the mal lists, that the ealries in the
wbsiract of the tolal number of unusval mails (including special bags) received
and despatched are correct; and in the cise of special bags despatched, that
they were correctly disposed of, and that the receipis of the receiving officers
appear on the duplicates of the special mail lists.  The parcel lists should be
carefully examined (o see that they have been properly stamped and gigned.

(4) Test the'correctness of the totafs of forward bags entered on the
receipt and despatch sides of the abstract, amd  see that they agree;
then sign the certificate at the foot of the mail nbstrivt, and impress
the abstract with the date-stamp of the record office.

{5) The ecxamination of the mail abstract may be performed with
the head sorter. :

(6} For the ezamination of the entries 1o the mail abstract under
ihe head “Bogs", sec rule 137,
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Clepize (M) ; Exominatlon o regisfered  absiraci—{1} Count  the
registered lists which accompany the rogistered abstract 1o see that afl
those due to be regeived and the orginals of those despatched are on
file. Tt should be remembered that if the mail abstract shows that amy
due mail bag for the section wns recelved short or in exoess, the
number of registered lists will be pffected accordingly and that there should be
o registered list for each regisrersd bundle opened. or made op by the set.

{2} Connpare the tolals of megkiered articles reccived, as shown on the
receipt side of the registered obstract, with the totals of the registered lists,
check the entry on the receipt side against the head “Replstered bundles
made up™ and thal on the issee side againat the head *“Registersd bundles
opened”, and see that & receipt has been granted by the registration sorter for
each registerod bag, and registered packet bundie received by him.

(3} Satisfy voursell that the totals of pegistered articlss sent o sach
office or section, entered on the isme side of the registered abstract, are arith-
motically correct by checking the details given in the copics of regisierod
lists despatched, and that every insured envelope or bundle, shown in the
registered list received, is accounted for by tallying the Nos. distinguished by
the letters “Ins”. or “LI." in the lists with those detailed in the copies of
registered lists despatched. Also see thal u receipt has been obtuined by
the registration sorter for each regiscered bag and reglstered packet bundle
despatched by him; and that each regixtered bundle made up by the set is
accountsd for i the copies of regrfersd lists despatched.

(43 In thecese of mail ollices, satisfy yours=If that each insured envelops
and insured bundle received has been weighed snd the sscertmined weight
entered in the registered lst with which the envelope or bundle was recelved
apgainst the relevont entrics frule 96(4) of the Posr Office Mamual, VolumeV].

{5) Test the correctness of the fotals on the receipt and issue sides and
seg fhat they agree ; then sign the certificate at the foot of the registered
abstract, and impress the ahstract with the datesstamp of the Tecord office.

(6] The examination ol the registered abstract may be performed
with the assstance of the registration sorter,

Clawre (i) » Examinarion of poreel aherracr.—{1) Count  the parcel
lists which accompany the parcel abstract to see that the number of
those due to be received and the copres of those despaiched are correct ;
il 4 purcel list is wanting, call for an explanation of its absence,
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{2} Compare the totals of parcel mall arbcles receivied as phown on
the receipt side of the porcel abstraci with the totals of the parcel
lists received, and see that p veceipt hos been pronted by the parcel
sorter for each parsel lists received by him.

(3} Satisly yourself that the totals of parcel mail articles sent 1o
ench office and section, as entered on the issue side of the parcel
abstroct, are arithmetically correct by checking the details in the copios
of parcel lists despatched and that every imsurrcd porec]l shown in the
parcel lists received & accounted for by fallying the Nos. distinguished
by the letters “'Ing" in the Rhists, with these detailed o the copies of
parce]l lsts despatched. Also sec that 4 seccipt has besn obiained by
the parcel sorter for cach parcel list despatched by hin,

{4) In the case of maill offices, satisfy yourszelf that sach insured
parcel received hos been weighed apd the asceripined welght (in radar)
recorded or the parcel list with which it was received, against relevant
entry (rule 28 of the Poer Chffce Mamea!, Volume V) In the case of
imgured baps despatched, satisfy yoursell that the weightl of cach infwred
bag despatclicd has been ooted in the parcel absatract sgainst the entry
of thi name of the post office or section Lo which the msopred bug is
despatched (rule 9272 of the FPoxt Offize Maruol, Volume V).

(3) Test the corveciness of the tolals of the receipl and issue sides, and
sce that they agree | then sign the cerlificate i the fool of the parcel
abstract and impress the abstract with the dade-stump of the record offfce,

(6} The examination of the parcel abstract may be performed with
the musistance of the parcel sorler,

Clagese  (iv) ¢ Examination of head sorter’s datlfy repori—{1) Examine
the head sorbors dably report o see that it @5 propery prepared, that the
irrepularibes, elc, reported are mielligibly expressed and  that the correct
nnmber of eatract reports are attached, and, where posaible, check the
correctness of the particulars given in the daily report and extrocl reports.

(2 Satisly yvoursoll that the sortoes (including sabsidiary sorters, if anv)
composing the sel, whose names appear in the daily report, aclually proceeded
on ithe l::r.i]:l, s evicfenced |:|l'_'|.' Lhar E-cig!l.'ll.l.tl.'ll‘tﬁ. 1w any snrler was absent fu]
which case the dignoture of the subsiitule employed m his place shouold
appenr in the daily report) see that the reason for his sbsenes is given
in the daily report, and satisfy yourself that the reason is satisfactory,

13 Examine the check-ships, if sy, attached to the daily report and

14—
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satisly yourself that the particulars of missent articles have been entered
in the preseribed munner.

{4) Il a head sorter's daily report is not properly prepared, or if
there are sny omissions in i, kave it corrected or completed and note
the irregularities or omissions in the space provided for the purpose in
the daily report before submitting il o the superintendent.

5} It is o strict rule that the cxamination of the work-papers of o
set for @t previous (rips must be completed on the dade of (heir receipt
in the record office, and 0 tho presence of all the sorfers of Uhe ser

MOTE —Ii any sarters of noset nre exemnpied by the fuperintendent from  atiending
wifice on goy diy, the work-papers for which they are responaible should e caamined
in the presenee of the head serer.

133, Fxamimation of work-papers of (ransit sectlons.—The mail
guard of cach set of & (ransit section will personally hand over to the
record clerk, his work-papers for the previous trips, in two bundles,
one for the out-trip and the other for the in-trip, and these should be
examined by the record <lerk in accordance with the instructions con-
toiped in clauses (1) and (iv) of the proceding rule.

134, Disposal of daily reports.—{1) Daily reports of scts should, after
examination in the manner prescribed, be stamped and signed by the record
clerk and forwarded by him along with, and entered in his own daily report
to the superinlendent, each with its respective extraclt reports attached.

{2) Extract reporis concerning wnimportanl irregularities committed
by post offices or by sechions and mail offices other than those within the
division should, however, be detatched and sent by the record clerk direct
to the smperintendent or first ¢lass posimaster conccrned—the officers
to whom they are forwarded being noted under his initials and date in
the last column of the daily rcports apainst the corresponding cntries.

(3) Check-slips attached to dnily reports should be detnched and
Forwarded by frst mail to ithe superintendenl or first class postmaster
concerned, cxcept those relating to bundles made up by the sections
or muil ofices within the divistons which should be sent to the
Divisionnl Superintendent attached to the daily reports.

HotE—TI 1he record office s ol the haadgquoners of the diviskon, the daily repoot
of cach sel should be submikied io ‘the superiniendeént before the st leawes the
office, so that, i any informafion s required by that officer or the hesdguariers
ingpoctor, the sorters may be on (he spol 10 give it
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135, bwue of forms to sets,—Afer the work-papers lor the previoos
tripa or working hours of each set have been examined and filed, the recocd
clerk should make over to the head serter or mail guand, as the case may be,
the forms and labels to be used by the set during the next trips or working
hours, as well as the type-boxes of the set, When issuing the forms, the
record clerk should see that the tag-labels are impressed with the name-
stamps of the offices nnd sections for which bags are closed by the set and
that the Acme covers supplicd to the set ore in serviceable condition.

136. Inspectiom of work-papers  propared.—When the work-papers
for Its next trips or working hours have been prepored by a eot and
submitted 1o the record clork, the latter should carefully examine them
to see that they have been properly and neatly filled in and that the
documents (including labels for mail and transit bags to be used) are
duly stamped, This is an important duty and should be carefully
attended to. The daily report of the set should then be stamped by
the record clerk in token of having performed this duly.

137. Check of bugs remaining over from previons trips or working hours
with mall sheract—{1) The record clerk should count the bags of each
description remeining ever from the previous bnps of working hours of a
sel, and see that the number agrées wilth the entries in the mail abstract
opposite the head “Returned to the record office™,

{2} He should examine the coteies in the mail wbstract under the
head “Bags™, and wherever the number of due bags “Actually reccived”
or “Actoally despatched™ differs from the number entered in the column
headed “Due as per doe bag list™ on the receipt and despatch zides,
respectively, he should satisfy himself that an esplanation of every item
composing the difference i3 given at the foot of the abstract, ond that
all =uch explapations have been copied into the daily repord of the set

(1) He should Farther see that the particulurs on the reverse of the
mail abstract of bags recelved and despatched with unusunl mails are
correct, and that the fotals agree with the corresponding  entrics on the

faca of the mbstmact,

138, Examimation of swecplnps.==The sweepings of mald vaps
contained in bags returned by the head sorter or mail guard should be
epurmined personally by the record clerk (o see that no postal article
i% amongst them. The daily sweepings of mail offices should similarly
be examined as soon as possible
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132, lssue of cmpty bags.—The record clerk should make over to
the head sorter or mall guard the nomber of empty bags of each
descripiion (as shown in the due bag listy required for the gse of a
set during its next trips or working howrs.. He should spdsfy himself
that the empty bagh given (o the sef are ot once entersd on the receipt side of
the mail abstract against (he head “Received from record  office™,

140, Daties of the bag clerk.—IF a special sorter is attached to the
record office as bag clerk, he will be responsible for the receipt; custoxly
prd sswe of bags, and will perform the dutics connected with the
meintcoance and clegrance of unuwsual bag accounts.

141, Dellvery book.—({1} All communications from the superintendent,
calling for explanation of irregularities committed by soriers, ire seot to the
record clerk for delivery to the persons concerned, nnd the replies to the
communicutions are sent through the record clerk to the superintendent.
A bopk must be kept in every record office with columns Ffor—

(o) the ™Mo. and date of the superinfendent’s commonicaiion:

(&) the signature of the sorter concerned, in token that he has
received the commumicuiion, and the date of its delivery to him:

(c) the date on which the sorter’s reply or explanation was received
gnd forwared to the superintendent.

These communications should not be numbered by the record clerk or
entered in the book in which his own official comespondence Is recorded.

Mom—In the case of the hend record offics, the communications, onbers, eic.,
(or socters will pod b numbered;  they will e mode over o (he head  fecord
clerk under receipt nnd shogld be returned by hisn 1o the superintendent in the

smme mEnnsr, Al commonications eschongsd betwveen ihe bead eecord clerk and
the soperinfendent, escepn those relaring 0 pecounts, should be in the fore of
office nodes and memos, copis of which nesd Bol be felnined.

(2} The record clerk shonld make over to the dorfers present in the
record  office (under reccipt to be taken in cthe delivery book) the commu=
nications intended for them, and alse require them (o furnish explanotions
of all irregularitees that he may have detected in their work, No sorter
should be permitted to leave the record office until all the references relating
to-his gzt requiring disposal have been replied to, and the record clerk should
see thet the replics riven by sorters are complete and intelligible.

(3} All references should be disposed of in the record office, and

the soriers must on no account be allowed to toke away unanswered
communications,
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130, Issuwe of emply bogs.—The record clerk should make over io
the head sorter or mail guard the somber of empty bapgs of esch
description {as shown in the dus bag list) reqgoired for the wse of &
sel duting ils nextl tmips or working hours. He should satisfy  himsell
that the empty bags Fiven to the sl are at once enlered on the recelpt side of
the: mail abstract against the head “Received lrom rocord office™,

140, Duties of the bag elerk.—If o special sorier is attached to the
record office as bag clerk, he will be responsibic for the receipt, custody
and isue of bags, and will perform the duties connected with the
maintenanse and clearance of wousunl bap pocounts.

