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POST OFFICE MANUAL

Volume V

POST OFFICE
AND

RAILWAY MAIL SERVICE
GENERAL REGULATION

CHAPTER 1
DEFINTITONS

1. Postmaster-Gemeral—The  expression  Povtmuster-General  means
Head of a Poswml Circle which includes the offices and sections of the

B. M. S5 apportioned to it. It also includes all officers exercising  the
prazrs of 0 Postmaster-General,

*Aatr, —The abhreviation PALG. B wsed for Postnmsier-Oeneral

% Raliway Mall Service.—The expression Relfwar Mol Service
mazsns the serviee which s responsible for arangements for the sorting
malls i post ofices, mail offices and sections and for the safe custody
end correol disposal of mails despatched by railways, road, river, steamers

——

o —The abbrevintion RALS, v wsed [or Railway Mail Service.
3 Delered,

4. Swierin'endent.—A  Superintendent of Post Offices is the chief
Frer = 2 Powinl Division and 8 Superfrtendent of R.OM. 8. i the officer
—=p & amilar position in a R, M. 5 Division. A suoperintendent is
si= = arative charge of the Division under his control and all officers
- AR ~u‘::nr¢im|1-: to him. He is immediately sobordinate 1o

E e & TINS Fi

Lag =Bed oFieer of the frst clem and thelr establishments are not onder the
= e e

£. Hend Ofi=.—A fead office i3 the chief of a group of post offices
e e e 291 a number of smaller offices, called sub and branch
: zave bosA placed wnder its  jorisdiction. It & the central
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ofice of scoount lor itsell and for all the sub end branch offices within
the group ; and the monztary transactions of the latter offices are cor-
porated in ity pccounts. The officer in charge of a head office s desg-
nated @ Mead Postaasier.

MoTE.=—Thise gbe Uwo classes of Bead ofMoes. Thoese of tho frst claw are amderibe cha
iof Guregied Postimasiens whio are noi subordinaie 1o the Supenintendesd of tse Divisoon, ™
those of the second class are uwnder the charge of Mon-gaeetted Postmasiers and uader the
immedinte congrol and supervision of the Saperintendent of the division

6. Defeted,

T. Sab-o"lce,.—(1) A sub-office 15 a post offfice In account with a
head office and s monetary tramsactions dre incorporated in the accounts
af the latter office, The officer in charge of a sub-office s designated a

sub-postoraster.

(3} A sub-olfice situated in 2 town or its suburbs where there s also
a head office i1 termed a foun wck-affice.

£, Branch Office.—{1}) A branch office 15 & poat office of lower status
ihan o sob-office. It is in direct scconnt with 8 head or sub-office which
is termed s gocowes  office and its  monetary transactions are incorporated
in the poccounts of the latter office. The officer in charge of & branch

affice 13 designated n branch posimwzster.

(21 A branch offlce situated in a town or its suburhs where there is
alsa n head office is termed a fown bromch office.

9, Transit Office.—Any post office which is situated on & lne of
through mail communication, and receives and sorts bags intended for
offices in advance, without opening them, s a fraunt office. The bags
which are thus forwarded onwards unopensd are termed forward  bags,
The transit bags addressed to a transe office are opened there, and the
forward bags contmined in them are sént onwards, either loote or enclosed
in other tronsit bags, The use of a transit office is to reduce the number

of loose bags

10, Sorting Office.—An office ed with the duty of opening the
sorting mail bags received by it and oiing of their conlents is lermed
a sorting office. A sorting office may receive articles of all kinds in sor-
ing. The use of a sortng office is (@) to simphly the work of sorting
in other offices. (M) to reduce the number of bags exchanged between
post affices, and (¢) to reduce the weight of mals carried on mail Hnes,

11. Sortieg sub-office.—A rsorfing meb-affice s sub-office which s
selected, from its position at or near the junction of several mail lioes,
to serve ms o sorting office for articles addressed to, or received from,
offices 1o which the route lies through the sorting sob-office. It is awtho-
rised to receive articles of all kinds 1n sorting.

12. Reiursed Letter Office.—A  Renermed Lerter Office & established
gt the bheadquarters of a postal circle and deals with unclaimed and
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refused articles and articles without addressss or with undecipherable or
incomplete addresses,

Moty —The abbreviation BLLO is wsed for Relurned Lailer Office.

13. Odffice of exchampe.—An office of exchange i the Fronter
post office through which articles for and from foreign countries pass.
It is entrusted with the duty of preparing the accounts resulting from
the exchange.

4. Sectlom—Secrions sre travelling offices of the Railway  Mall
Bervice working on railway or river steamer lines and are of two kinds,
vz, sorting section and transit section, The principal point of diference
is that while the former deal with the contents of mail s Addressed to
them ms well as with closed forward bags, the latter deal only with
closed bags. The officer in charge of a set of a sorming seclion is desig-
nated n Aead sorrer, and the officer in charge of & set of a transit section,
is a mall guard.

More L—Sections &re aumbersd seriafly and designated by the name of the K. M5, Divi-
sl fnlmln-n:'.l 'I:u"l.il:lluﬁﬁril.i Mo, The nispvhars given to gorting sections commeace with Mo, 1 fop
cich Division, while ihos¢ givon to transif sections conmmencs with No, 25} thus *BE-2T
desoles 8 transdt seciion of the *E' Divigien,

Motk 3 <Imporiani iRkl secfbomy may be plaged in charge of sorlefs instgad of
il gaards.

15. Mall office.—Mat! offices are stationary offices of the Railway
Mail Service and are of two kinds, viz., sorting mail officer and trawsit moil
officer. The prncipal point of difference is that while the former denl with
the contents of mail bags addressed 1o them as well as with closed forward
bags., the latter deal only with closed bags, The officer in charge of a sel
of o sorting mall affice is designated a fead sorter. and the officer in charge
of aset of a transit mail office, 0 meil agent.

More—Mail offices [ocaied at Raoibwoy Stations are designaied by the names of the
1.I:|.rJ-u'|:|.':nl|:|-1I|.|-'it'ﬂ:'I.'h}' :I||:.|;1:m M5, white thoss pot %0 focated nre designaied sorjing
i [Bces.

16. Record affice,— A Record office Is n stationary office of the Rail-
wiy Mall Sarvice where the work-papers of the sections attached to it
are prepared checked and plnced on record, and by which all forms, bags
and stallopery raguired Tor the use of those sections are supplied. The official
in charpe of record office is designated a record clerk,

i7. Head record office.— The branch of the office of a Superinten-
dent, B. M. 8, which, in mddition (o the ordinary duties of o record
office, 1% entrusted with the preparation of salary and contingent bills Ffor
the entire Division and the wecounts connecled therewith s  fermed a
howd recond offive  The official in charge of o head record office is desig-
aated 8 fhead recond clerk.

18, Sub-Record office,—A Sub-recond office 13 a stationary  office
of the Railway Ml Service, situated atihe same station as a mail nffice,
where the work papers of the mail office as well as the sections, il any,
attached 1o the Sub-Record office are prepared, checked gad placed on
recoed and by which all forms, bags and stationery required for the use of



the mail office and the sections are sopplied. The official in charge of a
Sub-Record office is designated 8 Sub-Record Clerk. A Sub-Record  Clerk
may also work a8 Head Sorter, Sorter, Sub-Sorter or Mail Agent.

Name—Wherever the (erms "Record Ofice™ aml “Mecond Clerk ™, are wsed they include
head and sob-recard offices and head and snb-record clerks, respoctively, urlias ibere is anyithing
i the conirary in the context.

19. Baerter—The term sorfer 15 used to dﬂu:ilg'“.u all officials in the
Railway Mail Service other than Supervising officers, mail guards and
class IV officils.

20, Soebsidlary Sorter.—A zorier who works with o sorting  section
or sorting mail ofice over only a portion of {15 beat or during & portion
of its working howrs, to assist the set where the work is heavy is callad
8 ubtidiary sorter.

21, Set, The establishment of R.MS. sorters which works twopether
in the samec beat of & section or which 5= on duty st ihe same time in a
mail office is termed a ser. A set may consist of one or more sorters, the
aumber depending on the work to be done.

Mol —5ets are nambered serially and are dekignated by their serinl Mo, preceded
the rame of the pection or l:lE'l'.!'l::llh.ll. *Dincca BoML5., set Mo, 27 -:r::r'lllu. 1.'I1||:L.5-u;:|ud &l
af the Mail office &t Daga,

22, Trdp.—A journey performed by a sel of o section travelling on
duty from one end of its beat o the other 5 cafled n rrlp. The irip
from the headquariers of the st towards its emtsfation is called the Dur
trip while that towards its hendquariers or im-station is called the v trip,

23, Station amd sorfing arthcles.—Srarion articles are artickes iniended
for delivery from the post office (o which they are sent; but  unpaid
arkl  insufficient paid articles of the letter mail imtended Tor delivery
from sub and branch offices are. when sent to the head office. treated as
ptation articles for the hend office, and all articles, whether paid or un-
pard, registered, or unrepistered, intended for delivery from branch offices
are, when sent (o the account office, treated ns station articles for  the
nccount office.  Sorting erficles are articles that are to be sorted hy the
post office, mail office or section, to which they nre sent and lorwarded
thence to offices of final destination or to other sorting offices.

25, LabeHed bondle.-(1) A labelled Powdle is a collection of faced
umregistered articles of the letter mail securely tied with o check-slip at the top.
I is treated in sorting as o single orticle, and i opened by the office ot
section 1o which it is addressed.

(7)) Labelled bhundles are of two classes, vz, station bwdles  and
sorting  famdler;—

fiy A station bundle contains station unregistered articles, and
may be. either a pold Mmdle, consisting of only paid articles,
or an wnpeid Bumdle, consisting of onfy unpaid articices Station
hondles are prepared, ordinarily, when the number of articles,
either paid or unnald for any office exceeds seven,
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fi} A sorting bundle conigins both poid und unpaid unregistered
articles which are not included in  station bundles.  Sorting
bundles may be of two kinds, we., expreisr bmdles  and
deferred  bundle.  An  express bundle contains articles  which
require 1o be  sorted immedistely on recerpt by  the sction
mail office or post office to which they are consigned, and
a deferred bundle contmins articles which can be  disposed aof
later. When asorung bundle 5 prepared for &  province,
a cleirdy defined tract of country, or a foreign country, W
i termed a tereiforial bwndle, Territorial bumdles are preparad
when the aumber o articles 1+ 25 or more

(3} Labelled bundles are not doe

35, Chechslip.—{11 A check-slip s n label tied to the top of each
labelled bumdle ; the form is printed on paper of different colgurs—white
[M-10 {(White)] for ordinary sorting bondles, pink [M-10 (Pink)] for
ordinary poid bundles, green [M-10) (CGreen)] for ordinary wnpaid bundles,
blue [M-10 (u)] For wir mail orticles, and  red [M-10 (b]] For express
delivery articles. In the case of ‘Uppaid” or ‘Sorting’ air mml bundiss,
the necessary iadication shouk! be given in manuscript on the biue check-
slip nttached 1o the bundle, The white check slip is used for both exproas
and deferred bundles, the slip being marked on the foe with two diagonal
lines in blue pencil, when it v used for express bundles, Ewv check-
shp bears the name and date stamp of the office or section which pre-
pares the bundle the name of the office or section 1o which it is addressed,
and full signatures of both the preparing and the baggi officiale. o
the case of a territorial bundle, it alsw shows the name the province,
ete., to which the articles in the bundle are addressed as well as the olfice
of section by which it is 1o be opened, thus :

In the case of an unpad statson bundle the check-slip shows the number
of unpaid station articles enclosed in the bundie.

(2) Check-slips are designed to fx responsibility for the missending
of any articles wroagly included in & lnbelled bunidle

26, Mail bags.—(1) A mail bay contains wnregistered and  regis-
tered articles of the letter mail, viz., letters, posicards, and book and
pattern packets, the registered articles being enclosed in A  registered
bag; but when a packet bag is prescribed, heavy packets. unregistered sod
regiciered, are despatched inside. the packet bag and not inside the mail
bag. When ﬂn::l bags are not prescribed, mail  bags may also contein
artiches of the parcel mailk There are three kinds of mail 'huf, wx.,
sttion menil bags, sortlog mall boes and conbined vl baps.  Mail  bage
are  due bags.

(1) Sorting moil bags may be of two kinds, wiz, exprers mall bam
and deferred mail bags. An express maol bag  comfains  articles  which
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require to be sorted immediately om receipt by the section, mail office
or post office to which they aore consipned. ond o deferred mauil  bag
contains articles which can be disposed of later, Express and  deferred
mail bogs are prepared in cases in which the number and bulk of arti-
cles justify their introduction. The Iabel of the former is marked
“Express” and that of the latter “Deferred™.

Mote.—In any case in which ile Head of ibe Circle or the Heads of the Circles comcernad
comsider it cows that iho fegiterod should not be gent inssde the mail bag, the
registered Bag may beforwerded omtside © and in such cases, the mail bag meed not be scxled
il ihe Heads of iha Citches p:unnunr_-q do mal canslder this pecessry.  In every sisch onee. the
wrrnnpemest will be clearly inificated in 15e dee miil and sori:ng 15k,

26/1. Alr Mail bag.—A mail bag coninining unregistered and
registered articles of the letter mail to be camried by am air  service is
called an air mail bag. Such & bag should not conlain articles not intend-
ed to be conveyed by air. A special bluoe label bearing the words “By
Air® or o similar u];:.-s:iqn should be securely pasted to the ordinary
label borme by the bag.

263, Airex Station Bag.—An airmail stalion bag contaming unregisierad
gitex articles, booked in accordence with clause 54-AJ1 of the Post Office
Guide, is called an airex station bag. A special label bearing the word
“AIREX™ should be securcly pasted to the lobel borne by the bag. That
label should also bear on the back the sersal number of ihe despatch from
the office of origin to the oflice of destination s well ns the number of the
En.rl.il:uEur flight earmarked for the transmission of the bag  Airex stalion

apgs are not due bags,

27, Repistered bandle—{I) A  registered bundle is 8  collection
of faced, uninsured registered aticles  of the letter mail placed, topether
with n registered list, in o prescribed form of emvelope, carefully gummed,
or, if necessary, in a dosuti bag, tied and sealed in the ordinary way,
with the [abel dmu-ing distinctly that il is a "repislered bundlk” and
not 2 “repistered bag”. Registered bundles nre not due bul  are made
ap, ordinarily when the number of registered articles to be  enclosed exceeds
four; they ore treated in sorting A8 single registered articles.

(2) Repistered bondles mre of two kimds, wir, reation  reglirfered
bundles, containing station repistered articles, and ferriloricl  regitered
Bundles, contmining registered articles for a province, n clearly defined
tract of country or a foreign country.

28. Repistered bag.—{1) A registered hog  contains  ording and
V.P. registered letters and nj»n:km. insured envelopes, registered bundles,
imsured bundles, ordinary and V.P. money orders within closed envelopes,
and a registered [list.

(2} A registered bag is a due bag and must be ﬁn_-pun:d together
with & registered lisy, whether there are registered articles for despatch
or not,

29, Tnsured bundle.—(1) An fwnred Bumdle is a collection of insured
letters enclosed, together with n registered list, in an imsured emvelope,
or, il necessary, in o dosuti bag, properly closed and sealed, showing distinctly
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on the envelope or Lhe label of the bag that it is an “insured bundle™.
Insured bundles are not due, but are made up, ordinarily, when the

number of insured letters for despatch to a post  office is more than one:
thev are treated in sorling as single insured envelopes,

M. Parcel —A, | hag contains ordinary  {registcred and
unregistered) parcel. V. P. parcels and insured bags. It also  contamns @
parcel list in which all the registered articles of the parcel mail are en-
tered in detnil, Parcel bags are not due bags, and when despatched they
are freated as unuwsual mails.

31, Tnsmred bag.—An joswred bap I8 intendsd to give cover (0 insur-
el parcels (including insured V. P. parcels) so as to afford them preater
security. Insured bags do not come under the category either of duc or
unusazl bags nor do they contain amy list of their conlents, these beng
detailed in the ordinarv parcel lst. An intured bag is never despatched
loose, but is always enclnsed in o parcel bag or mail bag I is placed in-
side the parcel bag when a parcel bag is made up for the office or ssction
to which it is addressed; when o parcel bag is not made up, it is placed
inside the mail bag.

1%, Packel bag.—(1) A pocker bae containg heavy packets, repistered
and ynregistered, and a registered list, Packet bugs are not duc  bags,
and when despatcled they are treated 2: unusual mails and always travel
with the parcel mail. Heavy packets are wspally enclosed in mail  bags,
and packet bage are made up only when to send heavy packets in mail
bags would delay the transit of the letter mail. A et bag must
always contain o registerad i1, whether there  are avy  registered
packels for despaich or not

{2} The bondles of heavy registered packets enclosed in  packel bags
are termed reglstered pocker bumidles,

More, —Bags relurned saapry 108 post ofice or & record offics or sacks cortaining sich blgs
are irenbed as packet bags,

33, Tramsit bag.—A tronsft Bap = uted 1o enclose several bags sent
to the same office or section, thereby affording protection to them. and
securing the disposal in transit of only one bag in place of severnl A
iransit bag muost contaln a mail lst. Transst baps are doe baps

3. Account bag.—An accoumt bag is uwsed between a  sub-office and
its head office to enclose cash bags and articles, documents, efc., giving
rs2 o, o connecled with, accounts as well as correspondence unconnect-
ed with aceounts, feom the head office to one of jts sub-olfices and vice
versg. When seat by the head office to the sub-office, it containg the s,
glip, and when sent by the sub oflice to the head office, it contains the §.0.
daily sccount. Account bass moy be sent loose or enclosed in mail hags
gmd-: up by post offices. sections and mail offices. Account bapgs are dug

ags.

34, Braoch office bag.—A brawck office bogy B ussx] between a
branch office and its eccount office (o enclose cash bags and all  articles,
documents, etc., exchanged with the account office, It is also wuwsed
between a branch office and any post office or section with which it is



in direct communication and in this case it contains all articles except V.P.,
and insured artiches,

36, Cash bag.—A cosht bup is used w enclose remittances of cash
betwesn post offices. Cash bags are not due bags. They are ordinarily
despaiched enclosed i account  bagd, mail bags, or branch office bags,
but may also be sent loose in the charge of a postman, village postman,
overseer, or other subordinale,

37. Special bag.—A special bog 5 wsed 1o enclose the correspondence
of the high oflicers of Government meationgd in the Posr Office Gulde a5
enlitled to the priviless, and the correspondence of the Director-General
of Post Oifice, when on tour. [t may alka, with the Director-General®s
sanction, be used to enclose correspondence for the representative of
any Foreign Government whose headquarters are changed with those of
the Government of Bangladesh. A special bag comtaing unregistered and
registered  articles of the letter mail, the lalter being ted 0 o separate
bundle with the registered list in which they ore entered placed on top,
Special bags are not doe bags, but when despatched they are treited us
gnusoal  maiks

3. District oficers” post bag.--This bag s wsed 10 cnclose the
correspondence of Dmtrict officers when on tour. It is not a due bag,
but when despatched. s treated as an unuseal mail,

39, Teleg-aph cover.—A  felegraph cover (Form TI60) s used to
enclose express telegrams,  telegraph enavelopes clised hy post  offices,
telegraphic advices, etc. when their transmission in the ordinary course
as service registered letters s likely 1o cause delay in their disposal, and
one must always be used 1o enclose telegraph envelopes received [rom
the local wlegraph office for despatch to another telegraph office. They
are treated as unususl mails and sent loose, but may in exceptional
cireumstances be enclosed in a marl or transit bag

40, Changing station.—A railway stanon, where the beats of two
sections join and where the mails brought by one of them are handed
over 10 the other, is called n cleauging starion.

41. Connec'ing section.—A comeciing sechion 15 o R, M. 5. sction
working in-a feain i Loereefiore connection with anolher iran in which
another B, A 8 section worke I the interval Bemveen  the arrval
of one section and the departure of another 15 sulficient o admn of bazs
being mode up by & mail offfice ar the fumchion sation,  the sections are
not termed “‘connecling  scctions .

4%. Extra doly.—The espresion exdrd dify means  the  duty per-
forimed under the orders of the Saperintendent, Inspecior or  record
clerk, by 8 sowter vail gowrd, van poon, porter or other class IV odhical
of the RMS during the pordod of rovr parwed afler the completion  of
presceibed  duty,

4% Rest howse.—Rest  howrses are houses or rooms provided ot ter-
minal or changing stwions for the stcommodstion of sorters and for mail
guards, van peons and other officials of R, M, S5 where  absolutely
AECEssAry.



44, Closed well.—The term efosed well is applied to the well below
the flooring of a Railway Mail Service van or office when mails are placed
in i, and the well is sealed and lfabelled,

45. Press Packel.—A  Press packer is o packel conmdining news
papers, intended for sale by 8 news-gpent  recogrised  as such and marked
for delivery from the Raliway Mail Service van at the railway station Lo
which it is addressed.

46. A orders.—A orders nre  orders maped by 8 Supenmitendent,
R. M. 8., prescobang change in sorting lests.

47. B Onders,—8 orders are opders msusd by 2 Supenmtendent,
R. M. 5, lor the pguidance of his subordinames in the performance of
thelr duties on 4dll subjects except alterations in sorting lsis

Wotn—The kiter T will be profixed ta the fetier B in the cke of B orders fsuesd
in cormesiien with the disposal of camp anicles for high offictals on loair.

48, Return-train.—{1) The term sefwrn fraly MEdns & Irlin convey-
ing A secton at work which  meets asimilar trun procesding in the
reverse direction.

(2) The bagy closed by the two sections for cach other are called
returs-irain  Oegs, the station at which the bags are given out is called
the return-trafn station, and the articles contained in  the bazs are called
Fefurn-fegtt  ariicles

49. Work-papers,—The expression work  papers  means  the  docy-
ments received and despaiched by a st of a section or mail office as well
as abstracts and other documents prepared by it while st wark,

0. Transler artbeles,—Articles which are prescribed 0 be sent to
a section [or transfer 10 & retern-rain section are called trowifer articles.

1, Wrongly posted artides.—The  expression  wrangll  posfed
articles means articles posted by the public in better box of a R. M, 8.
van which are mtended for places not served by the section working in
the van or for places in the opposite. direction to that in which the section

i procesding,

8%, Owercarried  artlcles. - Overcarefed  articles  are  articles  which
have been erroncomly carried by a R, M. 5. dection past the mailway
dations ut which they should have besn given oul.

23, Due mailk and omsos)l mails.—The term dwe ol comprises
all the bags, articles and documents which must  be despatched every day
or ot regular Intervals, The term  swwswal mwil comprises  parcel  bags,
packet bags, special bags, telegraph bags and any other bags not included
in the term “due  mail™.



54. Face and Tacing.—The five of an aricle s the dde on which
the address i writlen. The term facing means the arrangement of ar-
cles with the address-side upwards and the addresses turned in the xame
direction.

55, Beat.—The lerm bdear psed in relation 0o o R.M. S section
means, the portion of & Railway or Sieamer line over which the section
works. When wsed in relation to postal overseers snd delivery agents
such as, postmen, village postmen, elc., it demodes the aren within which
they are required to perform their rospective duties. A bear  includes
post offices served by the section or oficial concerned.

56. Camp correspondence.—The  expresion camp  correspondence
means lettess and other arlicles of correspondence addressed “camp™ or
with any other preseribad address, without the addition of the name of
any post-town, and intended for high officers on tour,

37, Missent and misdirected articles,—A  swiveend ariicle  oan article
which has been erroneousiy forwarded by an  office or section 1o
an office other than the office of destination or by a route other than the
prescribed one. A mirdirected oriicle is 8 vernacular article on  which
the incorrect destination has been written in English by the office of
posting,

#5T-A— Delefed.
*81.B.— Deleted,

*lacorporated in the Poxt Office Afemwal, Volume VT,
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CHAPTER 2
MISCELLANEDOUS RULES

MAIL AND SORTING DEPARTMENTS

S8, Latest hours fixed for posting the malls.—The lofest  hour of
posting of mails at a post office or mail office will be notified in connec-
tion with e¢ach despatch in the notice of “latest hours of posting of
mails” supplied 1o the office and the letter-box should be fAnally clenred
at thit hour. In the case of night mails, the lutest hours of posting
will ordinarily be & pm, and in the cawe of day mails, thirty mnotes
before the hour fised for the clomng of the mail ar ithe posi office, The
hours of clearance of letter-boxes pinced at railway stations where there
are mail offices should, as far as podsible, be fixed by Superintendents of
B.M.S. sometime after the hour fixed for clearance at the local post
office. Mails which are to be forwarded by railway showld ordinarily
reach the raflway station tem minutes before the armival of the tramn by
which they are to be sent.

59. Clearance of letter-boxes.—(1) The letter-box of a post  office
o mnil office should be opened and cleared by the sorting clerk or assists
ant sorter., as the case may be, at convensent intervale during the day,
so 85 to expedite the preparation of the mail for despatch. The key of
the letter-box must remain in the custody of that official durng working

hauors.

[zdj A van or compariment letter-box of the R. M. 5. should be
opened and cleared by the assistant sorter immediately afier the train  leaves
each siation.

3) Articles posted in fined outside letter-boxes should be hrought
o I st office immediately before the hour fixed for the final clear-
ance nfplitp office letter-box. The kevs and changeable hour plates
must be kept in the custody of the sorting clerk during working hours,

(4) The sorting clerk should see that the letter-box peons leave the
office lor the clearance of outside letter-boxes and return from  their
rounds punctually ol the time fixed. He should make over the keys
of fined outside {:I!H'-hﬂlﬁ nnd, where Ehi:l:?Ellﬂl: hour-plates are used,
the proper plates to the letter-box  peons, and see that the correct plates
are brought back to the office.

Nom.—BRunners may he emploved in clearing lelter boxes which sciuslly lie an their
way. They should nat be required 1o deviate from their preseribed line of raute for the purpose
of making additional clearances of leltec-boxes whick ore alteady colearsd at nent

intervals By other ofjcials.

60, Clearance of lettor-boxes st railway stations.—(1) Letlers post-
ed without late fess in letter-hoxes at raflway stations at which mail
offices are not established should, whenever practicable, be cleared by
the mail peon some time before the arrival of the train, and handed
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over o B M, 5, as though t have besn received from the post office.
The following procedure should, however, be observed :—

fa) When the mul peon or other official appointed 1o clear the
box 15 competent o sort the articles lound in it after the
lmst  despatch throupgh  the local post office, he will  make
over to the R. M. S. any articles for the dirsction in wiich
the set o8 ravelfing,

(b} AL small stutions at a distance from the post olfice and where
not mere than 10 articles on an average are posted i the
station  betler-box  between the last  clearance  for  inclusion
in the post office despatch and the arrival of the train,
articles taken from the letter-box shortly before the train
is due may, with the previons concurrence of the Superin-
terdent, R. M. 5., concerned and, when the mail peon &
nat  sulficiendy  Mierate 1o sort  betlers, be handed 1o the
officer in charge of the section to sort.

ot ==Ar places where letier baxes are not cletred By mall peons winh spend the
Raitwiy stations For the ewchamge of mails, they are strictly Torbidden from aecepling any foose
lerters foom wiy mentber of the public.  Hsads of Circles may, however, use (b own disers-
ihon 0 megulating accgpiancs of arbivles by mai pears or other officials depuiled o exchangs
makils where Incal comditions desand 6, keeping an véew principies underjying the riloa oo the
sighjeee,

f2) The keys and the changeable hour-plates of the fetier-boxes
concerned must  be kept by the sortiing clerk during working hours,
but should be mporarly entrusted 10 the mail peon or other official
appointed for the purpose of clearing the boxes.

61, Belered,

63. Unpaid sribcles marked “Swmped’'.—I7 an  article ot bear-
ing any postage stamps B found in a letter-box or received in sorting
with the word “Stamped™ or “Paid®  written osn it, the remark
“Found without stamp™ should be written on the article over the
initials of the sorting clerk or assistant sorter, as the case may be.

63, Treatment of Packets—{1) Packets wken from  letter-boxes
should be examined in order o ascerinin  whether they fulfil  the condi-
tions in the Poy Office Guide. Those ‘vhich fulfil the prescribed con-
ditions  should be stumped and removed ot once 1o the ledge of the sort-
ing case : those which do not. should be charged with postage at Jetter
ar pareel rates, whichever may be less, according 10 the rule in the
Guide and then disposed of In the sune manner a4 other packets,

|_'_".':| Book packets containing documents wholly or parily prinied in
imitation  of typewriling, or reproductions of 4 manuscript or  typewrillen
orimnal, having the appearance of an  ordinary manuscript  Oof  [Ype-
written letter, which are presented for posting al the window  of a post
office should be counted nnd examined and i the conditions laxd down
i the Goide are fulfilied, the articles should be removed 1o the ledge
of the sorting case aflter brjng impressed  with the combined date-samp,



13

When such articles aore onge passed by the office of posting. they may
not be challenged by ony other office.

} A paottern, in the sense of a specimen W be copied sach a5 o
boot or an articlke of apparel, is ndmissible o (he pattern packet rules,
provaded that there is reason o believe that the person to whom it is
addressed  manufactures  poods of this kind, and provided, of course,
that the articke has no saleable wvaloe,

L yeention, —A packel comtuining sampies of glnes, liguid ofls, ity substances, dry powders
of live bevs, which is not packed in the mannzs prescribed in the Fost OfTee Gulde, shouald be
den’t with in accordasce with the procedure prescribed for the treatment of injurivas articles,

64. Treatment of artlcles addressed 10 forelgn  comntries,—In  all
offices anid sections, cxcept offices of foreign  exhange and [rontier
RMS. Oflices articles anddressed po foreign  countrigs should be treated
in the same wuy an inlend articles, except that in no case should
postage be taxed on  them  the duty of axi postage  rests  entirely
with the offices of foreign  exhange and frontier R. M. 5. Offices.

65, Delivery of telegrams by Raillway T Offices,—Covers
contnining infand telegram  received by Railway Telegraph Offices may
be made over to the nearest post office, to the postal peon who clears
the letter-box  at the mylway station, to o sorter or o travelling  mnil
peon, or any posial official who serves the station. When made over
to 3 post office or toan official other than asorter or o mail_ peon, it will
be deall with in nocordance with rule 112 of the Post Office Manual,
Volume VI When made over to osorler or mail peon, a receipt will
have 1 be given [or it on the lower carbonie copy of the form L.T.9,
relating 1o the telegram. Such telegrams may be eontered in work
papers of the section 2nd forwarded 1o the office concerned advised in
the registered st

66, Articles  with  endecipherable or  lncomplete  addresses.—(1)
Articles found in the course of sorting with destinations that are
ilegible or imperfect. or written in an unknown character, of without
envel or wrappers s0 that the destimation cannot be  ascertnined
should be placed in the compariment of the sorting case lInbelled
“Undecipherable”, When the sorting  is  completed, these  orticles
should be  examined ond every endeavour should be made to decipher
the addresses : il necessary, the aswistance of other clerks or sorfers
should be obtained o the Fist of Port Offfices in Bangldesk should be
eonsuiied

{2y If the destinations con be nscertamed, the names of the post-
towns should be written <learly on  the articles by the serting rk-
or assistint worler, ay the case may be, and they should then be dispos-
ed of in the usual course .-'miuii the covers of which are so overlaid
with writing or with postmarks &5 to leave no room for the clear
entry of destinntion should be forwnrded to the postmaster of the office
of destination in an ordinary correspondence envelope. If the destina-
fions connal  be ascertnined, the artichs, after having been  shown
to the postmaster or head sorter, o8 thecase mav be, should be enclosed
in an erdinary  correspondence  eavetre  ndidressed 1o the R. L. O.
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and marked “undecipherable™ in  the opper left-hand comer, This
etvelope  should then be sorted for the post office which serves the
R, L.O. Articles found in the office of posting or in ihe course ol sorting
without the addresse¢’s name or posi-town of destination should be
returned to the sender, if his name and address appear on the outssde ;
inall other euses, sach articles should be sent 10 the R. L. 0. in the same
way as those with undecipherable or incomplele oddresses. The post-
master or head sorter should satisfy himself that the action proposad
to be taken by the sorting clerk or wssistant sorter is  correct,

showld impress on the latter that it is preferably o send orticles, e
destinations of whick are dowbifed, 1o the R, L. O. than to forward them
to post offices merely on the chance of theirr reaching the addressees.
When necessary, a small bag should be used instead of an envelope
ln soch cases, a label should be pasted o the bag addressed to the
R.L O. and marked “Undecipherable” in the upper left-hand corner.

Exeeption 1. —This ruk foes nol apply o correspondence addressed Camp™ (or othe
peeicribed address with no post-town) for cermzin high officers on tour, the disposl of which
is governed by the special rales on the subject, When artscles of any kind addreysed “Camp™ or
“Camp post office™ are reccived by an office or section which has aot been specially insifucted
how to dispase them of, they shoald be sent to the ollice or section working towards the campe
if suibentic information isavailable regarding the movements of the'Camp™ or “'Camp pest
affice.” If po such mformation iy available, the anichs should be farwarded to the fInt sorting,

Excveption 2 =T rule dots nat apply to cormespondenss for persons serving on any of the
ships of the Bangladesh Navy and addressed merely 10 the ship, or Naval sistion to which the
ship is altached, without the addition in the address of the name of & post-town, When articles
thas addressed are found [0 the course of 1oriing in an oice of section which has no dofinite
information as io the precise whereabouts of the ship, mamed in the address, they should be
dealt with in assordance with the following imsiTuctiogs -—

(a) Ariichs addrpssed o= How dizpored of
(i} Ships in Far East S@ations ... British Fleet Mail OfEce; Hong Kong.
hjlh-hF:l:;l Mail Oifice, Singapore.
{ii} Ships in Indian Ocean waies.., . Brivish Fleet Mail Office Wekisara Coylon.
(iip Ships i Mediisrranan waitr - British Fleet Mail Cefice, Malta,
{iv) Ships vishling the UK. .. we Oengral Post Offics, Loadon,
{v) Ships Aumralian walers e Cemeral Post Oftice, Sydeey, Ausiraba.
{wi) Ships ia Soulh African waters e Britiah Fleet Bail Offize, Simonstows,
Cape Colony.
(wil) Ships in the Persian Gull ... e HMLE. Joair, Bakrain, Fleer Mail Oifice
[viff) Ships in Aden wapers o ws RONO Aden.
I8} Arlicles sddressed 1o the squadrons or Beets of ather cousiries should be sent to the
capitaly of the countries concorned.

Exception 1, —A tekegram bearitig an incompkic of undecipberable address found In the
crmrse of sarting should be sent to the post office of the place where it was posted. When the
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fice of postiog ca be deiermimed swi i i
:: a m:ﬁ hﬂmmgﬁ, ﬂj;:?ln lﬂll:_lllnlh'h'."l'-l-\l illegible date-slamp impression, the

{3) Articles recelved for delivery with addresses which cannot be
cusils read or are o incomplete thot they cannot at once be distributed
should be put aside till the close of the distribution, and then '
endeavour  should be mode o deciphere or complete the addresses wi
the assistance, if necessary, of other clerks and  (he postmen.  If the
gddresses cannd  be deciplered or completed, the artcles shopld be
shown 10 the posimaster who will decide whether they are to be trons.
ferred 1o the deposit department for transmission to the R. L. O,

67, Preparation of labelled  bundles.—(1) A labelled  bundle
should not contzin more than 33 (o 60 letrers and tcards. Large
articles, such as newspapers and packets, should be s bundled and,
when such articles are 0 form a stabon buadle and cagnot comveniently
be tied tosether, the bundle with its check slip -shoubd be enclosed in
n dosuti bag. 1o which should be ved a lubel, showing the Dame of
the place for which the articles are intended,

Frodpeioa.=Most ‘U‘ﬂ:. Blmil OBess amad '_H..M..ﬂ.. Ssationy ahoyld [epars sepErute l=5elled
husnadies For E-cfmu Dilivery articles irrespectiveof the domker of & articles igvolved, These
bundles shoul EI-‘.:‘”IIM distinztive form of check stip [M. 10[b)] printed oo red paper with the
silie “Enpred: Delrrery™

morr,—When dosuti bagsare wsed for 2ocicing labelled bundies, the clerk or gorter
whom the masl st is prepaned shouid be ssked to pote the nancber of such bags, in words an

figures, an the (op of the Tist, Whete mail 15t b nod presribed, the regisiration clerk or sor
showld be apked to make this sote a1 the 2op of -l'qﬂ::::-i list, " )

(2} No post office, unless specially excmpied, should in  aay circums.
sances sond unbundled unregistered mail matter of amy kind (o a section,

(3) Separate labelled bundle contsining Air Mail letters oaly, inland
and/or lopegn, should invarably be prepared for an wir station when the
number of such letters for the air station I8 fve or more, A blue check-
slip [M-10 (a)] should be tied o cach bundle. In the case of ‘Unpaid' or
*Sorung’ air mail bundles, the necessary indicattion should be given in
manuscnpt on the blue check-slip attached to the bundle.

68, Despaich of sarpls due bage—{1) The surpluos emply baps due
should be pucked and desputched in 1|';={ manner prescribed in tﬁeﬁ rule
166 for the disposal of surplus unususl bags except that no invoice will
be put in the packet bags 30 closed.

(2} In moetiers relating o accounts or correspondence o of
surplys due bags the date of despatch of the bags shouwld, in cases,
be taken inio account and not the date of receipt. In the case of bags
from R.M.S, Offlces or Sections, the date shown by the date stamp on the
tegistered list should be taksn as the date of despatch. When no regis-
tered bags are enclosed in the mail bags made wp by the R.M.S. Offices
and Sectsons, the date of despatch shoukl be noted from the date of the
stamp impression on the labels on the mul bags.

9. Contents of a sistlun mail bag for o bhead or sob-alfice.—A
stafion mail bag for a head or sub-office may contain the following articles
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mntended for delivery from the office wsell as well as wapad  apocles of
the latier maill and V. P. articles [of delivery lrom  branch olllices  in
accolnt  with i —

(a) station bundles, poid and unpaid
(b) parcel mail articles enlered oo parcel lisn

It imust always contain a registered bhog. Swation mall  bapgs  exchanged
betwesn o head office snd any of s seb-olfices mus also  confam  an
account bag unless there B more than one despatch  daily  tothe sub or
head office, in which case the account bag most be  enclosed in one of 1he
mail bags.

70. Contents of a stathon mail bay for a branch office. -5 stabon  mal
bag made up by an office or section for n branch office with which it is
not indirect account may contain only paid station  bundles and registered
(excluding ¥. P.), articles of the letier and parcel mail with the registered
and parcel lists.

T1. Confents of a sorfing mail bag. A sorting  mail  bag  may
contain  the following articles intended for onward tronsmission  fromy  the
affice or section to the bag s addressed —

station bundles ;
sorting bundles ;
parcel mail articles enlered in a parcel Fsw

Nori—This tu'e does mot apply 1o sofiing mail hags closed by a post office af ihe
headquarters of a Circ'e for the local R. L. O.

7. Coatents of a combined mail bag - A combived  mnl  bag
for apost office may comtain all the articles memtioned in the preceding
rulet as forming the contents both of stavon  and sorting mail bags. The
registered bag to be enclosed in  combinad mail bag will coniin both
station and sorting registered  articles.

73, Preparation of mail bags for despaich.—{1}) A label  bearing
the name of the office or section of destimation should be stemped  and
fastened to the cord with which each bag i ta be tied, and then looscly
attached to one of the rings of the bag. The bags with the labels attach-
od should be placed in o convemien!t position near the sorting Cuse, S0
that the contents of the several comparimenis may be readily transferred
to them. When all the bags ond articles to be enclosed in the mail h-ulg-
have heen placed in them, they should be closed and sealed with the
date-seal. If there are no articles to tend in o mail bag, anempty mal

duly closed and sealed, ond containing o registered bag mast  be

despatched.

In post oflices where the same clerk isnot in charge of both the
sorting and mail depariments the sorting clerk  should use the sorting
senl in senling bags closed by him.
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(3) When, In exceptional circumstances, n telegraph cover is forwarded
in & mail bag, the words “Telegraph Cover” should be conspicuously written in
red ink on the mail bag.

More | —Ia the case of & sorting mail bagors B. O, bag addressed i a poat office by &
mil office or section, the word "Sorting™ or the words B, ), bag”™, #s the cass may be, should
ba written cotupicoously on the address side of the tag label by the head sorter,

MoTe 2—In any cass in which the dup number of sctoon! and bmach office begs [s oot
enclosed (o amail bag, ithe soning lerk or head sorier, as the case may be, should retord
on the registersd fist ingluded {n the mail bag a remark showing the camse of shott despatch
ar nan-despasch, In cased where registerad 1ist are not exchanged, 3 Memo, expliining mch
reasand sho'ild be enclosed in the mail bag

74 Plural mafl bags —I7. ar an ordingry cfrcumsianee, the bulk of the
eofrespondence for any office or saction is more than a single mail bag can
eontain, the use of two or more mail bags will be ordered in the due mail
list. In such coses, the mail bags should be numbered 1, 2, and g0 on
and these numbers should be marked on the lahels of the bags. The regis-
tered bag should always be placed in mail bag No. . The use of several
due mail bags instead of one will nlso be prescribed whenever it is desirable
to Limit the size and weight of the bagt to be carried.

78, Extra maf bags.—Whenever, owing to the umpire! bulk of the corres-
pondence to be despatched to an office or section, il is necessary to use one
or more mail bags in encess of the number entered in the due moil list, the
words “Extrn hag” chould be written on the label of each additional mail
bag and, in post offices. the mail eleck’s anention should be drawn to the
pircumatance, Exira mafl bags should contain only unregistered articles, the

registered bag heing invariably placed in the usual due mail bag.

76. Mall lists—(1) The due mail list will show in what cases mafl lists
are to aecompany transit and other loose bags despatched or received. As a
general rube, mail lists should accompany transit and other koose bags only
when the duz mails ta  be received or despatched comprise more than one
bag ; but when transit bams are made op, mail lists of their contents mys;
alwiys be prepared and placed inside,

{3} Mails conveysd under contract in o vehicle provided by a conlrae-
tor, unusual mails and special bapgs must invariably be nccompanied by
mail lists,

(3 Mails exchanged by one section with another and heiween sections
and email offices will be accompanied by seetfonal mall lists containing details of
all the bags, due as well as unusual, invoiced in them ; 8 sactional mail Hst
must always be prepared, irrespective of the namber of bags despatched ;
and in the case of mails transferred at & changing station by a relieved set
o a relieving set, the official in charge of the latter 5 Tequired to sign
the original list in proof of having received the malls correctly.

NoTe.<Sznariatesdent when Te consider: It advinable, order the use of sectjonal
lsta by Boat olfices at station. wher: 3 h:p number of bags, due and ueassal, mwﬂtﬂ;‘lﬂ

to the Rajlwiy Mail Service,
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(4) Mo correction may on any account be made in the totals of the
entries in mail list prepared ; if an Incorrect total has been entered, the [list
should be destroved and & fresh one prepared.

761, Entry of forward mafl lists In the mall lsts for intervening offices and
sections,—When mails are forwarded by one section or offics to another throu
one or more inlervening sections or offices, the forward mail list should
entered in the mail list for the next intervening section or office under the
head “Due Mails™ in the column for *“Transit hags™ agninst entries of the
names of the section or office of despatch and that of destination and follo-
wed by an entry of the fotal numbers of forward bags invoiced in the
forward mail Est. thus—

“L-3 Out (to) R-13. In 1 Mail list with 4 Bags™,

These entries should be similarly repeated by all the intervening sections or
offices, The forward mail list shoold in each case be included in the fodal
of the due mails enlored in the mall list for the intervening office or section,

When special bags with special mail lists are forwarded through one or
maore intervening offices or sections, the special mail lisz should be entered
onder the head “Usnal Mails” in  the colomn for “special bags™. Thas,
One specinl mail list with one bag,

77, Ploral transit bags. I, av an ordingry clrewmirfanees, the bulk of the
mail to be despatched to any office or section i3 more than o single transit
bag can contain, the use of two or more transit bags will be ardered in the
due mail list. In such cases, the due transit bags should be numbered 1, 2,
and so on, and these numbers should be marked on the labels of the bag.
The mail list should always be placed in transit bag No. L.

78. Exira transit bags.—Whenever owing to the wmmal bulk of the
mails for an office or section, it is mecessary o nse one or more transit bags
in excess of the number entered in the dwe mail lst, the words “extrn bag™
should be written on the label of each additional tramsit bag. The number
of extra transit bags should be included in the number of due mails entered
in the mail list as actually despatched, and a note should be written on the
mnil lst specifying the number of extra transit bags made up. The mail
hist should slways be placed in the wsual des trransit bag

79. Extra despatches of malls.—(1) When the weight of letler or parcel
mail to be detpatched by o post office to another post offlce, a mail office
ar section or by o matl office or a section 19 a post office s more than
what the ordinary establishment can carry, the nostmaster or the head sorter
in charge of the despaiching affice is authorised 1o make an extra despatch,
hut in the case of transit and parcel bags with numbered labels, care muosg
be taken to forward the bags in the order of the numbers marked on the
};HE. and in the cass of “extra™ tramsit bags, to forward the dug tramsit

ng first,



19

{2y Whensver an exira despaich ls made, the despatching office  should
prepare the mail list in triplicate in the uvsual manner, send the two d
copies with the mail and retain the third copy duly receipted the carmer on
record. The weight of the mail should be entered on all copics of the list and they
should be headed with the words “Fxtra despaich™, In the receiving office or
séction one copy of the mail list should be receipted by the postmaster or head
sorter and placed on record in the usual manner and the other copy should
be returned attested to the office of despatch, to be used as a voucher for
the expense incurred. The charge should be treated as contingent expemditure
and paldfrom the cashbalance of the office and in sub-offices, the atiested
copy of mail list and payee's receipts should then be sent 1o the head office
attached to and entered in the daily account,

—In the case of an ¢orn desparch made by & mail office, 1he charge for the
gonvevance of the estca mailshould he paid by the reteiving Post office nnd  accounted for
in the same way ag ihar incurred by it in making its own exira  despaiches, In s,
the twa copies of the miil list reseived should b~ dispossd of in the manner described extept
that ke secomd copy should, indesd of being redurned o the mail office affer atieslation,
ha used as 0 vaueher fof the cxpenditere incumred,  Tn the case of in exta despaich made
by a B. M. 5. section, the recelving office imself should prepare & irue copy of the madl list
with which the hags under extrs despasch were received, record in it the weight of pails and
use it asp vweucher for swpenditure imgurred,

(3} Tn the case of an extra despatch of parcel mails from one post office
to another, the despatching office must also send intimation firit poat 1o
the affice to which the despaich is made, stating the probable dale and hour
of arrival of the extra mail at the |atter office, the number of parcels
intended for it, and the number and weight of (he parcels inte for
onward transmission, so that timely arrangements may, if necessary, be made
to send the parcels as soon as postible.

(4) As each charge is incurred o a sub-office, the sub-posimasier
thould enter ihe required particolars in a siatement in the prescribed
form and when the siatement is complete atthe end of the month, it
should be sent to the head office entered in the daily account. On
receipt at the head office, these siatements should be checked by the
head postmaster or any  other officlal who may be oauthorised in  this
behalf by the Postmaster-Cieneral with the wouchers on micord in the
office, and the checking official should write the word *Verified” at
the bottom of the statements. sign the enlry in token of having carried
out the check and forward the statements to the Superintendent with the
relative vouchers. Similarly, each head postmaster should submit to
the Superintendent, at the end of the month, a statemenl in the
prescrihed form showing the charges incurred by his own office during the
month accompanied by the atfested coples of mail liste and pajyec's
receints. Extra mail despatches, the cost of which cannot Itj:I];:nr in
the head affice accounts for the same month, should be shown in next

month's statement,

{5) The Superintendent will cheek, countersign, and relurn sale-
ment to the head office as gquickly ns possible, for transmission to the
Postmaster-General with the monthly contingent bill, or with a separate
tetter IT the hill has already been despatched.



