L esson 13
Postal Services

Areyou facing any difficulty while studying this course material ? Have you been ableto
comprehend thelessonsyou have studied sofar?1f not, pleasefed freetowriteto Nationa
I ngtitute of Open Schooling (N10OS) about your specific problems. TheNIOSwill definitely
find out asolutionto your problem. But the questionishow will you convey your problems?

Inthe previouslesson, you learnt about various means of communication. By using any of
those meansyou can communicate with us. Inthat lesson, you also learnt that | ettersare
very common and convenient means of written communication. If you writealetter to us,
then how will it reach us? Whowill bringittous? Well, itisthe post office, which will doit.
It actsasamiddleman between the sender and thereceiver. The sender poststheletter at
the post officeand the post officetakes all necessary stepsto deliver theletter to the person
concerned. In addition to this, the post office al so performs some other services. Inthis
lesson we shdl learn more about various services offered by the post office,

13.1 Objectives
After studying thislesson, you will beableto:

e explainthemeaning and nature of postal services,

e dtatevariousservicesprovided by postal department;
e describetheimportance of postal services,; and

® recognisetheroleof private courier services.

13.2 Meaning of Postal Service
You must have been to aPost Office. What did you do there? You may have purchased
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stampsor posted al etter. Sometimes, you may aso have sent money or parcels, or you may
have deposited your savingsin the post office. Theservicesof carrying lettersand parcels,
arranging remittance of money, accepting depositsof money, etc. arethevariousservices
offered by the post office, which the public can avail of. All these servicesareknown as
postal services.

Natur e of Postal Services

Pogtal servicesoriginated with the necessity of communicating written messages. Inthe past
also, one could exchange messagesin writing. But, then there used to be the practice of
someindividualsknownas‘ runners’ being engaged to go from placeto placeto deliver the

¥\ messages. Even trained pigeonswere used to carry | ettersfrom one place to another. The

postal system, which we havetoday, became effective with the spread of roadwaysand
railwaysasmeansof transport. In India, until 1837, the postal servicewasused solely for
sending official mail. After 1837, the postal serviceswere madeavailabletothe public. In
course of time, Post Offices offered several other servicesincluding remittance of money,
ddivery of parcels, banking, insurance and many other such services.

Asyou know, aPost Office servesavariety of functions, thereby making the nature of
postal servicesdivergent. Let uslook into the nature of postal services. Postal servicesare
administered by Government of Indiathroughout the country and the chargesfor all these
servicesareminimal, which thecommon man can afford. Itisviewed asthemost dependable
means of written communication. It isalso used by the common man asthemost reliable
meansof sending money through money ordersto personsstaying at far off places. Itisalso
themaost commonly used meansfor ddlivery of articlesof vaue. Thebanking servicesprovided
by Post Officesattract alarge number of people both from rural and urban areas dueto
easy accessibility and wide network of post offices. Oneof the most interesting featureto
noteisthat dl thesevaried postd servicesgiveusseverd options, whichwecanuseaccording
to our need and convenience. For example, to write aletter, we may use apost card or
inland letter or an envelope.

13.3 Typesof Postal Services

Indian posta servicesaremainly concerned with collection, sorting, and distribution of |etters,
parcels, packets, etc. Besides, anumber of other servicesare also provided to the genera
public aswell asbusinessenterprises. Let usclassify al thosefacilitiesunder thefollowing
mainheadings.

I. Mail service

ii. Remittance service

iii. Banking service

\V2 I nsuranceservice
Other services

V.
13.4 Mail Service

You send lettersto your friendsand rel atives on different occasions. Similarly, you make
correspondencewith N1OSregarding your problems. On specia occasions, you may send
gregting and giftsto your friends. Inall these Situations, post office helpsyouin sending your
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message and al so in bringing messagesfor you through atype of serviceknown asmail
service. Mail serviceisoneof themain servicesof post officethat deal swith collection of
lettersand parcel sfrom the sender to distribute among thereceivers. Indian Postal service
dedl swith both inland and internationa mails. Aninland mail isonewherethe sender and
receiver of themail residewithin the same country. On the other hand, wherethe sender and
receiver of themail resdeindifferent countriesitiscalled and International Mail.

While sending awritten message, the sender can make use of apost card, inland | etter card
or envelop. For sending an articlein apacket or parcel, awrapper (thick paper or cloth)
can beused. Thesearetheaternative meansof sending any mail through the post office. Let
usknow more about these meansof mail service.

i. PostCard

Post card isthe cheapest means of written communication. Itisacard on both sides of
which we can write our message. It has a specified space to write the address of the
receiver. Inthepost office, two different typesof post cardsareavailable. Oneis'ordinary
post card' and the other is'competition post card'. While ordinary post cardsare used for
writing letters, competition post cards are used to send reply to questionsasked in various
competitions announced through radio, television, newspapersand magazines. Although
thesize of both the post cardsissame, they differ intermsof colour and price.

Whilewriting onthe post card oneimportant point you should remember isthat, if you print
your messageinwordsor pictureon any sideof thepost card then you haveto pay additional
postage. Thistypeof cardiscalled aprinted post card. You must have seen agreeting card
of post card Sizeon onesideof which apicture or amessageisprinted. Thisisaso aprinted
post card.

In post officesreply post cardsare also avail able, which are attached with the post cardsto
send amessage. By sending thoseyou can get areply from the addressee (receiver). Actudly
they aretwo ordinary post cardsjoined together. One post card isto be used for sending
the message and the other for getting thereply. The sender writeshis’her own addressinthe
reply post card and sends both without detaching them. Thereceiver detachesthe post card
with the message and sendsthereply to the sender on thereply post card.

ii. InlandLetter Card

Likepost card, written messages can also be sent usinginland letter card. Thiscardissold
by post officesand iscommonly used for sending messageswithin our country. Unlike post
card, thewritten portion of theinland letter card isfolded and sealed. Only namesand
addresses of thereceiver and the sender remain open. Thus, these ensure secrecy of the
message. However, no enclosureisalowedinsdetheinland letter cards. A specia typeof
cardjust likeinland letter card isused for sending messagesto foreign countries. Itisknown
as“aerogram”.

iii. Envelope

You havelearnt that messages can be written on the post card or ontheinland letter card.
But post cardsare not suitablefor sending confidential messages. Againininland letter card
itisnot possibleto send any enclosure athough it ensures secrecy of the message. Now,
suppose you want to send your application or bio-data seeking employment in any

Inland mail and
International
mail

Types of post cards

Ordinary post
card
Competition post
card

Printed post card
Reply post card

Inland letter cards
were introduced on
October 2, 1950, i.e.,
the birth anniversary
of Mahatma Gandhi
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organisation. Canyou send it through mail ? Yes, for sending these, you need apostal envelope
or an ordinary envel opewith postage stamps affixed onit. Itisasmall size paper packet
having one side open. After keeping your enclosureinit, you need to closeit and sent it to
thereceiver.

