
To

File No:- 1 6- 1 12017 -t nspn
Government of India

Ministry of Communications
Departrnent of Posts

(lnspection Unit)

All Heads of Postal Circles
All Directors, Postal Training Centres
Director, RAKNPA
Army Postal service Directorate, New Delhi

Dak Bhawarl, Sansad Marg
New Delhi 110001 dated ' 20t07tZ01B

Questionnaire for visit to HO/$O and
have been introduced in the visit

1.

2.
3.
4.

subject: Revised standard Questionnaire for visit to Ho/so and Bo.

Kindly find enclosed herewith the revised Standard
Bo. separate sections on cs|/DARPAN and lppB
Questionnaire.

2. All Circles are requested
and BO to their Subordinate
can also be downloaded from

3. Since, the roll out of CSI
PMG, DPS, Divisional Heads
every week and issue the visit

to circulate the revised Standard euestionnaire for visit to HGlso
Units for using the same with immediate effect. This euestionnaire
www. ind ia post. qov. in.

& DARPAN is underur'ay, secretary (posts) has directed cpMG,
& sub Divisional Heads to pay a visit to afleast one Ho/so & Bo
report by next working day positively.

4. This issues with the approval of competent authority

Enclosures: Revised standard euestionnaire for visit to Ho/so and Bo.

ft
Assista}ffi-pitor

(lns p{ction)

1.

2.
3.

4,
5.

6.
7.

Copy to:

CGM (PLl) Directorate/CcM Parcel Directorate/CGM
sr. DDG (vigilance), Dak Bhawan, New Delhi

(BD & Marketing) Directorate

DDG_ (Training) - lt is requested to organize training programmes for inspecting officers to
familiarize them with the tools required for visiting CSf 

'HGlSOs 
and Onn'pnru iinptemented

BOs.
All DDsG
GM' CEPT Mysuru is requested to replace the old pdf file which is available at S.No.
Fk htlps://www.indi?post.qov. inA/AS/Pases/RTl/RTl-Manual-5 aspx with new fite of
Questionnaire for visit to HO/SO and BO
Sr. PPS to Secretary (Posts)/DG
PS to all Members PSB and JS&FA

34 (4) at
Standard

["t,\-]*
AssistaNdfik*ctor

(lnspection)



/

Standard Questionnaire for vislt to Fost Office {h{ffi 8- $C}

VISIT REMARKS OF! r r r t.r I r...' r rt r r r ! r r ! rr. r. r ! r r r'. tr' |'! ! rt !'n

Date of Visit:

Date of Last lnsPectlon/Visit:

Yes

Narne of the HO/SO visited:

Name of the Fostmaster:

ohx csl Environment
Whether all the CSI applications are installed

and made operational in all systems in the Post

office (POS counter application for counters,
POS back Office for Supervisor & Despatch

branch; SAP & Single Sign-on applications in

all svstems)?

RernarksParameter

Whethei the synchronization is running in the

POS server system regula rly? Check the status

of Last Synchronization in the POS Back office

application.
Check cash in hand at SO:

mte the report of cash balance using

tcode ZFBL3N in SAP for the SO profit center

at the time of visit and compare with cash on

n. Cne* the POS cash balance report using

tcode zfi_pos-bal for the office for the
previous day or the current day (depending on

time of visit) and check whether the balance is
zero; if not , trace the reasons.
c. tf tiansactions for current day has not

started, generate daily account report using

tcode ZFR-DAY-NEW for previous day and

compare balance with cash balance report
(zfbl3n) of DOP cash for correctness; if

transactions have completed for the day of
check, generate this report for the current day

and do the same companson.
fagll03 to generate rePort of

remittances in transit, entering GL code of cash

in transit for the SO profit centre and ensure

that there are no open items; lf there are any

unadjusted items, check whether the

remittance is actually in transit.

Nofe:- Visif of detivery Posf Office to be made at

receipt/ dispatch of mail. Cash/stamp balance to be

office opening/closing time or
compulsorily verified for single

at the time of
handed POs.