(6) Tn the case of charges incurred by Ist Clats head offices and their
town offiges, the statement of extra mail despatches need not be sent to the
Superintendent,

NOTE |=~The permanent staff should not be employed fo carry extra mall despatches,

MOTE 2—=Mails intendad for delivery at thecamp of the Central or Locsl Governmant
ghoeld when necessary, be dealt with according 1o thefr male. This role applies also 10
bags of forms recelved through the R, M. 3., from the Stock Depol for onward transmis-
sion 10 another post offce, knd 1o cases in which bags have sccumiaised owing fo detention,
or in which the mumber of bags for mail line bas Been unusually swelled by the  receipt of
maily demined in other offices in consequence of the supply of insMzient accommodation by
milway, mis eonreclion of trins, interruption of mail eommunication, cr ciber wnfv reseen
CRUEE.

80. Water proof bags.— (!} When the use of water-proof bags by a

office for mails conveyed by boat or runners, duri the rainy season,
1% ordered by the Superintendent, the mail clerk conce will be responsible
that such bags are used only during the period fived. At the end of
the rains, the bags should be kept in the office 1o which th!rbe were
suppliecd, and not returmed 1o the Steck Depor por should they used
dunng the dry season except in wet weather,

(Z) Water-prool bags are not supplied to the R. M. 5, but il such
bags are received by a section or mail office from a post office, they should
be wtilised for the despatch of return mails to that post office,

81, Immediate examination and verification of mails, — (1) The immediate
examination of the mails received 153 a4 most important duty. In post offices
the mail clerk and, in sections and maoil offices, the head sorner must carefilly
nad clogsly examing the condition of each bag und satisfy himsell that the
correct number of bags is recerved, If a mail fist accompanies a despatch,
;Iut: bags actually received should be compared with the entries in the mail
|1

(2) If the mail clerk or head sorter fakes delivery of the mails as
correct and in good condition and permits the carrier 1o leave the
office unguestioned or does not question the official in charge of the
section from which the mails were received the carricr or the official will
be freed from all responsibility which will then rest entirelv on  the mail
clerk or the head sorler, ms the case may be in the event of a bag being

subsequently found to be missing or to have been tampered with,

82. Disposal of mail Hsts received. — As soon 23 the mails received
have been compared with the entries in the mail lists which sccompany
them, these documenis must be gigned by the mail clerk or head sorter
a5 the case may be, who may then pot them aside and at his leisure a-r-mp'
them and place them on record, provided that thisis done before {he cloge
of the working bours, in the case of post offices and mail offices, or
before arrval at the ferminpl station, in the case of sectjons,
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REGISTRATION AND PARCEL DEPARTMENTS

83, Meaning of the expressians “regisiered arlicles of the letier mail™
and “parcel mail articles’—Wherever in the Manual rules expressions are
used, they include, respectively, the following classes of -articles unless it is
clear from the context that any of them is uded —

L—Ordinary registered letiers and packets,

V. P. regstered letters and ots,
Insured letters { ordinary uﬁ.{'t P.)
Insured envelopes,

Registered bundles, and

Insured bundies,

II—=Unregsstered parcels,
Ordinary registered parceds,
V.P. registered parcels, and
Insured parcels { ordinary and V.P. )

84. CondUions regarding rogisiration, Insurance, ete.—(1) The conditions
ander which parcels may be posted and articles of the letter and parcel
mails may be registered. insured or despatched under v-p. system and other
mformation on the subject will be found in the Post Office Guide, Before a
letter or parcel is accepted for insurance, it should be ascertained from the
Guide that insurance is available to the office or couniry to which the aricle is

addressed.

(2) Registered and insured articles addressed to foreign countries should
be treatesd in the same way as inland articles of the same classes and forwar-
ded to the offices of foreign exchange or Frontier R.M.S, Offices concerned,
An acknowbedgment for a foreign insured article should, however, be preparsd
only if the prescribed fee for such an acknowledgment is paid by means of
stamps affixed to the article in addition to the postage and the fees for
registration and insurance.

More—lt is motobligatory on thepant of che sender of & fareign insared letier to give his
nume and address cither on thecover of the atricle of on i separate sheet of paper. When,
howevet, the indormtion is given by the s:pder, |t #hou'd ba rec onded oa ile reverse of the
offics copy of ihe resipt in 190 registered journal,

i II.!i, rﬂiﬂqﬁ‘ill h['iuu: pll]mdi ._i'-ril'l'l.‘ H—“n classes of registered
cles of t letier an mails named below are distinguished by the
following letetrs placed before the Mos — 4

Insured arvcles............ by *[ag,",
VP articdes....ccooiiiinie by “¥Y.P.",
Insured V.P. articles - by “V.P. Ins,”

Postal and Telegraph Service registered articles . by a o “0" and the
seme mode of distunguishing these classes of articles uld be adopted
Wherever the Mos. are recorded.

NOTE.—Ta the cas of regé . )
g D TE~ 1o the cuse cf regiaterad or inured bundles, tbe diminguithing letier *R. 5" or
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#6. Number slips printed with names of offices of posting—When the
number of articles of any class for which Mo, slips are used, ted at an
office averages fifty @ day or more the name of the offies will under the orders
of the Head of the Circle, be prined on the No, slips for that particular
class of articles supplied to that office, but not an any other No. slips.

MOTE, =Sa¢ %ate balow rude {1} of the Post O e Meaasl, Volome Y1,

BT, Acknpwledgment for registered articles and enquiries regarding
Forelgn reglsiered articles of the letter mail snd foreign parcels—(1} 1f
the sender of a registered article or o foreign  parcel desires to oblain an
acknowledgment of its delivery, be must affix postage stamps 1o the article in
payment of the prescribed fee. The acknowledgment Torm filled in by the sender
should be impressed with (he name-stamp in the space provided fur the

and the name of the office of destination should be clearly noted on
it in red ink below the word “Acknowledgment,”

The entry regarding No. on the ackmowledgment should be made in
ink.

(2) The abbrevintion “A.D." shouold be written on the face of the
article i bold letters and also across the receipt for the sender and repro-
duced on the copy of the receipt in the registered journal,

(3) Registered orticles on  the letter mail and parcels addressed to
foreign countries for which acknowledgments of receipt are required by the
senders should be marked on the face very clearly with the words “Avis—
receplion® The same entry should alo be made or the despatch-acte in the
ease of foreign parcels which are required to  be accompanied by despatch-
notes. The articles should then be Jorwarded to the office of exchange con-
cerned accompansed by the special form of acknowledgment of receipt o
postcard size. The form should be duly filled m by the office of origin,

(4) The registration or parcel clerk in post offices or the bhead sorter
in the R. M. S. is responsible that an acknowledgment. when paid for by the
sénder, is actually forwarded with the article, whether the acknowledgment 18
prepared by himsell or by the sender.

5} When the seader of a forcign registersd artcle of the letter mail
ar a foreighh parcel applies for an ackaowlsdgment of receipt after the article
has boen posted action should be taken in accordamce with rule 249 (2).

88. Parcels containing Insdmisible communica’ions,—I al the time
of pres®itation at the window of the Post Olfice for despalch it comes to
notice that o parcel contains more than one written communication of the
Rature of a letter, or having the character of & personal communicalion or
mny such communication wddressed to o person other then the addressee,
the parcel should not be accepted for despatch and the sender should be told
accordingly, If, however, the irregularity comes 1o notice in course of (rans-
mission by post after the parcel bas been accepted for despaich it should be
endorsed, *‘For open delivery™ and forwarded to destination for arrangicg an
open delivery to the addressee.
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89. Proparation of registered bandles. —Whenever there are more than
four station uninsured registered articles of the letter mnil for any post office
for which u direct mail bag is not closed, the registration clerk or sorler, a5
the case may be, should enclose them in a siation registered bundle for
that office. The registered articles should be entered in a registered list
and afier being armanged in the order of entries in the fHst, they should
be tied topether and enclosed, topether with the list, in the prescribed
envelope or, if necessary, in & dosuii bog, clearly addressed to the
office of destination. Before the registered list containing entries of un-
insured registered articles is placed in the bundle, the total number of
ordinary registered articles and the total number of ordinary V. P, articles
showld be entered separately in  the space provided at the foot of the
registered list against the words “iofal ( in words and all other iems
shoudd be scored out™. The envelope should be securely fastened down
with gum. A No. should be given 1o it corresponding to the number of
articles it contains, preceded by the distinguishing letters “R.B." I a bag
hits to be used, it should be sealed in the ordimary way, and an envelope
w in the manner indicated above should sitached to it a3 a

. The registered bundle should then be placed with other registered
articles inside the regisiered bag under preparation for the section or
office to which the mails for the office to which it is addressed are
sent.

More.—In casse where dosti bags nse used for encloding regislered bondles, the mansher
of bags %o wasd shosld be written In wordsand figares ag the top of the registersd List,

() If on any dale the same office or sedtion makeés up two or more
registered bundles ench containing the same number of articles, the No,
entered om the registered bundle and fn the due registered Jist in which
it is invoiced should show the name of the office of destination, thas ;

R.B.—3 RB. -5 .
Dacea Khuina®

These entries should be similafly repeated by ofl intervening sedlions of
. If two registered bundles bearing the same distinguishing mark
pgh the same office or section of the same time, pames of

{3

fh:l ion closing the registered bundles should be added within brackets,
RB.—S (of N. Gani), s, (of Bagerht), elc.

(3 Territorial registered bundies should where prescribed be
in the same manner as station registered bundles except that the envelope
or label shauld be superscribed with the name of (he province, clenrly-defined
tract of country or foreign country to which the article in the bundles are
addressed as well as the name of the office or section by which the bundle is

to be opeacd,
Mo 1. —Ualmsared regisiered ariicles for despaich to the R.L. O. say be seol in
registered bupdles addfessed to the R, L, O.

Mote 2 =Registerad articles to be dealt with by a mail ofice or secticn may, under (be
orders of theHead of Circle be put up by another mail office or sectdo in Registered busdize,
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). Preparation of Regliered and parcel lists.— (1) Wkhen the mals are
under preparation for despatch, registered and parcel list should be prepared.
The tota]l mumber of registered articles for despatch with ench resiered or
parcel list should be entered in the registered or parcel absiract immediately
after the preparation of the registered or parcel Hst for the office or section
to which it is to be sent,

(2) A parcel list should be prepared every doy for cach post office, muil
oflice, orsecticn to which the sorting list shows that parcel mail articles
may be sent, whether there are parcel mail anticles for despawch or not. If
on any day there are no parcel mail aricles for despaich with a parcel list,
the blank list to be sent should be duly stamped und sagned, and the word
“NiI" should be written in the place for totals,

Evtatiton—As no-delivery town sabeodfices which hate no  bednch officen 0 account
with them do mot eschangs wlumll articles or s with thair head ofice and gatbomars
sorting offizes th the sama siasian on Somdays nrul post offics holidays these no.delivery town
wa b nesd gl exchange N7 regigtered and parcel liis with 1hose offices on S
dayi and Post Office holidays. A remark shoulds however, be made in the regissered or prrcel
::I;ﬂnu the following day tothe elfect thai the previous day was & Sunday or Post (fice

NoTE—In mo-delivery ofllew which are nol aathorised te deliver From Ehesr window
insared and muu-mﬂ# articlas excesding the prescribed limits of valise. the toral number of
fagistered articles bundies of parcels despatched each day should be recorded an the
Back of the last used pages of the reglstered joormo] for the Eay, instead of in the pancel o
registened absivact as the casé gy be.

(2) In the case of inland parcels cherged with postage, customs duly or
régistration or other fee, or dues, the amount due should be noted agamst
the entry of the parcel in the parcel list, The distinguishing letters prescribed
for the different classes of parcels should also be used when required.

(%) Registered and parcel lists should be prepared m duplicate by means
of carbonic paper aad, Il more than one registered or parcel bag is closed
for any ollice or section, a separate list should be prepared for each bag.
The l.r%p:r [Eﬂ:il copy) should be kept on record and the lower (carbonic)

should

copy despatched,

(3) The ubbreviation “A.D." should be written in the parcel lisl immedi-
ately below the No, of the registered parcel Tor which acknowledgements (il
any) relating to the istered parcels entered in the parcel list should be
arranged in the mdnr:}?thu entries and attacked to the copy of parcel list
for despaich,

(6) If any cotrection is made to the entries of the Nos. or of the offices
of posting in & list, it should ba attested by the initials of the ¢lerk or
sorier concerned ; but mo correction s ow any acoount o be made in the roval

the entrizr fna Mz, I an incorrect total has been entered in & bist, the list
should be destroved and a fresh one prepared.

7} The total number of nrticles 1o be seat with each lst with the
details, for which spaces are provided at the foot of the list, should be
entered in words, [f there are any money order envelopes for despatch
with a registered list, the tolal number of such envelopes also should be
emtered scparatcly at the foot of the list in the space provided for the
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purpose.  The list should ihen be stamped and signed by the clerk or sorter
concerned. If more than one page i3 used cach should be numbered and
totals carried over [rom page 1o page with remarks “carried over” or brought
forward™ as the case may be | cach page should be stamped and the lust poge
sagned by the clerk or sorter concerned.

(8) In post offices, registersd articies of letter or parcel mail for branch
offrces in account which perform registration work independently should be
msde over with the registered or parcel lists to the sub-account clerk, under
receipt to be taken in the registered or parcel abstract. Registered and parcel
lists for branch offices of this class are due documents.

(9) Articles registered i 4 post office, for delivery from Lhe office itself,
or from any of ks branch offices which are not  authonsed to perform registra-
tion work independently, should be entered in & station registered Jiss.

(I0) In post offices, the ascerianined weight of the insured articles"to be
o branch ofices should be noted i the regmtered It agamst their
respective eniries.

Moy —Insured snvelopes and maired bundles should be endered in the same registened

lisg la:dﬁ[llllﬂd in ihe stme registersd big a1 regiviersd anticles of dbo letter mail, ‘When ik
Lare oo insured ehvelopes of Bupdies For despaich 1k word “Nu™ sbould be antered in the spacs
.qm-u...i:d.u e fond oof 1Be reglanered list.  [nsured parcels should be ennered in 1B skme parcel

Jist . as ogher pegistered parceds, V.F. article should be eniered in the mame regisered parcel
: lints amd inthe same way s andinary registeend ardicles of the laner of parcel maid,

11) lscoming foreign letter mail articles which bave passed through the
customs will be forwarded by ihe oflice of exchange duly entered in the
registered list (R.P, 32} with the remarks “Free”, (f no custom duty has been
levied on the articles) and *Custom Duty”, (if custom duty has besn levied on
the artiches). The remark will be recorded in the weight column of RP. 32)
which is meant for recording tne welght of the insired articles. IT the article
happens (o be insured as well the remark will be given in addition to the.
weight of the article in the column. The remark will continue to be
h:.rhu:i:. intermediate office or section Gl the articlke  reaches the of
delivery.

91. Closiag of reglstered and parcel bagi—(l) When u registered or
parcel bag is o be chossd, the article to be placed in it, and, in the case of
registered parcels, the ackoowledgements (if any) should be examined with
a view to the correction of errors in soning. [he orticles shouold then be
checked with the entries in the list conc and the toial number of articles
pdvised in each fist should be compared with the number emtered in the

appropriate abstract,

(2} The registered articles of the letter mail should be arranged in the
arder of the entries in the registered list, tied n a bundle and then enclosed
with the registered list in the bag which should be labelled closed and scaled
as prescribed in rule 13 with registration seal or in offices and seciions
where this scal is not in use, with the date-seul, Registersd bags must always
be closed and sealed in the prescnce and under the direct supervision of the
registration clerk or registration sorter, as the case may be, and he will be held
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résponsible for the cormsctness of their coatents, Registered bags containing
insured article should be closed in the presence of the Postmaster or the head
sorter as the case may be, and sealed with his insurance senl unless the office
is a single handed office in which case the ordinary seal should be used. Before
such bags are clossd and eealed, hz should examine each insured articls and
verify the entries of insured artickes in the registered list and sign both the pencil
and carbon copies of the list in token of his having carried out the check.
Both copies should be signed separatzly either in ink or bloe pencil and sot by
means of the carbon process.  Stamping should alse be done on boath copees,
He should persogally ses that the insured articles entered in the registered list
have baen Eﬂhﬁd in the proper bag., The bag should bz made over under
receipt (to taken in the registered abstract) to the sarting clerk or head sorter.

(3} The parcel list with acknowledgements attached should be
with the parcels in the parces]l bag which should then be labelled, doﬁ:ug{ﬂ
sealed in the presence and under the direct supervision of the percel clerk or
parcel sorter, as the case may b, and he will be hek! responsible for the
correctness of their comtents. Parcel bag contawining insured bags should be
closed in the presence of the Postmaster or head sorter, as the case may be
and sealed with his insurance seal unless the office is a single handed sub-office
in which case the ordimary seal should be used. Parcel bags should be handed
under receipt fo be taken in the parcel abstract to the mail clerk or head
gorer,

More~The Poslmader’s persoasi Juties predcribad in this rule may, ynder the orders of
e Hoad of 8 Cirgle, b defegated 1o the deputy postmasier, Risistinl postmaser, upervisor of
haad clerk of the offlos, as the case may be, Similarly e Head Soners personal duzies may be
delega ted 1o she Supervisor if any sanctioned excl dively for the Hegistration asd parcel
branchet,

(4) Care should be taken that only bags which are in every respect sound
and strong are used os registored or parcel bags.

9). Cieslag of invared bags.—(1) When an insured bag is to be
closed, the insured parcels for despuich should, after entry on the issue
side of the parcel abstract, be shown along with the parcel list in which they
are entéred, to the Postmaster or head sorter, os the case may who should
gign both the pencil and carbon copies of the list separately, either in ink or
hlﬁ pancil, and not by maans of the carbonic process, the stamping being
also dooc scparately on both copies. The insared i should then be
placed by the parcel clerk or parcel sorter himself in insured bag in the

of the postmaster or head sorter, who should satisfy himself that the
parcels entered in the hst have been actually placed in the bag.

1) The insared bog should then ond there be closed, sealed and
hhéjed by the parcel clerk or parcel sorter in  the presence of the post-
master of head sorter 18 the manner described in paragraph (4) and
should be writtem on  the insured label, and the weight (in 1otals) of the
office or section of destination as indicated in the parcel sorting list
should then be accurtely wei in his ence. 'Fh:n.l.muufrh
bag should be clearly noted thereon, in and in ink, in the place
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provided as well asin the parcel abstroct ogainst the entry of the name of the
post of iee or section 10 which the msured bag is despatched.

Mome L=—Inihe B M. 5, the iastroctions ahout weighing the insored bag apd recor-
Iﬂlq ns 'I'ﬂ.l]:l.l apply oaly 1o soning madl olfives.

Motk 2—In no delivery offices which ame oot agthorised o dellver from thear window
insared &nd ¥, P articles excosdieg the preseribed limsits of valise, the weight of the iusuned bag
pkould be noted on the odfice copy of the parcel lin despaicked.

(3) The postmaster of head sorter will be responsible thut each bag con-
tains the correct number of insured parcels, that the insured parcels have pot
been tempered with before despatch, that the bags used are in good condition,
that they are properly closed nnd sealed and that the weight is engered correctly
in ink on ihe insured label and in the parcel abstract,

WorE.—The Pommasier's personal duties prescribed in this rule may under the orders of
the Head af Circle, bo delegied 1w the depuly posunasicr, asssbind pusimBSLer supervisar or
Ivead clerk of the offsce, &8 U case may be. Samalarty, the Head Sorter's porsoral dulscs mny be
delegaied of the Supervisor il any saocrioned exclugively for the Regmnaieon and paroel branches.

Light dosuti cloth baps should always be uwsed for insured bags
which should be closed, sealed and labelled in the following manner—

A blue tag lubel should be fastened 10 a piece of strong cord which
should be tied tightly round the neck of the bag and kootied in
iwo places opposite each other ; the ends ot the cord should
then be passcd through the holes of o tin scalholder and again
fastened in koot, The msurance seal, where provided, should be
impressed on good red sealingwax applied over the knot of the
cord in the bollow of the fin seal-holder and alio over the knot
at the point opposite, uader which a piece of paper should be
first placed in order 10 prevent damage to the bog. An insured
label should be pasied 1o the label,

Mo, —#A canvas bag of suilable size may be wsed for ibe preparaiion of ap insured bag
when parcel to bo ecclosed in 1be bag cansol convenianlly be placed ina dosti cloth bag apd
& fegpark *Canvus bag vsed™ should be estered st 1 1op of the parcel lint,

%3, Use of more than one registered Or pareel bag for the same office or
soction (1) When the number of registered articles of the letter mail or par-
cels 1o be despatched o a section or office necessitales the use of more than
one registered or parcel bag the labels on the bags shoold be clearly num-
bered I, 2 and so on, By the side of oumber marked on the label of bag
Mo. | should be written the total number of bags forming the despaich, thus
13, 14 ete. The bag made vp last should be numbered, |, so that the total
pumber of bags convenigntly be noled 0o the label.

(2) A separate registered or parcel list, ws the case may be, should be
placed in cach bag, giving a detall of its contents and bearing the number
given to the bag, thus “Heg No, 1" “Bag No. 2" and “Bag No. 3" in the
case of a despaich consisting of three bags, By the side of the number written
on the hist enclosed in bag No. [ shoula be entered the total number of bags
forming the despach, as in the case of the label of that bags. The rectiving
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office or section should see by reference to the second number on the list
enclosed in bag No. 1 that all the bags comprising the despatch have been
received. Il for any cause, bag No, | is not received along  with the others
forming the dezpacch, the irregularity should be noted, and a el senil to
the despaiching office or, in the case of a section, to the record ﬂﬁ:ﬂ,l & ¢oficern-
ed, intimating the non-receipt of the bag in question and enquiring what was
the total number of bags wsed for the despatch,

M. Use of wicker baskels in place of parcel bags.—Where wicker baskets
are sUPplied for use in place of pascel bogs in dirsct mutoal exchanges of
parcel mails, the baskets should be treated by the offices concerned as due o
be despatched every day (exvept Sunday) even il they have 10 be sent partially
hilled or empty, Any office having parcels 10 despaich on @ Sunday should send
them in hags. The baskets should be treated ing respect Lil:r:’[urni bags,
the number of bags and baskets being entered sqmuklce?'y in the mail list ander
the head *Details of Ungsual Muils,"

95, Insured articles krregularly accepled.—I7 an insured article has been
irregliarly accepled for an office not authorsed 1o deliver it, the Arst otlbee or
sectron detecting the inregulanty should return the article direct to the office of
posting for re-delivery to the sender, enclosed in a protecting cover or bag, as
the case may require,

96. Opening of registered and parcel bags and examination of their
contents.—({1) Th: regisiered bags and bundles addressed to an olfice or sec.
tion should be opzasd by the registration clerk or registration soner and the
parcel hags addressed toan office or section by the parcel clerk or parcel,
sorter, as the case may be.

Mare~Insared envelopes appartaining tokeiters for defivery from a post office or from
branch offoss in aocpunt wisech ACE byl U EGEEGd arform reglEmuipan work imdspamdeot]y
shiiald be preservod oaul the ndilressees’ recoipis have oblisned, TROSE APDELambg
leses whicn are redirected of seal for delivery 10 brangh  offices Suthorsed (o pErioim regasirs-

tian work independonty fesd fiol be prestneed.

(2) All the registerd articles and parcels (including heavy registered packets
received in packel pags and parcels received m mail pags) should be carefolly
examined and compared witn che eatries in the remstered or parcel lsgs.
The parcel list snould also be examined to ses that acknowledgmenys
(if any) relating to ths acknowledgnzal due registered parcels entered tnerein,
have been correctly received and the lists shouid then be signed. The toqa)
number of articles reczived with each registered or parcel list should be
cotéred on the receipt side of the registered or parcel abstract. In examuning
a registered article or parcel, the place Where the No. slip, stamp label or
any other piece of paper, eic., 15 pasted Lo the asticle, whether by the sender
or by the ost Office, should be subjected to minute struling so as to detect
any altempt to conceal signs of tampering.

{}) Insured envelopes and registered and insured bondles should be
csamiitsd with specisl care to see that they are i good condition, that they
have been properly closed and senied and that the scals and fustenings are
imgact, Any imperfection. bowever slight, in any of these respects should be
ummediately brought to the notice of the postmaster or head sorter, as the case
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may be, and o note of it shouid be mads on the eavelope or bundle and in
the registered list with which it was received and, in the case of an envelope
or bundle for coward transmission, also in the list with which i1 is despatched.

If an insured envelope or bundle is received without its weight having
been recorded by the o of posting, the irregolarity should be immediately
brought to the notice of the head sorter who will deal with in sccordance
:ir.‘h the instruclions contained in Rules 200 and 201 as the case may
€

(4) Except in sorting sections, ench insured envelope and insured bundle
should be weighed and the weight thus asceriained entered in the registered
list with which the envelope or bumdle was received and, in office of
delivery, also on the envelope or bundle itself. If this weight ngrees with
that entered on the envelope or bundle by the office of posting, or if there
is & slight difference in weight not giving fise lo suspicion (hal it has been
tampered with, the envelope of bundle should, in office of delivery, bhe
opened and its contents taken out m the presence of the postmaster and
stamped by the registration clerk, while in sorting offices it should be for-
warded onwards, a note of the dilference in weight being made in the
registered list with which the envelope or bundle is CFEF-FHIEJEEL If, however
the difference in weight or any other circomstance gives rise 10 Suspicion
of tampering, the envelope or bundle should be made over unopened (o
the postmaster or head sorter as the case may be who will deal with it
in accordance with the rules relating o Investigations, [n offices of delivery,
insured letters should be examined in the manner prescribed above both for
registered letter and insured envelopes. The weight of each letter should
also be checked with that ooted on it by the office of the posting and
jtshould be seen thatit bears the date-stamp impression of that office,
Any imperfection or any discrepancy in weight or the absence of the

date-stump impression ef the office of posting it should be immediately brought
to the notice of the posumaster.

Mare.—When & numher of nvared lettors for :Hii%-ru received hy B down sub-0ffice
fram its head office or from asother town sub-offce under that head office ina paper

enciosed
cover af bag. the cover or hag shoald be seamined and weighed and the weight should he
checked i the mamner prescribed for Insured bopdies or insured bags, 25 the case may reguire,

(3) In post offices, registered articles and parcels with the ncknowledg-
ments, if any, should be separated into—

those for delivery, and
those for enward Lrnnsmission,

The former should be stamped (this being done by the registration or parcel
clerk himself in the case of rrijﬂm articles) and put gside for distribution,

and the latter should be locked wp till it is time 1o prepare the mail for
despatch.

MoTe.=S80 long as insared articles remain undelivered, he kepl under Inck
key, If they cannst be dellverod within & feasonabie ?m,mmd hﬁp‘t in ﬂnm:ﬁ

(6) The registered and parcel Hsts should be stamped and placed on
on record, the registered lists received in  registerpd or ipsured bundles
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being kept aitached to the due registersd list in which the bundles are

invaolved,

NoTe.—When a monsy order form relating to a va article Is not received with the
article, ihe first office orsection detecting the hw:ie d neta it fn the mered or
parcel list with which the articleis recaived and elso in thelist with which it is im

the cane of articles for onward transmission and report the irregularity to the Suparintendent
of post offices of first class postmaster 1o whom  the office of posting of the article i subordi=
nate. Intervening office or sections which may have 1o handle the asficle should repeat,
remark Inthe registered or parcel Hass dlﬂ;ﬁh:ﬂw them, and in the office of delvery,
the irregularity should be nated in the error book.

97, Examination and opening of insured bogs received —{1) Insured bags
will be received enclosed in parce! and mail bags and in the latter case, they
will be made over under receipt to the parcel clerk or parcel sorier, as the
case may be, by the delivery clerk or the head sorier, respectively.

(3) Each insured bag received must be carefully examined at once in the
presence of the postmasier or head sorler, Lo see thut itis in good order, that
the fascening and hoth seals are intact, that the seals are those of the despa-
tching office or section, that the stitching of the bag has not been ampered
with, and that there is no rent concealed by the fold of the bag.

(1) Each insured bag received must be carefully weighed and the ascer-
tained weight should be checked with the ﬂightgit' any ) recorded on the
imsured lahel, IF thess weights differ., the bag should be given unopened
ta the postmastér or head sorter who should open it in the presence of
witngsies and denl with it further in accordange with the rules r-=1nh'n%{ln
investigations. I the weights agres, and in the case of insured bags bea.
ring labals om which the weight is not aoted, the bag should, i addressed
to the office or section, be opensd and the contents taken out by the parcel
clerk or parcel =orter himself in the presence of the postmaster or head

Softar.

(4) Insured bags are nol wni?’hed by sections, and no weighl is therefore
entered on the insured label of an insured bag closed by a section.
weight must be entered cleasly in ink on the insured label by the receiving

post office or mail office.

98, Examination of insured parcels received.—Insured parcels received,
whether in sorting or for delivery, must be carefully examined by the
| clerk or parcel sorter, as the case may be, in the presence of the
postmasier or head sorter, respectively, at the time the insored bags are
opened, to see that they are in good condition, that they bear the
date-stamp impressions of the offices of posting, that they have been pro-
perly packed and sealed, and that the seals, sewing, eclc., are in tacl.
The parcels should also be scrutinised in the manner prescribed for oninsy-
red parcels. Each parcel should then be weighed and the ascertained weight
fin tolas) shonld, after check with that entered on the parcel, be record ed
on the parcel list with which il was recelved. Any imperfoction, however
slight. or any discrepancy in the weight, or the absence of the datestamp
i mpression of the office of posting should be immediately brought to the
notice of the postmaster or head sorter. If there are no grounds for suspecting
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that the parcel has been tampered with, a note of the defect or d ey
thould be made on the parce! list with which it was received and, if the parcel
is for onward trapsmission, alto on the list with which it is to be despatched,
If there nre prounds for suspicion, the parcels should be made over to the
posimaster or head sorfer who will deal with it in acoordance wilh the rules
relating to Investigations.

More .—Ia the BAMLS. the instrocgions aboul welghing the parceli 2ad recording theis
weighis do mot apply 1o sedlions.

Mors 3 —Pareely posied At Bangladesh posi-offices  sbhazied |n some acceding Siafes faye
bafare posting. to be mken to the cusiom-houss, where they are tealed by the custom homse
authorities in token of customs dioes havine heen paid @ and coneguendly, Insired parcels

ed winder such conditions bear ywo difarent geal impressions ond  frequently two different
E',‘:T.j, of sealing wax, In such n case, the parcel lerk or parrel sonier musl see that the office
af posting has written on the parcel the words *“Castom house seels added 10 the parcel : 1ol
rugmber of seals ( awasder i Gnd that this nuenber comesponds with the sumber of weals borng
tw the marced. Ifohe notz has Bod been onered on the parcel, the parcel clerk of parcel sarter
Fahauld himself add i

99, Deficlency In foes or postape on registered arficle  and
parcels.—{1) I the postage including the repistralion er olher fee. on a
registered arlicle ef the letter mail or insured ]i:l'_ti:-r received in a post offica
for delivery is found to be insufficient, the registention clerk must brng
the fact to the notice of the postmaster, who should note the weight of the
article on the cover, and in the error book whether it is insured or not, and
abtain the cover from the addressce.

(3} The parcel clerk should similarly bring to the notice of ihe
postmnster anv deficiency in postage or other fees prepaid on  parcels, For
this purpose. the parcel clerk must examing all station articles of the parcel
mail received and weigh them, il mecessory, in order (o see thal "—

(a) in the case of all registered parcels (lnsured or uninsured), the
postage stamps affixed to the pareels or to official labels pasied on
them represent the full amount of the postope and prescribed fees
including any redirection fee which may have been prepaid ;

{b) in the case of all unregistersd parcels, the postage sitamps  affixed
to them or to official labels pasted on them represent the full
amount of the postage and redirection fee in  case the latter has
been prepaid,

#ate 1—1n the cawe of radirested parcels (registersd and wiregistered) on  which
redirection fee i resovemble Trom the addresses, the parcel clerk most s2é (hat the corvect
amount of fee has boen marked on the parceland. if any incocrect entry has been made, bring
the fact to 1he natice of the postraster who shogld correct it onder bis initiale. Ina Franch
office, the branch postmasier should sce wheches the correct umount of postage has heen marked
an the parcel and, If any incorrect eatry has been made, ke should eorrect it under Biv inkizals,

Marte 2—=Tn the ciwe of & narcel redivected by any bench office. it should be shown to
the posimaster who should ¢ the amoun’ of reditection fee. if paid s well as the entry
“Rediracied postage . —..." or “Redirection charges maid"” made thervon and  indtial (he ent
In tokes of his having carried out the check. I the entry is made in vernwulsr by the hu;ﬁ
powtmaster, Fresh entry should be made by the pestmaser in English. IWany istaed rodire
parcel is recewed from o brasch office as refused, the charge for fedirection should be
gancelied under the imitials of the postmasier,
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(3) the Postmaster should report the deficiency (o the Super.
intendent to whom the office of postingis subordinate, the report being
aocompanied in the case of inland  articles of the letter mail, by the cover
obtained from the nddressee. In all soch cases, the o of
will be required by the Supcniniendent concerned to pay asam equal fto
the deficiency, The Postmaster of the office of posting will make efforts
to realise the amount, equal to the deficeency, from the sender, fail-
ing which the question of penal recovery from the official ' at fault in
pecordance with the Discipline and Appeal Rufer, 1976 should be taken up.
The amount recoverad should be converted into posinge stamps which should
be affivad 1o th: Supstintendint’s letter ordering the recovery and defaced
with the date stamp of the office,

(4) I the deficiency is detected in sorting or, in the case of an artiche

at a branch office, in its account offics, the attention of the office of

delivery should be drawn to the deficiency. In the latter case, a note should
alsobe made by the pecount office In s error book.

5) Inthe case of outward foreiga articles, the office. of exchange
will, [or the purposes of this rale take th: place of the officy of delivery,

GENERAL

1. Use of the term “Superiniendent”.—~The  expression “Super-
intendent™, meludes both Postaland R, M. 8B, Superintendents, unless
it is clear feom the context that only one of these ¢lasses of  Superintendents
is meant. When used to signily a Superintendent of post offices, the term also

includes a first-class postmaster except whare there i5 anything to the contrary
inthe context.

(2} Wherever it is stated thot o postmaszter should submit reports,

returns, efc, to the Superintendent, it should be understood thatif the

r is a first-class postmaster he shoold deal with them in the same

way a5 a Soperintendent of post officss, unless anything to the conirary is
stated in the context,

Hore—Wh'n a town, b or branch oMse bs placed under the supervision of hend
postmaster he will exercise Al the ﬂﬁuunu af o Eu:'u-r:mmd:n:uin mpm::l i ﬂll1:|'l-|:a+

101. Use of the term “Unpald arficles” —Where the term “unpaid™
is used in respect of & postal article. it inclodes “insufficiently paid™ except
where both the terms are used in contra<distinction fo each other.

102,  Admittance of strangers inside an office, or mail van prohibited —
Mo person nol belonging to the Department should be ndmitted into the interior
of a post or mal office or a mail van, or permitted to take part in or
interfere with the wark of the office or set, When any person representing
himsell to bean official of the Department requests admittanc: into the interior
of a post or mail office or of a mail van, he should be required to produce
o letter of authority unless he s personully keown to the Head of the affice
or the head sorter, as the case may be. All enquiries by the public must be
made in wri I."rugb:ral the window of the ofiice ¢concerned, and no unauthorised
person should be ndmitted inside the counter,
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1022, Coarfesy towards the pablic.—Members of the public are
not conversant with the rules in the Poww Offfice Guide sometimes
unwittingly contravene them, or do not follow the procedure indicated.
It is, therefore, expected that all officGals of the Department should
help the public, as far as possible, indicating the correct procedure and
how an applicant can best attain his object. The officer in charge of
an office must invarishly be courteous in  all dealings with the public
and should strictly enjoin courtesy on every member of the office estab-
lishment. Ho should alwavs be willing to pive information and mest all
reasonable requirements where this can be done without any infraction of
the rules, He should study the convenicnce of persons attending to
transact butiness and 32¢ that they are not subjected to anv avoidable
detention. He should afford every facility to the puoblic, and specially
to ignoraat persons, in transacling business of any kind, and see that
documents and forms which are filled in by them are not rejected by
clerks merely because of some slight informality which might easily be

103, Book of E:mnh—ﬁn book in the bed form must be
-kept in  every post office, in each set of & mall and section (sorting
and transit) and in every record office in which impressions of all the
stamps and seals holding date or other mowveable tvpe should be taken
daily before they are brought into use. In post offices where special
delivery stamps are supplied, the delivery clerk shoold examine the
book before each delivery to see that the required change has been
correctly made, and in all offices snd sections where stamps holding
date or other moveable type are used, the clerks, or sorters in charpe of
the several departments or sefs concerned shoold examine the book to
see that the type is correctly and puncroally changed and are responsible
that they are kept clean. In every case, the officials responsible for
the examinabion shoold initial  the impressions m tokenm of having
carried out the check.

2) The postmaster, head sorler, mail agent, mail guard or record
clerk as the case may be i3 required to see that this rule is carried out
and that the impressions are distinet and clear, and he should initinl the
book every day after all the impressions for the day have been taken.

104. Letter baxes.—{1) Letter boxes are placed in R. M. 5. vans,
public  throughfares _ind other central pnﬁﬂil:r:r!. and are intended
for the meceplion of unregistered articles of the letter mail,



{3) The hours at which, and, in the case of letter-boxes placed in
rural localities, the on which, the letter-boxes are cleared, should be
marked on them ; and they should be kept locked or sealed. The marking
of nll hours of clearance on letter-boxes should be restricted to (1) the
letter-hoxes  in  post-offices, (2) & very limited number of important
outside letter boxes at the discretion of the head of the circle, (1) out-
side wall or other letter-boxes not equipped with moveable hour plates,
In fixing the hours of clearance for outside letter-boxes which are cleared
for daily despatches or locnl defiveries, the time acually occopied by a
letter-box peon in poing his rounds must be ascertained as the firsd step,
and for this purpose a clerk, town Inspector  or the postmaster  himself
should walk round the beat with the letter-box peon and note the exact
time required for wvisiting each letter-box. The hours of clearance can
then be accurately fixed with due regard to hours of despatch or to local
delivery, as may be necessary inecach case

(@) Letter-boxes ot railway stations or attached to R. M. 5. vans,
and other ketter-boxes in which, for amv specinl reason, it s not desimble
that any artecles other than lefters should be posted, are marked
“For letters only"™.

Mot | ~—Larps official aor ofker Lefier which, awing fo their dm, canmot ke pasted im the
better box, sy be passived by hard o the window of the van ar ofice,

More L =P|esse sov node below nale 3% of thin volume,

105, Certificates of posting.—(1) Certificates of posting should he
granted  to the public ImE:r the conditions, and in the manner, laid
down in the Post Odffice Guide, I a certificale of posting prepared on
w picce of plain  paper  is presented, it should be accepted and pasted on
v one of the prescribed forms, before it is returned to the sender.

(¥} Certificntes, of posting should, if required. be granted for postal
I:d th'ltarﬂ]'lh and  Telephone service articles without any fee  being
charpad,

MUTE,~This rube does niod apply o B, M8, seclions, siiber soring o tramsit.

105, Officials net to affix postage stamps fo  articles.—Officials
of the Department are strictly prohibited from affixing postage stamps to
Istters, packets, or parcel mail articles brought to an office for despaich :
this must alwavs be done by the sender of the articde or his messenger,
This prohibition s speciafly applicable to articles tendered for registra-
tivs, and the postmasier, head sorter or mail seenl, as the case may be,
wil be held responsible if he allows any of his subordinates to  receive
cash in payment of postage or registration or insurance fees.
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i w.]_m following instructions for stamping must

a) Postope bormne articles of all classes posted should

{]hﬂermrémgrim '|ﬂ=mn;'§i1ﬂdlln-
stamp or, W this stamp it not available, the ﬂﬂﬂ-ﬂtmg
over each postage stamp. Postape stamps found wnobl

on station’ articles recefved for delivery or on articleS, passing

In sorting should be defaced in the same manner. '

Nome.—Stamps other than {hose of Bangladesh, which canmot, under the rules, be
recognised in payment of postnge, should ot be defnced,

(b) Postcards should be impressed with the round obliterator
only by the office of postine and the first office of delivery on
the portion of the address-side, reserved for the address of the
recipient. Reply posteards should not be stamped on the
unused portion when the two halves are posted tooether.

Eccemtion =TIn the case of ferelgn articles in the farm  of cards  sedirecled oot of
Bangiadesh the date-stnmip of the re-directing  office should, howerer, be imprested
on the front  slde of 1he ankcis,

Mome—None of the niles helow apply to postcards.

(¢} Unregisterad articles of the letter mail posted henring  no
m:ge stampd should be imprested on the back with the date-
P

':lf} Ulnoaid  and  Dnswfficdently pald  wnregitered articles posted  or
received In sorting without having been taned with postape
:;Eaﬂu‘rd alin be impressed on  the face with the postage due

mp.

{¢) Leters posted in train and steamer letter boxes on which a
Inte fee should have been prepnid but has not been prepaid,
shonld also he impressed on the face with the "Late fee not
paid® and ‘Postage Due® stamps.

(f) Station articles received should be impressed on the back with
the delivervy stamp in post offices (o which this stamp is sopplied
and with the date-stamp in other post offices.

MNoTe L—Arnicles for delivery by a viflage postman, ifnot made over to him immes
diately afier rmniulﬂ, andd -1Id1"epm.it articles should Agnain E‘u stamped with the
delivery  or dare-stamp when fssued for delivery,

Nome 2—Tn Head ODffices, siation articles of the letter mail on which postage is due

Il be imareved an1he back with the postmasier’s unpald siamp only.

Not® L—=In tha R AS. aricles delivered direct io the addrewsess whibout the Inders
vension of & peil office shoold be Imerewed on the back  with the date-sinmp,

(#) Missewms amd misdirected orticles, including money orders
whether station or sorting, should be impressed on the hack?®
with the dnte-stamp when received, and agnin when forwarded™
to destination, even thoush the same "date be Fimpressed on
both oceasions. In the R. M, S, such articles should be im.
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the back with the at the time
w:ru_ . date-stamp, only
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regards the stamping of scknowledgments for postal articles and money

orders mid clause (),

.

0

Overcarrled articles should be impressed on the back with the
date stamp by the set overcarrying them, and Return frain
articles should be similarly impressed on the back both by the
set which closes and by the set which receives the return-train
bag. But see clauwse (k).

Articles redirected, and undellverable articles returned to offices
of posting or seat to the RL.O. by post offices should be
impressed on the back with the date-stamps when recsived,
with the deposit stamp when placed in deposit, and again with
the dute-stamp when forwarded.

Mot-=In the R. M. 5., sadecipheradle articles should be impressed on the back
with the date-stamp by the office or section which reeives them,

(1

(%)

(h

(m)

Unpald and insufficlently patd wunregistercd articles of the  letier
mail intended for despatch from head and sub-offices to sub-
ordinate offices should be impressed on the back with the date-
stamp when issued from deposit and those that are refurnsd
by sabordinate offices and again placed in deposit should be
impressed with the deposit  stamp.  Other arficles for despatch
to branch offices received as station articles in the aecount
office should be similiarly treated.

Articles for despasch by sea by non-contract vessels should be
impressed by the post office at the seapori of embarkation
with the daie-stamp of the date on which they are despatched
on board ; and articles received by sea by non-contract vessels
should be impressed by the post office at the scaport of receipt
with the date-stamp of the date on which they are received.

Acknowledgments for registered articles of the letter or parcel
mail, or for telegraphic money orders, should be impressed on
the face le., the nddress side whether they are impressed with
the date, delivery, or deposit stamp. Any stamps required to
be impressed on acknowledgements for ordinary money orders,
other than thoss for which space is specifically provided on the
face of the acknowledgment, should be impressed on the back.

Registration  No. slips, parcel no. slips and v.-p. No. slips should
E: jmpja:ss:d with No. slip name-stamp by the office of
espatch.

(n) Fabels atinched to hags should be impressed by the despaich-

ing office or section with the date-stamp (1) on the back in the
case of tag-labels and (H) on the face in the case of other labels
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(o) Documents (including R. M. 8. work-papers) received and des-
patched should be impressed with stamps by the offices, depart-
ments - or scis concerned. The forms themselves will indicale
where o stamp i to be impressed by the despatching, and
where by the receiving office, department or set.

(p) Check-slips should be impressed with the name and dnte-
stamps of the office or section by which they are prepared.

(g)- Staenps affived fo tance rofls, billy or receiptr  of any
kind in payment of stamp duty should be defuced by the
dote-stamp in such a way that the impression will be partdy
1:;1-«:;:}-.: stamp and partly over tha document to which it is

(r) Prosecting and service envelopes closed should be impressed on
the back with the date-stamp.

(s} Official and service covers when closed with “Economy” labels
should be impressed with the date and delivery samps on
the “Economy” labels,

(Z) Black ink must always be used for stamping articles, documents,
elc., ecept in cases where another colour is specified.

3) Instructions for the stamping of other documents, money orders
etc., wxill be found in their proper places in the relative rules.

(4) When articles are stamped on a table, a stone slab should be
placed beneath the stamping pad in order to deaden the sound. Ink-pads
should bekept covered up when not n use.

More~In sab-offices, the date-stamp shoild be used |n place of the deposst siamp.

108, Lmportance of proper stumping.—The stamping of anticles passing
m the post is important, and requires the constant and vigilant

on of the sorting clerk or the head sorter, as the case may be
The cffectoal defacement of postage stamps 5 of special  importance
and to secure this it % necessary that eweh fedivideal f slaryy
should be defaced by means of @ separate fmpression.  Indistinel  post-
marks hindsr the prosecution of enquiries in case of delay in the delivery .
of articles ; amd imperfect defacement affords opportunities for frand,
Stamping ink of proper consistency must be used (o ensure clear stamp-
impressions.

109. (1) Deleted.

When the address on an inland registered article of the letter
mail or on a parcel is written in vernacular, the clerk or sorier concern-
ed should transcribe the name and addresss of the addressee in English
below tha vernacular entries, unless he koows for certain that the
ermacular in which the article is addressed can be read ond understood
the office of delivery, in which case oaly the name of the office of

on need be so transcribed in red ink. In the case of w.p
all the prescribed entries which may have been made in  vers
should be similarly transcribed,

H



(3) In the case of every article, whether of the letter or of the parcel
pral, which may be posted for transmission by the forcign post addressed
tn vernacular, the fill address must be banscribed on it in Eaglish by the
¢lerk or sorter coocerned.

110, Foreiga postage stamps on arickes for  despatch.—(1)  Posiuge
slamps  of foregn  countries should Aot be recopnised in pavment of
postage or other postal charges on articles posted in Bangladesh post offices,
mail offices, section or letter-boxes. I an grucle so posted bears only such
stamps, it should be treated us  wholly unpaid, the stamps being ignored.
The stamps, however, should not be deficed, bul o remark, drawing atten-
tUon tothe fact that they are those of a foreign country should be written
on the face of the article by the office or section of posting.

Evteprisa—=The regly-habves of double postcands  originally posted in o fopeign coundny
-hﬂl-ﬁn?nm free tramsin (o dessination when reposied :nlﬂlnih-thilp s office, sectiop
o Hax,

111 posteards, onpald  and  insefflciently foreign
prckets,—(1) Any unpaid inland posweard of private manifacture which
may be-found in o letier-box or received from any other office or section,
either in sorting or for delivery, should not be allowed 1o pass on but
should be forwarded tothe R. L.0O. I gither porvon of a reply postcard
is pot fully prepaid, that portion showld be detached and forwarded 1o
the R. L. O, Undpaid and insufficienily prepaid correspondence other
than letters and single posicards and reply posicards of which the two
halves are not fully prepaid, addressed to foreign countres, should be
similacly semt to the R.LO, These unpaid artcles should be made up in
to 4 sepurate bundle which should be lled “Unpaid posteards, and un-
paid in sufficiently paid forcign packets™ and placed with other articles in
the envelope addressed to the R. L. 0. The unpud postage represented by
these articles should not be included in the amount of postage due noted
on -the envelope for the R. L. Q. nor shoubd it be included in the accounts
at any stage. Unpaid and insufficiently paid letters and single posicards
and reply postcards of which the two halves are oot fully id, address-
ed (o foreign countiies should be disposed of as prescri 1o clauses 160
to 163 of Fosr Office Guide.

