Office of the CPIO & Senior Superintendent of P
626001.

Department of Posts, India .
ost Offices, Virudhunagar Div

s dated at Virudhunagar — 626 001, the

Regd

ision, Virudhunagar -

Q .08.2022.

No. CPT/RTU/RO/115/2022-23 dlgs

Sir,

Sub: Supply of information under RTI Act, 2005 — reg.

Ref: Your RTI application dated 08.07.20

thhER

Kindly refer to your RTT application cited above

is furnished below.

22received at this office on 12.07

i Wl e i

_The information on your RTI request

[ SLN Information sought for Reply
0
1 | How many positions/designations are there in | The required information is given below.

Virudhunagar Head Post Office? Provide the | | Designation No of Posts |

name of each and every position/designation Postmaster HSG [ 1

(whether Gazetted or Non Gazetted) of | | Deputy Postmaster HSG 1 | 1

Virudhunagar Head Post office.(for example, | [ Asst. Postmaster 11SG 11| 2

Head Post Master, Accountant, Postal || Asst Postmaster HSG IT'] 1

Superintendent, Clerk Manager, Section Officer PRI(P)

Postman cle. | LSG Accountant |

- Accountant 1

L.SG Postal Assistant 3
Postal Assistant 15
Treasurer 1
Asst Treasurer 1
LR Postal Assistant 26
Cash Oversecr 1
Iead Postman 1
Postman 16
LR Postman 2
MTS 5
LR MTS |
L.SG Supervisor SBCO 1
PA SBCO 2
Dak Sevak 3

2

Kindly provide the details of the work/duty to be
performed by each position/designation (Whether
Gazetted or Non Gazetted in the office in
Virudhunagar Head Post office, (for example:-
Postman Deliver Daks, Clerk do registering of
speed post or payment banking services,
accountant maintain accounting records etc.

The information sought for contains 10
pages. Copies will be supplied on payment
of Rs.20/- (Rs.2/- per page) towards
additional fees either in the shape of [IPO or
on submission of Postal Receipt duly
credited the amount into UCR.

Scanned with CamScanner




Virudhunagar Head Post  Office staft

Provide the details of how the Virudhunagar Head
through an

Post IUITICE_SI&W attendance is recorded, whether | attendance  is  recorded
by Biometric or through an attendance register. attendance register.

If you are not satisfied with the above reply. you may prefer  first appeal with
Shri.A.Saravanan, First Appellate Authority & Director Postal Services. Oftice of the Postmaster
General. Southern Region (TN). Madurai 625 002, Phone No. 0452-2531893. email id:
dpsmadurai‘a indiapost.gov.in, within 30 days from the date of receipt of this reply

/1.53;
CP10 & Senior Su { Post Offices,

Virudhunagar Division, Virudhunagar — 626 001.
Phone No: 04562-243091

: dm-irudhunngar.tnrﬁ.-indinnm:l.gm'.in

email id

Scanned with CamScanner



. Repd
Yosts, India
Department of Posts,

i o agar Division, Virudhunagar -
o fthe CPIO & Senijor § intendent of Post Offices, Virudhunag £
1ce of the & oenior Superinte
5

. 1 .09.2022.
No. CPT/RTI/RO/115/2022-23 dlgs dated at Virudhunagar — 626 001, the .
___——'—-—-—-_._______ -

Sir,

Sub: Supply of information under RTI Act, 2005 — reg.

Ref: Your mail dtd 22.08.2022 for requesting additional documents.
A ok ok ok ok

: - 0 .20/~ has been
Please refer to the letters cited under reference. Additional fee 'Of [_11?]2‘“_0 arsloned
received. The additional documents requested through your RTI application &
herewith ) .
- - o 0 C iti 1gnation
I~ Copy of details containing work/duty to be performed by each POS'E{_O'V desig
(Whether Gazetted or Non Gazetted) of Virudhunagar Head Post office,

AR har Raj/
CPIO & Senior Supdt. Of Post Offices,
Virudhunagar Division, Virudhunagar — 626 001.
Phone No: 04562-243091
email id : dovirudhunaqar.tn@indiapost.s:{ov.in




HSG | HO 626001

MEMORANDUM OF DISTRIBUTION OF WORK - VIRUDHUNAGAR

[ sl

No.