Postal Envelopesareavailableat al post offices. Thesearewidely used for mailing letters
and other documentsin all government and private officesaswell asin businessfirms.
Besides sending | etterswe can a so mail certain lightweight enclosureslike photographs,
greeting cardsthrough envel opes. In apost officeyou can find different typesof envelope
like, ordinary envelope, envelopefor registered mail, etc. Inthese envelopesthereisno
need to affix any additional postageif theweight of your enclosureisupto acertainlimit. If
it exceedsthat limit, then additional postagewill haveto be affixed according to the postal
rates. In casethe size of your enclosure does not fit those envel ops avail abl e at the post
officeyou can prepareyour own envelopeor purchaseit from the market and affix postage
according to theweight. Even otherwise, thereisno compulsion of using the envelopes
availableat the post offices.

iv. Parce Post

Supposeyou want to send abook to your friend who isstaying inthe nearby town. Canyou
send it through post? Yes, it can be sent through the parcel service of Post office. Let us
learn about it. The postd facility through which articlescan be sentintheform of parcelsis
known asParcel Post. It providesreliableand economical parce delivery service. Under
parcel post services, parcelsof specified sizeand weight can be sent acrossthe country as
well asoutside the country. Postal charges vary according to the weight of the parcel.
Separate postageisto be paid for inland and foreign parcel post.

v. Book Post

Articlesintheform of printed materials, printed books, periodicals, greeting cardscan aso
be mailed as book post. Under book post, envel opes containing books or documents
should only be closed but not sealed. It should be mentioned on theface of theenvelopeas
“Book Post”. The postage on Book post mailsislessthan the postage on seal ed envel opes.

Intext Questions 13.1

Fill inthe blankswith appropriatewords

i.  Areogramisused to send written messageto .

ii. Ordinary post cardsand competition post cardsdiffer with respect to

iii. Postal chargeson ordinary inland parcelsvary according to

iv. ThepostageonBook Post mail is than that on sealed envel opes.

V. Inlandletter cardsshould be used instead of post cardswhen the sender of amessage
wantsto convey any message.

13.5 Specialised Mail Services

For convenience of people post office a so offersvarious mail serviceshaving someextra
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advantageslike sending mailsfaster, ensuring certainty of delivery of mails, compensating
the sender in case of loss or damage to the mail during transit etc. You can avail of the
benefit of al thesefacilitiesby paying additional postage. L et uslearnthedetail sabout these
services.

i. Certificateof Posting

When ordinary letters are posted, the post office does not issue any recel pt because we
generaly drop themintheletterbox of thepost officeor in our locality. However, if asender
wantsto have aproof that he/she hasactually posted theletters, then acertificate can be
obtai ned from the post office on payment of prescribed fee. Thisiscalled * certificate of
posting’. In order to have such acertificate you just need to write the compl ete address of
thereceiver and sender on aplain paper and affix the required postage on it. This paper
aongwiththelettersishanded over to the post office. Thepost officewill put itsseal onthat
paper and returnit to you. Thispaper now servesasan evidenceof posting theletters. But
remember towrite UPC on theface of your mail. UPC standsfor ‘ Under Postdl Certificate'.
It may serveasan evidence of posting in case of any dispute about communication.

ii. Registered Post

Sometimeswewant to ensurethat our mail isdefinitely delivered to the addressee otherwise
it should comeback to us. In such situations, the post office offersregistered post facility
through which we can send our | ettersand parcel s. These mailsare handed over to the post
officeafter affixing additional postage asregistration charge. Onreceiving themail the post
officeimmediately issuesarecei pt to the sender, which a so servesasaproof that themail
has been posted. Remember, the post office will never accept your lettersunlessyou write
your complete addresson thel etters. To distinguish them from ordinary mail, al registered
mailsare super scribed as* Registered Post” ontheir face.

Do you want to confirm that your |etter has been delivered to the addressee? Here post
office providesanother facility. Normally registered postsare handed over to the addressee
after getting their signature on some postal documents. But it isnot intimated to the sender
unless he specifically asks for it. But if the sender wants to have intimation then an
“ Acknowledgement Due Card” can be sent along with theregistered mail. Thisformis
signed by thereceiver (addressee) on delivery of thearticleand returned to the sender by
post. The Acknowledgement Due Cards are availableat all post offices on payment of
specific charges. The sender of theregistered post isrequired to buy one card, writehis
complete postal addressonit andtagit to envelope. The envel ope must be superscribed as
‘Registered post with AD’.

iii. Insured Post

Whilemailsareintransit they can get damaged or logt, resultingin alosstothesender. Can
the post officebeheld liablefor thelossor damage of thearticlein postal transit?1n case of
ordinary letters, registered lettersor parcels, post office cannot be held ligblefor any lossor
damagetothearticle. However, thereisaprovision that asender can insuretheletter or
parcel, so that, incase of any loss or damageto the letter or parcel, the post office shall
compensatefor it. Thus, insured postisatypeof mail servicethroughwhichvauablearticles
maly be sent after insuring these upto aspecificamount. Theinsurancepremiumispaidto
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the post office according to the valuefor whichthe mail isinsured. Here post office actsas
theinsurer andisliablefor thelossor damageto the extent of the valueinsured for. Only
registered mailsare allowed to be sent through insured post. Remember, your |etter or
parcel will not be accepted for insured post unlessit ispacked and sealed asrequired by
the post office.

iv. Speed Post

Sometimes because of some urgency or to avoid delay wewant that our mail should reach
the addressee at the earliest. Here post office providestime-bound aswell asguaranteed
mail delivery through its Speed Post Service. Under thisservice, |etters, documentsand
parcdsareddiveredfagteri.e, withinafixed timeframe. Thisfacility isavailableat specific
post offices. The post office chargesrelatively more postage for speed post than that of
ordinary mail and it variesaccording to distance.

e Speed post servicewasintroduced on 1% August 1986.

e Thisserviceisavailable 24 hours at specific speed post
centers.

o Post office picks up speed post mail from the doorstep of
the senderswho sent bulk mail onaregular basis.

