
s9-o2 /2019-BD&MD
Government of f ndia

- Ministry of Gommunications & lT
Department of posts

Business Development & Marketing Directorate
Dak Bhaw?tr, New Delhi - 110001

Office Memorandum

Regarding formulation of Standard Operating procedure
Parcel/Business Parcef Business in Bpc centres.

DG (Post)

Additionaf DG (Coordiantion)
Alf Members Postal Services Board
cGM (BD&MD)/CGM ( PLt')/cGM parcel Directorate
AS&FAISr. DDG (PAF)

All DDGs in Postal Directorate
All GMs in BD&MD and PLI Directorate/GM cEpr Mysore
Director, Rafi Ahmed Kidwai National Postaf Academy, Gh aziabad
Director, All Postaf Training Centres
Director CEPT Mysore for pubf ishing on
AD (BD)

Guard File

Office Copy

Dated, 2!d Apri l,20tg./''3'6c\

for Speed post/Express

An soP has been formulated for handling speed Post/Express parcel/Business parcel Business in
BPC centres in CSI environment. A copy of the same is enclosed.

2' This soP would come into force with immediate effect. circles/Regions are requested to bring thisto the notice of all concerned,and to ensure roll out of csl in atl Bpc centres immediatefy. This
office fetter 57-o2/2oL8-BD&MD (Pt-1) dated os.o2.zorg may also o" ,ererreJ io tn ar,i, regard.

3. This issues with the approval of the Competent Authority.

Encl: SoP

General Manager (BD)

Afl Heads of Circle/Addf. DG ApS
All Heads of Regions

Subject:
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SoP of BpC

1- General

1.1

i-:flb::-ot_lt"-.ailing activities tite rorJing, ini"iiion, rrunling, 
"aoi"iring ,nJpastlng etc' are required to be completed before a mail article is posted. Largeorganizations were finding it difficult to carry out these pre-mailing activities.Department of Posts introduced'Business post'service in 1996 to offer acomprehensive solution to Corporate/Government organizations/psUs and othercorporate houses for their pre-mailing requirements. Besides bringing in additional

revenue, this activity is meeting the need of Corporate and bulk mail customers. BusinessPost services are provided through Bulk Processing centres (earlier Business post
centre) in the identified post offices/Mail offices across the country.

Bulk Processing Centres are set up in major cities specialry to handle Business post
consignments' Bulk Processing centres can also be set up in the custorner's premises wherethe mail volumes are very large.

1.2

1.3 siness Post offers a range of services as per following rates:Bu
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SoP oi BPC

Burk processing Centre shourd be opened atthe rever of Head post office/MDG/Mail ofr'ie

with the prior appro"", .t co*G/pMG keeping in view the. business potentiar provided that

adequatespace,sraffandotherresourcesare'avai|ab|eintheidentifiedoffice.

2. Definitions

T.lBulkProcessin.gCentre(BPc)AC'e1t1e'w!i:!rYbeaPostoffice/RMSunitidentifiedto
processbuttmai|sanditspre'mai|ingactivities,ifrequiiedbythecustomeronadvance
PaYment basis'

?.2 Account office: Account office is that office which receives the advance payment from

customers, issues bills to BNPl/Advance Customers of Speed Post/Express Parcel/Business

Parcel,maintainsandsettlestheaccountofthecustomer.BPCitse|fcanbeanAccount
office.BPCcanatso|inktoaPostofficewhichwi||betreatedasitsAccountoffice.

2.3Bookingoffice:Thebookingofficefromwheretheartic|esprocessedinBPCarebooked
and disPatched'

BookNowPaytater(8NPL}:BNPLiscreditfaci|ityprovidedtothecontractua|
ofSpeedPost/Expressparce|/BusinessParce|underspecifictermsandconditions
signing an agreement' BPC itself can be a ENPL Centre

cu stomers

by way of2.4

3. EiigibilitY

3.1 Al\ categories of un-accountable /accountable articles

Department of Posts and the contents of which are

be accePted for Processing'

as per ihe specifications prescribed by

not prohibited to be sent by post carl

4. Handling business

4.1 The customer who desires to avail the specified pre-mailing activities through BPC has to

app|y to the designated authority in the format prescribed at Annexure-,A, for registering

as a customer with Department oT Posts to avail pre-mailing services'

4.2Thecustomerwhi|epresentingthearticlesintheBPCortobepickedupfromthecustomer
premises will requiied to credit the applicable Businbss Post charges and postage in

advance in Cash/CheQue/DD/ECS/NEFT as the case may be' with the account-office'

ceived from the customer will be processed in the same way as other

thatofficefromthecounters/dependantaccountingunits.Thedetails
realised along with the unrealised cheques' if any should be returned

;chedule received from BPC indicating the date of realisation' ln case of

, the customer concerned should be informed to collect the instrument
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SoP of BpC

on receiving the Business Post charges and applicable postage in advance, required entries
with regard to pre-mailing activities opted by the customer will be made in BpC tab in CSI-
PoS. A receipt in the form of acknowledgement will be generated by the at BpC for the
amount received from the customer giving the details of customer name, count of articles,
service charges, cheque details and pre-mairing activities chosen.

4.5 The amount received from the customer after realisation of cheque will be apportioned as
postage (plus GST in respect of speed post articles) and services charges.

4.6 The service charge amount will be credited under Business post as follows in CSI.-

Mails -> Buslness post -> Select 'lJnregistered/ 'Registered' (difference

received from the customer -> click submit

in franking rate)
with the amount

4.7 In case the BPC is equipped with RMFM, the amount of
for recharge of RMFM in POS as per following process:-

postage wifl be further processed

Customer Seruice -> Franking Machine -> CRN/Licence No. ->Enter Recharge Amount ->
Payment.