Designation

Hours of
Natur ;
atendance e of dufies :
in various volumes and

HSG |
Postmaster

0700-1100 All personal duties of Postmast :
1500-1800 | standing orders except those Qw_mmwwwhcwoa DPM , APM (sB) . APM
(Accounts) and APM (Delivery).General MCUQ&&O: of stock except minor
stock . General supervision over the work of dall pbranches. personal | _
supervision of Treasury, Sub Accounts, Central processing Om&ﬂ.m.:u_._ RPLI)
and taking personal interest for Business development activities . Joint
custodian for cash , stamps and valuables alond with treasurar & Asst.
Treasurer. Sanctioning claims in respect of Savings Bank accounts /
certificates of deceased depositors. Sanctioning issue of duplicate pass
books of Savings Bank & issue of PO identity cards. Signing of cl kinds of
returns to Audit office and ensuring  fimely submission of returns by all
concerned. ATM monitoring — Maintenance of ORDER BOOK and to
cubmit compliance reports on the Inspection / visit Reports of higher
officers. Maintenance of Gradation List in respect of Postmen and MTS.
writing-up of APAR on Postmen and MTS. Keeping safe custody of
Cheque books and issue of cheqgue for cash withdrawal from Bank, for
Bills Paid and for Savings Bank Transactions. Checking of Transit  (
between HO & SO, SO & BO) in SAP to ensure that the remittances are
really acknowledged by receiving office in time. Checking of Daily
Transaction Reports of SO/HO. Making reversal of iregular transaction(s)
(with the approval of SSPOs wherever needed) happened in the office
due to fault of techinology or manual error .
ances (other than that are tfo be up

accounts of HO/SOs either

Uploading of miscellaneous allow

loaded thro SAP) , all kinds of PLI RPLI paymenis into Finacle for SB
Credit of employees / public. Proper day end in supervisor of all

BOQc“miOmm.m)E-}E oEmﬂEQ_A ommmmsmagkmmvom.
f SB Counters . MPCM & Business Post Centre.

Deputy
Postmaster
( Counter)

0930-1730 | Supervision of the work o

Maintenance of Register of undeliverable PBs { SB 44 ). Maintenance of
the files of instructions and circulars.  Correspondence  including
complaints. Maintenance of Stock of >S:o:.«.ma Agents Receipt boeks |
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Link official
APM(SB)

3. | HSG Il Assistant
Postmaster
( Delivery)

Link official
PRI (P)

e
4 HSG Il Assistant

pPostmaster
(SB)

Link official
DPM

0730-1100
1430-1800

I
0930-1730

‘ infenar

. Cheqgue pooks for HO. Placing indent o mmmmw.m« of Form 15H “ G

Franking Machiné Registers. Maintenance of - i statemen S :

and the work related therein. Responsibl nd mCU3_mm_03 o)
i R d SBCO :

settlement of Audit, ICI paras an BC an_mQ.

due returns. Functioning  @s second mc\m
r of Accounts , Pledgingd ) of
: .*.Q__J\:‘._Q kind stamp

accounts , Transfe 9
types of Savings instruments  of HO/ SO5 Kin
<,\_\mn€_:© LOTS with the assistance  of SBC PAS .OjMM:Q_ duties of
balance available with counter PAs. And All_P€ CBS) volume |
postmaster in respect of sB/SC [ Post Office saving’ Bank ﬁ t hours Of
‘Maintenance of IPO Bohoﬁﬂonx._:-n:oﬁ@moﬁ office during ol Hie, Off
« after the dufies of APM | pelivery) during _m
dules(CBS.SAP)-ANY other

Postmaster and loo
f all mo

d in supervisor O

hours. Proper day en
work assigned b Postmaster/SSPOs. .
Supervise the work_of Registrafion Delivery PA . MO Paid PA . Mails &
Sorting PA supervise  all Postmen / GDS MD within the office .
Maintenance of statistical Register , Mis-sent arficle Register, Post BoX -
Posl Bag Register , UnPaid Register, Book of Post Marks . Responsible for
timely ~submission of eMO Paid retumns Checking the IPPB Cash
dled by Postmen / GDSMD )

Transaction Register ( IPPB Cash han
maintained by the Treasurer. Proper day end in supervisor of all

modules(CBS,SAP)-Any other work assigned by Postmaster/SSPOs.

