Reengineered Process for Management of Accountale Articles in a Computerized/ Semi Computerized Environment

Booking & Despatch: 

Meghdoot Point of Sale and Despatch Modules are used in computerized offices. All articles are given a unique identity by means of a pre-printed bar code label, affixed on the article at the time of booking. Even in respect of non-computerized offices, the pre printed bar code label has to be affixed at the time of booking. The data that needs to be captured at the point of booking includes:

· Unique article identity

· Office of Booking

· Date of booking

· Weight of the article

· Name of addressee

· Destination with PIN Code

· Some additional info like value of insurance for insured article, value of money order for money orders, amount to be collected from addressee for VP articles etc.

The office of booking, date of booking and weight of the article need not be entered, since they are captured automatically. The unique article identity is captured using a bar code scanner.

The data in respect of articles booked in non-computerized offices will be captured in the nearest computerized PO or Mail Office, depending on the routing of the mails. For this a data entry module of Meghdoot would be required.

The data captured at booking and dispatch is linked to the unique identity of the article and uploaded to a Central Server. It would then be possible to track the article to the point of delivery.

The procedure to be followed in the booking and dispatch of accountable articles in computerized as well as non-computerized offices, is outlined below:

1. The steps involved in booking of accountable articles are integrated. When the customer approaches the booking counter, the article is examined and weighed. The postage prompted by the MPCM (in case of money order, the amount to be collected, including commission) is communicated to the customer. 

 Suggestion: (a) The MPCM could have an electronic display, visible to the customer, that flashes the amount to be paid by the customer. The display will also enable the customer to rectify mistakes that may be committed by the Counter PA while capturing the data pertaining to the article. It would also prevent the counter PA from entering a fictitious “stamps prepaid” amount, that has been one of the sources of leakage of revenue.

(b) The MO Form and the VPP form need to be redesigned, since there is no need to send the forms physically to office of delivery. 

(c) It is important that a standard national PIN Code Directory is integrated with Meghdoot and is used in all offices. The PIN Code is the critical data that guides the article to its destination.

(d) Insurance could be on the option of the customer. When an article is to be insured its value will have to be declared.

2. The customer pays the postage in cash. The counter PA affixes a pre-printed bar code label on the article, scans the bar code, using a hand held bar code scanner and generates receipt. The duplicate copy of the bar code label is affixed on the receipt, which is handed over to the customer. One copy of the receipt is affixed on the article. 

Note: (a) The bar code has to be affixed in duplicate on the article since all delivery post offices are not computerized. At the delivery office, the duplicate bar code label will be affixed on the delivery slip, which will be sent to the CCC or nearest computerized PO for scanning and recording of delivery information.

(b) In the case of offices not yet computerized, the counter PA would issue a manual receipt on which the bar code would be affixed. For ease of operation, the article would be identified by the last four digits of the bar code and the office of booking in the registered list.

3. Data of articles booked in offices not yet computerized has to be captured at the nearest computerized PO or mail office. (The guiding principle would be that the data has to be captured before the article leaves the station of booking, as far as possible.) If the mail office is handling less than 1000 RLs a day, the local head post office could take on the role of dispatch, bypassing the Mail Office.   Although the booking office is not computerized, the article will have a unique identity by means of a pre-printed bar code. 

Note: (a) At the computerized PO or mail office where the data is captured, it would not be necessary to capture the article parameters such as weight, office of booking and date of booking. Only the bar code will be scanned and the destination PIN Code will be entered. Since the bar code number gives a unique identity to the article, its status will be known as long as the data is captured en route its destination. This strategy will increase the productivity.

(b) Name of addressee is not a critical parameter upto the office of delivery. Hence it needs to be entered only at the office of delivery.

4. The articles are transferred to Dispatch Section after booking. In computerized offices, the data relating to the articles is transferred over the LAN. If the office is receiving articles from some non-computerized offices, the data capture in respect of these articles has to be done in the Despatch Section.  

5. The Despatch Module has the provision to capture the Due Mail and Sorting List. Sorting is done according to the PIN ranges specified. Destination-wise registered lists are generated by the System. The lists are enclosed with the physically sorted articles and tallied. The data of the articles dispatched (own office as well as non computerized offices) is extracted from the LAN and uploaded to Central Server. This uploading will be done automatically, when connected to Internet.  The registered Abstract is maintained by the System.

Note: (a) The due mail and sorting list is a local database and does not have to be uploaded on the central server. However in the long run, it would be advantageous to develop an integrated due mail and sorting list that would reside in the central server.