Mori—In post offices, ssch artiches should be made over to the deposit
where they should be bundjed and iabelled in the manner described above fof o
in the mixt daily despasch 1o the R.LO,

(2) Acticles bearing speill or defaced postage stamps or  bearing
previously wied Nmf‘ swwmps from which no atempt has been made 10
remove the marks of obliteration, or bearing sarvice stamp from which
po attempt has been made to remove the letters denoting  service (e
Chapter seven), os well as those posted in Bangladesh post offices or letter-
boxes and bearing postage stamps of foreign  countries, bul not
with Bangladesh postage stamps, should be disposed of in the same way
as unpaid articles under the preceding paragraph.

Exceplion,~This rule dogs not apply o service unpasd posicards,
ML Open and  insecurely closed unpaid letters.—Unpaid  letters

which are posted open or inmsecurely closed should nol be senl o the
R.L.O. bul should be securely closed and forwarded to its destination.
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113, Postcards of private manefsctore~(1) Onz of the condi-
tions Inid down in the Pory Office Guide under which single and reply
cards of private manufacture may be tansmitied by the Inland post as
postcards is that, as regards substance, they are neither thinaer nor more
flexible than the inland postcards isswed by the Post Office. This condi-
tion does not preclude the wse as posecards of private cards which are
either thicker or less flexible than the departmentsl inland postcards. So
long as a card of privaze manafacture i of the consistence of a card

not merely o piece of ordinary paper cut to the size of a posteard,
it should be allowed (o pass unchallenged.

2) Mo objection should be ralsgd to postcards from the address-side
of which inndmissible words, formerly printed, hove beem  crased, pro-
vided that the words have been o crased as lo remove them altogether
and mot merely struck out by drawing aling through them,

113, Unpaid aricles addressed by the public o officials of the
m‘m—mpmd articles  mddressed 10 officiels of the Bangladesh Post
ns such, should be taxed with postage in the usunl way, tresied os
refused and semt to the Returned Letter Ofice for return to the sender
and recovery from him of the amount of the Postage due on them.

Excopiion.~Sev  excapiion bedow 1131 (R

(2) Applications for refunds on utiused reply paid passes for tele
grams shoold not be transmitted 10 the Telegraph Check Cifice free on
Ea&l service, Applicants for free service in this conneclion should be

formed that they must nddress the officer incharge of the Check Office
direct, paying the usual postal charge including those for registration
they wish to send the application by registered post.

113/1, Prepayment of postage on official arlicles.—{1) Articles on
Bangladesh State Service should be prepaid with Service Em?mpu il intended
for transmission within the country or to any country in the Common-
wealth. For transmission to npon-Commonwealth countries, they must
be prepaid with ordinary stamps. Foreign official parcels addressed to any
country must also be prepaid with ordinary postage stamps. :

Exceprion.—Covers suparsceibed "On Bangladesh State Servieg™ ate aliowed free tram
mission provided they contain

(a) mersage drafls o1 carrespondence relating thereto addressed by awditors and exam-
insts of licensed telegraph systemns 1o the Tekgraph Check Office,

(™) articies such as guides, message drafis or correspondence relating thercto as well as

garrespondence dealing wilh Railway Tclageaph myaicers addressid by Raitway Adminis-
Walion 1o officens of 1h¢ Post Office of Telegraph and Telephone Depattment.
(2) Armicles on Telegraph and Telephone service superseribed  as such,
are allowed free transmission through the inland post only,
(3) () Articles oo Postal Service are allowed free transmission
through the inland post,
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The following cin also send official correspondence of all classes fres

on service in covers bearing the superscriplion  “Bangladesh Post Office™
mdp?fﬂl:lnghduh Telegraph & Telepbone Department”™ i—

(i) The Minister for Commumnications und on his behall his Private
Secretary.

(i) The Accountant Ceneral Posts, Telegraphs and Telephones,

(iii) Customs Appraming Officers at Offices of Exchange ai Dacca
& Chittagong asnd may send intimition and other relevant
correspondencs regarding the detention and relesss of incoming
cutgoing postal articles in covers bearing the superscripiion

In addition to the above, tha controller, Stationery, Forms and Publications,
Dacca, may send letters, e, free on postal service provided such corres-
pondence relates solely to the business of the Bangladesh Post Office or
Telegraph and Telephone Department.

(b} Corespondence on Posial Service |s allowed [ree transmission
the foreign post if it relates to some postal bosiness and is
addressed by one postal administration to another or by a postal admin-
istration (o the Inlernationn] Hurepu or by o post office in  one country
to a post office in another country,

{c) Correspondence on postal business if nddressed to any  private
person or organisation in the UK. ora Commonwealth country may be
sent free, but if addressed (0 any other country must be prepaid with
ordinary stamps.

d} Carrespondence on any busingss other than Postal must be pre-
paid with Service Stamps if addressed to the UK. or a Commonwealth
eouniry and by ordinary stumps to any other country.

() Foreign parcels must always be prepaid with ordinary postage
stamps.

114. Ariicles found opem, damaged, or without contemts.—{I) If an
unremstered anticle of the letter mail tiken from a  letter-box . or
received in sorting is observed to be open, torn or otherwise, damaged, or
without contents, a remark, in accordance with the directions given be-
low, should be written on the article by the sorting clerk or assisiant
sorter and initialled by the postmaster or head sorter, as the case may
h-

5 “Received open”, whea found in open state.

“Received torn™, or “Received daomapged”, when Received lom
or otherwise damaged, e.g., soiled, stained etc.

“withoul contents”, when the artcke & manifestly merely an
emply cover,

I there are suspiclous circumsiances attending the case, the postmaster or .
bead sorter uld make enquiries and endesvour to discover the offender.
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(2) Open and damaged articles shoubd be closed or repaired by the
sorting clerk or assbtanl sorter, S0 as to profect their conlents, or i
necessary, the articles shoubd be forwarded enclosed in envelopes addressed
to the offices of destination ; but a damaged article addressed o a forcign
country must never be placed in an eavelope.

(3) If any aricle of the kind mentioned in paragraph (1) is noticed
in the office of delivery, in course of distribution of articles (o postmen,
it shoudd be elosed ar repaired belfore it is issued for delivery and I i
enclosed in an envelope by the deliv clerk who should note on it the
condition in which it was received obtain the posimaster's imitials 1o
the remark.

(4) IT adamaged article il received enclosed in an envelope to the
postmaster’s address, the envelope shoukl be opened ond its enclosure
dealt with in themanner described above.

I;:ﬂ If a wrapper or cover is roceived for delivery without ji5 contents,
4l with the entnes "Cover received without contenis, Please re-
turn Lo post office with information as 10 what the contents should have
been," prepared in manuscript, should be afized to it before it is issped
for delivery. Should the wrapper or cover be received back from the
;ddmm with information as f0  the nature of the missing contenls, an

-:Im¥ the latter showld be made without delay from the
I:[umu RLO the office of delivery s gt the same station as the Home
RLO, the utry should be made by sending a clerk round to  the
latter office or telephonic communscation, if this is possible, and not by
fetter, Sub-offices other thin those served direct by the R.L.O., should
forward to the head office, for eaquiry from the appropriate R.L.O., all
em wrappers and covers immediately they are received back from the

with information as to the missing contents.

EE;&] registered article of the letter mail or parcel maill  wriicke
damaged, torn or bearing signs of having been  tampered  with,
should be made over al omce to the Lm.lnh:rm'hnd.mullmmu
may be, who should be guided ﬁmmﬂlhmbylh:mbum
lating to Investigations.

114/1. Correspondence for persons other tham the addressee.—Foreign
fetters, both insured and outward, if found to contain any letler, note or
document having the character of actual or personal corrsspondence. for
persons other than the addressee -:-r!pm:m living with him should be
dealt in accordunce with clause 193D of Posr Office Guide.

115, Treatment of arilcles the regisiration or imsorance of which s
ﬂ.q-hnr} —{(1) (a) If an article, the registration of which is compulsory
has not been regisiered, is found in the course of sorling in

o post dﬂm section or mail olfice or received for defivery in a post
o& clerk or sorter detecting Ilm irrcgularity should, afier noting
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equal o double the usual registration fee should be charged on it. The
mmoant of this fee plus any postage due on the article should be marked on
s face below the registration No. slip and a nole should be added under
the sgnature of the postmaster, head sorter or mail agent, as the case may
be explaining the reason for the churge. The usual receipt for the sender
should be given to the clerk or sorter defecting the irreguladty. In
pod ofices, the receipt should be pasted in the error book against the
entry concerned, while in mal offices, it should be attached to the head
sorters or mml apgent’s daily repori. In & section or in o mail office not
putharisad to perform registration work, the article should bes forwarded
in & protecting cover or bag, &% the case may require, addressed to the
omaster of the olice of destination afler having a note recorded on
ik, und:: the witials of the head sorter, mail ageat or mail guard, expla-
ining why it is $0 sent. Th:]'::.mm' cover or bag should, ex in
l:::l!'ilil seclions and transit mai -:Hb;"ﬂ,s be treated ifu article mi:{um
gd on service. A No. preceded by the letters R, M. 5. should be
given o it and marked inlarge bold figures on the fuce in the upper lefl-
hand corner. The artscle should then be entered on  the receipt side of
th: Registered Abstract opposite to an entry  “Unregistered article  re-
gistored” and despaiched to destination in the wsual course, the name of
the section or office being entered in the registered list as that of the
offiess of posting.

(b} If ,the article i3 found im the course of sorting during late [fee
hours in mnil office authomsed to perform gregistration work with and
without late fee, it shoukl be kept in d-:pam& till the office is open for
ﬂnﬂﬂu without-fate fec and disposed of in asccordance with the

re described abowe. I the article is found during late fee hours ina
mail office authorised (© perform registration work with but not without
late fee, it should be kept in deposit Ll the next day and disposed of in
the manner prescribed to be followed by mail not authorised to
perform  registration  work,

More L—Dtiders For the pavment of mosey [ssaed by the Military Pay  Department, whetbes
hﬁlhmﬂlmlnr}dlﬁ#muﬂnﬂ.muﬂrﬂ,mlmtﬂmmm of the rale
regarding compulsory registratioa,

kote 2.=—Whan an anicle, the ration of which is , in Found inoa lebier-box

a1 A time when it woald o9 be accepted Tor rasion if &l the window of the post office
or mailaflice concerned, it should be keptin deposst Gl the o8l 22 is nest open for regairation wien
should be guade over to the registeation cleri or sorigr, a3 the case may be, for dispasal in e~

=3

danes with the prosadars described above,
{c) If there b5 an indication on the article that the sender desires to
have an acknowledgment for the article and if the acknowledgment form,

filled in the sender, is found along with the article, the acknow.
sh be forwarded to the office of destimation as wseal, pro-
ded that the prescribed fee for acknowledgment has been  prepaid. If
for acknowledgment has not been prepaid, the form of ackno
if any, should be kept in the error book where the entry of the
t 1 made and shoold not be forwarded with the article nor should

.
£

3
Y

any charge be made for the same. I the form of acknow is mot
found with the article, the remark “A. D, " or any other indication
to that made on the article should be scored out, and necessary

remark added in the error book.
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HNare.—When anarticle of the foreign Jedter mall marked ™ iered” is found Ina  befied
oo, it ghould. i Dully i {including the registration and i0 & Souniry 1o which
ration is nvaiiable, be dealt with in asoondance with the procedure described jn this rule,

it is i1 should be treated as an ordinary sniicle, the word “'Registered”™ markedooit being

epmplesely woored pwr.

() U an uninsured article passing through the post is found to
contain coin, bullion, precious stones, jewels or other ariicles of value
the iug:dm of which is compulsory, the following procedure should be
followed ;—

(x) If found in the office of posting, the article should be endorsed
“Contains, (Coins etc,) and enclosed in a proecting cover
or bag, which should registered  on Service and delivered
o the sender. An appropriate note of the irregularity should
be made in the Error Book and the wsual receipt for the sender
should be pasted in the Error Book aguinst the refevanl entry.
If, however, the address of the sender i3 not available on the
outside of the article it should be forwarded to the R. L. O.

(b) If found inan intermediate office or section, the articke should
be forwarded by it in a protecting cover or bag addressed to
the postmaster of the office of posting afler having a note re-
o on it explaining why it &5 so sent. I article is
not a registered one, the protecting cover or  bag should be
wreated in the manper laid down in the preceding clause

MNoTE —In sib-offices, such aricles for the R.L.O. sbould be sent to the head office.

(¢} If found in the post olffice of delivery the article should be
charged with & fee of taka one, and the amouni of this fee
plus any postage duc on it should be marked inred ink on its
face where a note should be added under the posimaster’s
w explaining the reason for the additional charge of

one. The article should then be delivered Lo the ad-
dressee  with  intimation that no  compensation would have
hn:nmidr:rth: office had the article been lost, damaged
or mmpe with tn transit, IT the article is refosed by the
addressee or i the addressee cannot be found, the fee should
be recovered from the sender,

(d) The fee when recovered should be comveried iato pmurﬂ
stamps which should be affixed to the error book £
entry relating to the irregularity and then defaced with the
date stamps of the post © concerned.

Mote—1f ousward forsgn the insurance of which is compulsary, i
l!-:-nnn‘ir:q.lhntl.': nfmhlr’n:um:i e niwared ihat offica ghoald foreard in
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Rote-book, 88 the case may require. The [(ollowing action should thes
be takea :(—

(g) In post offices, the article should be transferred (o the parcel
clertk and treated and charged with postage 85 a registered
parcel, n.ngh:t.a.mp affixed to the cover being recognised in
adiesiang posage due on  delivery, The amount of sl-
age, doe and the remark “Found in letier-box™ should be
writien inink on the face of the parcel under the initinls of
the postmaster and the recerpt for the seader showld be hand-
ed to the sorting clerk and pasted by the latter in  his error
book against the entry of the irregularty,

(6) In the R. M. S, the article should be marked “Found in
letter-box™  over the mitlals of the assistant  sorter concerned
and, afier being shown to the head sorter, traniferred to
the parcel sorter, il any. The latler, or, il' there Is no

reel sorter, the assistant sorler himself, should then at once
orward the articke to the postmaster of the nearsnt head or
sub-office with which the mail office or section is in communi-
cation in a protecling bag superscribed "Parcel found in let-
ter-box™, In tramsit sections and transit mail offices, the
mail guard or mail agent, as the case may be, should mark and
forward the artle himsell in the manner described above
the protecting bag being entered in the mail list and despaiched
as an unusual mail

2) Il an inland article marked “By i:.nzl * isfound among
Ihﬂlll!:ﬂfﬂhhﬂ:rmﬁ received from ano rnﬁ%.:unr;il;linﬂ,thadn-
tecting official should, after noting the irregularity in his error book or
note-book, transfer the article o the clerk or sorler concerned. The
latter should acknowledpge receipt of the article in the error book or note
book and dispose of it as an unregistered parcel. In mail offices and
socioms which do mnot perform parcel sorting work the assistant sorter
the ity should forward the article (o the
of the office destination in the same way as an article the letter
o

mail enclosed in a i superscribed  “Unregistered parcel re-
eeived with sorting lecters™. éh uld the article, however, bear the word
“Registered™ or any other word, phrase, or mark to the like effect, it
shoald be sent to the postmaster of the nearest head or  sub-office in a
FW superscribed  “Parcel marked registered  received  with
sorting s whether the office or section detecting the irregulanty
does or does not do parcel sorting work.

) If an outward foreign article marked “By parcal post™ is found
intliilu of packet box or received with aricles of the letter mail from
soother office or seation, the detecting officinl should, after noting the

it the manner dewnbad above, transfer the article o the
parcel department where if should be dealt with as follows (—

8) In post offices, the procedurs laid down in the Post office
[}Hmml,\fulm ¥, should be followed.

In the R. M. 5. the article should in case be forwarded
®) mmmﬂmhﬁmfﬁm with which



any ons of the persons whose names they bear, hut:hnulﬂmﬂin}ﬂr
be offered to them in the order in which the names appear on the cover.

118, Articles imtended for ultimate return  to  semder.—Articles,
addressed in such & way asto effect their return to the sender after hav-
ing been delivered to a number of adrefies or redirected 1o fictitious ad-
dresses, should not be forwarded, but should be disposed of in the same
way asarticles which are otherwise ineligible [or transmission by post.

119. Articles wnddressed ""Camp'’. —(1}) Unregistered and uninsured

articles of the letter mail inte for the high CGovernment

cers named in the Port Offce Guide as cntitled to specinl  bags

while on tour or for the party nocompanying them, when addressed to

“Camp”, should be disposed of according to the instructions  given in
Exception 1 1o rule 66.

(7) Parcels, V. P. articles, insured articles, and money orders will
ordinarily be addressed to & post-town. Should, hewever, such an
article addressed to “Camp” be presented at o post office, it should not
be refused on the gronnd that no post-town has been named in  the
ﬂdnf; but shoukl be disposed of according to the mstruclions referred
to above,

120. Correspondence of certain officers when om tour. —When any
of the undermentioned officers, wir. I—

Director General, Bangladesh Post Office ;

Director General, Telegraphs and Telephones ;

Chief Enpincer, Telegraphs and Telephones ;

Heads of Circles

General Manapers, Telegraphs and Telephones ;

Deputy Director-General Bangladesh Post Office ;

Deputy Directors-General, Telegraphs and Telephones ;

Deputy Chief Engincers, Telegraphs and Telephomes ;

Directors of Telegraphs ;

Asgistamt Directors-General, Bangladesh Post Office ;

Assistant Depaty Directors-Genernl, Bangladesh Post Office and
Telegraphs and Telephones |

Assistnnt Chiel Engineers, Telegraphs amd Telephones ;

Deputy  Postmasters-General |

Directors, Telegraphs, Telephones or Wireless

Asistant - Postmasters-General |
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Amsistant Qensral Mangager, Telscommunication Regions ;
Divisional Enginsers, Telegraphs Telephones ;
Superintendents of Post Offices ;
Superintendents of Raflway Mail Service ]

Assistant Superintendents of Post Offices |

Assistant Superintendents of R. M. 5.,
Financial Adviser, Communications ;
Acoounts Officer, Telephone Revenue, Dacca
Accounts Officer, Telegraph Stores, Dacca

Is on toor, correspondence and office files for and from him will
sent—by his offices at headquarters or by himsslf in camp, s the
may be—in sealod bags which will, in every instance, be addressed
as specified post-town of destination or mail office. Except in the case
of camp bags for the Directors Censral, which may be addressed cfo
R.MS. aleo, these bags should be sent loose (ie., without being en-
closed in any mail or transit bag) and treated as unusoal moils. They
are to be tresled as special bags for the purpose of entry in the Mail

list (M-1).

121. Faclng of articles—With a view to facilitate the handling of
unregistered articles of the letter mail, they shoold be faced before
they are stamped, soried, distributed 0 the postmen for delivery , or
made up into labelled bundles for despatch. When labelled bundles
are untied, care should be taken not to distarh the facing done by the
office or section which made ap the bundles.

121. Artlcles prohibifed from  transmission by ‘Inh.il post.—{ |
When thers is a good reason fo suppose that an artiche g‘:fn: throu
the posts confains any goods the transmission of which through the in.
land post iz prohibited by the roler in the Post office Guide it should be

dealt with as follows 1=

(a) (i) If the article is suspected to contain any explosive, dan-
perous, noxious, deleterious or filthy substance, any sharp instru-
ment not properly protected, or anything likely to injure the
mails or any officer of the Poat Office, it should, if detecied in 8
section, be encloded in a prolecling cover or bag and made over
"outside’ to the first mail ofice where the train  halts. IF
there he no mail office in the beat of the section  the article
should be forwarded to the nearest head or sub-office with
which the section is in direct communication. The article
should be entered in a separate registered or parcel list or in
the mail list according a3 it belongs to the registered letter
mail, the parcel mail or the unregistered letter mail, the
entry heing followed by an explanalory note over the
initials of the head sorter or mail guard drwing atiention
to the nature of the contents and a receipt for the articls
should beo oblained i the repisterad ahstract, parcel  abstract
or the duplicate mail list, as the case may rejaire, Tom the
official to whom it i¢ made over. The nature of th: contenis of
the article should 2t the same time be explained 1o that official.

ske



which the mnil office §s situnted through the Superintendent
RMS5. for orders regarding its final disposal.

I‘,ﬁﬂﬂ"ﬂ:hﬂ:d in o post office or transferred to it By a section  or
mail office, the article should be detnined and an immediats
Emﬂﬂmbm'lmd to the Poztmaster-General through the usoal

AAnEl,

NoTe—A leaky ariicls would come under the operation of ihis Clanse, When such
mh@ﬂﬂl?ﬂﬂﬂﬁ:ﬂimﬂh&“ﬂhmm{nmzm&rhﬁmﬂ him
that the article has been detained in ihe Post Office a5 |is imnsmilssion by mﬂnﬁ. mol
permessible, He may be asked to take delivery of fhe article &t the Post office, o
aurherise the Postmaster 1o well its content anmnu the sale proceeds to him or o
dispose it off in any ather way. He should also be informed ihat if the article s not
taken delivery of or [nstructions regardine ils Jisposa! are pot  received within 14 dayva
of the receipt of the notice by him, it will be desirayed.

Il the Post Office happens o be the office of destinalion of the snicle 8 nnthce
should also be sent to the niddresses and the arricle made over to him |f he (s wilking to
acoept  defivery without the department being held resporaible In any  way, The

ma lao b mehomd i f the add r ther
ilﬁlﬂdt;nh, to take defivery of the aricle If the ress of the em

In ease the aricle has heem sold in acocordance with the senders writlen insinig-
tinta the sale proceeds few the momey order commissin should ke remitied to him,
When the article is finally disposed off either by delivery 1o the sesder or to the
addressee or by mle im parsuance af the suthority from the sender & repert sheuld
besent 1o the Superintendent of Post Offices giving the fufl pamiculom of the article

th the descripticn of its comtends, the paneer of its disposal snd ike number
and date of the notice ta the sender andor addresses.

TP the article carmot be disposed of, Pesimaster General's orders should  be
abdained for its desirpetion, The full particulars of the article and number and date
of the notice 1o the sender and/or addressee should be imimated 1o the Postmasier
Genera| while applying for his sanction For fis desirection, -

(b) If the article is suspected to contsin any other prohibited
goods, it should be forwarded in a protecting: cover or  hag,
88 the case may reouire, marked “Doubtful”  addressed
to the posimaster of the office of destination, with @ note over
the initials of the postmaster, head sorter, mail guard. or. mail
Bpcnt, as the case may be, explaining the reasons for suspect-
ing the article,

ﬂ} If an article received for delivery iz fa) suspectad (o  comtain
"‘;’ﬂ"“ﬂ the transmission of which by the inland nost js prohibited, -or
f: enclased a cover or bag marked “Doubtful”, the postmaster
H.mu.m"‘j a notice in writine o the nddressse  inviting him  to attend *
cither in person or by agent within 48 howrs at the post office. He should
under the authority given in section 24 of the Post Office Act, open and



examine the article in the presence of the addressee of his agent, or in
his absence, il he fails to attend within the time the
matter to the Head of the Circle, (See Exceprion below paragraph (2)
of rule 123.)

Il an article in courss of transmission post Is actually found
hlpr?l.lﬂ-ﬁﬂﬂlﬂﬁﬂllﬂw transmission of
which through the inland post is either or 1o

particular localities, the procedurs presoribed in  pars-

any
graph ) shonld be followed except that the cases referred to in
clause (A} of that paragraph, the aricle should not be marked “Doobe-
ful" hE:t a remark cxplaining the nature of the centres should b wrinzn
upon

{(b) In the case of an article containing a circular relating to a
lottery, it should be endorsed with & remark to this effect and
returned to the sender.

{c) In the case of an article containing anything indecent or
obscene or bearing on the outside whether on the article iwself,
as in the case of a newspaper, or on  the cover, words, marks
or designs of an indecent or ohscens charatcter or of a charac-
ter falling under the other heads of the category given in the
Poxt Office {rudde, it should be forwarded 0 the R. L. O,
with a remark drawing attention to the irregulnrity. This
power should not be exercised in t of adverrisements
without the express order of the Head of the Circle, and no
advertisement should be intercepied on the ground that it i
indecent or obscene withoot first making o réport to him and
obtaining his orders. In the report, a full description of
the advertisement shoold be given, an exact copy of the
passages supposed to be indecent or ohscene being sent with it

(4} In the case of an article contwining (!} opium, (i) morphia,
(i) cocaine or its allied drugs, (iv) preparation of opium,
morphis, of ¢ocaine or (v) any other infoxicating drug, the
transmission.  of which is prohibited, the article should be
made over with all fts conients 1o the nearest Excise Officer
for the adoption of such further proceedings as may be decmed

proper.

(). In all other cases, the articles should be detained and the
case reported for the onders of the Head of the Circle.

Mot 1.=If an article hl&lmw of the prescribed conditions as 1o ihe manner of pot
Eﬁmﬁn.m.ﬂn..fm the peratty s the nayment of & higher mie of posinge, 11 shal
Wlm the enhanced mie of postage in accordance with the rules lald dowm in the Pomn

2 —Far the purposs . { 1hin rule, any o any baak, patkern, ot samole packet
mmiumﬂﬂ[ﬁmﬂmﬁld:ﬂpmﬂmu of the Peer Offfce Guide, may
bz opened  or unfasiened by the posoaasier in order 10 venify the suspicion.

Nota 3 —In sub-affices, the anicles referred (o In clagses (@) to (<) paragraph (4}  should
b forwanded o the hoad office with & remark drawing attention 1o the irregalarity, s e il
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are laid down for the guidance of the officials concerned in digcrimi
b, i vl ar fnd b Whch, o Bt Sl ki
to lottories™ W T

Rules under the Post Office A.ﬂ.n ? esh Offise

iLij The law on the subject of lotteries is thud faid down in section
of the Banglngdesh Code ;

4-A. Whoever keeps any office or place for the rpose  of
drawing any lottery mot authorised by Government shall IE: punished
with imprisonment of either description for a term which may extend
to six moath, or with fine or with both ;

And whoever publishes any proposal to pay any sum or to deliver
any goods, or to do or forbear doing anything for the benefit
of any person, on any event of contingency relative or appli-
eable to the drawing of any ticket, lol, number of figure in any
such lottery shall be punished with fine which may extend to
one thousand takas ;

and the rule of the Bangladesh Post Odffice Rules referred to above, which
has the force of Law, prohkibits the transmission by post of circulars re-
lating to lotteries and directs the interception and return 1o the senders
of postal articles which are sctually found, in course of trainsmission by
past to contain such circulars.

(3) A lottery is o distribution of prizes by lot or chapce, and any
scheme or transaction in which the winner gets the prize, without any
option or action of his own will but as g result of mere chance or acck-
dent Le., the result of which depends entirely on chance, is prima facie
a lottery, frrespective of whether the transaction [s genvine, or where or
by whom it is carried on, This definition includes Iotterics and raffles
of all kinds, schemes for investment in  what are known as “Fremium

honds”, and the like.

En:ﬁ-rr.—.ﬁ ballot in which the competitor has, for example, 1o en e flowen eic.,
in the order of popularity  which is deermined by a majority of voles st for any particular
flower, i mat & lotiery, 25 in winnlig the pries the winser musi exeresss some skill or knowledge in
placing the Bawers, #1c.., in the most popular order in the 1ist and the result does not &s in the case

of & lottery, depend entirely on chapee,

(4) As to whnt constitutes & circular relating to a lottery, Ry paper,
pamphlet, etc, which confains 4 notice, annotnccment, of advertisement
mentioning the terms, conditions, or other particulars concerning a lotiery,
and is used with the intention ' of advertising a lottery, should be regard.
od as & circolar relating 1o the lottery. As an exception 1o this
rule, a newspaper or other periodical, with the offending advertisement
appearing in the body of the paper, should not be so regarded, provided,
that the E:pﬂ' is distributed in its ordinary form and in the ordinary
course of buiiness.

ROT.~A premixim Bond ar a better, report ar other communicstion addressed to ihe holder
of & premium Band n regand to prizes drawn by him is ot 8 circular releting (o 0 lotiery,
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m{iﬂ The following examples illustrate the npplication of the mule
mentioned in the preceding paragraph | —

(¢) A pamphlet containing an advertisement regarding & lottery
lsae relating 1o the lottery.

A suppiement to a not ordinarily attached to or

E'} used in conjunction with paper, which contxins lnslf such
advertisement 14 primg focls A circular reloting to o logtery,
whicther distributed as an enclosure to Lhe newspaper or as a
separate article. In the former case, the newspaper itsell is
liable to beintercepted and returned 1o the sender,

(¢} When an advertisement of the kind referred to appears i the
body of a newspaper, and the newspaper i distnibuted by the
printers, publishers or newsvendors in the ordinary form and
in the ordinary course of business, it i3 not a circalar :ﬂnlm

Lo lottery. If, however, a newspaper containing such an
vertiscment % distributed with the prmary object of announc-
ing such adverticement, it is a circolar relating to  a lottery,
irrespective of whether the advertisement appenrs in the body
of the paper or on 4 supplement accompanying il

(b} A lottery ticket or a raffle ticket, or a book of such tickets, i

a circular relating to a lottery, if it containd or is accompaned

a commuication or advertisement of any kind relating to

¢ transaction. Without sech commuonication or advertise-
ment the tifket or book is not o circular relating fo a lotiery.

123,  Articles prohibited from importation or lisble (o cstems duly.—
{I) When there is good reason to suppose that am  article passing
thromrh the post contains  any  goods (@) the import of which into

Indesh post is prohibited, or (%) which are Hable to duty, §t shoudd
bz forwarded in & cover (or in the case of a parcel, in a hag} mnrked
“Doubiful” addressed to the postmaster of the office of destination, with
A nde | explaining the reasons  for suspecting  the article. Specinl  care
should be exercised in the examination of bulky articles of the Inward
forcign letler mail,

Exteption 1,—Amy articles of the class referred 1o in (8 detocted ai the Dacca Foreign Pout
and Chitlagang shoald be prade over o thé nodrest Foreign ot and aswsesd 0 duty before
it b8 delivered or traismlived on ward By posl, a8 56 cise may b Amicles coninining
fictiticeaas samps ds defined |n suh-section () of Section 2534 of the Indian Pennl Code oa
milapied in Rungladesh il detected ai thowe post offices should be pade over o the cearest collector
al ¢ustoms for disposal,

Eveppiion 2e=Inward articles of the foreign mail prepaid or the feteer rate which contain
dutizble goods and are furfished on ibe addiess side with cither a green label marked “Dounen
showing the nabare, welght and valus of the coments or & gheen label marked "Doaane = Beeam-
panied by & sparate cusoms declaradbon, shoubd be detaised for ocustom Fosmination,

(2) I an article recelved for defivery (a) s susfecied to  contdin
anything the importation  of which is prohibited or which s llable 1o
duty, or (&) Is enclosed in a cover or bag marked “Doubtful”, the post-
master should send o notice in writing to the sddressee inviting him to
pitendd gither in person  or through an agent  within 45 howrs ol the post



office. He should, under the nuthority given in Section 24 of the Post

Act, open and cxamine the article in the presence of the addresses or
his agent, orin his absence iThe fails (o atiend within  the time specifled,
report the matter to the Head of the Circle. In  sub-offices the open-
ing and examination of the article should, if the addressss fails to attend
be done in the presence of (wo respectable witnegses.

MWore—When such as ariiche it addressed 10 & Ruling Chief of an aconding Siaie, the post
panyier, instead of sending (he prescribed nodice to the pddregsee, shoald write 4 courtecus bether fo
the Chief's Private Ewm:r:m:mnkﬂ.hh either to call ot the post office or to snd an Rathos
rised refeesemingve to open the aricle inke delivery of it

mﬁ} When an article has been opened in the office of delivery, action

be raken as fallows 1—

(@) If Tound to contain anything on which customs duty s pay-
able, it should be sent to the nearest office of exchange for

disposal.

{¥) If found (o contain any intoxicating drugs the importation of
which is prohibited (see Poxt Office Guide), it should be made
aver with all its contents to the nearest Customs Collector, for
dispesal in gecordance with the provisions of the Sea Customs
Act, 1878 (VIII of 1878), applicable to prohibitions and res-
trictions impossd under Section 19 of the said Act. I found
t0 contain circulars relating to Jotteries, it should be returmad
to the seader, If found to contain unsel- diamonds, fircarms,
military stores or articles, other than explashrer. incleded in
the term  “ammunition™ as defined in the portion of section
1l of the Pusi Office Guide relating to prohibited articles, or
fictitious stamps as defined in sub-section (4) of Section 261-A
of the Indian Penal Code as adapted in Bangladesh the article
should not be delivered to the addressee, but the postmasier
should at once take steps, in accordance with the procedure laid
down in the Past office Mamnal, Volume VI, to forward the
article to the ncarest office of exchange to be made over 1o the
Customs authorities for any action that may be considered
necessary, [ cases where an  article is found to coniain
explosives, the posimasier should act on the instructions con-
tained in rule 122 (1) (a). 417 the nrticle is and fo contain
anything else, the importation of which s prohibited, it should
be detained, and the case reported for the orders of the Post-
muim-ﬁrnmr??

(4) When once anarticls has been opened for the purposes mentioned
above, the post office s bound to exercise scrupulous care in  checking
and repacking the contents at every stute =0 as to prevent loss or damage
i transit. The outer converting wused for repacking should be of suffi-
ciently substantial material 10 alford adequate protection to the contents.

MoTE.—In suh-nfizes, sriicles foand to coneain nmything the impontation of which is prohibit-
ed ghemld Be ssnt 1o the bead office, except when found bo comaln Imoxiozing dm im which case
ity ghoralel e mads avar with all thie contents Lo 158 meanast Excise afficer for (e adopiion of wach
farther procesdangs as may by desmsd proper,
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124, mmm-ﬂ:rmm&ul?m-ﬂmmﬁa
posted at any place in Bangladesh and addressed 1o a foreign country g
acpually found, while in course of transmisslon by R:m. o contain  any-
thing the export of which either generally or to  that particulsr destina-
tion s prohibited by the clayss beari the heading *“Local prohibitions"™
in the Inland Post section or by 1the clauses bearing the heading “Artiches
rohibited from export™ in  the Fﬂ'T Post and Foreign Parcel Post
gmﬁw of the Post Office Guide, it should be endorsed “*Centains pro-
hibited (meme of the prokibited ereicle)” ond  sent  for disposal to  the
Office of Exchange which serves the office of posting eacept in cases in
which order are in existence for the disposal of such artickes in & different
ML RIEET,

124/1, Correspardince sent by ather than mail ships,—Corres-
m-m:umﬁmmmmmmmmmm
despatch by o ship, not being 8 mail ship, should moat be forwarded to
destination unless the postape chargeahle on it has been fully prepaid,
Il any such correspondence while passing through the post s found to
infringe  this condition, it should be endorsed “unpaid” or “mot fully

prepaid”, as the case may be. The following procedure should be ob-
served n the dealing with such articles =—

{2} In post offices, such correspondence  should be sent 1o the
R.L O in the usual way for return 1o the sender on payment
by him, of double the deficiency in the intermal postege.

(&) In the Roilway Mail Service, such articles, should be similarly
endorsed and sent (o the nearest post office for disposal in the
manner prescribed in (o) above,

133, Responsibifity for examination of 1} The post Office
mail office or section at which an article, supersers “On  Bangladesh
Service™ s posted, is the office responsible for the examinations of the
frank ; and a frank which hes heen passed by the office of posting  musl
not ke challenged by any other office.

(2) Abbreviations of official designations should be sccepled, provid-
ed they are intelligible or recopnised by ondinary wope. Offcial | articles
should not be charped with postage merely on  the ground of some in-
formality in the frank, such as the omission on  the part ol the sender
te add his official designation o his signature, unbess there Is reason  lo
suspect frawd, or because the frank extends bevond  the centre of &
posicard . but any office which chserves any irregulanty in to the
manner in which an article is franked should bring it to aofice of
the office of posting, so that the ntertion of the official concerned may
be drawn to it with aview to its discontinuance. There are certain
established forms of abbrovialed signuiure and designation which must
be recopnised, Such recognised  sbbrevinted franks on official  correspon-
dener should not be challenged,

_ {3) IF an article js franked by & person  who is not entitled  to the
privilege, the frank should be ignored and the article should be taxed

with postage under the signoture of the oficinl in charge of the office or
wectipn in which it was posted,
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(4) I any ariicle, believed to be a service arlicle, is found to bear
service stamps  without the preceibed superscription and frank, it should
be treated a3 unpaid and the service stamps should not be defaced, but
a remark drawing attemtion to the fact that they are not supporied by
u-..:pn:y:;-ibnd superscription  and frunk should be wrttea on rﬂc face of
the article.

MNare—aA postcard which comtaing an obviously bosnfide official communication  ghou|d
neat be treated as unpaid on the d 1hat the scrvioe stamp which 1t bears s umsopioried by
prescribed superscripgion ot M shoalsd be ti destinalich ds & [Ead &rele,
The imreguiatity should, however, Be browght o the matice of the offiee of posting, 5o tRat
griention of the Guovernmenl oificial pomcerned may be drwm 1o the matver,

126. Transmisslon of packets.—{} Ordinarily, uvnregistered
kets will be forwarded in mail bags and registered packets in registered
bags. In all cases, howgver, in which packet bags are prescribed 1o be
made up, they should be used for the transmission ol heavy fw:]::u-.. [
packets weighing over 20 tolas, regisiered and unreg , =the regis-
téred packets being made up nto separate bundle called the “registered

packet bundle”,

(2) When a packet bag is made up for an  office, all the heavy
unregistered packers, paid ond unpaid, intended for that office  should
be enclosed in the bag by  the sorting clerk or head sorter, &3 ihe case
may be. If there are any heavy registered packets for despaich to  the
office, the registrulion clerk  or registroton  softer, @5 the case may be,
should the in a bundle with the registered lid on top in such o
manner as to exhibil the name of the o of destmation and transfer
the bundle wnder receipt (io be takem in the registered absiract) to  the
sorting <lerk or head sorter, who should compare the artickes with the
entries in  the list belore granting receipt and then pl:u:!: the bundle
himsell’ in  the t bag. If there are no heavy repstered packets for
despaich a repiitered  list with the word “Ni™ written on il in
the place for the tolal and duly signed shouk! be made over by the
registration clerk or registration sorter to  the sorting clerk  or heod
sorter, as the case may be, who should see that the list has been

and then place il inside the packet bag. Every packet bag
must contain & registered lisy

1) I, however, owing fo the number of registered packeis, all  the
articles cannot  be enc in the due regisered bag, they showld be for-
warded i the remstersd poacket bap, an entry showing the number of
registered packets so despaltched being made on the registerad  list placed in
the due bag.

127. Mamner of forwarding parcels.—(1) The parcel sorting st
will show whether parcels for despatch  to an office or section are (0 be
enclosed in a parcel baz or in a mail bag As a general rule, the use of
parcel bags will be prescribed only when on office or section ordinarily

many parceli or where a scparate  esablishment of parcel
runners is enterfained, A parcel bag must never be included o & des-
patch which is not accompanied by a mail list,

{2} In cases where the despaich of parcel mafl articles in  mall
bags is prescribed, such articles showld be made over, with the parcel
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list by the parcel cleck or parcel sorter, as the case may be, (o the
sorting clerk or head sorter, %&vﬂ}'. to be forwarded (o destination
inséde the mail bags for theo or feclions comcerned and a receipt
for the articles and (e lists should be granted by the latter official in
the parcel abstract after comparing the artcles with the entries in  the
lists. If, however, owing to their number the ariicles cannot all be
enclosed in the mail bag, they should be forwanled ina parcel bag, the
parcel list beng placed in the parcel bag and nol in the mail bag, and a
noto that this has been done being entered on  the regisdercd list.

{3} I, on any day, there are no  parcel mail articles  for despatch
in amail bag, a blank parcel list, enclosed in an envelope, should be
made over to the sorting clerk or head sorter for despach  to destination
inside the mail bag. That official should, after examining the Hst 10 See
that it beass the word *Nd"  in the space for total and that i has been
stamped and signed by the parcel clerk of sorfer,  granl & receipt
for it im the parcel abstroct. Similurly i there are no such articles for
despalch to an office or section for which a4 parcel bag is prescribed, no

bag meed be made up, but ablank parcel list should be made over
to the official concerned [n the manner described above for transmission
inside the mail bag, or if it should happen that a direct mail bag i not
made up for the office of section concerned, the blomk list should be
forwarded to destination in a cover duly entered in the mail list through
the section or office working in that direction,

When no mail bag Fur registered bag in the case of offices closing a
registered bag only) is closed for the Odffice or Section for which a parcel
list is to be issued, the blank parcel list enclosed in & cover should be
despatched with an entry in the mail lisi of the Section through which
mails for that particulur office or Section are ordinarily disposed of.

[q] Uninsured parcels which from their size, shape or mode of

ing {e.g., lurge wooden cases, maps packed im fim (wubes, and the
ke) cannol conveniently be placed in parcel or mail bags, may be sent
outside and should be made over to the mail clerk or hesd sorter, as the
case may be, under receipt to be taken in  the parcel abstract, In such
cases, the remork “Sent outside, emtered in ml Est” should be written
by the | clerk or parcel sorier opposite the entry of the parcel in
the list. The fullowing particulars, vz, the cffice of posting of
the parcel and the name of the office or section (0 which the parcel list
coptaining the entry of the parcel  nddressed and, in the case of &
registered parcel, the No. must alio be entered in the mail lst by the
mail clerk or head sorter.

{5) When there are insured parcels [lor Eigﬂch. they should be
enclosed in an msured bag which should be pl inside the parcel bog
or where o parcel bag B ool prescribed, inside the mail bag. In the latter
case the msured bag should be mede over to the sorting clerk or head sorter
under receipt to be taken in the parcel abstract

(6) The parcel mail articles, insured bags and parcel lists for trons-
missson inside mail bags should be placed by the sorting cleck or head
sorter himself in the proper mall bags,

Non—TFamgraph (£) applite alse to Dulky regiviersd peciel,
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128. Correction of Docwnents.—(1) In the event of an efror in a
mail glist, registered list, parcel list, daily account, s o. slip, or any other
document to be placed on record, the document should not be returned
to the issuing office for correction, cxcept under the orders of the Head of
the Circe or Superintendent, If necessary, & copy of the document
may be prepared and sent to the office concerned, or a revised document
may be called for, of the correction may be carried out on the authority
of o letter, provided that there is no special prohibition against doing so.
:l.n the last case, the letter of authority shoold be filed with the corrected
ocument.

Mo L—When a rovised or corracted dosamend is meoeived under this rule in subsiitution
for the origimal, bath should be retained on record, atached t eah ather, & note added
on the orgimil ahave the sgnature of the Postmssier of il record clerk, ds the case may be,

Mot 2—In all cusss, wiheaever copies af original douements are lssed or revisad Hista
ars gapabiod, they shauld be properly attested of sigited by mecord clerks or postenasiens or on
thelr behalf by theor assnant as the Gise may b

118/L FErasures forbidden.—All books, accounts journals and docu.
ments muast be neatly, clearly and carcfully wntten up or filled in. The
erusure of any eatry once made 5 strictly forbidden. In rectifying o
mistaka the correction should be recorded inred ink above the erroncoud
entry which should bescorsd out also in red ink, butin such & manner as
1o leave it still legibla. Corrections muit always be attested by the initinls
of the officer responsible.

129. Use of proper bags—{1) Il is the duly of the postmaster or
head sorter to sea that bags of suitable sizes are used for each despatch
or mails. Whea ired, extra bags should boused : and if the use of
“nlgral” bags would facilitate ths conveyance of the mails, the matter
shonkd be brought to the notice of the officer by whom the dos mail lists
are sapplied.

(2) Grest care must be taken to avoid the misose of bags. Canvas
bags should not beusei when dosuti bags are prescnbed and wer versa.

(3) All the bags received every day should be examined by the clerks
ar sarlers concernsd, and if any misude of bags is d . B rEport
should be made to the Superintendent. In the R. M. 5., the ity
should also be noted by the head sorter in the space provided for the
purpaose in the mail absiract.

(%) If from any cause, a bag not of the prescribed description has to
b2 usad by o ssction or mal ofice for due mails mads up, or is despatch-
od as asorplus dus bag, an cxplanation of the im.ﬂhﬁ“ should be
writtea by the head sorter in the space provided for purpose in the

mauil ahstract.
130, Manner of labelling, closing and im.—{l&l In cases
whare sealinp-way is used, the cord should first passed rou the

hole in the tag label to ba aitached to the bag ; the two ends should then
bs brought together and the double cord tied in a loop koot close up
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agninst the label. Afier this has been done. the bags shoald be ted with
a “clove-hitch™ as explained in the following sketches (—

THE * CLOVE-HITCH™

R

The cord should be passed twice round the neck of the bhag asshown
in skeiches 1 ond 2.

The ends showld then be crossed as ia sketch 3 and the end merked
“BY paged between the cord and the bag as in sketch 4. Ope end
5},.;“11.}' then be taken in cach hand and the cord pulled as tght as
possible, a small piece of paper being previowsly placed wnder the “clove
hitch”. A single knol should then be tied and the seal impressed on
apaling-wax spplicd over the knot. Care should be taken that the knot
over the “clove-hiteh” and the loop-knot of the labzl do not come too
close together, as the sealing-wax is (o be applied only over the [former.
The impression of the seal should be clear and complete, and this can
be socored only be pressing the seal hard down on the wax and
keeping it there till the wax gets cold. Only enough sealing-wax should
be uwied to obtain a distinct impression, as theuse of too  great A quantily
facilitates tampening. Both 5 of the cord to the bag should be cut
close Lo the single knot over the “clove-hitch™ before the scaling-wax
is applicd.

sore |, —=If thebag is provided with side loops, both rounds of thecord should be passed
through one of them,

Mors .=In casgs where amall in seal-holders are used under the ercers of the Head of the
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both rounds of the cord should be passed through the holes of 1the seal-bolders

tigad (wrider the mtﬂuh'nmmntmwwﬁ‘#iﬂd single knot. In such cases,
wi:ll.ud'mmmt he mecessary io place & pezce of paper umder the knot.
s

) Where lead seals are used, they are supplied with the cord duly
passed through it in such & manner that on one sde there are two loops,
while on the other there are two ends of the cord knotted together and
aloop. This loop shoold first be passed through the hole in the tag label
or wooden block 1o be aftached to the bag und the tng label or wooden
block should then be passed through the loop coming out of its hole and
the cord of this loop pulled tight. The neck of the bag showld then be
passed Lhrowgh the double loop on the other side of the jead senl and

tened by pulling the two knotted ends of the cord ns tight 2% possible.
The ends should then be tisd in a knot close below the seal o prevent
the cord from getting slack during the process of sealing. The seal should
next be made fast by means of the senler and the ends of the cord should
be cut close tothe knot below the seal.

EE

{Ed Cnly bags which are in every respect sound and strong should
|14 5

131. Supply of stamped teog labels.—Every poit  office or  record
office will be supplied periodically by the post offices and by the record
offices of sections which receive mails from it with o sofficient number
of tag labels impressed with the lzhel mame stamps of the post offices
and sections fo Black k. Similarly, they should supply periodically to
the post offices and to the record officss of sections which make up h!-;
for them & sufficlent nomber of tag labels impressed I Alack ik
means of the label name-stamp,

132. Tin seal-holders.—{1) Tin seal-holders are used on all insured
bags despached, and the Head of the Circle will prescribe in what olher
cases such !.mi-lm-]dr.'ﬂ Ehuu.fld be wsed by offices and sections to afford
protection 1o wax bua. Ordinarily, the seal holders will be
required only for Inrr.- u.nd heavy bags containig letter or parcel mails,

(2) When a tin seal-holder is received with o bag, it should be kept
with the empty bag and re-used with the bag, the is used for the
dnrﬁs.ch of mails, or returned with the bag If the is returned rs
surplus.