A . Aadhaar branch , WUMT. Transfer of

Supervise the work of SOSB P
accounts of HO/SOs and maintenance of registers .Revival of silent
infenance of register . Pledging / Releasing of

accounts and ma
security of all types of Savings Instruments of HO / SOs. Maintenanc
. (L= m

of Major stock of Pass book, SB-26 , SB-28 and che
placing Indent for such articles. KQNEQDQMMM _un%w mo\m MO s and
undelivered pass books of SOs. Submission of compliance rogister  of
Inspection / Visit Reports {in respect of SOs) of higher offi reports on the
other work assigned by postmaster and Al pérsonal duti icers.. -And any
in respect of SB/SC [ Post Office savings Bank (CBS) <onc_mm or Fesimaster
end in supervisor of all modules(CBS.SAP)-Any other iﬂﬂw_ﬂu n.uwﬂ.o_omﬁ day
signed

\ll\\\Ll\\\L

postmaster/SSPOs.

M.\‘muﬁ...._f..

’ A. .
or. .D.JTJ_:.} _......
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nding preiminary sorting

HSG Il Assistant
Postmaster
PRI(P)

Link official
APM delivery

_

LSG PA-1
ccC

Attending duties as prescribed | vill. Atte .
and checking of *wvo_n mzmn_ *_mm,\o__ﬁ_\,_&a:@. peview the delivery
performance of Postmen. Checking of remarks furnished by postmen on
undelivered arficles. Posting of test letters. Checking of prompt
clearance of letter boxes. Checking of money orders paid by postmen.
Attending complaints in CRM portal and received from public and
making enquiries on such complaints. submission of Diary on time as

Head Postman ,

prescribed in rule. Extracting maximurm output from
PM (Delivery) . Postmaster

Postmen. Extend ending co-ordination with A
for m.BOO*.: functioning of office especially in the area of delivery and
public grievances. Verifying the Temporary and permanent instructions

received from the public. Supervising the work of posimen and any
other postal subordinates working outside the office such as letter box
attendant, mail attendant etc. Makina surprise check of articles
cleared from letter boxes by letter box attendcris as often «Cs
possible with a view to detect if there cre any articies with them
bearing signs of removal of stamps or affired with usec-up stamps. To
have a practical knowledge of post office work as well as ﬁjoqo.coj
knowledge of rules in postal manual voiumes. To instruct mcwuoamjornn
to their duties , especially when any rnsw class of business oF
undertaken by ihe department or when cry change in Uﬂonlmn_c .qw
introduced. To be qualified to toke chargz of and <<O_¥ in Sub m.m -
if ordered by Administration. To make and 393&5 s m ices
Memorandum book in which he should mazke entries 1mmoam3mommw

matters worthy ©O
official record. To mai

himself familiar with the . j
and to see that every postmen 15 acquainiez with the localities in hi
oc in his

own beat and is familiar with 1he namsg :
cnd cddress of ¢l

Um:jo:mi
modules(CBS.SAP)

g

-Any other work assign€d by  ostmaster/SSPOs.

I\\I\\\/

f note which would no* ordinari
" < aril

niain @ postal Map of his WCQWQ,WW:U_MOGQ on

delivery beats of cll the vom_B\wn :.J :wm J;On”rm _

- own |

i ~espondence work . except .‘
Atending_@° ©0 4 hose relating to Saving

Bank and Accounts branches. Maintenance  of PF of officials und .,«Tw_ |
003*3_9ﬂ vom:.:oﬂml er the

ority.

resident. Proper day erc i .
P In supervisor of <l



Link official .
Postmaster Aftending staff matter in respect of ol e
ol of PM . Assistance 10 P to ™

Maintenance of history sheefts. Assistan®©
respect of Inspection reports. Mainte
working in HO. Distribution of circulars , Oooo__m
of cormrrection slips fo manuals and yvolumé€ oices
of Register of uniforms . old records and psD inY ‘
complaints and the complaints posted, in ~ ceeping fill the
' monthly bundies of various branches Q:_n.u :Wcﬁmq} i, short ferm
complction of prescrvation penog. Emtc:-____o:. : L qlf year
; _ : atistics anc nalf Yy Y

arrangement monthly bills, EST = 2 review Mﬂ e odules. \Aqintenance

enumeration refurns. Proper day end in.user
by womgonm:mmnom.