141,  Defivery book.—(1) All communications from the superintendent,
calling for explanation af irreguinrities committed by sorbers, are sent to the
record clerk for delivery to the persons concerned, and the replies to the
communications are sent through the record clerk to the superintendent.
A book must be kept in every record office with columns for—

{¢) the No. and date of the superinténdent’s communication:

&) the signatore of the sorler concerned, in token that he has

received the communication, nnd the date of fis delivery to him;
(¢} the date on which the sorter’s reply or explanation was received
dand forwared fo the superintendent,

These communications should not be numbered by the record clerk or
entered in the book in which his own official correspondence is recorded

Modk—~lo she eare of fhe hewl record office, the communications, orders, =i,
for zorters will not be nombered; cthay will Be moade over o the head  record
clerk under  reccipt and sheuld be redomed by hime 0 the superintendent in ihe
same manmer.  All commumlestiors eschonged  betivoen the fead  pecund olerk wnd
the seperiofendent, exsgd those relobng 4o scoounms, should be in the form of
wilis pobes and meidpns; oopivs of which need not be retalped,

{2} The record clerk should make over o the sorters peesent in the
record ofice (under receipt 10 be taken in the delivery book) the commu-
nications intended for them, and also require them te furnish explanations
all mll frregularities that he may have detected in thelr work. No sarter
should be permitted 1o leave the record office until a0l the references relating
to his set requiring disposal have been replied to, and the record clerk should
see that the replies. given by sorters are complete and inbefligible.

{3} All references should be disposed of ln the record office, and

the scrters must on oo account be allowed to toke awsy unanswered
communicatiens,



Fn

officers, nor should any sorter or mail gusrd be permitted to open a bundle
of work-papers for the purpose of referring to ils contents, except under
special circumstances to be noted under the record clerk’s signature on the
back of the registered abstract or, in the case of work-papers of a transit
section, on the back of the mail abstract contained in the hundle opened.
(5} Whenever any work-papers are removed Mrom the bundle to which
they belong, under the orders of supervising officers; copics duly attested
by the record clerk should be left in their place with o note explaining why
the originals were removed and mentioning the officinl to whom they
were mode over. Should the work-papers be removed by a supervising
officer personally, he should be requested to initial the atiested coples
and himsell wrile the note prescribed above, In every case. the
circumstances should be mentioned in the record clerk’s daily report.
(6} Work-papers removed should, when returned to the record clerk,
be at once filed again in iheir proper bundles, and & note to that effect should
be written by him on the attested copies, which should be left in the bundle,

144. Derlodical refurns to be submitted by record elerk.—The follow-
ing is a list of the periodical returns and documents to be prepared and
submitted by the record clerk, Item 6 of the list being prepared and sub-
mitted only by sub-record clerk and item 7 only by the head record olerk:

Lisgscription of return Ta whom | Pecbod Crate ol submission
submitied
1. Daily repert Supecia- Daily At ihe close of esch doy,
fenadent,
1. Comrecied copies of sonting . Do Half-yearly I=t hday and 1858 Movember
lists of sections. of emch year.
1. Indent for statiosesy .. Dia, D, Bo ms fo resch the soperin-
tendent not later than the
It Sepiemnber wod 10th
Aupust ol each JEAT.
4. fhdent for sorting cass o, MMaonthly 50 ms o reach the Superin-
labels. tendent mol later ihan the
15th of each monih.
5 Imdent for articles of stock Dho, Whisnesier ariicles are
6. Statement of extra dmiecs Head Res| Manthly Ird off cach month.
In form Mo, ALCAG. 37, o clerk, .
7. Consolidoted  staterment | Suparin- Do, 10¢h of each mornth,
fhill) of sxtra duty allow- tendeni
ancnd [n form NoA OO0 37,
H. Extrscis from the register | Soperin- | Do 3ird af each manih.
of, miscellanaons  sums tendent,
roceived and disposed of.
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145, Becord elerk's duily report.—{1} The record clerk is required
to submit & dally report to the soperintendent of the division, Except
in specinl cases, the daily report will be the only communication
addressed by the record clerk to the superintendeat. The report shall
be accompanded by the daily reports af the hesd sorters and  mail
puards of the sections attnched to the record office and by the sorler’s
written explanations {if any) of irregularities committed by them.

(2} If moy of the following itregolarities occur, they must invarably
e noted in the record clerk's daily report :

(7) absence of o sorter, mail guard or van peon from the set proceeding
cn B trip.. The full particulars of ahsenfess and the number
of extra duties ordered should also be shown in the daily report;

i) nod-attendance or late atiendance of o sorter on the pibendgnee
day at the recard office;

() negligence on the part of o sorter, ns evidenced by the number

of compluints received sgninst him, or by careless preparation
of work-papers ;

() loss of sortee's metal token
(£} loss of, or damage to, any article supplied to the set

All unusual occurrences must be reported in the daily report.

(3) In addition to the above, the recard clerk’s daily report should
containd particulars of B orders cancelled in the puidance books of sets
If the record clerk is required to witend the narrival or departure of
trains, he should mantion the hoors at which he was present at the
railway slation. 1T he is cmpowered to apply for cutra  train
sceommodation, he shoold forward with his daily report the third parts
of the requisitions made by him for such accommaodation.

MoTE —When an B.ME section of one division is nltached 10 8 record office in
angthes  disision e daily report of the section concerned should be submitbed by
the record clerk to the supecintendent of the division 10 which the section Delongs.
The |nstractions regarding  the preparation of the record clerk’s daily report sl
apply to dully rapoit submitted to the superinendent of another divisio,

146, Tralm misconnection report.—In the case of rccord  offices
situaled at junction stations, the record clerk must report to the head
of circle by first mail (in the prescribed form) every case of misconnection
of circle by first mail (in the prescsibed form) every case of misconnection
of traing conveying malls which occurs at his siation.

NoTE —Misconnections  belwesn seclions of two differeni circles shouold be reported
o the hesd of the circle concerned,
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147. Corrected copies of sorting lists—~The record clerk must sub-
mit to the superintendent, on the lst May and 1st November of each year,
corrected copies of the sorting lists of all the sections (sorting and transit)
attached to the record office. These copies should contain all the changes
intimated in weekly sorting orders and A orders up to date, and care should
be taken to make the corrections legibily and neatly in red ink. The correct
and punctual submission of these lists is an important duty, for the
performance of which the record clerk is personally responsible.

Note.—Sub-record clerks should, in addition, forward copies of the sorting
lists of their mail offices.

148. Disposal of superintendent's communications.—In is essentia
that all communications from the superintendent, whether addressed
directly to the record clerk or intended for sorters, should be speedily
and punctually disposed of and that the sorters’ replies should be sent
without delay to the superintendent. With a view to facilitate their
delivery, the record clerk should arrange the communications received
while the sorters are on the line, in the order of attendance of the
sets at the record office. Delay in the disposal of references from the
superintendent will be considered as evidence of laxity on the part of a
record clerk, and as proving that he is unfit for his appointment.

149, [Deleted.)
150. [Deleted.]
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CHAPTER 6
PORTERS AND VAN PEONS

PorTERS

151. Duties of porters.—One or more porlers are attached to each
record office for the purpose of carrying the nrticlea'ﬁupplicd to sections
between the record office and mail van, of loading and unloading
mails in vans and conveying them to and from the mail nlﬂ::a. and
performing other duties of a similar nature.

MNom.—See noie 1o role 155

152. Duties in the record office.—The porter must be present  in
the record office at such times as he is required to attend, and must
be ready to give his help wherever it is needed. It is his duty to
keep the office, furniture, etc., clean and tidy, to see that the ink-pads
are in serviceable order, renewing the cloth when necessary, and that
the stamping ink is of proper consistency.

153. Attention to hand-trucks,—Al stations where hand-trucks are
used, one of the porters will be told off, under the superintendent’s
orders, to look after the trucks. He muost regularly grease the wheels
and keep the wehicles in proper order, informing the record clerk
whenever any truck is in need of repairs.

154. Porters to be properly dressed.—When on duty porters must
be cleanly and neatly dressed in uniform.

Vaxn PeOoxs

155. Duties of van peoms.—In the larger sorting sections, an official
designated van peon is attached to ecach set as a general assistant, and
must be ready to give his help wherever it is needed. The chief duties
of van person are to stamp articles and documents, to face letters and
packets taken out of bags preparatory to handing them to the sorters
and to close and seal bags. Van peons should be able to stamp with
rapidity and clearness, and to tie and seal bags with facility and despatch.

Note.—In mail offices, the duties laid down in this rule will be performed by
one of the poriers.

15—
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156. Duties in the record office.—The van peon must attend the
record office with the set to which he is attached on its attendance
day. He should assist the head sorter in taking over the bags and
labels to be used by the set on its next trips ; he must reverse the
bags and attach to the labels the lengths of string with which the bags
are to be tied. When labels to be mounted on wooden blocks, this work
must be done by him. He is required to keep the stamps and seals
of the set clean and to change the date and other movable type.

157. Duties in the mail van.—The van peon must be present with
his set on the railway platform at the time fixed for attendance. On
entering the van, he must help the sorters in arranging the mails and
articles ; he must stamp any articles made over to him for the purpose,
assist in packing, tying and sealing bags and facing articles for sorting
and examination ; and perform any other work of a general nature
that may be required of him.

158. Van peons to be properly dressed.—When on duty van peons
must be neatly and cleanly dressed in uniform.
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CHAPTER 7
INLAND AIR MAIL

[N.B.—All rules in thiv VFolume amd in pthe Post Office Manual,
Folumes V ond VI, wmless there fv anything repugnamt  In the  comiext,
afse apply to afr mafls. The following ruler arve therefore meamt ax an
addition to, rather thon fn suberfnetlon af, these rules.)

159. Articles which can be sent by air mail.—Articles which can be
senl by air mail, rates of postage and other conditions applicable to such
mail are given in details in the relevant section of the Pawt Office Guide.

160. Quickesi means (o be adopfed.—-The quickest means of trans-
mission available should be utilised for the convevance of mails prepaid
for transmission by air. As a general tule, such articles are given air
lift to their destination or to the point nearest their destination to
which an air service is available. If, however, it is found that in any
case transmission by the surface route would be quicker, it shonld be adopted
notwithstanding the fact that air surcharge has been prepaid.

Exception —This rule, however, doss not ppply in cases when Phillatelists” ocovers
are hpnded bo the post office or mnil office for eanvevnnce by a specificd aiir route or mir line,

161. Air mall bags.—{1) Blue bapgs of a special light material
zre fabricated for use as air mail bags. Only the prescribed blue air
mail bag of the approprigte size should be used for closing air mail.
Where the number of letters is very small, paper covers (Lab.-107) of
the appropriate size¢ should be used instead of bags.

{2) Air mail bags are meant to be used exclusively for closing of
nir mails and offices or sections receiving these bags with mails, should
unless they have to use them for closing their bags to that office,
return the empty bags by first surface mail to the despatching office.
The postmasters and head sorters will be held personally responsible
if any official of his office/section is found misusing any air mail bag.

162, Cancellation of superscription “By Alr Mail”.—Whenever it has
been provided that an article paid for transmission by air mail has to be
sent by surface route due to its redirection or return, the superscription
“By Air Mail" or its equivalent appearing on the article should be scored
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out by means of two thick horizontal lings drawn ncross such SUperscTip-
tion.

