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POSTMAN / MAILGUARD EXAM 

PAPER-2 

Stamps and Seals 
1. Q: What stamps and seals are supplied to every set? 

ʛĕ ůȌ з ఏ ăȸంыѓ మĠѐ ŋȞɏ సరఫü ŷయబడñğ? 

A: Every set is supplied with a date stamp, a name stamp, a date-seal, and a 'Detained Late Fee Not Paid' 

stamp. 

ʛĕ ůȌ з ఒక žȌ ăȸంȖ, ఒక ƅȚ ăȸంȖ, ఒక žȌ -ŋȞ, మĠѐ ఒక 'Detained Late Fee Not Paid' ăȸంȖ సరఫü 

ŷయబడñğ. 

2. Q: What additional seal is provided to a Sorting Mail Office, and who is responsible for its custody? 

ăĠȸంȄ ŦğȞ ఆĿȣ з అదనంä ఏ ŋȞ సరఫü ŷయబуцంė, మĠѐ óę భʘతз ఎవё øధɇత వĨăȽё? 

A: An insurance seal is supplied to a Sorting Mail Office. The Head Sorting Assistant is responsible for its 

safe custody. 

ăĠȸంȄ ŦğȞ ఆĿȣ з ఒక ఇҒɏŨȕɏ ŋȞ సరఫü ŷయబуцంė. Ļę భʘతз ŰȎ ăĠȸంȄ అħůȸంȌ øధɇత వĨăȽё. 

3. Q: What is a type-box, and where are they kept when not in use? 

ϹȖ-øȂɏ అంż ఏĞĐ, మĠѐ ఉపǓగంǖ ƎనӐу ĀĐę ఎకȮడ ఉంмñё? 

A: A type-box holds the type not in use and name stamps. It is kept in the Record Office, except for offices 

whose staff are exempt from R.O. attendance. 

ϹȖ-øȂɏ ఉపǓగంǖ Ǝę ϹȖ మĠѐ Ɔё ăȸంыలъ కĢĈ ఉంсంė. R.O. Ąజё ъంĒ ĞనĄğంచబĒన 

âüɇలûѓ తపɂ, ĀĐę ĠâȜȺ ఆĿјǖ ఉంмñё. 

4. Q: What is painted on the lid of a type-box? 

ఒక ϹȖ-øȂɏ җతЃ ఏĞ ŢğంȌ ŷయబĒ ఉంсంė? 

A: The lid is painted with the designation of the section or office and the number of the set to which it 

belongs. 

óęЃ ůɕȕ Ǝó âüɇలయం ƯకȮ Ɔё మĠѐ ఆ ŢŘȸз œంėన ůȌ సంఖɇ ŢğంȌ ŷయబĒ ఉంсంė. 

5. Q: To which departments are special date seals supplied? 

ఏ ĒöŨȸɸంȌ з  ʛƁɇక žȌ ŋȞɏ సరఫü ŷయబడñğ? 

A: Special date seals are supplied to the registration and parcel departments with separate sorting 

assistants, and to the mail departments of a Sorting Mail Office where mail exchange duties are performed 

by a different official. 

ʛƁɇక ăĠȸంȄ అħůȸంсɊ ఉనɁ ĠčƓɔషȕ మĠѐ öŨɏȞ ĒöŨȸɸంȌ లз, మĠѐ ŦğȞ ఎŲɏɥంč  Ĥщѓ Ɛƌ అĘâĠŷ 

ęరɌĨంచబž ăĠȸంȄ ŦğȞ ఆĿȣ ƯకȮ ŦğȞ ĒöŨȸɸంȌ లз ʛƁɇక žȌ  ŋȞɏ సరఫü ŷయబడñğ. 
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6. Q: What is the purpose of the ‘Detained Late Fee Not Paid’ stamp and where is it supplied? 

‘Detained Late Fee Not Paid’ ăȸంȖ ƯకȮ ఉƃȿశɇం ఏĞĐ మĠѐ అė ఎకȮడ సరఫü ŷయబуцంė? 

A: This stamp is used for articles with unpaid late fees. It is supplied to mail offices/sections that deal with 

letter box clearance. 

ఈ ăȸంȖ ఆలసɇ ёјя œĢɊంచę ఆĠȸకȞɏ  ƺసం ఉపǓĈంచబуцంė. ఇė ŪటȜ øȂɏ ĆɊయŨȕɏ ъ ęరɌĨంŷ ŦğȞ 

ఆĿјѓ/ůɕనɊз సరఫü ŷయబуцంė. 

7. Q: How is the insurance seal kept secure? 

ఇҒɏŨȕɏ ŋȞ ఎþ јరĩతంä ఉంచబуцంė? 

A: The insurance seal is kept in a box provided with a lock and key. 

ఇҒɏŨȕɏ ŋȞ ñళం మĠѐ ñళం œĤ ఉనɁ ŢŘȸǖ ఉంచబуцంė. 

8. Q: Is the Head Sorting Assistant the only person who can possess the insurance seal? 

ఇҒɏŨȕɏ ŋȞ ъ ŰȎ ăĠȸంȄ అħůȸంȌ úʖƊ కĢĈ ఉండగలü? 

A: Yes, the insurance seal must always remain in the possession of the Head Sorting Assistant. 

అѕъ, ఇҒɏŨȕɏ ŋȞ ఎలɊӐҋ ŰȎ ăĠȸంȄ అħůȸంȌ ఆļనంǖ ఉంîĢ. 

9. Q: What is the rule for the custody of type-boxes and name stamps? 

ϹȖ-øзɏѓ మĠѐ ƅȚ ăȸంыల భʘతз ęయమం ఏĞĐ? 

A: They are to be kept in the Record Office, except for sections where staff are not required to attend the 

R.O. 

ħబɄంė R.O.ǖ Ąజё âనవసరం Ǝę ůɕъɊ తపɂ, ĀĐę ĠâȜȺ ఆĿјǖ ఉంçĢ. 

10. Q: Who is responsible for the safe custody of the insurance seal? 

ఇҒɏŨȕɏ ŋȞ ƯకȮ јరĩతЇన భʘతз ఎవё øщɇѓ? 

A: The Head Sorting Assistant is held responsible for the safe custody of the insurance seal. 

ఇҒɏŨȕɏ ŋȞ ƯకȮ јరĩతЇన భʘతз ŰȎ ăĠȸంȄ అħůȸంȌ øధɇత వĨăȽё. 

Portfolio and Its Contents 
1. Q: What is a portfolio, and what information is painted on it? 

ǎȜȸ ǏĢǓ అంż ఏĞĐ, óęЃ ఏ సúçరం ఉంсంė? 

A: A portfolio is a bag or case supplied to each section. It has a lock and key and is painted with the 

designation of the section and the number of the set it belongs to. 

ǎȜȸ ǏĢǓ అƅė ʛĕ ůɕȕ з సరఫü ŷయబž ఒక øɇȄ Ǝó Ųј. ĻęĆ ñళం మĠѐ ñళం œĤ ఉంìğ, మĠѐ 

óęЃ ఆ ůɕȕ Ɔё మĠѐ అė œంėన ůȌ నంబȜ ఉంìğ. 

2. Q: List the items that are carried inside a portfolio. 

ǎȜȸ ǏĢǓǖ ఉంž వјȽѕѓ. 

A: The portfolio contains Acme covers, bundles of work papers, stamps and seals, writing materials, a box 

of 'safety' matches, a First Aid Box, a duster, an ink pad with tin case, parrot-billed scissors, a pen knife, a 

poker, a wax heater, Due Mail Lists, a Memo of distribution of work, an Error book, Carbolic Soap 
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Cake/Cakes, an Order Book, a Book of service message, forms, a Telegraph Message Code, a type 

tweezer, brass files for papers, and a rubber stamping pad. 

ǎȜȸ ǏĢǓǖ Acme కవёɊ, వȜȮ ƆపరɊ బంĒȞɏ , ăȸంыѓ మĠѐ ŋȞɏ, ˉƓ ŦĴńయȞ, 'ƓĿȸ' అĈȰŢŘȸ, ʛథమ ċĆతɏ 

ŢŘȸ, డసȸȜ, Đȕ Ųȣ ǉ ఇంȂ öɇȎ, öɇŨȌ-ĜȞ కŝȽర, Ţȕ Ђȗ, ǎకȜ, ĀȂɏ ŌటȜ, ҋɇ ŦğȞ Ģјȸѓ, Ŧǒ అȗ 

Ēħɔҕɇషȕ అȗ వȜȮ, ఎʡȜ эȂ, âǔɄĢȂ ǛȖ ŲȂ/ŲȂɏ, ఆరȺȜ эȂ, సńɌȣ ŦƓȉ эȂ , ÷రȚ ѓ, ŘĢʭȗ ŦƓȉ ƺȎ, 

ϹȖ ĴɌజȜ, ƆపరɊ ƺసం ˁస ЄєɊ, మĠѐ రబɄȜ ăȸంĚంȄ öɇȎ ఉంìğ. 

3. Q: Which sections or offices carry Type Boxes and Type Stamps? 

ఏ ůɕъɊ Ǝó âüɇలûѓ ϹȖ øзɏѓ మĠѐ ϹȖ ăȸంыలъ ĹјзŬళñğ? 

A: Type Boxes and Type Stamps are carried only by those sections or offices whose staff are exempt from 

Record Office (R.O.) attendance. 

ϹȖ øзɏѓ మĠѐ ϹȖ ăȸంыѓ ĠâȜȺ ఆĿȣ (R.O.) Ąజё ъంĒ ĞనĄğంచబĒన ħబɄంė ఉనɁ ůɕъɊ Ǝó 

âüɇలûѓ úʖƊ ĹјзŬళñё 

4. Q: Where are Type Boxes and Type Stamps kept for sections that are not exempt from R.O. 

attendance? 

R.O. Ąజё ъంĒ ĞనĄğంచబడę ůɕనɊз ϹȖ øзɏѓ మĠѐ ϹȖ ăȸంыѓ ఎకȮడ ఉంచబడñğ? 

A: They are kept in the Record Office. 