4.8

4.9 Once all the articles are prepared in all respect, articles will be franked with required
postage as per weight through attached weighing scale

4.10 Sometirnes it is not possible or necessary to have regular staff for handling mails received
on seasonal basis, outsider can be engaged in accordance with the instructions issued bv
Department of Posts from time to time for Bpcs on piece rate basis.

4.11 Separate record will be maintained in respect of franked mails i.e. (a) when customer
produce articles already franked by its own RMFS, and (b) when articles are franked at BpC
with Departmental Franking Machine.

5. BOOKING OF ARTICLES.

Un-Accountable Articles: Un-accountable articles will be sorted, bagged and dispatched
as per DMSL and Schedules.

5.2 Accountable Articles: After franking, all registered articles will be booked

Receipt so gene,rated will pasted on the RMFM register maintained against the
acknowledgement slip.

5.1

Pos in "Prepaid Bulk upload" option under "Business services,' provided that soft
made available by customer. If soft data is not provided then article will be booked
detailed procedure for Individual Article Bookinq.

the pre-mailing activities, if
the a rticles will be booked
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SoP of BPC

respective Customer ID otherwise the articles will be forwarded to concerned BNPL Centrd

with soft copy of booking data in prescribed excel format for booking in accordance wittr

the procedure prescriu"i fo,. handling BNPL business' In case the booking data is not

received from customer, the discount offered to the contractual customer would be

reduced bY half,

6. Dispatch

once the pre-rnairing activities are over, the articles will be

sorting according to MNop patteln.and dispatched to the

may be. The sorted bundres witt be sent to the linked

designated Bpc is not permitted to close direct bags to the

8.

9.

9.1
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7. Cash Transfer

7.1 At the end of the day' the entire cash collected at the counter will be handed over to the

mapped Ho/so.The.step ov ,a"pl"gin in Pos by the counter PA and in back office by the

SuPervisor is indicated below:-

CounterPA:Daityoperation->ha|ance->Transfer->Supervisor->Amountentry->Submit

superwisor: ':::,";:::;;::tr:'';:ffi'":,:::;:xs':::,r:fl';::'r:;Ive 
- approve

j .z tn case, the BpC is functioning in different facility, the cash may be transferred through SAP

with T Code zffvS0'

8.1

c Initiate request -> lJser profit centre -> Amount -> posting date -> excess cash transler'

> Enter
. Excess cash request approval -> Office Post Master -> Submit

Payment oPtions

ThecustomershouldpaytheamountinadvancethroughCash/Cheque/DDoTECS/NEFT,
as the case maY be.

Accounting Procedure

Arr remittances made to Ho or designated Account office are entered giving customer-wise

particulars of receipts issued for the amounts received from various custorners and total

collections for the day. A list comprrsing the following information will be prepared in

dup|icateanda.opvorsamea|ongwithacopyofreceiptwillbesenttoHoorAccount
Offices where cash is remitted'

Total .**;i

transferred to sorting branch for

Hub/ DeliverY office as the case

L1 I LZ offices as usual if the

deliverY offices'
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e' j SoP of BpC

'J:2 Amount received from the customer witl be apportioned as postage and service charge.Postage,will be credited into franting ,".f,inji*Ou"i*,u" GL Code of ,"rp".tiue productand service chal! 
.w.iil !e credited under GL iode i10103010 0, fordocurnentnumb ; #1j"i",::n.:ll]|r-91i? 1"' which ro oigii

- -Gt€ode.-* - ---'ut 
ts tssued by the Ho' Gsl if applicable wilf o" .r"iii"o"rno", appropriate

9'3 Monthly tup:T apportioning the postage amount deposited into RMFM is given to theaccountin$ office' The accorJnting office wilf add ,h" ,.uuunres frorii pre-mairirig abtivitiesand registered post and classify under Buri;;; post. The .on."rnud Ho wi, give theschedule to PAo for transferring to the relevant Head of Accounts.

10.

1 0.1

Preservation/ Inspection of Records

Af l the records wiil b" preserved fortwo years.

(Abh isekh t(r^frnar Singh)
Dir,ector, parcel Direciorate

***:k********
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{Nirma,ljit Singh) b-t't '

General Manager (Sp&M)

JL Tfu
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(Rajnis Kumar Jenaw)
DDG (BAA)
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Sop of BpC

Annexure-A

Sir/ Madam,

I would like to
(contractua l) custo mer

Natu re of the firm

categ ory of articres for which pr"-maitinj ru,-ui.*
are required
Number of articles

Contact details

Any oth er f acility required (prease spec ify)lt

Application for avaiting pre-mailing services

avair foilowing services of the Department of posts and to be registered as bulk

G overn ment/Reg iste r ed / Partne rship/ Sofe propn etor/individuaf/ others (please ryecify)

To,

fhe
BPC

fl Accoutable

Accountable -

tr Un-accountable

Un-accountable

qN|L/Advance De

Name:
Cornpfete address with pIN Code:
Ph. No.
Tel No.
Mobile No.
Email id:

:
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Coflection from premises

Fra n king

Addressing

For Folding before insertlon

For continuous stationery tf,"@
For pasting pre gummed computerized ffi
Pasting computerized address labels th@
gummed

For insertions that are to be matched *iffi
envelope
Special handlin g for articles weigh,"g up to 100 grams.
Special handling for every addition;@
Other value addition

Authorised Signatory



SoP of BPC

a) It is cerlified that the information

foun d correct

For Office Use

above have been verified with the supporting documents and

as given

b) Reco mmended for

c) Noi Recornnrended due to folrowing reasons (strike-off if not applicable):
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