





PREFAGE

Postal Manual Volums VI contains special regulations for the ponf
offices.
2. Volume VI will mow be in three parts with contents 88

follows I—
PART 1—Miscellancous Rules, Mails, Sorting, Delivery, Deposits
and Registration and Parcel matters.
Part I11—Money Orders, Indian Postal .Order, British Postal

Orders, Irish Postal Orders.

PART [II—Sub-Accounts, Accounts in Sub-post offices, Duties of
Postmen and letter Box attendants and appendices.

3. The chapters dealing with Saving Bank rules and schemes
{hitherto contained in Part II of the Manual) is being brought out as a
separate manual entitled “Savings Bank Manual.”

4. Starting from this Edition, the rules in Part TI and III will be
aumbered from 1. For easy reference and co-relation, a table of con-

gordance is appended at the end of each part.

Amendments as may be necessary will be jssued from time to time
by the CMR Cell of the Postal Directorate. Suggestions for additions
and alterations should be addressed to the Postal Technical Section,
with a copy to the Code and Manuals Revision Cell of this Directorate.

K. R. Murthy
Secretary,
Departments of Posts
Government of India
and
Director General Posts




POSTAL MANUAL

Rules relating to Money Orders and Indian Postal Orders

i




o CHAPTER 1 =
MONEY ORDER DBPARWNTj; <5 \
e - S C(\‘\ ' .
-~ =0 - '\
ot RO ¢ '-
3 P et B ¥

CONTENTS

- ik
t!‘,.x e

. <,
et * <y

RULE ﬂ’c‘(" e = C\> %
. . - -5 ,\-. _>’ }'\ /x : !
Information 10 Post Ogjice Guide %%, eun
Ly = =

‘. » \

f. Money Order Forms 2 : ‘;,,\\(j »$2
g, Supply of funds \ r s |
4., Distingdishing letters plak,ed_.laeféi‘"
§. Postal Accounts Offices =
8.

AT

»

Monthly statistics "x;"" /'/' s
Stamping of money orders gt et
A ) s f‘
CHAPTER 11

MONEY ORDERS

JSSUE OF INLAND MONEY ORDERS

8. Presentatioﬁ of moaey order 3
g, Money orders writtenl in Regionalf_language
10, presentation of special forms of money order

1l Realisation of amount s

12. Receipt 10 be given to remitter aes

13. Money Orders prcsentcd in large number

14. Money orders from treasuries b

15. Money orders issued by Telephone Revenue Account
Office o

16. Money orders from pranch ofiices -

M=t

(i)

i
"TI\_l’os. e K\/“

14
i%
16
18

28
28

30
83

e e—



\

(iv)

____.—«——-—-"_____._————~’—,__._——

RULE

17.
18.
193
20.

21.

22.

o kN
U R

[N S TS I NS
© %N

31.
32.

PAGE

Entries in journal of money orders issued 32
Preparation of money orders for despatch 34
Despatch of money orders 36
38

Money orders issued by sub-offices

Exdmination by postmaster of money orders for /=
issue [T A

Money orders received in sorting

\
—
\

\
PAYMENT OF INLAND MONEY ORDERS \i
Examination of money orders
Entries in register of money orders received
Examination by postmaster of money orders for

payment 50
Limit of amount for payment by a single postman - 52
Money orders for payment by postmen s 54
Payment of S.B. Money Orders 56
Money orders for payment by village postmen and
- branch offices 38
Notice to be sent out in certain cases 58
Payments to residents at hotels, clubs efc. 62
Exarination of book of receipts for intimations and
62

33.
34.
35.
36.
37
38.

2395
-40.

notices delivered
Payment of money order at the window 62

Payment of money orders addressed to minors 68
Payment of money orders addressed to persons
without hands or fingers 70
Payment of money orders addressed to departmental
pensioners 70
Payment of money orders and delivery of registered
letters to lunatics 70
Examination of money orders paid by postmen and
at the window 70
Return of undisbursed amounts 74

Money orders paid by subordinate offices and
village postmen 76




(vi)

RULE PAGE
41. Money orders paid by book transfer ooe 80
42. Money orders paid to wrong person oos 80
43. Disposal of payees’ acknowledgments 82.
44. Entries in journals of money orders paid g4
45. Payment of money orders by pay order 86
46. Payment of money orders by cheque 94
47. Compilation of daily total money orders paid 96
43. Money order accounts to be adjusted before close
of office s 98
49, Examination by postmaster of money orders paid - 98
50. Money orders in deposit one 100
V ALUE-PAYABLE INLAND MONEY ORDERS
1. Tssue of v.p. money orders 104
52. Payment of v.p. money orders 116