ĀĐę ĠâȜȺ ఆĿјǖ ఉంмñё. 

5. Q: Who is responsible for the safety of the portfolio? 

ǎȜȸ ǏĢǓ భʘతз ఎవё øщɇѓ? 

A: The Head Sorting Assistant or Mail Guard is personally responsible for the safety of the portfolio. 

ŰȎ ăĠȸంȄ అħůȸంȌ Ǝó ŦğȞ äȜȺ ǎȜȸ ǏĢǓ భʘతз వɇĆȽగతంä øధɇత వĨăȽё. 

6. Q: How is the portfolio secured at the headquarters and outstations? 

ʛôన âüɇలయం మĠѐ ఇతర ʛƃāలǖ ǎȜȸ ǏĢǓ ఎþ భʘపరచబуцంė? 

A: The portfolio is secured by means of a lock and key provided both at the headquarters and outstations. 

ʛôన âüɇలయం మĠѐ ఇతర ʛƃāలǖ ǎȜȸ ǏĢǓз ñళం మĠѐ ñళం œĤǉ భʘత కĢɂంచబуцంė. 

7. Q: What items are carried in a sealed bag? 

ŋȞȺ øɇȄ ǖ ఏ వјȽѕѓ ఉంìğ? 

A: A sealed bag contains a sweeping brush, a Late fee notice board, ball twine, sealing wax, a stamp brush, 

labels for bags, just twine, the seal holders and wooden blocks, and covers, etc. 

ŋȞȺ øɇȄ ǖ ŋɌĚంȄ ʝȢ, ƎȌ Ŀо ǍĴј ǐёȺ, øȞ ŘӈɌȕ, ŋĢంȄ ĀȂɏ, ăȸంȖ ʝȢ, øɇйల ƺసం ƎэȞɏ, జȣȸ ŘӈɌȕ, ŋȞ 

ǜలȺёɊ మĠѐ œకȮ øɊȂ ѓ, మĠѐ కవёɊ, ƮదЋనĤ ఉంìğ. 

8. Q: How are the portfolio, sack bag, and sealed bag dispatched and received? 

ǎȜȸ ǏĢǓ, ăȂ øɇȄ, మĠѐ ŋȞȺ øɇȄ ఎþ పంపబడñğ మĠѐ ŋɌకĠంచబడñğ? 

A: These items are dispatched to and received from the mail, record, or Post Offices by the concerned 

section's set. A remark is made on the mail list for these entries, but they are not included in the total. 



V V ACA                             V V ACADEMY=9985525552 FREE MATERIAL hƩps://t.me/vvacademypostaldepart  

WWW.VVACADEMY.COM  V V ACADEMY 

 

4 

ఈ వјȽѕѓ ఆû ůɕనɊ ůȌ óɌü ŦğȞ, ĠâȜȺ, Ǝó ǎȣȸ ఆĿјల ъంĒ పంపబడñğ మĠѐ ŋɌకĠంచబడñğ. 

ఈ ఎం˽ల ƺసం ŦğȞ ĢјȸЃ ఒక Āɇఖɇ ఉంсంė, âĽ అĤ ƮతȽం ŪకȮǖĆ ŷరȳబడѕ. 

9. Q: What is a 'sack bag' and what is it used for? 

‘ăȂ øɇȄ’ అంż ఏĞĐ మĠѐ óęę ƃęĆ ఉపǓĈăȽё? 

A: The sack bag contains empty bags for the use of the section or bags to be returned to the Record Office. 

ăȂ øɇȄ ǖ ఆ ůɕȕ ఉపǓగం ƺసం Ǝó ĠâȜȺ ఆĿȣ з ĕĠĈ పంపîęĆ ãŇ øɇйѓ ఉంìğ. 

Stationery 
1. Q: What is the stationery rate list, and who issues it? 

Ɠȸషనń ƌȌ Ģȣȸ అంż ఏĞĐ, óęę ఎవё éń ŷăȽё? 

A: The stationery rate list is a list showing the quantity or number of stationery articles to be supplied to 

each set of every section and mail office in the Division. It is issued by the Superintendent. 

Ɠȸషనń ƌȌ Ģȣȸ అƅė ĒĤజȕ ǖę ʛĕ ůɕȕ మĠѐ ŦğȞ ఆĿȣ з సరఫü ŷయబž Ɠȸషనń ఆĠȸకȞɏ పĠúణం Ǝó 

సంఖɇъ ҄Ěంŷ Ģјȸ. Ļęę ҠపĠంŘంŚంȌ éń ŷăȽё. 

2. Q: How should the Head Sorting Assistant of a mail office handle the stationery stock? 

ŦğȞ ఆĿȣ ŰȎ ăĠȸంȄ అħůȸంȌ Ɠȸషనń ăȸȂ ъ ఎþ ęరɌĨంçĢ? 

A: The Head Sorting Assistant should issue a sufficient amount of stationery only for the day's 

requirements at the beginning of each day's work. The remaining articles should be kept under lock and 

key. 

ŰȎ ăĠȸంȄ అħůȸంȌ ʛĕ ǔо పę ʿరంభంǖ ఆ ǔо అవసüలз సĠపî Ɠȸషనńę úʖƊ ఇĀɌĢ. ĞĈĢన ఆĠȸకȞɏ 

ъ  ñళం మĠѐ ñళం œĤǉ భʘపరçĢ. 

3. Q: Who supplies the stationery to the Head Sorting Assistant of sections attached to a Record Office, 

and when? 

ĠâȜȺ ఆĿȣ з అъబంధంä ఉనɁ ůɕనɊ ŰȎ ăĠȸంȄ అħůȸంȌ з Ɠȸషనńę ఎవё, ఎӐу సరఫü ŷăȽё? 

A: The Record Officer supplies a month's worth of stationery to the Head Sorting Assistant of each set on 

the 1st of every month. 

ĠâȜȺ ఆĿసȜ ʛĕ šల 1వ žȌ న ʛĕ ůȌ ƯకȮ ŰȎ ăĠȸంȄ అħůȸంȌ з ఒక šల సĠపî Ɠȸషనńę సరఫü ŷăȽё. 

4. Q: What is the procedure for receiving the monthly stationery supply from the Record Officer? 

ĠâȜȺ ఆĿసȜ ъంĒ šలĀń Ɠȸషనń సరఫüъ ŋɌకĠంŷ Ĥôనం ఏĞĐ? 

A: The Head Sorting Assistant must provide a receipt in the stationery register for the month's supply. 

šలĀń సరఫü ƺసం ŰȎ ăĠȸంȄ అħůȸంȌ తపɂęసĠä Ɠȸషనń ĠčసȸȜ ǖ రŋш ఇĀɌĢ. 

5. Q: Where should the Head Sorting Assistant keep the monthly stationery stock? 

ŰȎ ăĠȸంȄ అħůȸంȌ šలĀń Ɠȸషనń ăȸȂ ъ ఎకȮడ ఉంçĢ? 

A: The stock should be kept in a spare bag. 

ăȸȂ ъ ఒక ãŇ øɇȄ ǖ ఉంçĢ. 

6. Q: What should be done with the stationery after the required articles for one trip are given out? 

ఒక ˙Ȗ з అవసరЇన ఆĠȸకȞɏ ъ  ఇċȳన తüɌత Ɠȸషనńę ఏĞ ŷûĢ? 
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A: After giving out the articles, the bag should be closed and sealed with the date seal of the set. 

ఆĠȸకȞɏ ъ  ఇċȳన తüɌత, øɇйъ ůȌ ƯకȮ žȌ ŋȞ ǉ җħƐħ ŋȞ ŷûĢ. 

7. Q: Who is responsible for the custody of the sealed stationery bag? 

ŋȞ ŷħన Ɠȸషనń øɇȄ భʘతз ఎవё øщɇѓ? 

A: The bag is deposited for custody, under lock and key, by the Record Officer in the box provided for it at 

the Record Office. 

ĠâȜȺ ఆĿȣ ǖę ŢŘȸǖ ĠâȜȺ ఆĿసȜ óęę ñళం మĠѐ ñళం œĤǉ భʘపёăȽё. 

8. Q: What happens to any unconsumed stationery at the end of the month? 

šల ċవĠǖ ఉపǓĈంచę ƓȸషనńĆ ఏĞ జёйцంė? 

A: Any unconsumed articles must be detailed and deposited at the end of the month. 

ఉపǓĈంచę ఆĠȸకȞɏ ъ  (ఏЍõ ఉంż) šల ċవĠǖ ĤవĠంċ, ĕĠĈ అపɂĈంçĢ. 

Daily Report (M.S. 83)-ǔо Āń ęƐėక  
1. Q: Who is required to submit the daily report (M.S. 83), and to whom is it submitted? 

ϻņ ĠǎȜȸ (M.S. 83)ъ ఎవё సమĠɂంçĢ మĠѐ ఎవĠĆ సమĠɂంçĢ? 

A: The Head Sorting Assistant is required to submit the daily report to the Superintendent (or the 

Superintendent (Sorting)) through the Record Officer. 

ŰȎ ăĠȸంȄ అħůȸంȌ ĠâȜȺ ఆĿసȜ óɌü ҠపĠంŘంŚంȌ (Ǝó ҠపĠంŘంŚంȌ (ăĠȸంȄ))з ϻņ ĠǎȜȸ ъ 

సమĠɂంçĢ. 

2. Q: What should be included in the daily report? 

ϻņ ĠǎȜȸ ǖ  ఏĞ ŷüȳĢ? 

A: The daily report should include the irregularities observed by the Head Sorting Assistant or reported to 

him by other Sorting Assistants of the set. It should also include a copy of all telegrams/faxes dispatched 

by the set and the original of all telegrams/faxes received. 

ϻņ ĠǎȜȸ ǖ  ŰȎ ăĠȸంȄ అħůȸంȌ గమęంċన Ǝó ఇతర ăĠȸంȄ అħůȸంсɊ ęƐėంċన అʇúѓ ఉంîĢ. ఇంшǖ ůȌ 

óɌü పంపబĒన అęɁ ŘĢʭȚ ѓ/÷ɇȂɏ ల âľ మĠѐ ŋɌకĠంచబĒన అęɁ ŘĢʭȚ ѓ/÷ɇȂɏ ల అసѓ âľ ѿî 

ఉంîĢ. 