RemanksPanameter
e. lf the office is having account with bank,
generate report of drawings from bank and
remittance to bank using tcode fagll03. Use the
tcode zfi_recon to generate the report of bank
reconciliation and ensure that this work is

attended to promptly and no arrears The bank
site is to be accessed if scrolls have not been
received.
f. Ensure that cheques received for PO
transactions are sent to HO promptly for

rocessinq throuqh CTS.
g. Ensure that NEFT credits received are

romptlv and correctlv accounted.
Check stock of stamps, stationery and lPOs.
Use tcode MB52 to get the report of inventory
items for the storage location (of SO) and
compare with physical stock; check and ensure
that no items of inventorv are in transit.
Check articles/ eMOs in deposit:

a. In DPMS, generate the report of articles in
deposit and compare with physical articles in

hand; Ensure that retention is with valid
reasons use find article option in DPMS; lf
physical articles on hand do not tally with report
to trace reasons; has the office raise tickets if
anv svstem issues are noticed?
b. In case of eMOs, access the menu
View/update in DPMS and ensure that no
eMOs are pending for printing and distribution
to beats.
c. Use the menu Mark pending articles under
IPVS menu in back office and ensure that there
are no pending articles; if there are any articles
listed, examine the reasons.
d. Check whether the Postman liability is

cleared reqularlv.
e. Check the pending COD/ VP articles in

DPMS. Ensure proper booking of VP MO after
the deliverv of VP articles.
f. lf Branch offices are attached: Check the BO
articles returns, pending status of CODA/P
articles in Branch offices.
Verification of transactions at SO:

a. Check whether the Voucher Posting
(CBS/PLI) has been made correctly for
previous day. (The report generated in
CBS/CIS and the amount posted in DTR (Daily
Transaction Report) must tall
b. In case of epayment and eMO, check the
booking MIS in the MIS sites and confirm if
these are updated.



Resnarks
Parameter

ons' compare the

totals with daily account report; in case of non-

cash transactibns like ATR, cheque deposits,

check the GL line items through FAGLLO3

tcode to ensure accounting, check AML

.o*pliance for
d. Simitart mish transactions are

properly ,trornted for in F&A including correct

classification and use of proper GL codes for

GST
e. Use th heck the liabilitY

aqainst each
at BOs in account:

tt fgl all BO

orofit centers using tcode ZFR-DAY-\
ces io see that theY

ule of remittances uslng

tcode zfi-cashtransfer for so and confirm

whether r"*ittances for Bo or from BO shown

here are actually available in the daily account

receive.d from the BO'
O transactions' e-

payment transactions are t"??9\:1.3i l:^3i:
figures appear in the aFR-DAY-NEW report of

BO concerned.
SecuritY comPiiance:

or Password is

kept confidentially bY the author
ilance isffir checks and necessary vrgl

being exercised on prohibiting use of any

unauthorized external device
ials login to sYstem

usinq their India P!91-!q
tL vrr.Y

d. checkffi userJlogoff when the

leave the sYstems.
ser lDs of employees on

leave or transfer are not being used; if they are

seen to be active, get them disabled in

consultation wi

i. ffi lystems remain

connected to lndia Post domain'

rable aPplication

is installed. s iie either under

warranty/AMc and periodicar maintenance is

carried out.
s are connected to

raw power and not through UPS'

i eriodicallY and

are all comPut



m. ls the post Off
switches which are not pari of the authorized
LA\Lto connect computers
n. Has Anti-Virus
updated.
o. ls everyone loggmg in through ActiG
Directorv (AD
p.fstheintetn*t
unauthorized broadband/donq re.

a. Whether requisrTe n,
available and in working condition? whether
any of the computers have oulived their utir ity?
Examine whether they need to be replaced orwhether they can be upgraded.
b. Whether print,ers an
adequate quantity and in working condition? lfnot, take action to get thern- repaired orreplaced.

a. Check if the st

P^",1 lsl"l ?n1l\.Sf2 afe avaitabte as'suppliedto the office; obtain e-health report-Fror Do
3nd study the network usage; take up with Doif upgradation is needed.
b. Ensure that the area su
equipment is kept clean and cabf es areroperly arranged.