163, Treatment of alr mails in éase of aceldenis to an acroplone.—
(1} When in conssguences of any - accident en route, 4n acroplme
carrying mails is unable to continone fic Journey and csll at the prescribed
stopping places, the stafl on bourd must deliver the mails to the R, M. 8.
or the post office, ncarese to the place of the accident or to the office
most suitzhle for reforwarding the mails

(2} The office receiving such muils must first check the maild pnd,
if'’ necessary, repair such correspondence as might hive been damaged.
It should then forward the mails to the affices of their destinption
by the quickest available wir or surface route.

{3) The mail office or the post office, & the case may be, musl ¢om-
municate, by means of an error extract, the particulars of the accident
as ascertained from the pilot or other responsible official of the meroplone
and the result of the verification of mails made as well 48 the measures
taken to dispose of them to the offices of destination of the air mail s
patches, il they are inland offices ; and, if they are foreign offices, m the
Bangladesh offices of exchange for similar communication to them. A copy of
the error extract should besent 1o the office of origin of the mails {through
the office of exchange, if necessary). T however,ibe office concerncd happens
to he the office of exchange, it will communicate with all such oifices direct.

(4) The operating company is liakle for all the ecxpenditure  incurred
by the post office in aording any relief in bringing the mails from .the
landed plane to the muil office or the post office, in the reforwarding
of the wails by the fatter und in the convevance of the mails fo the
wrporls. of destination. The expeaditure incurred on these -aecounts
by the offices cancerned should he reparted fo the head of the circle
for recovery Irom the operating company.

{3) In the cuse of an accident to a mail-carrying meroplane which
resulls in dts total destruction, that s when the entire crew of suth m
plane is killed in the accident, the Civil Aviation nuthorities will Infarm
immediately the head of @ postal circle abont the socident who  will then
immediately direct a Postal officer to procesd to the spot at once along
with the party of the Civil Aviation Department, &0 that the salvaged
mail, if any, can be taken possession of by the Postal officer on the
spot, and déalt with according to the rules, It will alss be the duty
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of a head of a circle as well as of o divisional superintendent in whose
jurisdication such an accident occurs o get himself in touch with the Civil
Aviation authorities immediately he receives information of the accident,
either officially or through any other source, and the divisional superintendent
will arrange (o accompany the Civil Aviation authorities to the spot and will
take further action for the disposul of mails ax mentioned above,

MO ~—Ruled in chapier 10 of ihe Pow Offce Mo, Yolume VIIL apply o
such cases.

164, ‘Trestment of overcarried or defalned moll.—{1} When the fAight
of an nircraft is interrupted 3o as to delay the mails or when, because
of unnvoidable circumstances, the wirerall connol land @t a scheduled
destination, the mails are reforwarded to their destimation by the nearest
post office or mail office by the quickest means availahle. A reporl
of the occurrence should also be made as provided for in the previous
rule. Similarly bags which have been overcurried, through an error by the
aeroplane, will be handed over at the next port of call and should be raken
over and disposed of expeoditiously as provided for in this rule.

{(2) The incident shoulkl be noted in the rough note-book and daily
report indicating particulars and disposal of bags and copics thercof
forwarded to offices of origing, destination, the Divisional Supeérintendeont
and Senior Superintendent, Foreign Post, Dacea.

{(3) Cases wherein the Alr Company has failed to hand over such
mails to the nenrest post office or mail office and disposed of the mail
at their own discretion thereby delaying the mail should be reported
by the offices which exchanged mails with the Air Company to their
Divisional Superintendents.

165. Cluss of afr mafl bags.—{1} The Tollowing clisses of hags nre
carried by air mal :
{1} Mail bags (D cless) incloding registercd letter mail only (hath
sorting and station )
(/) Packet/letter bngs : containing wonregistered articles of the
letter mail ;
(iif) R.P. or R.B. : containing registered articles of the letter mail ;
(fv) Parcel bags : containing articles of parcel mail ; and

(v) T.B. : V. transit bags as defined in rule 33 of the Post Office
M, Volume V.
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{2y It should be bome in mind that carriape vharges for articles
of letter mail and parcel mail articles are different and therefore arcticles
ol these two categories should always be enclosed in separate bags,

(3} Empty bags should on mo sccount be sent by alr mail.

1o,  Regivtered bog.—Registered bags should invariably be enclosed
m the mail bag concerned. But if circumstances warrant the despafch of o
registered bag outside, the label or the cover should be conspicuously marked
in thick red inkletters with the superscription "Repgistered Hap”. Repistered
bags containing insured articles should on no account be seat cutside,

167. Parcel bag.—Parcel baps should be prepared as prescribed for
surface parcel mail (rule 91 of the Posr Office Mamee!, YVolome V), The
label of the bags should, hiwever, show particulars as described in rule 170,

I6R.  Insured parcel bag.—Insured bag should be despatched enclosed
inside the parcel bag. It should be closed and sealed in socordance with
rule 82 ol the Por Offce Manual, Yolume ¥, Tt should be carefully noted
that only the prescribed nsured bag Iebel is used with an insured label
(R.P.-20) securcly pasled over lt. When an insured bag is despatched
vutside a parcel bag, the bag after being closed in the manner prescribed in
rule 92 of the Post Qffice Manual, Yolume ¥, should be enclosed in ano-
ther sack which should bear the usual label of o parcel bag mnd elossd and
sealed as prescribed in rule 91 of the Past Offce Mol Volume: V)

169, Tramsit bap.—IT there are more than one bag (including paper
cover) for the same station, whether meant for that office or i transit
through that offfiee or bath, o transit bap should be prepared, It
should, however, be noted that use of nny bag other than Blue ale mall
bag iz prohibiled, and also that no parcel or lnsured parcel bag i
i peluded in a transat bag contnining letter mail bags. Scparate fransit bags
may, however, be prepared confaining only parcel or insured parcel bags.
When such s transit l'.'utg % prepuered the word “Parcels” shoubd be cons-
pjc:uu-u_-.[;.' wrillem on the Iobel of the tromsit bag and  weight al the
transit bag should be entered under the column of weight of parcels,

170 Closing of bag.—Air mail bags should be closed as prescribed
by rule 130 of the Post Offce Monual, Volume ¥V, with the exception
that thin stout (wme shoold be gsed in closing such baps.  Where lead
seals are wvsed for sealing air mall bags, the kind and size of twine
specificd for use with the lead seals should be ased.  Special coth lined
ar thick cardboard label should be psed. The indication “Adr Mall"™ s
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is cither printed on the label, or a blue air mail label should be
pasted securely over it. [t should also indicate the class of mail, office
of destination with airport at which the bag is to be off loaded, name
of airline or the number (or date) indicating the particular flight and the weight
of the bag in lbs. and ozs. It should be date-siamped on the reverse.

MNore.—The colours of tag labels as prescribed for surface mail should be used
for mir mail also,

171, Extra bags and plural mail bags. Extra air mail and plural
air mail bags are prepared and despatched in the same way as surface mail.

172. Preparation of air mail way bill.—{1) Air mnails are carried in
charge of the official of the Air Company and no mail is, therefore,
despatched without a mail list which is called a way bill [from M-57 (a)].
Way bills are addressed to office or mail agent of the airport of
destination and a separate way bill should be prepared for each port
of call for which there is mail

{2) A specimen of the air way bill is given below. Care should
be taken to fill in the particulars of a bag in the approprialte column.
Separate way bills should be prepared for bags containing first class
mail and for those containing parcel mail artjcles even though they
are meant for the same station.

BANGLADESH POST OFFICE

AIR MAIL WAY BILL

Frissa To
Despitch No.————Dhats— by ight WNo.
Office | Office of | No. uf bags | Weight of bags
of destination , e
arlgin Letter maoil Parcel hags Leter mnil Parcel mail
1 i |

i
Biags '[’npﬂ T.B. |an¢1!

||:-mrm bags | bags |T.H.si Lbs. ozs. | Lbz. ozs.
L | | |

| 8 9

| 2 Jdﬁiﬁ|1"
' |
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Datesiamp Hignoture of Signatore of Sipnature of Die-smamp ol
al despatching desputching the pilet (o be receiving recelving
ollicw | alliclal givan o DOk uificial office
anlyl

(3 Five copies of way bills are prépared. The pencil copy alonp
with twa carbon copies shoukl be presented to i representative of the
Air Company. The two carbon copies should be handed over to him with
the mail and his signatyre obtained on the pencil copy. OF the remaining
iwo copies, one ench shoubd be seni by the despaiching office by the next

gir mall to the Senior Superintendent, Foreipn Post, Deceg.  Superinfendent,
Sorting and Adr Division, Dacca,

w4} At the port of destination, one carbon copy of the way bill
will be handed over along with the mails to the departmental official
who will ‘be required to sign for receipt on the other copy of the way
bill which will be retained by the Air Company for claiming freight,

Nom.—Reoztipt for the baga recelved may alao be ghen on the mandfest of the
Aar Company, if they so desire.

173, Immedipte  cxnmingtion pnd  verification of mails.—{1} The
immsdipte examination of mails handed over By the representative of
the Air Company iz of the utmost importance. The Postal official who
takes over the mall should carefully examine the condition of the bag
cord and seal and; il there 18 any doubt, or il there appears to be a
marked variation in weight of any bag, he should get the bag weighod
in the pressnce of the représsntative of the Awr-Company. The ascerfained
weight of the bag shoold be noited on both the copics of the air way
bill and atbested by the representative of the Air Compony, as well o8 the
Fostal officinl, unless no dillerence in weight is defected on ociuel weighment,

(2} When a bapg or its cord or scal is damaped or bears signs of
tampering with, the bag should be got opeded in the presence of the
representative of the Alr Company end uwnbess the contents are Found
i be correct, an inventory of the coptents of the bag, or of the article,
as the case may be, should be prepared and signed by the two officials,
The dameged orticke should be protested in the usus]l manper and
placed in the bag, After the articles have besn checked and placed in
the bag, it should be closed and sealed, A remark should be recorded on
the lakel of the bag indicating the action taken and the reason theseof,
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(3) Whenever a bag is opened for checking and is reclosed an appro-
priate remark should always be recorded on both copies of the way bill
and attested by the Air Company and Postal Officials.

(4) The occurrence should also be noted in the error book or the
daily report and an extract of the esror should be sent. to their
Divisional Superintendent and also to Senior Superintendent, Foreign
Post, Dacca, for information and necessary action.

(5) All Air Companies have their security staff at important airports
and any irregularity noticed should be brought to their notice. Where

there is no security staff, the pilot of the plane should be informed
of the irregularity.

(6) Once the mail has been accepted without any reservation, the
Air Company is free from all responsibility.

16—
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APPENDICES ‘A’
RULES RELATING TO CAMP ARTICLES

N.B.—These rules are applicable only to the camp articles of high
afficers for whom speclal bags are made.

1. Object of addressing correspondence “Camp”.—The object of
addressing correspondence  “'Camp’, without the addition of any post
town, when such correspondence is intended for high officers on tour,
is to allow of its being delivered without delay st any place where
the addressee is at the time. To enable this to be done, it I8 necessary
that the Railwny Mail Service should have exact information of the dates
on which the officers concerned will wrrive or halt at stations in their
divisions : this information will be furnished to the superintendent, in
the form of a tour programme, by the head of circle concerned.

2. Tour programmes.—<{1} When the head of a Government or
Administration or an officer enjoying the privilege of a special bag is about
to proceed on tour, & programme of the tour will be furnished to the
Superintendents, R.M.S,, concerned, showing the dates of arrival at,
and departure from; each station. [If the programme shows that the route
or a part of it selected for the tour is off the railway line, the Postmaster-
General concerned will at once inform the Superintendent, R.M.S. at what
railway stations special bags for the camp should be delivered by sections ;
the Superintendent should issuc 8 B order accordingly, and send a copy
to the Postmaster-Gieneral and to other superintendents, if necessary.

Morh—See porageoph (13 of exeption below rule 5.

