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Postmaster-General.

Railway Mail Service.
Superintendent.

Head Office

V-SAT Stations

ESMO

Hybrid Mail Service.

General Post Office.

. Sub-Office.

10. Branch Office

11. Transit Office.

12. Transit Mail Office

13. Computerized Transit Mail Office
14. Sorting Office.

15. Automatic Mail Processing Centre
16. Computerized Registration Centre
17. Sorting sub-office

18. Nodal Post Office

19. Central Bagging Unit/ Kendriya Bagging Unit
20. Returned Letter Office

21. Transcription Centre.
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22. Office of Exchange

23. Foreign Post Offices

24. Sub-Foreign Post Offices
25. Transit Sections

26. Mail Office

27. Bulk Mail Centre

28. Mass mailing Centre

29. Press Sorting Office (PSO)
30. Record Office

31. Head Record Office

32. Sub-record office

33. Bag Office

34. Unit Bag Office

35. District Bag Office

36. Circle Bag Office

37. Central Bag Office

38. Sorting Assistant

39. Subsidiary S A

40. Set of Section

41. Set of a Mail Office

42. Trip.

43. Station and sorting articles
44. Labelled bundle

45. station bundle

46. Sorting bundle

47. Express bundle

48. Territorial bundle

49. Check-slip.

50. Money Order Check-slip
51. Mail bags

52. Station mail bags

53. Sorting mail bags

54. Combined mail bags

55. Airmail bag

56. Registered bundle

57. Registered bundles from customers
58. Registered bag

59. Speed Post Bag

60. Insured bundle
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61. Parcel bag

62. Insured bag

63. Registered packet bag

64. Packet bag

65. Transit bag

66. Account bag

67. Branch office bag

68. Cash bag

69. Special bag

70. Camp bag

71. Changing station

72. Connecting section

73. Overtime duty

74. Rest house.

75. Cage TB

76. Press packet

77. A Orders

78. B Orders

79. Work-papers

80. Due Mail and Sorting List

81. Due mails and unusual mails.
82. Face and facing

83. Beat

84. Camp correspondence

85. Late letters and too late letters
86. Mis-sent and mis-directed articles
87. Trial cards

PRODUCTS AND SERVICES
Domestic Mail Services
Letter

Letter Card

Post Card

Book Post

Literature for Blind

Periodical Post

Registered News paper

India Post Parcel (Retail)

Gyan Post

Premium Products
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10.Domestic Speed Post
11.Speed Post Parcel
12.India Post Parcel (Contractual)
13.Logistics Post

Other Services
14.Direct Posts
15.Media Post
16.Magazine post
17.e-Post
18.e-Payment
19.Collect Bills
20.Business Post
21.Retail Post
22.Domestic Mails Packaging Tips
23.Domestic Tariff

International Mail Services
24.International Letter
25.EMS/International speed post
26.International Tracked Packets
27.International Parcel Post
28.Export of Commercial Items
29.International Tariff
30.Standards for addressing on International items
31.Making and Packaging Tips on International items

32.Prohibitions arising out of international agreements and corresponding inland

regulations

Value Added Services
33.Book Now Pay Later (BNPL Scheme)
34.Cash on Delivery (Contractual)
35.Cash on Delivery (Retail)
36.Get India Post Franchise

Franking Solutions
37.Remotely Managed Franking Machine
38.Franking Machine

Money Remittance Services
39.Domestic Money Order
40.International Money Order

My stamp

Compensation

Postalcoaching.com Online Coaching Classes

Page | 4


https://www.indiapost.gov.in/mailproducts#exppostalchanne
https://www.indiapost.gov.in/mailproducts#exppostalchanne

Post Office Saving Schemes

41.Post Office Savings Account (SB)

42.National Savings Recurring Deposit Account (RD)
43.Post Office Monthly Income Scheme Account (MIS)
44.Senior Citizens Savings Scheme Account (SCSS)
45.Public Provident Fund Account (PPF)

46.Sukanya Samriddhi Account(SSA)

47.National Savings Time Deposit (TD)

48.Kisan Vikas Patra (KVP)

49.Mahila Samman Savings Certificate-2023
50.National Savings Certificates (V111 Issue) (NSC)
51.PM CARES for Children Scheme, 2021

52.India Post Payments Bank (IPPB)

Jansuraksha Scheme
53.Pradhan Mantri Suraksha Bima Yojna (PMSBY)
54.Pradhan Mantri Jeevan Jyoti Bima Yojana (PMJJIBY)
55.Atal Pension Yojna (APY)

PLI Schemes
56.Whole Life Assurance (Suraksha)
57.Convertible Whole Life Assurance (Suvidha)
58.Endowment Assurance (Santosh)
59.Joint Life Assurance (Yugal Suraksha)
60.Anticipated Endowment Assurance (Sumangal)
61.Children Policy (Bal Jeevan Bima)

Rural Postal Life Insurance Schemes
62.Whole Life Assurance (Gram Suraksha)
63.Convertible Whole Life Assurance (Gram Suvidha)
64.Endowment Assurance (Gram Santosh)

65.10 Years Rural PLI (Gram Priya)
66.Anticipated Endowment Assurance (Gram Sumangal)
67.Children Policy (Bal Jeevan Bima)