133, Due despatch of regisiered bags~{1) A regivlered bag should
be placed in every mail kag despatched, except “plural™ and “extra™ mail

[I;: gistered bogs for despnich should be handed by the registra-
rk in

I?U“ offices, and the regisiration sorter in sorling sectons and
lurtEn.; mail © to the sorting clerk or head sorter, as the case may

be, who should examine the bags, pgrant receipls for them in  the regis-
fered abstract and place each of them him i the proper moil hag,
If there are no registersd articles for despactch to the office or section for
which a mail bag is made up, an unsealed empty registered bag should
be made over to the I-nrunaa cherk or head sorter for inclusion in the mail
hag. ]nml:h Wh;uhunldhufﬂlﬂeﬂﬂdlbhﬂrrﬁl—
tered list with ﬂuﬂmrd i"™ written on it in the place for the total
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and duly signed should be tied with it in such a moansr thot the word
“Ni" can be readily secen. The sorting clerk or head sorter should
examing the list 10 see that it bears the word “AMI™ in the place mentioned
above and the signature of the registration clerk or sorter,

1M. Preparation and disposal of speclal bags.—(1) If any erders
are received regarding special bags ina post office, mal office or section,
the postmaster or head sorter, s the case may be should communicaie
them (o the officials concerned and see that they are correctly understood
and promply carried out. I a special bag accompanied by & special mnil
list is recesived, it must be shown st once, by day or night, o the post-
master of, in the R. M. §. taken charge of by the haad sorter, If n
apacial bag is made wp for despatch, o special mail list should, if pres.
cribed, be red in post ces by the mail clerk and in mail ced
and  sections the head sorier, and handed with the special bag to the
carrier who should be required to sign the duplicste of the list. Forward
special baps accompanied by special mail  lsts should be similarly dealt
with. The postmaster or head sorter is personmally responsible for the
safe custocly and the prompt and correct delivery or despaich of special
bags and is required ms[;n the specinl mail lists,

When special bngs, for which special mail lists are prepiared in
m{iﬂm with this rule, are forwarded anlong with the nrdﬁu:j' minils,
the special mail list should be invodced in the r:ghu.]nr mail list by & remark
across the body thereof “special mail St WA ....ccoviivmmmrrrreeecs pose- D28
accompanies,

{3} When delivery of a spectal bag is made cither by or through a

office or direct by & R. M. 5. soction or mail office, it i3 the duly
of the postmaster or the head sorter, as the case may be, to see that a
raceipt for the bag istaken on themail list, that the empty bag is re-
covered, that the registered list contninad in the bag is oblained, aod
that the list is sigoned by or on behalf of the officer concerned in token
of receipt of the registered articles detailed in . The mail list and
mginr.u'ng list should be filed in post offices wuh the ordinary daily
bundle, and in the R. M. 5, with the work-papers of the set which
delivered the specinl bag, The emply bag should be returned to the
poat office or to the record office of the section or mail office, which
closed the bag.

MoTE~The instructions in pacagraph (31 apply aba o superviung officers in respect of
special bags dmivered by them,

135, Limit of weight of Mailk.—{l) The weight to be carried b
gach letter mauil rumner on a mun hne should not ordinarily exceed 1
seers - but in special localities where the country to be traversed is of a
hilly or otherwise dificult noture, or where the speed of the mail is of
importance, & lower limit may be fised by the Postmusier-General.

In the cowe af mnils conveyed by special parcel runmers,
the E::];ht of each Flrcdﬁdshuuld not exceed 15 seers, and the
to bs carrisd by each man should not exceed 30 seers. This i 1
maximom weight, but o lower limit may be preseribed by the Post-
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mister-Ceneral on lines which traverse hilly or dificult country. or where
ﬂ:’ I:i::dummm: tender it impracticable for runners to  travel with
vy load.

(3) The maximum hmit of weight for a parcel conveyed by the
Railway Mail service 15 ong maund, but alower limit may fixed in special
cases by the Head of Circle.

4) The weight of postal articles (including parcels and cash) to be
nni';ﬁ} by a postman or & village puflnl;m should not excesd 800 ?‘ulns.

Mote—The Dgrector Oencral hox fised the faflowing ceiling of weight snd artes of
conlie changes for the carriage of heavy parcels by Poctmen eic. 1—

20 co 1,200 001 ., o i i i Tk. 0.5
For every 400 talas above {200, excloding faction of #6 iolas Tk. 13
(P & A-20-39163)

136. Supply of doe maill amd sorting lisis—{l) The due mail
and sorting list consists of (i) the duoe maill list of receipts and despatches,
(i) the letter mail sorting list and (if) the registered and parcel mal
sorting Fst, in three separate parts cach of which an ordinanly be
printed or prepared in manuscTipt, a8 the cas may require, on a singhe
page of the prescribed form,—the lists for the Out and In trips of sec.
tions being kepts separate. These lists are prepared and supplied as

[ollows :—

r

{a) For post Offices in direct communication with the R. M. S.
and for sorting sections , and _ sorting mail offices—By the
Head of the Circle, the list for post offices being prepured in
menuscript and sepplied direct to each office and those for
sections and mail offices being printed and supplied to the
Superintendents concerned for their own use and for distribu-
tion to inspector, record clerks, officials in charge of seis and
individunl sorters. One copy of the sorting hst for & post
office is nlso supplicd 19 the Superintendent of post oftices
copcerned and one copy of the list for asection or mail office
to gach of the other Heads of Circles having under him post
offices in communication with that section or office.

(b) For first class head offices not in direct communication with the
R. M. 5.—By the Heads of Circles in manuscript,

(¢) For post offices under the comtrol of a first class postmaster
other than those in direct communication with the B. M. 5—
By the first class postmaster, in manuscript,

(o) For all sub-offices and such branch offices as are either transit
or sorting offices except those i direct communication with
the R. M. 5. and for transi-sections wunder the control of
Buperintendent nf_pust offices—By the Superintendent of post
-DEEI. in manuscripl

(¢) For transit sections and Lransit mail offices—by the S perin-
tendent K. M. 5., in manuscript, AR
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2) Village sorting lists are prepared and supplied to hesd, sub and
hrrln';:h offices by Sub-Divisionn! Inspectors.

Migre.~—The Due Masland Sociing Ll should imvariably be prepared o the stendard form
AW, The instrectlons comabned im the conventions primted on the first page of the form

i mlmddmmuh:duﬂ urpose of puiding the offizer who prepans ihe list ard
ul.-:Jh'.-lLl.rq e poda oiffice officialy to whom b1 i is=oed (o endersiarsd i,

2. The instruction must, therefore, be careflully studied and mas-
tered by the supervising Officinls conozrned.

137. Changes In dve mall and sorting Hsts.—{1) The head post-
master or record clerk, as the cass mav be, should bring to the notice of
the olfficer by whom the list was suppiied, any allerations éwhtﬂur
m'untmn his own office or an office or section vader it or any other office
or section) in  sorting or transit arrangements (hat may appear to be
MECESsATY  Or desirable, owing to alterations in  Railway time-tables or
similar causes. When the ransmission of articles can  be expedited by
.minpunammw route or by forearding them through an office or section
the one through which they were being lorwarded or by ex-
changing mails with offices or sections not already shown in the due mail
list, the change should be propossd for comsideration. I the change s
approved, a sorting order prescribing the alterations 1o be made in  the
due mall and sorting fist will be issued, or, i the alicrations are exten-
sive, the offices or sections concerned will be furnished with revised lists,
In head offices, when & proposal requiring the orders of the Head of the
Circle concerns nny post office or mail line under the control of the
Superintendent it must be submitted through the latter officer ; and if
it affects the village sorting list of o branch office, it should be brought
to the notice of th:m.:p:ﬂ-:lr wahnm the list was suppled. In sub-
offices  all suggestions made 16 the Superintendent, those
affecting the village mnln.; lit of & branch office being also brought o
the notice of the inspector concerned.

{Z) When a sorting order prescribing alterations in a due mail and
sorting list is received from the Head of the Circle or the Superintendent,
each postal or R. M. 5. official to whom or for whose office the list was
mpphnd should make :hu required corrections in il neatly and, wherever
possible in ink. The list belonging 1o a sat should be comected by the
record clerk concermed who should explain the changes to the sorters of
the set and require them to initial the order in évidence of their having
throughly understood it, and should also, if necessary. see that the work-

are prepared in  accordsnce with the changes prescnbed,  Sorting
o should be filed in separste bundles. In record offices, the weekly
sorting orders and A. orders for cach vears should be filed separately in
a guard book in the consecutive order of their Nos.

[.ﬂ in urgent cases, effect will be piven to alterations in due
mail and sorting lists from the beginning of a quarter.

138. Fximination and opening of bags.—(1) Every bag received
in o post office, mail office or section from enother office or section, or

reccived 1o one department of an office from another, must be carefull
examined tosee that it is in good condition, that the cord with wh
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it ls tled nnd the senl orseals, as well as the lock, if any, are intact and

thInI:. none of them bear pny signs of having been damaged or tampered
wil

) Bags addressed to the office or section, which are found to be in

condition, shoukl be opensd one &t time. In cutting the cord to
open & bag, care mist be taken not to damoage the seal or seals. The
label seal and cord should then be tied to the ring of the bag for
identification of the bags il the necessity arises, The seal label, cord and
lock = if any, should be preserved with the bag ontidl it has been nscertain-
ed that the contenis of the bag are correct. The officcal who s responsi-
ble for the opening of & bag is also responsible lorits examination.

139. Bags 1o be luwrned inside out—S50 Jong as bags are not in
actual use, they should be kept reversad, Le., turned inside out. In every
case, afler o bag has mﬂ:?m and emptied of its contents, it should
be turned inside oul and ully exami to see that none of the com-
tents remain in L

140, Treatment of missent and misdirected articles of the snregis-
tered lafter mail and labelled bundles.—{1) When 4 missent or mis-
directed nrticles is received in sorting, the sorting clerk or assistant sorier
should make o note of the irregularity in the error book or notebook,
s the case mn‘ﬁ be, and obtiin the postmaster’s or head sorter’s initials
to the entry., He shoold also, in the case of a misdirected article  substi-
tute neatly in English in red ink (or in Blue pencil, in case of R, M. 5.
section), the correct name of the office of destination for the incorrect
name. If the wrong vemacular emiry wos underlined by the office  of
posting, he should strike out the hine and underine the coimect entry,
fe.. the entry of the office of destination in vernaculsr, The misent or
misdirected article showld be despatched to ils proper destnation by
first mail

(2) When o missent or misdirected labelled bundle i received in
gorting, the irregularty  should be noted by  the official concerned in  the
manner, prescribed above. The contents of the bundle should nod,
however, be stamped but should be sent forward with a fresh  check-slip,
The original chack-slip should be endorsed on the back with the remark
“Bundle missent by (munte of office or secrion)” or  “Bundle mislabel-
led™, as the case may be, and the slip disposed of in the osgal course,

3) When n misent or misdirected article or lIabelled bundle is
fio among the statron articles, the delivery clerk  should put it aside
until the distnbution &2 over. The article or bundle should thea be
dealt with in the manner presoribed in the preceding  paragraphs  in
respect of those received in sorting except that it should be transferrad
to the deposit department for further disposal.

141. Disposal of check-cli heck-slips tied to the top of labelled
bundles shoukd be disposed as fellows by the office or section which
open. the bundles :—

(1) When a labefled bundle contains no missent articles, the check-
sip received with it should forthwith be destroved ;
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(b) When o labellsd bundle is found to conmtain any missent
articles particulars of such articles, ie, the number of
missent articles for each post-town of destination with the
name of that post-town—should be clearly entered on  the
peverse of the check-slip which should alsp be impressad
with the d;;:ﬁt:mh _ulrm ﬂﬁﬂﬂ}ﬁllﬂ'iﬂlhﬂuﬂﬁm
be & official charge o delivery department
of sorting department, as the case may be, and the check-
ghip forwarded by first mail in & service envelope addressed to
the sypervising officer of the despatching office or section ;
while in the R. M. 5 the eatrics should be signed by the head
sorter and the check-shp attached to his dally report.

142. Mails recelved damaged or tampered with.—If any portion of
the mail received in @ post office, mail office orsection isin any way
damaged or if the condition of any hag, fastening or scal creates suspi-
cion that it has been tampered with, or il any bag is missing, the mail
clerk or other official concernsd must bring the matler at  once (by day
of night) to the notice of the postmaster or head sorter, as the case may be,
who should take immediate action in accordance with the rules relating
to Investigations. The responsilulity of the postmaster or head sorier
commences A3 so0on as the matter comes o his notice,

143. Preservation of seals and bags—(7) When a loss occurs or is
suspected, or o bag 5 received dam all seals and festenmings,
envelopes and covers with seals, etc., ulkd be carefully preserved ina
tin case, and the fact noted in the error book., The tin box can be ob-
tained or made locally, and the articles damaged should always be for-
warded in the case when sent through (he post, s0 as (o prevent their
being damaged in tramsit. The bags too  should slways be preserved
after being initialed and dated by the postmaster, head sorter or mail
ngent, as the case may be, for future identification.

?1} In the case of parcels received in o wicker basket, the basket
should be preserved only if it is obwious that it was forced open, or if it
is damaged to such an extent ns to admit of any of i3 conteats heing
ahstracted. In such cases, the basket should be marked for future iden-
tification.

144. Important irregularities to be reported by telegraph—{1} If
pny of the following irregulurities occur, wir /—

(¢) a due bag not received or left behind or one or more bags
received missent or 3 mail bag stolen, lost or destroyed by
fire, &tc. §

—This does wol i cases (m owhich ibe short déspaich of a

.uum.u:i hagshas been disiy ned by ihe despaiching BLMLS, office of ssiicn
o The redevant meail Har, &8 required by oule 45 (V) of Post Offise Manuad, Yal, YT,

(b) a bog entered ina mail list, but not recerved, or onc or more
bags received in excess of the number entered ina mail list ;

(c) a mail registered or parcel fist (when prescribed) not received
or received  missent ;
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fd] ndaily account or 8 0. slip not received by n post office |

e} u mail, registered, or parcel list, received with &ny correction
made in it, but not attested, or any such list received with
a wrong total entered, or without entry of the total, or with
the corrected, whether the correction be attested or not ;

(f) a registesed article of the letter or parcel mail entered in
registered or parcel list, but not received, or any such
received in excess of the number entered in a list, or 3 register-
ed article of the letter or parce! mail or 4 V.P. letter or parcel
nthqu-ls-m that invoiced in the registered or parcel list is
Tedel ;

i

(g} an insared article entered in a registered or parcel [list not
received, but an article bearing a different Moo received
instead ;

(k) a registered orinsured bundle entered In a registered list not
received @ or such a bundle bearing o different Mo, received
instend :

{f) the total number or registered or insured bundles entered ina
registered list nol recetved or a remstered or insured bundie
uﬂrﬂivﬁﬁ_ in excess of the iotal mumber eniered in & regls-
LS it .

(i) [Deleted]

(k) aninsured letter or parcel entered in a registered or parcel list
but not received, or an insured article received damaped or
bearing signs of having been tampered with or without its
weight having been recorded by the office of posting or the
weight of any such article received ina post office, mail office
ﬂrlaitmnnnq' sarting office differs from that noted on the
article ;

{/} amoney order received in a post office with o discrepancy of
Tk. 10 or more between the amounts entered by remitler
and office of issue, or a money order received without having
been signed by the issuing postmaster, or the money order
clerk or not bearing the prescribed postmarks, or afford-
ing any other reason 1o suspect its penninensss ;

(m) & money order Jost by a post office before payment ;
(R} &t m. o advice received ina post office bat no corresponding

postal confirmation, or o postal confirmation received bul not
the t. m. o, advice to which it relates :

(o) aremitnnce of cash mdvised not received in g post office oran
amount received short Or inexcess of the sam advised :

(p) absence of a currier (mail peon, postman, mail e
appointed to :H.chhugu{ml]s witha R.M.S, section :ngul )



an |mmediate report thould be made by telegraph, i possible, In accord-
ance with the instructions in the Tefegraphic Message Code by the post-
master or the official in charge of the R.M.S, st concerned to the receiv-
ing or despatching office or, if the despatching office is & section, to its re-
cord office. If the despatching office happens to be & branch office, an
immedinte report by telegraph should also be made to the account office
and to the Inspector concerned, & copy of the telegram being sent b

to the Superintendent of post offices of the Division, In the case of irre-
gularities coming under clawse (o), a similiar report should also be mads
to the Postmaster-General concerned, if the office committing the
irregularity is a first class head office, otherwise, to the Supenntendent
of post offices. In the case of any of the ather irregularities mentioned
ahove, o copy of the telegraphic report should be sent by post to the Post-
master-General or Superintendent of post offices, as the case may be,
when the recelving or despaiching office iz a post office, orto the Super-
intendent of R.M.S. concerned, when the receiving or despatching office is
a R.M.5. office or section. In every case, o note of the irregularity should
he made by post office in the error book or by a R.MS. set in its nole-

book for subsequent mention in the daily report.

More | —When a post office or mail office happens i be in the sima station ks the officr
1o whom an irregularity has to B¢ reported, the telegraph should sot be wed il 1 is prscticable
1o employ other means of communication without extr expense of boss of time.

MoTe 2, —In chses wivene non-receipt of an anicle or documend has been communicited by
selegraph, its subsequent receipt of discovery should also be communicaied fo the ofcers
cencerned, by selegraph, as soon & it is received or fraced.

MaTe 3, —Should an overseer, Tunner or villige postman report (o n post offics an
£o A line, om imivedinde report of the naure and position of the mldmtihml:rb:

tor the mearest telegraph oMce by service posteard of otherwise, Combaned offices should be guided
in wach cases by {he ruies for sach offices in (ke Pour offee Afrasad, Volume Y1,

Mare 4, =11 a mail bag is kost, stolen, destroved by fire, elc, & report shoutd he sent hy
ielegraph, If possible, in accordance with the Instructions in the Telegraphic Message Codr, 10 ke
Superpniendent of ihe Division within whosea parsdietion (ke Loid ooours,

Mare 5. —When an irregularicy is commitied by o branch office the shnse should be commiani-
cated to the hranch office by telegraph in plain Language mmabead of in code langusge, Care should

be taken 1o see that tha tolegtam is wordsd as briefty as posible,

(2} On the occurrence of any of the i larities mentioned in the
preceding paragraph o carelful enquiry should made and the res.
ponsibility for the [rregularities which necemiiate the issue of the tele-
gram should be fixed and the official or officials through whose defaule
or neglipence the irregularity occurred, should be dealt with by the 2ppropriate
punishing authority according to the merits of the case.

145, Record of irregularities.—(1) Each post office and, in the
larger post offices, each depariment of the office should ketp an error
book in the prescribed form, while each sorter in the R.M.5.  should
keep & similar book called the rough note-book. Every irregularity,
serious or peity, committed by any member of the establishment of an
office or section or noticed (o have been committed by any other office
of section in connection with the preparation, receipt or despatch of
mails or any other postal duties, or any articles or documents relating
thereto, should be recorded at the time, as bricfly as possible, in one or



other of thess books the official noticing the irregularity, speciak care
being taken to hrinah;q notice by this means, cases of the missending
and misdirection of arficles,

Nore—In the R.M.S,, therough nole-hoak shoold also be meed for the af -mm
nmgual scidents noticed and the ﬂ“hﬁlhﬂﬂnﬂdm‘hﬂﬁn b ﬁ
whﬁﬁmuphhﬁﬂu‘:ﬂwﬂm v ” "

(2) Entries inthese books should be initialled by the officials by
whom they are made. An entry made by aclerk or sorter must also
ke initialled by the posimaster or head sorter ns the case may be. In
case a note of any  irregulaniy 15 made against and official of the same
office or section, the entry should be initialled by the official copcernad.

(3) In cases in which & report is required 1o be made to the Head
of the Circle, Superintendent or inspector, the No. and date of the re-
port shoukd be noted in the crror book. In other ciases, no report need
be made ; the entry in the beek  will be sufficient evidence that their
irregularity was noticed by the postmaster.

More—Reports against the B.M.S, should contaln, in additon to b same of the section or
mail affiee, the %a. of the st concerned which can be ascertnined from  the rame-siamp of the
goction or mail (ffice impresed on the regstersd 1351 of any other decument received,

(4) Extructs from error books and umimportamt reports of a similar
Rature, coneerning irregulanitees committed by sorters of the R. M. 5.
and by head, sub and brinch post offices may be sent by posmasters
direct 1o the Superintendents of post offices or R, M.5. concerncd, whe-
ther in the same division orcircle or aod. This does not apply Lo casss
where 8 special report 10 a specified officer s preseribed. Reports of
irreguluritses which are nol of an urgent or serious character should be
kept together in a bundle and st the end of o wesk the Superintendent
should sort them and send them on to the office or section  for which they
are intended, all the reports for the same office or section being  enclosad
in the same cover, I the number of reports received by o Superintend-
ent be wery large, the action staled pbove should be taken twice a week.

Nore—In & syb-ofllze ned under the change of o paretted Sub Postmaver sl those  items
whiech, im bedd offizes, are encered in the Postmaster's crder book, mwst be recorded in the error
book, A record mast also be kept inthe artor Book of all complainis. made by the pablic
and the ariginal com@laints shauld, afier acknowledgment, be seni to the Superiniendent or (e
first class post-musler, ns the chse mayx be, with any remarios that may be comidered necessary,

146. Fa-slmile impressions of signature—In all cases where, under
the rules of the Department. a4 person s reguired to sign o receipt or
an aknowledgement or a posial aricle delivered, or to affix his signature
ta any other document i connection with the posting or delivery of a
postal arucle, or to a postal article iself, the facsimile impression of his
signature on  the document or armicle, made by means of 4 stamp, should
be accepted as & sufficient compliance with the rules | provided, of course,
that there is no reason (o suspect that the stamp has been misused.

Exception | —This rule does not apply io the signing of document peostal officials |
their offizial capacity. Fasimile siamps m‘m l.:[Ih_Il'pu-n ate rot o - : : !

Eveceprion 2,~This rale does nol apply o the signing of receipts and i:imlﬁdfmm for
intned articles, Emimhummm mhm‘p‘: on sach feogipis and acknowledgensenin,



1481, Tnltislling and documents,.—Whenever 1t is stated, In a
rule or departmental form, that & document should be initialled, the ini-
tials of the officer responsible for the entries are a sufficient attestatlon ;
in other cases, document should be signed in full. All officials are strict-
ly forbiddden to use facsimile stamp of thelr signature or initials for the
purpose of signing or initialling official documents,

147. Applications for ismterception of letlers.—Applications Are some
times mode by the public for the interception of articles passing by
past. The applicamt should in  such  coses be informed that, without
the orders of the Head of the Circle, their _F:qur_us cannot 'I:ui1 complied
with. Complisnce with such wests  militates  against  the proper
working nE‘Frha Dezpartment, MT“MH therefore be refused except in
very special cases. Applcanis should alio be informed that, as & gener-
al role the application to intercept letters will not be granted urllr.ul it
furnishes the names of the olfices of posting of the articles, applica-
tions should not be granted i they refer (o letters expected by more than
one mail -and unless very strong  reasons are given to gustify it But
nothing in this rule, sholl be held to affect corvespondence addressed 1o
the “Camp™ (or other prescribed address with no post-town) of high
offices on tour, the disposal of which is governed by the special rules on
the subject

{48, Return to senders of articles posted—{1) The conditions under
which an article m;:astad may bo recalled by the sender are contained in
the Post Office Geide,

{2) When an application for the recall of an aricle i receved by
apost office the producer described below should be fallowed :—

{a) The prescribed Fee of Tk. 1 should be taken from the applicant
and converted into postoge samps which should then be aflix-
ed to the application and obliterated with the date-stamp of
the office. Unless the officer in charge of the post office
which roceives the npplication s & first class postmaster, he
should sebmit i, without delay, to the first class postamaster or
Superinlendent o whom he s subordinate Tor orders with a
statement that he is satisfied that the appbcant s the sender
of the article or an agent authorised by the sender in this be-
half, and that posiapge stamps in payment of ihe fee of Tk |
have been affixed 1o the application. Il he is a first cluss post-
master, he should dispose of the spplication  himself,

{#) If thearticke is in the office, the postimaster should immedinte-

Iv take sion of it and place it in & cover superscribed
“Recalled aricle addressed to (nome ond  addeesr).  Sance
tion applied for on (edore)”. If the article has ai heen

despatched, the postmaster should at once ask the ¢ of
destination or, in the case of & [oreign arlicle, the office of
foreign exchange nol to deliver the asrbicle to the  addressee
or send it on to destination. In making such reguests, care
should be taken to communicate full particulars of the article,
to enmble it to  be correctly sdentified in the oflice of desting-
tion or office of forcign cxchanpe.
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¢) On receipt of snction from the first class asler or Supefs

) intendent (o return the article to the sender, ths postmaster
should if the aricle is In his office, have it delivered under
receipt 1o the sender or to some person authorised in this be-
hall by the sender in writing. In the case of & registered
article, the sender’s receipt should be taken onac of the
form of rectipt ordinarily signed by the addressee of such an
article. The orginal receipt granted to the sender for the
article when it was posted should be taken back and filed
with the other receipd

(d) If the article is not in the office when the sanction is received
the postmaster should immedistely ask the office of desti-
nation or office of foreign exchange, asthe case may be, o re-
turn the article, citing the previous correspondence on the

subject.

(¢} The office of destination or of foreign exchange should imme-
diately on receipt of such a request send back the article with
a forwarding letter, enclosed in a service repistered cover,
which should be addressed to the postmaster of the office of
posting. If the article is a registered one, the cover in which
it i placed should not be separately repistered but the No.
and date of the registered article ald be noted on  the
gover which should be treated merely as a prolecting cover
agnd should be addressed ms abowve,

(T) When the article is recesved back in the office of posting, it
should be delivered to the sender or his authorised agent in
the manner described in clause (c).

(g) The applications Tor the recall of articles with the fee cone
verted into postage stamps and affixed to them should be kept
on record Tor o year and then destroyed.

) In the RM.S., applications for the recall of articles should be
dealt with in accordance with the following procedure (—

{a) In the case of o mnil office, the head sorter or maoil agent
should forward the application from the sender together with
the statement of the reasons showing why re-delivery s sought
and the prescribed fee of one taka, to the local postmasoer
for disposal In accordance with the above instructions and
ar the same time, report that he s sagisied that the appli-
cant it the sender of the article or an agent  authorised by
the sender inm this behalf. I the article 2 in the office, it
should be sent in & cover superscribed “Recalled article
addressed to (apme owd addeess)” along with the documents
mentioned above. If the article has already been despatched,
the hexd sorter or mail agent shoukl at once sddress the office
of destination or 1o foreign exchiunge, asthe casé many be,
in the manner prescribed above for postmasters, He should
it the same time intmale that this has been done (o the
postmaster to whom the application is sent. The applicant
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should be informed of the action taken nod advised to address

fuﬂh:dr communications ¢n the subject 1o the postmaster cons
vern

B) ln & section, the hesd sorter or mall guard should similarly
( send the documents with llu:fue in acover addressed to the
postmaster of the next head or sub-ofice for which & mail
'Iu.g is closed, The cover should be sealed and entered in
Hst, im the case of a sorting section and in

lh., mail Hst, inthe case of o transit section.

(c) In every case, the matter should be mentioned in the daily
repart,

{4) All orany of the references required to be made under this

rule may be made by telegraph, pm-.ﬂn:l the sender defrays the cost of
the telegrams,

(5) In the case of foreign postal articles which have already left
the couniry, the post office of exchange concerned shall arrange to have
the form FMS.-19 (a) filled in by the sender and fo transmit the same
o the office of destination. The Form FMS.-19 (2) may be forwarded
by air, or the request contained therein transmitted o the office of desti-
nation by telegraph, on payment of the necessary charges by the sender.

WNoTE-==This rale dofs not ApEply 10 ike Usion of Soath Afcica, the CommomssEalih of
MAustralin, Parrmed, Cacads, the Unned Kisgdom of Grear  Britin and ™Sorihern Dreland, India,
Mew Foaland or 1o Britiah overseas Territorss, inchading the Cobonies, the Protestemics ard the
Territories ander trusceeship exercised by the Unised Einpi-m of Great Briain and Worihern
Irelard or o ibe bnsh Republic, whose intermal legisiviion does nod permit the withdmawal From
the post or the alferziion of e addness af cormespondence ol iba sender’'s reqeesd.

(&) No fee shall be charged inthe case of officinl arscles

149, Director-General's Circulars.— (1)  Circulars  are  ordinarily
jssugd By the Director-Genernl once a fortnight and dated the Ist or the
16th of every month, as the case may be, but if in any fortn there s
no material for o circolar, none isosseed that  forinight, circular
will be divided into four séctions, wir., Section | —Dostal Services, Section
Il—Postal  Savings, Section Hl--Geéneral and Section IV —Amendments
ta Rules and Regulations.

Every  circolar  issued  froom  the Director-General's  office  bears
& number in A consecutive annugl series of numbers and the pages are
also numbersd in & consecutive semies throughowt the yvear. Each item of
the circular boars, in heavy type at the head of the text, the name of the
department which it concerns. The circular will be distributed through
the Postamasier Genperal concerned. .

More.~fmy ibem of really imponnng ond v nagute, which canmed wait tifl ibe issue of 1be
mrew forcndghtly ciroular, primed in a Direchar :ﬂrrﬂurf.i‘prr!nﬂiﬂl]ﬂ:mmﬁﬂ
annual senal numbBer of Sirculars fngd fAped.

(2) In the case of postal officials, circulass will be sent direct to head
postmasters Tor their own offices and for distribution to supervising  officers,
sub-postmasters and branch postmasters, Head  offices will be supplied



6

by the Postmaster-Genernl with a disiribution list showing the number
of coples 1o be supplied to the different classes of  officers  mentioned
ghove and the number o be retained for office wse. In  post offices, the
circulars should be distributed among the different officinls and filed in
accordance with the following instructions |—

(o) Grade “A’ offices and other large offices selecied by the
Postmnster-General  will be supplied with & copy of every
circular for the Postmaster, each of the Deputy und Assist-
ani postmasiers and for the clerk tn charge of each depart-
ment. For other head offices, a copy will be supplied only
1o the postmaster and to each of the Depuly and Assstant
postmasters or to the head clerk if there is no Deputy or
Assistanl  postmasier  in the oflice.

im Each set of circulars shoudd be kept in & guard-book, that for
the postmasier being inscnbed “General File™

{c) Immediatcly on receipd of supples, copy of every circular
should be made over 10 ecach Deputy omd Assistant  post-
master of the head cierk who will have it filed in the gpuard-
book kept by him, Ihe copy for the “Genernd  Fik"
shosld, after &t has been  sigued of the foor by ki suberdl-
mates be made over by the head posimaser o the deputy
postmaster or head clerk. @s the case may be, who will file
it in the rd-book for the ““General File” and will be res-
pensible for keeping the book complete and in good onder.

(d} Guard-books contuining circulars should be kept on the tables
of officers copcerned, so that they may alwavs be acoessible
to themselves or to other offictals of the o who may
destre  to refer to them,

¢) The hesd postmaster should salisfy himself, by periodical

{}mnﬂml.iun of the and of the depart-
mental guard-books, if any, maintained by head clerks, that
each is complete and up-to-date.

(f) Whenever the official responsible for the maintenance of a
circular puard-book fs for any reason relieved of his duties,
ke must make it over to his spccessor in the presence  of
the head post master, who should make a note of the trans-
action in the postmaster’s order book.

(g) For sub-olfices ; ordinarily only onecopy of each circular will
be supplied and all the circulars received by each offices
be kept together in a single punrd-book afer being
by the sub-postmaster and the other officials of the

ce.

the case of R.M.S., copies of circulars will be seml to Superin-
tendents for their own office and for distribution to imspeciors, sorting
gnd sub-record clerks in the Divisions.
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3) Postal motices will be issued apart from and not as  annexures
1o Director-General's orcelars ; and, except in the case of certain
large hend offices selected by Posumaster-Genernl, only two copies of
each such notice will be supplied (o a post office, one for exhibition on
the office notice-board and the other for record. To each  mail  office,
only one copy of the motice will be supplied for exhibition on  the office
notice-board,

149/1. Hend of the Circle’'s Circulars,—{1) Circulars arc nrd]n.lrilg
ssued by the head of the Circles once in & memth, but il inany moot
there is no material for a circular, no circular will be issued in  the month.
These circulars bear headings and are numbered in the same  way as the
Director General’s circulars and should be disposed of and filed in the

SAme J:I'hl.11|1|:1' These circulars should be in Guard Books, care
# to correct or cancel, previoui circulars, when npecesary on
receipt of subsequent ones.

(2) All circulars issued by lhe Head of the Circles should be
;hl:il:m::d. after 3 years counting from the moath of July following the
close of the official year in which they were issued. I it is found ne-

to preserve or repedl the instructions contained in  such  hrcu-
lars, Head of the Circle should either incorporate them i  the crcle
ordets or reproduce them in 4 new cricular before the arcular is due to
be destroved.

150, Postal notices and lﬂr-lﬂhmm.—[ij- It is the duty of the
postmaster or ihe official incharge of o mail office o see that every
aotice received is afixed without delay 1o the notice-board, and
that in the case of post offices, the spare copies (il any) received for
nrnula.tluu. arc circulated by the postman for the information of the
blic. It is also his duty tose¢ that all notices and advertisements are
runnwd directly as they become obsolete, and that any revised notices or
pdvertisements recely are af once substituted, The notice-board,
headed with  the words “'Postal Notces”™ shoukl be hung in & conspi-
cuous place in the verandah or outside the office, bul m such a position
that the nodices will not be exposed to wind or rain.

(2 Revised editions of the Post Office Guide, for sale to the public,
will be received by head offices and selected sub-offices and mail offices
from the Stock Depot accompamied with printed advertisements which

should be affined to the notice-board.
151, Explanation of rules and circulars.—The postmaster or recond

clerk, as the cass may be, must satisfy himsell that the rules are uoider-
stood by the ul’ﬁ:iu.h ul'n:rr u.l;l:ll:hl:l.'l to his office, and he is expected to
take pans to instruct points on which they are Aot

clear, p-u.m:lﬂlﬂ:.l when l;:h.:mgl:i u.n: erel. On receipt of a circular,

the postmaster or record clerk must explain s meaning to the officials

mentioned above and then require each one of them fo place his signu-

ture below the following ceruficate which should be written on the cir-

cular il it 13 not already printed thereon. “The circulir has besn  thoro-

ughly expinined to me b]r lh:Funnmlr:r Record Clerk and I
understand its The circular should then be initialed by
postmaster or record and filed,
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H:-ﬂ—ll‘tﬁEum mall puard, van peos of porier b precluded by his duties from aibend-
ing the recard e dl.:tl.n..-ll:- hizurs of work, the head somer or the inspecior mwaee caplain 1ha

nﬁulw gircular 1o Wim 2nd obqam his nigiak ikereon, the cerlificate referred to abhove bei
modjffed soprdingly.  The bead someror the iespoctor shoold also initial (e ¢ircular jn oken -1'
baving explained il 1o the official conoormed.

152, Information noi 1o he made public.—(1} ™o person not belong-
ing to the Department may be permitted to examing the records of any
past affice or any anmicle not addressed to him even thoogh the aricle
may have been posted by him, and no information may be given to any
one not belongng to the Department, respecting any article passing
through the post or any trunsaction conseched with any department  of
a post office. Officers of the department  render  themselves liable o
dismiszal i they make public any iformation which they reveive offi-
cinlly or i the discharge of their dubies. A stmaster may nol even
give the address of any person unless he has suflicient reason to  beleve
that the person whose address. s required would not obpct w0 the in-
formation  being  furnished, When  information ﬂ:-gu.n:lji?g any posial
fransaction  is requested by any  Government officer the  postmaster
should refer the matter to  the Hesd of the Circle who will decide the
case In accordunce with the rule 17 of Post office Manue!, Yolume VHI,

Eq'l:l'p.l'lnl o =8 podniesier Ay be piquangd o allow (he indbErion sy bank, cash
ceriificabe And money order books, hrmnnhr;f Court, und::'mmum 1891. When he
receives An ofder of this kind, he should refer the matber withoot delay, 10 the 1-|-|:|-|:|.¢||'||;|||::l.'_'i_|:¢]-u

whi will decide w}uthﬂmdntﬂrﬂnu'lll b somalmil with of whéther cacse should be shown
againi the order of &n offer sasde o produce ihe Books in Court,

Everprion 3 <#ny Dwirict Maghumate, 1 Cnuﬂntﬂn'uﬂn!'ﬂ-ruhl muay require the Pose
Officeto  deliveraletier, posicard, newspaper, boo _Jlrnrrltllrﬂrlﬂﬂl pmarcel, telegram or eoney
order in its cusiody, to such person as such Magisinase or Court dinects,

Ef#ﬁ':- 1 =Any Waglurteor Commidssioner of Police ot District Soperimendent of Palace
the Past o search fof amd detain o letter , book pr patierm
telegram of mongy ardes in qumndar,mdvigumnmd ets of the Dijstrict Magis=

EI.HI'I'.... ok 'I::l:l-lﬂ'l al N,

.Emﬁiurrt-lu!u-nmtl of 3 ‘saatistical character, showing the busl
Iu:;l:hnn_mtm::ln :u;rd-u;::uu, ﬁ.:luﬂlulltn ihe ﬂlin:t u"ni"cnﬁqm"f“.ﬁ
tpﬁhr.ﬂ.lm-

oTe—The aiher exceptions e rule 17 (1) and sob-pale §T (2} and 17 {3) of Pour office
ill'-mld. Yalome VI, lﬁ:mﬁrln this nzle,

152/1. Producilon of records before Police, FExcise or Incometax
Officer.—(1) Records of a post office or mail office should be produced, and
information available in them should be given, on the wrilten order of
any police officer who i3  making an investigation under the Criminal
Procedure Code, or of any Excise officer empowéred a4 local Govetn-
ment or Administration to inveslignte offences  punishnble under ooy
Excise Act, but only thos entries in the records should be disclosed
which relate to the person o persons charped with the offence under
investigntion or which are relevant to that offence. Tn any other case,
the official in charge of the office should, without delay, refer for orders
to the Head of the Circle, who will d-:-:ul: whether or not, under section
124 of the Bangladesh Evidence Act {Act | of 1872), the information asked
for should be witheld.

{2) When the information asked for by a police or an Excise Officer
is not svailable in the records of the office concermed, the Police or the
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Excise officer should be informed accordingly, irréspective of the guestion
whether the information, i avalable might or might not be given,

{33 This rule does not .ppllr to the prodection of telegraph mes-
sage drafis which should onl produced under the rules on  the sub-

ject i the Post Office r-{n.nu“r Volume X1

(4) Postmasters and sub-posimasiers are authorised to furmsh in-
formagion when asked for in writing by Incoms-tny  officers, in specific
cases of assemmeni, and to allow soch officers to inspect money order
books and also records relating o value-payable, insured and parcel of
mail articles, and to collect information s consection with assessment of
income-iax.

152/2, Produciion of records before Cowris—{1) A summons from
a conrt of Civil or Criminal Junsdiction to produce any of the rocords
of a post, or mail office or o certificd exiract from or copy of any soch
records will, unless otherwise ordered, be complied with. In  the case
of post or mail offices, the summons will usually be received through
the Divisional Superintendent concerned. When any journal or other
record s produced in court and admitted in  evidence, the officer pro-
ducting it will ask the court to direct that only such portions of the re-
cords a5 may be required by the court shall be disclosed.

2} All summons received direct by post offices  (except firsl class
I-..m} offices) and mail offices will be referred to the Superintendent for orders
and soch particulars as are known to the postmaster, record clerk, head
sorter, or mail agent regarding the case should be reported at the same time.

(3) On receipt of o summons the Superintendent of Post Offices or
Railway Mail Service concerned, as the cuse may be, will decide whe-
ther any Hig:uun shoubd l:-:l:l:r.-n under section 123 and 134 of the
Bungladesh Evidence Act (Act 1 of 1872), 1o the production of any records,
md if he thinks that ﬂh_pn:imn should be taken, he should refer the case
at once for the omlers of the Head of the Circle reporting at the same
time such particulars as are known regarding the case, In the case of
welegraph mu::ﬂ:, the Head of the Circle, will report his objections to the
Director-Ceneral, who will ke the orders of the Government of Bangladesh

on the subject, if necessary.

(4) When the summons relales (o savings bank, cash certificate or

ney order books, the production of which is governed by Ihl.‘-I[ll'n'
visions of Act XVII of 1891 and Act I of (893, the Postmaster wi
once prepare a certified copy of the entry or m:ﬂﬁ giving the infor-
mation called for, amd forward this to the court, The certificats to be
written at the foot of the copy will be in the form below, and will be
signed and dated by the Postmoster :—

1 wﬂywﬂwwﬁhllnwmwulmmﬂ ries cominined im the (nansd of
tecord), one of the ordimary books of ich s il in my cusicdy, and that this
fairy wias made in ibe pysal and urﬂfﬂﬁ'mﬂ

ABC,

MI—I-I dEdk bk laraklabkibmrie i id B A Y SR - - e l'mr m
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{5} All cases in which an express opder §s received from a court
under Act XVIIl of 1891 for the production of any savings bank cash
certificate or mongy order book, must also be red  immedistely o
the Head of the Circle, stoging the date on which the book s (o e
duced @nd the court must be informed at Lhtmmc time that this has
been done. The Hemd of the Cirche will decide whether the book will
be produced or whether notice will be given 1o the court of his intention
fo show ciause agamsi the order.

1523, Attachment of Postal Anlcles—All  postnl  articles in course
of trunsmission by post are hable to attachment by a civil court Any
such order received should therefore be compled with.  Esch case
under this rule shoukd however be reported to the Superintendent or first
class posimaster, as the case may be, who in  his twm will report only
important cases to the Head of the Circle for his information,

When an order s served on the Post Qffice in Im?m nitschment
of the contents of an insured letter action as  prescri b¥ note below
rule 197 (5) of Past Ij1'Jr,a’,|'lrv|' Memmf, Volume VI, may be taken. Action
to be mhken in case an  attachment order In respect of money order
is shown inrmile 297 and reparding V. P.  Money Order in rule 277 (5) of
Volume V1. Rules 507 and 573 describe i details the action to be taken
when the money al credit of Savings Bank Account or sale proceeds of
Savings Ceruificate are antached by any Civil or other Court

153, Deleted,

154, Ordinary Postage caing and other arlicles of value found
in letter boxes or on a counter.—{1} The following procedure should be
observed when an artkle of value 18 found in a letter box or ona publjc
counter —

a) When ordinary postage stamps are found loose in a letter-box
) endeavor should be mode to kbentily the artickes from which
they might have been detached and failing Mentification they
ghould be shown to the Postmaster or Head 5orter who will
have them defaced after getting them nffixed apainst a suitable
entry in the error book or daily report as the case may require,

(J_r] If any empty wnosed emvelope or an ungsed post card .;.r
privale manufaciure with postage slamp or slamps
to it is found in a leiter-box or on a public counter lh:
tion of the envelope bearing the stamp or damps ﬂmuldp‘:.:
cut off and dealt with in the manner prescribed abowve,

(¢} Il an unused post™ card other than of private manufacture,
empty unused embossed envelope, stamps booklel or stamp
sheet, currency naote or current coin is found in o letter-box
or on & public counter it should be shown to the Postmaster
and its value credited to “‘unclassified receipt”™. The
post card or embossed envelope should h:m:ulhﬂn:l
treasurer under recei IME. in the error book., Other coin

articles of valug w cannot be brought 1o account at
ﬂmkl be made over to the Postmaster in  accordance

éEE

£
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the procedure prescribed above and kept in his  personal
custody, Orders  regarding  their disposal  obiained  from
the Postmaster General.

(d) In the R. M. 5. such articles should be shown to the Head
Sorter of the set who will forward them 1o the Record Clerk
duly advised in his daily report. The rmecord clerk  should
transfer such articles under receipl to  the local Postmaster
for disposal in the manner indicated in para (b)) above. IT
they cannot be disposed of on the same day they should re-
main in the personal custody of the Head Sorter or Record
Clerk a5 the case may require untll they can be transferred
to the Postmaster.

(2) Application from the public for the return of the articles men-
tioned in paras (c) and (d) above or for a refund of their valoe, should
if the amount invalved does nol ewcesd Tk, 15 be submitled for orders Lo
the Superintendent or first class Postmaster, as the case may require. with
a report of the facts of the case ; if the amount eaceeds Tk, 23 orders
of the Postmaster-General shookd be obtained.

155. Half-yearly enumeraiion returns.—{1) From the Tih o the
13th of the months of February and August of each year, both day in-
clusive, an enumeration most be made daily by enach  postmasier of
the number of ordinary unregistered  articles of the letter mail and un-
registered parcels given out for delivery (o the en and wvillage post-
men and from the window, A similar enumeration should be made by
each head sorter, R, M. S, of the number of such sarticles delivered by
him on each of thess days withoot the intervention of a post office. The
different classes of Postal awd Telegroph ond  Telephome service  articles
of the unregistered letter mail  chould also be counted separately, and
the total number of articles, of ench class should be shown in the enume-
ration return against the appropriste head, Full instructions  for  the
preparation of the return are given in  the form prescribed for  the pur-

PO&E.

Mare.—Ariicles enclosed in districl ofigers” post bags  alsould b fakoen inla account and
included in the retarma of the offices making up such hags,

(2) Tn post offices, acopy of the return should be forwarded by the
mail of the 15th (2) to the Postmaster-General by each head office  and
(b} to its head office by cach subeoffice. The returns of subordinage
offices should be forwarded, as ey are recetend, to the  Postmaster-
General or to the head office, as the case may require.

(3) In the R. M. 5., two copies of the retumn should be filled in by
porting mail offices. One copy should be filed with the work-papers
of the office and the other sent to the Heud of Circle. Each set of a sort-
ing section should submit the original enumeration return o Qs record
affice along with its work-papers for euch Irp and st the close of the
emumeration period, the record clerk should prepare from  these en-
urneration réturns & consolidated enumeration return in  duplicate for
each section, filing the original in his office and forwarding the duplicate
to the head of circle.
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(4) The saiistics of the Department are complied from thess re-
turns, and the value of the enumeration depends upon the inelligence
and securney with which il 13 made, Postmasters and head sorters are,

therefore, required to give personal atiention Lo this work,

156, Arrangement and Inspection  of  records.—(1) The  records
of an office must be arranged systematically in almi or on shelves,
the records ench class of business being kept separate. Books,
accounts, journals, bundles of lista, ete, should be labelled with the
aume of the month apnd year, and the almirths or shelves cont3ining
them, with the names of the books und documents which they hold. The
work-papers of each section should be kept separate and the almirahs
or shelves containing them should be labelled with the names of the
sections the work-papers of which they hold.

More.—Partlcular care should be taken of registeved  mnd purcel Tases s well as of the
addressees receipt for ihe arickn delivered and ihe oficial inchargs of these records should be

keld responsible for ibheir safe Sastody.

(2} Circulars should be filed in convenient-sized guard-books, care
being taken to cofrect or cancel previows circolars, when necessary, om
receiplt of subsequent ones,

(3) The postmaster or record clerk should at the bepinning of
cach month, inspect the records of the office and see that they are kept
and armnged in accordance with the rules. All records which are 1o
be destroved should be tarm  out in the presence of the postmasier or
record clerk who should sell them as waste paper fo the best advaniage
as speedily as possible, the previous sanction of the Superintendent being
obtained by record clerks, The sale procceds  shoul in the case
of post offices, be credited v “unclassified receipts™ and in case of re-
ﬂ:ll':! offices, be paid im0 the local post office like other miscelinneous
receipis.

157. Office order book.—{1) Every post office or record office must

an order book in the prescribed form in which inspecting officers
will record their remarks and orders. The postmaster or record clerk
is onally responsible that any action required on the part of his
office establishment by the remarks or orders of inspecting officers is
promptly taken, and he should without delsy take any action that may
be required on his own part.

(3} The order book must be t in the personal custody of the

Eﬁnmr or record clerk who should see that itdoes not gelt damaged,

order book has 200 serinlly numbered pages. The willul removal

of o page from an order book will be regarded as a serious offence amd
render the offender limble lo dismissal,

NoTr, =In the case of 4 combined office, when repsarks are written by a telegreph officer In
ﬂnth:ﬁ;bmt a copy of ke remarks should be seni af pace by the postmisier bo the Superin
tendent of post offices [or information, This does not apply to first class bead offices.

wNore 2 —Every sub-record office and gach set of 1 mail office should mainiain a i
ﬁ t im & mail office the head sorter of which is also the sab-record clerk, nﬂm

km
will be paintained. Orders and remarks passed (o this order book will be recorded
the different headings “mail office™, “sub-record office™,

R
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158, Protection of cstablishments from plague.—In order {0 protect
the establishments of post offices and R, M. 5 from plagie as far as
possible, the following procedure should be carcfully observed :—

{a) In the case of offices in small towns ond villages, when dead
ruts have been found in the office building during an epidemic
of plague, the official in charge should remove himsell and the
whole office from it immediately and cven hgve & hut con.
structed  for the office, f necessary, without waiting for pre-
vious sanction from higher authority which shoukd be appli-
ed For ms soon ns  possible.