3. Q: How should the Head Sorting Assistant write the daily report? 

ŰȎ ăĠȸంȄ అħůȸంȌ ϻņ ĠǎȜȸ ъ ఎþ üûĢ? 

A: The daily report should be written by the Head Sorting Assistant from the rough notebooks of the set. 

Each entry should be brief but contain all necessary particulars, starting with the name of the 

office/section at fault. 

ŰȎ ăĠȸంȄ అħůȸంȌ ůȌ ƯకȮ రȗ ǍȌ эȂɏ  ъంĒ ϻņ ĠǎȜȸ ъ üûĢ. ʛĕ ఎం˽ సంĩపȽంä ఉంîĢ, âĽ అęɁ 

అవసరЇన Ĥవüలъ కĢĈ ఉంîĢ. తӐ ŷħన ఆĿȣ/ůɕȕ Ɔёǉ ʿరంĝంçĢ. 

4. Q: What details should be mentioned for dispatched telegrams/faxes in the daily report? 

ϻņ ĠǎȜȸ ǖ పంపబĒన ŘĢʭȚ ѓ/÷ɇȂɏ ల ƺసం ఏ Ĥవüలъ ƆưȮõĢ? 
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A: The time of dispatch, class, and name of the station from which it was sent should be mentioned. These 

details should be taken from the copy of the message in the service message book. 

పంపబĒన సమయం, âɊȣ మĠѐ ఏ Ɠȸషȕ ъంĒ పంపబĒంė అƅ Ĥవüలъ ƆưȮõĢ. ఈ Ĥవüలъ సńɌȣ ŦƓȉ 

эȂ ǖ ఉనɁ ŦƓȉ âľ ъంĒ ĹјƺĀĢ. 

5. Q: What should be done with received telegrams/faxes? 

ŋɌకĠంచబĒన ŘĢʭȚ ѓ/÷ɇȂɏ లǉ ఏĞ ŷûĢ? 

A: Received telegrams/faxes should be attached in original to the daily report, with the action taken on 

them (if any) stated in the report. 

ŋɌకĠంచబĒన ŘĢʭȚ ѓ/÷ɇȂɏ లъ ϻņ ĠǎȜȸ з అసѓ âľలъ జతŷûĢ, ĀĐЃ ĹјзనɁ చరɇ (ఏЀõ ఉంż) 

ęƐėకǖ ƆưȮõĢ. 

6. Q: What should the Head Sorting Assistant do if they apply for extra train accommodation? 

ŰȎ ăĠȸంȄ అħůȸంȌ అదనы Љѓ వసĕ ƺసం దరãјȽ ŷƓȽ ఏĞ ŷûĢ? 

A: They should forward a carbon copy of the requisition made by them for such accommodation along 

with their daily report. 

Āё అþంĐ వసĕ ƺసం ŷħన అభɇరȾన ƯకȮ âరɄȕ âľę ĀĠ ϻņ ĠǎȜȸ ǉ öс పంöĢ. 

7. Q: How should the entries in the daily report be numbered? 

ǔоĀń ęƐėకǖę ఎం˽లз ఎþ నంబȜ ఇĀɌĢ? 

A: The entries should be numbered in a consecutive series for each report. 

ʛĕ ęƐėకз ఎం˽ѓ ఒక వёస ʇమంǖ నంబȜ ŷయబîĢ. 

8. Q: What is an 'extract report'? 

'ఎȂɏ ɻ Ȃȸ ĠǎȜȸ' అంż ఏĞĐ? 

A: Each entry should be neatly copied into a form of extract report, which should bear the same number 

as the original entry. 

ʛĕ ఎం˽ę ఎȂɏ ɻ Ȃȸ ĠǎȜȸ ÷రంǖ చకȮä âľ ŷûĢ, ĻęĆ అసѓ ఎం˽ వŪ అƃ నంబȜ ఉంîĢ. 

9. Q: What is the role of an LSG Supervisor in a Mail Office regarding the daily report? 

ǔоĀń ęƐėకз సంబంĘంċ ŦğȞ ఆĿȣ ǖ LSG ҠపȜ ЍజȜ öʖ ఏĞĐ? 

A: Each LSG Supervisor submits a daily note in a prescribed form to the Head Sorting Assistant, who then 

forwards it to the Divisional Office along with their daily report. 

ʛĕ LSG ҠపȜ ЍజȜ ఒక ęƌȿĥత ÷రంǖ ϻņ ǍȌ ъ ŰȎ ăĠȸంȄ అħůȸంȌ з సమĠɂăȽё, Āё óęę ĀĠ ϻņ ĠǎȜȸ 

ǉ öс ĒĤజనȞ ఆĿȣ з పంыñё. 

10. Q: What happens to the daily notes submitted by LSG Supervisors in the Divisional Office? 

ĒĤజనȞ ఆĿȣ ǖ LSG ҠపȜ ЍజёɊ సమĠɂంċన ǔоĀń ǍటɊз ఏĞ జёйцంė? 

A: They are carefully scrutinized, necessary action is taken, and then they are filed along with the Head 

Sorting Assistant's daily report. 

ĀĐę éʉతȽä పĠŉĢంċ, అవసరЇన చరɇ Ĺјзę, ఆЃ ŰȎ ăĠȸంȄ అħůȸంȌ ƯకȮ ϻņ ĠǎȜȸ ǉ  öс ЄȞ ŷăȽё. 

11. Q: Which format does a Supervisor, Speed Post Centre use for their daily report? 
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ŋɂȎ ǎȣȸ ůంటȜ ҠపȜ ЍజȜ తమ ϻņ ĠǎȜȸ ƺసం ఏ ÷üɆȌ ъ ఉపǓĈăȽё? 

A: The Supervisor, Speed Post Centre uses the same format (MS 83) for submitting their daily report to the 

Manager, Speed Post. 

ŋɂȎ ǎȣȸ ůంటȜ ҠపȜ ЍజȜ తమ ϻņ ĠǎȜȸ ъ ƊƅజȜ, ŋɂȎ ǎȣȸ з సమĠɂంచîęĆ అƃ ÷üɆȌ (MS 83)ъ 

ఉపǓĈăȽё. 

Mail Abstract (M.42/M.43) 
Q1: What is a Mail Abstract? 

ŦğȞ అȘ ăɔȂȸ అంż ఏĞĐ? 

A: A Mail Abstract is a record used to show details of mails and bags received and dispatched by Transit 

Sections and Mail Offices. 

ŦğȞ అøɏɔȂȸ అƅė ʵęɏȌ ůɕъɊ మĠѐ ŦğȞ ఆĿјѓ ŋɌకĠంċన మĠѐ పంĚన ŦğȞɏ మĠѐ øɇйѓ 

Ĥవüలъ ҄ĚంచîęĆ ఉపǓĈంŷ ĠâёȺ. 

Q2: Which forms are used for preparing Mail Abstracts? 

ŦğȞ అȘ ăɔȂȸ లъ ħదɀం ŷయîęĆ ఏ ÷రȚ లъ ఉపǓĈăȽё? 

A: Form M-42 is used for Transit Sections, and Form M-43 is used for Mail Offices. 

ŦğȞ అøɏɔȂȸ ħదɀం ŷయîęĆ ʵęɏȌ ůɕనɊ ƺసం M-42 మĠѐ ŦğȞ ఆĿјల ƺసం M-43 ÷రȚ 

ఉపǓĈంచబуцంė. 

Q3: Into how many parts is the mail abstract divided, and what are they? 

ŦğȞ అøɏɔȂȸ  ఎęɁ ùäѓä Ĥభčంచబуцంė మĠѐ అĤ ఏĤ? 

A: The mail abstract is divided into two parts – (i) Mails and (ii) Bags. 

ŦğȞ అøɏɔȂȸ  Ũంу ùäѓä Ĥభčంచబуцంė – (i) ŦğȞɏ మĠѐ (ii) øɇȄɏ. 

Q4: What details are shown under ‘Receipts’ in the “Mails” part of the abstract? 

“ŦğȞɏ” ùగంǖ ‘రŋш’ (Receipts) Ćంద ఏ Ĥవüѓ ҄ĚăȽё? 

A: Under "Receipts", it shows – 

Number of due mails to be received, 

 Number actually received, 

 Number of unusual mails received, 

 Bags opened by the section/office, 

 Forward bags received. 

“Receipts” Ćంద ఇþ ҄ĚăȽё – 

 ŋɌకĠంచవలħన ŦğȞɏ సంఖɇ, 

 ĀసȽవంä ŋɌకĠంċనĤ, 

 అăôరణ ŦğȞɏ వċȳనĤ, 

 ůɕȕ / ఆĿȣ ŝĠċన øɇйѓ, 

 ÷రɌȜȺ øɇйѓ. 
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Q5: What details are shown under ‘Dispatches’ in the “Mails” part of the abstract? 

“ŦğȞɏ” ùగంǖ ‘Ēăɂȇ ’ (Dispatches) Ćంద ఏ Ĥవüѓ ҄ĚăȽё? 

A3: Under "Dispatches", it shows – 

Number of due mails to be dispatched, 

 Number actually dispatched, 

 Bags closed by the section/office, 

 Forward bags dispatched. 

“Dispatches” Ćంద ఇþ ҄ĚăȽё – 

 పంపవలħన ŦğȞɏ సంఖɇ, 

 పంĚన ĀసȽవ సంఖɇ, 

 ůɕȕ / ఆĿȣ җħన øɇйѓ, 

 పంĚన ÷రɌȜȺ øɇйѓ. 

Q6: What condition should the totals of forward bags satisfy? 

÷రɌȜȺ øɇйల ƮతȽం ఏ Ĥధంä సĠǎĀĢ? 

A: The totals of forward bags on both sides (Receipts and Dispatches) must agree. 

