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POSTMAN / MAILGUARD EXAM
PAPER-2

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

$& 2S5 D ApoHen Hodks BE, HHoe SahetiEon ?

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

=

India Post.

stamp.

$& EL w8 IS W0k, 2.8 F& R0k, a8 IE -&S, %wodks 2.8 Detained Late Fee Not Paid' 2po& d&goo
Sokhertteon.

2. Q: What additional sealis provided to a Sorting Mail Office, and who is responsible for its custody ¢
gofs Toowd 8HHE oo & HS HEHT Jcdhath&od, Hodkn TR FEEB VO e HEoRL 2

A: Aninsurance seal is supplied to a Sorting Mail Office. The Head Sorting Assistant is responsible for its
safe custody.

0l oS edHH wl iR,3K, DS HEHTL BohethB0d. HR FEEK A& MYoH BRROE ek HiRRR.
3. Q: What is a type-box, and where are they kept when not in use ¢

B5-278, @08 D&, Hi0akn GYEIRE0ST Skt TBD Dt eohenth ?

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.

8&-278, &HRRE0S8 B 8 00k 2% @go?’ogjeniﬁa BOA ©0t00d. R.0. 822 ool s0dd8000820880

ST AR B, TBR ©58 SRS Gotozth.

4. Q: What is painted on the lid of atype-box ¥

2.8 85-21E, LoD D& oo Bchad €okod ?

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

TP DEO T 590000500 GBEs D& KOKD © BB Voo WE Koy Bowod Vabhad Gokwod.

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

® g0 & $S.¥ 36 DS, H8BHoe Sohateean ?

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.

$S:8 F90h wRRoLY G, ea@&é $00050 TS EFZy0E &, HHOTKH oS D8, 088 B IS ©Ps0T
QY80 Lad 9o Kowd 8dRD Gl Hows &arog,08 o OEE S DS, HEPHoe SabherbEeow.

WWW.VVACADEMY.COM V'V ACADEMY



V'V ACADEMY=9985525552 FREE MATERIAL https://t.me/vvacademypostaldepart
: What is the purpose of the ‘Detained Late Fee Not Paid’ stamp and where is it supplied ¢

“Detained Late Fee Not Paid’ #20% Gl ©3450 D& $0odin 08 iyt HdHoe Sabathdod ?

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

letter box clearance.
B8 0k vy GHidodn BoBR 88y, 580 edHERAoBRthE0R. 3O BLE 2§, §aH3R, BYRR0T Howd
wdoen/2EHE HEHoe Soheathdo.
7. Q: How is the insurance seal kept secure ¢
380,88, DS den Ko§Borm eotatkon ?
A: The insurance seal is kept in a box provided with a lock and key.
302,38, S BoYo Xokn Bo¥o B Gib, PPST Gobwthoa.
8. Q: Is the Head Sorting Assistant the only person who can possess the insurance seal ¢
50,38, HSHn 3 RQof vdYHod Lngah Boh wottiomo ?
A: Yes, the insurance seal must always remain in the possession of the Head Sorting Assistant.
0D, 55,37, OS eK;ER 3e& Fgoh BRVOE 8dHOST ¢owd.
9. Q: What s the rule for the custody of type-boxes and name stamps ¢
B5-2%) o0 K00k T& oD HESK DhKo &S ?
A: They are to be keptin the Record Office, except for sections where staff are not required to attend the
R.O.
2,00 R.0.878 $5528 5058080 B Ky K., T80 0505 6dHinds &owoo.
10. Q: Who is responsible for the safe custody of the insurance seal ¢
30,88, DS By KoBFHEBod HESK DB eEHEn ?
A: The Head Sorting Assistant is held responsible for the safe custody of the insurance seal.
309,38, S Doty KB §Bid PEBKo 38 FQOH YO etz HERRRLD.
Portfolio and Its Contents
1. Q: What is a portfolio, and what information is painted-onit%
DEGPsOGIR ©08 D&NS, TAR & HERTE0 GooD ?
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.
DEFEOAR 0O H& DEHH HEHoe Fohad el engl Smo S, HRS oo HOKN BP0 IK €oPaN, FOGHN
AP B DED D H0ockn 00 o RE Hoad ¢otmow.
2. Q: List the items that are carried inside a portfolio.
D8EPEOBRSS 4od HidnKen.
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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e/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.

DEEPEOBRSS Acme B, %85 DHY wo&d, , FroHen odhn BF,, For DESAHS, 1Y ©fREG, HEKw V8,
38, 85, 88 S8 308 Mog&, AGBE-20S BBV, 1R 3F, VS, 0§, &rixb, thing Hod OKpen, HAw ©F
&Regtid 8 D83, DBE e, 5908 O & §5/85,, 986 w§, H8H ok wh , P&, BOmH 1ok 59&,
85 &8, DHY 5800 gpid Pth, Kokn Bey & FRoL0H Fosl oo,

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

D Dy Toe sooawcsRe 88 w0 HHockn 88 Apodoik Sdotdgaon ?