of LB statement ANy other work assigned

I

7 LG PA-2 0930 -1730
sg counter -1

Acceptance Of mm\mo:meZ%méﬁzwo?_a\womm transaction i1 the
counter including IPPBAEPS. settlement of sgCO Objec!ions. ssue of
ATM debit cards and maintaining related registers. Delivery  ©f
welcome KIT to the depositors. Acceptance of Death cloim papers of
5B/SC. Maintenance of Pass book petty stock registers. Mainienance of
| Register of Cheqgue received from public including sOs and giving credit
to such customer accounts after receipt ©Of intimation ~f realization
from ATR branch. Maintenance of Account Opening Forms and KYC
documents of accounts opened. Maintenance of duplicate copy of
Kyc form received for revival , change in signature  elc. printing of
Pass DOOKS . preparation of AT vouchers: Printing of Consolidation.
Tallying ©of vouchers DY viewing LOT with DPM. Any other work
assigned in post Office sqvings Bank (CBS) Volume . Proper day end in
user of all modules. Any other work assigned by Postmaster/SSPOSs

Link Official SB
Counterll PA

(J— ] —
g |PA-3 0930-1730 acceptance of wm\mUEU\mw>%m2_222m0\3_maomm e elloa I 1h
counter including IPPB. AEPS Sale of Stamps . Printing of Pass moom

| 5B counier™ : d ks of MPKBY. AnY oft

including the passbooks O . er work  Qssic :
M Office Savings gank (CBS) Volume. proper day end in user o_nw_.%._ag .:avom_
| Link Official Any ofher work assigned by postmaster/SSPOs. odules.
L .z.wumgamm,,\\sﬁ\.\ \\Ln!\\\\\\\l\\\\.\\\\\.-




Treasurer

Link official ATR

BASET

[0630-1030

except those
5 FHB i rReport (HO

\

630-1030
1500-1800

Duties assigned to freasurer in Vol VI
assigned to ATR. Maintenance of TCB .
Summary ), IPPB Cash Transaction Register
‘' item Register. All kind of Cash dea3°
Counters. Joint custodian  for cash and valuables
DO. EsC

Submission of treasury weekly statement 1O Y~ d between
to and from Bank. Reporting of cash differencé (if any ) foun

. . inc. Proper day
T .o of cash loading
Finacle and real cash in ATM at the :39@@3@& by _uom:joﬁmlmmmom.

end in user of all modules. Any other work
except those

orting remitfances

10

12

PA-5
Asst. Treasurer

Link official TRR

PA-6
Sub Accounts

Link official Mail
& Sorting PA

[
PA-7
Mail & Sorting

Link official Sub
Accouni PA

0930-1730

R B
0630-1030

1430-1730

Dufies assigned to freasurer in Vol VI & FHB vol Il e

assigned to Treasurer. Maintenance of stamp Register . Register of Salable
Publications , Philately Bureau stock Register, RPU premium receipt books
and Indenting , stocking and supplying of all these items . Cheque
Truncation System : Scanning of all cheques in machine for clearing .
Downloading the realized cheque list and inward chegue image.
Attending the WUMT Customers, Aadhaar customers Attending the
duties of Treasurer during off hours of Treasurer . Proper day end in user of

all modules. Any other work assigned by Postmaster/SSPOs.

Duties assigned fo sub-accounts branch in chapter | of P&T manual Vol
v| Part Il . Receipt and dispatch of Accouni bags of SOs. Checking SO
daily accounts , BO Daily accounts with CMAB. Forwarding of ECB
memos after scrutiny . SMRs to Divisional office . Comparing BO Dail

Account with computer printed Daily Transaction Report prepared U<
$Os. Maintaining of OB ,CB of SOs, BOs in excel format. Ensuri th x_
Point of Sale cash of all SOs aré talied in system. P‘owaﬂ ” ng ha

user of all modules. Any o?mq% wOﬂBQﬂm\iﬁmW.wOM«\ sndin

[0630-1030
1500-1800

Receiving & Despatching of Mails as prescribed |

Postal Manual Vol VI Part I Koﬂamsozom_: Mwo%*mﬂ 2 &3 of

Maintenance Book of Addressee’s instruciion, Mail L ag account.