V. Post Restante

Whenitisnecessary to send | etter to aperson whose exact addressis not known you can
send it to the postmaster of that areainwhichthereceiver resides. Theselettersare called
Post Restante L etters. While sending such letters you haveto specifically mention * post
restante’ or ‘ care of postmaster’ onthefaceof theletters. Withthisindicationtheletter will
beretained at the post office at the receiving end and delivered to the addressee on his
calingthepostmaster concerned. The post officeat thereceiving end retainssuch lettersfor
amaximum period of 14 days. Thenitisreturned back to the sender or to the Return L etter
Office. Thisfacility isparticularly suitablefor touristsand travelling salesmen who are not
sure about their addressin aparticular place, or for any other person looking for afixed
addressat anew place.

Intext Questions 13.2

Which of thefollowing statementsaretrueand which arefa se?

I.  Speedpost serviceisavailableinall post offices.

ii.  Only registered mail isallowed to be sent throughinsured post.

iii. Post Restantemail isretained by the post officeat thereceiving end only for aweek.

iv. Forinsured post service, additional postage is payable depending on the distance
between thetwo post offices.

v. Certificateof posting doesnot entitlethe sender of mail to claim compensationif the
letter islostintrangit.
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13.6 Mail Transmission

Pogt office collects| ettersand parcel seither through itscountersor by installing | etterboxes.
Peopledrop lettersin these boxes at any time according to their convenience and post
office collectsthese once or twice everyday during office hours. You may find these boxes
outsideevery post officeand al so at some specific placesfor the convenience of the public.
But haveyou ever noticed that in some placesthere may beletterboxeswith different colours
likered, green, blueand yellow. Why arethey so? Actually themain purpose of ingtalling
letterboxeswith different coloursisto segregate mailsof different destination at thetime of
receiving them. Thisfacilitatesquick sorting and delivery of letters. Let usseewhich box
collectswhichtypeof mail:

Red boxes are meant for collection of mails, which arenot local.
Green boxesaremeant for collection of local mail.
Blueboxesare meant for collection of mailsaddressed to metro cities.

Y ellow boxes are meant for collection of mails addressed to al capital cities.

What happens when you hand over your lettersto the post office or drop your letters
in the letterboxes?

o Post office collects those | etters;

o Verifiesthe amount of stamp affixed on it and defaces the stamps by putting its
sedl;

0 Sortsthe letters according to their destination (i.e., the areas where these are to
be delivered);

Puts mails in different packets or bags as per their destination;

Sends those packets to different post offices at the receiving end;

Thereceiving post officesthen open those packets and put their seal ontheletters.
Sort the mails on the basis of locality of the addressees;

o O O O O

Finally the postmen personally deliver the letters to the respective addresses.

Y ou might be thinking how the postbags or packets are conveyed from one post office
to the other. Let us get to know about this. For short distance, mailbags are carried
through roadwayswith the help of motor vehicles, auto rickshawsand cyclesetc. But for
long distance mails, the most convenient modeisrailways. In our country Railway Mail
Service (RMYS) facilitates sending and receiving mail by railway. You might have seenthe
officesof theRM Sinsidethe premisesof dmost dl bigraillway stationsal over the country.
Themailsthat movethroughrailways, motor vehicle, cyclesetc., arecalled Surface mail.
Besides sending mailsthrough roadwaysand railways, Indian Postal Department hasalso
made necessary arrangement to send mailsthrough arwayswherever ar linkageisavailable.
All internationd mailsareforwarded through airways. Sothemail carried onby air transport
isknownasAirmail.

13.7 Postagefor Mail Service

You might bethinking, how apost card or inland | etter card moves acrossthe country at the

141




Business Studies

Is it aways required
to affix postal stamp
on al types of mails
before you dispatch
them?

Thepostal stamps used
for Government mails
are different from
those used for house-
hold and corporate
mails.

142

same postageirrespectiveof thedistanceit travel s?1n our country youwill find uniformrate
for al typesof mails(except speed post) that movewithinthe country. The postage generdly
variesaccording to theweight of themail. Incase of sending mail outsidethe country or by
speed post, the postage varieson the basis of weight aswell asdistance.

The payment to post officefor the service of carrying mailsismadethrough postal stlamp. It
isrequired that we should buy postal stampsfrom the post office and affix them on our
mails. But thisisnot theonly way to pay for theserviceweavail of fromthe post office. Let
usknow thevariouswaysof paying postage while sending our mailsthrough post office.

i. Postal Stamp: While sending envelopesand parcel swe buy postal stampsfromthe
post officeand affix them on our mail beforewedrop themin theletterbox or handover
at the counter in the post office. But incase of post cards, inland letter cards and
envelopes, which areavailableat post officesthereisno need to affix Ssampsseparately
asthe postageisalready included in the price of theseitems. You might havenoticed
printed postal tampson theface of theseitems. Remember, the postageyou pay while
buying theseitemsisonly for theminimum permissblewe ght of your documents. If the
weight of your lettersor parcelsexceedsthat limit you haveto affix additiona postage.