÷రɌȜȺ øɇйల ƮతȽం రŋш (Receipts) మĠѐ Ēăɂȇ  ŨంĒంĐǖҒ ఒŲþ ఉంîĢ. 

Q7: What details are shown under ‘Receipts’ in the “Bags” part? 

“øɇȄɏ” ùగంǖ ‘రŋш’ (Receipts) Ćంద ఏ Ĥవüѓ ҄ĚăȽё? 

A: Under "Receipts", it shows the number of empty bags of each description due to be received from 

UBO/DBO. 

“Receipts” Ćంద UBO/DBO ъంĒ üవలħన ãŇ øɇйల సంఖɇъ మĠѐ ĀĐ రâలъ ҄ĚăȽё. 

Q8: What details are shown under ‘Dispatches’ in the “Bags” part? 

“øɇȄɏ” ùగంǖ ‘Ēăɂȇ ’ (Dispatches) Ćంద ఏ Ĥవüѓ ҄ĚăȽё? 

A: Under "Dispatches", it shows – 

 Number of bags of each description due and actually dispatched, 

 Bags returned to record or sub-record office. 

“Dispatches” Ćంద ఇþ ҄ĚăȽё – 

 పంపవలħన మĠѐ పంĚన øɇйల సంఖɇ, 

 ĠâёȺ Ǝó సȘ ĠâёȺ ఆĿȣ з ĕĠĈ పంĚన øɇйѓ. 

Q9: What should be the condition of totals in the “Bags” part? 

“øɇȄɏ” ùగంǖ ƮñȽѓ ఎþ సĠǎĀĢ? 

A: The totals on both sides (Receipts and Dispatches) should agree. 

“Receipts” మĠѐ “Dispatches” ŨంĒంĐǖҒ ƮñȽѓ ఒŲþ ఉంîĢ. 

Q10: Where are the particulars of bags (insured, paid station, registered bundles) shown? 

øɇйల Ĥవüѓ (ఇҒɏɹȜȺ, ƆȎ Ɠȸషȕ, ĠčసȸȜȺ బంĒȞɏ) ఎకȮడ ҄ĚăȽё? 
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A: These particulars are shown on the reverse side of the form. 

øɇйల ఈ Ĥవüѓ ÷రȚ Ŭъక ùగంǖ ҄ĚăȽё. 

Q11: What abnormal situations are explained in the mail abstract? 

ŦğȞ అøɏɔȂȸ ǖ ఏЍõ అăôరణ పĠħȾцలъ ఎþ ҄ыñё? 

A: It explains – 

 When due mails opened/closed or forward bags are short or excess, 

 When bags received/dispatched differ from the description due, 

 Each case must have an explanation for the difference. 

ఇకȮడ Ĥవరంä ҄ĚăȽё – 

 ҋɇ ŦğȞɏ Ǝó ÷రɌȜȺ øɇйѓ తзȮవ Ǝó ఎзȮవä ఉనɁӐу, 

 అంėన/పంĚన øɇйల రâѓ ҋɇ రâలз ĝనɁంä ఉనɁӐу, 

 ʛĕ Ɓîз âరణం üûĢ. 

Q12: Who provides information about due bags and empty bags before issuing the mail abstract? 

ŦğȞ అøɏɔȂȸ ఇవɌîęĆ яంш ҋɇ øɇйѓ మĠѐ ãŇ øɇйల Ĥవüѓ ఎవё ఇăȽё? 

A: The Record Officer provides this information before issuing the mail abstract. 

ఈ Ĥవüలъ ĠâёȺ అĘâĠ ŦğȞ అøɏɔȂȸ  ఇవɌîęĆ яంш అంėăȽё. 

Q13: How are extra mail bags, paid station bundles, and registered bundles shown in the abstract? 

అదనы ŦğȞ øɇйѓ, ƆȎ Ɠȸషȕ బంĒȞɏ, ĠčసȸȜȺ బంĒȞɏ అøɏɔзȸǖ ఎþ ҄ĚăȽё? 

A: They are shown similar to unusual bags, with a reference under “Details of unusual bags” and a remark 

like “including (number) extra bags” at the foot of the form. 

ĀĐę అăôరణ øɇйþɊŴ ҄ĚăȽё. “Details of unusual bags” Ćంద Ҡచన ఇăȽё మĠѐ ÷రȚ ċవర 

“అదనంä (సంఖɇ) øɇйѓ” అę üăȽё. 

Q15: How are extra transit bags shown in the mail abstract? 

అదనы ʵęɏȌ øɇйѓ ŦğȞ అøɏɔȂȸ ǖ ఎþ ҄ĚăȽё? 

A: They are shown like unusual bags, but the word “extra” is used in place of “unusual.” 

ĀĐę ѿî unusual bags þ ҄ĚăȽё âĽ “unusual” అనɁ పదం బшѓ “extra” అę Āడñё. 

Q16: In case of sections, how are the entries for out-trip and in-trip recorded in the abstract? 

ůɕనɊ సందరɅంǖ, ఔȌ-˙Ȗ మĠѐ ఇȕ-˙Ȗ Ĥవüѓ ఎþ üయబడñğ? 

A: For sections, entries for out-trip and in-trip are shown separately in the mail abstract. 

ůɕనɊǖ ఔȌ-˙Ȗ  మĠѐ ఇȕ-˙Ȗ  Ĥవüѓ ʛƁɇకంä üయబడñğ. 

Exchange of Mail 
1. Q: Where does the due mail list show the stations for a section and the hours for a mail office? 

ఒక ůɕȕ з ҋɇ ŦğȞ Ģȣȸ ƓȸషనɊъ మĠѐ ŦğȞ ఆĿȣ з గంటలъ ఎకȮడ ҄ыцంė? 

A: The due mail list of a section shows the stations, and that of a mail office shows the hours at which 

mails are received and dispatched. 
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ఒక ůɕȕ ƯకȮ ҋɇ ŦğȞ Ģȣȸ ƓȸషనɊъ ҄ыцంė, మĠѐ ఒక ŦğȞ ఆĿȣ ҋɇ ŦğȞ Ģȣȸ ŦğȞɏ ŋɌకĠంచబž 

మĠѐ పంపబž సమûలъ ҄ыцంė. 

2. Q: What is the standard procedure for a Mail Agent/Mail Guard of a section regarding mail delivery 

and receipt? 

ఒక ůɕȕ ƯకȮ ŦğȞ ఏŕంȌ/ŦğȞ äȜȺ ŦğȞ ŚĢవń మĠѐ ŋɌకరణз సంబంĘంċ öĐంచవలħన ʿúĔక 

Ĥôనం ఏĞĐ? 

A: On arrival at a station, they must take delivery of the mails for the set before giving out those for 

dispatch. 

Ɠȸషȕ з ŷёзనɁ తüɌత, Āё పంĚంచవలħన ŦğȞɏ ъ ఇŷȳ яంш ఆ ůȌ з వċȳన ŦğȞɏ ъ ĹјƺĀĢ. 

3. Q: What is the standard procedure for a Mail Agent/Mail Guard of a mail office regarding mail delivery 

and receipt? 

ఒక ŦğȞ ఆĿȣ ƯకȮ ŦğȞ ఏŕంȌ/ŦğȞ äȜȺ ŦğȞ ŚĢవń మĠѐ ŋɌకరణз సంబంĘంċ öĐంచవలħన 

ʿúĔక Ĥôనం ఏĞĐ? 

A: They should first hand over the bags for dispatch and then take delivery of the bags for the office. 

Āё Ʈదట పంĚంచవలħన øɇйలъ అపɂĈంċ, ఆ తüɌత ఆ ఆĿјз వċȳన øɇйలъ ĹјƺĀĢ. 

4. Q: What is the exception to the standard procedure for a section's Mail Agent/Mail Guard? 

ఒక ůɕȕ ƯకȮ ŦğȞ ఏŕంȌ/ŦğȞ äȜȺ з ʿúĔక ĤôõęĆ ĞనĄğంы ఏĞĐ? 

A: At important stations with a large volume of bags, the Head of Circle may authorize the Mail 

Agent/Mail Guard to deliver their mails before receiving those for onward transmission to make space in 

the mail van. 

ఎзȮవ సంఖɇǖ øɇйѓ ఎŲɏɥంč  ŷయబž яఖɇЇన ƓȸషనɊǖ, ŦğȞ Āɇȕ ǖ సȾలం ŷయîęĆ, ŦğȞ 

ఏŕంȌ/ŦğȞ äȜȺ яంшз పంపవలħన ŦğȞɏ ŋɌకĠంŷ яంш ĀĠ ŦğȞɏ ъ ŚĢవń ŷయîęĆ ŰȎ ఆȗ 

సĠȮȞ అъమĕ ఇవɌవмȳ. 

5. Q: Is a mail carrier permitted to enter the mail van when exchanging mails with a section?  

ఒక ŦğȞ âɇĠయȜ ఒక ůɕȕ ǉ ŦğȞɏ ఎŲɏɥంč  ŷƓటӐу ŦğȞ Āɇȕ ǖĆ ʛƐĥంచîęĆ అъమĕ ఉంó? 

A: No, the carrier is not permitted to enter the van. Bags should be passed through the door or window of 

the van whenever possible. 

Ǝш, âɇĠయȜ Āɇȕ ǖĆ ʛƐĥంచîęĆ అъమĕంచబడё. ăధɇЇనంతవరз, øɇйѓ Āɇȕ ƯకȮ తѓы Ǝó ĆĐĪ 

óɌü పంపబîĢ. 

6. Q: Where should mails exchanged between a mail office and the local Post Office be received and 

delivered? 

ఒక ŦğȞ ఆĿȣ మĠѐ ăȾęక ǎȣȸ ఆĿȣ మధɇ ఎŲɏɥంč  ŷయబž ŦğȞɏ ఎకȮడ ŋɌకĠంచబîĢ మĠѐ ŚĢవń 

ŷయబîĢ? 

A: They should be received and delivered at the door of the mail office. The carrier is not permitted to 

enter. 



