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DEPARTMENT OF POSTS



Flat Rate Parcel Operations Manual Domestic



Issued by Business Development & Marketing Directorate , Department of Posts September, 2010



1. Flat Rate Parcel – Overview



1.1. Flat Rate Parcel is an Air express service under the brand ‘Parcel Post’ providing time bound delivery of parcels. In terms of performance, it is positioned between Express Parcel and Speed Post. 1.2. Flat Rate Parcels will provide an added convenience to the customers by offering them Flat Rate Parcel boxes in different weight slabs as per their requirements. 1.3. While the customers can purchase and book the Flat Rate Parcel Boxes from identified Post Offices, the Flat Rate Parcel Boxes will be delivered at all addresses in India. 1.4. Chief Postmaster General/ Regional Postmaster General will identify the Post Offices for providing Flat Rate Parcel Boxes booking facility. Business hours for booking of Flat Rate Parcel will be fixed locally. 1.5. Flat Rate Parcel will be transmitted by Air to provide faster and efficient delivery of Parcels. 2. Flat Rate Parcel – Features



2.1. The boxes will be available in three different weight slabs viz. 1Kgs, 2.5 Kgs and 5 Kgs. 2.2. The maximum weight of the Flat Rate Parcel shall be regulated by the weight as printed on the Flat Rate Parcel Box. More than printed weight will fall under next weight slab. More than 5 Kgs. will not be allowed. Maximum weight will include the weight of Box. 2.3. The boxes will be sold and booked at identified Post Offices only, however delivery will be made across India. 2.4. This will be registered express air parcel service at flat rate. Flat rate parcel boxes purchased at prescribed rates for a particular weight will be delivered across India without extra charges. 3. Flat Rate Parcel - Tariff



3.1. The Inland Flat Rate Parcel tariff will be as follows: Flat Rate Parcel Boxes size Small -S Medium - M Large -L
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Dimension of boxes (in mm) 250*50*300 250*100*300 300*250*200



Weight (in Kg.) 0 to 1 Above 1 to 2.5 Above 2.5 to 5



Tariff (in Rs.) 125 200 400



3.2. All payments towards Flat Rate Parcel shall be made in advance in cash only. Booking will be done on MPCM counters through Point Of Sale module of Meghdoot Millennium software (Necessary changes will be done by PTC, Mysore). 4. Provision and Sale of Flat Rate Parcel Boxes at Post Office:



4.1. Authorized stock of the Post Offices for Flat Rate Parcel Boxes will be fixed by concerned Divisional Head. In case of independent GPO, authorized stock will be fixed by the in charge CPM/ Director. The Flat Rate Parcel Boxes will be supplied to identified Post Offices from CSDs on receipt of indents from Sub Postmaster/ Postmaster/ Senior Postmaster. The indents will be prepared in the proforma given below by the Sub Postmaster/ Postmaster/Senior Postmaster: Name of Post Office: Indent for Supply of Flat Rate Parcel Boxes Size of the Flat Rate Authorised stock Stock in Stock Parcel box hand indented 2 3 4 5 Small (1 Kg) Medium(2.5 Kg) Large(5 Kg)



Sl. No. 1 1 2 3



Date stamp impression:



Remarks 6



Signature of Sub Postmaster/ Postmaster/ Sr. Postmaster



4.2. The procedure for supply of the Flat Rate Parcel Boxes by the CSD will be same as prescribed for supply of postal stationery.CSD will indent/ maintain the stock as prescribed for stamp/ stationery. 4.3. A stock book in the format given below will be maintained by the Postmaster. A separate page in stock book will be allotted for each size of box. Name of Post office:__________________________ Sl. No.



Date



Invoice No. of Flat No. of Flat balance No. & Rate Parcel Rate Parcel date Boxes Boxes sold received



Signature Remarks of PM/ Supervisor



Stock will be physically checked by the PM/ Supervisor daily at close of day and after satisfying himself that balance is correct and amount has been correctly deposited for boxes sold into Government accounts, he will put his dated signature in the stock register.