ii. Franked postage: In large offices where hundreds of |etters have to be stamped
everyday, the post office provides another facility to affix stamps through a
machineknown as’ franking machine’ . Thismachine can print postage of different
denominations, which are called franked postage. The letters to be stamped are
inserted in the machine and by operating different buttons of this machine
impression of required amount of postage can be made. A franking machine
prints postage in brick red ink. These machines can be hired under alicense from
the post office. The post office gives it to the license holder after setting the
machine according to the value of postage paid by the latter. The machine will
stop printing when the total value of the postage is used up. It can be again reset
by the post office on further payment for its use.

iii. Payment without affixing any stamp: Y ou might have noticed that in some
mails no postal stamp is affixed. Then how do they cometo you? Actually these
are certain types of mail where the postage is paid by the sender either well
before dispatching themail or by thereceiver after receiving themail. For example,
in case of newspapers and periodicals the sender pays the postage before
dispatching the mail and incase of business reply cards the addressee pays the
postage after receiving the mail. The Postal Department carriesbrailleliteratures
free of charge.

iv. Computerised Slip: In some post offices now-a-days computer generated slips
are pasted on the mails. There is no need to affix any postal stamp separately.
The amount of postage paid, date and time is mentioned on the slip. Thisfacility
isavailablefor registered letters, speed post | etters, etc. and not for ordinary |etters.

13.8 When wecommit a mistake

Whilesending any mail it isrequired that one should writethe compl ete address of both the
sender and thereceiver ontheface of theletter, envelopeor any other mail. But sometimes,
either we forget to write our address, or we write wrong or incompl ete address of the
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receiver. Sometimes, it may happen that we send | etters, envel opes or other mail without
writing the address of thereceiver. Althoughwe commit such mistakesunintentionaly, the
post officetakesal necessary stepsto deliver themail to the addressee or returnthe same
tous. Let usseethevariouscommon mistakes committed by usand the action taken by
post officeinthesestuations:

What happensif-

i.  Wewritewrongor incompleteaddressof receiver

The postman triesto find out the correct or full addressof thereceiver. If hefails, the
letter issent back to the sender's address as mentioned in the envel ope. But, if the
address of the sender isalso not there, theletter issent to * Return L etter Office'.

ii. Wedonot writeaddressof thesender

In case of registered | ettersthe post office will not accept the same unlessthe sender
writeshis’her complete address. However, in case of ordinary mail, giving sender’s
addresson the envelopeisnot soimportant if the address of the receiver iswritten
correctly. Otherwise, it issent to Return L etter Office.

il Weaffix inadequate postage on our letters

Before sending any mail, the sender should ensure that the mail has been properly
stamped. If registered mailsare not properly stamped, then the post office does not
receiveit fromyou. But in caseof ordinary mail, whichisdroppedintheletterbox and
not properly stamped, thesewill be either returned to the sender mentioning as“Under
stamped” or postman will charge doublethe deficiency in postage from the addressee
whileddiveringthem.

You havelearnt how the post officetakesanumber of stepstofacilitate delivery of mails
despiteincompl ete address or adequate postage. There could be other situationsaso where
the post officetakesall necessary stepsto ensure safe delivery of mailsto the adddresses.
Sometimesthe postman does not find the addresses. What doesthe postman do in such
Stuation? L et usseewhat happensif:

(@ Thepostman doesnot find theaddr essee

In case of ordinary mail, the postman drops the same at the residence of the
addressee. But in case of registered mall, if the postman does not find the addressee on
first vigt, then herevistsand kegpsthemail for aparticular period. If itisnot delivered
within that period, the sameisreturned to the sender.

(b) Theaddressee hasshifted to another place

Weknow that ordinary mails are dropped at the place of the receiver. Sometimes
it may happen that the original addressee has shifted to another place and the
person who lives at that place receives the ordinary mail. In such a casg, if the
receiver knows the new address of the addressee, he/she may rewriteit and drop
the samein the letterbox after specifically mentioning the word “Redirected” on
theface of theletter. Thisiscalled Redirected Mail. Remember, intheredirected
mail, you have only to change the address and not the name of the addressee. No
additional postageisrequired for such mails. In case of registered and speed post so
themail it can beredirected.

RLO stands for Return
Letter Office. Thisoffice
deals with mails that
could not be delivered
because of any reason.
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Intext Questions 13.3

Match the phrasesin column A with thosein column B:

ColumnA ColumnB
i.  GreenLetter Box (@ Returnletter office
ii.  FrankingMachine (b) Nopostageispaid by the sender
iii.  Affix inadequate postage () Doubletheamount of deficiency in
postage payable by addressee
iv. Business Reply Card (d) Loca Mails

V. Wrongaddressof receiveronletter  (€) Printingof postage

13.9 Remittance Service

Suppose, you areworking at aplacefar away fromyour homeand you want to send money
toyour family. You can send it through the remittance service offered by the post office. It
providesMoney Order and Postal Order facility with the help of which people cantransfer
money from one placeto another within aswell as outsidethe country. L et usknow more
about money order and postal order.

a. Money Order

Money can be sent through post office under money order service. Money order isan order
issued by one post officeto another post officeto pay acertain sum of money only tothe
person named therein. If you want to send money thenfirst you havetofill up amoney order
formwhichisavailableat dl post office on payment. Theduly filledinform aong with the
money to beremitted isthen handed over to the post office. Inasinglemoney order form
we can send amaximum amount of Rs. 5,000/. The money order form also containssome
space whereyou can writedown your messagefor theaddresses. Thefilledinformisthen
sent to the post officewhere payment isto be made. The postman carriestheformwith him
and after obtaining the signature from the addressee, handed over the money to him. For
thisservice, post office chargesaspecific commiss on from the sender, which variesaccording
to theamount of money sent.