V V ACA                             V V ACADEMY=9985525552 FREE MATERIAL hƩps://t.me/vvacademypostaldepart  

WWW.VVACADEMY.COM  V V ACADEMY 

 

11 

అĤ ŦğȞ ఆĿȣ ƯకȮ తѓы వదȿ ŋɌకĠంచబîĢ మĠѐ ŚĢవń ŷయబîĢ. âɇĠయȜ з ǖపĢĆ ʛƐĥంచîęĆ 

అъమĕ Ǝш. 

7. Q: Under what circumstances may an official of a mail office enter a mail van? 

ఏ పĠħȾцలǖ ఒక ŦğȞ ఆĿȣ అĘâĠ ŦğȞ Āɇȕ ǖĆ ʛƐĥంచవмȳ? 

A: The Postmaster-General may permit officials of a mail office to enter the mail van to help in loading or 

unloading mails, where necessary. 

అవసరЇన ƿట, ŦğȞɏ ǖȎ ŷయడంǖ Ǝó అȕ ǖȎ ŷయడంǖ సĄయపడìęĆ ǎȣȸ úసȸȜ-జనరȞ ఒక ŦğȞ 

ఆĿȣ అĘâёలз ŦğȞ Āɇȕ ǖĆ ʛƐĥంచîęĆ అъమĕ ఇవɌవмȳ. 

8. Q: What specific duty might an official from a mail office perform inside a section's mail van? 

ఒక ŦğȞ ఆĿȣ ъంĒ వċȳన అĘâĠ ůɕȕ ƯకȮ ŦğȞ Āɇȕ ǖపల ఏ ęĠȿషȸ పęę ŷయవмȳ? 

A: The Head Sorting Assistant, Mail Agent, or any other official of a mail office may enter a section's mail 

van for opening or closing cage TBs as prescribed in the due mail list. 

ŰȎ ăĠȸంȄ అħůȸంȌ, ŦğȞ ఏŕంȌ, Ǝó ఒక ŦğȞ ఆĿȣ ƯకȮ ఇతర అĘâĠ ҋɇ ŦğȞ Ģȣȸ ǖ Ҡċంċన 

Ĥధంä Ųȉ Ĵŀలъ ŝరవîęĆ Ǝó җħƐయîęĆ ఒక ůɕȕ ƯకȮ ŦğȞ Āɇȕ ǖĆ ʛƐĥంచవмȳ. 

9. Q: Where should mail exchange take place in a mail van when necessary? 

అవసరЇనӐу ŦğȞ ఎŲɏɥంč  ŦğȞ Āɇȕ ǖ ఎకȮడ జరäĢ? 

A: The exchange should be done at both the doorways of the main entrance and mail carriage portions of 

the sections when it is necessary and prescribed. 

అవసరЇనӐу మĠѐ ęƌȿĥంċనӐу, ŦğȞ ఎŲɏɥంč  ůɕనɊ ƯకȮ ʛôన ʛƐశం మĠѐ ŦğȞ âɇƌȉ 

ùäలǖę Ũంу óɌüల వదȿ జరäĢ. 

10. Q: When is a receipt book used for mail exchange? 

ŦğȞ ఎŲɏɥంč  ƺసం రŋш ыసȽకం ఎӐу ఉపǓĈంచబуцంė? 

A: A receipt book is used in all cases of mail exchange where no mail list is used. The receipt should be 

taken for a bag by the Post Office, mail office, or section. 

ŦğȞ Ģȣȸ ఉపǓĈంచę అęɁ ŦğȞ ఎŲɏɥంč  సందüɅలǖ రŋш ыసȽకం ఉపǓĈంచబуцంė. øɇȄ з రŋшъ 

ǎȣȸ ఆĿȣ, ŦğȞ ఆĿȣ Ǝó ůɕȕ ĹјƺĀĢ. 

11. Q: How are receipts taken when a mail list is used? 

ŦğȞ Ģȣȸ ఉపǓĈంċనӐу రŋшѓ ఎþ Ĺјƺబడñğ? 

A: In other cases, receipt should be taken by the mail carrier in the Mail Peon’s Book (Form MS-28). 

ఇతర సందüɅలǖ, ŦğȞ âɇĠయȜ ŦğȞ ғɇȕ эȂ (÷రం MS-28)ǖ రŋш ĹјƺĀĢ. 

12. Q: Why should every section carry spare mail list forms? 

ʛĕ ůɕȕ అదనы ŦğȞ Ģȣȸ ÷üలъ ఎంшз కĢĈ ఉంîĢ? 

A: Every section must carry spare forms to prepare the triplicate copy of the mail list when necessary. 

అవసరЇనӐу ŦğȞ Ģȣȸ ƯకȮ ˙ĚɊŲȌ âľę తûё ŷయîęĆ ʛĕ ůɕȕ అదనы ÷üలъ కĢĈ ఉంîĢ. 

13. Q: Who can delegate the duties of a Head Sorting Assistant in large offices and sections? 

Ţదȿ ఆĿјѓ మĠѐ ůɕనɊǖ ŰȎ ăĠȸంȄ అħůȸంȌ Ĥщల øధɇతలъ ఎవё అపɂĈంచవмȳ? 
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A: In large offices and sections, the Head of Circle may order for part or whole of the work to be 

performed by a specially appointed official or the Second Sorting Assistant. 

Ţదȿ ఆĿјѓ మĠѐ ůɕనɊǖ, ŰȎ ఆȗ సĠȮȞ ʛƁɇకంä ęయĞంచబĒన అĘâĠ Ǝó ůకంȎ ăĠȸంȄ అħůȸంȌ óɌü 

పęǖ Ɩంత ùäęɁ Ǝó ƮతȽం పęę ęరɌĨంచîęĆ ఆƃĥంచవмȳ. 

14. Q: How are the distributed duties of a Head Sorting Assistant documented? 

ŰȎ ăĠȸంȄ అħůȸంȌ ƯకȮ పంĚĸ ŷయబĒన Ĥщѓ ఎþ îзɇŦంȌ ŷయబడñğ? 

A: The duties so distributed should be shown in the memo of distribution of work issued by the 

Superintendent. 

ఈ Ĥధంä పంĚĸ ŷయబĒన Ĥщѓ ҠపĠంŘంŚంȌ éń ŷƓ Ēħɔҕɇషȕ అȗ వȜȮ ǖ ҄పబîĢ. 

15. Q: In large offices, what should be done when bags or articles are transferred between officials? 

Ţదȿ ఆĿјలǖ, øɇйѓ Ǝó ఆĠȸకȞɏ  అĘâёల మధɇ బėņ అğనӐу ఏĞ ŷûĢ? 

A: The concerned official and the Head Sorting Assistant must enter every bag or article transferred in the 

mail lists exchanged from time to time, and the signature of the receiving officer must be taken. 

సంబంĘత అĘâĠ మĠѐ ŰȎ ăĠȸంȄ అħůȸంȌ ఎపɂĐకӐу ఎŲɏɥంč  ŷయబĒన ŦğȞ Ģјȸలǖ బėņ ŷయబĒన ʛĕ 

øɇȄ Ǝó ఆĠȸకȞ ъ  తపɂęసĠä నǒш ŷûĢ, మĠѐ ŋɌకĠంŷ అĘâĠ ƯకȮ సంతకం ĹјƺĀĢ. 

Cage T.B. 
1. Q: Who is responsible for handling a Cage TB addressed from a mail office of an originating station to a 

mail office of a terminal station? 

ఒక ఆరంభ Ɠȸషȕ ƯకȮ ŦğȞ ఆĿȣ ъంĒ ఒక ŘĠɆనȞ Ɠȸషȕ ƯకȮ ŦğȞ ఆĿȣ з పంపబĒన Ųȉ Ĵŀę 

ęరɌĨంచîęĆ ఎవё øщɇѓ? 

A: The Head Sorting Assistant is responsible for handling it. 

ŰȎ ăĠȸంȄ అħůȸంȌ óęę ęరɌĨంచîęĆ øщɇѓ. 

2. Q: What is the first step a Head Sorting Assistant should take upon receiving a Cage TB?  

Ųȉ Ĵŀę అంшзనɁ తüɌత ŰȎ ăĠȸంȄ అħůȸంȌ ƮదĐ దశä ఏĞ ŷûĢ? 

A: The Head Sorting Assistant should enter the mail van and examine the seal and fastening to ascertain if 

they have been tampered with. 

ŰȎ ăĠȸంȄ అħůȸంȌ ŦğȞ Āɇȕ ǖĆ ʛƐĥంċ, ŋȞ మĠѐ కటȸలъ తęī ŷħ, అĤ ñёúё ŷయబîȺǓ Ǝǋ 

ęüɀĠంмƺĀĢ. 

3. Q: What should the Head Sorting Assistant do after examining the seal and fastening of the Cage TB? 

Ųȉ Ĵŀ ƯకȮ ŋȞ మĠѐ కటȸలъ తęī ŷħన తüɌత ŰȎ ăĠȸంȄ అħůȸంȌ ఏĞ ŷûĢ? 

A: They should open the Cage TB and examine the seals, cords, labels, and condition of the bags inside. 

Āё Ųȉ Ĵŀę ŝĠċ, ǖపల ఉనɁ øɇйల ŋȞɏ, ʺуѓ, ƎэȞɏ మĠѐ పĠħȾĕę తęī ŷûĢ. 

4. Q: How should the bags inside the Cage TB be checked? 

Ųȉ Ĵŀ ǖపల ఉనɁ øɇйలъ ఎþ తęī ŷûĢ? 

A: The bags should be checked with the mail list contained in the Cage TB. 

øɇйలъ Ųȉ Ĵŀǖ ఉనɁ ŦğȞ Ģȣȸ ǉ తęī ŷûĢ. 
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5. Q: What is the final step after checking all the contents of the Cage TB? 

Ųȉ Ĵŀǖę అęɁ వјȽѕలъ తęī ŷħన తüɌత ċవĠ దశ ఏĞĐ? 

A: The bags should then be taken delivery of. 

ఆ తüɌత øɇйలъ ŋɌకĠంçĢ. 

6. Q: How should the key of the Cage T.B be forwarded? 

Ųȉ Ĵŀ ƯకȮ ñళం œĤę ఎþ పంĚంçĢ? 