3|Page



4.4. Flat Rate Parcel Boxes in stock will be kept in treasury for overnight safe custody and signature of Treasurer will be obtained in stock book’s remark column as joint custodian. 4.5. Damaged Flat Rate Parcel Boxes will be disposed off following the procedure of disposal of accountable stationery in such cases. 4.6. Transfer of stock of Flat Rate Parcel Boxes between treasury and counter and vice versa will be done on getting receipt in remarks column of stock book. 4.7. On receipt of cash payment at the counter, an MPCM receipt will be generated incorporating the Barcode Number as available on docket sticker attached with Flat Rate Parcel Box. One copy of the receipt will be issued to the customer and another copy will be pasted on the Flat Rate Parcel box. 5. Booking of Flat Rate Parcel: 5.1. The parcels under the service shall be booked at the same counter of the Post Office, which has sold the Flat Rate Parcel Box. Customer will bring the packed Box and handover to the counter assistant for booking. Booking Clerk will check the receipt pasted on the Flat Rate Box and book the Parcel as postage pre-paid. Flat rate parcels can be booked within one year of purchase (as per date of MPCM receipt). 5.2. Barcode of Flat Rate Parcel Boxes may be scanned and uploaded in Speednet for tracking (Provision will be made by PTC, Mysore). 5.3. Docket sticker (Annexure I) pasted on the Flat Rate Parcel Box, will be filled in by the consignor while presenting the Flat Rate Parcel Box at the booking center for booking. 5.4. Each Docket sticker shall have a barcode and begin with CF. 5.5. Senders are required to write legibly the consignee/ consignor’s name; address and the telephone number on each Flat Rate Parcel Box. The sender will also give the details of the contents of the consignments and a signed certificate that “I/ We hereby certify that this article does not contain any dangerous or prohibited goods according to Indian Post Office Act / Indian Post Office Rules” 5.6. The customer shall present the properly packed Flat Rate Parcel Box at the counter for booking.
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5.7. On presentation of the Flat Rate Parcel Box at the counter after the box is closed properly, the counter PA will check the weight of Flat Rate Parcel whether it is within the limits prescribed for the type of box used. Postal Assistant at the counter will also check the Flat Rate parcels for docket stickers and completion of information on the docket sticker. Besides this, he will also ensure that the conditions prescribed for booking of ‘Inland Registered Air Parcels’ are fulfilled. 5.8. On satisfaction, counter PA shall book the article through the ‘Meghdoot software’. The mode of payment will be selected as stamps affixed in the booking module. An MPCM receipt stating the weight, barcode number and charges will be issued to the customer in token of having booked his Flat rate parcel. 5.9. Supervisor should ensure that all the Flat Rate Parcels booked get dispatched on the same day. 5.10. Sale of Flat Rate Parcel Boxes will be accounted as premium product revenue and shown separately in SO summary/ HO summary. 6.



Processing of Flat Rate Parcel: 6.1. Booked Flat Rate Parcel will be sent to nearest Express Parcel Post Centre for outward dispatch. Air lift will be given to the Flat Rate parcels. Routing chart will be prepared by concerned SSRM/SRM similar to the Speed Post (for air lift) for the EPP Processing Centers. 6.2. At the time of scheduled dispatch, the articles booked will be entered in the Flat Rate Parcel manifest [Annex II] destination wise, by the PA and this will be checked by the supervisor concerned. Manifest will be prepared in duplicate with sign date stamp, one for booking office and other for destination. One copy will be kept by dispatching unit and other copy will be sent to destination station. 6.3. Separate Flat Rate Parcels bags will be closed by the dispatch PA of booking offices for the identified EPP Centre. The manifest, along-with the Flat Rate Parcels will be enclosed in the Flat Rate Parcels bag and will be sent to concerned EPP Centre. 6.4. EPP Processing Center will sort out the bags station-wise and prepare destinationwise Dispatch Lists [Annex - III] that will accompany each consignment. One copy will be retained at the Outward EPP Processing Center and one will be sent along with the consignment. The bag labels [Annexure IV] will be attached to the bags thus sealed and the labels scanned at the dispatching center.