For the convenience of customers, post office offersdifferent typesof money order services
like Ordinary Money Order, Telegraphic Money Order, Satellite Money Order, Speed-
post Money Order, etc. For the convenience of businessmenit al so offers Corporate Money
Order service.

b. Postal Order

Like Money Order, we can also send money through postal order i.e., Indian Postal Order
(IPO). Itisaconvenient method of sending money from one placeto another andismainly
used for remitting examination feesor whileapplyingfor any job. Postd Ordersareavailable
at all post officesin different denominationslikeRe.1/-, Rs.2/-, Rs.5/-, Rs.7/-, Rs.10/-,
Rs.20/-, Rs.50/-, and Rs.100/-. We can buy Postal orderson payment of prescribed charges
and send it to the payee after mentioning hisname and specifying the name of the post office
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whereitisintended to be encashed. The payee after receiving the postal order producesit
for payment at the post office mentioned therein. To ensure payment to theright person, we
can crossthe postal order by putting two paralel diagonal linesonitstop left hand side
corner just likecrossing abank draft or cheque. Theeffect of crossing apostal order isthat
the payment can be collected through the payee’ saccount at the post office or bank. This
method of remittanceismostly usedfor official purposes.

13.10 Banking Service

You know that banksdeal with money. A bank acceptsdepositsfrom the public and grants
loans and advancesto those who are in need of funds. Besides accepting deposits and
lending money, abank a so helpsthe customerskeeping their valuablesunder safe custody,
sending money from one placeto another, providing businessinformation, etc. Post offices
undertake some of these serviceslike accepting depositsfrom the public and withdrawa of
deposits. Thus, wemay say these are the banking servicesoffered by post office. Under this
sarviceit offersvarious schemesto encourage the savingsand motivate peopleto save. Let
uslearn about someof theimportant savings schemes offered by post office.

i. Post OfficeSavingsBank Account: Itisatypeof account inwhichwe can deposit
our savingsin post officesand withdraw it whenever required. A minimum amount of
rupees twenty is required to open the account and we can deposit a maximum of
rupees onelakhin our account. The account can bejointly operated and in that case
themaximum limit of depositisraised to rupeestwo lakh. Money can bewithdrawn
from theaccount by usingwithdrawa dipsor cheques. Post office paysinterest on our
deposits, whichistotaly exempted from incometax.

ii. 5-Year Post OfficeRecurring Deposit Scheme: A Recurring Deposit account can
be opened for any amount, which isamultiple of Rs.5/- without any maximum limit.
Thedeposit isto be made every month for aperiod of 5years. After oneyear, 50%
of the deposit can be withdrawn only once during thefive year period. Thereisno
restriction to open more than one recurring deposit accountsin the name of asingle
individud.

iii. Post Office TimeDeposit Account: Any individual can open thisaccount with a
minimum baance of Rs.50/-, without any maximum limit. Thedepositor makesdeposit
inlump sum and that amount matures after the expiry of afixed period like one, two,
threeor fiveyears. Interest on thisaccount isgiven on annual basisbut computed
quarterly. Thisaccount can also be opened by aTrust. Thedeposit amount aswell as
interestincomeisexempted from tax.

iv. Post OfficeMonthly Income Scheme: Under thisschemeafixed sum of money is
deposited for Sx-yearsand thedepositorsget theinterest onit every month. A minimum
amount of Rs.1, 000/- and maximum of Rs.3lakhinindividua account and Rs.6 1akh
in case of joint account can be deposited. In addition to interest the deposit amount
aso earnshonusat therate of 10% whichispayableon maturity. Both interest aswell
asbonusisexempted from tax. Thisaccount issuitablefor retired employeesor any
body who wantsaregular incomejust like pension or salary.

V. 6-Year National Savings Certificates (VII1 Issue) Scheme: National Savings
Certificates (NSC) can be purchased from the post office by - (i) an adult for
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Vi.

Vii.

himsdf or herself or for any minor or by any minor; (ii) two adultsjointly; or (iii) atrust.
Minimum amount of deposit isRs.100/- and thereis no maximum limit of deposit.
These certificatesare availablein denomination of Rs.100/-; Rs.500/-; Rs.1, 000/-;
Rs.5, 000/-; and Rs.10, 000/-. Interestiscompounded half-yearly and payable aso
half-yearly. After 6 years, these certificates can be encashed from the post office.
Interest incomeistreated asre-investment and is subject to tax rebate. Thisdeposit
schemeisvery popular among theincometax payers.

15 Year Public Provident Fund Account (PPF Account): Individualscan openthis
account intheir own name or inthe name of their minor child. Inthisaccount atleast
onedepositisrequiredinevery year. Anaccount holder can deposit maximumRs. 70,
000/- in ayear, which can be deposited either in lump sum or in maximum of 12
instalments. A minimum deposit of Rs. 500/- isrequired to be made each year. The
amount of each deposit should bein multipleof Rs. 100/-. That meansyou cannot
deposit any amount likeRs. 1,250/- or Rs. 3,785/, rather it may belike Rs.1, 200/-
or Rs. 3,700/-. Loanfacility isavailable after 3 yearswhereaswithdrawal of money
fromtheaccount isalowed from the 7" year onwards. The deposit amount getsrebate
under incometax and theinterest incomeisfully tax-free.

Kissan VikasPatra Scheme: Inthisschemeafixed sum of money getsdoubled
within a certain period. Money can be deposited in Kissan Vikas Patras by- (i)
any adult for himself or herself or for any minor; (ii) two adultsjointly; or (iii) a
trust. These are available in the denomination of Rs.100/-, Rs.500/-, Rs.1,000/-,
Rs.5,000/-, and Rs.10, 000/- at all post offices while Kissan Vikas Patra of
Rs.50, 000/- denominationisavailableonly at generd post offices(GPO). Thereisno
maximum limit of investment. Money can bewithdrawn beforeitsmaturity but thereis
aminimum period called lock-in period withinwhich your money cannot bewithdrawn.

Intext Questions 13.4

Fill intheblanks.

0]

(i)
(ii)
)
)

The maximum amount of money one can deposit in aPost Office PPF account during
ayearisRs

Inasinglemoney order form we can send amaximum amount of Rs.

To ensure payment to the right person we can the postal order.
Loanfacility isavailableto PPF account holder after completionof  years.
After completionof  yearsaNSC can be encashed.