(2} The following list shows the officers of the Post Office whao

will receive tour programmes, and those to whom they will communicale
the programime in each case @

Officers who will Officers to whom  the lour pro-
receive the lour pramme  will be  communica-

High officers programmes from  ted by the officers named in
ihe high officem coalumn 2
named in golumn 1 :
: : s L 3

All beads of cirele. (The pro
gramme will be commuypnica-
ted by the heads of circle to

the Controllars of Post Offices
| and Superiniendents of Post
| Ofices and Railway Mol
. Service concerned.)

President i Director General,
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receive the tour

| Officers. who will |

Officers to whom the

programme will

tour
be commu-

High officers programme from | nicated by the officers named in
the high column 2
officers named in
column 1
|
1 2 | 3
| |
All Ministers . Director General

Speaker, NMNational Assembly ...

Do.

Commander-in-Chief, Bangladesh }Pmtmnslnr-ﬂnnc.

Army.

Chief of Staff (Army)

ral, Dacea

| Do.

—— e ———

All head of circles. (The pro-
gramme will be communica-
ted by the heads of circle to
the Controllers of Post Offices
and Superintendents of Post
Offices and Railway Mail
Service concerned.)

Dao.

Do.

Do.

| 3. Issue of B orders.—(1) Immediately on receipt of a tour programme,
the superintendent should issue a B order, detailing how camp articles
are to be disposed of and what special bags (if any) are to be closed
and where they are to be delivered by each section and office each

day during the tour.

Ordinarily, the section or office which will deliver

the special bags will be the only one which will close such bags.
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(2} In issuing & B ocder, the superintendent should be guided by
the lollowing insiructions. Only camp articles of the [fetter mail which
are not insured will be imcluded m specinl bags. Insured V.P. and
parcel mail articles and money orders which cannot be included in
these bags will be despolched to the post office by which the addresses
i, or can be, served at the time ; and the B orders should menlion
how these classes of articles should be sdisposed of,

HoTe | —%ee exception below rule 3,

More 2—S8ee note below rule 47 of the Popd Offffce Movug!, Yolume ¥, sod
note b below rule 162 of the Pesr Cffce Mamead, Yolume VI

4 Isswe of teur orders—On receipt of the B order from ihe
superintendent, the record {or sub-record) clerk must issue daily during
the tour to esch set of the several soctions attached to his office o
tour order m the prescribed form containing instructions for the disposal
of camp articles aod specinl bags during their next trips, oot and in
Tour orders shoull be signed by the record clerk, aod made over 1o
the officials in chorge of the sets with their work-papers. The record
clerk 15 persvoally responsible that the tour orders are correct and that
they ware thoroughly understood by wll the sorters of the set

"More |, —See notes below rule §,

Mo 2.—<The sub-record clerk should issee similar insfructions to cach éed of a
makl office.

3. Sorfing wf caip arpicles,—{1) It is not necessary that sorters
should know the names of the persons accompanying the head of a
Ciovernment or Administration or any high officer entitled (o the privilege
of receiving a diréct bag on tour. Sorters must always be guided by
the destination marked on an article | as far as they are concerned,
il 18 immualerinl whether the addressee of o letter directed to “Camp™
is_ut the camp or not. Every article must be sorted according to its
address. An articke which is addressed neither to a post town nor “Camp”
will be senl (o the headquarters station of Lthe officer concerned.

(2) A hst of the persons accompanying the head of a2 Government or
Administration on tour will be furnished only to (4) the Superintendent,
Foreign Post, (&) the local Returned Letier office, and (¢) the post office
at the headguarters of the Government or Administration concerned,

(3) When -articles addressed “Camp” or “Camp Post Office” are
received by an office or sedlion which has not beca specially instrocted
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how to dispose of them, or which does not possess any aothembic
information regarding the movements of the “Cemp”, or the “Camp
Post Office”, the articles should be forwarded ““ouiside™ in the case
of unregistered articles. of the letter mail and in the ondinary way,
il other cases, (o the frst sorting office or =echion on the rouie to
the headquartérs station of the addressee, or direct o the headquorier
station if no socting office or section infervenes,

Evcoprion. —=Where the Deaod of o Local Government has been piven 5 Camp
post offiee, the Postmaster-Oeneral will arrangs that the coples of the tour programme
senf (o him shonld be sccomponied by an equal number of copies of the st ol
the dowr parly. He will s2nd o copy of ihe tour programnose and & copy of the
list of the tour pariy o the Superimendenis of the B.M.5, Division concerned.

(21 In such casss, the supshntendent will includs the 1od of the tour party in his
B odder and Instract the ssctons which are to close special bags on the following Hnes -

() OF the Comp post office acoomparies the head of the Local Govermmeni.—All
articles. of the tour party nddréssed “Comp™ dr "Camp Post office™ shomld
be enclosed in the mail bag for the Camp Fost office. while all other
articles  addressed VComp™ or “Camp Poai Odfflee’ shoold be picked out
from the bag imle which they will hawve been soried and, withoul formal
redirection, either be enclossd in the mall bag for the beadquarier post
office or traosferred to il section which closes that bag

) 0F the Comp posd office remiaing belind ol fecdgiariers.—All articles for the
fous party addresssd “Camp™ of “Camp Post Ofice” should be picked
cait feond the “Camp” artichks and enclosed n g speciol bag for the tour
parly which sheukd be forwandsd in acoprdance with the tour progeomme.
Al ke other artbcles  addressed “Camp" or “Camp Post Oifice™ shoald

glifier be sanl in the bag for the Comp post office st the hesdguarters
statton @ lramslered fo the seciiom which closes thal bag.

6. Closed bagy from secrefarial offfces.—Frequently correspondence
will be despatched from the Secretarial office at headquarters to the camp
of the head of the Government or Administration, such correspondence
being handed over to the R.M.5. in a closed bag addressed ““Camp™, but
if the headquarters post office closes bag for the camp, the Secretariat
bag will ordinarily be sent to the post office, and placed in the bag
despatched by the post office. Such bags should be treated as special bags
end detailed in 6 special mail hst. The instructions contained i the
superiniendent’s B order will govern the delivery of such baps.

7. Comients «of special bogs—A spocial bag closed by the R.M.S.
may  contain  only wnregistered and registered articles of the letter mmil,
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tho latter being entered in & registersd list if there are no registoned
articles u blank list must be placed in the special bag.

More,—Nee puragraph (1) of role 3.

B. Delivery of special bags—{(1) The tour programme furnished 1o
the superintendent under rule 2 (2) will specify the railway stations where
specinl bags are (o be delivered, and the superintendent will be guided by
these instructions n preparing his 0 order under rule 3. Oedinarily,
special bags should not be delivered late at night, i. e, ahter 21 hours,or
very early, in the morning ne., before & hours, or at small roadside stations.

(2} When delivery of n special bag is to he made direct to the addressec
by the R.M.5., the officia]l 1o whom this duty is assigned will be specified
i the superintendent’s B order, and he will see that o receipt for the bag
i3 taken on the mail list, that the empty bag is recovered, that the registercd
list contained in the bag iz obtained, and that the kst is signed by, or on
behali of, the officer concerned in token of receipt of the registered
articles detailed Im i, The mail list and registered list shoold be filed
with the work-papers of the set which prepared the mail list

9,  Resporisibifiiy fu respect of special bags.—{1) The superintendeni
will e held responsible that proper srrangements are made Tor (he
safe and correct disposal of mails for high officers.

{2) Special bags for the President should be tnken charge of and
delivered by nn inspector or other responsible official specially deputed
for the purpose,

{3) Epecial bags for other high officers will ordinarily be made over
at the mmilwoy station of delivery by the hend sorter of the section
concerncd to the record or sub-record clerk who will deliver the bags
to the nddrossees, If o special bag iz deliverable at n stalion where
there is no record or sub-record office, the superintendent should request
the Postmnster-General to depute an official to take delivery of the bag
from the head sorter. The superintendent, however, is allowed to ose
his own discretion in specinl cases in which it may be advisable o
make arrangements other than those described in this clause for the
transmission and delivery of these special bags, which should, on no account,
be seni a% occasional despatches onder the weighment system.

17—
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(4) The superintendent will be responsible that all B orders issued
are intelligible and correct in every particular. The record clerk will
be similarly responsible for all tour orders that may be issued by him.
In cases of doubt, the superintendent should refer to the officer from

whom the tour programme was received.

NoTeE.—The instruction in paragraphs (1), (3) and (4) of this rule apply also

to the disposal of inward and outward foreign mails for and from high officers

other than the President.
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APPENDIX "B’

RULES GOVERNING THE RELATIONS BETWEEN HAILWAY
ADMINISTRATION AND THE POST QOFFICE TN
REGARD T TRAIN TIMINGS

I. These roles prescribe the procedure fo be followed in ordinary
circnmstances In connection swith changes v the farliy of pazsenger
fraing, The procedure: is designed in the interest of the pablic as
réprésented by Railway Administrations on the one hand and by the
Post Office on the other ; ood the time hmiis lawd down in the rules must
not be curtailed or exceeded (a5 the case may be) suve in unforeseen,
unavoidable, ar ather very exceptional circumstances, £ 7., changes necessita-
ted in the running of trains owing to the permanent way being insecure
involving o reduction in the speed of trains, or owing o3 washaway, or the
sudden shifting of & ghat line or slation involving the adoption of a different
and perhaps longer route, and the like. In such cases the utmost
notice possible shonld be given 1o all concerned as provided for in rhese
rules, the circumstunces being explained and acceptance assumed,

Z. Bailway Administrations are bound (o give the nolice prescribed
in fules 5, 2 and 12 below to the officers of the Post Office {shown
in colamn 3 of the accompanying statement) ol any mnew time-tables
proposed in the cuse of coaching trmms and the conssquent mlicration
of timings in the connecting hranch irains.

This notice should be given by or on behall of the Agent or the
Maonager of the Railwoy as the case may be. The notice should specify
the dale [rom which il is desired lo introduce the pew time-fables of
changes and should give the suggested times of departure from and arrival
at terminals, junclions and important sations, and, in the case of
through services, at stabons where maeils are received or deliversd.

MoTE.—Special aitention s direcied (o dhe M.B. gt the Iwad of (s  QcCOmMpPANYING
slatement.

3. The Post Office may proposs the introduction of 8 oew mail
service or the alteration of an existing serviee ; provided that, when
such n proposal affects an existing throwgh miail service as distinguished
from other through services, it shall be made only by the head of
circle within whose jurisdiction the major portion of the railway line
liecs and who is principally concerned (who shall be the sole channel
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of communication), to the heads of the traffic department of the res-
pective lines, The head of circle will determine from time to time
and communicate to the respective Traffic Managers or Traffic
Superintendents, the services which are, for the purposes of these rules,
to be considered througlt mnil services, and he shall, under the
Director-General, be the finnl Postal authority in respect of such services,

4. In all cases n sufficient interval should be allowed before
approved changes are brought into force to enable the Post Office as
well as the Reilway or Railways affecied to moke any arrangements
that may be required gnd when more than one Railway is concerned
the changes should, whenever practicable, be authorised for simultaneous
intreduction on all the Railways affected.

5. When it is proposed by the Railway authorities—

(@) to introduce an additional, or to extend, curtail or discontinue
an existing throwgh mail or passenger service on which the Post
Office pays, or is likely to pay for postal accommodation, or

(&) to revise the timing or routing of any such scrvice so as to seri-
ously affect the existing hours of departure from or arrival at
the terminal, junction, or important stations.

the Railway Administrntion propesing the change shall notify its proposal
al least three months before they are to have cffect to all the Railways affect-
ed or likely to be affected and glso to the Postal officers concerned.

MoTe.—Propasals relating to any other change which it may be desived 1o make
in ‘nn existing shrough sérvice may, at the option of the proposers, be made in
accordance either with rofes 5 o 8 goverming  through services or with mles 5o
11 mowerning mher services, provided that in the Intrer case role 12 shall not  apply
to proposals made under this note.

6, [Deleted.]

7. If there are any points of difference, the Railway Administration
originally notifying the alierations shall, within six weeks of the date
of issue of the notification referred to in rule S5, convene a conference
of the Railway and Postal officers concerned to settle matters finally.