5|Page



6.5. Only single dispatch from one EPP Center to destination EPP Center must be ensured. Bags will travel by air as per Speed Post route chart till the destination EPP Centre. 7. Transportation: 7.1. Flat Rate Parcels will be given Air lift in order to provide reliable, fast and guaranteed delivery of Parcels. CPMG will ensure that proper arrangements are made at every stage for dispatch and transportation of Flat Rate Parcels. 8.



Delivery: 8.1. Destination EPP Centre will close Direct Bag for delivery PO. Delivery office will arrange for delivery of Flat Rate Parcels. As this is a premium service, it should be ensured that Flat Rate Parcels are delivered within the standard delivery – time (i.e. Norms of SP article for nearest SPC/EPP centre+ RL norms for destination from that SPC) to the customer invariably. Quality of service is of paramount importance. Barcode scanning and updation of delivery is must in all the computerized delivery offices. If delivery PO is delivering EPP, Flat Rate Parcel will be delivered with EPP and delivery slips will be prepared as per the format at Annexure ‘V ’. 8.2. When the article is delivered to the addressee, the delivery copy of the receipt will retained by the delivery office. 8.3. Flat Rate parcel may be delivered on authorization after proper identification as per procedure prescribed for other accountable articles i.e. RL/ RP. 8.4. If the article could not be delivered on day of receipt itself, intimation will be given to the addressee regarding the article through ‘INTIMATION OF DELIVERY’ card and over telephone on the same day so that the addressee can collect the consignment from the post office. Proforma of the ‘INTIMATION OF DELIVERY’ card is given at Annexure VI. 8.5. Flat Rate Parcels will be detained for 7 working days including day of receipt at Delivery Office if Flat Rate Parcels could not be delivered for valid reasons. 8.6. All the undelivered Flat Rate Parcels will be returned to sender by surface after the prescribed period for detention is over. Undelivered Flat Rate Parcels will not be redirected. Flat Rate Parcels not delivered to sender will be disposed of as per
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the provisions laid down in IPO Act/ IPO rules/ PO Guide for disposal of ordinary parcels for such cases. 8.7. Flat Rate Parcels returned to sender with remark ‘Addressee expired’ or ‘Refused’ will be returned immediately to sender without detention. Before doing so, supervisor will verify the genuineness of such remarks. 8.8. Other then as mentioned above all the rules applicable for delivery and safe custody in Post Office/ Offices of registered parcel will be applicable in this case also. Delivery from BO will be done in same manner as in case of registered parcel. 9. Loss/ Tampering/ Non – Receipt of Flat Rate Parcels: 9.1. In case of discrepancies in the receipt of the consignments or loss/ tampering of the consignments, it shall be immediately reported to the Booking Office by email/Registered letter. Further, this will also be recorded in the Error Book of the delivery office and also information given to concerned Divisional Head. It is the responsibility of the officer in charge of the Delivery Office to ensure that the entries in the Error Book are made giving the full details of the discrepancy, loss or tampering. 9.2. In case of loss/damage enquiry should be conducted immediately. In such cases compensation will be paid as prescribed for Express Parcel Post. 10. Customer service: Flat Rate Parcel is a premium service requiring excellent customer care. a. “Customer First” will be our commitment and Flat Rate Parcels customers should get the best customer service – pre sales as well as after sales. b. All complaints received over phone, in writing and through e-mail will be answered on the same day of receipt. In-charge of the office providing booking and delivery of Flat Rate Parcels will be responsible for providing customer service. The Divisional Head may ensure that complaints are disposed of expeditiously within the time frame prescribed above. c. Complaints relating to Flat Rate Parcels shall be preferred by the sender within 90 days from the date of booking.
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11. Preservation of records 11.1. Records related with Flat Rate Parcels will be preserved for a period of 12 months only. Records relating to Flat Rate Parcels in cases of pending cases of abstraction, complaints, audit objections etc should not be disposed off even after expiry of preservation period. 12. Insurance: 12.1. Flat Rate Parcel also can be insured as applicable in case of Registered Parcels with all existing rates and rules. 13. Checking of Records: 13.1. All the records related with Flat Rate Parcels will be checked by officers during visits/ annual inspection as in case of Parcels and it should be ensured booking, dispatch and delivery of Flat Rate Parcels are being done as per the Provisions of the Operations Manual. 13.2. During annual inspection of the office, inspecting officer will check the stock book of Flat Rate Boxes w.r.t. invoices received, invoices dispatched, sale of the boxes, amount deposited in Government Accounts to ensure that balance is correct and is within the prescribed authorized balance of the office. He will also see that Flat Rate Parcels booked were sold from the office. 14. Accounting: The accounting procedure for the sale of Flat Rate Parcels as given by PAF Division is annexed as Annexure -
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Annexure I
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Annexure – II DEPARTMENT OF POSTS, INDIA FLAT RATE PARCEL MANIFEST From Date