A: The key of the Cage T.B is to be forwarded in a sealed cover. 

Ųȉ Ĵŀ ƯకȮ ñళం œĤę ŋȞ ŷħన కవȜ ǖ పంĚంçĢ. 

7. Q: What is the purpose of checking the seals and fastenings of the Cage TB? 

Ųȉ Ĵŀ ƯకȮ ŋȞɏ మĠѐ కĴన ñу తęī ŷయడం ƯకȮ ఉƃȿశɇం ఏĞĐ? 

A: The purpose is to ascertain whether they have been tampered with or not. 

అĤ ñёúё ŷయబîȺǓ Ǝǋ ęüɀĠంмƺవడƊ Ļę ఉƃȿశɇం. 

Disposal of Mails Addressed to a Section or Mail Office 
1. Q: How should a Mail Guard or Mail Agent handle transit bags addressed to a section or mail office? 

ఒక ůɕȕ Ǝó ŦğȞ ఆĿȣ з పంపబĒన ʵęɏȌ øɇйలъ ŦğȞ äȜȺ Ǝó ŦğȞ ఏŕంȌ ఎþ ęరɌĨంçĢ? 

A: The Mail Guard or Mail Agent should personally open the transit bags, carefully examine the bags 

inside, especially account and branch office bags, and compare them with the entries in the mail lists 

found within the transit bags. 

ŦğȞ äȜȺ Ǝó ŦğȞ ఏŕంȌ ʵęɏȌ øɇйలъ సɌయంä ŝరĀĢ, ǖపల ఉనɁ øɇйలъ, яఖɇంä అǞంȌ 

మĠѐ ˁంȇ ఆĿȣ øɇйలъ éʉతȽä పĠŉĢంċ, ʵęɏȌ øɇйలǖ ఉనɁ ŦğȞ Ģјȸలǖę ఎం˽లǉ ǎĢȳ ҄îĢ. 

2. Q: What is the procedure for handling bags addressed to a sorting mail office? 

ఒక ăĠȸంȄ ŦğȞ ఆĿȣ з పంపబĒన øɇйలъ ęరɌĨంŷ Ĥôనం ఏĞĐ? 

A: The bags addressed to the office itself should be dealt with first. Parcel bags should be entered in the 

mail abstract and then transferred to the Parcel Sorting Assistant under receipt. Mail bags, branch office 

bags, and packet bags should be dealt with as per the rules in the next chapter. 

ఆ ఆĿјз పంపబĒన øɇйలъ Ʈదట ęరɌĨంçĢ. öŨɏȞ øɇйలъ ŦğȞ అȘ ăɔȂȸ ǖ నǒш ŷħ, రŋш Ćంద 

öŨɏȞ ăĠȸంȄ అħůȸంȌ з బėņ ŷûĢ. ŦğȞ øɇйѓ, ˁంȇ ఆĿȣ øɇйѓ మĠѐ öɇŎȌ øɇйలъ తшపĠ 

అôɇయంǖę ęయúల ʛâరం ęరɌĨంçĢ. 

3. Q: How should forward bags received by a section be disposed of? 

ఒక ůɕȕ óɌü ŋɌకĠంచబĒన ÷üɌȜȺ øɇйలъ ఎþ öరƐûĢ? 

A: a) Those to be delivered at stations within the beat of the section should be placed in the appropriate 

transit bags or hung on separate hooks in the order of the stations. 

b) Those for the terminal station should be hung together on hooks at one end of the van. 

c) Sacks addressed to the Record Office should be placed in the designated bag for that purpose. 

a) ůɕȕ ƯకȮ పĠĘǖę ƓȸషనɊǖ ŚĢవń ŷయవలħనĤ తĈన ʵęɏȌ øɇйలǖ ఉంçĢ Ǝó ƓȸషనɊ ʇమంǖ ƐƌɌё 

ƖŲȮలз తĈĢంçĢ. 
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b) ŘĠɆనȞ Ɠȸషȕ ƺసం ఉƃȿĥంċనĤ Āɇȕ ƯకȮ ఒక ċవరన ఉనɁ ƖŲȮలз ఒŲƿట తĈĢంçĢ. 

c) ĠâȜȺ ఆĿȣ з పంపబĒన ăȂ లъ(ãŇ øɇйѓ) óę ƺసం అంėంచబĒన øɇйǖ ఉంçĢ. 

4. Q: How are forward bags handled by a sorting or transit mail office? 

ఒక ăĠȸంȄ Ǝó ʵęɏȌ ŦğȞ ఆĿȣ óɌü ÷üɌȜȺ øɇйѓ ఎþ ęరɌĨంచబడñğ? 

A: They remain in the custody of the Head Sorting Assistant until it is time for their dispatch. 

ĀĐę పంĚంŷ సమయం వŷȳవరз అĤ ŰȎ ăĠȸంȄ అħůȸంȌ ఆļనంǖ ఉంìğ. 

5. Q: Where must the forward bags be kept while in the custody of the Head Sorting Assistant? 

ŰȎ ăĠȸంȄ అħůȸంȌ ఆļనంǖ ఉనɁӐу ÷üɌȜȺ øɇйలъ ఎకȮడ ఉంçĢ? 

A: The bags must be kept locked up in the mail box. 

øɇйలъ ŦğȞ øȂɏ ǖ ñళం Ɛħ ఉంçĢ. 

6. Q: Who is responsible for the key of the mail box where the forward bags are kept? 

÷üɌȜȺ øɇйѓ ఉంచబĒన ŦğȞ øȂɏ ƯకȮ ñళం œĤĆ ఎవё øщɇѓ? 

A: The Head Sorting Assistant must always retain the key on his person. 

ŰȎ ăĠȸంȄ అħůȸంȌ ఆ ñళం œĤę ఎలɊӐҋ తన వƃȿ ఉంмƺĀĢ. 

Closing of Transit Bags 
1. Q: What is the first step in making up a transit bag? 

ʵęɏȌ øɇȄ ъ తûёŷƓటӐу ƮదĐ దశ ఏĞĐ? 

A: The bags, both due and unusual, to be dispatched in it should be checked with the entries in the mail 

list. 

పంĚంçĢɏన øɇйలъ, ҋɇ మĠѐ అăôరణЇనĤ ŨంĒంĐĽ, ŦğȞ Ģȣȸ ǖę ఎం˽లǉ తęī ŷûĢ. 

2. Q: What should the Head Sorting Assistant/Mail Guard/Mail Agent examine before placing the bags in 

the transit bag? 

ʵęɏȌ øɇȄ ǖ øɇйలъ ఉంŷ яంш ŰȎ ăĠȸంȄ అħůȸంȌ/ŦğȞ äȜȺ/ŦğȞ ఏŕంȌ ఏĞ పĠŉĢంçĢ? 

A: They must thoroughly examine the condition of each bag, the cord with which it is tied, the label, and 

the seal. 

Āё ʛĕ øɇȄ ƯకȮ పĠħȾĕ, కటȸîęĆ ఉపǓĈంċన ʺу, ƎэȞ మĠѐ ŋȞ ъ ғĠȽä పĠŉĢంçĢ. 

3. Q: What should be placed inside the transit bag along with the other bags? 

ఇతర øɇйలǉ öс ʵęɏȌ øɇȄ ǖపల ఏĞ ఉంçĢ? 

A: The mail list should be placed inside the transit bag by the Head Sorting Assistant/Mail Guard/Mail 

Agent. 

ŦğȞ Ģȣȸ ъ ŰȎ ăĠȸంȄ అħůȸంȌ/ŦğȞ äȜȺ/ŦğȞ ఏŕంȌ ʵęɏȌ øɇȄ ǖపల ఉంçĢ. 

4. Q: How should the transit bag be closed and sealed? 

ʵęɏȌ øɇȄ ъ ఎþ җħƐħ ŋȞ ŷûĢ? 

A: The transit bag should be labeled, closed, and sealed in the prescribed manner. 

ʵęɏȌ øɇȄ ъ Ҡċంċన పదɀĕǖ ƎэȞ ŷħ, җħƐħ, ŋȞ ŷûĢ. 

5. Q: Who must be present and supervise the closing and sealing of transit bags? 
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ʵęɏȌ øɇйలъ җħƐƓటӐу మĠѐ ŋȞ ŷƓటӐу ఎవё తపɂęసĠä ఉంîĢ మĠѐ పరɇƐĩంçĢ? 

A: Transit bags must always be closed and sealed in the presence and under the direct supervision of the 

Head Sorting Assistant/Head Mail Guard/Mail Agent. 

ʵęɏȌ øɇйలъ ఎలɊӐҋ ŰȎ ăĠȸంȄ అħůȸంȌ/ŰȎ ŦğȞ äȜȺ/ŦğȞ ఏŕంȌ సమɕంǖ మĠѐ ĀĠ ʛతɇɕ 

పరɇƐɕణǖ җħƐħ ŋȞ ŷûĢ. 

Duties and Responsibilities of the Mail Guard or Mail Agent 
1. Q: What are the main duties of a Mail Guard or Mail Agent? 

ŦğȞ äȜȺ Ǝó ŦğȞ ఏŕంȌ ƯకȮ ʛôన Ĥщѓ ఏĞĐ? 

A: The main duties include the work connected with the receipt, custody, sorting, and dispatch of articles 

posted in the van or office and of closed mails. 

ʛôన Ĥщలǖ Āɇȕ Ǝó ఆĿȣ ǖ ǎȣȸ ŷయబĒన ఆĠȸకȞɏ  మĠѐ ƺɊȉȺ ŦğȞɏ ŋɌకĠంచడం, భʘత, ăĠȸంȄ మĠѐ 

పంపâęĆ సంబంĘంċన పъѓ ఉంìğ. 

2. Q: When does the responsibility of the Mail Guard or Mail Agent begin and end? 

ŦğȞ äȜȺ Ǝó ŦğȞ ఏŕంȌ ƯకȮ øధɇత ఎӐу Ʈదలѕцంė మĠѐ ఎӐу яйјȽంė? 