133

8. The instructions in the preceding rules 5 and 7 apply also, mtatis
oy, to proposals affecting dhreugh mail or passenper services made
by the Post Office, the notification referred to in rule 5 being in such cases
issued by the head of circle within whose jurisdiction the major portion
of the railway line lies und who is principaily .concerned,

% When it is proposed by the Railway awthorities:

{a} to extend, curtail or discontinue any other existing coaching train
service by which malls are carred, or

(5} revise the timings of any such service =0 a5 to affect the hours of
departure from or arrival at stations where mails are received
or deliverad.

the Raoilway Administration shall notify ity proposals, at least one
maonth before they are to have offcct, o the head of circle conesrmed.

10. The Railways and Postal officers shall, within a week of the
receipl of the nofification referred to in the preceding rule, reply 1o
the Railway Administration cither accepting or suggesting such modifi-
cations as their interests may require.

1l. The instructions in the two preceding rules apply nlso, muratis
miutandis, to proposdls nffecting services of the kind mentioned made
by the Post Office, the notification referred to in rule 9 being in such
cases issucd by the head of circle within whose jurisdiction the maior
portion of the railway line lies and who is principally  concerned.

11, Proposals relating to any other chansges which it may  be
desired to make in an cxisting coaching train service, which iv mor a
through service. whether such a service is used by the Postal Department
or not, should be similarly notified at the carficst possible moment and
it showld be said in the notification issued in soch cases that unless
objection is taken to the proposals within 8 certain time—the time
being specified and a sufficient interval allowed for & reply by post—
the proposers will assume that their proposals are sccepted.

13. When it is proposed by the Railway authorities to mtreduce
an additional coaching train which &5 wol a trowgh frain 1L will oot
be necessary to give prior notice of the proposal to the Post Oifice.
MNotice shall be given as soon as convenienl and in aoy case tho Post
Office shall be notified of the introduction of the new train,
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14. When important changes usre proposed, Local Governments
within whose jurisdiction the changes are to take cffect should be
advised by the Railway authorities before final oarders are passed.

15, When a new line or section of Railway or an extension of existing
line is about to be apened for public traffic, the Railway Administration will
advise the Director-General of Post Offices, neoordingly, mentioning the ter-
nunal stations, the distance between them, and the probable date of opening.

16, Notice of the intended opening of the line shall also be piven by thie
Railway Administration which is to work the new line or extension to the
head of the loval Postal circle (Postmaster-General), snd (o the Director-
General of Post Offices, Dacca.  The names of the other Postal officers,
who hive been notified, should be mentioned in the notice sent to the Direc
tor-General under this rule.  The notice shall be issued six weeks in advance
of the expected date of the opening of the line and shall contain information
as to that date, the names of the stations with the distance between them, the
junctions (if any) with existing lines, snd if a time-table cannot then
be furmished, the hours of the departure from, and arrival at, the
terminal junction and other important stations likely to be adopted.

MOTE~The =stalement appended should be cofdulied an to the head of the lacal
Postal circle 1o whom notice is to be given under ithis rule.

17. If a time-table cannot be furnished with the notice referred to in
the preceding rule one shall be supplied as soon afterwards as possible,

ih, If any conflict of opinion between Railways or between Railways
and the Post Office in regard to the timings or routes of through
mail trains is incapable of reconciliation by correspondence or meelings,
the question shall be referred to the Railway Board.

19, In view of the serious inconvenicnce in frequent changes in the
timings of traing, revision should, as lar as practicable, be anthorised only—

(@) m the case of important changes in through services—every six
months, viz., from the 1st March and Ist seplember ;

(&) in the case of other changes in through services—every three
months, viz, from the Ist March, Ist June. 1st September or
ist December : nnd

(¢} in the case of other servicesi—from the first day of & month ;
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Provided that the final authorization of approved revisions is notified
to all concerned (including the Postal officers shown in column 3 of
-~ the - accompanying statement) not less than one month before the date
on which the revisions are to have effect in the case of (@) and (b)
and 10 days in the case of (¢).

Statement showing the Postal officers to be addressed under the rules b y
Railway Administrations, with a list of the conirolling authorities.

N.B.—In addition to the Postal Officers designated in column 3, intimation should
be given in all cases to the Director-General of Post Offices, Dacca, and it should
be stated in his intimation when the local Postal officers concerned were advised.

Designation of Posial Officers
Serial | Name of Railway to whom intimation Controlling authorities
No. should be given
1 2 3 4

'\ (1) Postmaster General, Chief Traffic Manager,
| Eastern Circle, Dacca. | Bangladesh Railway,
I | Bangladesh s ) Chittagong.

. (2) Postmaster General, Do.

g Western Circle, Khulna
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List of work-papers

e —— = e — —

issued to sections and mail offices, showing

Name of lorm

1. Daily report

MNoTe.—The daily report is compiled by
the head sorter, mail guard or mail agent
from noles of irregularities, elc., taken by
himself and the other sorters during the
working hours of the set, and is writien
up, by the head sorter, mail guard or mail
ageonl during atiendance hours.

2. Return-train bundle labels

3. Registered abstract

Nore.—The names of the offices and
sections from and to which registered liﬂsl
are due should be entered inink in the [ul'li
and right half respectively of the appropriate
column of the abstract in the order in which
the list will be received and despatched.
The names of offices and section from and
to which registered bundles are received and|
despatched should be entered in pencil
below the due lists at the time of receipt or

the hours and during
Sections and mail DURING
offices to which issued
In this column the
abbreviation—
5.5.=58orting Sections.
T.S.=Transit Sections. Stamps 1o be
5.M.O.=Sorting Mail impressed
offices.
T.M.O.—Transit Mail
offices. '
2 3
Railway Mail
SS8.T8., 5.M.0 Name-stamp
T.M.O
Date stamp (in
the case of sec-
tions, of both
| the our and
in-trips,
58, Date-stamp ...
5.3, S.M.0O, T.M.O. Name-stamp...
{authorised to book
registered articles).
Date-stamp...

—

= T e

*In the case of sections, the name-stamp of the out-trip should be impressed in
scored through with ink, and if the type is 2 movable one, it should not be used.
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stamp to be impressed and the entries to be made during attendance
working hours

ATTENDANCE HOURS DURING WORKING HOURS
|
Entries . Entries to be made in
Entries to be to be made | Stamps Entries 1o be| blue pencil by sec-
made in ink in black to be made in black ' tions, or in ink
pencil impressed pencil by mail offices
4 S 6 [/ 8
Service Forms ‘
By Sect . By Mail offices—(As
All entries in column 7.)
(See note in under the head
column 1.) “Sorters mm-|
prising the |
. set™.
Date-stamp By sections.—All en-
(on return- - tries  including . signa
train bun- - ture (on return-train
dle labels : bundle labels des-
received). . patched and received).
All offices and All remaining entries.
sections from
and to which
registered  lists
are due.
(See note in
column 1.)

o —

the space provided at the head of the form, and the word “Out” should be hAeavily

18—
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APPENDICES APPEN
Sections and mail -offices DuRrInG
to which issued .
In the column the abbre-
viation—
Name of form 5.5.=Sorting Sections.
T.8.=Transit. Sections Stamps to be
S.M.O.=Sorting Mail impressed
offices.
T-M.O.=Transit Mail
offices.
| 2 3
Railway Mail
4. Parcel abstract ... e | 5.8, S.M.O. MName-stamp...
NoTte—The note in this column under
registered abstract applies mutatis mutan-
dis to the parcel abstract.
Date-stamp...
5. Notice of misconnection ... - | 85.5. SM.O.
Note.—This form is only used under the
circumstances explained in rule 10 where
instructions are also given as (o the manner
in which it should be prepared.
6. Sectional mial list (in duplicate) ... | S8.TS., MO, Name-stamp®
T.M.O,
Date-stamp*
|
|

*This stamp should be impressed on each form separately, before the book of forms
4This stamp should be impressed on each form separately, the carbonic paper being
+These entries should be made on both forms at one process by means of carbonic
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ATTENDANCES HOURS

Entries Entries to be made in
Entries to be to be made Stamps Entries to be blue pencil by sec-
made in ink in black | to be made inblack | tions, or in ink
pencil impressed pencil by mail offices
L. |
4 5 6 7 8
Service Forms
—(contd.)
All offices and - All remaining entries.
sections from and
to which parcel
lists are due. '
(See more in
column 1.)
(See nate in co- (See note in o See note in column 1.)
fumn 1.) columm 1.)
Offices or | Date-stamp | All remaining | Signature opposite to
sections of | (on section- | entries (on “R. 0." (on sectional
despatch al mail listy | sectional mail | mail lists received).
and desti- | recefved), lists despatched)
niation of
due mails
nndprem-ib-!r-
ed parcel
bags*

J

l

is inserted in the Acme cover.
previously moved out of the way, so as not to be damaged during the act of stamping.

paper.
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APPENDICES APPEN
Sections and mail offices DURING
to which issued
In this column the abbre-
viation—
Name of form 8.5.=Sorting Sections, Stamps to be

' T.S.=Transits Sections. | impressed .
S.M.0.==Sorting. Mail

Offices.
T.M.O. =Transit Mail
1 2 3
Railway Mail
7. Mail abstract ... S8, TS,S8M.0, Name-stamp*
T.M.O.
Date-stamp (in
the case of
sections, aof
both the out-
and In trips)

=

*In the case of sections, the name-stamp of the out-trip should be impressed in the
through with ink, or if the type is a movable one, it should not be used.

#1n the case of sections, head sortérs and mail guards must enter in this space the
by the direction of the trip on that date, thus—"3rd (Out) and 5th (in) March.”
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DIX ‘C'—contd.

APPENDICES

ATTENDANCE HOURS

DURING WOREING HOURS

Eniries Entries to be made in
Entries to be to be made | Stamp Eniries to be | blue pencil by sec-
made in ink. in black |tw be made in black tions, or in ink
pencil impressed | pencil by mail offices
4 5 & 7 ]
Service Form—
contd,
Date opposite to | |Bymrﬁum.~—- By sections—All re-
“for the B | " All entries on | maining entries includ-
at the head of the reverse of | ing signature.
the form.* the form under
Under the head of : the head “De-| By mail offices.—All
“Mails"” on both | tail of unusual | entries
the receipt and bags"”, and alsol
issue sides, the | particulars  of
number of due - due mails with-
mails due as per oul  mail lists |
sorting list, received or des-
Under the head | patched shor
“Bags™ on both | or in excess of
the receipt and | the number en-
issue  sides, the tered ijn the
number of due sorting |st and.
bags due as per | of any dis
due bag lisi ; and crepancy as
on the receipt regards due
side, the number bags.
of empty bags
due to be, and
actually received

from the record

office.

space provided at the head of the form, and the word “Out™ should be heavily scored

dates of trip made both the out-trip and in-trip, each date being allowed, within brackets
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APPENDICES APPEN
Sections and mail offices DurmNG
to which issued.
l In this column the abbre-
viation—

Name of form 5.5.=—Sorting Sections. | Stump to be
T.S.=Transit Sections. | impressed
5.M.O.=Soarting Mail

offices.
T.M.O. =Transit Mail
offices.
1 2 3
Post Office
8. Mail list (in duplicate) ... ... 5§8,TS, SMO, | Namestamp*
T.M.O. Date-stamp*
9. Special mail list (in duplicare) 4. 88, TS, S.M.O., Name-stamp®
T.M.O. Date-stamp®
10. Pink tag labels for transit bags ...! S5, TS., SM.O, Date-stamp.
TlMlGi-
11. Plain manila tag labels for Mail, ... 58, SM.0, TMO. | Date-stamp.
Branch office on registered bags. :
12. Orange tag labels for packet bags ..., 8.5, S.M.O.
13. Blue tag labels for parcel bags < 5.8. S.M.O.
14, Check slip .| 88. 5.M.0. ... | Nameand date-
stamp.

e e |

*This stamp should be impressed on each form separately, before the book of forms