A: Type Boxes and Type Stamps are carried only by those sections or offices whose staff are exempt from
Record Office (R.O.) attendance.

88 an¥),e0 K0ockn 88 Arothen ©508 wdD (R.0.) &zt f00d odbEonosadd ey od wib, dE Swo

5000 057en HpGED SoESgeth

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

R.O. $58238 {008 a0iddisonoaatid DEDHL 8 8y en LHochn 88 Fpodhen D8yt doltzeon ¢

A: They are kept in the Record Office.

TBER ©58 BHSE wohE.

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

DEEDEOD7 PEBK DD 3G ¢

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

308 QO ©RY0E Swo Hond PG FGIEOGR FESK Hs8tidonm enti HRG.

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

Gt Se0a00H0 K0odkn HEY YRTeSE HEEFEOER den FEHESathEon R

A: The portfolio is secured by means of a lock and key provided both at the headquarters and outstations.
&oid So000050 KO0 YBY HIBTOSE FEGFEOGR: Todo KON Be¥o DRSS FEH 8o obwthkon.

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

DG engfiod Q HiyHen sotran ?

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.

QG 056568 {5008 R, TE ez DS &35, and &R, HOOH T0F,, Aok &, wosthe 580 Tand,, 8 &®, S
&8 Boocko B, epSen, Kockn BN, awcsgz%_a €030, N

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

DEEPEOR, 8 2hgl3, Koodkn HF eRgls e Hodatareon Hedin Beoatimean 2

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.
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Kohen wose DED D& D00 Fowd, 058, S FH wdie Hod HodHatigoon Kodkn sBeosntac.

B8 QoFe 580 oS O 2.8 aasEl; G00R), 5od ©& Boodo B¥yST8 JY WD,

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

‘%08 ey’ @08 DEVE KO AR SO GHRARATD 7

A: The sack bag contains empty bags for the use of the section or bags to be returned to the Record Office.
o8 7050368 & YR GdGRtio S8b0 T 0508 $HTK &0 Hodhwers grd angthen ©otmow.

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

VKO BE 0F 008 DS, AR VO 208 et ?

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. Itis issued by the Superintendent.

%O B8 OF 0o EaaRSI H& BER Hocks ond ediK HETHoe Jodhad PHRHO gd, Hodkmeno Swo
Hogyio $rdod Oy, AR KrHooBoRes 2200 Juet.

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

oS edH 3E Qof VHVOS [RHO Sk den DYEromO ?

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.

30& F0Q0f BRROS H& 5% HR FoBogoSs & S BPHHTEOK HOKTR VRO KRB gar®. Hod w98,
& sgo Hoddn Ee¥o BOS8 FBHE .

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

0508 8dHHH veogorm Gl DED 38 FQOH BRPoSH THHOR DL, D HEHo Tk ?

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.

0508 6dH6 H& o 1% BE & K& 1E A, W& Vogoh BRPOSH wl Fo HeOdE [RHOR HEHTD T

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

o808 806 ol Foard FRHS HEHoek: B agebo Dand ?

A: The Head Sorting Assistant must provide a receipt in the stationery register for the month's supply.
Boaed HEHTe 580 W& Qoh BP0 SK,0HOM DK OBHESE B HaRsd.

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

30& Dogofs ©RPo Boaed HRHSO FBK st wom T

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

5 2.8 grod 239;HSY G0wd.

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

28 85% o8 egEd, o aQ,bd Soad TXHORD e kRO ?
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After giving out the articles, the bag should be closed and sealed with the date seal of the set.

BOES, o QD STy, wosthito B Bty BE DSES KuPDIH HS FasRe.

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

RS Tdoid P emgh HFESBH DO eezen ?

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.

0508 SHDSTR BSOS 05085 WHHE TR FoPo KON ToYo BRSS FEHEHNRK.

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

B 0HOSE aHARRLR [HHOS Daw sthibEo?

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

&HRARAOBR $QEF, o (AZT o) Fo HOS’ HHEoD, &OH v Aowd.

Daily Report (M:S. 83)-6%2 508 a3

1. Q: Who is required to submit the daily report (M.S. 83), and to whom isit submitted ¢
3 08§ (M.S. 83)i QDL H&,0w29 OSSN B H0,0wd ¢
A: The Head Sorting Assistant is required to submit the daily report to the Superintendent (or the

Superintendent (Sorting)) through the Record Officer.

30& Dogoh BP0 0505 BHHE WagTe KrHOoBoR0E S d00BoR0S (2goh)E @ oX8G &
X000,

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

36 o6 &% d&n TR0 %2

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.

36 085 &¢ 3n&E YO VRV HR0DH S FBY WeQoh BN ATDODD BEKPLL Gowd. HOLKSE DE
@500 Hodedd O, BOTEI /35,0 S0k KOCKR B0 BRRH OR), SO /§0E,0 @ben Sod Ko
€00,

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

38 FQolh ©dYPOE O ODEG o der TaCiRO ¢

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.