(#) In the case of offices in large towns where it i nol possible
to vacate the infected building and remove the office o
another building or inlo lenis or o0 constroct temporry
hut for its accommodation at o moment's notice, the official
in charge is allowed discretion to make the most suitable
arrangemenis practcable until he can obtuin orders  [rom
hiﬂu'r authoricy. I orders cnn be obtained without any
delay {as in the case of town sub-offices) they should be
applied for at once before taking any action, and it will be
the duty of the higher authority, on receipt of 2 report
that dead rats have been found in such an office building,
W pive s immedinte attention (o the matter and Lo isge
clear orders on the subject and take all practicable measures
il once,

Home~In the R.M.5., the Sapecintendent or the Hed of the Cirde af his discretion
mmmﬂanHmmﬁmﬁlmuammmﬂﬂ-nmm

159. Transmission by pest of office files for and from cerinin high
officers of Government while on towr.—(1) When ady of the officers
named below i3 on tour, office files for and from him may be
transmitted through the post in Ieather pouches, which will be posted
ar official regirrered , by his office a1 his headgoarters Siation
ar by his camp at the post office of the place where he may be :—

fa) All Central Ministers,
The pouches will bear two labels, namely, (i) an address label, show-

ing the addressee’s name and mid nd (i label ricribed
anl addvessnd i tha Sollowing matar b ) W Tl Ceupered

— ‘I
T he forwarded baose wivh leprer Sail
SPECIAL BAG
Ta
(post-town of destination) [
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The chargeable weight on a pouch tramsmitted under this  clavse
will be assured to he 600 tolas nlways and, secordimgly, a uniform postnge
of Tk. Eﬂﬁ!‘ [’ll‘bﬂudh'lls lu!rt!iﬂlmim %nfhiﬂ Puisha.; will be prepaid on
every pouch irrespective of act weight means  of service stam

affixed to the nddress lnbel P

2 Thpmtn-ﬂuﬂ'ﬂ-’hiﬂhlpﬂbﬂhhgmd-—mdlhnu
mn;[blpmad at any post office—should deal it as rmw“_,m

() The pouch shoukl be received and booked in the nsual way,
as o fully prepaid official registered parcel,

() The datestamp of the office should be impressed in  the
space provided for the purpose on the fabel, and it should
bﬂ':ﬂ“;:h:!l.h" the post-town  of destination been entered on

{¢) The pouch should then be transferred under receipt (to be
hnlg;mrn in the parcel abstract) to the mail department of the
OLipCe.

(3) Thereafler, and throughout its transit through the post, the
pouch shoukd be frented as a special hap, It &5 rhroughont fo  be semt by
Iefter post  withend hqm; enclosed M gy Bap' and on  armval 8t desting-
tion it should be debvered ot once to the addresses, whose recelpt for it
should be taken on the special mail list.

(4) As these pooches will, in every case, be addressed to o specified
post-town, no reference (o a programme of the movements of the officer
concerned  will be necessary.

160, Travelling allowances of mon-Gazetted officlal.—(1) The travel
ling allowance of a non.garetted official shoudd be drawn in  the form
of bill prescribed for the purpose (Form TR-25). The bill  zhould he
prepared by the official himself and submitted in duplicate 1o the control-
ling officer through the proper channel. The controlling eofficer should
sendd the original copy of the bill, after his countersignature, 10 the head
podt office or head record office concerned for dishursement, and retain
the duplicate copy for record in his own office.

(2) The amounts drawn in travelling allowance bills will be charged
in the sccounts of the office to the head “Bills paid” and should be
dishursed 1o the officials concernsd, their receipls being taken in  the
form of the acguittance roll. Travelling allowance Wills will be for-
warded by the head postmaster or the head record clerk  fo the Auwdit
office with the schedule of “Bills paid™ in which they are entered.

(3} 1T any payment ks to he mode from a subordinate office, the head
Postmasier or head record clerk, a3 the case may be, will semd an acquit-
tance roll to that office containing particulars of the trovelling allowance
o be paicdd by it



160/2. Disposal of Bags recelved from Foreign Eumim—qi
Bags stencilled *“OGreat Britain™ or with the name of the Post Office in
any other country and used by Post Offices in those countrics for clos-
ing mails for offices of exchange in Bangladesh will be retumed to the
General Post Office, London, or offlces o r.xr.lu.ng in the country con-
cerned, by these offices. Similar bags  receiv any other post
Offices or R. M. 5 in Bangladesh should be forwarded by the receiving
offices to the nearest office of exchange in Bangladesh for disposal,

(2} Post Offices. mail offices and mail agents delivering to Bookuall
ﬁﬁuu bags received from Great Brtain and Northern [reland under the
bu El?h“gh! system, are responsible for collecting the relative empty
bags. empty bags so collected should be enclosed in ome of the
empty bhags stencilled *G. B. 1" with u memorandam (Form FMS. -22)
showing the poarticulars of bags collected from cach  bookstall ageat,
scaled and charly addressed (o the Foreign Post,  Dacca/Chittagong.
the total number of the empty bags being written conspicyuously on  the
wop of the label. In the case of bags delivered by R, M. 5. section
bookstall nts direct from the mail vans at certwin - railway stations,
l.h:bmku:ﬁ:qmu should be required 10 return the empty bags without
delay to the nearest post office for transmission 1o the ¢ of exchange.
The Postmaster concerned shoulkd be informed by the R.M.S5.  Sections,
by means of o duplicate copy of the mail hst, of the number and addresses
of the bags %0 delivered and the postmaster will maintain and sccount of

such bags,

DISPOSAL OF SURPLUS UNUSUAL BAGS

|.— DIRECT EXCHANGES BETWEEN IMPORTANT MAIL AND POST
OFFICES AND OTHER POST OFFICES, MAIL OFFICES AND
SECTIONS OF THE R.M.S,

N B —For the urpsose of the fules 161 to 163, the imporiaet mail and mifces
pffices which in the opindon of the Head of Circle should adopi ihe ﬂ..:mpg? nmm:nr:

unuvoal bag invodoes

161. Preparation of unmsual bag  iwwolee.—{1) Mo regular “Bag
account’” should be muntained for bags wsed for unosunl mails exchanged
direct between important mnil and post office on the ope hand, and other
post offices, mail offices, and sections of the R. M. 8. on the other,
Such bags shoold be Freturmed daily and sccounted for in  nccordance
with the procedure described n  the following rules,
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(2) A post office, moail office or section despaiching unusoal mails in
its own bogr should prepare an  onusual bag involce in  the prescribed
form, in duplicate In one operafion by means of carbom process in ifs
own book of invoices, detach the invoice from its book, and enclose it

(3} In important mail and Post offices, separate invoice books may
be kept in the diferent departments and abso for  despatches made at
different periods of the day, Im  smaller post offices and mail offices
nnﬂiin sections ome invoice book for all the despatches will ordinarily
suffice

(4) Whenever an important mail or post office wses a doswrl bag as a
covering for a registered  bundie  despatched, it should prepare an  ungsy-
al bag invoice and place it in the bag just asif it were an unusual mail,

162, Returm of bags amd Involces,—When a post office or mail office
receives an wneseal bag or bags from another post office or mail office
or section, it should check the entmes in the ungsual bag invoice with
the number of unusual bags received, stamp and intial  the lower
portion  of the invoice form and return it the same day by firsr  meadl,
glong with the unusual bags invoiced therein, to  the despatching post
office ormail office, or, il it was rceived from &section, te the record
office concerned. The bags o be returned may be forwarded either
empty or with unpsual mails, in accordance with the following instruc-
tions :—

{a) Bags roceived from a section must invariably be returned
empty to the record office of the section concerned.

(b) Tm other cases, the bapgs to be returmed, or any of them, may
be used for enclosing unusual mails for despatch to the
office or mail office from which they were received, providad
that this can be done ar omce. I this cannot be done, the
bags must be retumed empty

{c) When bags to be relurned 10 apost oflice or mail oflice are
used for enclosing unusual mails to that office, the invodce
to be returned should be enclosed in one of the bags attached
to the parcel list or repisterad list, as the case may be, and
o note should be made on it showing how many of the bags
to be retorned are betng used for enclosing mails and  how
many are being sent empty with the mails. The empty hags
should abo, if practicable, be tied up and placed in  the bags
containing the unusual mails.

(@) When bage are returned empiy, the Tollowing procedure should
be followed :— e

(i) IT there is only one empiy bag to be returned, the unusual
bag mvoice to be returned should he placed in it and the bag
should be labelled and forwarded to destination as a pack-
¢t bag duly invoiced in a mall lisz with the abbreviation



8. E. {surpuls empty) noted asgainst the entry, eog, @n
unusual bag returned by the Dacca post  office
ﬁhul.uﬂwu!dhlhnminlh.umﬂliuum

oFr more em to be relurned, one
hluladulpgnk“ﬁﬂuw to the
h}r and the unwsual bag invoice should
n it e ower bag should then be sealed,
belled and forwarded 1o the office concerned duly invoiced
in the mail list in the manner described above.
af

1681 wnusual  bags and bag imvoices.—(1) An unusual
inVoice recel Eukhﬁripmluﬂhunr.m-nfduﬁm::hnmahchﬁ
unusual bags received back and the invoice should
pasted in the invaice book.

(2) The blanks in the invoice book will always show at a glance what
invoices have not been recelved back, Once a week, the book should be
examined, and i it is founs) that any invoices have aot come back which
have had plenty of time todo so, they should be culled for in the pres-
cribed form of reminder,

Mote.—The umisual bag invosces despatched by 0 secton should be removed fram the inveice
haoks #fler each trip and separaiely in tbe record office in order w admis  of their ongmnals
being aicached o the books when received back by the record office,

I1.—OTHER EXCHANGES

164 Umesmal bag asceomt.—{1}) In post  offices  which  exchange
mails with the R. M. 5 an account should be kept by the mail clerk, in
the prescribed form, of the unusual, insured end extra bags despatched
and received each day 0 and from each mail office and the sections
under cach record office, & separdte account being kept with each record
office. The Posmaster-Cieneral may alio order post  offices o keep
pausual bag accounts, with other post offices, when onueswal bags ane
frequently exchanged ; and where this is ordered, eovery post office
required 10 keep the account should have a separate accounl with each
other post office concerned.

Mo —The Heads of Circies may sxempt mch ofices from ibe operatien of the ahave Tule
where the exchange of unumm! bags ls mare  In soch cases the procedure laid down in rules 161 10
163 shoold be followed,

(2} In the R. M. 8. a similar account should be kept by each record
clerk of the above classes of bags despatched and received each day by
all the sections attached to the record office to and from post offices
and the sections and mal offices under other record offices, a separuie
pocount being kept with each sech post office and record office. The
unosval bag account should be compiled from the details on the reverse
of the mail absiract,

{3) The dates entered in these accounts should alway: he the dotes
of desparch of the bags“and not. in the case of receipts, the date of
receipts, The nccounts for each month should include all  the unuswal,



gl

{nsured, and extra bags received and despatched by the post office, or
by the seotions aftached to the record office, during the month. O

§th, 16th and 24th of each month, the account of bags received from
or despatched to, each post office or record office du
week, should be totalled and the number of bags of each tion that
may be found to be due to the post office or record office, should be des-
patched to it on the same day together with an invoice giving partioulars
of the bags despaiched. The entries refating to  the 'nrnﬁar

or despatches of empty bags at foot of the form of unusual bag account
shonld be filled in &% invoices are received or despatched.

§.

(4) In the case of bags received from R. M. 5. offices and sections,
the datss shown by the datestamn on the registered [ist
taken 85 the dates of despatch 1o the entered in the account.

f5] The mame of the record office or sub-record office to which each
seotion is attached i3 piven in the List of Bangladesh Post offices. The term
“record office™ &3 used im the rules under this section includes “sub-

#] The postmaster should see that the unusual bag account is
maintainsd by the mail clerk properly and  correcily. He must initial
and date the entries in the boag necount daily in token of having satisfied
himsell that the mccount 15 Kept regularly.

Note —The check prescribed in para {6) above shonld be sarried nutin scoond class bead offices
b the m;mhu-nzn 1neenselves and kn first class head offices by (e Group Oficen-ie-Change of the
mail Beanch,

165, Clearance of wnwsual bag aceounts,—(1) On the Ist of every
month or as soon a3 all the despatches made to scctions on the last day
of the preceding month have been entered in the unussal bag account,
the account with ecach post office or record office for the whole of the
preceding month should be totalled and balanced, and if there is an
excess of bags derparehed in any case, “a surplus bag advice™, in the pres-
cribed form should be sént at once to the office concermed, enlling for
the surplus bags that are still due from it the date of the advice being
noted in red ink =t foof of the account. If, on the other hand, there
is an excess of baps recelved, the surplus bags that are still due to be
rsturmed should be forwarded on the same day to the post office or
record office together with an involce, giving particolirs of the hags
and & surples  bag advice, If the toiaks of receipt and despaiches
evactly balance, the advice should nevertheless be despaiched with the
particulass duly fillsd in ond the word “Nil" wriiten in the place for
the entry of balance.

{7} When sn account has been clearsd, it should be signed by the
postmaster or deputy poumader or by the record clerk, a8 the case
may be. and filed. The surplus bar advices received from post offices and
record offices showld be fled with the accounts to which they relate,

(3} 1t wifl oftsn happen that the same account will show a halance
of exceis desparchss of canvas bag and  excess receipts of  dosuli  bags,



of wice werrg. In such cates, the bag advice should call for the surplus
bags held by the other office, and at the same time advise the return
of the surplus bags {o be sent to that office.

166. Manmer of despaich of sorplus umssual bags.—{1) When
surplus unusual bags are returned to & post office or & record office, the
following procedure should be followed.—

{a) If only ome empty bag isto be returned, the bag should be
labelled and forwarded (o destination as o packet bag duly
invoicod in & mail list with the abbreviation 8. E. (surplos
empty] noted apminst the entry, -

{b) If two or more bags are returned one of them shoubd
be used as 8 sack (o gve cover to the othér bag or bags.
Buch sack should be scaled, labelled and forwarded 1o
the office concerned, duly invoiced in the mail list as packet
bags, in the manner described above,

{2) The procedure Inid down in the preceding paragraph should be
followed both by offices which keep unusual bag accounts and those
which do not. Whenever surplus unusunl bags are returned to o post
office of record office, an invoice stating the number of bags returned
should be placed inside the bag or sack.

(3) The procedure prescrived in graph (3) or rule 162 mpplics
also tosurplus empty bags returned unJ:?‘this ruIE.)



CHAPTER 3
INVESTIGATIONS
GENERAL RULES

167. Introductory.—(1) The instructions in this chapter deal with
investigations into cases of :—

(i) high-way robbery of the mail ;
(i) thefts or loss of or tempering with, any postal article or bag :

(iii) theft or misappropriation of Government money or other postal
transactions,

(3) These instructions are meant fo suggest rather tham fo prescribe
the procedure to be followed in conducting enquiries into cases of the
nature indicated above. It is not intended that they should be adopted
as an invariable rule of conduct under nll circumstances. Wide discretion
muast, of pecessity, be piven to officers conducting enquiries and they
should modily these instructions where they are inapplicable and supples
ment them where they are inadequate. While doing so they must keep
in view the relevant provisions of the law, £.q the Post Office Act, the
Bangladesh Penal Code, Criminal Procedure Code and the Evidence Act etc.

(3) Mothing interferes with the soceess of an investigation more than
an unreasoning adherence to a fixed course of action and the adoption
of & system of mere routine correspondence with its  attendant Joss  of
valuable time. Promptitude in seiving every opportunity  which may
afford a clue to the discovery of the missing article or the detection of the
criminal, the exercise of judgment in determining the direction and mode
in which to prosecute enguiries and energy and care in following up the
investigations are all necessary 1o spocess.

- (4) The aim of every enquiring officer should mainly be to locaie
the 1083 or fraud and 1o find owut the culprit responsible for it. He should
also keep in view any acts of omission and commisston  which m:}g'hi
have facilitated the occurrence of loss or fraud or hindered jis d o
of socoessful enquiry into it in order that defaulting officials may be
adequately dealt with.

(5) Elaborate procedure has been lid down for all postal Cransac-
tont and checks and cownler checks have been prescribed nt each stage 1o
avoid any chances of loss or fraud in postal transactions. Cases of loss
and fravd wsually occur due to omission of certain prescribed check or
the nom-observance of certain departmental rules and procedures, It s,
thersfore, necessary that in every csses of fraud and Joss the Enguirng
oficer should carefully po through all the proceses jnvolved in the parti-
cular transaction to which the loss or fraud relates and to find out what
partscular check or prodeedure was omitted and by which official. IT this
can be done the enquiring officer would be able to norrow the Brea and
the range of his enquiries and concentrate™ on the particular office, section
or indvidual responsible. for the lost or fraod.



167/1. Preliminaries.—Enquiry into cases of loss and fraud should
be taken up promptly. Immediately om receipt of the report of such
cases, the  Imspector showld proceed to the spot and take Uimqu-irlﬂ.
If the case Is serious or the amount of loss is Inrge or likely to .lﬁ the
Superintendent  should also proceed to the spot immediatsly take
up investigation personally, far any renson the Superintendent can

e ! houid

not move be taken up by the
Aasistant Superintendent.

He should examine all the relevant books and collect such other
evidence @s may be necessary, The statement of the officials concerned
should be recorded but oral enquiries and Intelligent interrogation should
preceed  the actual recording of statements, Utmost care has to  be
taken #gminst the indiscriminate and un-intellipent recording of state-
ments. Undue reliance should not be placed on  the statements made by
the oficials directly or indirectly involved in  the cise whose first reaction
when called upon to give n statement be to try to protect themselves
from any share of responsibility for the loss or frand  s0 that in case the
real culprii is not found out they may not be required to make good any
portion of the loss. The Investignting Officer shoubd, be very careful
recording  the satements so that there are no contradictions therein. The
verification of the work of the suspected official should also be taken up
simultansously without delsy so as to find out the cxuct magnilude of the

loas or lraod,

168, Joimt Enquiries.—(1) As a general rule, a  Superintendent,
when investigating n case ni! robbery, theft, or frand, should confine
his enquiries 10 the offices or lines within  his  jurisdiction.

under special circumstances or with the permission of the Head of
Circle, 8 Superintendent may not, in the prosecution of an  investiga-
tion, proceed outside the limits of his jurisdiction or énter an office not
under his control | bat in  emergent c=ses the permission of the Head
of the Circle may be anticipated,

(7} When suspicion attaches to the establishment of severnl offices,
sections or mail Hnes which are ynder the control of different officers
it isvery importamt that direet commun'cation should be kept up bet.
ween  the officers charged with the conduct of the enguiry in the varjous
paits. Frequently it may be advisahle to hold joint  esquiry into such
cases with the approval of the Head of the Circle. In imvestimtions,
joint or otherwise, the enguiring officers should goard against the ten-
dency to protect their own staff from  blime,

{3} In cases of loss or abstractions invelving the staflf of more thun
ene circle where  a joint enguiry is held, nnd no unanimous or definite
finding  is nerived of,  the Heads of the Circles concemed  should meet
personally s eson ms may be after  receipt  of the joint roport,  consider
jointly 1he conclusions  srrived ot and sehmit o the Director-General
& joint decision containing the result of their scrutiny of Lthe jomt  re-
port and a d2firite BEnding #s to responstbility,

165, Emplayneat of the jolograph and  teleshone.—Dixretion s
given to all officers to make use of the lolegranh  or the telephone  if
they cons'der that its use. in giving or obtzining the earliest possible
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information will be of advantage in the prosecution of an enquiry, bt
ns far as possible all telegrams should be worded in  accordance with
the Telegraphic Message Code. Where it is stated in this chapter [hat
tclegrams  showld, in certain cases, be sent to certaln  officials. it is not
miended 1o limit the use of the telegruph to communications with the
officials specified. A Supeninfendent or other officer may telegraph to
any person whether belonging (o the post Ofice or not, whe may be in
o position to afford help or supply valuable informution. At the same
time officers who send service telegramy will be held reiponsible  that
they do so only when the cicumstances of the cass render such action
advisable and that an express lelegram s nol despatched when #n  ordi-
nary message would answer the purpose.

170, The settlement of fhe clalms.—Senlement of the clodms of
defrnuded ms should receive  personal anention of the  Supperin-
tendent and they should not mecessarily be kept pending the finalisa-
tion of Court procesmbings, Sieps should be mken to settle these clmims
a3 soon as they are established, Bofose, however, the claim s sertled,
an Aflidavit duly signed and witnessed should be obtnined from  the
clumant indicating clearly the nature of the claim and afirming thae
he has oot il L date obtained any satisfection of his cliim [from
any source whatsoever. All claims up to Taka 500/-may however be sertfed

thliliﬂln.i: dedlarations witnessed by two respectable persons instead of an

L

Mote.—"Cluims uplo ondy Tk 1,500/ {only one thousand five hundred Taka) in respact
of Foreign Money Ordersand Bank Mozey Orders say be setiled by obtuining declanmtion witnes-
ied by pwo respectable persons (g Heu of ASdavit,

1T/1. Chaim from the Suretv.—As soon 02 it is established that a
loss has oceurred due to defaull of 8 certain official o caim should be
preferred against him with his Surety. It should be bosse i mind that

according 1o terms of agreement with the surety o time limit
prescribed for the preferment of such claims.

171. Respomsibility —Where owing to the negligence of a depart-
mental employee or its agent incleding an extra  Departmental Apent
of through the omission on his part to obszrve any rule as provi in
the different volumes of the Post (Mfice Manuals or in the Post Office
Cuide, the Department s put o 8 loss of Governmen! money or pros
perly or hid o make good the loss of any money or property or whers
the department |odes money by embezzlement or frand on the part of
any of its employees, ele, any member of the stafl or any agent who by
his megligence, default or disregard of tha rubes, has coused the Joss or
has contnbuted to ity oocurrance moy be required to make good the Joss
either in whole or in part as the competent authority may decide.

171/1. Punishmcent Imposed departmentally.—(1) In  all  cases  of
fraud, embezzlement or similar offences in which Government servants are
invelved, departmental proceedings should be instituted at the ecarkest
possible moment against all the delinguents and  conducted in  strict
edberence (0 Government  Servants, Discipline and appeal Rules,
1976. Ihwmﬂp@uhhmﬂddlumnupmm and
in any case within & mooths since the detection of the case of frawd or



L]

embezziement. 1L however, the police or the counsel for prosecution
is of the opinion that the fnalisation of the departmenial proceedings
against the mccused or any other particular official would jeopardise
the proceedings in the Court of Law, departmential action against such
official/officials should be finalised after the conclusion of the trial
in the Coort. Departmenial action againsi other officials should however
continue and be completed within the specified time,

) It maus be clearly understood that deparimentisl proceedings oare
meant to go into cases of miscondoct (and nor offences, fs  understood
in Law) in the diwcharge of duties or violation of departmental rules
and procedures by public servants whereas trinl in 8 Court of Law is
for an offence. In the case of the former dismissal may a1 the most ne-
sult but in the Intter cose imprsonment and/or Gne may be imposed.
De ental action is thus not dependent upon trial in a Court of Law
1 can lawfally be token before and after the trial or simultancously
therewith. Departmental action may also be taken in  cases were the
delinquent has been acquitied of the criminal charges by a Court of Law,
gither on technical grounds or for want of legal evidence,

(3) Where the evidence though mnot conclusive from i legal point
of view [ still sufficient to establish morally the guilt of a suspected
official, departmental action should be taken against him.

172, Cupses for Report to the Circdle office.—The following cases
should always be reported to the Head of the Circle 1—

1. Highway robbery or attempted highway robbery of mails.
2. Loss of mails.

3, Cases of house breaking and theft in which loss o the Govern-
ment s involved,

4, Cases of fraud, loss or misappropriasion of Government money.
%, Improper or framdulent use of postage stamps,
6, Loss of, or inmpering with, registered articles of all kinds or

damage o their confents in which loss to the Government is
fnvolved.

7. Death of, or serlous injuries to, a postal official by violence or
pecedent ;

§. All occurrences of a grave choracter, soch as  the destruction
of offices by fire, the loss of mail boats and attack on offices by
dacoits efe,

9, All cuses under Section 52 of the Post Office Act.

[0. Loss of records of a Post Office.

11, Loss or thefi of British Postnl Orders, Bangladesh Postal Orders
and Cash Certificates,
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Complaints made to Superintendents or irregularities observed by
hiun should be disposed of on his own level unless these mvolve cases of
gross pegligence or breach of rules attended by senous results  which
would necessitate the submission of @ report 1o the Head of theCircle,

173/1. Report 1o ibe Hend of the Cirde—(I]) As soon 83  the
Superintendent  recerves  information of any occurrences mentioned in o the
preceding rule he should submit & prelunmary report o the Head of
the Circke. This report should be made by telegraph in cases of high-
way robbery of mails, death of, or sericus injuries (o, postal officials and
olher ocourrences of o grave pature, Il currency noles have been  abs-
tracted from cerain  articles their complete numbers, i  available, should
be intimated to the Head of the Circle in the report. I the case 15 one
for police enguiry it should be ntimated whether a report bis been  made
to the police. I a report has not been made to the police detniled
reasons showld be furmshed as e why i has not been done.

(2) If the enguiry concerns more than one Division or Circle an
Assisiant Superintendent, invesligation will pgenerally be deputed (o
conduct It, and will submit his report direct to the Head of the Circle.
Officers who are deputed to co-operate with him may sign this repont,
submitting @ copy to their immediate superiors, or may subumul a separaie
report direct 1o their immediste superiors, If  on Assistant  Superinten-
dent investigabion is not deputed [0 conduct the enquiry & joint enguiry
of the Superintendents concerned or their representobives may be
ordered by the Head of the Circle and a joint mui?l: report should be
submitted, otherwise the Superintendents all the Divisions to which
the coquiry extends should, from Gime to Ume, communicaie (o the
Heads of Circles to whom they are subordinate particulars of the pro-
gress made by themn.

(3) When the enquiry is completed & final report should be submit-
ted in sccordance with rule 174, IF the ebguiry concemnms more than one
Division or Circle the Superntendent in whose Division the enguiry i
completed and closed should submit the final report to the Head of hus
Cirche.

8a1E L.—When it i kniown that 4 nsuil bag has boan lost, soden, desroyed by Gie ooz, 1be
Saperimendant should give immediste information by welagraph w the Head of tie Posal
gancermed and f mmpanant mkils are cansernad, the fatter will nonkfy the ko 1o the puble
through e Prdss. Lo all oflyer cases the loca) Postmaster will exhibit on the notice bourd the
pariicular &% to Lthe Mo, and date, os alio the fame of the oflize of posting, of the ragestenad and
inmared betier or parce] mail articles lost,

Mare 1 —When the amoant of low or fraud exceeds Tk, 200 or wien there are in any
eise imponaml fexpares which ment detaklod investigation anil gansddern & copy of the FEpois
furnished 1o the Head of the Circle should jmvariably be seng w the gangernegld
and the act |oivmabed co s Head of the Circke,

(4) Whenever ﬂrl:Iu:'t is sent (o the Postmasier-General aboutl &
loss or frand commitied by an Extrn Departmental Agent, it should be
ifically mentioped whether the E.D.A. involved in the case 15 and

employee of the Banglodesh Post Oifice alone or also an employee of somo
other Depariment ; such as, Raillway, Education, cic., etc.

($) In cases in which a system of fraud has been carricd on in a
post affice, in connection with the savings bank, momey order, or any
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other riment, or when anmy branch of post office business has  beer
milized by the public for the commission of frawd, the report of the
Superintendent, besides stating the restl  of the enquiry, the action taken
and the conclusion drawn by him, should set forth in detail the manner
in which the frand was commitled, and powt out any defects in. or

breaches of the rules by which it was faciliaed, The Superintendent
should ako in woch cases submii, cither in his report or separately,

I'I-Ii!.rﬁl:&_ﬂi that may seem Lo him necessary for the amendment of
the rules,

173, Cases to be Heporfed o the Director Genernl—Reports should
be submitted by the Head of a Circle to the Director-Generzl in  the
following cased =

(@) Cases in which it s decided to prosscute nn employee of the
department,

(b} (i) Cases of highway robbery of mails involving loss to
Government of Tk, 1000 or above,

(i) Repeated cases of highway robbery of mails in the sime
locality irrespective of the emount of loss.

(c) Cases of serious loss of mails in transit otherwise than by high-
way robbery ;

(d) Attacks on offices by decoits ;

(¢) Cnses of hoose-breaking in offices where the loss of public
moneyY orf Government property exceeds Tk, 1,000 imrespective
of possible subsequent recoveries.

Mome—The wards loss of public monsy may be imlerpreted 1o include the loss sustained by
Guovernmend oa sccount of payments made in respect of |oss af, or dsmige 1o snusted &rticlis,

(f) Cases of loas of or damape to, or tempering with, nsured
articles of which the amount of compensation payable ex-
ceeds Tk 1,000,

Cases of loss of, or domage to, or tempering with, inland
(¢) registered articles, which are of special interest or imporiance.

(*) Cases of fraud snd of loss or misappropriation of puble
money Where the amount involved exceeds Th. 1,000 irrespecs
tive of subsequent or possible subssquent recoveries.,

(f) The loss of mail steamers and serious loss of mail boats.

(i) The destruction of offices by fire, floods, etc, when the loss
to Government exceeds Tk 1,000 in valee

The death of, or serious inj o, & official b
{t}l'fﬂ]ﬂ:ﬂﬂﬂtﬂ.ﬂ::ﬂm Y ROy ’

(f) Couses which show any defect in the rules.
(m) Cases of interest under the Post Office Act.

(n) Cases which for special reasons the Head of the Circle is of
opinion should be reported,



He

Move.—When prosecution of § depanimental emploves is Propowed o be underiaken, either
through the Pulice or departmenaslty, & briel marrative of the case giving the name  and deskgns-
thon of she offender. the panicularsot e pfferce, the modusoperand) followed by him and the sec-
tiom of the lew under which he is to be prosecuted should be subméted 1o ihe Director-Geneatnl
immediately, followed by funber feporis showing the developoents in 1be case, wn il fing) sealement,
Mambily reporis shoold be sshmitied i such ouses, evem if o particular is made
eince Lhe subrnission of the previous teport.  The initinl report should mestion |£: |.|.-|:|:|I|.'|.|bn:|.l.|:l
abitnin the consent of the appropriase auiborily, whene necessary, and in subsequest cncs the
progress. ol the cise in the coun.

173/1. Reporr to Dircctor Gemerel.—In all the cases  mentioned in
the previous rule ; two reports, preliminary und final, should be submit-
ted, unless the matler can E:fﬂuull}' dealt with in the first report and the
progress of the case should invarably continee to be reported  afler
every ithree months until the case s finally closed. The preliminary
report shoulkd be made as soon a5 possible after the occurrence and by tele-
graph in the case mentioned in clause (i) by express letter in case men-
toned in (1) and (k) and il the case is one for police enquiry, it should be
mentioned whether the case has beem reported to the palice. Where the
case has pol been reporied to the police, full reasons for not doing so
musl be siated. If, however, the final report cannot be submitied within
three months of the occurrence, an intermedinte reporlt should be submit-
ted atl the end of that period {ﬂﬂ giving full particulars of the case s
pscertained wpto that time end the result of the deparimental investiga-
ton as far as it has proceeded, (h) mentioning what delays the submission
of the fingl report, and (¢) stating when the Head of the Circle hopes
to be in & position to submit the final report,

lf] In reporting cases which chow any defect in the rules, the Head
4:.:' I should offer suggestions as to the zmendments to be made in
the rules.

(3) In il cases the Postmaster-General should mention in his report
if the claim of the defrauded person has heen sertled and intimate parti-
culars of refund ordered by him and also the date of Ifn.zm'lmt of the
amounts, When a claim has been refected, the fact should also be inti-
mated to Director General. In cases where he is not compelsntl 1o sanc-
tion claim of the defrouded persons, he should submit has recommends-
tion &3 to whether or not the claim is valid and should be sanctioned,

(4) When acase affects more than one Circle, the Head of the Circle
i which the irregularity is first detected should make the preliminary
report in the case to the Director-General snd should inform the other
Heads of Circles concerned sending them a copy of his report. It will
then be at their option also the report the case or not. In  cases where
there is a difference of opinion between Hends of Circled as regards the
responsibility of the concerned endeavours should be maede o
amve ot an agreement and if this cannol be secured, the orders of the
Director-General shoukd be obtained as to the apportionment of the

linbility but the payment of the compensation should not be delayed
on that account.

(5) Whenever a report is sent to the Director-General shout a
loss or frand commilted by an Extra Departmental Agent, it should
be specifically mentioned whether the E.D.A. involved in the case is
an employee of the Bangladesh Post Office alone or also an employee of
same other Department, such as Railway, Education, etc. ete.
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174, Final Reporis—{1) The following nformation and documenis
must | invariably be fumished with the fnal report relating o0 loss and
frapd which are submitted to Heads of Circles and Director-General 1 —

(i) Name of office where loss or frand occurred ;

(i) Names and designations of the officials involved and the
length of ther service in the Department ;

(i) (a) Amount of loss ;
' (b) Recoveries made by the Department and the Court if any |
{c:l Adjustments of irrecovernble loss date of write off ;
{iv) Whether the loss hus been reported to Aundit,
{v) Brief particulars showing also the modus operandi in the case ;
(vi) Date of detection of the case ;
{vii) (a) Date of report to the police ;
(b) FILR. Number ;
(i) Date of completion of police enquiries or of challan ;
ix) Date of prosecution sanction |

(x) Particulars of the Court in which the officials were prosecuted
and the sections of the law under which prosccuted ;

xi) Date of judgement and decision of the Court including appzl-
() Date ofjudgo

(xii) Whether the ¢laim/'compensation due has been settled ;
(xiii) Result of departmental sction ;
(xiv) Whether previous work of the accused has been verified, if so,
dates and results of the verification should be indicated ;
{xv) Explanation of delays at any stage in the investigation or pro-
+ secution of the case, il any ;
{xvi) Date of suspension of Lhe olficials involved in the case and the
dates of reinstatements, i any, with reasons therefore ;
fxvii) Eli;;mlm marks of the Circle Office or Directorate-General
(xviii} Particulars of reference to the Audit Office |
(xix) Copy of the Police Repart ;
{xx) Copy of Judgement ;

(xxi) Amy other documents, evidence that be available and
: pecessary (o make the ase clear ; -

] The report should clearly indicate how far the officials failed in
the observance of rules and how far defects in rules, o any, facilitated
the loss or frand,
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{d} Im cises relatine to loss of or (ampering with registered, insured
{including V.P.) articles and parcels the following  partcalis  should

also be piven :—

(@) WNo, of Artchs |

(k) Office of posing :

[e) Date of posting |

(o) Office of destination ;

{¢) Names and addresses of the sender and aildressee |

(f) Contents of the articke und details of the articles abstracied or
dumaged |

(g) Office or offices of ransit including R, M. 5. Sections and mail
offices with the numbers of Sets ;

(k) In case the articie has been wrongly delivered 10 a person
other than the addressee, his name and nddress.

{4) In cases relating to investigations of M.Ows the following parti-
culars should be gpven (—

{a} Number of M.O.
(b)) Date of issue ;
(c) Office of booking and its Account and Head Office
(¢) Office of payment with its account and H.Q. |
(#) Name and address of the remitier |
(f) Wame and address of the payee ;
(g) Name and address of the person other than  the payee or
remitier to whom the MO, has been paid, i any.,
(5) In cases relating to Sm-il_g:ndﬂ_uh and Cash Certificates the
following information should be furni —
(g) No. of cash certificate or the 8. B. Account ;

(#) Name of the depositar or the purchaser of Cash Certificate ;
() Office where the 5. B. Account stands open or the Cush Cer-
tificate registered along with the name of its account and
Head Office.
6} (i) In cases of high way robbery the follewing information m
ettt 1o the Bnal seport. o thy hekdl of the Circle >~ -

(o) the date and time of the robbery ;
(#) the mame of the mail line on which the robbery was commit
ﬂ a

() a description of the locality, Le., ihe distances from the near-
est stages and post offices on either side, and also from the
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terminal offices of the Hne, the nearest Police Stabon  and
Yillage ;

{d) the name of the distnct or acceding State (as the case may be)
in which the robbery was committed :

(¢) the nature of the injuries (0 any ) reccived by the mail
carriers ; and their names :

{f) asmatement inthe form below piving particulars of the bags
and their conients actually carded off by the robbers |

_- Contents of sach bag to be enfered againsi
irem in eolwmn (1) T
s BEE | S [ 2d
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(it} Then should follow a recapitulation of the principal facts of the
case and of the steps taken by the postal and police authorities, and the
result of the enquiry, Lastly, the Superintendent should sate the con-
clusions at which he has arrived regarding the manner in  which the
robbery was effected, the persons by whom it was committed and the
behaviour of the mail carriers and escort (if any).

[ih'lj Il the Superintendent suspects any postal efficial, he should
enter fully into the grounds for such suspicion, and describe the mea-
sures taken by him to investigate the conduct of the suspected parties,



9

Hml.—ﬁ;rp[u reparts will be furnished Heads of Clrcles
Generl Posts, ﬂiﬁm:uu!“hphm tbﬁﬂﬁnh[nﬂgm“m?—h Accewnint

{dp where amy refiection i3 made an the Audi Offics :

(# mﬁm af, ard-:tmln. ibe account nales of any branch of the Post Office

(g} whers asy novel feature appeans ;

{4} where the amount of the lom of friud exceeds Tk, Iﬂ and in such niher cases apd

it mach times & be prescribed in the Posts ond  Telepraphs Iminal  dccowss
Cird, W1Lm!lﬂ-l’m1nunmﬂm1.1n thia behalf,

175, Exumination of records—{1) In all cases relating to  the
mistppropriation of the amoant of M.Os. fracdulent transactions relat
10 Savings Bank, Cash Certificates or Payment of Postal Orders the rele-

vant records and documents should be very carefully scrutinised (o see
where the fravd was actually committed and at what stage the laxity in
sipervision or the omission of a prescribed check facilitated its commi-
gion. It should also be decided in the carly siage of the enguiry whether
the paid M.O. or Postal Order, the Warrants of Payvment or Dascharped
Certificates or telepruphic advice should be obtained from the A, O or
Telegraph Check  Office

The periods for which these documents are preserved in these
offices are as  follows :—

mrdmmph:..adwnlnmﬂknm.nhummnm-

enenl is tracsable I monthi.
(il In cases where payment i nat traceable, Ll seutenment of the case
Discharged Saving's Cerificates in Audiy Odfice 5 years
warrang of pavmend o 3 yeim
Paid inundeynrdﬂqndmuhﬁuﬁhm'ﬂrd:r 18 mamba
Paild Foreign Money order .. . . N yeams,

Paid Money Orders and Bangladesh Postal Orders may be requisitioned
from Audit Ofice by Inspectors and Selection CGrade Postmasters and sub-
postmasters, discharged Savings Certificates, and Warrania of pavments
by Superintendents and Posumasters and telegraphic advices by P, Ms. -0,

MoTE. =S also Rules 220 ta 1¥3,

I76. Statements etc. of loss and fraod caves.—{1) A statement of
pending investigation cases should be maintained in ench Divitonal and
Circle office. This siatement along with the relevant case should be puot
ap every month s the case of Ciurcle Office and every Tortnight in the case
of & Divisionsg]l Office when the  Asstt. Postmnster-General Assistant
Directer or the Superintendsnt of Post Offices/R.M.5. or first Class Posi-
master, as the case may be, shoukl review the coses ond record his re-
marks in the summary shest in his own hand,

(2} Im order to ensure proper check over loss and frond cases the”
Hewds of Circles should have the Register of Loss and Frawd cases main-
tained properly in their offices and shoukd check them personally in June

and December cach vedr,



{3) Quarterly statements ending 31st March, 30th June, 30k Sep-
tember and 31st December submitted by Superintendent’s should indicage
the action taken fo contact the police and District authorities for expedis
ting completion of police investigations and Judicial precesdings.

1 Summary Sheet.—{1) A Summary Sheet in form M-90 should
unﬁmﬁmmmm raud case in the units, circle offices and the
Directorate General.

f2) While and submitting reports to the Heads of Circles
inJoss and fraud cases, the Heads of Units should pay particulsr attention
to the details, given in the summary sheet, and incorporate all the rele-
vant facts and figures available with them while submitting first detailed
reports. Wanting informations, should be collected by them  subsequently
and passed on (o the Heads of Circles as soon as possible. The Heads
of Units will fill in Summary Sheets in triplicate, keep one copy in their
relevant file and forward duoplicate snd tnplicate copies to the circle
office. The duplicate copy will be retained with the Circla office file, and
the triplicate copy sent to the Directorate General. if and when  the
case is reporied 1o the Director General under the provision of rule 173,

(3) It will bethe duty of the dealing hands to make further entries
in the Summary Sheet from time to time, and, of the Supervisory stafl
and officers to check them op and 1o endure their proper maintenances,

mgnl'l Fortnightly ond Monthly Review of Loty and Fraud Coser.—The
Hend of Unit (Suoperintendent or Postmaster) showld carry out written
review of all pending loss and fraud cnses every fortnight. They are
personally responsible for feeding the circle office with all informations
about the cases. In the circle office, the Assistant Poutmaster General
or Assistant Director dealing with Loss and Fraud cases  shonld
carry out monthly review of all pending cases. He should choote 5 ta 10
cases per day and record his review on the noting portion of the fils
itself, maintins o ecalender in which the dater on  which each case has
been reviewed be recorded. The calender will help him to watch the
progress of the review nnd will also prevemt any case from being lost
sight of. This review, by the Assistant Postmaster General is of great
importnnee. Tt will cover the propress of police  enquiries  in cases in
which those enquiries are under way, propress of judicial proceedings in
law courls, progress of departmental enquirics snd subsequent disciplinary
proceedings, recovery of losses from the officials involved or from  thelr
sureties, precantions regarding immovable properities of  the  ascused,
reports. to the Aundit and the Directorate Geneal etc. If this review is
carried out properly, the case will come to be dealt with on the right
lines from the very beginning : and, there will be no fear of any importan
aspect™ heing neglected. Tn all cases in which more than Tk 2000 are
involved the Assistant Postmaster  General should submit his monthly
review to the Deputy Posimaster General : who should also record on
the file the result of his own findings on that review, Tn cases where the
loss & more than Tk, 5000 the Deputy Postmaster General should subemit
th: Assstant Postmastes Generals  review with ks own comments to
the Head of the Circle.

ITe2. Register of losses and fis index.—A register of lowes M. 80
(Part 1) showld be maintained by the Superintendent and all cases of
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theft, loss, fraud or tampering, other than thoss due to highway robberies,
gonnccied with monev, valuables or articles passiag  through the post,
should be recorded in it as soon as they are established,

T S e Rk T o
sequently established the rﬁmfﬁ b ervtered in the Resgister of Jobwes,

(2) The Index to the register of losses (M.-89-PartI) is & record of
the names of postal officials coacernsd in any way whatsoever in cnses
of thelt, loss, tampering or fraud and should contain references to the
cases recorded in the Register.

(¥ When an official s transfesred or  depoted, for a period ex-
cending three months, from one division (o0 another, the Superintendent
of the former division showdd forward confidentially, to the Superin-
tendent of the lutter, in a service regisiered cover, extracts (i any) re-
Iating to the official concerned from the Register of losses.

CASES OF HIGHWAY ROBBERY

177. Highway robbery to be  reported.—(1} When a robbery of the
mails i committed on the high road, the postal official of whatever
grade who firdt receives information of the robbery should communi-
cate it at once to the locn] police and to his immediate superior.

{1} The Superintendent, or inspecior, or postmaster should, a3 soon
as he received information of a highway robbery of the mail, communi-
cate, by telsgraph if available, such particulars as are known, o the
Magistrate of the district, the police, and his immediate superior. A
copy of the telegram 1o the officer last referred fo, accompamied by a
preliminery  report containing such further  particulars a3 may have heen
obtained, should be sent by poit,

178, Contents of malls to be  ascertalned —Immedinte steps
should be taken by the Superintendent to obtain from the office from
which the mail was ladt desparched, a WSt of the baim comprising the mail
topether with copied of the registered D, and s the case of parcel mails,
the parcel lists, enclosed in  the hags prepared in that office, and such
further information reesrding the contents, value. and ownership of cash
regisiered articles of the letler and parcel mails, money orders, and cash
remittances sent by that office a8 may be available. Similar information
regarching the other registered articles of the letler and parcel mails, cash
ele,, included i the plundered mail should be obtained frem the offices
of posting or despatch. The Superintendent should  communicate  this
information. as it i5 received, 10 the Magistrate, the police and Poat-
master-Generul,

7. Undee detention in any offlce.—IF in  any office there was on-
due delention 1o any bag forming pardt of the plunder, especially if the
ecomtents of the bag are ascertained to have been of consuderable walue
guspicion of camphcity i the robbery will fall on that office, and
should be followed up by prompt enguiry.



180, to proceed fo the spot.—It s of the first impor.
tance that the Superintendent should proceed with all  possible spead
to the spot where the robbery was committed. On arrival he should

ln co-operation with the police, the local post office officials and any
others who may be abls to assist him, use every endeavour lo trace
the robbers and recover the stolen articles,

181. Preliminary thon by lospector.—If the scene of the
robbery i distant from place where the Superintendent happens

bhe, and he .cannot reach the spot without some delay, the Assisiant
Superintendent, or the Inspector in whose sub-division  the robbery
occurred should commence the investigation. In such cases, he will be
guided by the instructions laid down im these rules, and will report his
action without delay to the Superintendent.

182 Postmiaster  and oversser 1o mssist  the enquiry,—Pending
the Superintendent’s or inspector’s arrival, the local postmaster and owver-
seer should do all in their to help the enquiry and trace the stolen
proprety, A report should made daily of the progress of the inves
tigation to the Superintendent, and il necessary, also to the inspector

IR). Deposition of wilnesses to be  recorded.—The depositi of
the persons who were conveying the mail when @t was plundered should
be carcfully taken down im  writing. The evidence of other postal
officials, whether belonping to the road establishment or to the neigh-
bouring post offices, who may by uble to furnish any information, should
also be recorded by the officers conducting the investigation.

184. Tnventory of recovered artleles.—If the entire mail was oot
carriedd off by the robbers, or if any portion of it is mwmiu:gﬂimﬁm
should at once he made to the police o deliver the recov articles
to the officer in charge of the nearest post office. An inventory of the
cash, currency noles, postage stamps, money orders registercd articles
of the letter madl and all parcel mail articles forming the contents of
the recovered mail, topether with a full deswription of the eondition in
which each article was found, should be prepared in dupbcate  and
signed by the Superintendent, or, in his ahsence, by the mspector or
other postal official who may have charge of tha peeliminary enquiry,
The number of paid and unpaid unregistered articles of the letter mail
recovered should also be noted in the inventory. Onme copy ol the
invent should be retained by the Soperintendent nmd the other
should made over to the police authorities as 4 receipt for the artickes
received from them. If any of the articles nre retnined by the police for
the purpose of investigation a remark to that effect should be made in the
fventory.

145, Articles subsequently recovered.— Articles  subsequently  recovered
will be made over by the police under receipt to the post office, and should

be dealt with in the manner explained in the preceding rule.

186, Diisposal of recovered articles. The recovered sricies  when
made over to the office, should be disposed of in  the usuzl course
without delny. Damased or torn articles should be repaired or placed in
protecting envelopes or bags before they are despatched, a mote stating
the cause of damage being wntten of each article.
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187, Distrler nafhorities to be  Informed.—During the progress of the
enquiry the Superintendent should inform the Magistrate and the
pugnu of any important circumstances which may come to light in
comnection with the robhery, He should, if possihle, also place himself
in communication with the senders of the articles of wvalue which were
stolen, Informing them of the lost and requesting them to supply
him with any ars necessary to complete the investigation.

188. Postmaster-General to be referred to for orders.—The Superin-
tendent should. when in doubt or difficulty, consult, the Postmaster-
Gonernl, and ask him by telegraph, if necessary, for advice and orders.
As soon ms possible, he shoubd acquaint the Postmnster-General “ll'h:l-hﬂ
extent of the robbery, that s, the number and walue of the ariicles
stolen. He should also enumerats 1he articles that have besn Tecoversd

and sfate Bhow they have beca disposed of.

189, — Dileted.