Printing of e-Post. Mainfenance of statisticql regist apse mmm_ﬂmﬁ.

preparation  of enumeration  retumns. The branch er & assist for

supervision of APM(D). Proper day end in User of o BOMC_mMDMm: the
. Any other

work assigned by Postmaster/SSPOs.

[ (St




.I.lnl.l.l.l.i.lnl.l

13 #ﬂmuw! — e
ﬂmv@._n.: . OMQ.;.,_ TR T s " vanual Vol VI fart |
4 Qtion 030 Dutie T Y S o~ o 4 ol postal Md ; ;
delivery pa 1500-1800 | x.ﬁ“‘.,w;nw cﬂﬂmmmm;.ﬂwn__ i Chapte! | baas. anc! Distiby _.f. Rl Parcel
Link offi i VP ce( e elter bags, PO'“". maving wincdow Dalivary
1 _O_O— . PL . VPP » COD ao *unum* for n._ﬁ__(.n‘_}\ X ¢ ﬂ \f__?) ()
_wUmeO s of all these arli men ¢ jer the supervision 0 (2).
| P €livery R vese articles . The branch is VN9 "7 oiher work assignod by
f!ﬂmﬂf!hﬂ:fl; o Proper day end in user of g modul€s: Any Ol :
PA-9 T Postmaster/SSPO:s. _ al Vol VI Part. |
ar=T=1 i = i e e e e Wy « NC nua - . 0
# Speed Q@..E....J. _mDD._msm Uc:m..m as prescribed in Chapter 4 of _uonm‘m _,w_; lo Postmen for
| PA Receipt of Speed Bags and  Distribu!e speed O ™ e branch: i
Link official delivery- making Window Delivery of all thes€ articles . T8 BOQC_OM
Registration under the supervision of APM(D). Prope! day end in user 5.
| delivery PA Any other work assigned by Postmaster/SSPOS:
18 | PA~ - _— e e
Lidies M._o o 0630-1030 Duties of MO payment as prescribed i1 Manual Vol VI Part Il Chapter |
| Qi 1500-1800 & 2 . Printing eMOs and distribute them to Posimen for payments,
| | Checking of SO eMO paid vouchers . Preparation and submission of
_ eMO paid returns to Audit. Sale of Stamps. showing the paid eMO
_ vouchers of HO to Head Postman . PRI for verification by them.
_ Keeping safely all eMO Paid vouchers of HO / SOs til the time of
___ submission .o.q Fortnightly returns to DPA Chennai. The branch is under
_ the supervision of APM(D). Proper day end in user of all modules. Any
W : other work assigned by Postmaster/SSPOs.
w 16  PA-11 0%930-1730 Booking of Registered Letter , Parcel , Speed post , Insured and VP.
“ | MPCM Issue of eMOs , Sale & payment of IPO. Acceptance of all e-Payment
| - o transactions, PLI receipts nm-m.om,, Uoozn.m. Submission of retumns in
“ . Link official SB respect of above :Q:mo.o:o:m. Preparation of Despatch list of RLs,
_ Counter | PA moﬂo%a. m_ummm__ mﬂﬂ to .%_Eajﬂsomg.#mim / Madurai RMS Parcel Hub and
w MMMH%%.@ ?M:M:Mmﬁmum MM: mﬂoﬂmznw__ mﬂmc.zﬂjos - Sdie, Of siamps.—Gat
| all modules. This branch is under Em@_”cmﬂ”m.%_‘.ovmq wo< end in user of
| ; ision ©
_ work assigned by Postmaster/SSPOs. DPM. Any other
17 | PA-12 0930 -1730 Working under the supervision of APM (SB) . Mainte —
, and preparation of statements for HO / SOs. >:m:QEMQMMM o ﬂo,,_m.:.om
| cases of HO / SOs. Issue of Duplicate Pass Books to SOs mm%mm.a. claim
* KYC forms of HO /SOs to Circle Processing Centre ﬁOmmu.meoﬁmm.M e
__‘ Chennai . Maintenance of _Heavy withdrawal I,

o) register.
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SEE N U
18 | LSG PA-13

CPC PA-|

Link official
CPC-PA Il

ment of 3

Maintenance of FRMU alert register D.JQ MM work — AOCToT WO — ¢
Transactions register of HO / SOs. Cash ceifica d by POSTMCEI=/SCa. |
BPC work- CSC services-Any other work 059N s-Bank (CBS) Voiume _
Any other work assigned in Post Office mo<_3©3mﬂ work cssonec Oy |