30& Dogoh ©RPOE W Bk 8P D8Se0E, K00l 3O ORG o TediRY. H& Vo HogHormr oD, Sod VR,
©SHHERH HHTK BOH ©0wed. Sy B $DD/DED D8 godogowmed.

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

36 085 &8 Hodadid Bomsen/§758,0 880 & abTeeK DS, 2
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he 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.

Hodadid HxaHo, S Kwockn D PEE wod Hodadod oi HHTeed: 5%, Bs HHTLHD HEH NE
ST i, RE 508 Kwod EoSiao.

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

QsB008a8® BOm&en /o8 088 Han Saind ?

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.

QsBoosadd Bogesven/Frs8 ot 30 0R8E K wden Sodoits 8EB0iR, TBP S, $8; (W3 ¢od)
DIDESE D52y a00.

6. Q: What should the Head Sorting Assistant do if they apply forextra train accommodation ¢

30& Dogofi ©dol Bl Seo HHe §8bo Kdgrily I Va0 iR ?

A: They should forward a carbon copy of the requisition made by them for such accommodation along
with their daily report.

o) ©e0 Hde® §8ho Jdid o880 Bws; 5o8 0 SoQR 300 3O ODE &8 Frén HoIRD.

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

B8era0d ABOESIR Qoo e Hoad g ¢

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

08 dIDEK doFen el HKK EB0ods Hoeb Fchewed.

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

'D§,¢08 0285 @08 Dans ?

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

$& DoZo D P8 ODEE FB0SE Sy 5o ViR, HRS wiben Vof O3 ©a Hows wowd.

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

B8era0d ABDEK H0209od HonS HRBE LSG drndE5eEE ol &0 ?

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.

$& LSG &6 36 2.8 0388 Po8ods 3 B n 30& D0gofi ©R0SE Hkwe, M, Teth AR &0 3 oG
S8 St 3OS wHRH Hodsedh.

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

82adS 8BS LSG drnHsBad Hk,00d Sirand 8K dan BthihEon ?

A: They are carefully scrutinized, necessary action is taken, and then they are filed along with the Head
Sorting Assistant's daily report.

TER 2T HOEO0D, VHHEIH BY; KR, 8P W& FYoh BRPoE Gwd; 3O ONEE 88 dotw S IR
11. Q: Which format does a Supervisor, Speed Post Centre use for their daily report %
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a'8§ 20o&8 bRHEIeb 39 0@'8§ 8800 @ Pooeyitn GHBRATL ?

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

Manager, Speed Post.
3,8 P8R 20&8 K5 Ieb Sk 3 OPEG ko hdsb, & FHK K08, 0BHRS ©F T (MS 83)iko
©HRRE.
Mail Abstract (M.42/M.43)

Q1: What is a Mail Abstract ¢
oS ©fRE w0l DS ?
A: A Mail Abstract is a record used to show details of mails and bags received and dispatched by Transit
Sections and Mail Offices.
Soowd vn 8 ©J0 RS EKR Bockn BoRS Bdioen REO0DH KOk, Hodid Fand, HOUN ergten
TR BP0 L@RS GHBRA0D O5,.
Q=: Which forms are used for preparing Mail Abstracts ¢
Sond efdpsoi o SR8 A FoEoods aHDRANRL ¢
A: Form M-42 is used for Transit Sections, and Form M-43 is used for Mail Offices.
Showd wn§ bfo Schmeds RS YD 580 M-42 H0odhs Sond @B §8ho M-43 &
ARG oLtio.
Qs3: Into how many parts is the mail abstract divided, and what are they ¥
oS ©e3§ DR, gRrTRLre DB B0 HHOcH OB AR
A: The mail abstract is divided into two parts — (i) Mails and (ii) Bags.
SoowS a5 Sok grmesr SEEotntoEdkhod — (1) dowe, Koy (ii) 277,
Q4: What details are shown under ‘Receipts’ in the “Mails” part of the abstract?
“Soowd,” gtiodd ‘8D’ (Receipts) 808 & HPHToen HpdRRH ¢
A: Under "Receipts", it shows —
Number of due mails to be received,

o Number actually received,

e Number of unusual mails received,

o Bags opened by the section/office,

« Forward bags received.

“Receipts” 80 e <ndandh —

o BoosdoRd SHand, Hoas,

o THHOM AEOORDD,

o  OWFSEH HONG, DA,

o DES/ 9B B0 angthen,

o Y5 emgtioen.

WWW.VVACADEMY.COM V'V ACADEMY



V'V ACADEMY=9985525552 FREE MATERIAL https://t.me/vvacademypostaldepart
: What details are shown under ‘Dispatches’ in the “Mails” part of the abstract?¢

“Roand,” gntiods ‘@S’ (Dispatches) 80 @ %Toen SRt ?
A3: Under "Dispatches’, it shows —

Number of due mails to be dispatched,

o Number actually dispatched,

» Bags closed by the section/office,

o Forward bags dispatched.