A: The responsibility begins when articles are cleared from letter-boxes or when closed mails are handed 

over to him by a section, office, or carrier. It continues until the bags are delivered or dispatched to their 

destination. 

ŪటȜ-øȂɏ ల ъంĒ ఆĠȸకȞɏ  ĆɊయȜ ŷయబĒనӐу Ǝó ఒక ůɕȕ, ఆĿȣ Ǝó âɇĠయȜ óɌü ƺɊȉȺ ŦğȞɏ అతęĆ 

అపɂĈంచబĒనӐу øధɇత Ʈదలѕцంė. øɇйѓ ĀĐ గమɇăȾõęĆ ŚĢవń ŷయబž Ǝó పంపబž వరз ఇė 

Ɩనăйцంė. 

3. Q: What is the Mail Guard or Mail Agent's role regarding the contents of closed mails? 

ƺɊȉȺ ŦğȞɏ ǖę వјȽѕలз సంబంĘంċ ŦğȞ äȜȺ Ǝó ŦğȞ ఏŕంȌ öʖ ఏĞĐ? 

A: The Mail Guard or Mail Agent has nothing to do with the articles contained in the closed mails made 

over to him for disposal. 

అతęĆ అపɂĈంచబĒన ƺɊȉȺ ŦğȞɏ ǖę ఆĠȸకȞɏ ǉ ŦğȞ äȜȺ Ǝó ŦğȞ ఏŕంȌ з ఎсవంĐ సంబంధం Ǝш. 

4. Q: What does the Mail Guard or Mail Agent do with transit bags addressed to the section or office? 

ůɕȕ Ǝó ఆĿȣ з పంపబĒన ʵęɏȌ øɇйలǉ ŦğȞ äȜȺ Ǝó ŦğȞ ఏŕంȌ ఏĞ ŷăȽё? 

A: They open the transit bags and dispose of the bags contained within them. 

Āё ʵęɏȌ øɇйలъ ŝĠċ, ĀĐǖ ఉనɁ øɇйలъ ĒǛɂȉ ŷăȽё. 

5. Q: What specific responsibilities does the Mail Guard or Mail Agent have regarding articles and bags? 

ఆĠȸకȞɏ  మĠѐ øɇйలз సంబంĘంċ ŦğȞ äȜȺ Ǝó ŦğȞ ఏŕంȌ з ఉనɁ ęĠȿషȸ øధɇతѓ ఏĞĐ? 

A: They are responsible for ensuring that articles and bags are carefully examined, properly treated, and 

correctly disposed of. 

ఆĠȸకȞɏ  మĠѐ øɇйѓ éʉతȽä పĠŉĢంచబîȺయę, సĠäȰ ęరɌĨంచబîȺయę మĠѐ సʇమంä ĒǛɂȉ 

ŷయబîȺయę ęüɀĠంмзƅ øధɇత ĀĠĆ ఉంсంė. 
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6. Q: What is the Mail Guard or Mail Agent's responsibility concerning the contents of transit bags and 

registered bags? 

ʵęɏȌ øɇйѓ మĠѐ ĠčసȸȜȺ øɇйలǖę ఆĠȸకȞɏ з  సంబంĘంċ ŦğȞ äȜȺ Ǝó ŦğȞ ఏŕంȌ ƯకȮ øధɇత 

ఏĞĐ? 

A: They are responsible for ensuring that the contents of transit bags and, in the case of a transit mail 

office, the registered bags and registered bundles closed by them are correct. 

ʵęɏȌ øɇйలǖę ఆĠȸకȞɏ  మĠѐ ఒక ʵęɏȌ ŦğȞ ఆĿȣ Ĥషయంǖ, Āё ƺɊȉ ŷħన ĠčసȸȜȺ øɇйѓ మĠѐ 

ĠčసȸȜȺ బంĒȞɏ సЉనĤ అę ęüɀĠంмзƅ øధɇత ĀĠĆ ఉంсంė. 

7. Q: What is their responsibility regarding the condition of bags and bundles? 

øɇйѓ మĠѐ బంĒȞɏ పĠħȾĕĆ సంబంĘంċ ĀĠ øధɇత ఏĞĐ? 

A: They must ensure that the bags and bundles are securely fastened, properly labeled, and sealed, and 

that torn or unserviceable bags are not used. 

øɇйѓ మĠѐ బంĒȞɏ јరĩతంä కటȸబîȺయę, సĠäȰ ƎэȞ ŷయబîȺయę మĠѐ ŋȞ ŷయబîȺయę, మĠѐ 

ċĠĈన Ǝó ఉపǓĈంచƎę øɇйѓ ఉపǓĈంచబడƎదę Āё ęüɀĠంмƺĀĢ. 

8. Q: What is their duty regarding irregularities and unusual occurrences? 

అʇúѓ మĠѐ అăôరణ సంఘటనలз సంబంĘంċ ĀĠ ĤĘ ఏĞĐ? 

A: They are responsible for promptly detecting and bringing to notice all irregularities and unusual 

occurrences connected with their work. 

ĀĠ పęĆ సంబంĘంċన అęɁ అʇúѓ మĠѐ అăôరణ సంఘటనలъ Ŭంటƅ йĠȽంċ, ĀĐę దృĦȸĆ ĹјзüవîęĆ 

Āё øщɇѓ. 

9. Q: What is their responsibility regarding their work papers? 

ĀĠ వȜȮ-ƆపȜ లз సంబంĘంċ ĀĠ øధɇత ఏĞĐ? 

A: They are responsible for ensuring that their work-papers are completed and correctly prepared. 

ĀĠ వȜȮ-ƆపёɊ ғĠȽ ŷħ మĠѐ సĠäȰ తûё ŷయబîȺయę ęüɀĠంмзƅ øధɇత ĀĠĆ ఉంсంė. 

Final Duties Before Quitting Van or Office 
1. Q: What should the Mail Agent or Mail Guard check in the van before leaving? 

Āɇȕ Ǝó ఆĿјъ ĤĒċŢżȸ яంш ŦğȞ ఏŕంȌ Ǝó ŦğȞ äȜȺ ఏĞ తęī ŷûĢ? 

A: The Mail Agent or Mail Guard should examine the fittings, lamps, etc., of the van to ensure nothing has 

been damaged or lost. 

ŦğȞ ఏŕంȌ Ǝó ŦğȞ äȜȺ Āɇȕ ǖę ěĐȸంȄ ѓ, Ļöѓ ƮదЋనĀĐę తęī ŷûĢ, నషȸం Ǝó నĂȸѓ ఏЇõ 

ఉõɁƋǒ ҄јƺĀĢ. 

2. Q: What should be done with stamps, seals, and books? 

ăȸంыѓ, ŋȞɏ మĠѐ ыసȽâలъ ఏĞ ŷûĢ? 

A: They should be replaced in the portfolio. 

ĀĐę ǎȜȸ ǏĢǓǖ ĕĠĈ ఉంçĢ. 

3. Q: How should empty bags for the Record Office be handled? 
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ĠâȜȺ ఆĿȣ з ĕĠĈ ఇవɌవలħన ãŇ øɇйలъ ఎþ ęరɌĨంçĢ? 

A: They should be put in the designated bag, and the bag should be labeled and sealed. 

ĀĐę ęƌȿĥంċన øɇйǖ ఉంçĢ, మĠѐ ఆ øɇйъ ƎэȞ ŷħ, ŋȞ ŷûĢ. 

4. Q: What is the final duty regarding mails if the trip ends at a changing station?  

œంčంȄ Ɠȸషȕ ǖ ఒక ˙Ȗ яĈħనటɊğƁ, ŦğȞɏ з సంబంĘంċన ċవĠ పę ఏĞĐ? 

A: The Mail Guard should hand over the mails for the relieving set to the office in charge along with the 

sectional mail list. 

ŦğȞ äȜȺ ĠņĤంȄ ůȌ з ఉƃȿĥంċన ŦğȞɏ ъ ůɕనȞ ŦğȞ Ģȣȸ ǉ öс øధɇతǖ ఉనɁ ఆĿјз అపɂĈంçĢ. 

5. Q: What should a Mail Agent do at the end of their duty, as per the List of Articles? 

ఒక ŦğȞ ఏŕంȌ ĀĠ ĤĘ яĈƓటӐу, ఆĠȸకȞɏ Ģјȸ  ʛâరం ఏĞ ŷûĢ? 

A: The Mail Agent should examine and check the articles, ensure stationery, stamps, seals, and books are 

put away carefully, and check that the mail box is properly secured. 

ŦğȞ ఏŕంȌ ఆĠȸకȞɏ ъ తęī ŷħ, Ɠȸషనń, ăȸంыѓ, ŋȞɏ మĠѐ ыసȽâలъ éʉతȽä ఉంçరę, మĠѐ ŦğȞ 

øȂɏ సĠäȰ భʘపరచబĒందę ęüɀĠంмƺĀĢ. 

6. Q: What is the procedure for the office room at the end of duty? 

ĤĘ яĈంыǖ ఆĿј గėĆ సంబంĘంċన Ĥôనం ఏĞĐ? 

A: The Mail Agent should ensure the office room is swept and everything is arranged in a tidy and orderly 

manner. 

ŦğȞ ఏŕంȌ ఆĿј గėę ఊĒĚంċ, ʛĕĻ చకȮä మĠѐ ʇమబదɀంä అమరȳబžþ ҄јƺĀĢ. 

7. Q: What happens to the key of the office room if there is no relieving Mail Agent? 

ĠņĤంȄ ŦğȞ ఏŕంȌ ƎకǎƁ ఆĿј గė ñళం œĤĆ ఏĞ జёйцంė? 

A: The Mail Agent should lock the office room and retain the key in their personal custody. 

ŦğȞ ఏŕంȌ ఆĿј గėę ñళం Ɛħ, ñళం œĤę ĀĠ వɇĆȽగత ఆļనంǖ ఉంмƺĀĢ. 

8. Q: How does a Mail Agent hand over charge if there is a succeeding set? 

Ŭంటƅ తüɌత ůȌ ఉంż ŦğȞ ఏŕంȌ ఎþ øధɇతѓ అపɂĈăȽё? 