190, Docamentary evidence to  accompany  report—The  final
teport of the the Superintendent should be accompanied by all the deco
mentary evidence which may be useful and available. e g, depositions of
witnesses,  departmenta]  documents (such as  mail lists, repstered and
parcels lists, etc), hags with their labels, cord, and seals etc. II the case
cannol for any reason be brooght before o Court the, Superintendent
should apply for & copy of the finnl report of police and attach it to
his own report. IT the case is taken finto courta copy of the jodgment
should be submitled as soon as the trial i completed.

CASES OF THEFT OR LOSS

N. B~{1} In the rwles smder thir section, the duties asslgred fo the
postmaster or head sorter ax the cave may he, pust be performed by him
persomally, The term  Vpartmacter™  inclwder  mub-posimasters ard  the
term “head sorter’ inchudes moil agents and mall guardr.

(2) Where i ir stated i the rules that an ariicle, eover, eic., should
he welghed by @ section, [t should be imderstood that thin &0 o be done
at the next halt and not when the train Is bn motion,

191. Negligence resulting  im loss fo be  punished—The investiga-
tion of cases of theft or loss, or of tampering with registered articles of
the letter mail and parcel mail articles, efe, in transit through the post
will be facilitated or hindered accordingly as that the work nssigned to each
official is carcfully and accurntely performed or not. For instance,
unless due care 1% iovarably taken when  despatching mails, to fasten
the bags securely and to obtaln  distinet  impressions of the seals, and
when receiving mail to cxamine the condition of each bag o 8% 1o
detect from the appearance of the seal and fasteningt, any signs of its
having been tampered with # may be difficult, should any loss be
subsequently discovered, to trace the missing article, or®fix the blame
on the office or individual in fault. Officials "who " by " their " carelessness
on neglect of mies, have impeded or ™ frustrated Tthe Y prosecution of the
enquiry should be scvercly dealt with, and, if necessary, held responsible



for the walue of the missing article, even though there be no suspicion
against them of sctual theflt or complicliy inthe offence,

192. Translt bogs bearing signs of domage or  tampering—(1) When
a transit kag s received huﬁn;ﬂ:um‘d:nﬂpuru:nmrl:pum
masier or hesd sorter, a8 the case may be, should opea It without loss
of tme and ocarefully scrutinise the condition of each mail bag and
parcel bag, loase account bag or branch office bag that may be containsd
in the transit bag and of the cords and seils of all such R

(2) If there is the least cause for suspicion in respect of any of the
bags, “the procedure prescribed in one or other the following rules
25 applicable to the particular class of bags concerned should bBe followed.
If there is no cawse for sospiclon, the contents of the transit bag should
be replaced in i, F is intended for onward tranemission, and i
should be closed and scaled and forwarded to destination ; or i it s
iptanded to be opencd in the office or sections the contents should be
made over in the wsual course, to the depariments conderned.

ﬁg If any of the contemts of the mail bag are missing, the proce.
dure [ald down in rale 208 shoold be followed.

(4) A note should in every case be made in the error book in podl
offices and in the daily reports in sections and moil office. In the cuse
of a transit bag |ntencled for onward (ransmission, a note etploining
why the bag was opened should be made on the mail list enclosed in
the bag, on the original and duplicate of the mail list (if any) o accom-
pany the bag, and on the label of the bag.

Hore.—1n 6ll casss in which a received for opwird (rensmission iy foond lorm,
& fresh bag should be nsed o Forward the contents to destination, 3 remark explaining why it
has been subatituted for the origmal hafnh-:iru; written an the label and mail kst {if any}, This
ruling applies not only to transit hags, ot also 10 all ciber kinds of Bags.

193.  Mafl bearimg  signs  of damage or tampering.—when A
ma'| bag v pecer berring signs of domage or tampering, the postmasier
or head sorter, as the case may be, should open it without laas of time amd
carefully scrutinise the condition of the registered bag and any insured
bag, cash bag, sccount bag or branch office bag that may be enclosed
in the mail bag ; and of the cords, seals and fastenings of all sych bags.
He should #lso  scrutiaise the condition of the parcel mail  articles, if
any, #anod check them wath the parcel hst,

(2) I there is the least canse for suspicion in respect of any of the
baps or articles, the procedure laid down m one or other of the following
riles a8 applicable to the partcular class of bag or artick concernod
should be followed. IT there is no cawse for suspicion, the contents of
the mall bag should be replaced in it, if it i intended for cnward Linns
mission, and it shoold be closed amd senled nnd forwarded 1o desting-
thon ¢+ or if it is infended to be opencd in the office or section, the con-
tents should be made over, in the wsual course, to the different depan-
meTiks,

(3) If any of the contents of the mail bag are missing, the procedure
laid down in rule 205 should be followed,
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(4) A note should in every case be made in the error book or
reporl. 1n the case of & maill hag intended for onward
a note explaining why the bag was opened should be made on the
m:;ﬁm?ummpmy the hag and on the label of the bag |
if the mai wul taken from a transit bag, it should be replaced in
transit bag which should then be clossd, sealed and despatched in
manner described in the preceding rule.

194, Parcel bags bearing signs of damage or u-mt-j-—fig When
a parcel bag is received bearing sipns of damage or tampering, the post-
master or head sorter, ns the cnse may be, should open it without loss
of time and carefully scrutinise the condition of each parcel mail article
and check the articles with the parcel list. He should also scrutinise the
condition of the insured bag, if any, confsined in the parcel bag, and of
the cord and seals of the insured bag.

f
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(2) If there is the least cause for suspicion, the procedure prescribed
in rule 199 or 202, as the case may require, should be Followed, IF
there is no cause for suspicion, the contents of parcsl bag should be
replaced in it, if it is intended for onword transmission, and it should
he closed and sealed mnd forwnrded to destination : or if it s intended to
be opened in the office or section the contents should be disposed of in
the usual course,

(3) I any of the contents of a parcel bag are missing, the procedure
faid down in rule 206 should be followed.

{4} A note shoubd, in every case, be made inthe error book or daily
report, In the case of & parcel bag intended for onwarl transmission,
a mote etplaining why the bag was opened should be made on the mail
lst to accompany the bag and on the label of the bag ; and if the
parcel bag was taken from a transit bag, it should be replaced in the
transit bag which should be closed, scaled and despatched in the manner
described in rule [92

195, Accouni boar signs of damage or tampering.—(1)
When an account hﬂ.g‘i:glr:fciv:?hmring signs of domage or tampering, i
shyould ke |.1-I'I-er:|_'|_‘| '|'_'|_lp LEE postmaster Or hf-ld: srrler writhoul liss ﬂf tumn=,
The contenis of the hag should be examined, counted and checked by
him with the i o dip or dally account (as the case may be) in he presence
of witnesses | and the procedure laid down below should be fo e

(a) If the bag is intended for onward transmission, the contents
should, if no cash is mising, be repluced in the bag which
Pshould be closed and sealed with the insurance seal or, where
this seal is not available, with the date seal, and forwarded
to destination. s remark explaining why it was opéned bein
writtent on its label and on the mat] st in which it &5 en
if it is despatched loose in o transit hag ; but if there 1 any
disorepancy other tham in cash, a remark regarding it should
first be written on the so0. sip or dally account under the
postmaster’s or head sorter’s  signature. Il any cash 5 miss.
ing, the bag and its cord and seal should be preserved, the
contents being forwarded 1o destination in another bag which
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should be closed and sealed in the manmer described above,
a remark explaining why it has been wsubstituted for the origis
nal bag being written on the Isbel, the mail list (if any)
and the 5. o, slip or daily account.  If the account bag iz taken
from & transit hag or mail bag, &t should be replaced in
the transit bag or mail bag which should be despaiched under

be.

(8) If the bag is intended to be opened in the office, the contents
ghould be dimmed of in the ususl course, if there s no dis-
crepancy. If there B8 a  discrepancy, & remark  regarding it
should be written on the s. o. slip or daily account and 8 re-
port should be made by the postmaster to his immediaie sup-
erior the hag and its cord and scal being preserved, i ony
cash is missing

(2) A nole should, in every case, be made in the error book or daily
report, whether there is any discrepancy or not.

(3) ITacash bap is enclosed in the account bag, the postmaster or
head sorter should carefully scrutinise the condition of the cash bag
amd of its lock, seal and fustonings; and if there is the least capse for
suspicion, the procedure laid down in rule 203 should be followed.

Mom—"Whenever cash is found short inan agcount rf shoald B
'I!;l'w'uthhcpmidund:ﬂHH-l, o mide

196, Bracch office bags bearing signs of damage or fampering.—(|
When a branch  office bag 15 received bearing signs  of damage or I'.a.mp!-:?
ing, it should be opened by the postmasier or head sorter without Joss
of time. The contenis of the bag should be examined, counted and
checked by him with the b o, dally account or b.oo, slip (as the case
may be) in the presence of wimess [ and the procedure laid down below
should be followed :—

(a)} Ifthe bag is intended for onward transmission, the contents
should, if no cash or regisered (including insured) anicle of
the letter or parcel mail i3 missing, be replaced in the bag,
which should be closed and sealed with the insurance secal or,
where this seal is not availsbbe, with the date seal, and for-
warded to destination, a remark explaining why it wos opened
being wrillen on its label and on the mail list (if any) which
sccompanies it ; but il there it any minor discrepancy o remark
regarding it should first be written on the b o, daily sccount,
orb.o, slip wonder the posimoster’s or head sorfer's sipnature,
If any cash or registered (including insured) article of the
letter or parcel mail is missing, the bag and §ts cord and seal
should be preserved, the contents being forwarded 1o destina-
tion in another bag which should be closed amd sealed in the
manner described above, o remark explaining why it has been
substituted for the original bag being writien on the label
the mail list (if any), and the b, o, daily sccount or b, o. slip.
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If the branch office bag was taken from a transit bag or a mail
bag it should be replaced in the transit bag or mail bag
which should be desputched under the procedure described
in male [92 or 193, as the case may be. A report should, if
there s any descrepuncy, be made at once by the postmaster
0 his immediate | superior or by the head sorler to the
Superintendent,

(b) I the bug is inlended to be opened in the office. the contents
should be disposed of in the wswal course, if there is no
discrepancy. If there s MI:JL discrepancy, o remiark  regard-
ing it should be wrtten on b, o, daily account and a report
should be made by the postmasier (o ﬁjs immediale superor,
the bag and its cord and senl being preserved i any cash or
Registered (incluting insured |} sriicle of the letter or parcel
mal I8 muksing,

{2} A note should in every case be made in the error book or daily
report whether there is any discrepancy or not

(3) Ifa cash bag is enclosed in the branch office bag, the postmaster
or head sorter should carefully scrutinise the condion of the cash bag

and of its lock, seal and, fastemings : and if there is the least cowse fov
suspicion, the procedure laid down in rufle 203 should be followed.

(4) If the condivon of any registersd | incloding nsured } article of
the or porcel moil  enclossd o2 beanch oflice hag opensd under
this rulé gives rise to the least suspicion, the procedure laid down in
rules 197, 199, 200 or 202, as the case may be, will in a penernl way,
guide the raﬂmill::l or head sorter in dealing with the case, and should
be 80 far as it applics in any case.

(5) If any unregistered parcel is missing from o b o, bag or il i
condition gives rise to suspicion, the procedure lnid down in rule 206
should be followed.

Wate.—The Mate fo (e preceding ruls applics also to cased i which cash B8 found short
in & branch offce bag, .

197, Uninsored registered articles of the letter mail bearing signs of
damage of tamporing—(1) When a registered bag is received bearing
signs of damape or tampering, it should bs opensd by the postmaster
of head sorter without loss of time, and the procedure laid down below
shoulkd be followed :—

(#) I the registered bag is intended for onward irznsmission, ihe
registered articles should be carefully scrutinised and checked
with the enines in the registered Ist. I there s no cagas
for suspicion, the articles should be replaced in the bag. which
should be closad, sealed and forwarded to destinntion, a remark
being written on the registersd list, explaining why the bag
wis opencd. T the comdition of any artcle gives nse to ths
least suspicion, it should be weighed (in rates or eighths of a
tala) m-vuﬁuxmmummwmmmmmm
list in which it is eotered. A report should &f once be made
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by the postmaster to his immediate superior or by the heasd
sorter to the Supenntendent and the  article shoald, before it
is replaced in the , b enclosed in a  prodectiom cover
addressed to the o of destination on which & nole re-
garding the conditton. etc.,, wm which the article was [ound
should be written, and which shoull be closed, and senled
with the insuronce seal or where ths sal i3 not  available,
with the date seal. The regisiered bag should be forwarded
to destinnfion enclosed i the mail bag frem which it was
mken, the mail bag being despaiched in  the manner des-
cribed in rule 19)

(b) If the registered bag is intended 1w be opened, the registered
articles. should  be carefully scrutinised and checked  with
the eniries i the registered list It ithere B no cagse  for
sispicion, the artcles should be made over in the usual course,
to the regisdration <lerk or sorter for disposal. If the condi-
tion of eny registered anicle received for delivery or in sorl-
ing gives rise to the least suspicion, the article should e
weighed (in rares o eiphthy of o fole) and the weight, the
condition in which the wsricle was found, nnd such other re-
mark os may be called for, should be aoted on the article and
list, and if the articks is intended for debivery, abo on the re-
ceipt. Immediate notice shoukd be given to the desparching
oflice or, if the desputching office |s a R. M, S, section, to its re.
cord office ;a report should be semt by the postmaster
to his immediite superior or by the bhead sorter fo the
Superintendent and the bag with its cord and seal should be
reserved.  IF the article was  received in sorting, ft should

forwarded in o protecting cover addressed to the olfke of
destination, on which a copy of the remarks regarding the
weight, condition. eic, of the orticles should be written, and
which should be closed and sealed in the manner described
above, If the arlicle 5 intended for delivery, the addresses
should be served ot once with a natice in the prescribed form
(R. P. 63) and the artkcle should be jocked up by the post-
master pentding the asrival of the addressee. The receipl
should be signed by the addressce or his apthorized agent be-
fore the article is delivered or oponed. I any of the conlents
appear to  have been abstracted an inventory of the contents,
as recsived, should be made and signed by the addresses
or his authorized agent and the postmasier, The postmaster
should obiain the packing materials and covering of the damaged
article and send them with the Inventory to his immedinte
superior with a full report on the case,

Mom=The Potimasier’s personal doties presaribed in i} ik} above, may
ander the order of the bewd of the Circle blplrﬁmnuf“' mﬂm
Assistaal Postmaster or Hewd Clerk in the case of Fst class and by
Deputy or Assistant Powmasier in the case of Ind class Head Ofices,

{2} In every case = note should be made in the error book or daily
reporL

(3} I a registered bundle is enclosed in the registered bag the post
mm::' or head sorter should carefully serutinise the condition, the bundie
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and its seal and, if there is the beast couse for suspicion, the procedure
laid down in rule 198 should be followed.

More I—in the case of first clisd bead office, the postmasier of the office fssif
vaauld be regarded &sthe immediate superior for the purposes of the preliminary inves-
vpdion and should mke e same action on  feport received from the Depariment
concermid of his office, ax a Seoperintendent i3 reguired o iake on  similr feporis
received from offises subordinmie (0 him, Mo report should  be made by a first class

‘ef W e Posmasted Cemeral unbess ko eaquiry shows or it is alleged  that
the contents of the articles have beon damagsd or mmpered wilh,

T More 21T a I ilke coments of & istered are iissing, the procedure
laid dowm i rulc n sidd  be filiowed, i e '

Mo 3—The aftendance a1 the post office of the sddresses cannos be enforged in order that
4 Suspicious article may be opored in his preseoce. If the stiendance of the a idressee capmnt
he procured within seven days from the daie of the molice (Form R.P, 63), the anicke shouid
be treated & unclaimed and recurned o the sender,

Nore d—lo ciies where the addresses tosides neara “mo deliveny™ office,a paragraph in
the follawing lerms shauld be added 1o the notice issued to him in form R P. 6 1=

“If you sa desire, the article will be forsarded the {mame) no-delivery” post office where
¥ou or your agent can attend Foar the purpose mentioned above™

198. Hegistered bundles  braring signs  of damage or (amperimg, —{ |
When & regntered bundle is received bearing signs of dumage or lump{;:rl
ing, it should be o by the postmaster or head sorter without loss of
tme and Lhe ure prescribed  befow should be followed by him :—

(nj IT the registered bundle is intended for onward transmission,
the registered arscles enclosed in it should  be  earefully
scruitimised  and  checked  with the entrics in the
registered st enclosed  in the bundle. Il there s
no  cause for suspicion the arwles  shoold be  enclosed
m a fresh regisiered bondle, which shouldd be  closed,
sealed and forwarded to destination, a remark being  written
in the registered list in which the registered bundle is advised
amd also on the cover of the registered bundle explaining why
the original registered  bundle was opened. I the condition
of any registered arikcle received in & registered  bondle pives
rise 12 the least suspicion, it should be weighed (i rerer o
cightts 4f @ fofe), the weighlt being noted on the article and
n the registered Bbist in  which it 18 entered, A report  should
be mude at omce by the postmaster to his immediate superior
or by the head sorter to the Superintendent ; and the article
should, before it is replaced n a  fresh regidered hundle be
enclosed in a protecting cover addressed o the office of des-
tination, on which a nole megarding the condition, clc., in
which the orticle was found should be written and which
should be closed and sealed with the imsurance  seal or,
where this seal = sot avallable, with the date seal. The re-
gistered bundle in which the article is again enclosed should
be replaced in the registered bag Mrom which it was taken,

If the i bundle s intended to be . Th
©) Sa e o ) e g
it

muhehnmmumwmmw
for delivery, the cover of the bundie with its seal
being also preserved,
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(2) In every caseanote should be made in the ermor book or daily
feport,

Note 1.—In cases of tampering, the origiral cover of A registered  bundle opesed should

ba kepe in the & parional cusbody t‘tnllﬂ il:uu'-g.lh'inﬂ?g mnmmhnmh%d.

Ia the . M. 5., |8 should be agached o ke head sorter's daily report aod simiiarly preseved
by e Superiniendend.

Mot L—Ser the Motss below the preceding rule,

199, Uninwred reglstered parcels  bes sians of damage or famper-
Ing.—(1) When an wuninsured regis parcel is  received hearing
signs of damage or tam ng, a repoart should at once be made by the
posimasier to his immediile superior or by the head sorter to the Superin-
tendent and the parcel should be dealt with in the following manner i

(a) If it is taken from a parcel bag or mail bag not addressed 1o the
office or section, it should (except in sections) be weighed and
the weight in tolas should entered on the parcel und in
the Inst column of the parcellist in which it 15 invoiced, The
parcel should be forwarded enclosed in a protecting bag  ad-
dressed to the office of destinetion on the label of which & note
regarding the condition, eic, of the parcel should he written
and which should be c¢losed and sealed with the insurance
seal or, where this teal is not available, with the dote seal, A
note should also be recorded against the entry of the parcel
in the parcel Hst to the effect that it has been enclosed ina
protecting bag, The protecting bug should be forwarded 1o
destination inside the parcel bag or mail bag which should
be despotched in the manner described in rule 193 or 194 as
the case may be.

(b} Ifthe parcel is received in & puroel bag or mail bag address-
ed to the office or section, the amscertnined  weight [except
in sections), the condition in which it was found and such
other remarks as may be culled for should be noted on the
parcel, in the Parcel list with which it was received and if
the parcel is for delivery, alwo on its receipt The bag from
which the parcel wos token with its cord and seal shoold be pre-
served and immediate notice should be given 1o the  despatchi
office or, il the despaiching office s a soction, 1o H¥ reco
office. 1f the parcel is for onward trepsmistion it should
be forwarded to destinstion in the manner described in the
preceding clause. I it 5 for delivery, the addressee shonld
be served with a notice and the further action preseribed in
rale 197 in comnection with the delivery of damage registerad
articles of the letter mail, should be taken. Damaped uoninsured
E.m-u (which are not addressed o the Pest Kesionre) may

detained in the office of delivery for a period of seven
days only.

(2) In every case, a note should be made in the error book or daily
rt.

e

More L—In the case of parceols received in a wicker baskal, the basket should be preserved
anly if it is obvious that it was forsed opea, o iliils u-ﬂuwnh%
any of il conlenty being abstracted ; insoch cases the should be mkrked for
identificagion,

Hors 2,—See Motes 1,73 and 4 below rule 197,
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0. Inswred covelopes and icsurcd  letiers  bearing signs  of damage
or fampering,—(1) If an  inswred  edvelope @5 received bearing signs of
damage or tampering, or without (18 weight having been  recorded by
the office of posting or if its weight difiers from that noted on the en-
velope s0 @y 1D give rise [0 suspicion of having been tampered  with, it
will be made over o the postmaser or head sorter, who should  himself
weigh it, open it and ke out the contents in the presence of witnesses,
the ascertained weight (i rafes), heing  noted  on the emvelope. The
indured letter enclosed in (he envelope should then be carefully serutinis-
ed and weighed in the presence of witnesses, In all cases in which
there s the least cause for suspicion in regard to an insured lelter or
in which the weight differs from that entered on the letter by the office
of posting, an immediate report should be made as required by rule 144
n-mr the procedure laid down below should be followed :—

(a) IT the insured letter is takem from a bag not addressed to
the office or section, it should be forwarded enclosed in a
fresh insured envelope (or, in the R.M. &, in a protecting
envelope) on which should be written a note regarding the
condifton, weight, eic, of the insurd leter and the envelope
i which it was received, supplemented, in the case of protect-
ing envelopes by the No. and the office of ing of the letter.
A copy of this note shoukd be sent by the postmaster to his
immedinle superior or by the head sorter io the Superin
tendent with a full report on the case, the envelope in which
the intured letter was received being preserved. The fresh
tnsured or prodecting envelope should be closed ond  sealed
with the imsyrance scal or, where this sal is not available,
with the date seal, snd placed in the registered  bag which
should be despatched in the manner described in rule 197,

(b} If the insured letter & tsken from a bag addressed to the
office or section, the procedure described in the  preceding
clause should, if the emvelope was received in soring, be
followed with the addition that a copy of the note referred
to should be writlen on the registered list with which it
was recenved and % despamched, IF the imsured  letter s
intenced  for delivery, the addrestee should be served &t
once with a notice in the prescribed form . P-63) and,
pending the amival of the addressee, the letter should be pro-
tected in A fresh cover in the manner prescribed in the pre-
ceding clanse and kept under lock and key in the postmaster's
pereonal  custody. The envelope from  which  ibe  letier
was laken and all bags in which the envelope was enclos-
ed with their cord and seals should be preserved. I, on
opening the insured letter, the addressee finds the contents
to be correct, the letter shoyld be delivered to him on g
signing Ihe receipt and acknowledgment ; but if he states thai
the contents ars not correct, the postmaster should prepare
a complete inveatory of the arficles contnined in the letter,
mmmmm[er;:r'}nruﬂmmhmud the weight
glimu} of the cover of the letier being separately noted

inventary. The ioventory should W in dupli-
cate and in the addressee’s presence. coples shogld be
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signed by the oaddressee and  the postmasier.  One iy
shoudd be attached o the uasigned ﬁﬂiﬂwﬂ!mﬂm and Tor-
warded to the postmaster of the office of posting, with full
particulnrs of the occorrence for  communicntion §0 the send
er . the other copy being semi by first mail with a [l repoTt
on the case by the postmiaster o his immedite superior,

Mote—I1he sddressse does not wish (o apen ihe letier Binmedl, but uests b
posimaster fo do wy i his premoce, (bt regues ahould be comslied with.

(2) If the comdivon of the insursd letler zives ree 10 no suspicion
the nsured envelops containing it should, if intended for onward Erams.
mession, be forwarded enclosed in a [resh nsured envelope or in a pro-
wecting envelope. as the case may require, on which o note should be
wiilten expluining why the onginal envelope was opened  and which
should be closed and sealed in e manner described in clause (a) of the
preceding  parsgraph. In the  case of prodecting  envelopes, the note
should be supplemented by nformation as 10 the No, daie, ofice of
posting and weight of the letter. 7 the letier i inlended for dolivery,
the insured envelope and letter should be made over in the wsual course
to the regestration clerk,

(3 A note should, in every case, be made in the error book or daily
report,

Mor=—=Se Motes 1, 3 and 4 below raje 197,

200. Tosured  bumdles bearing signs  of damage wr  twnpering.—i|)
If an insured bundle s received bearing signs of domage or lampering.
or without its weight having been recorded by the officer of posting, or if
irs weight differs from that noted on it so as to give rise Lo sspackon  of
having been tampered with, it will be made over to the postmaster or
head sorter who should himsell weigh it, open &t and take ouwt the con-
tents in the pressnce of witnessed, the ascortained welght (v roter  or
eighths of a tola) being noted on the ecavelope or lsbel. Each insured
letter contained in the bundle should then be carefully scrutinised and
in the prosence of withesses, In all cases in which there is the
least cause for suspicion in regard to an insured letter or in which the
waight of =n insured letter differs from thar entered on it by the office
of posting, an immediate report should be made ns required by rule 144
and the procedure laid down below should be followed (—

(@) IT the insured bundle ix taken from a registerad bag not
nddressed to the office or section, the letter which gives rise
to suspicion should be enclosed by the postmaster in an insured
envelope or by the hend sorter in a protecting envelope addres-
ted o the office of destination on which should be written o
note regarding the condition, weight. uc.,_qf the insared letier
and of the bundle in which it was received {supplemented in
the case of the R. M. 5. by the No. and office of posting of the
better) and which should be closed and sealed with the insur-

snce &cul or, where this seal is mot available, with the date
sedl. A of this note should be sent by the postmaster to
his  imm _superior or by the bead worter to the

' with & full report oo the case, the covelope



Lk

in which the original bundle was received, or f it was re
ceivedd in a bag, the bag wih its cord and seals, borg pic-
served. The insured letler enclosed in the insured or protec-
ing envelope, with the other letters contmined In the orminal
bundle and the registered  Ist in which the leticrs wese
inviiced shoudd them be placed in a fresh insured buodle  or,
in the R. M. 5, ma protecimg bag which should be closed and
sealed, a remark being writiea on the registered ksl in which
the msured bundle is advised and also on the envelope or Lhe
label of the bag cxplaining why the original bundle was
opencd, The fresh  imsured bundle or peotecting  bag  should
be replaced o the registersd bag from  which the original
bundle was taken and the letter bug should then be despatched
in the manner described in pule 197.

ibY If the msured bumdle 1 taken from & regstered bag addressed
o the office or section and s inlended for opward  trnamesion,
the procedure described in the preceding clause should be
followed with the additeon thet & copy of Lhe nole pefered
to should be written on the registered list  with which 1@ was
received and 18 despatched, 1If the insured bondle s addressed
to the office and contains any inswred letter the condition of

which gives rse 1o spspicion, action should be taken as pres-
cribed in rule 200 (1) (&)

{2} 1f the condition of the msured letlers gives rise o no suspi-
cton, the insured bundle should, if intended for onward transmission,
be forwarded enclosed in a fresh insured bundle or protecting bag in
the manner described in the preceding paragraph, a note being writien
on the fresh envelope or an the label of the bag cxplainng why the
original bundle was opened. If the bundls is intended to ge opened

by the office it should br made over in the wsunl course to the
registration clerk.

(3) A note should in every care, be made in the error book or daily
repor.

Note—See Motes 1, 3and § below rule 197,

INY. TImsored  bags and imured  parcels bearing  sigms  of  damage
or tampering.—(1) If an insured bag b= recewved bearing signs  of damage
or fampering, or il its weight differs from that noted on E‘In;um:l lahel
S0 a8 o give rise o suspicion of bhaving been tampered with, it will be
made over tothe postmaster or bead sorter who should himself weigh
it, open it, and take oul the conients, in the presence of  witneses, |
asceriained  weight (i tofa) being noted on the insured label. Each
insured parcel contained in  the bag should be carcfully scrutinised and
weighed in the presence of witnewes, In all cases in  which there ia
the least cause for suspicion n regard to am tnsyred parcel, or in which
the weight of an Insured parcel differs from that noted on the No. Shp
pasted to it by the office of posting, an immedinte report should be

s uired e 144 amnd i
et Tl!q:_' by ru the procedure laid dowm Below should

(@) If the insured bag is intended for omward tramsmission, the

parcel which pives rise 1o suspicion should be englosed o
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a protectng bag addressed to the office of destination, e
the label of which a note regarding the condition, weight, e,
of the parcel and the insured bag m which it was received
should written, and which should be closed and sealed with
the insured seal, or, where this seal is not available, with the
date seal. A note should also be recorded against the entry of
the insyred parcel inthe parcel list in which it is invoiced 1o
the effect that the article has been enclosed in protecting bag.
The insured parcel in Hs protecting should then be placed
with the other imsarcd parcels (il any) in a fresh insured bag
which - should be closed and sealed in the manner prescribed
for closing and sealing insured bage, a remark being written
on the label explaining why a fresh bag has been used, and
which should be forwarded to destipation inside the mal or
parcel bag from which the insured bag, was originally taken,
the mail or parcel bag being despatched in the munner des-
cribed . mile 195 or 194 as the case may be. A copy of the
note wrilen on the label of the protecting bag should be sent,
with a full report on the case, by the postmasier to his imme-
dinte superior or by the head dorter to the Superintendent, the

insured bag from which the parcel was taken with its cord
and seals being preserved.

() If the insured bag is intended to be opened by office or
section and contpins sorting insured  parcels, the parcel which
gives rise 1o suspicion should be forwarded to destination
enclosed in a protecting bag which should be closed sealed and
labelled in the manmer described in clause (o) above. A
copy of the note on the label of the prowecting should be
writlen on the parce! list with which the artcle was  received
and is ME;EH: wad & copy should be sent by the post-
master to his immediate Supenor or by the head sorter to the
Superintendent with a full report on the case, the insured bag

from which the parcel was taken with lts cord and seals being
preserved.

More.—In tha B, M. 8. the insructionsin the presseding of aboat weighi
ihe pance] and rnddinihvuim;pn'lrhmﬂﬂﬂaluumm::m sectiong, B

() If the insured bag is intended to be opened by the office and
confains insured parcels lor delivery, the nddressce of the
parcel which gives rise to suspicion should be served with
a notice in the prescribed form (R. P-63) osnd pending the
addrossae’s u:i\'.lﬁ the parcel should be kept onder lock and
key in l_I:u! postmaster’s  personal custody, The insured hnj
from which the parcel was taken with ns cord and seals, a
all the bags in which the insured was enclosed with their
cord and scals shoold be preserved. If, on opening the ""‘"&
the addresses finds the contents to be correct, the parcel shoul
be delivered o him on s signing the receipt and acknow-
ledgment ; but o he states that the contents art not  corrsct,
the should prepare 8 complete inventory of the
arlicles contained in the parcel, and weigh the covering of the
parcel and the articles contained In it ;p.mﬂj,, the total
weight af &l the articles and the weight the covering being
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separitely moted In the inventory. The Inventory should be
prepared in  duplicate and in the addressee’s prestence. Both
copies should e signed by the addresses ang
master. Ome copy should be amached to the unsigned ack-
nowledgment forwarded to the postmaster of the office of
posting with full particulars of the occurrence, for communi-
:ll:.]hm tnf:lll-u sender, the other copy ngemt by

a report oo the case postmaster to his
immediate superior. o

{2) Ifthe condition of the insured parcels gives rise to mo suspicion,
they should, if the insured bag is intended I?m-ai onward transmission, be
replaced im the insured bag which should be closed and sealed, a remark
being written on the Iabel explaining why the bag was opened, and then
forwarded 1o destination, in the monner deseribed in clause {1? above
and if the bag is Intended to be opened in the office or section, it should
be made over. with its contents, in the wsnal course, to the parcel clerk
of sorter, as the case may be,

(3) A note should, in every case, be made in the error book or daily
report.

201, Cash bags bearing of damage or tampering.—If & cash
bags is found to bear signs of or tampering, the following pro-
cedure should be followed :—

{a} I it s intended for onward transmission, it should |

in section) be weighed and the ascertained weight (In fofar)
should be noted on the s o slip, daily account, b, o.slip, or
registered list, as the case may be. It should then be enclosed
ina protecting bag addressed to the office of destination, on
the label of which a note regarding the conditions ete., of the
cash bag should be writien and which should be closed and
scaled with the insurance seal or, where this seal [s not avail-
ahle, with the date seal. The protecting bag should be for-
warded 1o destination inside the account, branch office, or mail
bag from which th® cash bag was taken, the account, branch
office, or mail bag being despatched in the manner described
in rule 193, 195, or 196, a5 the cnse may be. A report on the
case should be sent a1 once hy the postmaster 1o his immediane
superiop of by the head sorter to the Superintendent,

(b) If it is intended to be opened, it should be weighed (in folas)
and opened and the contents should be counted by the post-
master in the presence of witnessss, IT any of the contents
of the bag are missing, a report by telegraph should be made
a5 required by rule 144, and the bag, lock, cord and senl, to-
gether with all the hess in which it was enclosed with ther
cord and seal, should be presepved., A Tull report on the cose
should be sent at once by the postmasier to his immediate
SUPETioT.

204, Erquiries to be made by Soperimtendent in cases of abstraction
of the contents of articles—IT on article which has been  lampered
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with ls, on delivety, found to have had any portion of its contens abs
tracted, the Soperintendent, om receiving intimation, should &t once
rlhluh'lﬂﬂ'l;:ﬂ the addressee and the rﬁdﬂ' direct or, where necessary,
throu pastal officer concernad, particulars resarding the contents
and valoe of the article, A carefu] examination should be made at the
article as well as the bags In which it was received and their cord and
seals ; and strict enquiries should be instituted in the offices and sections
hroagh which the article passed, The amistance of the Magistrate and
police should he obtined where required. IF it (5 thought necessary
to search the house of a suspected official, care should be taken that the
procadure required by law is strictly adhered to,

208. Steps to be laken if any of the confents of a transdt or mall bag
are missing.—{l) Il on opening a transit or mail received, whether
ncddressed to the office or section or not, any hag which shonld be con-
tained in it is found missing, an immediate rt should be made ns
required by rule 144, IF any registered Eimlmi insursd) article of
the letter muil or any registered (including insured) or  wnregistzred
arpicle of the parcel mail is found short in a maul bag, the procslare laid
down in the next rule should be followed.

(23 The bag with ix cord and seal, should be preserved in the
costody of the postmaster or head sorter, iF it i3 nol addrewssd to the
office or section, amother bag should bz wsed to forward th: contents to
destination, a remark !::ﬂimiTIpE wh¥ it has besn substituted for ths
original bag being written on the label and the mail list [if aay).

{(3) A note should he made in the error book or dally report

16, Short receipl of registered articles of all kinds.—{1} If a repis-
tered  articke of any kind, invoiced o & registered list or parcel list,
is not received, the postmaster or head sorier should &t once take posses-
sion of the bag or cover in which the article should have heen enclosed
with its label, seal or seals and cord, the list and the other articles (if
any) entered in the hst, all of which ke should carefully exzamine, noting
any disergpancies and making such remarks ad may be nscsssary on the
list, If the micsang article s an insured parcel, the postmaster or head
sorter should compare the ape te waight of the insured parcels actu-
ally received and the weight nfrﬁ insured bag and s seals, cord anml
label with the weight marked on the label. 17 the we'ght agrees, it will
tend to show that the insured parcel sunpnssd (0 bhe missing was not placed
i the bag, but entzred by A clerical error In the hst, or that it wis
missent fo somz other office or section, or keft behind by mistake in ths
office or section which made up the bag. If a registered article which
showld have been received encloszd in a registered bundle is missing, the
matter should be reporied at once to Lthe postmasier, who will  imme-
cantely take possession of the registered bundle and the bag in which it
wis enclosed with its labels, seal or %zals and cord, and carefully examine
the condition of the repistered bundle to see whathar thare is any reasan
to suspect that it has been tampered with.

Mome.<Initme B M. 5 the invirsstion ahoal weighing paccels xnplies to il offfze and
mok 10 sectioes
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g} The bag or the reglstered bundle In which the missing article
should have beem received, with its lahel, cord and sesl or seals, and
nll the other bags (if any) in which thot beg or bundls was enclosed
with their cord and seals, should be preserved, If the bags or bundle
which &re to be preserved were not addressed to the office or section
their contents should be forward to destination emclosed in  other

of bundles, which should be closed and sealed with the insurance
seal or, where this seal Is not available, with the date seal, a note being

made on the label of each bag or on the bundle and mail Fst (if any),
explaini H‘H the bag or bundle has been substituted for the original
hag of S

(3) The postmaster or head sorter should immediately report the loss
a5 required by rule 144, He should make a thorough search [lor
the mizssing article in the office or mail van ; and i it cannot be Tound
lake down the name: of all present (including postmen, packers, van
peons, porters, eic.), noting the share which each had in the work of
recciving, opening and handling the mail with which the missing article
showuld hnve been reccived, if necessary, he should prevemi any one from
leaving the office or the platforma a1 the terminal stition, as the case
may be, pending the arrivel of the police, who should invariably be colled
for i all cases in which an insured ariicdde is  received short. In other
cases they may, if 6 is consdered advisnble, be summoned. The state-
ments of all the officials present shopld be recorded in writing, and they
should be required to sign the depositions, their signatures being  wit-
nessed by the postmasier or head sorter. IT any of them objects (0 be
scarched the arrivil ol the police should be owaited. When the police
arrive, none of the office eviablishment or set should be permitted to
leave till soch preliminary nvestigation, as may be considered MECCAsAryY,
his been completed. A full report of all the circomstances shopld (hen
he made by the postmasier to  his immediate saperior or by the head
sorter 1o the Soperintendent.

NoTe.="n the caze of shorl receipt of inaured artiche, the officer e before calli
Far the police, shauld sagisly himesilthat & prima focke cise regarding its Joss has been estabii
afer making telegranhic enquiries from the despatching ¢ Fice or section,

7. Enquirics to be made by Superinlendent in ecases  of  Loss.—
(1) The Supenntendeni should los no fime in enquiring into the all
Inss. He should carefully examine the bags, cord and seals that  have
been preserved and, o  pecessary,  request  other Superintendenis and
officials to assist him by making enquiries within their respective Juaris-
dictions, He should, a3 soon as possible. obtain from the addressee and
wider of the lost article, either :Et.m or through the Superiniendent of
past affices concerned, Tull particulars regarding  its comtents and valpe,
ihe circumsiances under which it was podted and any other Information
that may be avallable, He should communicate this information  when
received to  the police if the investigation has heen placed in  their
hands, and also furnish them with such other evidence as may [rom
time 1o time come to his knowledpe. to enoble them to prosecute the
invesligntion.

(21 In important or difficull cases. the Superintendent should himeslf
progecd to the office or (o the headguariers of the set, as the case miay
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be, to which soepiclon of the theft or loss aftsches ; and, if necessary,
visit the offices or sictions through which the article passed, In order
follow op the enquiry from ce 1o office and ssction to section. In
er cases, il the Superinfendent is unable to be present, and inspector
mnay bhe deputed to carry on the enquiry. The latter should keep the
Superintendent informed of its progress,

08
ta = Deletod,
13 :

CASES OF FRAUD AND MISAFPROPRIATION

214, Fraud facilitated by lax supervislon—Cases of fraud and mis-
Wn of Government money by postal officin]l will seldom occur
irf the muless which define the responsibility of each offiedal are strctly
enforced, mnd if the balances of post offices are verified and the correct-
ness of the accounts tested by the postmaster in mccordance with the
detailed instructions on the sublect, When o svstem of frand is carried
on in 2 post office, it will penerally be found that scveral members of the
eitsbiishment have beéen acting in collusion, and that the postmaster has
been lax in hit supervision,

215, Check on credit of mmpaid postage.—{1) When a supervising
officer has roason to suspect that a post office under his control fails {o
afford eredit for the full amoont of postage due on articles received for
delivery, ke should apply tests to the honesty of the postmaster by taking
note, whenever he has an opportonity, of the postoge on articles despateh-
ed to the office, in the presence of witnesses, and securine, i necessary,
the Co-peration of the officials. Such co-operation will be spacially
necessary o ciases where the office to be tested receives unpaid seation
articles of the letter mail from more than one office or from an office
or scction  outside the Superintendent’s jurisliction because, for the test
to be completed, noter of the postage due on all the despatches received
on the same day by the office to be tested must be kept at all the des-
patching offices and scctions, so that the aggregale postage due on all the
despatches may be compared with the entry in the letter postage account
or in the memo of unpaid postage faxed and received direct, as the case
may be,

(2) Similarly when there is reason to suspect that a post office takes
excess credit for forward postage, the supervising officer should apply
tests in the manner described in the preceding paragraph by taking note
of the postage due on forward bundlet made up by the offics, and hav-
ing the notes kept by the receiving offices and sections In respect of all
the forward bundles made up by the post office on the same day, so as
to secure B comparison between  the apgregate postage thus  ascertnined
and the entry in the deposit account.

{3) SBupervising officers of the R. M. §. shoold, when requested to
do so, fully co-operate with those of the Post Office in carrying ouf these
Tesis.
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(4) If a system of frnud in respect of e in discovered fo have

oxisted for any length of time in an office, i will ofien be & proof that

ﬁ ;nmrﬁsin; officer to whom that office is subordinate has neglected
uty.

116, Temporary misappropriation of momey.—Fraud s sometimes
committed by officials in respect of money recelved in the execution
of their duties which is misapproprinted for a ftime, the amount being
afterwards made pgood and credited in the accounts. This s a very
serious offence ishable o5 acriminal breach of trost, even though
there may not have been any actoal loss. [F & postmaster or a superivis-
ing officer has any reason to suspect fraud of this nature, an immediate
invesdtigation shoold be made.

217. Deficlency In the cash or stamp balamce.—I a supevising
officer finds a dehciency in the cash or stamp balance of a post offce or
record office, the postmaster or treasurer or both in the case of
offices or the record derk in the case of record offices should be called
upon to prodoce the money or stamps. If the offical or officials cannot
do so and are unable to give satisfactory explanation, action should be
taken as prescribed in the rules on the subject of criminal offences.

Mo 1, ==All extra deparimesin] suband branch posimasten, whether, their offices see provided
with iron safes or not, are required to make their own arrangements for the safe castody of cash
wid valuahbes oo their own responsibility.

defict !"_I?n.w ﬂ.u.‘ "Mﬂ"ﬁﬂ.mﬂ#ﬂm umﬁlﬂ ] m
= in ihe ar stame s

thiz mﬂpnmwul ot 1o send Boar the uuh,mmrp-l, eic. and no charge of fraud should be
made agiinst him, unl:u-lﬁ:i.nu‘a'hll: to produce the fnll halance shown by the accounts within
the timm required for going 1o and ¢oming back from the place where the cash is kept for safe
easady, IT any unfﬂ-:nn:lih: dclay GocuTs, dumﬂnmrllj should make local enguiries
mad if be has giad revson o vapect dishonesty, be shoald procsed in accordamce with the ina-
truclions given in the above rule,

I8, Delered.
219. Deleieid,

mmmmmmmﬁnuﬂhﬂmmmp
receipt of complaints and  their preservation.—{1} When a  complaint
is made regarding the non-payment or wrong payment of 8 money order
or Bangladesh postal order it should be decided ns early a8 possible whether
the money ordler or Banglndesh postal order is necessary for purposes of
the enquiry. If the money order or Bangladesh postal order is needed, it
should be obtained without delay from the Audit Office if it hos reach-
ed that officc ond hos not alrendy been destroyed. The period of pre-
servation of money orders and Bangladesh postal orders in the Audit Offices
is gemerally 18 month from the end of the month of iaue in the case of
paid intand money orders and Bangindesh postal orders and three years
the case of inward foresgn money orders,

MoTE, —Ad A th 1rale, rder of Bangladesh Postal order whach has
lr-nmﬂ" m:mhn““':?:ﬁ;ubﬁﬁ:rmw?mi m:miwmmmnhudhﬂﬂthhmdﬂ_ with
\lve commespondence to which i1 ralates and o preserved a kong oy the cotrespondence . Wlhen
therefore, such a monay orderns Bangadesh Fostalorcderin required fot further reference, the lettgr
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with which it was returned should alwayn be queried as otherwise [t would not be possible 1o trace
it, and aniean s referencs is made to previous comespondence, the MTnd rerly ihal the money
order and Bangldesh Postal orders, reconds of the month have heen in due eourse,
mast Ba given 1o a requisition for  money order or Bangladesh Posial crder peralning w0 &
perlad for which the racords have been destroyed,

(¥) Inspectors and postmaster who are subordinate to Superinten.
dants of post ofices or frst class postmasters should mot semd applications
for the return of void monev orders direct to the Audit Ofices. When
n void monoy order it required from an  Audit Office for purpose of
enquiry or reference by such n postmaster or Inspector the Superinten-
dent or first class postmasters should be addressed, and of thar nificer is
satisfied that the document & really wanted, he will request the Audir
Office concerned to send it to himsell, or 1 the postmaster or lospector
direct, as may sppear (0 be expedisnt in the circomstances of the case,
In making requisitions for void money orders, the circumstances in which
they are required should be stated.

(3} Insmectors of post offices, all head postmasters and  sub-post-
masters In the selection grade may eall for paid money orders of Bangladesh
Postal orders from the Audit Offices direct for purpotes of enquiry or
reference.

{4) Unless the return of npaid money order or  Bangladesh Postal
order, ohtained From the Awdit Ofice is specially nsked for, it should be
preserved with the records of the czse in the office of the officer whn
conducted the enquiry and destroyed with it in accordance  with the
ru'es regarding dispsal of reconds.

21 Requisiion en the Awdit Office for discharged eash  cerii-
fentes or warrants of pavment 0 respeet  of savings  bank  withe
dravals.—{1) TInspectors and postmasters who ane subordinale 1o 8 Super-
intendlent or first class postmaster are not authorised  to enll for discharg-
ed cash cerlifieates or wirmanis of payment in respect of savings bank
withdrawals from the Auodit Ofice direcc. When a discharged cash certi-
ficate or awarrant of payment i required by such an official for pur-
poset of enquiry or reference, the Superintendent or the first class  post-
master shoull be addressed, Discharped cash  certificates are preserved
in the Audit Ofice Tor eight vears counring from the dates of their pay-
ment amd warrnnis of payment for three  years,

1} A discharged cash ceriificate or & warrant of payment obtained
from the Audit Office for purposes of enquiry or reference should notl be
returned unless its meturn is specially asked for by the Audit Office. Tt
should be reserved with the relative file in  the office of the Superin-
tendent or Postmaster-Gieneral or first class postmaster, 88 the case may
be, and destroyed with it in sccordance with the rules regarding dis-
pozal of records.

21 Applications  te  Check Office  for  telegrafic  advices.—
Telegraphic  advices appertnining to paid telegraphic money orders are
retained by the Tekegraph Check Office for three months ; but  those
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refiting 1o  (cpegraphic mone¥ orders the pivment of which cannot be
traced are Posprved for soch funther Peviod ns may be neceswary for andit
rarpotsd.  Postmasters-General should apply to the Accounts Officer,
Telegraph Check Office, for any marticular advices that mav be required
for inspection. The advices should be returned to the Check office  when
no longer required. :

223. Clalms of defranded persons.—{1) In all cases except those
referred to in parasraph (1), where loss hﬂ?l besn caused to any private
pereon v money having been misappropristed by a4 postal officlal  or
fraudolently obtained from the Post Office by an  outsider, the Post-
Master-Genernl should isue orders for the amount to be refunded to the
defrauded porson ns soon as he has admided his clabm. [t s imporiant
that there should be no wnnecessnry delay in satislying  the claims of
defranded person  in such cases. and the supervising officer  concernsd
should, therefore. apoly for the orders of the Postmaster-Gieneral on this
point 8% soon at the facts are clear. Before settlement of cloim an affi-
davit each from the remitter as well as the payee should he obtained in
corsultation with the Public Prosecutor, to the effect that they have
not received the amoumt of the moncy order previously through any
wiurge including the official nccused in the case.

(¥} Tn cases where money received for the issue of & money order
hnt hesn misappropriated by a postal official —wherever the misappro
nrintion may have taken olace—and the claim of the defrauded remitier
has  heen admitted by the Postmaster-General, the remitter should be
miked whather he wishes the amount to be repaid to himself or remitted,
aceording 1o his origimal intention. to the pavee. In the former case,
the Postmaster-General  should order the amount, including commission,
tn b= pefanded © in  the Intter case, the commission will be retained by

the Post Office.