“Dispatches” 80 g <ndanrth —

o HODNORD o, doss,

o H0odid 3RS Hoss,

o DY / BB Lowdid egthen,

o DHoid Pt emgtien.
Qe: What condition should the totals of forward bags satisfy ¢
Pos6 emgthe ondo @ QEome HodETD ¢
A: The totals of forward bags on both sides (Receipts and Dispatches) must agree.
Y6 amgthe Ando S (Recelpts) 500050 @ik, 3o&oBd8Hm .80 ¢0wd.
Qrt: What details are shown under ‘Receipts’ in the “Bags” part ¥
“ezgfy,” gati08 ‘B’ (Receipts) 8o & HHTE H7dieth
A: Under "Receipts", it shows the number of empty bags of each description due to be received from
UBO/DBO.
“Receipts” 80 UBO/DBO &00& toedid gng emgthe doansid &ocin e Eseoin dndanth.
Qs: What details are shown under ‘Dispatches’ in the “Bags” part ¢
“23056),” g7t50S8 ‘@0, &’ (Dispatches) 808 @ Toen Kndaeth ?
A: Under "Dispatches’, it shows —

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

o Bagsreturned to record or sub-record office.

“Dispatches” 80 g <ndarth —

o HODNORD ook Hod esthe Doss,

o 9508 Too 5 050 BHRH B0f Hodid ergthen.
Q9: What should be the condition of totals in the “Bags” part ¥
“2358,” g70t5088 BoweRL DR HORETO 7
A: The totals on both sides (Receipts and Dispatches) should agree.
“Receipts” &oasn “Dispatches” So&o&388:m Swosoen 2.8k ¢owed.
Q10: Where are the particulars of bags (insured, paid station, registered bundles) shown ¢
20500 HHTD (B3R, 5, DE PR, 02HE 208F,) Vel L&t ?
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hese particulars are shown on the reverse side of the form.

2305t B8 HHTIL PoB&L Jibo¥ grtioSs Spdaedh.
Q11: What abnormal situations are explained in the mail abstract ¢
ond @a&gesé B ©DGYE &e?gésozéa ez LBzt ¢

A: It explains —
o When due mails opened/closed or forward bags are short or excess,
e When bags received/dispatched differ from the description due,
o Each case must have an explanation for the difference.
¥t XYore Hndan —
o g Boond, S PodsE eastien B Swo DERHTe G,
o 200D/H0dd ergthe Ssoe tng Esee) ib,0m0 GidR;k,
o & Swoth s58c00 TociRd.
Q12: Who provides information about due bags and empty bags before issuing the mail abstract ¢
oS e § HiigEeR8 Koot Hxs arstHen EOan g7 agtho HBTILD DL I ¢
A: The Record Officer provides this information before issuing the mail abstract.
Es QXD 05 ©PSVO GoowS e § HRERS Koot wodRL.
Q13: How are extra mail bags, paid station bundles, and registered bundles shown in the abstract?
o) oS egthen, DE PRO B0&Y,, 02808 wodd, ©203 8369 dero Lo ¢
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.
TSR GRS ergthenn Edet. “Details of unusual bags” 8od Kl R S0k PoB&w DY
“@tSome (ogg) eTgthen” @R Tord.
Q15: How are extra transit bags shown in the mail abstract?
S EPRLE eagthen Boond @er, 569 Qe URdRL ¢
A: They are shown like unusual bags, but the word “extra” is used in place of “unusual.”
&R nwe unusual bags e Epdaedh 598 “unusual” @, HSo 2den “extra” @ motzedh.
Qz1e6: In case of sections, how are the entries for out-trip and in-trip recorded in the abstract ¢
RER D088 059, BE -GS Koockn 880-8S HHTIe dee TechedEeon ¢
A: For sections, entries for out-trip and in-trip are shown separately in the mail abstract.
DFDHST BE-BS doocin 38-E8 dHToen HEsBome cochadeEean.

Exchange of Mail

1. Q: Where does the due mail list show the stations for a section and the hours for a mail office ¢
2.8 DEOL dng ownd OF ?gﬁéa’n H00050 oS SR Hoboks DK S0 ?
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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RDER SBoog;, g SoownS OF ?g&zgzéo HE00, H0Ocn 2 FoonS e g oo OF oowd, ?ooséaoiﬁaﬁ

F000%0 $odHad HXoSROK SRE0.
2. Q: What is the standard procedure for a Mail Agent/Mail Guard of a section regarding mail delivery

and receipt ¢

28 DEO By Soowd B0 /oo M8 oo BoH Hodky HBtnk Howood HBobHodd Fokiedl
Qedo DRB T

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

VRO Do, BT, Tt HodoBHeRid Fond, i aF, Hoth 8 EK HB B owd, i SoSiand.