Proper day end in user of all modules. ANY ©

0930-1730

Postmaster/SSPOs. - ;
Indexing of PLI files for Loan, Maturity, Survival Benefil, ﬂﬂﬂ&ﬂﬂ;tw mﬂmw.uh.
Document, Loan repayment and Nominction and scans 1= o,owﬂk. ’ ..“m
for above mentioned service request. Placing cAs€ ﬁ_._mm. Compieing we—
letter generation. Make data entry in CIS system with 020&0@0& .....Hm.“
processing / request to keep hard copies of all documents In fle m % M
custody. To take Printout, letters and bonds and send the same .n:T

PC ManoQosr |

addressees concerned after obtaining sanatures of C -
oLl new proposals & Revivd !

(wherever required). To scan documents of = :
service requests efc. immediately on receip™. To make Data Entry in 'CIS
system correctly without delay. To see cziculations and do other

mandatory checks while processing new preosals requests To keep up |
records. To perform all other duties of a PA o: and when required of him |
by the Postmaster/Superintendent. Proper da. =nd in user of all modules. !

Any other work assigned by Postmaster / SSPC:.

19 | PA-14
CPC PA~—I

Link official
CPC-PA-I

0930-1730

Indexing of RPLI files for Loan, Maturity, Survi. 2l Benefit, Duplicate Policy |
Document, Loan repayment and Nomination and scans the documents
for above mentioned service request. Placing case files. Completing with
letter generation. Make data entry in CIS system with calculation while
processing / request to keep hard copies of all documents in file in safe
custody. To take Printout, lefters and bonds and send the same to
addressees concemned after obtaining signatures of cpc Mana
(wherever required). To scan documents of RPLI new proposals & R ger
service requests efc. immediately on receipt. To make Daiq Enf ‘evival
system correctly without delay. To seé Cdlculations Q:Q QJMU e _.n_u_m
mandatory checks while processing new Proposals requesls To k o
records. To perform all other duties of a PA s and when & Ul mmn up
by the Postmaster/Superintendent. Proper day end in user om __Hoa of him
Any other work assigned by Postmaster / SSPOs. all mpgules,

tawg el
Sr. Suparintendent o
Virucihn

/..:.C.r_.___.h_. )i




yPS and networking

20 | PA-15 0930-1730 ' E
Pt =ns
DSM - ucqm prompt workin rinters, :
Jdevices. _Z,om:”m:o:nw M“ servers, no%ﬁ&wwwvoaa software relating _mu. all
peripherals: P « problems and rasing

Postal systems and of
tickets with service Mwmﬁ:ﬂoq Kits. >:mﬂuﬁr_‘wmwn:%q““”u_ow3$ relating o systems
| ..,...HSQ network issues of MO wmog.m D*WQD\VﬂCUUCKOZQm HO and \P_.C_U__Ucvnoxﬁ_
Sub divisional office. Ide mﬁ.czamﬂ 2 c:mm?\manU_m m<m.ﬁm3m and
' computer peripherals as m.si HM_Q_MM s, Pooling of e-Waste ifems after
~nndemnation. Ensuring Qom_oa._m ‘_ o z.m_u | and Il connectivity for in the
HO and SOs attached to 23_ WOD completion of all offices under
' Virudhunagor Division in the evening for oné monih on rotational basis
E_s other HO DSMs. Submission of FNR 1O Uwsaozo_ office. Proper day end
in user of all modules. Any other work assid pos'master / SSPOs.

/ SSPOs.

agned by postmaster

21 | PA-16 0930 -173 Allotted to work at POPSK. Any other work assi

e —

d by PO tmaster / SSPOs.

1 roarn ! =T10 1 a ; . SO
0930 -1/ Allofted to work al POPSK. Any other work assigne

22 A 30-1730

- \ . o - ___

23 | PA 0920 -1730 | Imporhng fraining _m.::omnmmm._soi_oao:.nw. of History Sheels , Stock
W . | Register of Compulers and its allied equipments provided in WCTC.