13.11 Insurance Services

In addition to dealing with mail and remittance of money, post officesalso providelife
insurance coverageto individuas. Do you know what isinsurance? Insuranceisacontract
between two partieswhereby one party agreesto pay afixed sum of money to the other
party on the happening of any event that causes damageor lossto that party. The party who
agreesto pay money iscalled insurer, and the other iscalled assured. Asper the contract,
theinsured contributesafixed amount (called premium) either inlump sumor ininstalments
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totheinsurer for afixed period. If any such event happensduring that period and theinsured
or assured suffersal oss, thentheinsurer hasto pay the agreed amount to himor hisfamily
members.

Post officesoffer lifeinsurance under two schemes; (i) Postal Lifelnsurance (PLI), and (ii)
Rura Postal Lifelnsurance (RPLI). Let uslearn thedetailsabout these schemes.

i. Postal Lifelnsurance

Pogtd Lifelnsurance (PLI) wasinitialy introduced for postal employees. Over theyearsit
has been extended to the employees of central and state governments, public sector
undertakings, universities, government aided ingtitutions, nationalised banksand financia
ingtitutions. The post office dlowsthe empl oyees of these organi zations, who are below 50
yearsof age, toinsuretheir life on payment of afixed premium for aparticular period. It
undertakesto pay acertain sum of money either onthe death of theinsured or ontheexpiry
of aspecified period.

ii. Rural Postal Lifelnsurance

Just likepostal Lifelnsurance, the Post Officesalso providelifeinsurance coveragetothe
peoplelivinginrural areasand the weaker sections of society, whichisknown as Rural
Postd Lifelnsurance (RPLI). Under RPLI, theinsured person paysavery low premiumfor
theinsurance coverage.

13.12 OthersPostal services

Sofar you havelearnt about the severa postal serviceslikemail, remittance, banking and
insuranceservices. Apart fromthesesarvices, post officedso providesvariousother services
like-.

i. Saleof samps: Inadditionto postal stsamps, variousother typesof stamp likerevenue
stamp, share transfer stamps, recruitment stamp etc. are also sold at post offices.
Revenue stamps are used while getting arecei pt from thereceiver if the amount of
transaction exceedsrupeesfive hundred. Sharetransfer sampsareused for transferring
sharesor other securitiesin the name of others. Similarly, recruitment stampsare
required for paying feesfor variousexaminationsconducted for recruitment of candidates.

ii. Saleof Forms. Post officefacilitates sale of different formslike passport forms,
UPSC (Union Public Service Commission) forms, SSC (Staff Selection Commission)
formsand formsof other national level competitive examinations.

iii.  Bill Payment: Post officealso collects payment of tel ephone, electricity, and water
billsfrom the consumers.

iv. Pension payment: For theconvenienceof pensioners, Government of Indiahasmade
necessary arrangement for payment of pension through post office. Military, railways,
coa mines, telecom pensionerscan avail of thisfacility from the nearest post offices.
Post officea so providesthefacility of old age pensionto senior citizens. Ministry of
Socid Welfareand State Governmentsgrant thisold age pension.

v. Post shoppes: Post shoppesarethe small retail shops established for sale of postal
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stationery items, greeting cardsand small gift itemsto the customers. Theseshopsare
found within the premisesof somepost offices.

vi. Philately: Specia and commemorative postage stamps aswell as special covers
(envelopes) areissued by the Postal Department that cover awiderange of themes
reflecting therich natural and cultural heritage of the country. Important national
and international events, famous personalities and institutions are honoured
through the medium of commemorative postage stamps and envelopes. These
stamps enjoy wide popularity in the world of philately.

vii. Gramin Sanchar Sewak Scheme: With adream to provide telephonefacility to
every home, Gramin Sanchar Sewak Scheme has been launched. It is a joint
effort of Department of Post and Bharat Sanchar Nigam Limited (BSNL) Under
this scheme, the postmen while delivering mails from door to door will aso
carry a mobile phone with them. People can make use of that phone by paying
the specified charge to the postman. Thisfacility isavailable only in rural areas
of our country.

Intext Questions 13.5

I ndicatewhether thefollowing statementsare True or 'False':

() A Government employeewhois52 yearsof agecaninsurehislifeat post office.

@)  Afinancia transactioninvolving anamount of Rs. 600/- doesnot require any revenue
stamp to be affixed onthereceipt.

(i)  Inpost shoppeready-made garmentsare sold.

(iv) PostofficeoffersRurd Post Lifelnsurancefacility for the benefit of weaker sections
of our society.

(v)  Gramin Sanchar Sewak Schemeisonly availableinrura aress.

13.13How doespost officefacilitate businesstransactions

Besidescarrying mail through various means asdiscussed earlier, post office offerssome
specid servicestothebusinessfirmslike:

- fadlitating selling of goodsthrough Value Payable Post;

- carrying lettersfrom the customers without any pre-payment of postage through
Business Reply Post;

- facilitating advertisement of the products through M edia Post;
- providing reliable and time-bound parcel servicethrough ExpressPost;
- offering variouspre-mailing servicesto big mailersthrough Business Post.

- dlowingtransfer of hugeamount of money through Cor porateMoney Or der;
- making specia arrangement to collect mailsthrough Post-bag and Post box facility.
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L et usknow further about thesefacilities.
i. ValuePayablePost (VPP)

Sometimeswewant to buy certain goods, which arenot availablein any local shop. Insuch
acasewe can awaysmakearequest to the seller located at adistance to send the goodsto
us. Here post office givesavery good option to the seller to useits Value Payabl e Post
(VPP) service. Under thisservice post office receivesthe properly packed goodsfromthe
sdller and carriesthoseto the customers. After receiving thetotal amount (that includesthe
price of the goodsand the V PP charges) from the customer it deliversthe goods. Thenthe
post office sendsthe money to the seller.

ii. Business Reply Post

We know that creation of customersisoneof theimportant economic objectivesof every
business. To achievethisobjectivebusinessmen dwayslook for prompt reply and reaction
fromtheir customersif customers opinionissought for. Inthisregard post officealowsthe
customersto send their reply through businessreply post, which doesnot requireany postage
from the sender. The post officerecoversthe postage from the addresseelater on. To avall
of thisfacility businessman can obtain alicencefrom the post office after paying aprescribed
feeforit. That licence number should beclearly printed on the card or envel ope along with
phraseslike- "Businessreply card/envelope, No postagewill be paid by the addressee, No
postage stamps necessary if postedin India". The addressof thereceiver must be printed
ontheface of the card or envelope.