{3} In cates where nwronz payment of an ordinary or lelegraphic
monasy order hat besn made in consequence of a deception having been
nractized upon  the remitter by o person who personated the real paves,
the orders of the Director-General  should be obtained before a refund is
made. The Postmnpster-General may  however, fanctioh refund in such
caspa without reference to the Director-General up to the amount which
he can write off. The amount sanctioned shoukl be adjusted in  the
accounts by awrite-off if not recovered from the party to blame.

sate—=This piragranh dass fot apply in the case of wrong payment by n Posinl
Admialsiritions of myney orders isoued in Mngladesh in respectof which the o

O¥fze s exempeed By law from all responaibiliy,

(4) Whers arenart or siatement is reguired to be submitted to the
Director-Genaral ander ralz 173 the Postmaster-General should in cases
of the kind referred to in paraseaphs (17 nnd (2) mention particulars
of refunds that may have hezn ordered bv him, while in cases of the kind
referred tn in paragraph (3) he should mention particulars of refunds
ardered when the amount involved doex not exceed the limit up to which
he ean write oT, an? make his recommendation a3 to whether refund
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should be granted or report whether the claim has been rejected, when
the amount imvolved exceeds his power of sanction.

5) Aoy sums refunded to private persons before the recovery, or
udjuﬂnnl: of the nmount of the loss should be paid from the cash
collections of the office which makes the payment, and the item should
be shown in the account of the head offite as sdvances recoverable until
the final order or adiustment is received.

124
Deele teid,
> 1o
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CHAPTER 4

TRANSMISSION OF MAILS UNDER THE
WEIGHMENT SYSTEM

N.B—In these rules, the expression “despaiching  officer™ meany the
officer by whown the mails gre pade over fo the Raliway omd the expression
“recpiving officer”  means the officer by whom the muils ore recoived  from
Raibway, The recelving amd the despatehing  officer may be, W the v
af a post office, the postmaster or a clerk, or mail peon of the office & and
in the case of R. M., 5., a vorter, moil agent, or moil gward,

GENERAL

216,  Definition of welghment  system.—The weighment  system s
the system in force om Siale Rmidways and other Railways on which State
Railway rubes apply, under which closed bags (mail, packel or (ransit),
withoot limit of weight, are conveyed in luggnge wvans in the cusiody of
railway guards, Mails so carried are charged for, sccording to  weight,
at the rate of one Paisa per maownd per mile subject to & minimum charge
for each despatch ac for 5 seers, no reserved accommodation  being
provided. FPayment for regular daily service is made half-yearly . pay-
ment for occassonal despatches v made monthly on presentation of bills

supported by vouchers,

117, Cases in  which the weighment system may be adopied—{1)
The object of the weighment system i3 to provide a regular daily  ex-
of mails between offices servedd by unimportant railway lines or

where the mails are light or between offices situated af stations at which
the mail trains do not stop, or where it may be comsidered desirable 1o
have an additional despatch by a truin other than ke one conveving the
regular mail. The weighment system may also be used for the trans
mission of mails between R. M, S. sections, or between R.M.5. mail offices,
of between post offices, or between sections, mail offices and post offices,
whenever local circumstances may render this course  desirable or

nECessAry.

{2} Every proposiion for the eschange of mails as a regular daily
service by the weighment system should be carcfully considered by
the Head of the Circle with reference to the importance of the mails,
the number of articles to be bencfitted and the cost of the despatch under
rube 226, If the proposition concerns a section or mail office or # post
office in another crcle, the consent of the Head of the other Circle
shogld first be obtained.

MoTE—When there isa double service (a) Inmg»
ander the welghment gywiem, cavh gnd insgred arvicles of the letiier and parcel mails shoabd be des.

excl the o, Acoo and branch cilice ba
B sl dasobicived ; out whos i ¢ knaw et ioies bags 62 w0t comai csh oo tdnccd
of postal orders, they be sant undet the weighment systes esclosed in OF transit bagy,

if this course & found

338, Woeighment as regular service not fa  be introduced  withou
refarence fo Postmastor-General.—Head of Circle are alone  authorised
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to address the Ralway asuthorities regarding the introduction of the
weighment system as regolar service on State Ralways or Railway 1o
which State  Raidway rules for accommodation apply. Before such a
service i5 introduced the Heads of Circles must communicile on  ihe
subject with the awthority of the Roilway concermed, and furnish them,
in respect of cach bag o be despaiched, with full particulars on  the
following points, iz, :f"} the office of despaich, (b) Railway station
from which the bug will be despatched, [u.-} the office of destination,
1&:2 Railway station at which the bag will "be delivered : (¢) Railway

signalion of-the train hy which the bag will be conveved, and (1) the
probable npproximate weights of the baz. They should also  mention
the date from which (he bag will be despatched. A copy of this com-
munication will be forwarded to the Superintendents R. M. S. and Post
Offices concerned,

119, Definition of occasionsl despatches.—The sysaom  known g
occasional despaiches 5 the system in force on State  Radlways, ind
other Rallways 10 which Swate Rashway rules apply, under which the
Post office is empowesed to forward mails by any trmin, even though such
triin may nol ordinarily be emploved for the convevance of mails. The
provisions of rule 220 apply to these despatches, The weight of occasional
despatch s restricied 1o five maends and the minimum  payment  for
cach despatch 1= 37 Paisa,

1M, Cases In  which the system of occaslonal despatches may be
adopted. (1)} The object of this system is 1o obviate the delay to which
mails may sometimed be subjecled, owing 10 misconnection  of trains or
to the wnusual bulk of the bags om a particular oocasdon or other une
foreseen  couses. The Postmaster-General will  communicate to the
Superintendent R.M.S, the names of the post offices suthorised by him  to
despatch mails under this system. Only large offices situsted &0 june-
tion stabions where there are no mail o should ordinarily be so
authorized. Officers of the R.M.S. may make use of this system when-
Ever necessary,

(2) Closed parcel mails (not including imsured baps which wunder
existing rule may not be semt by the weighment  system) should  be
booked and forwarded through the Railway i the brake-van in sl cases
in which it may be found economical to do this. On Siate Railways
nnd Railways to which Swate Railway rules apply, this should be done
under the system of occasional despaichps, and on other Railua the

| b should be booked as luggage or in any other way which s
to besafe and economical.

DESPATCH UNDER WEIGHMENT SYSTEM AS A REGULAR SERVICE

23, Preparation of bags for despatch—When mails are 1o b
forwarded under the welghment system the despatching  office Ih:l'u.[i;
s¢eparate the bags inlo—

(#) those to be forwarded in tramsit bags, and

(b} those tobe despaiched loose,
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All nddressed to the same office or section or to be delivered 41 the
sime :Hw,fr station will come wunder head (), and all others wnder
head {b). he Tormer should beenclosed inalight tansit bag of suit-
able size In which o mail Iist, prepared in the wsual manner, should .also
be placed. Mo mail list Is necessary in the case of bags despatched loose.
Each transit bag and cach bag despaiched loose should be labelled
with & weighment system  label,

232, Entries to be made in mail Nse.—The despatching office should
prepare & mail [ist addeessed to the siation masier, detailing on the list
all the bags (due and wunusoal) o be [orwarded.

233, Tramsfer of bags to station mwsler.—The mal  bat owith  the
bags 1o be forwarded, should be handed over to the station master by
the desparching officer, and the [atwer should see the bags coundled i his
own presence. After all  the bags have been  examined and  checked,
humﬁld obtain the station master's sgnatuge on  the  duplxate  of
the mall hst.

234. Hall-vearly weighment of bags.—The mails handed over 10
the station master on  the 2ist January and the 20st July of cach year
must be delivered by a responsible officer of the despatching office alter
weighment in the presence of the station master, The mail list should
be preparcd in  quadruplicate by means of carbon paper on these daies ;
and as each bag 15 weighed its weight should be recorded on  the lists by
the same process. I any  part of the mail is o be sent by special mes-
senger umdzr rule 235, it should also be wephed, and fncluded in the
total weight on which the halfvearly charge 18 calculated. After all the
bags have been weighed, the officer deputed by the Post Office and (he sta-
tion master shonld sign all the copies of the mail list by the carbon  process,
in attestation  of the entries, The original and duplicate copics of  the
mail list shoubd then be handed over o the stapon  master and  the
triphicate at once forwarded to the Soperintendent RM.S., acopy of it
being placed on record, The station master will keep one of ks copes
as the Railway record. and send the other 10 the Railwiay Accounts
Officer to be attached ss & voucher to the bill submitted to the Head of
the Circle concerned. If  the vouchers wre in  order, the latter offices
should accept th: charges supported by them as final,

MomL=HBy “respansible offlcer' in this nale in oseant, i the case of a post office, 'Eﬁ“
ntaser or a ek, and in the case of the B M. 5., & sonier, mail agent, or mail gaard,
a post offloe is so far away from the Rafway station that the postmaster of clerk casnat

Al ke Raplway sation an the weighment the Superimendent of 1be posial division
will depute aminspecior or wome other competest offizer 1o 5¢ present during 1he weighmenst of
th' MI

235, Despatch of mails  containing  valusbles to0 wml  from  offices
or sectlons  served solely by  weighment  system.—{i} Whenever any
mail or mails for a desparch made by Rmlway from or to an office or
section Served only by the weighment sysiem are known ©o _include
articles or cash or both of a higher aggrepate value than Tk, 100,
mall or mails should be s=nt in the custody of o special messsnger
may be a postman, oversser, of other 1) to the siatlon to
they would, in the ordinary course, have been conveved under

i

&5
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the weighment system. On such occusions the wsual mal  bst,  duly
stumped and signed, shoukd be made over by the despatching officer 10 the
station  master, the words “no mal” being entered on the it when
there are no  bags for despmch except those semt by the special messen-
ﬁm‘._ A second mail list should be prepared addressed to  the messenger,
stailing all the bags (due and l:|m|.'l-=|.|aq1 to be given 10 him, snd this
mail list, with thebigs (o be sent in  his custody, should be made over
o the messenger, who should grant a receipt for them on the doplicate
of the lst. On reaching the station where the bags are to be delivered,
the messenger. should hand them over, with the mall I brought by
him, t0 the receiving oflicer, and should require the lamer to count the
bags and receipt the mail hist in his (the messenger's) presence, The
messenger should refarn to his hesdgquarters by the next tramn.

(2) Heads of Circles will determine, as regards ench offiee or section
under their countrol affected by this rule, the officinl to be employed as
migsscnger in the contingency mentionsd sbove.

RECEIPT UNDER WEIGHMENT SYSTEM AS A
REGULAR SERVICE

236. Receipt of mails from station master.—The receiving officer to
whom the mails are to be made over by the Railway, should be present
on the Railway platfiorm on arrival of the tmin which be is required (o
meet. On arrival of the train  he should take over from the sation
master the mails despatched under the weighmenl sysiem which have
been brought by the train. and he should, after counting and examining
the bags in the station  master's presence, grant a receipt for them on  the
raflway way-bill. In the event of a bag having u dumaged seal, or being
infl lom of otherwise suspictous condition, it should be Opened  im-
mediately by (he receiving offiver in the preseacs of the siation master,
The contents should be examined and noted in & list, remark being
mide a8 to whether anything is missing and the list shoyld then be
signed by both the receiving officer and the stution master,

DESPATCH UNDER SYSTEM OF
OCCASIONAL DESPATCHES

237, Preparation of bags for despatch.—When mails  wré o be
forwarded as  occasional despatches, the despatching office should
separate the bags into—

(a) those to beenclosed intransit bags, and
(b) those to be forwarded loose.

All bags imtended for the same office or section or 10 be delwvered at
the same  Railway station will come under head (a). and; all others
under head (b). The former should be enclosed in & light transit bag
of suitable size, and a mnil list detailing the bags should be placed in
the transit bag. The latter should be entered in & mail list which should
be fastened o theneck of cach bag sent loose. In every case the following
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Il'i_l:llt should be recorded on the reverse of bath  copes of  the mal
isl t—

*owio|number) bags forwarded as occasional despatches owing to
(explanation of the canse which necessitated the bags being
sent out of the regular course)™

Each transit bag and each bag despaiched loose showld be labelled
with o weighment svstem  labzl, These labels will be supplied by the
Head of the Cirele o all post olfices, mail offices and sections  aulhorized
tor s the svstem of occasionnl despanches.

338 Eatries to be made im requisition,—The  despatching  olfice
should prepare a requisition on the staton master o0 forward the bag (o
be sent as oocasional despatches, in which should be specified the train
by which the mail are o be conveved, detaul being given on  the reverse
of the form (original and duplicate) of all the bags to be forwarded,
The requisition should be signed by a responsible officer (ire  note below
rule 234) of the despatching office and impressed with the name-stamp
and date-stamp.

More—The forms of requisition will be ligd by the Head of slse Circle v il office
aathsriged 1o dewpaich maly under the svslem ol oomasional despaiches.

L}

2%, Monthly list of uisitions,—A monthly list of requisitions
1:.|:1-:ruld be maintained by the patching office, and the entres in it
yshould be filled wup ot the time requisitions are prepared. All requisitions
should be numbered in  consecutive series, the Nos. beng taken [from
the moenthly list A fresh seres of Noso should be commenced at the
beginning of each month.

140, Delivery of bags lo simtion  master.—The orginal part of the
requisition, with the bags to be forwarded, should be handed over to the
station master by a responsible oflicer (see note below rules I.H}whu should
soc the bags counted end weighed in his own presence, As each bag is
weighed, be should note its weight on_the duplicate of the requisition.
Afier all the bags have been weighed “he should cheek those weights with
those recorded by the siation master in the onginal requisition, and, if
the entries agree, obdain the station mastes’s signature on the duplicate of
the requisition.

141, Intimation to be given by telegraph to receiving office.—When-
ever mails are forwarded o8 occassonnl despalches, the despuiching office
should intimate the fact by telegraph o cach recéiving office concerned,
S0 us (o ensure a receiving officer being présent on the Railway platform
to take delivery of the mails. The telegram should be framed in accord-
ance with the code message given in the Telegraphic Mesage Code, and
should be classed either “P"  or “XP" accordingly as circumstances may
require in order Lo ensure Lhe delivery of telegram al destination before
the arrival of the mails

241, Submission of mon list and requisitions to Superintendent.—
On the Ist of each moalh, the monthly list of requisiions (which is
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spplicd in loose sheets) shoold ba forwarded in original 1o the Superin-
wendent, R.MLE.. accompanied by the duplicates of all requisitions  issued
up to the last day of the previons moath. IF  no reguisitions have besn
issued, a blank list should be semi on the preseribzd date with the word
“MNU" written across it

RECEIPFT UNDER SYSTEM OF OCCASTONAL DESPATCHES

24). Recelpt of mails from station master,—The recsiving  office
showld be present on  the Railway platform on the arrival of the train
which he 5 required to mezt. Oa arrival of thetram, he should take
over from the station master the mails recsived as octavional despatches,
and after counting and examining the bags in  the station  master’s
presence grant receipt Tor them on the mdlway way-hill.
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CHAPTER 3
COMPLAINIS

2. General.—Comiplaimis  received from the wsers  of the Post
Office service 5 an Index to the quality of service. The first and the fore-
most duty of the officer in charge of a postal area is o maintain the
quality of service im his jurisdiction nt a sufficiently high level so that the
incidence of avoldable complaints i climinated (0 the maximum extent
possible, To avoid compluinls it is first of all necessary  thot the postal
facilities im ¢ach aren are adequate. ML 5 the task of every Controller,
Supsrintendent or Postmaster (o coadect & complete survey of his area
1o sex ihat the extent and goality of service &1 cach station 15 adequate
and if any mew post offices are needed 8 any locality, IF that officer is
wide-nwake in this respeet be will be able to  fore-stall il public demands
for new post offices,

.'.'.4!- F'I.lbiil. l.'l'.'H'I'I:'ﬂiill'l:I.-l. muLyY  Erise  as i "':ll“H- ur' ‘:'Flﬂﬂ-'l-iﬂl'l-ll de
al the following points ; fets

(1) Boaling and Enguivy. - Complainis reganding  booking and
engquery amse due o congestion ab counfers, discourteous be-
haviour of the stall and lack of adeguate knowledge of rules
and postal  rates by the counter clerks coupled  with a wendency
for being unhnlpl'ur tor the public. If postal counters in a
town area are adequate and well-styffed, especially ot rush
hours, and the sale of stamps at those counters i scattered in
such a manner that members of the public do sl have 1o
stand in more than one queve, there would be hardly any
occasion for 4 public complaint. It i3 2o necessary that the
official detailed to man the Enguiry position should be well-
versed in all the rules and regolations relating to  postal
serviced and should have all the reference books corrected
to diate with him, [Information most frequently required m;;t
collected at one place and made out into achart in bold letiers.
Tables in the form of ready rechongrs muy be made out showing
pastage on letters, packets, parcels of different weights and
supplied 1o Enquirry and Booking positions, The weighing
scales at the counter shoukl be adeguate and ih&nfﬂlﬂy
nocurate. The Supervising Officers should be  particularly
careful to see that members of the counter force behave with
due courtesy towards (he public. It must b borne in mind
by every officinl of the Depariment that &  public  utilicy
gervice like the Post Office should not rest comtent with an
nttitude towards the public which is only formally correct :
that attifude has o be pae of ganuine helpfulness.

(i) Tramsmission.—Mistakes in transmission of mail relate mostly
to mis-sending and missorting. The sorters have to  punrd
against missoriing any article in a labelled bundle and proper
and due care hma%m that no labelled bandle is mis-
sent in a wrong hag, Supervisory stafl has 1o be exira
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carelul in detecting these mistakes both in the incoming s
well a5 in the outgoing mail, Postiag facilities for the public
have to be adequate and the clearance of letier boxes has 1o
be puncival and in full harmony with the desparches, Hours
of clearance should be us lole as possible without however,
any rsk of missing connection  with the approprinte despatch.

(i) Delivery,—~To avoid complainis relating to  mis-handling of
mail at the tme of delivery it 5 necessary thar articles are
soried  properly for each  postman.  For this purpese il i
necessary that the sorting swfl in post offices i+ adequarely
trained, Greal care should be tiken o see that the mail
received by the postmen for delivery is hundled properly by
them. Every postman should be given enough time o make
the neccssary  “'preparation”  for  his delivery and  he should
leave the office at the scheduled time While on his beat  he
should indulge in no deviation. Beals which are 1o be served
with the help of bicycles should be clearlv separnted from ihe
foot beats wnd all urban bears should be tesied with the md of
the milometre watch in order 1o see thul no  postman  has
more than eight hours duty during the day and that he is nod
requited 10 walk more than 10 miles. On his return (o the
post office, the bag of every postman should be checked and
the articles brought back by him as undelivered should be
cxamined to see that an adequate explanution for non-delivery
exists in respect of each sem. Such articles may from time
to time be entrusted to Head Postmen or Town Inspectors
to test the veracity of the remarks of the postman. In the
case of afternoon delivery of paid  unaccountable articles
where the postmen are not required to return  to the  post
office the same day, the inspectors, lown inspectors, etc., must
from time to time make a sarprise check of their bags while
the postmen are on their beat, The check should bhe made at
different points of the bear 1o ses that the postmen cover the
entire beat before going home. All precautionsry measures
laid down from lime to time with regard to the security of mail
particularly of magarines and journals, should be fally
observed. Test checks should be applied from time to time
on ke honesty and integrity of the delivery staff, In order
to ensure that printed matter s not pilferred of lost before
delivery, the Postmasters should make & confidential note
af random of all the journals and magazines received on any
one day for delivery and verify through the Town Inspector
or some other responsible  officinl that they have been deli.
vered correctly. Postmasters in the offices of posting showld
also keep a watch (0 see that printed maner lz.;l: at their
offices is properly  despatched, Those Postmasiers  should
note gf rangen on any particuler day a few addresses to whom
copies of the magazines or Jnurnlﬂ are addressed and then
make necéssary eaquiries from the Postmasters of the offices
of delivery. Similar checks should also be carried out in Mail
and Sorting Offices and important Sections. The delivery of
accountable items should be the object of care. While

the postman  are supposed 10 exercise all précautions in
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the delivery of thote jtems, they should be educated not
{0 create unnstessary difficulties wie-c-wls the addresiee, A
Ii! number of postal complaints can be avolded if acknow-
gements In respect of  “acknowled f dge" articles
m hudg.td ur:i‘uu F[li;w. iT;If: delivery should hﬂnun::ll
1o see that all acknowledgments are t
h.n:tliludu'-ir to the Mails Branch. lll;ln:lﬂrtﬂlﬂ:-' sometimes
careless nwngﬂﬂngl&muiﬂaﬂﬂmllbinnd] respect of
the moil they deliver ia Government offices. This t1endency

needs 19 be curbed
f lalntt.—{1} Complaints received direct
Imm% l-::“hi:" M MNon-gazetted SJuh-F-uE

Branch thmmu should be acknowledged immediately by
thn:nln:l f-nrrudtd to the Superintendent, First Class Postmaster, - Deputy
Controller of Post Offices, as the case may be, with their report and other
relevant information necessary for the di of the complaint. The
intention is that all complamis should be deall with at the Divisional
level whether it s an orban postal divison orf an  urban-cum-riral  one,
The Divisional Officer instead of endorsing the complaint for report
t0 his subordinate officers should ask them to pive definite replies to
specific queries i opder 1o enable him to give a reply to the complainant

Hore—Pasmasiers and Sub. in the HL.50. Dffices he authorised to ragisier
uddu.'l 'H'FII'I- mumw reinting I-J own aflfices direcily and independent of Superin-
and Ial Class Posmasess popesrned.

) Complaints should be acknowledged on the very day of their
r:w:{: pnless it is expected that a final reply¥can be sent within 48
hours. Colourless interim replies to the complainant have to be sricily
avoided. IF enguiries are Hkely to take some (ime the complunant
should be kept properly informed of the progress of the case al intervals
of not more tham & fortnight. I an  enguiry has not been completed for
two months, the Divisional Officer should himsell drafl the interim  reply.
Vagueness and ambiguity’ should be avoided. If Fsome information is
required from the complainant the demand ‘Tor that should be precisely
sinted. There should be no attempt to defend the service unless the facts
of the case fully support that defence. Tt showld be remembered
that the public will judpe the Post Odfice [rom the replies they get 1o
their complaints and enquiries.

) The drafting of replies to complaints has to be done wvery care
fully. Al replies should be in the frst person and in the direet form of
gpeech, Words of 'egal Mevour or conventional phrases wch  as ™)
beg tostate” or I have the honour to inform vou™ should be avoided,
At the same time¢ undue brevity which might be misiaken for curines
should not be pesorted 6, Technizal terms which the comploinant  will
not easily understand should also  be avoided. Quoting of departmental
rules to the public is also 0 be eschewed. If some demand has to be
rejected on the basis of some posal regulation the gist of that regulation
should be given in the reply and the complainant told that the post
office is wnable to accede to his dermand. Instead of a court reply, the
draft should be modelled somewhat like this . —
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"1 ghould . however, thal your claim for compemstlion cannot be mat hecause
ibe Poat Ilmtmrﬂ-ﬁ“rﬁd-’?: Ay rg:mfu.'!.li.btl for the Joss of smhing sesi

by unreghstersd letier posi”

g] By far the namber of enquiries and complaints  refate
& losg, delny or ape to unregistered mail letters, packets and
ostcards and sometimes parcele [Tmspite of the fact that mo  record
kept of vnregistered mail while in  the course of orensmission full
enguiries are sill possible i the circulstion i checked. *Check of the
circulation™ means that if the article concerned had received  normal
transmission through post it would have been deliversd nt such  and such
time on such ond such day. From the date stamp impression on the cover
it should be possible to ascertain  where the mishandling occurred, If the
complainant has not produced the cover or i, in the presence of the
cover, the enquiries made have failed to pscertain  the precise  cnuse of
delay, the complainant should be informed l:'mrdln\?; and at the same
fime the inconvenience caused (0 him regretted specimens  of
replies to be sent in such ensed are fiven below for judicions use :

i1
mhﬂhmmﬂuﬂmﬂ wveena b Which ¥ou have complaiced of defay in the de-

livery of...
A check of the circubation has been made and 1 find thay, in normal crurse, the item shoubid
‘have been deliverad an .. There areno veporis of Wie or midaid maik oo the

dases e qu:m-:rn. amd I n:u::‘h. rqret ihe emquiries made have Riled 10 fscerinin the
precise causy of ihe detay, | trwst, however, thal you will ot again have cause fos

compluint,

(]

With reference leties. ..., ru:l:rnln.l jain wnregistered letiers siated po have
hﬂugﬂtmm:.::‘;u“:n = mm..mﬂ Immh.n":hﬂnmhﬂ
lcan pwsre woa fhat (he annovande ml imconvenignce ogeasioned by tlse loases are
fully apfeeciated.

The ensquirics which b ve so far been made have revealed no trace of the mssing ks anid
nolfslog haa ‘hﬂn elicised 1o indicate that the Tovess occurned in the pos, bal the magrer

is baing kept wndor obsepvation and all praciicable aceps will e 1aken with the
view of tracieg the cause ol the trowlie.

¥

I have receivied wour lelter........ Jand pauch regret io leden tbad inspise nfﬂﬂvf:rﬂlﬂ raken
'I"n'lh:-'m WL PREVisE samplain have agiin had ihe afmesanee ¥ENQ your
u'iadﬂrm'ud, 1 will make mﬁdﬂh enfuiity reapecting Alvis fumher blunder

l|l|'|l|'l i View 10 Eppronsiate disciplinary actiom opainsg The man bn faul.

247. Frequent complaints agalest a  particular  office.— When  fre-
quent complaints of losses affecting a8 particular office or section  are
received the case should be reporied to the Head of the Circle and the
Superintendent or the Postmaster should, with the help of the super-
visory stafl, trv o discover where the faylt les, I the suspicion resis
on the office of posting. test letters should he posted and their transit
to destinations watched. I suspicion rests with  the office of delivery
the delivery clerk and the postman  shoulk! be  watched closely and
tested by means of test  letiers. IF  the affenders cannot be discoversd
and the losses continue, the establishment of the suspected office Tor
séction should be dispersed to  offices  or sections  where they cannot BCt
in consort and their condust im the new appointments Lept under
close watch,
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908, Complaints  which  Indiza'e  froud.—Every  complaint  which
points to fraud must be enguired into without & moment's unnecessary
dalay. The enquiry should made with the same promptitude as an
enguiry by the police into a complaint of cognizable offence. A Superin-
tendent of lnspector I3 expected 10 be able 1o move at o moment's
notice towards aay point in  his jurisdiction ; and, if he delays enqui
Into & gomplaint which indicates frand or & likelihood of fraud, hﬂ
be held responsible for all the comssquences of the delay whether the
complaint was recélved diret or from & superior officer.

249, Complaint regarding forelgn  articles.—(1) When a complaint
relates to the disposal of forelgn unregistersd article of the h!!ufplmll
it shouuld be acknowledged and forwarded to the Office of Exchange
concerned for disposal. 1If the complaint relates to an  Artkcle  posted
in & country which is a member of the Universal Postal Union and ad-
dressad toa place in another country which is also a member of the
Universal Postal Union it should be forwarded to the Head of the Circle

for disposal

(3) If the sender of a foreign registered article complains of the
non-receipt of an ecknowledgement which has already  been  paid for,
the office of posting should prepare & special Torm  of ackaowledgement
of receipt in postcard size and forward it plong with complaint to the
Office of Exchange concerned. When the sender of a foreign registered
articls of the letter mail or of & foreign parcel applies for an acknow-
ledgement of receipt after the article has been posted or wishes to have
in enguiry made regarding its disposal he thould be required to pay the
prescribed fee and 1o present ® written application. The fee should be
converted into postnge stamps and affived 1o the application which should
then be forwarded to the Office of Exchange accompanied by the prescrib-
ed form of acknowledgement in postcard size |n which should be entered
the exact description of the article, that s, i3 number, office of posting,
date of posting, address of the addressee.

{3} I the sender or addressee of a foreign regstered  article of the
letter mail posted in & foreign country belonging to the Universal Postal
Union and addressed to 4 country also belonging to  the Universal Postal
Union wants ta have an ¢ngquiry moade regording the fate of the arlicle
he should ke reguired to pay the prescribed fee and make o writtem ap-
plication., The fee should be converted nto  postape stamps and loosely
afixed to the application which should then be forwarded to the Head

al the Circle,

(4) I the sender or pddresics of a foreipgn porcel desires to huve
an enquiry made recarding the disposal of the article, action thould be
takea as in the preceding parigraph.

Made.~When the enquiry celates 1o an oatsard foreign parcel the following furiber parti-
Eibirs should Be fornished 10 1he office of exchange 1—

(i) Mame and full address of the sender ;
{ily Deeclared gonients and value of the article |
{iii) Approximate weight of the ariwcde |
{i¥) Yakue of the samps affixed |



128

380, Non-receipt of  ackmowiedgements.—If the sender of a regls
tered asticle of any kind for which an acknowledgement is due comp-
lains about the non-receipt of the acknowledgement, the office of
delivery should be asked to furnish an atested copy of the addressee’s
repeipt kept In its record. If the sender produces an unsigned acknow-
ledgment, it should be forwarded to the office of delivery for the
supply of the cmission, If the addresses refuses (o sign the acknow-

it should be forwarded to the office for delivery regarding his
re to sign the ackmowledgment should be forwarded by the office
of delivery. 1T the addresses signs the acknowledgment but refuses 1o put
in the date of - delivery [t should be entered by the postman or the

registration [delivery clerk himsell.

(2) If the sender of o registered article of any kind for which an
acknowledgment is due complains about the non-receipt of the article
by the addresses, enquiry should be made from the office of delive
regarding the fate of the article. (7 it is found to have been delive
correctly an atested copy of the addresses’s  receipt should be Ffor-
warded by the office a.rd:;li-.u.-r_!.-]. If, however, the article is Aot trece-
ahle a search bill should be jssued from the office of posting to trace it
out. I the contents of the registered article are alleged to be of con-
siderahle value, enguiry should be made by telegram. IF the sender
of a registered article of any kind for which no ackmowledgment s
due enquires about the fate of the article, he should be informed  that
when acknowledgment is not paid for, the office of delivery doss not
intimate the disposal of the article wnless it s Jost and that in the
absence of gny report the articke should be presumed to have been
safely delivered. [If, however, he complains regarding  the non-delivery
of such anarticle enquiry should be maken up forthwith.

251, V. P. Arficles,—{1) If the sender or the addressee of VP,
article makes 3 compinini ing the delivery of or the payment
for such an article he should required 1o furnish the full particulars
af the article and pay the prescribed fee of 25 paisa for each anicle
under enquiry. The fee should be paid n the shape of postage stamps
affixed to the application. The stamp should be defaced by the date
stamp of the receiving office and an  enquiry should be made from the
office of the destination  reparding the fate of the article. If it cannot  be
traced. @ Search Bill should be issued. If the complaint is found to be
well-grounded (he enguiry fee in respect  of such an article.  should be
refunded to  the complainant on  the nuthority  of the Superintendent or
Grade ‘A" Postmaster. After the case has been closed the oringinal
letter  of complaint should be filed with the enquiry paper. No  enguiry
fee s chargeable on complaints in respect of V. P, articles booked by
the Government Departments.

E’j The Post Office is noi responsible lor the contenis of V. P
article  but if o complaint i3 made by the addressee in wnting of malice,
fraud  or intemationt] annovanse on the part of the sender the complaint
should be forwarded without delay to the Head of the Circle and the®
iesue  of the money  order in liew of the V. P. article should be stopped
pending his orders. The amount of the money order  should
he credited wnder unclassified receipts, If,  however, the money order
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has  been issued, it should be dessined in the office. If |t has been
despaiched the office of payment should be asked, if necessary by
service lclegram, lo withha'd  *he payment of the money order pending
the orders of the Head of the Circle, In either case necessary note
should be made in the register of V. P. articles received by (he office
of delivery and on the V.P. Journal by the office of posting of the article,

151, Momey orders Camplaints.—{1) To avoid complaints relating 1o
money orders it is essential that misdrawal of money orders is  very
carefully guarded against and all due precavtions is taken to prevent
the loss of money orders before payment. When a money order has
o be redirected from one office to another the office of issue muost be
informed immedintely of that redirection. Settlement of money order
claims in  respect of money orders lost  before payment, money orders
erroneously  paid to persons other than the real pavess, money orders
involved in  fraud coses, should not be delayed. The procedure laid
down in Post Office Manual, Volume VI should be made full vse of fn
the sertlement of such claims,

{2} If a complaint is received about the non-receipt of money order
acknowledgment, enquiry should be made from the office of payment
which would, with reference to the Register of money orders received
pnd money orders paid journnl and also (| necessary, on  enguiring from
the pavee, ascerinin il the money order has beten paid. In case it has
been paid correctly o the payee, 0 certificate of payment should be issu-
ed by the office of payment and suppfied 0 the ' complainant through (he
officer with whom the comploint was lodged.

3y If a complaint is received about the non-payment of money
order, eagquiry should be made smultanecusly from the office of issue
and office of payment 1o ascertain whether the money order was i
either to  the payvee or 10 the remitter or redhirected to some  other '
In case, the money order is found not to have been paid to either party
within M days of its issue and its disposal cannot be triced, o duplicawe
maoney  order should be fssued and the cliim  settled under Rule 298 of
Post Office Manual, Yolume VI,

(4) Complaints may also be received about delay in  the payment of
money orders, In such cases, the Register of Money Orders received in
the office of payment should be checked 0 see when the monev arder
was  actually  peceived nond  when was the payment made. In case
there was any delay after receipt of 0 money order. it should properdy
enguired o wcertain whether this was due to anv omission or laxity
on the part ol the deliwery stnff, or due (o shortape of funds or doe to
the non-avatabibey  of the payee himseil. In  cases, the delay s artribug-
able to some fault in service remedial  measurss  should be  taken  imi-
mediately. It has sometimes been found that money ordens  received
particularly in lurge offices are not entered in the Register of Money
Orders received on the very day they are received, This  leads 1o
frustration of  enguiry  inlo  cases  of delay. Posimasters should make
it apoint to see that such money orders nre entered in the Register of
money  orders  rectived on  the very day they are received. FError Books
of the Maoney  Orders  Department and Special Repsster of missent and
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misdirected money orders received should alse be checked to  see  that
proper entries regarding the disposal of missent and  mis directed moncy
orders are made thereyn.

153. Prews complainis.—5Special care should be token with regard 1o
'rh:réuh:k‘. dispoial of press complaints, Such compluints should be eon-
EI:: jnie as soon a5 they oppear in the press and a report submitted 1o

Head of the Circle within 3 days. If the complaint s found (o have
been doe not o any defect in gervice but due to misunderstanting on the
part of the complsinant a rejoinder may be iswved by the H:aﬁ of The
Circla within 7 days of the gppearance of ths complaint. I the press
complaint deals with npy question of policy which 5 of sational apph-
catjon, the Hezad of the Circle should submit his report o0 the Director-
General within 5 days of the appearance of the complaint in the press
Rejoinders in soch  cases would be ieswed, f necessary, only by the
Director-General,

254, Registers  and  statements  of complaints.—(1) A register of
compldints, in form Cpi.l, will be mointained by :{'n;}:]- Superintzndent
nnd Grade *A’ Poumaster, and Sub-Postmaster in HSG.  The following
classes of complaints should be entered in the register i—

(i) All complaints received direet by the Oficer Teom  the public ;
(i) Prsss complaints :

(i) All poblic complaints received from  officers  directly  subordi

nate to the Soperintendent or Postmaster, or tramerred (o hi
by other nﬁmupm disposal, i

Before the 10th of each month a statement of pending cases
should be prepared in duplicate in form Cpl.—8. The pencil copy should
|i'l:l-! rotained n the office for record and the carbon copy forvarded to the

ead of the Circle. A summary in the followipg form should be noted
on the last page of the statement :—

MONTHLY SUMMARY FOR............... 19,
Pearding Reteived Todal *Dhspostd r. i Balknce
lazg durimg The [EII I:‘:u[?a [I'H:D rg-ndl.-n'-
mth moans digposal 5 nildh,

*Will grounded. groundiess and ansucessio].
tUncer | month, under 3 manths and over 2 manihs,
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(3) Statements of complaints should be submitled monthly by the
Superintendents/Grade ‘A’ Postmaster to the Head of the Ci In
case no complaint is ng the stalement should not be submitted bui
a Memorandum should be forwarded to the Head of the Circle intimating
that no statement has been submitted as it would have been blank.

{(4) Heads of Circles should personally ecxamine the statements of
complaints submitted by the Superntendents so as to keep a4 close
watch on their disposal. In oeder to check the came taken by the Divi-
siopal Officers in ing with complaints should from time to time
call for & certain pumber of cases and examine them,

{5) A Register of Complaints should also be mamtained in the office
of Head of the Circle. It should contain o record of all complaints
from the public received direct the Head of the Circle, complaints
trunsferred for disposal from other Circles and Press Complaints.

(E_i]r:amnr mere engquiries where no blame has been imputed 10
the Post Office should not be entered in the Reglster of complnints.

{(7) When a complaini affects molte than cne Circle, it should be
entered in the Resister of the Circle where the complaimt 5 firs received,

(8) Complaints which are well grounded should be recorded against
the office or section which it to blame, II this office or section happens
to be in another Circle, the facts should be reported (o the Heod the
Circle for record in his Register.

(9) Monthly abstract in form Cpt-1 (a) showing the number of
complaints as shown in the Registers of complaints received frem the
Superintendent or Postmaster shoulkd be mamtained im the prescribed
form in the office of the Postmoster General This monthly abstract
should be placed before him and he should take serious notice of all
cases pending over 2 momths. IT from the Register of Complaints it is
found that a particular office or section has been responsible for a num.
ber of complaunts the matter should be made the subject of special in-

vestigation,

(10) The inteation of the above rule is that & complaint relating to
only ope Circle should not take more than one month (o setile. Com-
plaints relating 1o more than one Circle or complaints relating to articles
of Forcign Post should not normally toke more than 2 months o settke,
More than 2 moniks in the settlement of any one comploint shonld be
considered & seriops matter for the Depariment and the Divisional Officer
should maks it to the object of his speical care. While submitting his
monthly extract from the Register to the Head of the Circle, he showkd
append 1o it o special report on all cases more than 2 ma:rrlu old.

255, Eduveating the Public.—Enquiry into  complaints  regarding
delay in delivery of registerod ond unregistered mail sometimes reveals
the delects of insufficient or wrong address on the item. Such occasiens
should be utilised to inform the addressee how his mail should be cor-
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rectly  addressad. The following specimen draft may be used suimbly
for this purpose -—

I should like o bring bo your notkog that cormespondence addresied 1o you some
pimes dogs mot Bedr the corpect posial addren, aml, 08 8 resull, isears risk or delay
May | msk yoo po sy ise vour gorrespondents ghat your propgT ailiress for aeyihing semi
Iy posl je—

The use of this aldras will ot only remave the risk of delay 1o whick insufMiciencly
of inzaeractly addrzised feieri are Liabile, bat will also Tagilinne  the working of sorting

and delivery.

286, Search Bills,—The ohject of a search bill is to troce o bag or o
registered article of the letter or parcel mail during its course from the
of despatch to the office of final destination, It may be issued by
the posimaster of the office of posting or delivery or by  an intermediate
post office or record office or by a supervising  officer and may go  for-
wards to the office of delivery or backwirds to the office of posting. The
timely issie of asearch bill will, m most instances, prevemt deliy and
reduce correspondence by tracng &an  aricle though severnl  offices  or
sectionks  more quickly than direct enguiries  addressed o gach  office or
section ong after the other. W i very important, therefore, thar the
issue of asearch bill or its disposal at any stage showuld not be delaved,
It should besent forward by hrst mal  fo the post office or record  office
in advance, and the last office dealing with it should return it as soon o8
it is completed o the officer by whom it was ssued. Search Bills  should
be forwirded registered on  Service. Search Bl exchanged  between
g bead office and s sub offices or branch offices in  direcy account with it
should, however, be entered in sub  office slip, sub office daily sccount,
branch office slip or branch office doily account, as the case may be. The
detention, loss or suppression of o search bill will be treated as & grave
aflence.

(2) Every reterence regarding & public complaim showld be pro-
perly and expeditiously dealt with by the ofice 1o which itis addressed.
It is the duty of the Postmaster, Inspector, elc, to see thm 3 complele
reply s semt 10 all such references. within @ week of thelr receipt.

(3) The officer who lssues nsearch bill should invariably indicate in
its lasi column the special  points on which information & desired,  and
this information must be furnished, as far as possible, by the olficers
through whose hands the search bill passes with the least possible delny
and without enter info  irrelevant details. A copy of the remarks
written on the seargh bill should be prepared in duplicate, and one copy
shoubd be senl 1o ¢ i“uinﬁ officer, except by the office of final destina-
on which should return the search bill iself duly completed. The pro-
ress of the search bill should be watched by the issuing officer, and any
elay in the receipt of infermation from  any  office should ke brought by
him 10 the notice of the proper muthority,
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(4) When the search bill is returned completed to the issuing officer,
it should be filed with the copies of the remarks made by the officers
through whose hands it passed,

157, Personal contact with the Poblic.—A Superiniendent or Post-
master may at his discretion  answer  enguines or compluings by letter,
by telephone or by  persomgl  interview. An  interview 5 considered de.
sirable fTor dealing with a serious comploint when owing to  the nalure
of the case or the attitude of the applicant, a letter would be unhkely 1o
cleir up  the matter  satisfactorilv. At the close of an  interview of a
telephone conversapion if the mofter appears to have heen  cleared up
sutisfactorily, the applicant should be asked i he is contented 1o regard it
as closed. If he insests  gpon 8 reply i writing, (he same should be pro-
vided. 17 the applicant still appears 1o be ansatisfied, o 5 sometimes
found wselul to invite him o call and visn the Post Office and tosee for
himsell the conditions of working, et

254, Neatly tvped  replies. - Al ollicers replying 1o complamis
should sex that the communications from them are typed nedtly on good
paper bearing the full tul mddress of the olfice os well ns s telephone
number, The mume of the officer signing the reply shoukl be typed be-
fow the ssgnature, This neotness B imtended 10 produce a good  psycholo-
gical elffect on the complaimant.

237, Fimzl reply or compensation befare full  eoguiries are completcd
it cases of losx, —Once the loss of an article or damage to it dunng trans-
mission through post i established. the complainunt should not be made
o wall for 4 final reply (or compensalion/exv-gigtin payment il the same
is admissible} wll the final enquiries are completed. He should be ¢om-
pensated, il compensation s admissible in  the cases, or  givem & final
effective teply, and that should close the case so far as the complainant
is concerned, After that further deparimental cnguiries, i necessary,
should be allowed to tnke their normal course,

160, Exemption from liability for  Joss, misdelivery, delay or dam-
ige,—The above exemplion enjoved by the Post Office under Secton & of
the Post Office Act should not he invaked tactlessh in cases in which the
slafl hns been puilty of fraud, wilful megligence or defaul, In  all  such
cases the complainant has to be compensated (0 the extent possible umier
the rules. 1n cases in which pemal recovery has been made Trom  the
ofiicial at faull, the complainent has o be compensated in full. Officer of
ex=gratia pauyment upto Tk 25~ per article in the case of wninsured
registered iems should be made with great fact without causing offence
to the complainant who claims to have lost heavily. In quite o few cases
such an offer can be misconstried as adding insult to injury.

161, Complainis om  ocension  for  improvement. —Superintendents
and Postmasters are under obligation to refer 1o the Head of the Circle
complant cases which might indicate the necessity for o review or even
overhaul ofthe exiding postal serviees at a particular place. Whenever
n complaint s received indicating the need for such & review, there should
be no tendency to uphold the enisting services as  best possible in  the
CIreumslances,
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CHAPTER &
CRIMINAL FPROCEEDINGS AND CIVIL SUITS

CRIMINAL FPROCEEDINGS
(1) In 2l criminal cases the distinclion between isable
and non-cognisable offences [see section 4({) and (n) of the Criminal
Procegdure Code ] should be carefully o . Al cases of highway

robbery, theft, criminal breach of trust, cheating by personation and afl
uﬂﬁnuua ;:d:rhﬁuuu 32 h:_fﬂﬂ'r: Post OMfice Act are cognisable by the
polics ; I cheat ol 1% than by personation rgery  and all
offences under the :?ost Qifice Act (except those und-::!- section 352 and
under the Telegraph Act (except such as ore punishable with imprison-
ment for three Years or more) are nos-cogaisable,

{2) Cognisable cases are 10 be roporied to  the police without any
undue delay,

Mot -—Oifpniey under sechion 30 of the Tejegraph Act are nen-cognisabie,

263. First Information Report.—(1) The fist information  report
(F.LR) to belodged with the police is a document of greal importance.
The official lodging it ponerally becomes the principal  wilness for the
prosecution. He may not only be required o give evidence as regards
the facts of the case but may have abko to explain and elaborate the
virious processes and procedures involved s well as to  interpret rules
in the Post Office Mangal or other Code books. That official may nEm
b ared to attend Court  ve oflen. It &8, therefore,
carefully consider &s to which official showld lodpe the FILR, when, nr
course, more than one officials for the purpose are available.

) The F.LR. has 1o be carcfully drafied wherens it shoukl give
all the rtand facts that have been noticed as regards loss  and fraud,
the reporung official should avoid giving s opimen as  regards  the
official or officials whom he considers to  be the culprits, unless there is
overwhelming and  definite mdm-:-: againt any person  (documentary
evidence should be considered alarly “helpful), The ohjective
would be to report the loss or frnl.l 1o the police and to reguest them
to take up investigation inte the maiter, Hasty opmions hazarded at
this stage may adversely affect the case later on,

{3) In cognisable cases, it should be remembered thet, when  ine
formation  has once been mven  to the police uander section 154  of the
Criminal Procedure Code, the action to be taken n the matter will be
controfled by the police, The local officer of the Department should,
however, koep in  close personal touch with the progress  of the erquiry
and should render the police every posaible assistance particularly in
examination of departmental records and in obtaiming  mformation

regarding departmenial rules and procedures,
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(4) There are, however, cognisable cases, in which a proseculion
miay Aot be desirably and the orders  of the Superintendents of Pou

ces or Railway Mall Service or first class postmasier, as  ths  case
iy be, should be obtwmed before information s laid against the offen-
der, excepd i cosed of urgency where there 5 reason  to believe  tht
ths oTender will abscond or in which mmedizle scoon s pecessary in
order  to secure  cvidence,

NotE. | —=The offcey mentboned in 1he fule above exersise full powers 1o erder prosecution
in cognisable clses, bal cases in which prosecation iy not considered desirabile by thewn should be
rafeered 10 the Hﬂﬁmm'urcltiumll mulnmmd-lh II_Jr_nl-h;!-r_l-lt-l:l- I:hr: Hm*:q‘ﬂnhmﬂﬂd nl1;u
Circle mpgress, | =cizson ooy may be in i nc t, e cise gt o InE
Polioe agcording {0 1he (nMnact 0 ul?l.'hl Head of the Cinbe.

Note L—Belore informing the police, the officer concerned should satisfy himself that
documentacy of vibel ¢vidence agtually axilable affprds reasonable grounds For believeng thai a
unwh;‘hi:ul‘l:::m.:'hn.q been cormenbited &nd that the sespected officadl acted with dishenest intonk. Tl
icanes under sectbon 32 of the Post Office A ans scction 24 1o 30 of the Telegraph &cl, a5 ndap-
ted in Bamgiadesh immediae action 3 geesrally meSedry 19 seaule evidomes, Whene, 1
thete s good feason to that ap Oficia) has committed an oifence under any of these
scilions, the polke should b communicsted wiih st once and moved (o search his premises, if
necgssary, 1L shoubd be remembered that an odfence under section 32 cannodt be tried except by o
Court of Sesslons (see hem 1 of Schedule 1i—"0fffences apainst other faws™ ol the Criminal
Procedure Code), and cum be ired imo onky by the Magistrabe specifes in sectiop 206 (ipal
the Crimingl Procedure Code. Em care in this I8 necessary punickilrly when the
amount iavoived bs small),

( 5] In noa-copnisable cases, the officer deputed by the Head of the
Circle, or the Superintendent of Post Offices or Ralway Maill  Service,
as thecase m ﬁ: must take up the investigation with the least possible
delay + but if W is necessary of advisable (0 obiain the aid of the police,
ihe lacts should be placed In wnting before the nearcst  Magisieate
having junsbiction, and he should be requested, under section 1535 of the
Criminal Procedure Code to direct the police also 1o hold an investigation.
When the offences committed are falsification of accounts or of  other
telegraph  or postal  documents, Lhe sanction  of the Head of the Circle
should be obtained before the Magistrate s approached, unless there
is reason to fear that the ollemder will abscond or immediage action is
peccssiry  im order to  secure evidence. It should be remembered (hay
any undug delay in invoking the aid of the police, makes it dificelt for
them 1w make a successlul  enguiry. When, therelfore, police aid s
neceisary, no time should be lost in obtaining 1t

(6) When the offemder n cogmzable or non-cognisable cuse s an
officer appointed by the Director-Goneral o higher  authonty,  under
no circumstances  should  information be lnid  apainst bim  either  before
n Magistrate or with the police without the previous sanction of the
Director-General, All such cases should be reported (o the Head of
the Circle with & view to the orderss of the Direclor-General being
obtained.