~ InsirL C 1o m | Any othet wotk ossigned by Postmaster/SSPOS:

UTION OF WORK OF ACCOUNIS mm»,ZOI..chUICZ\rO)m HO 626101

MEMORANDUM OF DISTRIB
e Nalute of duties

si | Designation Hours of
NO. | oftendonce i  _ - e PO
\ HSG I Assistant | 0930-1730 performing  all personal duties of Postmaster in respect of
hin CS! -SAP and in McCamish as Quality Checker

Postmaster accounts branc

( APM and all @ enabled on né modules relating to accounts branch.
\ Accounts) supervising all officials in onnoc:_w. branch. Maintenance oOf
: clef. nc:.asana Register, Register of PS Bonds, RTI

\ _, gsiablishmen! Reg _8
_ , Register. GPF Accounts . prepard _ n of  Trail Lalance in SAP.
of Montnly retums o PAO. Preparation of IT

Link official Submission
of 8D stalement . Submission of

Accountant statement. Ssubmission ¥
complionce report 1O AlR .
L of GPF_ODNUal statements. Pre f

service DoOkS. Checkn

p——




el
Accountant

Link officiql
APM ACcounts

0930-1730

PA-18
Bill |

Link official
Bill-11

0930-1730

PA-19
Bill Il

Link official
Bill - |

0930-1730

———— e e ——————— L ¥ .3_3@
of Annual Accrual accounting statement, Checkir 9
leave  admissibility  cerlificate. Proper day end in sV

Maintaining service book , NPS | CPF zoma_oﬁm.:_mch
Professional tax register . Preparalion ol - A statem and
statement , LPC , Pay fixalion memo , Income fax on salary = Is
GS1. Safeguarding Service Books, Reviewing of service of o:_n_o_"
who completed 25 years of 'service / who completed 50 years O
age. Proper day end in supervisor of all 3oac_mm_0mm.m>3->:< other

work assigned by Postmaster/SSPOs.

Maintenance of all refrenchment regist
Advances, Conlingent Register, NPC bill  Regisler .
Statement, HBA Register, SBI Scroll register. Preparation of GPF
Debit / Credit statements , UD Memo. Drawal of pay and
allowances departmental officials , drawal of NPC bills , DA / Bonus
for deparimental officials, Supplementary bills, RA, ROHSC , TA , LTC.
Checking of bills paid vouchers Any other work assigned by
Postmaster/SSPOs. Proper day end in user of all modules.

Absenlees

S enance of PPO Register , Co-op sociely Register, Register o

‘Maintenanc
CGEGIS , Register of Post Box. Preparation of Schedules , abstract

of PLI/RPLI. Drawal of all Allowance / bonus for GDS. Checking of
OTA bills, PLI / RPLI Transactions of all Pos. Preparation of MPBY
SAS commission schedule, TDS Schedule of for SB section in for 26
Q. Any other work assigned by Postmaster/SSPOs. Proper day end in

user of all modules.

modules(CBS.SAP)-Any other work assigned by Posimas
E—

er dnn_cam:@..roaam and

PA-20
gill =Ml

Link official
gill - Il

0930-1730

t in r/o all pensioners ( pensions) and
credit in their SB accounts - Maintaining pension registers. ?oommmm:@
of pension schedules. Processing of Family pension /Death cases
processing of DA arrears for IDA pensioners on quarterly basis -
Correspondence work in c/w all pension works and CoOmmission

Checking of Pension amoun

works - Processing all kinds of revision of Pension authorized by pap




e . 1ax ._._,.._._ﬂ\.f.?..__.x clally
Chennai. Preparing agent commission and 1¢ ::____ on tme - |
(MPKBY,NSC,KVP,RD MIS,TD) and submit i J...\L/.Z.___:‘Z_.,_ Agenl
supervise the work of consolidation ol r/;., _‘_A___ ates 10 SAS
Comn. Bills and schedules lssuing 1T ot w5 [ Al agents
Agents/MPKBY Agents/SCSS Account holders/Fension® { SOs) , ANy
" and other amount recovered for [T purpose by He )$ ::” ,._ o
__ other work assigned by Postmaster/SSPOs. Proper day anit N

;o_._._:oac_om.

. fici i i .  branches. They will maintain
General - All the officials will be responsible for the correspondence relaling to their branches. They wi

files and make them available for reference. They will maintain statistical figures in respect of their branches.