iii. Media Post

Under thisservice, thepostd department alowsthe corporate and government organi zations
to reach the customersthrough advertisement on post card, inland letter card, aerogramme
and other postal stationeries. Public awareness messages may be printed by government on

postal stationery.
iv. ExpressPost

Post office offersareliable, speedy and economical parcel serviceto the corporate and
business customersthrough itsexpresspost. It provides atime bound door-to-door delivery
of parcelsupto 35 kgs. inweight.

v. Business Post

Post office givesanother opportunity to the business customers by undertaking their pre-
mailing activitiesthrough businesspost. Pre-mailing activitiesinc udecollection from sender's
doorstep, insertion of goodsin packet, pasting and addressing aswell asfranking of mails,
€tc.

vi. CorporateMoney Order

Likeindividuass, bus ness organizations can a so transfer money through money order. For
them, the post office offers Corporate M oney Order Service. It enablesbusinessorganization
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to transfer upto Rupeesone croreto any part of the country. Thisfacility isavailableat post
officesconnected with satellite.

vii. Post-box and Postbag

You know that postman deliversdifferent typesof mail at the doorstep of theaddressee. In
addition to this, post office al so provides post box and postbag facilitiesto thereceiversof
the unregistered mails. Under thisfacility aparticular number and abox or abag isalotted
at the post officeto the receiver on payment of aspecific rent. Post officekeepsall mails
addressed to that number in those boxes or bags. Then the addressee makes necessary
arrangement to collect the mailsas per hisconvenience. Incase of post box the addressee
needsto collect the mailsfrom the post office by opening itsallotted box, but incase of
postbag the addressee can carry the bag to his/her office and open the bag there. Any firm
or individua may hiresuch abox fromthe post office. Thisfacility ismostly suitablefor:

® businessfirmswhichwanttorecelvetheir mail promptly;
e bulkmail receiver;

e mail order business,

e thosewho do not have any fixed address; and

e thosewho do not want to disclosetheir names and address.

Intext Questions 13.6

Fill intheblanks
(1) Postofficeofferspre-mailing servicesto the businessenterprisesthrough post.

(i)  Advertisement of productsand servicescan be donethrough post office by using the
facility of post.

(i) Business post does not require any postage to be affixed by sender.
(iv) Incorporate money order, money can be sent upto Rs.

(v) Through , mailscan bereceived without disclosing recelverstheidentity to
the sender or public.

13.14 Importance of Postal services

Pogtd servicesareimportant for the publicin generd and businessin particular. Thefollowing
pointshighlight theimportance of Postal Services:

1. Cheaper meansof communication: Postal mail servicesareavailableat relatively
much lower rates than any other means of communication. Newspapers and
journashavelargecirculation and reach the people eveninremote villages because of
postal services. Thisismade possi ble because newspapers and magazines can be sent
at concessiondl rates.
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2. Encourage Savings. Peopleof ordinary meansare encouraged to make smal savings
through the various small savings schemesrun by the post offices. Besides, savings
through the post officesare allowed tax concession, e.g. savingsin Nationa Savings
Certificatesand Public Provident Fund. Thereisa so provisonfor prizesto begivento
people saving in post offices.

3. Saferemittanceof money at lower rate: Thecheapest and most common means of
remitting money isby money order through post offices. If money isto besent urgently,
it can bedone by Telegraphic Money Order. Postal order isanother mode of transfer
of money.

4. Promotion of trade: Availability of postal serviceshasfacilitated the growth and
expansion of both internal aswell asexternal trade. Trade enquiriesare made and
bus nessded sarefinaised through correspondence. Placing order, intimation of sending
goods, remindersfor payments are mostly communicated by post. Cheques, drafts
and valuabledocumentsarea so sent by post. Theregistered mail containing valuable
documents can beinsured for specified amountsto cover therisk of lossin postal
trangt. Mail order businesstotally depends on postd mail and parcel ddlivery service.

5. Facilitatedistant lear ning: Open Schools, Open Universitiesand other ingtitutions
offering distant and correspondence education, educatelearnersby sending instruction
materialsthrough post. They aso makeall correspondence with thelearnersthrough
post office. Thus, studentsin far off places can get the advantages of learning their
lessonswithout the necessity of attending regular classes.

13.15 Indian Postal Networ k

Indian Postal Network isthelargest postal network intheworld having morethan 1.51akh
post officesall over thecountry. The system ismanaged, operated, and controlled by the
Department of Post under the Ministry of Communication, Government of India.

Theposta network consistsof different categoriesof post offices, viz., Generd Post Offices
(GPO), Head Post Offices, Foreign Post Office, Sub-Post Officesetc. Tofacilitate sorting
and delivery of mails, Indiaisdividedinto eight postal zones. Each zoneisthen subdivided
intomany postal circles. Under each circle, head post officesand sub-post officesarethere.
To speed up the sorting and ddlivering processand d so for identification, aspecific six-digit
number isallotted to each post office of our country. Thisnumber iscalled Postal Index
Number (PIN). Each digit of postal index number has a meaning and servesaspecific
purpose. L et ustake one example. Supposeitis759001. Here, thefirst digit (hereitis?)
representsthe zonein the country; the second and thethird digits (hereitis59) represent the
sub zoneand the manner of routing the mail; thefirst threedigits (hereit is 759) together
indicatethe sorting district; theright threedigitsof the PIN Code (hereitis001) indicatea
post office of delivery withinasorting district. All thesix digitstogether (hereitis759001)
identify anindividua post officeor addivery unit.
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Thefollowing arethezonesand their jurisdiction.