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

28 FoonS SDHD By Fowd B0/ oS .6 oS BoHd BTk TSk Howood MeBoBDHodd
PdedE HPodo V&S ?

A: They should first hand over the bags for dispatch and then take delivery of the bags for the office.
a0 Bootser HoBoBHORD ergthexy B0, @ Sund @ wdin H& D ergboty &osiars.

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

2.8 DED Doy FoonS DBOE /oS 5K Fodkmel a8 Qoo S ¢

A: Atimportant 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.

Dopd H0gad emgtiien D, oz Toheod HueyPoid PRYHST, Fhowd ks Poo Ichmrns, Hhowd

DB /oS MG Lot HoHHORID Foond, AsBO0E K0 00 o, BOHE Fohwers & uf
0058 @ood gdHh,.

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

2.8 howd 59,0058 &l DEHSE bond, V8, 08 Bt oS aRSTE HIB0LERS Bt Gome ¢
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.

b, 50,0058 RO HIBOBERDE OO B, WoLiFHoBDHBK, egthen aasd Bwsy Bend) Swo 8638
9300 HONTD.

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

28 Boowd sPHBD Ockn Y P edi i 08, 0 Jahed Sond, M {sBoosnmd wodkn 3oHd
Jo%hemo e

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

enter.
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HHond DR R, S & ?o£§Oo£$aom€> H00050 30D Schemed. 52,0055 S8%08 HIBoLERS

ode 3.
7. Q: Under what circumstances may an official of a mail office enter a mail van ¢
O HORESE 28 Boowd BHD ©PSO oS B BB, ?

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.

©HHERH D, Boowd, S9& FohHods T ©RSIE BohHoSs HHEALHEERRS FEHHRHE-8HES i Foond
@R ©PsHOKH oS TRSI8 HIBoWBERE VKNS gL,

8. Q: What specific duty might an official from a mail office perform inside a section's mail van 2

28 Foond edHD {008 H8.H 050 VEL ¥y Rowd argd S8He & DY DA kb, ?

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.

3n& o ©RRY0ES, ond B0, Soo 2.8 Hod eDHH Ry 9S8 VOS50 Liog Hond ©§@€ {70000
Qorme 88 St 88HwERS Smo uedIHERS a8 DEH Ay FoNS a8 HIB0BHR..

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

©SHHEPodE; oS IF, 08 oS adST atl 8o ?

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.

©DHERHK; H0ockn AT BoaHK;H, Howd OF, 0z BEDH Gs, Hrod HIB0 odhs &ond 5908
gRMPOOIR otk agTee K& &8med.

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

SoonS 8, 088 580 8D% HvEo Ay eDARBOBLS0D 2

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.

FooS OF eHARABR R, Fond 38, 0 oo, 08 8Dt HivEo eHRRA0BetEH00. exghiEh BB
D8R DD, oS $dB Swe pES SwEioe.

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

FHonS OF ahcnBodiddkh Shte den Sioiutiaeon ?

A:In other cases, receipt should be taken by the mail carrier in the Mail Peon’s Book (Form MS-28).
BB oo 0S8, Boowd 52,0005 oS g w8 (o MS-28)58 B SoStano.

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

B8 DE® 0B Hand O 000 Dotht o Gomd ¢

A: Every section must carry spare forms to prepare the triplicate copy of the mail list when necessary.
©DHERHKH Foond 0F Gl GRS 5000 Skt Bchmers H& VYR eidd Feoeois o8 wowmed.

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

3¢ oo Hoodhs DEHSS 3rE Fegol eROE BEHe o AHE o, fobd,?
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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.

3¢ editoen Hocko DEHSY, & 8P HozS HEgBom AEHRoBWED ©PSO S BEOE oo ©RPOE wgTe
HOSE 5904 grr1R), Too Fndo HAR AYRPOBERSE BBB0BHWR,.

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

308 Q0 ©RHP0S Bl Hoded Tabhadd Hhen e FEyIoS Jaheaiman ?

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

B8 D0 Hodes SoHhedd hen drdOoBoRos 38 I &Reoagh® 05 H5; S8 Lndhemd.

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

3 adoeds, engthen Sm 88E, ©@she Kok 2 BaNHTE D&Y Jakr ?

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.

%0209 ©9S00 KOk 3E FQOH BRYOE VK, B¥H;h I8, 08 Babhadd Dond Okpeds aed Ichadd He
egh oo woES o $%,QHeMm DR V05RO, KOS B0 VSO Bk HosBo SruEiae.

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 ¥

2 880yl [RO Bootly oS $HB K00d 2.8 BogtS LRS Bty HonS edis Hodadd 8F Sba

DY 8005meR8 DN eTogheed ¢

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

3& 090f R0 R AE38R0UTERS eJdgen.