Erecepiiom~=This does ot apply 1o éognivabls offences which musl under sectwn 44 of
Crimaime] Pracedize Code be repatiod o the Police without any ey, 5
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INSTITUTION OF CRIMINAL PRIN EEDINGS

264, (1) A criminal prosecution in 8 non-copnisable  case  mus
not  be instituted without the previows sanction of ihe Heoad of the
Circle, even though the evidence sppears sufficient |0 scoure  conviction
i Courl  of Law, However, in specin] circumstances, for instance. if
delay & likely Lo result i the sscape of the accusesd, the sanction of the
Head — of the Circle may be anticipated ; but in such cases, the action
taken showld be reported by tclegraph 10 the Head of the Circle. If
the case hns already been pluced in the hands  of the police for Hivesti-
gation, the imtition  of  criminal  proceedings  must be  determined
mainly by the police repert, but before proceedings are actually com-
mensed in  the Magistrute’s Court, the officer concerned  should submi
ureport to the Head of the Cirde embodying the view of the case taken
by the police.

(2) When ibe offender s an officer  apposnted by the  Dircctor-
General or higher  authorty  criminal  procesdings  agninst him  shoyld

in  no circumstances. be instituled  without the sanction  of the Director-
Creneral,

(1) The [lollowing offences are triable exclusively by a  Special
Judpge appointed wider the Bangladesh Criminal Law  Amendment Act
1958 ;—

(1) Offences punishable under sections 161 o 166, 27, and i
of the Bangladesh Penal Code and as attempts, nbetments and
conspiracies in refution thereto or connecled there-with,

(2) Offences punishable under sections 403 to 409, 417 (o 420,
463 1o 468, 7] and 477-A  of the Bangladesh Penul Code and as
attempts, abetments and comspiracies  in relation  therelo  or
conecied  there-with,  when committed by  any  public
servanl as such or by any persom acting jointly  with o
abering or otiempting o sbel or  acting  in comspiracy  with
any public servant a5 such.

(3) Offences punishable under the Prevention of Corruption  Acgt

1947 and as suempls, abetments and comspiracies in  relaton
thercio or connocied there with,

(4) Such other offences as may from ume o time be specified

in the Schedule (0 the Bangladesh Criminal Law Amendment
Act of 1938,

Previous sanction of the competent authority i pecessary  for  the
prosecution of public servamt for all such offences.

NoTe L —=The term “Public Servam™ nclude persoss who fof any reason have cenzed o
be public servanls alier the commission of the offeece,

More 2. —The term ‘Competent Aathority™ nvears the auibsri Compelsed b0 femove
fecdned from service wt the time the offence was commitied, ¥ -
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Motk 1.—Sanczion for the prosecution of an Exire  Departmenial Agent in Bangisdah Post
cilice who s alse 2n employee of a Government Department other than the Ba Post
Oifice will be given by the Minisiry of the Interfior (Home Division) and mar on the FEIPCP
in ‘which he i u:l:ll!u;rld of by ihe Posi Office. Sanction for ke prosecotion of an Exira Depa-
rimentul Agent who i1 mal an lﬂ:u-: nmy other tmnait will, however, be br-
:-:mclmlnib:rriwinﬂlnmm t Office, 1o shoulid be in mind thai motwithsianding
the pon of pawer o dansion prosecution by an afizer of 1bs Post Office who in compe-
feis 1o dimmiss Use oficial the Ministry of the Interjor (Heme Division) sl relain ibe Power
to sanction prosecution under section &(3) of the Bapglidesh, Criminal Liw Amcodment Act,
1958, in respect of persons serving with the affairs of the Federmuon.

4} In all cuses specified in the foregoing s the Police will
Il'l}r }-mmplﬂing ihe Pﬁﬂi!igﬂiiﬂn nm%:ﬂﬂ in;h a formal com-
plaint to the Special Judge prepare & briel statement of allegations and

heat indicating the offcnces committed by the public servant
and the Sections of Law under which he 5 proposed to be prosccuted
and @ drafi sanction order, Thest documents together with the sum-
mary of the casss and the opinion of the legal Adviser would be for-
warded to the competent authonty for issue of saoction for
prosecution.

5) As soon as the chargesheet and the odher documents are
reczived by the competeat authority he should furnish copies of state-
ment of allegation and charge-sheet to the accosed official, asking him
to explam #s to why he should not be prosecuted for the offences
alle to have been commitled by him 85 stated in the charge-shest
Sanction for posecution should be accorded or refused, as cise
mny be, after the defence of the acoused official has been obiained,
There must nol however, boe any undue delay in either according or
refusing the sanction. If the sauclion is neither accorded mor refosed
within 60 days from the date of application for the sanction by
Police or the Court, the sanction is deemed to have been accorded by
Police or the Couri, the zanction is deemed to have been accorded by
the competent authority. 1f the accused official does not submit his
defence in time to allow for the sanction hdnich:uud in time, the
sapction may be accorded or refused on the merits of the case.

Mo —Sanction for the prosecution of (e refusl to sccord ssch sanction should always
he inuped over the signature of the wathority compelant to ascord or refuse the tanction,

265. Follow up in Couwrt.—When a case is sent up fo court for trial
the Superintendent or the Inapector concerned should k2ep 2 close watch
on the Court proceedings a rencer all help to the court so0 that no
avoidable delay occurs there. If it is found that the Court ]:lr:rl:u-:dil:l.%l
are being unnecessarily deluyed he should seek the intervention of his
higher officers for their ecarly disposal consistent with the requirements
of legal procedure, Usmally informal even personal approach should
be maede to the Court direct or through the Government pleader for
expediting the procesdings. Immediately a case 8 detided in a Cournt
n copy of the Judgement should be obtamed. All departmental records
which were submitted to the Court as evidence should alo be obtained,
In case the acoosed has been acquitted, cony of the Judgement should
be studied fo sec if an appeal to a Higher Court would be worth-while.
Mecessary legal opinion should be obtained on this poimt promptly so
that un appeal can be lodged in time.
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CONDUCT OF CRIMINAL PROSECUTIONS

266, Conduct of crimingl prosecutions—{l} An officer on  Ceerving
the orders of the Head of the Circle (0 prosccute in & nog-coprnisable
case, shoukd al once fr:l':t a witten complunt to the pegrest Magis-
tratc empowered to tnke cognisance of the casé. The complaint should
show, in detail, the charges agamgt the official to be prosecuted and
should be accompanied by such decumentary evidencc as may be
avajlable. In this complaint, the officer should ok the Magistrate to
issu¢ & process against the offender, and should attach a preliminary
list of witness whom it §s desired to prodoce on  bhehalf of the
prosecution. He should alse request permission, under scction 495 of
the Criminal Procedure Code, to prosecule the case bimsif

53} Any points, oa which the Magstrate may desire information
should bz explained to him. Uscally, the Magistrate will, before taking
cognisace of the offense, require the person layicg the information to
swear to the correctness of the statement made o the complaint.

(3) If the dogumentary or other evidénce s nol complele before
the case is first lgid before the Magistrate, he should be requested to
fix us late a dote as possible for the hearing of the case. The prosecu-
ting officer should collect the necessory evidence with the least possible
delay and send to the Magistrate, wunder repistered cowver, a list of the
mames and address of the witnesses whom he desires (o be sammoned.
The documentary evidence cojlocted may be produced when the case
gomes up for wisl, Ordigarily, the latest date which the Magisirate s
Hkely to fix for enguiring mfo the offence will be 14 days the
igstitution of the case.

{(4) The officer conducting the prosecution should remember that
though there may be several cases ugainst the same accused person, he
can at ope frial be charged with three charpes ooly of the same kind,
and the three charges can be fried together only if the three offences
were committed within a penod of 12 months from the first o the last
Offences arc of the same kind when they ure punishable with the same
amount of ponishment under the same section of the Penal Code as
adapted in Bangladesh or any special low, It &5 not necessary that the
offences should have beem committed againit the same person, The
limitation to three offences only applies 10 the number which may
legally form pert of a single trial, Anmy number of offences, wherever
and however committed, may be charged against the same offender,
and tried conscutively, provided the frial are séparntely condocted.
The officer should, therefore, before muking out a list of witnesses,
corefully select three clear cases of the same kind, and have witnesses
sumMoned [n connection with these three cases only ; wnless it is inten-
ded to procesd apgsinst the accused person on  olher charges besides
the three of the same kind.

{5) The prosecuting officer should be puided as far as possible in
his selection of three cases by the following pringiples :—

a) The cases should be easily provable from documen or
( other evidence. b
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(b} The cases ah_uulu.'l not involve  the atlendance of winesses
from 4 great distance,

(€) Preference isto be given 1o the most serious or importint
clsey,

6) When the case comes up for hearing the prosccuting  officer
should mform the Maogistrate of the ehar,u:ﬂ.u]:c for :f:nmmﬂ:ic:u
The Magstrate miy call the witnesses in any order he may  think fit -
but iF the selection s lefl (o the officer prosecuting, s will meserally  be
the cuse, he should ordinarily call first the officer who conducted the
investigntion, and the other witnesies in  correct succession  with a view
10 proviag  the case point by point. It b onot lniesded o fetter  the
discretion  of the prosecuting  officer as o the order in which he |s to call
his witnzssei, but i he has not siadied the case carefully and if he cails
his witnesses in o hupharard manner, the accused persons may be acquitted.
und the ends of justice defeated.

(T} The Magistrate himsell may pul questions Lo the witnesses fod
the prowcotion, bul the officer conducting the prosecution  shouki put
such questions as will  elicit from the witnesses the facts which they
may bave (0 state i support of the prosccution. After a witness  has
given his evidenze for th: posseation, he  will probably  be cross
examined by the defence, and the  croscexamination nsed  nor  be
confingd 1w the prints  wouched wpon  in the examination-inchied, 1
anything unfavourable 10 the prosecution s elicited, it will be the dury
of the prosscuting officer 1o re-examination  (he witness, il necessary with
a view [0 expluining away such evidence.

(B} Afer emch witmess for the defence has  been examined, it will
be the duty of the prosecuting oficer o cross-examine him so a5 o
bring oul mt-l‘l‘l“lk points in his sitements, The prosecuting officer
would then submit his case before the Court.

On the case for the defence being closed. the prosecuting officer
shoufd alk oa the conclusion of the speech of the defendant or his
pleader nddress the court, il he condders it necessary 1w do  so

{10) Even in cases in which the Departmemt i represented by the
Govermment prosecutor or any "other lawwer it will be the dury of the
officer in charge of the cise 1o ascermin  the dae on which the case i to
be tried and (o Do preseal at the trml, in onder o render any assivtapce
on tezhmicial or other matter which may be required by the court or the
Governmenl prosecutor.

{11y When mformation is given to the police in a congmsable offence
in  accordinee with the orders of o competent sathority, it will be the
duty of the offiziul giving the information to afford them full informa-
tion and such wssistance as will lead ton suecessful prosecution. When
the cise comes up for hearing all inspector of Post Offices or Railway
Mail Servica, or other officer should ordinarily be instructed to be pre-
gent im courl o represeat the Depariment and to give information on any
matters of departmental procedure, but in  important cases the Superigs
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tendent of Pasy Offices or Raoilway Mail Bervice, or an officer deputed by
the Head of the Circle, 25 the case may be, should underake this duly
himself. It should alo be remembered (hot althoogh  wich secutbons
are generilly conducted by the police, it s the duty  of the deparimental
officer conterned to watch and take an inlerest i the conduct of each
ease and se¢ thar no malerinl cvidence is omitied,

NATE~The order in which witnesses for the prossoution are cafled, rests with Courr,
Bt taking, for example, & &2s¢ in which & posiman is charged with crimina) breach of truss in
ﬁ:li'!.lcl of the value of & mongy order, the witneeses are wwilly calbed in the Ballowing order
with & veew to  proving themse point by point o firs, the postal officer who conducied the
investigalion : nast, the pestmaster (head ot sab) who signed the momey order for paymend, (n
order to prove from his Bopks ikl the money coder was received in his office); new, 1hesuhs
postmaster of money order clerk w prove from his books that the money order winh cash for iis
pEivment, wis given io the postman snd brought beck o e office as pald ; nest, the person,

i Eny. wlho gignad 1o mondy orlsr he : the wi Rt i~ gl
;11-:-11:!5.- order it allzged 1o have heen |..'-:.'|.|Id :ﬁrﬂ:ﬂ}"ﬂ: F'H.“m ary hefore whom the

267, Employment of Government pleadér.—The moles regarding  the
employment of the Government Plender vary in  the two  provinees.
Giemerally, he is required (o represent Govermment in  criminal  appeals
and in Sessions cases, bul not in ordinary cases  before Magoarates. [n
cates in which the Government pleader is it ohliged to appear without
aspecial fee, his services mity not beapplied for without the snction of
the Head of the Circle. Onrdinarily, no special legal assisvance should be
required in conducting n case before a Magistrate,

168 tion for fnes imposed by Cowrt.—In any case in which
a fine mayv be imposed by the court on & pericn convicled of an  offsnce
through which the Department has imcurred pecumanry  loss, it shall  be
the duty of the parerted officer ordering the prosccution 0 iSsue  writien
instructions  in advance to the departmental oficsr who auends the couri
in connecton with the case, or the Government pleader, or any other
legal practitioner, who may be emploved (0 represent the Departmen
or the prosecuting police officer, as the case may , o pul In a4 wrimen
appheation  asking . the court, in accordance with the provisions of secticn
545 of the Criminal Procedure Codde that, il any fine is  imposed, w0
much of the fine as is required 1o make pood the loas  suswmined by
the Department and expenses incurted in  the prosecation may  be made
over 10 the Depariment. The application should mvariably  be made he-
fore jodgment s pussed and should be preferred by the person  condicl-
ing the prosecution  on behalf  of the Government. In no  case  shoukd
the trying judge or Magistrile be addressed  direct by the Depariment.
It ksinthe discretion  of the court fo grant or refuse the cloim.

Mo —The esperves  of the prosecusion  include tmavelling allowance pasd 1o official
WlTCwvEh I:I!I:E'.:'Il:hlll. the cowrt I:|-|.|.I_ di ol incheile travelling allwance paidd either 10 the odlicial
deputed to religve tham of b0 the investigating officers, who waich the procesdings in Coun.

269, Attachment of Properiyv.— Propenty  mequired by K
offences  specified in  the Schedule 1w the :_"iimln..j Law ?&m;{
Ordimance 144 are aoucheable by the Governmeni under that Ordinance,
Whenever there is reason o believe that  the occused has acquired pro-
perty by means of Government money emberzied by him, action shogld-
b taken Tor the attachment of such property immedistely sfier the ter
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mination of Cnminal proceedings in accorda ith th isd
Criminal Law Amendment Ordinance, Iﬂl.m " *FSHRI ol e

170, Punishmient imposed deparimentally.—{(1) In cases wh the
evidence, though not conclusive from alqﬂ?gi}:t of view, Is smIF suffi-
cient Lo establish morally the guilt of a suspected official, he should he
punished departmentally,. When a penalty s imposed under this rule it
should be mentioned in the final report 1o the Head of the Circle or the
Director-Genearal, as the case may be.

(2) In all cases of frawd, embezzlement, or similar offences in which
Government servania  are involved, departmental proceedings should be
imstituted at the earliest posiible moment aguinst all the delinguents and
n#ﬁd with the strict adhzrence (0 the Discipline and Appenl Rules,
190,

More—=5rs wls0 ol 1711,

271. Lmstitation and defence of Chil Sults,—The Solicitor’s  Section
in the Law Ministry of the Government of Bangladesh i3 responsible far the
proper conduct of all Central Government cases in various Coorts, in-
clu the execution of decrees in favour of the Government and the
recovery of all sums due to the Government whether as costs or other-
wite under adecrée or an Opder ofthe Couri All expenses in  the
conduct of litigntion including costs, court fees, and counsel fees, not he-
ing the decreial amount of the costs. payablz to  the other party under
the decree or Order ofthe Court, shall bedefraved by the Minbstry of
Law out of the funds placed at its disposal, '

271. Solis by the Goveramenf.—No sgit  shall be instituted on be-
holf of the Government except with the concurrence of the  Solicitor’s
Sanction. When it becomes, or i considersl necessary, to-imstitule  civil
legal pmmndirﬁ a concise statement of the case along with all the rele-
vani records should be forwarded 10 the Soficitor's  Section  through
Director-General  indicating -—

(1) the steps if any taken already to obtain sstisfaction of the
clmm and its resulis ;

(it) the plea or ebjection, if any, urged by the person apainst whom
the suit is propossd (o be instituted : and

flu] i case of suit for recovery of monsy, the financial position of
the person to be used that 15 o say, whether he will be in a
position tosatisfy thec¢laim ifit is decreed by the Court.

(2) Once the case has been sent 1o the Solicitor's Section it would
ba their respomsibility to do all work connected with the suif, namely
appoiniment and bricfing of counsel, payment of court fees, making pay-
ments of fees to counsel, and Lo see thesuit iv instituted and further
followed wup,

i73. Delence of cases aguind the Government.—(1) As soon as the
Summons and/or notice of any case apgainst the Covernment is received
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by an Officer, he should forward it immediately, through the Circle
Ofice to the Director-Gemeral for advance information o nt the same
time to prepare with the least possible delay n statemtent of the case in-
dicating all material facts and forward the same in  triplicate to the
Director-General along with  the relevamt  records. The  Directorate-
General will take up the case further with the Sclitor's Branch of the
Mintstry of Law.

() When the summons or notice allows a short date for the first
hearing ond the satement of the case cannot be forwarded 1o the Solici-
tor’s Section the Court should be moved under Rule 5 {Annecxure |1 of
Ordee XXVl of the First Schedule) of the Civil Procedure’ Code 1908 for
gnn extenston of the date, under infrmabion 10 the Sobicitor’s section,

(3} The Solicitor’s Section upon the receipl of the statement of the
cnse and the records, will examine the merlis of the claim and unless o
toral tance of the claim is advised, will prepare n briel for the
councel which will be transmitted to him together with one copy of the

concise statement and the records reoceived with it

274. Arbitration Proceedings.—Insiructions for the conduct of pro-
cecdings hefore Courts shall apply mutetiv-misandic w0 the conduct of
arbitration procecdings to which the Department is a party.

2758, Gemeral.—It s essentinl for the proper conduct of ncase in
Court on behalf of the Depariment that an officer of ithe Depariment
should be able to answer all material questions and attend the court pro-
ceodings at each hearing unless the counsel for the State  considers his
attendance on_a porticular date unnecessary. The  officer auending the
court shall inform the Director-General and the Solicitor’s Section in (he
Ministry of Law of the progress made at each hearing.

275, Action on  termingtion of proceedings—(1) When judgement
or final order ina case 15 given the Solcitors Section will arrange to ob.
tain a certified copy of the jodgement or an official order and will in the
event of an odverse decision, persue it and decide whether an apreal or
revision should be preferred and in such coses shall take all necessary in-
“HE'“.“'* and :_-:rm:qnn:m:m steps for making an appeal or application for
revision or review.

} The instruction im the preceding paragraph  apply  wdasie.
mifendis to second appeals and apeals to the Supreme Court. '

In the case of mdverse decision of the decretal amouni or (he
costs, as the case may be, are 10 be paid out of Governmenl revennes and
unless an appeal is taken or, as the case may be, an application for stay
has been obtained, the officer of the Government who s pomirated o
attend the Court proceedings shall deposit in  the court the decrelg)
amount and costs i nay within one moath of the date of the Decres,

4) In the case of moncy-decree or an Ovder for costs in faveur of
the ent, solicitor’s Section shall arrange 1o take oul  execntion
for the recovery of the decretal amount and the costs if any and (he
amount renlised in execution will be credited fo the Department,
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377, Proparation of the Statement of Facts—{1) The Statermens of
Facts which is to be forwarded to the Ministry of Law for their advice
ia m very Important document and must be prepared with the uimost care
and thoroughness. It must contaim & complete and concise statement
of all the relevant facls on  which the Deparimenl's case reils. The
first page of the stement shonld  jwrer  ofie conmin  the following
information —

(i} the details of the suis :

(i) the date  af hearing o, if required, the information a8y 1o
whether the Court has been moved for an adjournment |

(iii) the case mark or marks of the Directornie-Gienerzl and the
Circle Office.

(2) Abbreviations like C.5.0, ED.BO. eie, should mnever be used
in the Stitement, &5 the Ministry of Law are not supposed to know the
actual connotation of these sbbreviations. Whenever any reference is made
it the body of the Strement 1o certiin Rubes in the Post Office Manuals
ar any other instructions or directives issued by the Director-General or
the Postmaster-Creneral, a copy of the rules, instructions or directives
must be forwardad with the Statement in tripheate,

1:]] Al documenis foraarded with the Statement munst be  cons-

picupusly marked on the top indicaring their nature rg., punishmen
order, Memo of charges Rules 50 and 50 of Post Office Manual eic,

278, Dyafting of pleadings and AWidavits.—The Officer wha s 1o
sgn the pleading or the affidavii must make sure that there s mo mis-
statement of facts in  the pleading or the affidavit. The actwal dmfiing
of the pleading and the affidavit nnd the choice of words will. however,
he the eiclysive privilege of the Couonsel appointed by the Government,
S5 long as the facts are corfectly stated o the pleiding or the affidavis
there should be no objections 1o it from the officer who i3 signing il. Tn
particular cases where the Officer authorised (o sgn the pleading or the
aMidavit disapress with the Counsel with regard to the actual deaflling of
the document the matier should be referred o the Ministry of Law for
advice instead of entering into any controversy with the Counsel,

 Heads aof Circles authorised to mstitmie amd defend Civil Suits,—
n} In the following cases, the Heads of the Circles are authorised 1o
insitnte  or defend Civil Suits without reference to the Dhrector-General
or the Ministry of Law, The Legal Advisor to the Government should,
however, invariably be consulted i all such cases before a suits is actally
instituied or & defence plea s taken ©

() Suits i connection with :
(i} Security Bonds of Postul Employees .
(i) Money Orders and Savings Bank transactiont and insured

articles provided that the nmounmt involved dogs noat ex-
ceeds Tk, 500,
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(b) Subject Lo the limitation laid down in item 22(xil) (Schedule 1T
in the Schedule of Financial Powers of Officers of the Post Office
Department), insutation of Civil Suits on behalf of the Depart.
ment ugainst the defaulting guarantors of combined Post  and
Telegraph Office for the recovery of deficits  apninst  gunrantee
in all cates in which there is a rcasonable prospect of the
dues being  realised.

(¢} Suite connected with Lands or buildings, in which it is eui-
mated (hat the law charges including Pleader’s fee will not
exceed Tk, 250 im each case.

(2) In all such cases action should be taken strictly in nccordance
with the provislons of the Civil Procedure Code and the special rules,
if any, laid down for the conduct of swits in any Province by the Provin-
ginl  Grovernment,

280, Chvil Suils against deparimental employees.—When any  emp-
lovee of the Depariment is personnlly sued in nmy civil court, by parties
glaiming from him wages or money arising out of transactions in which
he is concerned only in his official capacity, and where he acted Sowo-
fide on behall of Government, he should amly for the Government as
the party really inleresied to be brooght on record of the suit as de-
fendant. But when the suit 8 for damages in respect of am  al
wrongful act of & Government officer, the party agpgrieved can only bring
the sust apainst such officer, and he must not ask for the Government to
be impleaded ns defendants. The plaingiff in such case of wrongful ac-
tion can only proceed against the party by whose sct he has been
aggrieved. The rl':;"ili.ncli-:m is between suitt on  coptracts and suits for
actionnble wrongs, In cases of the latter kind, it will be for Government
to  delermine whether the defence of the officer in question shoupld be
undertaken by Government. This course will be adopted only in  cases
where there 15 no  reasonable doubt of the innocence of the oocused.
When, on (he other hand, there is primo facie evidence that he has acted
improperly, he should be left to conduct his own defence, the question of
Government conlributing towards the cost of the defence being subse-
pently considered, Whatever be the nature of the case, failure to de-
end the suit, or 1o file & reply to the plaint in person or by counsel as
the case may require, will render the officer or subordinate personally
responsible,  All eases of this nature should be reported o the Director-
CGieneral with full facts on receipt of Court Summons,

281, Incidence wof low charges on Civll Sults in connection with the
excention of Govermment works.—(1) The Law charpes incarred on  Civil
Suits in connection with the execution of Governmemt works may be
divided mio three categories, mamely —

(1) the smount of the clalm for which n decree is given :

(i) the nmount of the incidental law charges incorred by the exe.
cuting Department in connection with n work financed from its
own departmental heads of expenditure, e.g., when the PW.D.
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carried out awork chargeable to the public works heads of
expenditure | and

(it} the amount of the incidental law charges incurred by the exe
cautting Department when acting as an agent in connecton with
a wark  financed from o different head of expenditure, for
instance, when the PW.D esxecutes n wark, the cost of which
is debitable toa head other than the publie works head of
expendiure, .., Civil Avintion, Post Office, Telegraphs and
Telephones, and Defence,

(2) The decretal amount of the clum, wide item (i} above, ihould
be debited in all cases 10 the work concerncd amd the charges referred 1o
in item {il), to the Sub-head “'Establishment-Conti ies” of the exe-
cuting Departmeat. As regards (ifi} the amount should penerally be
barne by the Depariment on W behall the work 15 onderiaken, on
the ground that the action of the execuling Department acting as agent,
which 4 the causa of the suit, i nor taken in the interests ol the
work, When, however, It s established that the law suft has been cuased
by a deliberate act of an employes of the agent Departnent for his ner-
sonal pain, the charges should be adjusted by recovery from the indivi-
doul concerned or by debit aguinsd, the standing charges of that Depart-
ment, according o 1he merits of cach coe, HEEI-. sisch case with a full
ﬂnﬂ.-.mu theresl shoald be referred to the Government of Bungladeih for

rs.
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CHAPTER 7

FORGED, COUNTERFEIT AND DEFACED POSTAGE
STAMPS, SILVER COINS AND CURRENCY NOTES

Secion 1L —FoRGED COUNTERFEIT FicTious ok WasHED POsSTAGE Stamps
(Ompiary AND SERVICE) anp MiSUsE oF SERVICE STAMPS.

EXTENT OF APPLICATION

I8, Under section 17 of the Post Office Act (VI of 1398) (as adapted
i Bangladesh) postape stamps and impressions of slamping machines
wswed  under the authonty of the Government are “deemed 1o
ha stamps issued by Government for the purposs of revenpe within the
meaning of the Penal Code™. The expression “‘postage stamp™  ihere-
fore, mclodes the impression of stamping mochines authorised to be used
in prepayment of poatage or other charges on postal articles or telegrams,

283. If a previously used postage stamp, from which, however, no
attempt has boen made to remove the marks of obliteration, is detecied
an an article already posted, or if aservice stamp from which no attempt
has besn made to remove the letters denoting service, I8 detected on a
private article posted, the slamp should be ignored. In either case, the
article shoubd be charged with the po to which it thus bocomes
liable and should then be forwarded to destination with o remark on it
stating the reason for the charge, a note of the occurrence being made in
the crror hook in the case of post offices or in the note-book in the case
of Railway Mail Service secuons and mail offices. If an article, docu
men  of telegraph message bearing such stamps which have to be ignored
is handed in at the window, it should be returned to the person who
presented it. with the remark that o previously used postage stamp, or a
service stamp affived on o privale article, cannot be recognised pay-
ment of postage or other BE.

184 The prepavment by means of service stamps of n private lefter
which is certified by & Government official o be “On Bangladesh State
Service” or “On Service” 18 not a criminal offence, butl sieps should be
taken to have the matter dealt with departmentally,

I8%. The offences and the sections of the Bangladesh Penal Code, under
which they are punishable are noted below :—

OFFENCES

Offemen Jechicn

#iy  Poswege stamp, forged, coanterfest or  233—Counmterfleiting 8 Government Stamp,
fictitlous {wee secticn IE)
J63—thing m: penuine 8 Oovernmem
siamp known oo Be conmberie.
DA —Lking knowingly for any postal purs
pose amy  ficlitions  saamp.



148

o ffemte seciton
(i} Seamp from which & oblitera-  263—Llsing 3 Governmeni knaw
tion appears o have wishod tuul::.'u.-. been -.::Tﬂh:.'“ "

onil of othétwise pernoved or con-
eedled,

2)=FEmsare of mark  demor thay
sinmp has heen usei. T

(i)  Service stamp with the letiers denotd 2954
service of the word “Service” removed, 260 See eniry ngainst iemiil.

8—Thefr,

@ 0==Criminal breach of 1rust by publbc
SETVAN.

411—Dishonestly receiving wiclen propery

286. Action to be taken when a defeclive stamip is detecled—When
any stomp of the kind referred o in the preceding rule is detected on a
postal article passing through the post either in the office of posting or in
the office of delivery or on @ postal article, document or telegraph message
presented at a post office, the following action should be taken :—

(i) If detected in & post office situated 8t the headguarters of =
district, the officer in charge of the office should detain the
article, document or telegraph  meassage and at once lay infor-
mation before the District Magistrate under section 190 (1) (c)
of the Criminal Procedure Code as to the offence which has
been commitied and ask him o take steps lo ohtin possession
of the .a.rﬂ:']:.l document or telegraph message under section
95 of the Criminal Procedure Code. I the Magistrule of the
District s away from the swation, intimation may be ghven 1o
any Magistrate or to the Distriet  Supernntendent Police,
with a suggestion that he should authorise the detention of the
article, document or the telegraph message, under section 95
pending the orders of the Magistrate of the District, and in
enses where the Magistrate in whese jurisdiction the offence is
detected, declines to take cognizance of i, on the ground that
the offence was not commitied within the local limits of his

Section 95 of the Criming! Procedure Code . —

95, Procedure as to letters and 1) If any desumant, parcel or thing in sisch cusbod
b5, in the opinion of any Dhstricd Maglstrate, High Court, or Court a?sm:nn. wan
for the parpost of 2ny |nvestigation, enguiry, 1fial o ether procesding under this Code
such g of Cournt may nequine the Possl or Tolograph auiborities, as the caxe

may be, to dediver such document, parcel or thing 10 such person as such Magistaie oc
Court direcis

IF any such document, 1 or iking is, in the opinion of any oiher Maglsirate or of
ary Comnissioner of Police or TRstrict Superintendert of Police, wanied for hey sugh
purpose. he may reguite (he Postal or Telegraph Depariment, as the case may be, 1o
canse search o bhe made for ard 1o delnin such documemi, parcel or thing pending
orders of any such Disirict Magisimie.
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jurisdicion, he should be asked 10 communicate the informa-
tion 0 the Magisiraie competent o deal with the case. It
should be noted that the article, documeni or telepraph mess.
age i not 1o be delivered up to the Magistrate or to the Super-
intendent of Police bul merely information is 1o be given re-
garding il with a view to the issue of necessary orders by the
Magistrate. There is, however, no prohibition apainst the pro-
duction of the articke, document or the telegraph message, if
necessary, for the Magistrate's inspection prior 1o the lsue of
an¥ order. Pending the receipt of the orders applied for, the
article, document or the telegraph message may be provision-
ally detained, and fall iculars of the case should be reported
at once 1o the Head of the Circle or to the Superintendent 1o
whom the office is immediately subordinate, who will take such
steps a8 the circumstances may require.

(i) If detected in a gﬁnal or telegraph office not situated at the
headguarters of the District or ina mail office, the officer in
charge of the office should send the article, document or tele-
gram concernad, together with o report of the circumstances
of the case in @ service registered cover, to the officer in charpe
of the post office or telegaph office, as the case may be, situate-
ed al the headquarters of the district and nt the same time
forward a copy of the report to the Head of the Circle or to
the Supenntendent to whom he is mmediately subordinate.

(iii} If the article, document or telegraph message 10 which the
spapicious stamp i3 affized, was handed in at a post or tele-
graph office or & mail office, the name and address of the per-
son who represented it should be pscertnined and he should be
informed that it will be detained for enquiry. Information of
the occurrence should also be given ol once 1o the Police in
order that they may, if necessary, take action under sectionm 54
of the Criminal Procedure Code. If the article i5 one for
which o receipt would ondinarily be granted, ez, a reglstered
teuter or telegraph message, instead of the wsual receipt, a
manuscript receipt bearing the datestamp of the office is o be
given to Lhe effect that the article i3 detained for enqguiry as
it bears 0 suspicious stamp.

{iv) Il detected in a post office in an acceding State, the article,
docament or telegraph message should be forwarded to the
Head of the Circle concerned and then information should be
Taid at a Criminal Court in the Stie by an officer in charge of
the office situated at the seat of such court who should request
such court 1o obtain possession of the article, document or (ele-
graph mestage in question by issuing 0 commission in  the usual
manner under section 21 of the Indian Extradition Act (Act
XV of 1903) as adapted in Bangladesh to th conrt ot the head-
quarters of the Head of the Circle.

ot ~—Under sections 190 and 4(1) (k) of the Criminal Procedure Code, & mbrale
E:.'l'n_:ﬂtﬂ cognimnce of an oence whether the person who commitied i1 s known
L1 ] I:H;I-".



287. I a suspicious stamp isdetected on any artele or documenti re-
ceived in a post which 18 not the office of posting or destination
but an intermediate office, or received in sorting in & section or 3 mail
office, the ariicle should be forwarded, enclosed in an cavelope o the

of the office of destination irrespective of whether either the
detecling office or the office of destination is or i nol siualed at the
headguarters of a district. When putting the article into the envelope,
8 note should be made drawing the attention of the office of delivery
t6 the offence which {5 suspected. The ouotward foreign  mail  articles
should, however, be-returned to the office of posting or sent 1o the office
of exchange (if the stamp impression of the office of posting s illegble
on the cover) which will take action as prescribed in rule 286,

288. If an article, document or telegraph message bearing a suspi-
cious stamp is received in a post or t:hﬂp office m the circumsmncas
meptionad in rules 286 (i) and 287, @t uld be dealt with as if the
irregularity was detected in that office.

289. It must be borne in mind that & person who posted an  arn-
cle bearing a forged, coonter-feit or fictitious samp or a stamp {rom
which a previons oblileration has been removed or concealed s not neces-
sarily the person guilty of that suspected frand, ns he may be able to
show that Ris purchase of the stamp was a bong fide one : and in some
cases there has been resson for nmmtin.l that a stamp that is forged.
counter-feit or fictitious or from which a previous obliteraton has besn
removed or concenled, has been affixed to an article which has been posted
with the object of causing annovance fo some inAocent person  whoss
name has been wused in & fictitions lefter inside ; but insuch cases it is
equally necessary “to uss every endeavour to discover the renl perpetra-
tor of the fraud

290, A Government official entrusted with service stamps lor  the
prepayment of official corrspondence, who may remove the marks upon
them by erasure would, in addition to the penalty of such act, be charge-
able with criminal breach of trust uader saction 409 of the Tndian Penal

Code s adapted in Bangladesh.

1. Inward foreign mail articles bearing countorfeit,  fietitions
previously used postage stamps. An  article of the foreign mail bear-
'ng a stamp or impression of a franking machine which the
st of the country of origin  has reason (o believe counterfelt, fie-
titious or previously usad, will be received from that couniry enclosed,
along with a special advice in Union Form C-10 (reproduced at the end
of this sub-section), in o service re@istered cover addressed 1o the office
of destination.

‘!-f.ﬁ'_mpy of the advice will also Ybe received by the Director-Genersl or
athe Head of the Circle ¢oncerned.
Marte.—The expreasion "postage stamps”  Encludes impressions of stampiog machine.

292, When such an article it received in a Banplndesh post office for
delivery, it should be shown to the er who will serve the
addressee with a notice in the following form :—
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WHEEERR Booo o vrorerisorrsnrsmremmrmesemsee secredidEsCEiption of Article) bearing o pml.lﬁ

slamp-or imoreslonh which ia believed 10 be Hipws ' previcarly o eed one, has
been veseived to your address from (office and country o u-rilmil.rnu are hereby invited to
gtiead glilier in persen of by 4f agent nathorised in og o reprcsent you, il the
post olze, withim 43 hoor, 0 receive delivery of the same,
n-.ttd--------..-..-..--.-.u“--"--—d-.a-.ullﬂr . r_--’l-n“m” “'I.l..:t

303, Should the sddressee or his agent attend st the pont office with-
in the time specified in the notice, the article may be delivered to him,
rovided that he pays the postage due and thut he consents to make
newn the name and address of its sender and o surrender to the post-
masier ihe portion of the article which bears the address snd the postage
stamp or stamps of impression or if it is inscparable from the article, the
entire artsle.

204, If the addressee shoold fail to awend, by himsell or through
his agent, within the specified Ume, of if, having so atlended, he should re-
fuse tp make known the name and address of the sender of the arxle
or to make over to the posimaster the entire article or the portion of it
required under rule 293, the article should not be delivered.

29%. In either of the cases referred Lo in rules 203 and 294 the posl-
master should record a statement in the prescribed form  (FMS.-21)
setting forth the action taken by him and the facts of the case, such a3
failore on the part of the addressse or his agent 1o aitend &t the post
office. refusnl to make known the name and address of the sender, el
This statement, together with the portion of the articke referred 10 in
cale 293 or the entire article, as the case may be, and the advice {Form
C-10) received with the article, should be submitted throogh the pres-
cribad chamnel to the Head of the Circle in which the office of the deli-
very is sititated.

296, The Head of a cricle, on recely the statement and the por-
tlom af the article referred to in rule 293, should forward them to the
office of the Director-General for transmission to the Postal  Administra-
tion “of the country of origin of the article

Mets | —Form PAMS.-11 will be sepplied to head officeonly.  'Whan f siibor branch office
receives far dellvery an ariche of (he foreign mail secompanied by an advice in form C-10, the wub
oF heanch possmiasler sanald phace the article in deposit and obiain the imstructions of the head
offise 25 10 |18 dispasal,  Is wach cases, the hesd office will forward o -:-aT[erf form FME.-21 o
the ofllce of detivery wish chear insttuctions & to the action 14 be aken undar roles 293 fo 296,

Mote 1 —When the adiressee s [ﬂm mail artiche, whicl hashoen rezgived Besampanied
by a8 advice bn [orm C-10 has changed his address and has lefl instractions for the redirection of

articles (o his new address, the priiele secompanied by the advice in Form C.10. should be sent in

& acrvize registored cover 10 the address of the postmasier of the new oMz of &elivery, or il that

uffice bea wob or branch cffice, o that of the postmaster of its head office.  1f jnstroctions far re-

diraction have oy been left by the adidresssc, the arbche and the advice fapm C-10, should he gib-
meitied, with & report 10 that effeet, theough the prescribed channel, 1 the Head of the Cirele

Mo 3. —1 1 Bangindesh cfMee of foreign exhange receives an arikcle of the forei il necams
micd by nn advice in Form ©-16, and the uﬁkilimnﬂﬁtdﬂim:hann Tl'l'tﬂmll:l

welf, it d forwxrd 1he article and advice 1o that ofice of, if the office of delivery be o

15 o1 heanch offiee. 1o its head office enclosed 0 & cover rogisterad om serviee.
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Specimen of Form C-10
(Referred 10 in rule 291)

OFFICEOF. ...

ADVICE
cancerning the use

ﬁmwnﬂmm&whtrlum:ﬂt
”}{djwmnl["]lﬂﬂlﬂﬂhnﬁ } prasimed b0 Be Frandubem.

Sigmp of

deapaichmg Qffice

Advice of despasch (1), by registered posa, of the item of correspoadence described below

which appareaily befin—

[ neounterdeis

Sndlready psod T e Ak

::H%MTJI!*M maching impression
U oo siendy o Pt pres impresion

Mature of iy aniicle
Office ol origin ¢

Date of posing t  — —
Copy of the address : ——

{1} Serike out whichever enbry does nod apply.

(*y Im additionio despatch to the officeof destination a copy of theform C=10is senl la
the Administentions of origin ard destisation,
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SecTion |L—5poaLT amp Deracen PosTaGe STaurs

1397. Postage stumps whether wdhesive, embossed, impresssd or
printed which have been :—

(a4} defaced, obliterated, or marked (e, impressed with rubber
or oiher stamp, or bearing penmarks of writing of any kind,
or having anything printed on them otherwise than by the
authority of Government),

{b) sepurated from embossed envelopes, posicards, or wrappers,
(¢) tomm orcut, or

(d) otherwise rendered imperfect
will not be recogmised inm payment of postage or any posial or
telegraph  Fees. Such stamps when found affixed 10 a posal
article, document or telegraph messape will not be  defaced
hut nremark stating why they have been ignored will be
written oa the article, document or jelegmph message,

8. There i3 no prohibition, however., against the wie for the pay-
ment of postage or postal or gelegraph fees of postage stamps perforated
with initizls or other identifying marks traced in minate holes,

~ 299. The prohibition againet the marking of stamps shoulkd be too
stricily enforced in  (he case of emhossed or impressed stamps bormne by
embansed envelopes, wroppers and postoards ; i o say, where a
letter of the address encropches on the stamp, and where 1he encroach-
mznt i obviously accidental, the stamp should be recopntsed. Similarly,
when the seal a by the sender to o repistration envelope happens to
extend over n small part of the embossed stamp, the stamp, should not
be considered imperfect mergly on thalt account. A postage stamp affixed
to articles presented for despatch should nat also be ignored mercly be-
cause it is torm il the tear i% slight and obviously accidentnl. Whenever
it i proposed nmot to recognise an embosied or impréssed stamp,  the
articles should be shown to the postmaster, or sarter, us the case
may he, who shomld himself decide whether the stamp should or should
not be recognised.

300, Embossed envelopes, whather cut opén or not, moay be used as
wrappers for newspapers ete,, buot registration envelopes may not be used
for the transmission of unregistered arricles.

SeenioN . —CouNrearmir of  FrauoUoesTiy  Deracen Coixs
na FomGep CuRpesey NOTES

WM. Treatment of coonterfeit or frandulently defaced silver Coins.—
The following is the procedure for dealing with silver coins, which, after
receipt, are suspected to he counterfeit or to have been  fraudulently
defsced :—

fa) Such coins, whether received from the public or from another
affice, should be sent to the treasury officer for examination.
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IT the cotns are counterfeit of [raudulently defoced, the
treasury officer wall , after cutbing and breaking them, elther
returia the peices or, when he desres (o0 keep them, pay for the
cotns  pccording to the valus of the metal contents, under the
Indinn Coinnge Act, 1906 as adapted in Bangladesh. [In the laster
case, the treasury officer will give the postmaster a voucher
stating that the pi huve been retnined and poling  the
amount paid. W saspected coins which were received from
another office are being sent to the freasury, they should be
enclosed, in a4 cower bearing the name of the office from which
they were received, and the treasury officer should be specialie
nsked to retum this cover with the broken pieces  or  with
the voucher, as the case may require: This will prevent any
mistakes | the office m disposing of the pbeces of the mopey
roceived from  the treasary,

(b} IT the coins were received from  the public, the broken
peeces, or the voucher with the sum stated in i, should be
made over to the official who recieved the coins and this
official should be required 1o pay the face value of the coins,

(c) IT the coins were received from asnother office, the hroken
pieces, or the wvoucher accompansed by the sum  staied in 10,
should be eent to that office with instructions 1o recover the
face value of the cains from the official who received them
from the public snd to remil the amotunt At once.

MoTe | —The . Dhagen, |s aulboticd Lo col of break counferfeid  silver
cains discovered ot this

MoTe 2.—As 0 geneml rule, the official responiitle for accepling from the public
counterfell colng should be required o make good their wabue exgept when the cormer-
feit [s ao cleverly made that i1 camnot be deiecsed with ordinary care and thets is Bo
aegligence on the part of the official accepting the com,

MNotn J.—The procedure laid down in MNote 1 sbove apphies mimis mewreedis o
E:u“ of forged cumrency noles recsived im course of postal amd telegraph CrmAshCs

A—In mb-offices, not siaped at a dreanwry  station, silver ool
which, after  recelpr, are swpeected o be counterfeil or fo have beed
fraudulently defoced, showld be zemr o the  head ce Mo ar  ordings)
remitiguce, except that they showld be  enclozed In @ separate cover, o
which should be written the sumber omd descriprion E' the coirs  and the
wards “suspected to Be  coumterfelt fromfulently gaced . This e
gpﬂrmf; puntatis  mutandiy  in the case of currency motes  mepected  fe be

302. Procedure (o be followed on the presentatlon of forged noles
or comnterfell cons over fhe commter where eash (ransaciions ake pizce
with the public.—The following procedure should be followed when »
forged currency note or & counterfeil coin is tendered by the public
cash transacton with the post oflices (—

[]]I Farged cnerency  mofer—{n) when @ currency note which i
suspected 1o be o forged ooe s presented the tendersr thereol
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should be asked to declare his name and address and oo  his
doing 50 he should be handed an ocknowledpement in  the
following  form 1 —

Hl:‘*m m u - ﬂfI'IIIIIIIII-I{ﬁIJ “ha - tﬂr
Frmved AL A1 i sepected that '
p & SRR Fl;mmd. by Bim is u.nlmm aad it is, 1l:n:|'u::. being sent 1o

the Casresey Officer Tretsury Officer.. v dor  eanmination
Any enquirses regarding the note should be addressed o that  Officer.

(b) The suspecting offices will then forward the note together
with a duplicatz of the acknowlodgement to the nearest
Currency or Treasury Officer for disposal in the usunl manner

(2) Cownserfeir coirs,—The procedure laid down for forged notes
should be followed in the case of counterfeil coins also, the
form of acknowledpement being suitebly amended. In  the
cas¢ of Dacca, however, the Podtmaster, Dacca, should cut
and return counterfeif coind (0 the tenderers. Post Offfices other
than the Dacen Post Office, shoonld refuse to accept diminished
and defaced coins

3} If anote or acoin is presemied, regacding the uinencss of
@ which the receiving cleck has well founded |uuj]-|'-|:!.|l:r“|:, he should
bring the matter at once to the notice of the head of the office
or the senior officer present who should take charge of the note
or coin, and if he is alvo satisfied that the note or coin i coun-
terfeit, he should endewvour to ascertaln the name and addreess
of the presenter and should not return the note or coin even
if pressed to do so, until the case has been investigated. IF, in
the meantinme, the presenter should leave the post office  pre-
mises, the case should be handed over to the police for enguiry

(@) A1l places where there ure branches of the Bangladesh Bank, sus-
pected notes and coins should be sént to such branches of the
Bank. Where there is no branch of the Bangladesh Bank, such notes
and coins should be senf (o treasuries as  usunl. Ordinarily,
the post Office employees showld be capable of ideniifying
counterfeit coins and references to the Ban sh Bank or the local
treasury should be rare. If coins which gannot be clearly iden-
tified as counterfeit are 10 be sgni o the Bangladesh Bank or the
Treasury, as the cuse may be, it should be done once a weok,
or al such intéervals as may be apgreed uvpon  between the
Officer in charge of the Bank or the Treasury OQfficer and the
Postamaster concerned. For  the proper identity and safe cus-
tody of coonterfeit coind when such coins have o be retained
in the post office, the officer-incharge of the office should
himsalf take them over and after enclosing them jn a closed
cover nnd petting them sealed with his own seal, keep them
m his own custody until they are seal to the Baogladesh Bank or
the Treasury as the case may be.



156
APPENDIX

LIST OF ACCOUNT RULES
(Feued wider the authorrisy of the Auditor-General’

RuLes

79,
128,
154.

160,

Extra despaiches of Mails.
Correction  of docyments,

Postage stamps, coins and other articles of
letter-box or on a counter.

Travelling allowances of non-gazetted officers.

valge found i a
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