a. Check whether that U
whether batteries require replacement; lf ATM, rt , \ | lvlis present in the office, ;nsure that it isconnected to the UPS of the office and theUPS is kept always on; Check whether periodic
l@done byAMC.
b. lf generator i

i! it being used and in working condition; check
done periodicall

Check wnetfrer ttr

3i:S,^':jfirabre in "posTAlpos_Backup,,
Folder in 'C' Drive.
(IN CASE OF HO
check the number of reversar of transactionsmade since last visit. whether proper
procedure has been followed?

Infrastructu re
Whether stock o
station ary is adequate.

Mails Defive
Whether mail a

:l *:lT^Tif"g:tivery branch ,nJ o"ut timinsof Postman staff is synchron ized ,nj;ld;;;with the nature of rocarities(residentiar or
the post Office

Farameter

Hardware:

Network:

Support systerns:

Rermarks

-r-
I

I

I

i
I

I

I

I

i

I



Parameter
Whether delive
same day delivery of mails and whetherPostman beats have been rationaf ized for
Tilimizing dead mileage. fn case of excessdelivery staff, whether redepf oyment ispossible.
Whether por,
&correct remarks on returned maif and whetherthey are letaining any previous day's tVrair intheir bags/drawers has been done & LB peon is
qlearing letter boxes which has been shown asdqlivered in the svstems.
Whether rationa
prescribed hour & using hour pfates.
Whether misr"
abnormallv hiqh.

Swqchhta, visibili , & customer facilities
Whether Cleanlines,
Public hall and counters, toilets, defivery harletc. is proper.

existing record are qeatfy arranged.

Whether dispot
r';'i'"10,;;1i,i' ;:r" ;#;"::?,''i;' ;ff :X;
Whether furnitu

ood condition.

le & up_to_ date.

Whether campus #orrgwith citizen's charter, hours of business & tariff

Whether numn"t
adequate to render timef y service to thecustomers and counter timings are in sync with
.9lltomgr requiremryts in the area
Whether com
availabf e and timely iltion taken onsuggestions/compf aints/account transferrequest/decreased claim cases etc., from
rngmbers of public.
Whether the S

:::1^T1::-, ?rlldins: ir maintained properly
and is in ryorking condition.
Whether Gend
ladies toilets and retiring rooms are availabfe

nance is adequate.
Whether the
disabilities i.e. Ram plElevators/Chairs and Lifts
a rep1ovided adeq uatel
Whether the R
structure has been constructed and welf
maintained.
Whether the p
of buifding is being done properlv.

earning revenue.
Whether the
BSNL/MTNL and action taken uo.

Remarks



Pa rarneter
Whether the vacant land of pl
and boundary wall constructed to save from
encroachments.

Questions on |PPB (tt m
authentication and no physical signatures, and therefore at an end usei level/post office levelthere are no transaction vouchers, passbooks or a log of transactions' maintained by the end-users' The visiting officer will have real-time access io t" lPpB system tog to view the lppB
lEnsactions done at an end-user, facility level.

Check whether the post office is
IPPB transactions during Dop business hours.
Check whether the lppB retai
elements (IPPB signage, Notice Board, betails
of Banking ombudsman, Banners, standees
etc.) available.
Check whetherthe devices, biomffi
and mobile connectivity are availabfe and in
working condition with the postm an IGDS.
check if adequate cash is being provrded by
the accounts office lBank for facilitating
transactions in line with the service quality
standards as agreed between lppB and Dop.

Rernarks

ls adequate cash being handed oGr fo the
Postm an I GDS for providing doorstep banking
services in line with the service quality
standards as agreed between lppB and Dop.
Check whether adequate inventory levels or
coflaterals (eg. QR card, Brochures etc.) are
being maintained across the post offices to
service I PPB transactions.

****rr***rk



Nofe.- Posf office to be
com pu I sorily verified.