To Outward EPP/ Parcel Center Number of bags



Inward EPP/ Parcel Center S. No.



Flat Rate Parcel No



Weight



S. No.



1



11



2



12



3



13



4



14



5



15



6



16



7



17



8



18



9



19



10



20



Flat Rate Parcel No



Weight



To be filled by DISPATCHING OFFICE No. of Flat Rate Parcels dispatched Signature of Dispatching official



To be filled by RECEIVING OFFICE No. of Flat Rate Parcels received Signature of receiving official



Date stamp of dispatching office



Date stamp of receiving office
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Annexure – III



DEPARTMENT OF POSTS, INDIA FLAT RATE PARCEL DISPATCH LIST Name of Outward EPP/ Parcel Center: Date of Dispatch



Time of Dispatch



Destination



Detail of the Flat Rate Parcels Dispatched Bag No.



Bag No.



1.



11.



2.



12.



3.



13.



4



14.



5.



15.



6.



16.



7.



17.



8.



18.



9.



19.



10.



20.



Signature of Dispatching officer



Signature of receiving officer
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Date Stamp of Dispatch Office



Annexure – IV



DEPARTMENT OF POSTS, INDIA FLAT RATE PARCEL BAG LABEL



FLAT RATE PARCEL TO DATE WEIGHT FROM



BAG No. BARCODE
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Annexure – V



DEPARTMENT OF POSTS, INDIA FLAT RATE PARCEL DELIVERY SLIP Name of Delivery Office………………………………… Date …………………………………………



Sl. No.



Flat Rate Parcel



Name of addressee



Signature of the addressee



No.



No. of Flat Rate Parcels



No. of Flat Rate Parcels



received



delivered



Date and Signature of Delivery Agent Date and Signature of Supervisor
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Annexure ‘VI’



DEPARTMENT OF POSTS, INDIA FLAT RATE PARCEL INTIMATION OF DELIVERY To ………………………………………………………….. ………………………………………………………….. ………………………………………………………….. Subject: Intimation for taking delivery of Flat Rate Parcel Consignment Sir, 1. A Flat Rate Parcel no………………………. dated ………………………….. addressed to you has been received from M/s ……………………………………………………………………………………………............. ………………………………………………………………. 2. Kindly arrange to take delivery from this office within 7 days, between ………… and …..……hours. Delivery can be taken by you or your representative duly authorized in writing in the form on reverse of this notice. 3. Kindly note that in case the delivery is not taken by you, or by your authorized representative with 7 days from now, i.e. by…………… hours on ………………………. (date), consignment will be returned to the consignor.



Postmaster/ Manager Detailed Address of the delivery Office Telephone No………………………..
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