(b) Since MOs are transmitted electronically, there is no involvement of the Despatch section. However data entry of MOs booked in non-computerized offices needs to be done. 
(c) Bulk senders (like open universities) who are presently using special journal facility, may be given remote booking facility. The data of the articles booked could be transferred on CD/ floppy or Internet. The articles can be accepted directly by the Despatch Section  with reference to the list contained in CD/ floppy.

(d)  Pre-paid standard parcel containers can be introduced & sold across the counter for ease of handling of parcels. The customer will either get the parcel in standard containers or use such containers which will be available for sale in Post Shoppe. 

(e) If VP article is booked in NDSO that is not computerized, the data entry will be done in the office through which the articles are dispatched. If the delivery office through which the VPMO is to be paid, is not computerized, a list of the VP articles booked has to be printed out and sent to the delivery office. Otherwise there will be no need to send office copies of receipts to the delivery office, since the data will be available online. Report about non receipt of VPMO after a month from the date of booking will be generated by the System.

Suggestion: VP articles may be booked only in delivery post offices.
6. If accountable articles have to be tracked, there is a need for a unique Bag identity for all bags containing accountable articles. The tag of the bag will be affixed with a pre-printed bar code. The data about destination of the bag, weight and mode of transmission has to be captured and uploaded to Central Server. This will enable the destination office to know the bags to be received, in advance. Also the bag id will be linked to the ids of the articles contained in the bag. This functionality has to be included in the Despatch Module of Meghdoot.

Note: Tracking will be based on only two parameters – unique article identity and bag identity. There is no need for a separate registered bundle identity. At best RB can be given a bag identity.

Transmission: 

1. At the mail office, Supervisor allots bags to RSAs for opening. RSA opens bags allotted and verifies the articles received with reference to the list contained in the bag. (Since the data has been uploaded by the office of dispatch on central server, the list will be available to the RSA through his computer also.) The RSA  records errors, if any.

2.  The RSA sorts the articles for destinations to which he has to close bags. Articles for other destinations are transferred to the concerned RSA. Before closing, the bar code on the articles need to be scanned and bag label has to be generated, as in the case of dispatch function explained above. 

Note: (a) It is not necessary to scan the articles at the time of opening. At this stage, the articles are checked with reference to the list. What is required is only exception reporting. When the bag is closed, the status of the data is altered, since the articles are now required to be identified with the new bag id. Hence the bar code on the articles need to be scanned before closing.

(b) Every time the articles are transferred within the office they need not be scanned. The office as a whole is responsible for its receipts. This is the concept of group responsibility. 

3.  The data of the bags closed and the articles contained in them is extracted from the Mail Office LAN and uploaded to Central Server. This uploading will be done automatically, when connected to Internet.  The registered Abstract is maintained by the System.

4.  In important TMOs and Mail agencies, the bag ids could be scanned. Bags not containing accountable articles and TBs will not be having unique bag id. 

Note: All bags containing accountable articles will be closed by either mail office or post office with unique bag identity. There will be no need for any invoicing at TMO. The bag labels containing bar code need to be just scanned, to upload the data to Central Server.

Receipt & Delivery:

1. Bags containing accountable articles are opened. The bar code on the bag label is scanned and contents checked with reference to the list enclosed. Reports on short / excess receipt of articles are generated from the System. 

2. Articles received are scanned after beat sorting if “post sorting” technique is used, for generating delivery slips. Money Orders are printed out, validated by Supervisor and amounts disbursed to postmen by Treasurer. 

Note: (a) If “pre-sorting” technique is to be used a good localities database has to be compiled. In this technique, beat sorting is done with the help of the computer. Hence scanning has to be done before sorting. 

(b) Beat list is captured in the “Localities” database of Postman Module. The beat list can incorporate the route to be followed by the postmen also. It is possible to have a comprehensive addresses database with facility for location of addresses. If all postal divisions make a concerted effort, it would be possible to have an All India Postal Address Directory with address location facility.

(c) The localities database can be a local database. It does not have to be uploaded on central server.

(d) There will be a standardized set of beat instructions will be maintained in the System. This will be useful in automatic disposal of accountable articles also. 

(e) The money order to be printed in office of payment needs to be redesigned. Only a payment voucher needs to be printed out. 

3. After the postmen return, they first return cash to treasurer. The returns are recorded and validated by Supervisor. The Registered Abstract is maintained by the System. Enquiries have to be answered with the help of the data available in the System.

4. In the case of non-computerized delivery post offices, the duplicate copy of the bar code has to be detached from the article and pasted on the delivery slip. After delivery, the delivery slip will be sent to the nearest computerized PO/ CCC for capturing the data on the returns.