{This stamp should be impressed on each form separarely, the carbonic paper being

$These entries should be made on both forms at one process by means of carbonic

§When registered and parcel lists contain entries of insured articles and parcels for
means of carbonic process.
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DIX C'—contd. APPENDICES
|
ATTENDANCE HOLURS | DURING WOREING HOURS
Entries g Entries to be made in
Entries to be | to bemade stamps Entries to be | blue pencil by sections,
made in ink in black to be made in black or in ink
pencil impressed | pencil by mail offices
4 5 6 7 8
Forms
| Date-stamp | All remaining | Signature opposite
section !'nr (on mail | entries (omn | 'R. O™ (on  mail
}wl!unh in-| lsis re- | mail lists des- | lists received).
tended* ceived). patched).*
Office or| Date-stamp | All remaining Signature above eniry
section to| (on special | eniries (on spe- "“Head of R.O." (ow
which is- | mail lists eclal matls des-| special  mail lists
sued. * received). patched") received).
Name of office or All other entries.
section of desti-
nation. |
Name of office or | All other entries.
section of destj-
nation and class .
of bags. i
Date-stamp All  entries,
Date-stamp All entries.
' All entries.
Initials of the sorter
who checks the arii-

cles of the sorted
bundle and diagonal

check-slips on express

is inserted in the Acme cover.

previously moved oul of the way so as not | be damaged during the act of stamping.

papers.

despatch, they should be signed by the head sorter separately in blue pencil and not b
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APPENDICES APPEN
| Section and mail offices Duming
to which issued .
In this column the abbre-
|' viation—
| 8.5.==Sorting Sections. Stamp to be
Name of form . T.S.=Transil Sections. impressed
S.M.O.=Sorting Mail
Offices.
T M.O.=Transit Mail
Offices.
1 2 3
Post affice
15. Registered list (in duplicare) ... 8.5, 5.M.0.,, T.M.O. Name-stamp*
(authorised to book-regis-
| tered articles). Date-stamp®
I6. Registered bundle envelope S5, 5.M.0, T.M.O. | Name-stamp*
(authorised to book-regis-
tered articles).
17. Parcel list (in duplicate) S.8., S.M.O. Name-stamp ;
Date-stamp*
18. Insured label 5.8., S.M.0O.
19. Money order envelope 5.5.,5. M.O. Name-stamp
20. Unusual bag invoice S.5., S.M.O. Name-stamp
21. Weighment system label |88, TS., SMO.

T.M.O.

Date-stamp

This stamp should be impressed on each form separarely, before the book of forms
This stamp should be impressed on each form separately, the carbonic paper being
When registered and parcel lists contain entries of issured articles and parcels for

means of carbonic process.
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DIX ‘C'—contd. APPENDICES
ATTENDANCE HOURS DURING WORKING HOURS

Entries Stamps Eniries to be | Entries to be made in
Entries to be | to be made | o be made in black| blue pencil by sections
made in ink in black impressed pencil or in ink

by mail offices
I
4 5 [ 7 8

Forms—contd.

Office or | Date-stamp | All remaining | Signature opposite ‘R.
section for | (on regis- | entries (on O." (on registered list
which in- | rered lisis | regisiered lisis received). In rmvaxil

| tended® received), (despatched)* affices also weight of
: the issued envelope.
= Drate-stamp All entries.

Office or Dnlo-ntump All remaining | Signature opposite to
section for | (om parcel | entries (an “R. O." (on parcel
which in- | lists re- | parcel fists | lists received). In
tended.* ceived). despatehed )* mail  offices. also
weight of insured

parcel.

: . Offices or section fo
which the insured
bag is intended. Jfn
mail offices, also

. weight of insured bag

e Date-stamp All entries.

Date-stamp All entries.
Name of office or
section of desti-
nation and of
rallway station.

is inserted in the Acme cover.

-

previously moved out of the way s0 as not to be damaged during the act of stamping.
despatch, they should be signed by the head sorter separately in blue pencil and not by

19—
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INDEX

[This Index has been compiled solely ‘for the purpose of assisting references.
No expression wmsed in it should be considered in any way as inoter-

preting the rules.)

A
Accidents— Rules
Reports regarding— 7
Accounts—
Maintenance and upkeep of—in H.R.O.s s JBIS
Account bundles—
Submission and disposal of— 149
Acknowledgement—
Despatch of an—with every article on which it is due 102
Preparation and despatch of—for registered articles 9]
Sorting of— 80
Acquittance rolls—
Bil‘lﬂjhﬂ ﬂf——-' waE B e T L PR ]'H,I'Ig- 15“
Filling of— ... 18/9, 150
Preparation of— = 18/5
Advances—
Payment of— ks 18/12
Statement of —recovered tn- be submitled to htad of circle am:i audit oflice 18/13
Submission of—to head of circle ... .18/8, 18/9,
149
Articles—
Examination nﬁd packing of —for despaich 84
Examination of—for registration 90
Non-acceptance of —for registration, il believed tu contain a.rtu:ll:s thﬂ
insurance of which is compulsory ... 90
Prohibition against divulgence of information r::p:ming—pnnmg through
5

the post ! soi
Receipt by head sorier nnd enminnuun about mrling and bundling— 62
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Articles—contd.

Responsibility of head sorter respecting receipt of —
Separation of—into paid, unpaid or insufficiently paid—

Separation of—on which postage js due for infringement of cunditiﬂnu

Sorting of—posted in van or mail office

Articles for Railway officials—

Delivery of—at stations where there is no post office

Assistant sorter—
Duties and responsibilities of—

Key of sorting case to be kept in the cu:tndy nr—
Preliminary duties of—before commencement of sorting

Responsibility of—for examination of articles placed in bags
Responsibility of the senior—in a set

Attendance—

Duties of head sorter of a section in connection with—of a set
Time of—of sorters on platform

Attendance register—

Maintenance of an—in record office

]
Bags—

Checking of number of—remaining over from pnt'.-iurus lrips or wurking

hours with that entered in mail abstract i
Completion of the part of mail abstract headed— e
Nature of—for the preparation of mails

Procedure to be followed in case of non-receipt of —

Bag clerk—
Duties of the—

Beat—
Mention of the—of a section in official correspondence

Books—
Supply of—to a set of a section or mail office

EER]

A

61
76
76
BO

67

73
79
75

83
73

51
33

126

137

29

140
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RuLres
Borders—
Entry of—into guidance book . 142
Issue of—detailing how ‘camp’ nnduthnrpmﬂlﬂﬂunddmd m
high officers are to be disposed of . Appx.A, 3
Branch office bags :— Y
Disposal of—addressed to a section or mail office C 60
Sorting of articles contained in— 80
Breaks—
Report regarding— 7
C
Camp articles—
Rules relating to— . AppPX. A
Rules relating to—applicable tn am:]es unl;.r for nfﬁnera for whnm spn:ml
bags are made s .Appx. A
M‘ﬁ— Ly - ma EE R +lihm+hf5
Sorting uf—-umnrdh;tumpm'inunﬂents' orders vi 80
Territorial limits within which instructions relating In——npphr . Appx.A, 3
Cash abstract— 118/11
Cash book— - 2 . 118/10
Certificate of posting—
Granting of— 116
Changing stations—
Procedure relating to receipt of mails at a— 52
Procedure to be followed by sets at— 35
Clossed bags from Secretariat offices—
Disposal of— . APPX.A, 6
Closed well—
Disposal of bags contained in— 42
Examination and opening of— 42
Opening of—at a terminal station W ks 0% 70



RULES
Coaching train service—
Acceptance or modification of the timings of — LLApPPx. B, 10
Introduction of additional—need not be potified l:utht I"nst Otfice ..Appx. B, 13
Motice relating to extension or curtailment of —proposed by Railway
authorities - Appx. B, 9

Notice relating to extension or cmuﬂmt nr—prnpmz-d by Post ﬂl‘l:'lne Appx. !
Motification of changes in—which is not a t]:ruu.h service and is used by

Post Office or not i Appx. B, 12
Contingent bills—
Submission of monthlv—to head of circle 3 149

Cooking apparatus—

Prohibition against conveyance of—in a mail van iB
Cooking in vens—

Prohibition against— wid 38
Correspondence—

Exchange of—between superintendents and head record clerk or sorters ... 141

Mention of the beat of section in— k|

Special arrangement for delivery of —for high nﬂhﬂ'-i LADPX. A, 2

Correspondence addressed “"Camp™—

Delivery of—to high officers on tour : LApPPX. A, 1

Correspondence for regimenis—

Mode of disposal of— 80
Daily reporis— D
Documents to accompany record clerks'—. .. 145
Examination of hend sorters"— 132
Important irregularities and occurences to l:ne nwminntd in 29
Instructions relating to disposal of —of a set . 134
Particulars 10 be included in record clerks— 145
Preparation of—by head sorter v . 28

Third copy of reguisition for extra :n:umnm:lntmn to lnmmpnnar mmd
E‘I‘Mrmﬂlﬂ'kl— g e T =T aiw ?
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Damage—

Prnoﬁdure- to be followed when an article is rmvadbearing m;I r:.f-'_
Date—

Impressions of—on stamps and seals
Date-seals—

Supply of—

Date-stamps—
Supply of—
Deferred bundles—

Preparation of—by assistant sorter
Report regarding non-preparation of—

Delivery—
Prohibition against—of an article to the addressee by a set
Delivery book—

Maintenance of—by record clerk to record communications relating to

Procedure relating to—

Designation— ,

office

—of officials in charge of departments of a sorting section or a sorting mail

Detention of trains—

Procedure relating to—

Disbursement-—
Pay and allowances by H.R.O. e

Documents—
Stamping of —received back from head of the circle.

29

19

19

73
78

141

101
18/6

149
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Dosuti bags—

Use of—as-cover for a station bundle
Use of—for insured letters ...

Double duty—
Due document—

Procedure to be followed in case of nnn-rw:ipt of— ...
Return train label is a— "

Duty—

Counting of spare journey of R.M.S. official in mail van or ordinary

Electric burner—
Supply of—to large mail offices
Empty bags—
Delivery of—to record office ...
Issue of—to head sorter or mail guard
Receipt of —from record office ...
Examination—
Occasional—of sorters to test knowledge in sorting
Examination of work-papers—

Distribution of the duty of—among different soriers ...
Most important duty of a record clerk is—

Exchange of mails— T
Procedure to be followed in the—

Express bundles—

Preparation of—by assistant sorter
Rapmtrm:dinancmuﬁunnfl—

Extension of existing lines of railways—

Notice relating to—to be given to the Director-General I:r:.r Railway
authorities

RuLes

97

18/1

139
32

130
130

41

..Appx. B, 15
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RuLss
Extra accommodation—
Requisition forms for— 21
Extra duty—
Order of record clerks to sorters to do— ... * 122
F
Foreign insured articles—
Disposal of inward—addressed to a non-insurance office 95
Foreign mails—
Disposal of—for high officers ... APPX. A, 9
Hnﬂuoﬂhudupatchnfthnlnwnrd—fmmﬂumhnr 127
‘Precaution for correct transmission of— ... 127
Foreign mail bags—
Personal supervision of the transfer of —by record clerk 127
Foreign mail service van—
Only prepaid unregistered foreign articles to be posted in a— 2
Forms—
Instructions regarding issue of—to sets ... 135
Responsibility for the custody of— 71
Forward bags—
Custody and disposal of —in a section or mail office ... 43
Forward mail lists—
anﬂmuf——rupenﬂn:mihfmlmndhrnnmﬂoumnﬁm i
through intervening sections or offices ... 45
_ L
ﬂn_nnllﬁm—-
Weekly sorting orders—by head of circle ... ©11*
_tﬂm-mmhm&mwmummmmmvmv