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

82 S0 woththid, Soods A& MY BRPOS BB BB D& Fc5Re ?

A: The Head Sorting Assistant should enter the mail van and examine the seal and fastening to ascertain if
they have been tampered with.

30& Dogof BRR0E oS aRRS8 HIBo, HS Kok Bheks 08 I, B TKKRS Bchnwmedin Seb
RTO0HET0D.

3. Q: What should the Head Sorting Assistant do after examining the seal and fastening of the Cage TB %
82 S8 Doy S toocky Bheks S0 T Bood 38 FQOS BRPOS D& Vakro ?

A: They should open the Cage TB and examine the seals, cords, labels, and condition of the bags inside.
8 B S8R o, S8e i, wagtho ©F,, Zathen, Sand, Odn HOPER SRl Jaire.

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

88 &8 890 e, wgthois oo Srgd Sasro ?

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

eRgthet §& G888 4, oond 0H88 Sre Fasro.
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: What is the final step after checking all the contents of the Cage TB%

& G598 o), HnHoid ae Jdid S ade B3 JgB 7
A: The bags should then be taken delivery of.

& S0 eagthory AyBoowd.

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

85 &8 By To¥o O Do H0SH0Ted ?

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

3E o5 R, oo IR DS Bdid EHESE $H0d0owed.

7. Q: What is the purpose of checking the seals and fastenings of the Cage TB?
82 S8 Doy D, ook BED @uth SR Tohto By @0 Va0 ?

A: The purpose is to ascertain whether they have been tampered with or not.
O BEHRS BokwEGR S68 DTRO0HESHED OR B0

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 ¢
28 DER Too Dond «HRE Dodadid &Pa,S waghers Iond MG Sme HanS VB0 der 18P0 ?

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.

FoonS M8 To Foowd DB PR, argthers Ki;0hom B8aed, e i, et Huggore @800
$000k geos $DHD argthedd wefdim HOED0D, PR agtheds &b, Hond kYRR VoFe st H8Y, Hrweo.
2. Q: What is the procedure for handling bags addressed to a sorting mail office ¢

28 Aol ond 8HHH Hobadd wastbeis D8RS HFHo V&S 2

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.

® ©Bu% Hodhadid wagthod Btk DY BP0, 3,S engthery Hons ©BFRESS HARL T, Ehh 8ol
&03,5 0ol ©RYoE K 20d FARD. FoowS argthen, gRos SR ergthen Kwockn Pes8E argtheiky $He
0D AOHXRL HSe80 DY BRowd.

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

28 DEO Tog00 Qoo BwBD TS engtheds der HBIARO ?

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) DEO Boo¥y HoOSTR DHXHOT oD FohHeRHE S PR, argthed? ¢owed Swo JhD Ekods Jgsh
508,00t 60000,
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OgioS ?"3&5 8§80 ésc:ﬁrsoae’o& g G0y 28 DDTD Gidy 508,05 2,895 BO0TO.

C) 9508 8HHK Hodhedd deSeiu(grd engthen) wed 580 wooBudd argthes wowed.

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

28 Q0L T (RS oS SHH wagTo PTG eRgthen der YRR BentEacn 7

A: They remain in the custody of the Head Sorting Assistant until it is time for their dispatch.
TER 0203 HX0H0 HAHEKH O IRE FQoh ©POE wdHods &otmow.

5. Q: Where must the forward bags be kept while in the custody of the Head Sorting Assistant ¢
308 090l ORROE SHHOST 4Kt PRl engthoiy DBy GoTO ¢

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

a30gt oKy Foond 27§ 59 @odo J ©owed.

6. Q: Who is responsible for the key of the mail box where the forward bags are kept ¥
P00 egthen ©osdid Soond enf, sy Sedo B8 DD 3N ¢

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

30& 0gof wRRoE 8 Fo¥o BID DLK;ER B B3 ¢oSiare.

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

E0R,E emgiity SiRTDEE; B0t 58 DeoB?

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

$0800w08,% ergthein, g KON BGTBHRHD BoGoBSR, Rond PSR AoFess Bre Jaino.

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

EPR,E 235668 engtheidn ©od B0 38 WRQOL ©BHP0E /o ME/FonS DBeE D& HOBOOO 7

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

ot H& 27056 Gty HORS, BLHWRSE &HAIRHDD Fotb, Bend o0 DS Hreme Hodoowes.

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

[BY engtho88 Dot EPRLE ey e D& @oTHO ¢

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

oo oPin 3E FQoh VRS /Rowd MeE/HonS B0 ¢PR,E e SOH ©owD.

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

£0R,E emghHity Der HupdIRD OS Taind ¢

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

EPRLE erghicdd Brdoad HEOSs e J2, LoD, DS BAiRS.

5. Q: Who must be present and supervise the closing and sealing of transit bags ¢
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& exgtheown m&é&&xb& %0000 HS 3?0&:?’.13&3 QDL S dbOmR @0 Hodin &68559638 <

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.
£0R),E5 a5t oty DYH;tm 3G FeQoh BRRPOE /3G F0owS M /oS RB0E HE ST Kodkn T HHEsE
BB ES8 LardI 1S BAkno.