A: The Mail Agent will hand over the deposit mails under entry in the mail list and hand over charge of the 

office to their reliever. 

ŦğȞ ఏŕంȌ ĒöčȌ ŦğȞɏ ъ ŦğȞ Ģȣȸ ǖ ఎం˽ Ćంద అపɂĈంċ, ఆĿȣ øధɇతъ ĀĠ ĠņవȜ з అపɂĈăȽё. 

A Order and B Order 
Q: Who issues A Order? 

ఎ "ఆరȺȜ" ఎవё éń ŷăȽё? 

A: Postal A Order is issued by the Superintendent, RMS (Railway Mail Service). 

ఎ "ఆరȺȜ"ъ ఆȜఎంఎȣ  ҠపĠంŘంŚంȌ  (ЉƎɌ ŦğȞ సńɌȣ) éń ŷăȽё. 

Q: Who issues Postal B Order? 

Ĝ "ఆరȺȜ" ఎవё éń ŷăȽё? 

A: B Order is also issued by the Superintendent, RMS (Railway Mail Service).  
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Ĝ "ఆరȺȜ"ъ ѿî ఆȜఎంఎȣ  ҠపĠంŘంŚంȌ  (ЉƎɌ ŦğȞ సńɌȣ) éń ŷăȽё. 

B. Orders and T.B. Orders 
1. Q: What should the Record Officer do upon receiving a B. Order? 

ĠâȜȺ ఆĿసȜ B. ఆరȺȜ అంшзనɁ తüɌత ఏĞ ŷûĢ? 

A: Upon receipt of a B. Order, the Record Officer should have it neatly copied by a sorting assistant into 

the guidance book of each set concerned. 

B. ఆరȺȜ అంėన తüɌత, ĠâȜȺ ఆĿసȜ óęę సంబంĘత ʛĕ ůȌ ƯకȮ ϱŚȕɏ эȂ ǖĆ ఒక ăĠȸంȄ అħůȸంȌ ǉ చకȮä 

âľ ŷğంçĢ. 

2. Q: How are T.B. orders or Tour orders handled? 

Đ.Ĝ. ఆరȺёɊ Ǝó ҉Ȝ ఆరȺరɊъ ఎþ ęరɌĨăȽё? 

A: T.B. orders or Tour orders received from the Superintendent should be filed separately in a guard file. 

ҠపĠంŘంŚంȌ ъంĒ అంėన Đ.Ĝ. ఆరȺёɊ Ǝó ҉Ȝ ఆరȺరɊъ ఒక äȜȺ ЄȞ ǖ ĤĒä ЄȞ ŷûĢ. 

3. Q: What is the Record Officer's responsibility after the orders are copied? 

ఆరȺёɊ âľ ŷయబĒన తüɌత ĠâȜȺ ఆĿసȜ øధɇత ఏĞĐ? 

A: The Record Officer should explain the meaning of the order to all Sorting Assistants, including the 

Head Sorting Assistants or the Mail Guard, who must initial the order to show they have understood it. 

ĠâȜȺ ఆĿసȜ అęɁ ăĠȸంȄ అħůȸంటɊз, ŰȎ ăĠȸంȄ అħůȸంсɊ Ǝó ŦğȞ äȜȺ з ఆరȺȜ ƯకȮ అüȾęɁ ĤవĠంçĢ. అరȾం 

ŷјзõɁరę ёоѕä Āё ఆరȺȜ Ѓ ఇĽĦయȞ (సంతకం) ŷûĢ. 

4. Q: What is the Record Officer personally responsible for regarding B. Orders in the guidance book? 

ϱŚȕɏ эȂ ǖę B. ఆరȺȜ లз సంబంĘంċ ĠâȜȺ ఆĿసȜ వɇĆȽగతంä ƃęĆ øధɇత వĨăȽё? 

A: The Record Officer must ensure that all the B. Orders that concern a set—and only those—are 

copied into the set's guidance book. He will be responsible for any omission or error in this process. 

ĠâȜȺ ఆĿసȜ ఒక ůȌ з సంబంĘంċన అęɁ B. ఆరȺёɊ—మĠѐ Ųవలం అĤ úʖƊ—ůȌ ƯకȮ ϱŚȕɏ эȂ ǖĆ âľ 

ŷయబîȺయę ęüɀĠంмƺĀĢ. ఈ ʛˏయǖ ఏЀõ ǖపం Ǝó ƪరöсз ఆయన øధɇత వĨăȽё. 

5. Q: How should obsolete, canceled, or amended B. Orders or T.B. Orders be handled? 

గуѕ яĈħన, రшȿ ŷయబĒన Ǝó సవĠంచబĒన B. ఆరȺёɊ Ǝó T.B. ఆరȺరɊъ ఎþ ęరɌĨంçĢ? 

A: A remark such as "Cancelled (or amended) by B. Order or T.B. Order No. ... of 20..., See Page (No.)" 

should be written across the copies in the guidance books and across the original orders in the guard file. 

గуѕ яĈħన, రшȿ ŷయబĒన Ǝó సవĠంచబĒన B. ఆరȺёɊ Ǝó T.B. ఆరȺరɊ ƺసం, "Cancelled (or amended) by B. 

Order or T.B. Order No. ... of 20..., See Page (No.)" అƅ Āɇఖɇъ ϱŚȕɏ эȂɏ ǖę âľలЃ మĠѐ äȜȺ ЄȞ ǖę 

అసѓ ఆరȺరɊЃ üûĢ. 

6. Q: What should the record clerk do regarding canceled orders? 

రшȿ ŷయబĒన ఆరȺరɊ йĠంċ ĠâȜȺ కɊȜȮ ఏĞ ŷûĢ? 

A: The record clerk should mention the canceled order in his daily report. 

ĠâȜȺ కɊȜȮ రшȿ ŷయబĒన ఆరȺȜ ъ తన ϻņ ĠǎȜȸ ǖ  ƆưȮõĢ. 

7. Q: How should B. Orders and T.B. Orders for each year be filed? 



V V ACA                             V V ACADEMY=9985525552 FREE MATERIAL hƩps://t.me/vvacademypostaldepart  

WWW.VVACADEMY.COM  V V ACADEMY 

 

19 

ʛĕ సంవతɏరం B. ఆరȺёɊ మĠѐ T.B. ఆరȺరɊъ ఎþ ЄȞ ŷûĢ? 

A: They should be filed in a guard book in the consecutive order of their numbers. 

ĀĐę ĀĐ సంఖɇల వёస ʇమంǖ ఒక äȜȺ эȂ ǖ ЄȞ ŷûĢ. 

8. Q: To which offices are spare copies of T.B. Orders supplied? 

Đ.Ĝ. ఆరȺరɊ అదనы âľѓ ఏ ఆĿјలз సరఫü ŷయబడñğ? 

A: Spare copies are supplied only to a Mail Office or section whose staff is exempt from Record Office 

attendance, provided the Mail Office is not in the same building as the R.O. or has different working 

hours. 

Đ.Ĝ. ఆరȺరɊ అదనы âľѓ ĠâȜȺ ఆĿȣ Ąజё ъంĒ ĞనĄğంచబĒన ŦğȞ ఆĿȣ Ǝó ůɕȕ з úʖƊ సరఫü 

ŷయబడñğ, ఆ ŦğȞ ఆĿȣ R.O.ǉ ఒŲ భవనంǖ ƎకǎƁ Ǝó Ɛƌ పę గంటѓ కĢĈ ఉంż. 

9. Q: How should the guard file of T.B. Orders be used in a Mail Office? 

ఒక ŦğȞ ఆĿȣ ǖ Đ.Ĝ. ఆరȺరɊ äȜȺ ЄȞ ъ ఎþ ఉపǓĈంçĢ? 

A: Only one guard file should be maintained for use by all sets of the mail office, and it should rotate from 

set to set. 

ŦğȞ ఆĿȣ ǖę అęɁ ůȌ ల ఉపǓగం ƺసం ఒŲ äȜȺ ЄȞ ęరɌĨంçĢ, మĠѐ అė ఒక ůȌ ъంĒ మưక ůȌ з 

ĕపɂబîĢ. 

10. Q: When can a separate guard file of T.B. Orders be maintained by each set of a mail office? 

ఒక ŦğȞ ఆĿȣ ǖę ʛĕ ůȌ ఎӐу Đ.Ĝ. ఆరȺరɊ ƺసం ఒక ʛƁɇక äȜȺ ЄȞ ъ ęరɌĨంచవмȳ? 

A: The Head of the Circle may order that a separate guard file be maintained by each set in important and 

big mail offices. 

яఖɇЇన మĠѐ Ţదȿ ŦğȞ ఆĿјలǖ ʛĕ ůȌ ʛƁɇక äȜȺ ЄȞ ъ ęరɌĨంçలę ŰȎ ఆȗ సĠȮȞ ఆƃĥంచవмȳ. 

11. Q: What should be maintained with each guard file of T.B. Orders? 

Đ.Ĝ. ఆరȺరɊ ʛĕ äȜȺ ЄȞ ǉ ఏĞ ęరɌĨంçĢ? 

A: An index of T.B. Orders should be maintained in the prescribed form with each guard file. 

ʛĕ äȜȺ ЄȞ ǉ ęƌȿĥంċన ÷రంǖ Đ.Ĝ. ఆరȺరɊ ఇంŚȂɏ ъ ęరɌĨంçĢ. 

12. Q: When should B. Orders not be copied into the guidance book of a mail office? 

ఒక ŦğȞ ఆĿȣ ƯకȮ ϱŚȕɏ эȂ ǖĆ B. ఆరȺరɊъ ఎӐу âľ ŷయѿడш? 

A: B. Orders should not be copied if the mail office is located in the same building as the sub-record office 

and has the same working hours. 

ŦğȞ ఆĿȣ సȘ-ĠâȜȺ ఆĿȣ ǉ ఒŲ భవనంǖ ఉంĒ, అƃ పę గంటѓ కĢĈ ఉంż B. ఆరȺరɊъ âľ ŷయѿడш. 
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