20—
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Gold bulhon—

Treatment of inland msmured articles r:mmmmnu—mmng pr:scribed
limit of value

Gold coin—

Treatment of inland rtglﬁlﬂ'ﬂd articles mnﬁmms-—ncned]ng pmsm‘bnd
limit of value

Government Railway Police—
Posting in train by members of the—
Guidance-book —

Entry of B orders into— L
Penalty for wilful removal of a page frw
Supply of—to a set of a section or mail office

H
Hand-bags—

Contenis of—

Conveyance nl'—i::h;nmns 1o tl'H: set of a van
Officials to whom—are supplied

Hand trucks—

Duty of attending to—
Hanging lamps—

Supply of—
Head sorter—

Ehﬂandmntﬂmkhmdw&mﬂmbr~
before quitting van ]

" Duties assigned to assistant snnct apply uqullljr H:l—wlth certain
limitations :

Duties in mnmn mhmmmtmnufmmredbaﬂ

Duties of—in connection with arrangement of articles

Duties of—in connection with attendance of a set of a mthnm‘mml
- office

Duties d—inmmmmﬂmm o

Duties mmmmuﬂ—mmwmﬁmmm hptlﬂi:
opening and closing of mails

RuLes

B s

23
23

153

£8E 3

51

48
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Head sorter—contd. RULES
Duties of—in connection with examination of vans ... 53
Dulhunf—inmnmcﬁmndlhthﬂmmiplnfmmnlmiﬂuﬂdm 106
Duties of—in connection with return-train articles ... 59
Examination and arrangement of work-papers by— ... 68
Examination of sorting compartment by—before quitting van ... 69
Inclusion of station bundles and surplus bags by—in proper bags 62
Inclusion of station bundles by—proper bags 62
Fufmmmnﬂhaduﬁunfnsuh-rmmddﬂkhy—nlnmnﬂuﬁm 25
Procedure relating to the receipt of mails by—at a changing station 52
Responsibility for general supervision of all departments by— * ... 49
Responsibility of—of a sorting mail office in mpact of insured hng and

insured parcel ... i 48
Transfer of soried unregistered anml:s tu-— ; iy B6

Heavy packets—

Hours of business—
Notice of— 18/4
I
Mlness—
Serious or sudden—ofl a sorter . 3 19
Temporary arrangements in case nf sur.ld:n nr smuus—rnf a surtcr 122

India Office special bag—

Disposal of —for Departments of Gwemnwm of Indin . Appx. A, 13
Sorting of the contents of— ... LLAppx. A, 13

Information from official records—

Procedure to be followed when—is required by a Government official 5

Prohibition against the divulgence of— 5
Insufficiently paid articles—

Weighment of—to ascertain postage due ... 76

Insured bag—
Opening, examination and weighment of—by head sorter ik 57
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Insured bundle—
Entry of weight nf—mthaimumdmvﬂopcnr the insured label .
Numbering of — ...
Preparation of— ...

Insurance seal—

Responsibility for the custody of—
Supply of—to a set of sorting mail office nrmnin: m:ﬂnn

Insured letters—
Despatch of—

Disposal of—for places for which town dnlww sorting is dnn: by the
R.M.S. 1P ! S

Interception—
Prohibition against—except under special conditions ...
Interruptions—
Report regarding—of mail service
Inward foreign parcel—
Disposal of insured—addressed to a no-delivery office
I lariti

Explanation of—committed by sorters
List of—to be mentioned in daily reports .

J

Journey—

Counting of —period as duty of R.M.S. officials

Keys—

Distribution and custody of—of different sorting cases of a small office ...

RuLes

983

19,71
19

97

97

14]

18/2

71
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Receipt of—from record office V.
Late-fea—
Treatment of articles on which—is payabie. ..

Late letters—

Treatment of —in transit mail offices
Letter-box—
Treatment of articles posted in van—

List of Bangladesh Post Offices—
Up-to-date knowledge of —

Loss—

Penalty for the—of metal tokens
Procedure to be followed in case of—of an urti::h

M
Mails—

Completion of part of mail abstract headed—

Delivery of—at terminal station
Delivery uf—tuurhrthnhmdmﬂu-nflmiun
Details of—are given in sorting list
Dntrufhudwrtwfﬂrmumnf-fmdm

Exchange of —by an official other than tluhnd:m-tu-lrdub'aulhnﬁmd

-Hours of receipt and despatch of—are given in the sorting list ...
Hours for closing—in transit sections and transit mail offices

L S

Names of stations for receipt and despatch of—are given in mtttng lists .

ol section
Parﬂmhmnf—mhcmﬂmdmmubupmgimiﬂmm
list

Preparation of—for ﬂhpl.ldl in transit Emuunu and lrnmin:m[l ﬂﬁﬂﬂ

Procedure for receipt and despatch of—at stations ...
Procedure relating to the disposal of—addressed to a section or mﬂl

Rules relating to receipt and deepatch of—prescribed for sorting setions.

Iﬂmmﬂnﬁmmmmﬁmlmnrmnmmﬂ offices
Sound and strong bags 1o be used in preparation of— =

RuLes

32

117

1]

14
29

70
41
41

41
41
119
41
41
120
4]
43

114
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Mai| abstract—

Completion of—by head sorier

Entries to be made in— i :

Eutryul'mptyhnmrmdwd ﬁﬂmm:ﬂrd uslﬁttiin— Tiy
{See “"Work-papers™)

Mail agent—
Duties and responsibility of —
Mail bags—
Opening and examination of—

Preparation and despaich of—
Sorting of articles contained in—alter thm recuived in thu van or nfﬂl;:

Mail box
Proper securing of—

Mail guard—

Duties and responsibilities of—...

Euminnlmnnfth:ﬁfnnﬂmc.innﬂnmdimmufnﬂi:}m

required for use by— ™

Final duties of a—before qmttm: van or um

Mail list—

Daily preparation of—for the record office or sub-record office ...

Entry in—of the number of due and unusual mails despatched and
explanation when that number differed from the number due to be

despatched - : s
Entry of unusual mnils—

Preparation of—respecting mnﬂu :I‘upnmd and nmnu in mail tba.rmﬂ

Preparation of separate—for return-train mails s
Spare loose forms of—to be carried by every section ...
Special. See “Special Mail List™,

Mail offices—
Arrangement for work in—on Sundays and Post Office hu-!idays
Disposal of mails addressed to— 2
Final duties of a mail guard before luﬁn:—- ot

Prohibition against leaving of—during Wﬂ!‘ilﬂ.l hnurs
Public business transacted in—

Mails for President—
Duties of superintednenent in connection with—during halts

RuLes

47
40,47
32

112/121

=

35
73

72

112

113
121

a5

45

45
41
41

15
43
121

41

 App XA,
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Mail van—
Duty of a van peon in a—
Final duties of a mail guard before ]ﬁwm;—-
Prohibition against leaving of—during trip *
Moetal tokens—

Costudy of uninsured—
Supply and custody of—

Metal token holders—

Maintenance of a nominal roll of —in head record office
Misconnections—

Notice of—

Report regarding—
Missending of articles—

~ Penalty for habitual—

Missent parcel—

Note to be kept of—on parcel list

Money order envelopes—

Invoice of—at the foot of registered lists and their inclusion in registered
Marking of—as *'Station™ or “'Sorting™

bfln_m:}' orders—

Covers containing outward foreign—to be addressed to Postmasters of
offices of exchange :

Despatch of—in money order unvelnp:s
Entry of the number of—enclosed in a money order envniupa on th= face
of the envelope

' Six or more—for a post o!ﬁnnu bemclmud in nuplratunnwmnﬂmd
“Station™

LR

RULES

157
121
36

125
14

125

10
10,146

74

107

£

£ £ 3%
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Naked lights—
Prohibition against use of—in mail vans
Name-stamps—

Supply of—to a set of a sorting section or sorting mail office

New mail service—

Proposal for the introduction of —
No-insurance office—

Disposal of inward foreign insured articles in—
Nominal roll—

Maintenance of a—of metal token holders ;
MNotice-board—supplied to sections in respect of late FM:S

No. slip—

Definition of —
Posting of—to a registered mml:

Official articles—

Delivery of—

Order book—

Penalty for wilful removal of a page from—
Supply of—to mail office ...

Over-carried parcels—
Note to be kept of—on the parcel list—

] P
Packel bags—
Disposal of—addressed to a section

lumnmfmduplt&nf—lonunrmtmnmwamﬁminwﬂiu

lists

RuLes

38

19

Appx. B, 3

95

125

103
91

67

- 60

daa Ei
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Packet bags—contd.

Preparation and despatch of— :
Receipt to be taken in parcel abstract I‘u:rr—-

Sorting ol articles contained in—after disposal of th-l: contents of bram.h

office bags

Parcel abstract—

Completion of—
Examination of—
Preparation of—

Receipt to be given on—in mpm of pim:d bﬂEb and parnnl ma;l] H.I'tlﬂl-ﬂﬂ.

Receipt to be given on—for parcel bags, parcel mail articles or blank
parcel lists are 1o be delivered at the station or forwarded by the mail

Stitching of parcel lists together and their attachment to—

Parcel bags—

Information as to despatch of—loose or in transit bags is given in sorting
list

in mail abstract
Parcel list—

Note to be kept on—of parcels on which m:knnwledgemenu are due but
are not accompanied by them P

Return of blank—received, to registration sc:-ner

Transfer to registration sorter of blank—{for despaich

Parcel No, slip—
Definition of —
Parcels—
Checking of —and transfer to parwl sorter..

Sorting of—
Treatment of—received loose

Parcel sorter—
Articles to be taken over by—from head sorter before connecting work
Duties and responsibilities of — !

Parcel sorting case—
Custody of the key of —

21—

Receipt of—and grant of l‘ﬁ::l'lpl in paluul lhstrm:t fﬂr—nnd ﬂntr}' nf themm

Rures

73
635

B0

110
132
104
106

109
110

65
63

102
106
109

103

a7
108

105
101

108
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Passenger service—

Changes in the timings of—proposed by Post Office ...

Pay and allowances—

Disbursement of—by H.R.O.s "
Submission of memorandum uf—dlshurs:meut to hr.ad of circles

Penalty—

For conveying prohibited articles in mail vans
For the loss of metal tokens

For not reporting damages to internal ﬁutmgs of a van
For wilful removal of a page from an order book or guidance bmk

Periodical returns—

Submission of—by record clerk to superinicndents
Porters—

Duties of —

Duties of van peons are to be perl‘n.rmed b}r—m matl uﬂim
Duty of attending to hand-trucks to be allotted to— ...
Proper dressing of—

Portfolios—

Conveyance of—belonging to the set to the van
Safe custody of— 3

Supply and contents of—

Postage-doubtful articles—

Definition of—
Examination and disposal of—[ Deleted—(See rule 76) ]

Postage-due stamp—

Not supplied to a transit section ;
Supply of—to a set of a sorting section or saruug mail nfﬂu

Posting in trains—

Rules regarding—of prepaid unregistered articles in trains

RuLes

Appx. B, 8

18/6
18/8

38
14
33
20

144

151,152
155
153
154

34
=
21

82

19, 118
19
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RULES

Post Office holidays—

Relaxation of work on— 15
Practice sorting—

Of a sorter during his rest time 13
President’s foreign mails—

Amn#m:ntr. for acceptance and delivery of— . i Appx. A, 11
Press packets—

Delivery of —addressed to Railway book-stalls or recognised news agents 67

Primary and secondary system of sorting— o 111/1-15
Private lamps—

Prohibition against conveyance of—in mail vans 38
Prohibited articles—

Penalty for conveyance of—in a mail van ' a8

Protecting bags—
Instructions regarding entry in mail lists of articles marked “By parcel post’ and

contained in— 45
Public business transacted in mail and record offices— 14/1

Punishment register—
Submission of extracts from—to head of circle 149

R
Railway Board—

Final authority for settlement of conflict of opinion between Railways and
the Post Office Appx.B, 18