Duties and Responsibilities of the Mail Guard or Mail Agent
1. Q: What are the main duties of a Mail Guard or Mail Agent?
Fond M8 Tew Fowd DBoE Bl Hid Hies V&S ?

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.

Hoid eS8 Tk T DS DG Tohadd vsd, Kwockn 558 howd, HBooUto, FEE, Fegof wodky
Hod508 ¥0200000D Hidoew €otopawn.

2. Q: When does the responsibility of the Mail Guard or Mail Agent beginand end ¢

Fond M Tew Fond DB Bl gl Dtk BB L0akn Atk Bothino 2

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.

B&5-278,0 K008 w08, 80585 Fohadbt;kh Swo a8 VER, BB S 50,0058 ToTe 5E howd, ©sRS
o, B0 et BntodE00. wagthes T ks 30%H6 Sckhnd Sm hodad HBK ao
Sod@ethehod.

3. Q: What is the Mail Guard or Mail Agent's role regarding the contents of closed mails 2

58 Soowd, 580 HiyHeK Howod Hond ME Smo Hoond B0 &g Dand 2

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.

808 o), Aobadid 555 Boond,ER w8, 88 Bond mE T hond DB K VewHoE Howogo .

4. Q: What does the Mail Guard or Mail Agent do with transit bags addressed to the section or office ¢
DES Ton $HHE Hodedid EpR,S wRsheoss ownd mE Sme Hand ABod Da» I ?

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

308 (PR, engthots 8O0, aRBEST G, engthoit AV8,E Jar.

5. Q: What specific responsibilities does the Mail Guard or Mail Agent have regarding articles and bags ¢
8088, K000k enRgtheK HowoPod Hons MG T hond DBoSK G, QR wegister VRS 7

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

898, oy egthen et HOEO0LRTADHR, O DYR0LTEHR LOdkn dESom & &
BhemchRd ATRO0LHEE et o8 Goinod.
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: What is the Mail Guard or Mail Agent's responsibility concerning the contents of transit bags and

registered bags ¢

EPRE emgthen Hoockn OBHE wgheosil se¥d, % Ho0ood FHond M§ Sme Howd DB Gl el
XS Y

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.

EPRE ergthodtR 88E, odky wl (RS FowS BHB HRAHOSS, et §TE I ©HE argthen Hoodky
028 2088, HJHR ©D DTPOO L ey 08 4okoo.

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

emRgthen Hoockn 22088, HORes Howood &0 enii B e

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.

eRgthen K00dkn 2088, KBS0 ELamobha, Hom Swd Sabamoh £odkn HS Jabamaha, Huocky
208 Soo aHRRABSR wgthes SHARBOBLESER T DTO0HEITD.

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

¥ dmen KOk epEedt Hogotdo Ho0POD &0 HP DEVE ¢

A: They are responsible for promptly detecting and bringing to notice all irregularities and unusual
occurrences connected with their work.

500 HRS K00POAD BR BENTPEN KON BRTSEs HOFLERDORD Bod thgod, TER 5,38 &o8roomeRs
o) 230850,

9. Q: What s their responsibility regarding their work papers ¢

500 H53-DHE0 H020P0B) 80O 2R DENB 2

A: They are responsible for ensuring that their work-papers are completed and correctly prepared.
a0 H84-0HE) Keg B Kok HOme okt Johumechd a)ogeoaﬁaéna'? 20588 008 ©0En0d.

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

% T eitoit HADDE B0t Foand VBod T Eond M D&w Sred Saknd ?

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

oS B0 Swo Foowd ME argdSiR HFofien, e SnEBHanda Sre Fckre, Hjo Swo Hipes AFowo
&0, SetnEias.

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

RpoHen, HF, Hrodhn HigseKts D& Jaird ?

A: They should be replaced in the portfolio.

ToERD FEEFEORRSS @08 Gowd.

3. Q: How should empty bags for the Record Office be handled ¢
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8 s$HR% @of) aXdodid grd waghelh der YRR ?

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

SPBER BT BODD eRgthHSE 0w, O & engthits Tend T, DS TSRO,

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

BoBoh DROST 2.8 & HdRbE0E, Foowd, K How0Podid BB HRD V&S 7

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

FoonS M8 0HR0H DEH ¢TBoRH Foowd, o BFHS FowS 0PSB Wotw e70EBST i, BBt e Howed.

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

28 Boowd DBoS T0 Y Hoflde;h, s98d, oy Hsto e FasRd ?

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.

Foons DB wEY, o SR Td, KO, FRoH, BF, 0OGhs K el GowER, KOTKD FHonS
23§, HoOm YEHS Lot TO0HHEID.

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

0O HBoHSS st D8 %0220000D dFdo DRV ?