Zone Statesand Union Territories

1 Dehi, Haryana, Punjab, Chandigarh, Himacha Pradesh and Jammu &
Kashmir

Uttar Pradesh and Uttaranchal

Ragjasthan, Gujarat, Daman & Diuand Dadra& Nagar Haveli
Maharashtra, Goa, Madhya Pradesh and Chhatisgarh
AndhraPradesh and Karnataka

Tamil Nadu, Keralaand L akshadweep

West Bengal, Andaman & Nicobar Idands, Orissa, Arunchal Pradesh,
Assam, Manipur, Meghaaya, Nagaland and Tripura

8 Bihar and Jharkhand

~N o o WO

Why dowewrite PIN whilewriting theaddr esseson themails

Althoughitisnot compulsory to write PIN whilewriting the addresson the mails, itis
advisableto mention the number becauseit facilitates quick and easy sorting of mails. For
example, if you havewritten PIN as 854325, then just by looking at thefirst digit the sorting
assistant will cometo know that theletter will go either to Bihar or Jnarkhand state. Againiif
hegoesfurther i.e., the number 854, then hewill cometo know that the addressee bel ongs
to Purneadistrict of Bihar. Thisway the sorting processis speeded up.

13.16 PrivateCourier Services

Thereare some private operatorswho provide mail servicesto thepublic. They areknown
asprivate couriers. They collect |ettersand parcelsand deliver them at the place of the
addressee. Private couriersprovide quick servicein collectionand ddlivery of letters, parcels,
packets etc. No postage is required to be affixed on letters and parcelsif sent through
couriers. Thechargespayablefor private courier servicearegenerally higher in comparison
to post office. Again these chargesarea so not uniform. Private couriersare popular in big
citiesand towns. OVERNITE EXPRESS, DHL, BLUE DART EXPRESSaresomeof the
private carriersoperating in our country. The main featuresof privatecouriersservicesare
asfollows:

I.  Itprovidesaquick meansof communication.
ii. Itprovidesfacilitiesfor nationa aswell asinternational communication.
ii.  All kindsof articlesare handled by it except gold and jewel lery.

iv. Besidesusingrailways, roadwaysand airwaysfor carriage of articles, someagencies
usetelephone, telex and fax servicesfor transmission of messages.

It undertakesfull responsibility of safeandtimely delivery of articles.

vi. Itcollectsarticlesfromthe doorstep of sendersand deliversthemtothereceivers.
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Intext Questions 13.7

Which of thefollowing statement are Trueand which are Fal se?

i.  PINfacilitiesquick and easy sorting of mails.

ii. Department of post worksunder the Ministry of Finance, Govt. of India.
iii. Postofficedoesnot helpin distant learning programme.

iv. Chequesand valuable documents can be sent to people by post.

v.  Privatecouriersdo not carry parcels.

13.17 What You HaveL earnt

® Thevariousservicesoffered by Post Officearecaled Postal Services. Theseservices
include carrying of lettersand parcels, arranging remittances of money, accepting
deposits, insuring life of the peopleetc.

® Collection of lettersand parcelsfrom the sender to deliver them to thereceiver is
called mail service. Post office offers mail service through post card, envelope,
inland letter card, parcel post, book post etc. It also provides specialized mail
services through certificate of posting, registered post, insured post, speed post,
post restante.

® Money can betransferred from one place to another through remittance service
of post office. It offersmoney order or postal order facilitiesthrough which people
can send money to distant places.

® Post office encourages saving habit among people by offering various saving
schemeslike post office savings bank account, 5-years post office recurring deposit
scheme, post office time deposit account, Post office monthly income scheme,
6-yearsNational Saving Certificate (V111 issue) scheme, 15-years Public Provident
Fund Account, Kissan Vikas Patra Scheme, etc.

e Individua'sLifecan beinsured through Post Officethrough Postal Life Insurance
aswell as Rural Postal Life Insurance schemes.

® Post officefacilitiesbusinesstransactions by offering VPP, Business Reply Post,
Media Post, Express Post, Business Post, Corporate Money Order, Post Bag or
Post Box.

® |mportance of Postal service - it provides cheaper means of communication,
encourages savings, helps in sending money at lower rate, promotes trade and
facilities distance learning.

® Private courierswith the help of their own network also provide mail servicesin
our country. They provide quick servicein collection and delivery of Ietters, percels
€tc.

13.18 Terminal Exercises

1. Whatismeant by 'Post Restante L etter'?
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9.

10.
11.
12.
13.
14.
15.

16.

Digtinguish betweeninland mail and internationd mall.

What ismeant by Gramin Sanchar Sewak Scheme?
Statethefeaturesof 15 years Public Provident Fund Account.
What purposedoesPIN servein mail services?

Digtinguish between surfacemail and airmail.

What arethedifferent coloursof letterboxesavailablein Post Offices?What purpose
doesthey serve?

Statethe different typesof Post Card availablein Post Offices.

Distingui sh between money order and postal order.

Explainthedifferent schemesof Lifelnsuranceavailable at Post Offices.
Statethefeaturesof Private Courier service.

Describe suitability of Post Bag facility offered by Post Office.

Describe heremittance services offered by Post Office.

What ismeant by Postal Service? Explain any two services provided by Post Office.
Explainany four Saving Schemes operated through Post Office.

How does Postal Servicefacilitate businesstransactions?

13.19 Key toIntext Questions

13.1 i. Foreign countries; ii. Colour and price; iii. Weight; iv. Less; v. Secret/
confidential

13.2 i.Fase ii. True; iii. False; iv. Fase; v. True.

133 i.-d;ii.-eiii-cjiv.-b;v.-a

13.4 i. Rs. 70, 000/-; ii. Rs. 5, 000/-, iii. Cross; iv. Three; v. Six.

135 i. False; ii. False; iii. False, iv. True; v. True.

13.6 i. Business; ii. Medig; iii. Reply; iv. One crore; v. Post bag or post box
13.7 i.True ii. Faseg; iii. False; iv. True; v. False.

(Activity For You )

1.

Visit the nearest post office and get the prevailing postal ratesfor ordinary postsin
envelope, registered post, money order fees, chargesfor postal order competition
post card, certificate of posting etc.

Go to the nearest post office and enquire about the benefits of National Saving
Certificateand Kissan Vikas Patra.

Your Attention Please

Inthislesson variousinformation provided for postal facilitiesand schemes
is applicable for the year 2003. For latest information regarding these
you are advised to contact your nearest post office.