L

Railway designation—

Addition of—of a train in connection with the number of a section 3

Railway lines or sections—

* Notice regarding opening of new— ..  Appx. B,15, 16
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RuLes
Railway officials—
Posting of unregistered articles by— 2
Railway platform—
Attendance of record clerk at— 127
Railway time-tables—
Supply of— . ...Appx, B7
Railway timings—
Introduction of changes in—afler sufficient interval ... Appx.B, 4
Modifications to proposed changes in— ... ...App: B.6
Proposal for changes in—by Railway authorities in mpmt of through mail
or passenger service on which Post Office pays or is likely to pay .Appx. B,5
Settlement of points of difference in the proposed changes in— ... --,Appxll. 7
Receipts—
Exchange of—in respect of mails exchanged 41
For registered articles and parcles transferred lose ... 12
To be taken in hand-to-hand exchanges .., 12
Receipt book—
Maintenance of—in cases where mails are not exchanged by head sorter
personally 41
Record clerk—
Application of the duties assigned to—to sub-record clerk N.B. Chap. 5
Attendance of —in railway platform " 127
Authority of—to assign to sorters any duty that may be cunndmd nm:r 122
Deputation of a—to arrange for the transfer for the transport of mails ... 128
Disregard of orders of—to be reported to superintendent 123
Duty of—during the attendence hours of a set . 129
Inspection by—of articles supplied to a set in case of tmnsl-‘cr of he.ud mrt:r
from one set to another ... 123
Maintenance by—of the distribution of wnrk ordered I:-:.r s pcnnt:ndmt 124
Relations of—with sorters, See “Sorting lists™ e - 25
Submission of memorandum of distribution of work of—to nupn'jmmd:nl 18/3

Supervision of work of sorters by— “re 123
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RULES
Record offices—
Arrangement for work in—on Sundays and Post Office hnhdny: 15
Duties of a porter in the— ... i : 152
Duties of a van peon in— . 156
Duties of sorters at— e : 7 el 26
Public business transacted in— 14/1
Punctuality of attendence at—by sorters ... L 26
Records—
Disposal of— . 16
Redirection—
Prohibition against—except under special conditions ... 4
Registered abstract—
Attachment to—of registered lists 99
Completion nr—b}r registration sorter 99
Grant of receipt in respect of cach—registered bag or packr:t hundle mcr:ived
by registration sorter 93
Preparation of — 88
Receipt of the head sorter on—in rmp-c-:t uf H‘,!I"I'IEI'HI hng or pnr.'kel bundle
for despatch Cr s R ST 98
See ""Work-papers™.
Registered articles—
Pbrms to be filled up in respect of — ; 90
Note to be kept of missent—in the renisler:d list with whlr:h remwd 96
MNote to be kept of —overcarried in the registered list with which received ... 96
Procedure relating to—for despatch - . 91
Presented with a revised address for rﬁgnslralmn . 90
Treatment of inland—found to contain gold coin or gold bullion E‘-‘.n‘.‘ﬂdmi
prescribed limit of value 90
Registered bag—
Examination of — e 56
Money order envelopes to be I:nclused in— 94

Opening of—by head sorter and their transfer to rcg:utrﬂhm :urtf.-r undtr
receipt to be granted in registered abstract T 93
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Registered bundles—

Forward—to be treated as a single registered article ... —-

Registered journals—

Safe custody and examination of—

Registered lists—

Attachmant of—to registered abstract

-.egistration—

Examination of articles for—
Non-acceptance of articles for—

Registration fee—

Payment of a fresh—for a registered article presented for despatch as
a registered one
Registration No. slip—

Pasting of—to a registered article

Registration of articles—

Procedure relating to—in transit mail offices

Registration sorter—

Duties and responsibilities of—
Preliminary work of a—preparatory to cnmm:ncmg wark
Responsibility of the senior—in a set —

Registration sorting case (s)—
Custody of the key of—

Report—

Mention of the No. of a set in addition to the designation in a—against
a section

Regarding extra reserved nmnmmodatmn in a train

Relating to train misconnection

RULES

95

71

99

g8

91

118

87
89
87

95
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RuLgs
Reserved accommodation—
Applications for extra—in trains 9
Preparation of the requisition for extra—m trams 9
Returns— =
Relating to extra reserved accommodation in a train ... 9
Return-train articles—
Stamping of— 59
Return-train mails—
Precautions to ensure delivery of—at the return-train station or at a
previous station 66
Return-train mail bags—
Check and comparison of unregistered articles received with—with the
entries on the return-train labels 59
Classification of articles contained in—and recording u!‘ their numhers 63
R.L.O, Station closed bundles—
Disposal of—addressed to a sub-office ... ey ™ 80
Rough note-book—
Compilation of daily report from—of sorters 27
=
Safety matches—
Definition of— 21
Salaries—
Memo of disbursement of—to be submitted to head of circle with monthly
account bundles 149
Scales—
Non-supply of— 115

Sealing lanterns—

Types of—and their supply ... 24
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Scals—
Responsibility of the head sorter of a mail office for the custody of—

Secretariat offices—

Treatment of closed bags from—as special bags

Section—

Disposal of mails addressed to a—
Mode of reference to—in official r:ﬂrrespnndcnn: uf— i

Sectional mail list—

Delivery of —to the relieving set at terminal station ...

Service books and rolls—

Safe custody of—
Writing up of—

Service message books—

Supply and use of—

Sets—

Procedure to be followed by—at changing stations ...
Smoking—

Prohibition against—in mail offices

Sorter(s)—

Attendance of—on platform ...

Explanation of the duties of—when first appnmlad "

Necessity for the presence of—in record office to answer all ref:rem '
relating to set

Occasional examination nr—tu lﬁt their knawled,gr. m snmﬂg

Relations of—with record clerk i

Responsibility of a—in assisting one another

Waiting place for—on platform

Sorting—

Arrangement of bags and books of reference before commencement of—b:.r
assistant sorter )

71

. ApPpX.A, 6

70

18/14
18/14

35

38

33
49

141

28RS

75
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Sorting—contd. RuLEs
Duties of head sorters in connection with the—of unregistered letter mail
articles 50
Instructions relating to—of unragmﬁ-ed n_run:l:s 80
Occasional examination of sorters (o test knowkedge in— 49
Practice of— 13
Primary and sucnudary—sﬂtam 111/1-15
—and circulation of mail « 111/1-15
Sorting bundles—
- Sorting and disposal of— s 80
Sorting case—
Clearance of compartments of— 81
Description of— 79
—for practice sorting 13
Removal of articles to—after ﬂtarnpm,g 77
—to be properly secured T2
Sorting compartments—
Examination of—by head porter before quitting office 72
Sﬂrﬂ.nﬂ list— .
K.nnwledie of— 13
Supply of—to a set of a sn:ctmn or mail nﬂicu 20
Submission of corrected copies of—by record clerk ... 147
Sorting mail office—
-
Departments of a set of a— 1
Sorting orders—
See **Weekly Sorting Orders” ... 11
Sorting section—
Departments of a set of a— ... : S
Standard for weekly working hours of— . .. 18/1
Special bags—
Contents of—for high officers... L ApPPX, A,7
Delivery of—for high officers ... . «.Appx, A B

2
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Special bags—comd.

List of officers entitled to the privilege of —
Responsibility in respect of—for high officers

Special date-seals—

Supply of—

Special mail list—

Signature on—of mail guard in token of having received mails correctly ...

Stamping—

Ll

Removal of the articles to the ledger of the sorting case after—

Stamps—
Responsibility of the head sorter of mail oflice for the custody of—
Stamps and seals—

Supplied to each sct of a sorting section or sorting mail office ...
Standard for weekly working hours in R.M.S. sorting sections— ...

Statements—

Submission of —to head of circle and audit office

Station bundles—
Preparation of—

Report regarding non-preparation of—
Sorting of—before sorting bundles

Stationery—

Articles of —supplied to each set of a section and mail office
Safe custody of — ;

Statistics—
Submission of monthly—of registered articles posted ...

Stove—

Prohibition against conveyance of—in mail vans
Supply of—to large mail offices

RULEs

- Appx. A2
ApPPx. A9

19

113

17

71

19
18/1

18/13

13
78

22
24,72

92

38
24
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RuLes
Sundays—
Relaxation of work on— 15
Superintendent's communications— .-
Punctual disposal of— A T = 148
Superintendents’ office—
Arrangement for work in—on Sundays and Post Office holidays ... 15
Surplus unusual bags—
Duty of the head sorter in respect of the return of—to sub record office ... 72
Sweeping—
Examination of— e 12,138
. :
Tampering—
Treatment of articles bearing signs of— . 29
Telegraph Message Code—
Supply of— st 20
Terminal station—
Delivery of mails at-— 70
Through mail services—
Changes in timings of—proposed by the Post Office ... ...Appx.B, 8
Services to be considered as— ... L ApPpX. A3
Timing of trains—
Change of—is not to be made except under unavoidable circumstances ...Appx. B, 1
Effects to be given to revision of —from specified dates .JAppx. B,19
Important changes of—to be notified to local Government by Rm!way ;
authorities o ...Appx. B,14
Notice to officers of the Post ﬂtﬂneu of nhanm in— ... . ApPPX. B, 2

Statement showing the Postal authorities to whom intimation is lu be
given in case of revision of—by the Railway authority concerned Appx. B, 19
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Tour orders—

Issue of—for disposal of camp articles ...

Tour programmes—

Departmental officers to whom—of high officers are to be supplied
Object of supplying of—of high officers to departmental officers ...

Town delivery sorting—
Disposal of insured letters for places for which—is done by the R.M.S,
Transit bags—

Closing and sealing of — i
Opening, examination and d:spm-nl nl’-—in a senhcm m: mnil' nn'n:

Transit mail offices—
Granting of certificates of posting in— ...
Hours fixed for closing of mails in— i

Instructions relating to preparation ol mails for despatch in—
Registration of articles in— .
Treatment of late-letters in— ..

Transit section—

Instructions relating to preparation of muails for despatch in— ...
Non-supply to—of postage-due stamps and seals

Travelling allowances—

Memo. of —to be submitted to the head of circle with mnnihl:.- account

Type box—
Supply of—

Unregistered articles—

Disposal of—in transit sections and transit mail offices in accordance
with rules for sorting sections and sorting mail offices
Posting in train of prepaid— ...
Receipt of—by assistant sorter from head nartnr
Sorting of—
Transfer of—received in nuilhnpl:yhnd sorter lumhum lnrlnr

RuLES

Appx. A, 4

Appx. A, 2
Appx. A, 1

97

o

116
119
120
118
17

120

115

149

115
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Unregistered parcels—

Distinguishing entries on—
Unusual bags—
Advice of the despatch of surplus—registered list

Unusual mails—

Preparation of special mail lists respecting—

Prompt entry of—in mail lists .

V.-P. No. slips—
Definition of—

Van—

Duty of head sorter in connection with examination of—

Van letter-box—

 Treatment of articles posted in—
Van peon—

Duty of a—in mail van
Duty of a—in record office
Proper dressing of —

Waiting place—

For sorters on platform to be fixed by superintendents
Weekly Sorting Orders—
Weekly working hours in R.M.S. sorting sections—

Standard for—

RuULES

102

62

103

53

157
156
158

34

18/1



RuULES
Window of van—
Closure of—when a platforms Lok a7
Work—
Distribution of—among sorters . - - s 1
Work-papers—
Checking and submission of—by head sorter e 27
Delivery of—by parcel sorter to head sorter 111
Delivery of—by registration sorter to head sorter 100
Examination and arrangement of...by head sorter personally 68
Examination of—of sorting section and mail offices by record clerk pod 132
Examination of—of transit sections by record clerk ... 133
Filing of— 143
Importance of proper mminatlnn of— ... 130
Inspection of—prepared by a set for its next trips or wurkmg hnurs 136
List of — e ..Appx. C
Fenaltyfnrnegla:tinennﬁning— 130
Points to be observed in examining— 131
Preparation of—by head sorter 131
Removal of filed— 143

Separate bundles of —for uut-tnps and m—tnps 132
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Index to Corrections
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Index to Corrections
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