Standard Questionnaire for visit to Enancl'l post Office

Name of the HO/SO visitecl: Date of Visit:
Narne of the Postmaster:

Parameter
RemarksDARPAN

Check Wallet Balance w
Cash

Login to DEMO Booking App
click on Navigation lcoN (3 vertical
lines)
The wallet Bafance must tally with the
physical cash

Check Inventory Re
with that of physical stock of stamps
available)

* Login to DEMO Booking App* Click on Inventory Reporl
* Stamps

Check receipt of BO S
Label

lhv:ically check the availability of Bo Slip
bearing LBK Bag Number series for the day
of visit. [cash, stamps, Documents & afl
three categories of articles if any Registered,
Parcel, Speed & e-MOs
Check Previous DaU
of BO Journal

* Login to DEL App
* Go To Invoice
* DEPostr (Bo Journar RED rNK

ENTRY whether available in the
DEVTCE)

ny?ilgbility of articte detaits in DEvtcE, lN Bo
JOURNAL & PHYSTCAL ARTICLE
check avaitabitity & @vr reuK availapilrry & tuncilonality of soLAR
PANEL UPS in the BO
Check of STGNAL
STATUS in the BO.
Check BATTERY ST
Check CARRY-CASE
items are available in the cc includinq form

VISIT REMARKS OF

Date of Last Inspection/Vlsit

visited at opening and crosing hour and cash/stamp Barance to be



Parameten
Check of installation of Latest Versions of
APPs

.:. Login DEMO BOOKING etc.,
* NAVIGATION TAB
":" VERSIONS

Check print-out of latest CBS & PLI
Transactions done in the DEVICE on the day
of visit

Login CBS DoP TRANSACTIONS
REPORT - SELECT ALL

This should be compared with wallet amount
as well as physical cash.

Login PLI - DoP - REPORTS - SELECT ALL
PLI / RPLI

Workin
Whether maillaccount bag receipt in the Post
office svnchronize with its workinq hours.
Whether mail/account bag receipt/dispatch
arrangement is proper and does not result in

Whether letter boxes in the village are
roperlv located and maintained.

Whether there is unjustified deposit of
accountable I unaccountable
mail/Parcel/MOs from the previous davs
Whether there is unjustified and frequent
excess cash retention at the Post office.
Whether proper mechanism is in place for
financing the Post office and that there are no
pending liabilities for more than 2 working

Whether Time Related Continuity Allowance
(TRCA) of the BO staff is in accordance with
the work load.
Whether MNREGS/Social Security payments
through the SB account is up-to-date and
there are no irregularities in payment to the
beneficiaries.

Swachhta, visibility, & customer facilities
Whether Post Office location is suitable and
has proper visibility & space to transact
business.
Whether Fost Office premises are cle?n,
business like and having proper display
boards
Whether villagers are satisfied with the
services of the Post office and there are no
complaints against the Postmaster and no
pendency in the complaints & suggestion
book.
Whether stock of stationary and stamps is
adeq uate.

Remarks



Parameter Remarks
Questions on IPPB (lt may be no

'biometric authentication and no physical signatures, and therefore at an end user level/post
office level there are no transaction vouchers, passbooks or a log of transactions' maintained
by the end-users. The visiting officer will have real{ime access to the lppB system tog to
view the IPPB transactions done at an end-user, facility level.

Check whether the post office is faciliiatrng
IPPB transactions during Dop business
hours.
check whether the IPPB related brandng
elements (IPPB signage, Notice Board,
Details of Banking ombudsmon, Banners,
Standees etc.) available.
check whether the devices, biometrrc
scanners and mobile connectivity are
available and in working condition with the
Postman IGDS.
check if adequate cash is being provideffi
the accounts office/Bank for facilitating
transactions in line with the service quality
standards as agreed between lppB and Dop.
ls adequate cash being handed over to ille
Postman I GDS for providing doorstep
banking services in line with the service
quality standards as agreecl between lppB
and DoP.
Check whether adequate
collaterals (e.g. QR Card,
being maintained across
gglvr c_ilEP B tra n sa cti o n s

inventory levels of
Brochures etc.) are
the post offices to

******?k?lr?t**