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

oS DBoE @ ko HAR 880D, HOd S¥sre Hocsw Eeoaagiorn %Y, edern HBpdEa00.

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

2&Q06 HanS DBos SEIEE «Hitd 50 =oto 38 D 2thiHhod 2

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

Soowd DBo wddo HOR @ogo Sk, ToFo VAR 00 Ye§iid wdHoSE otEiad.

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

BobE Bvogd DE 408 oS VB0 Der eRzEen ©H,B7h 7

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.

FoonS VB0 G Foowd, K HonS OFSS Dog 8o ¥ 0D, eBHR eriis To 0HHEK v ArR.

A Order and B Order

Q: Who issues A Order?

@ "886" Qb 208 TRt ?

A: Postal A Order is issued by the Superintendent, RMS (Railway Mail Service).
D "686"% 8ED0DR BRHOoBoBoE (BT Kownd KER) 2308 Jaedh.

Q: Who issues Postal B Order %

2 "885" A 208 TRt ?

A: B Order is also issued by the Superintendent, RMS (Railway Mail Service).
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86" 5o Erotmo 9ED0DH KBHooBoBos (Ts Hoond HER) e Jrnth.

B. Orders and T.B. Orders

1. Q: What should the Record Officer do upon receiving a B. Order ¢
0508 8316 B. 886 @0, $oa daw $asro ?
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. 988 @00 $00s, 0508 $diH8 AR How0RH HS DE G, B3R, WESS &8 FoQoli ©RYoEES LKy
508 SOOTO.

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

8.2, 88 Tow tanb st der DY BrR 7

A:T.B. orders or Tour orders received from the Superintendent should be filed separately in a guard file.
BHO0BoR0E {od ©odib &8.29. 88 Soo &6 o8t w8 MG PSS &M S Jakro.

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

B8 595 Jadheadd $0as 058 EPiHS s VRS ?

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.
0508 6didE o, Fgofi RROLE, 3E Fgol BRR0LY BT oS MEY: S¥E 0¥, TR, OO, o
SeoBomr,88 HerdHim Tt 8863 adRDS (HosE0) Jaind.

4. Q: What is the Record Officer personally responsible for regarding B. Orders in the guidance book ¢
33K, w9 B. sgGo Howopod 0538 edids K8tibomnm S8 e Hiraeth 2

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.
0508 85 2.8 DEK HoRoPoD @R, B. 8¥h— H0odkn SHwo 9 Engdh—78 Bwl; 33K, wwES98 sod
Jodhamecbha DTROOHEITD. Be YD dFae S0 Sz Sodaetnib @ahid e HioDh.

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

t5tot) BoBRD, B Fohadd T BHeosndld B. e8d) S T.B. s88ik: der o¥tromoo 2

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.
H5chotd) BoofiRid, 8 Fohadid Swo Hhoobndhd B. 988 Sao T.B. 688 8o, "Cancelled (or amended) by B.
Order or T.B. Order No. ... of 20..., See Page (No.)" ©& argagito 83K, 208,850 50503 ok ef HSER
B SGED Todind.

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

8 Sahadd s8Y thood o508 5, Dan Jasnd ¢

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

0508 85 8¢ Todhadd e¥bio b 3O 0EE & LY.

7. Q: How should B. Orders and T.B. Orders for each year be filed ¢
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Do Yo B. g Hoockn T.B. egdi den S 5700 2

A: They should be filed in a guard book in the consecutive order of their numbers.
B TE o HE Xoods &l M wEST S Jair.
8. Q: To which offices are spare copies of T.B. Orders supplied ¢

8.2, 888 08 sodhen O sdiveh HEHo Fohaiaon ?

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.

8.29. 888 0B soden 0508 edR Kt Hod QudiBonotadd Howd edHB Sme LEHK Luegdb HEHoo
SchatEoon, 8 Fond 89D R.0.88 2.8 g/dHidod? SEE Swo &0 $ tSotien OB ©os.

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

28 Foond eDHHS? 8.2, 8ZE G S D SHERAOTO ¢

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.

oS @dRSIR o, BEQ eBHcIRNE0 B0 2.8 ME PS Y RROD, KOk & 2l BE Kol KoY BEDH
&2,

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

28 oS SHDSTR H& 1E Dyth B.2. 88 580 2.8 HEE RS PSH DY RROBDHR),?

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

HooggRotd K00S0 B RoNS BDHOSE H& WE HEE 8 PSHL DYZR0 LR W& &B HozS eBBoBHWR,.

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

8.20. 8EY $& M PS8 A DYsdRoRD ¢

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

$® M8 PSS AT BoLD FoBoST &.20. WEE HOTS, Ko D300 T0.

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

28 oS 8dHD Bl 33K, wESE B. et i 5od JabhEntt ?

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.
oS @dB H5-0508 DB 2.8 FHiHods God, ©F H obes of ¢o& B. et 5od JabhEni.
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