General Awareness

Indian GeographyCivics

General Knowledge

Indian Culture & Freedom Struggle

Ethics and Moral Study

Basic Arithmetic

5. BODMAS (Brackets, Orders, Division, Multiplication, Addition, Subtraction)
6. Percentage
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7. Profit and Loss

8. Simple Interest

9. Average

10.Time and Work

11.Time and Distance

12.LCM & HCF Method
Previous Question Papers

PAPER - I1: Knowledge of Postal Operations(For POSTMAN / MAIL GUARD)
POST OFFICE GUIDE - PART 1
Delivery of Mails

Delivery of registered articles

Special procedure for delivering registered articles to firms, companies, offices, etc.
Delivery of registered articles addressed to pardanashin women

Delivery of damaged registered letter and parcel articles

Delivery of parcels and period of detention at delivery post office

Delivery of insured articles

Delivery of V.P. (Value Payable) articles

Delivery of articles on which customs duty is due

. Delivery fee

10.Arrangements for delivery of over-value articles at no-delivery town post offices
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Money Order and Delivery Duties

11.Payment of money orders

12.Duties of postmen and other delivery agents

13.Delivery of articles at post offices without delivery agents

14.Window delivery

15.Delivery of articles to messengers from places not served daily by postmen

16.Payment of money orders to messengers from places not served daily by postmen

17.Delivery of registered articles to messengers or care parties

18.Delivery of registered articles and payment of money orders addressed to students
of educational institutions

Refusal of Articles and Redirection

19.0bligation to pay charges

20.Refusal of registered articles presented for delivery
21.Remedy of post office for recovery of charges due
22.Articles maliciously sent unpaid
23.Correspondence for defence services personnel

24 .Post Restante

25.Re-direction
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26.Interception and place of re-direction

27.Conditions of free re-direction

28.Penalty for breach of conditions

29.Re-direction fee on parcels

30.Instructions regarding change of residence

31.Articles addressed to deceased persons

32.Liability to detention of certain mails

33.Facilities provided by village postmen in rural areas
POSTAL MANUAL VOLUME VI (PART I11)

34.Head Postman

35.Knowledge of postal business

36.Supply of forms to be carried by postman

37.Postman’s book

38.Addresses to be noted on articles

39.Damaged articles to be noticed

40.Receipts for articles issued for delivery

41.Book of receipts for intimations and notices delivered

42.Instructions for delivery

43.Realization of postage before delivery

44.Receipts of addressees for registered articles delivered

45.Delivery to illiterate addressees

46.Delivery of insured articles addressed to minors
e-Money Order and Special Cases

47.Payment of e-Money Orders

48.e-Money Orders addressed to minors

49.Payment of e-Money Orders addressed to persons without hands or fingers

50.Payment of e-Money Orders and delivery of registered letters to lunatics

51.Details of Postman Mobile Application
Other Duties

52.Additional duties of postman

53.Duties of mail attendant

54.Duties of letter-box attendants

POSTAL MANUAL VOLUME VII (Mail Guard Section)
55.Stamps and seals
56.Portfolio and its contents
57.Stationery
58.Preparation of daily report (MS-83)
59.Important irregularities
60.Mail abstract (M-42 for Transit Sections and M-43 for Mail Offices)
61.Completion of mail abstract
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62.Exchange of mails
63.Cage T.B.
64.Disposal of mails addressed to a section or mail office
65.Closing of transit bags
66.Duties and responsibilities of Mail Guard or Mail Agent
67.Preliminary work
68.Receipt and dispatch of mails
69.Disposal of unregistered articles
70.Registration of articles
71.Preparation of mail for dispatch
72.Final duties before quitting van or office
73.B-Orders and T.B. Orders
Previous Question Papers
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1.Syllabus

PAPER - |
Duration: 60 Minutes

Part— A
Maximum Marks:
60

[30 Questions
Each question
carries 2 marks]

Post Office Guide — Part |

a) Organization of the Department

b) Types of Post Offices

c) Business Hours

d) Payment of Postage, Stamps, and

Stationery

e) General rules regarding packing,

sealing, and posting; manner of affixing

postage stamps

f) Methods of Addressing

g) Post Boxes and Post Bags

h) Duties of Letter Box Peon

1) Official Postal Articles

J) Prohibited Postal Articles

K) Products and Services:
* Mails * Banking & Remittances
* Insurance ¢ Stamps ¢ Business
(Reference: India Post Website)

23 Questions

Postal Manual Volume V
a) Definitions

7 Questions

Part-B
Maximum Marks:
40

[20 Questions
Each question
carries 2 marks]

General Awareness

Topics to be covered (1 to 3 questions
from each topic)

a) Indian Geography

b) Civics

c) General Knowledge

d) Indian Culture & Freedom Struggle
e) Ethics and Moral Study

10 Questions

Basic Arithmetic

Topics to be covered (1 to 2 questions
from each topic):

a) BODMAS (brackets, orders, division,
multiplication, addition, subtraction)

b) Percentage

c) Profit and Loss

10 Questions
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d) Simple Interest

e) Average

f) Time and Work

g) Time and Distance

h) LCM & HCF Method
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