VALUE-PAYABLE FOREIGN MONEY ORDERS

53. Value payable fees s 112
54. Payment of v.p. foreign money orders 114
FAMILY ALLOTMENT MONEY ORDERS
55, Family allotment money orders 114

56. A. Civil pioneer force units family allotment money

orders 124
57. B. Remittance of death gratuities of the military

personnel 128

REDIRECTION, ALTERATION AND REPAYMENT OF
INLAND MONEY ORDERS

58. Disposal of money orders received misdirected 130
59, Redirection of inland money orders 132
60. Disposal of redirected money orders in the office of

payment 134.
61. Unclaimed money orders 134
62. Refused money orders 136
63. Disposal of refused and unclaimed money order 138

" s

e




{ viii )

B

RULE PAGE
64. Correction of office of payment in journal of money

orders issued : 140
65. Period of currency of money orders 142
66. Payment of money orders whose period of currency

has expired 144
67. Payment of money orders within one year and after

one year - 146
68. Alteration of payee’s name 148
69. Alteration of office of payment Or payee’s address 150
70. Non-payment owing to payee’s death 152
71. Stoppage of payment 152
72, Official instructions only to be attended to 152
73. Attachment of money order by Civil Court 154
74. Money order lost before payment 156
75. Money order lost after payment 160

VOoID INLAND MONEY ORDERS

76. Description of void money orders 162
77. Applications for payment of void money orders 168
78. Void orders re-issued by Postal Accounts Offices 172

PREPARATION AND SUBMISSION OF MONEY ORDER RETURNS

79. Daily mouey order journal from sub-office 174
80, Dates included in account period 176
g1, Due dates for submission of money order lists 180
g2, Abstracts of daily money order totals 182
g3, Summaries of morthly totals of money orders

jssued and paid 184
g4. Closing entries in summaries 186

P e RS LAV R
' /N




(x)

Rursr ; PAGE
85. - List of void orders - 188
86. Despatch of money order returns to Postal Accounts
Offices 190
-87. High value money orders 190
FOREIGN MONEY ORDERS
88. Description of foreign money orders 196
-89. Enquiries to be referred to office of exchange — 198
QUTWARD FOREIGN STERLING AND RUPEE MONEY ORDERS
90. Presentation of money order by remitter — 200
91. [Entries relating to outward foreign money orders in
Journal of money orders issued - 202
92. Advices of payment for outward foreign currency
and rupee money orders = 204
93. Preparation, examination, and despatch of money
orders s 208 |
INWARD FOREIGN STERLING AND RUPEE MOMEY ORDERS ‘
94. Documents prepared by office of exchange = 208
35, Payment of inward foreign orders 208
96. Advices of payment for inward currency and rupee
money orders 210
97, Certificate of payment for inward foreign orders
paidito the payee 214
REDIRECTIOM OF FOREIGN STERLING AND RUPEE MONEY ORDERS
28, Redirection of foreign money orders — 214
99. Alteration of qayee’s name = 216
UNCLAIMED AND REFUSED FOREIGN MONEY ORDERS ‘
100. Unclaimed and refused foreign money orders treated
as void - 222 |
101, Refund of value of outward foreign money order to
remitter - 224

FOREIGN AIR MAIL MONEY ORDERS
102, Issue and payment of foreign air mail money orders

- 226




(xii)

CHAPTER III

TELEGRAPHIC MONEY ORDERS
INLAND TELEGRAPHIC MONEY ORDERS

GENERAL RULES

RuULE Paca
103. Definition of telegraphic money order and advice 2 230
104. Urgent and confidential nature of work 230
105. T.M.O. advice books 230G
106. Information in Post Office Guide 232

ISSUE OF TELEGRAPHIC MONEY ORDERS

107. Presentation of T.M.O. 23%
108. Calculation of telegraph charges s 236
109. Preparation of telegraphic advic and postal con-
firmation 24E
110. Adjustment of short or excess realisation 254
111. Despatch by office at telegraph station 256
112. Despatch by office at non-telegraph station 258
113, Disposal of T.M.O. filed up by remitter 258 ;
114. Issue of T.M.Os during closed hours in telegraph ]
offices 260 '
115. Issue of duplicate telegraph offices advice 262
116. T.M.Os received from branch offices for issue 264
117. T.M.Os issued by sub-offices s 264
118. Entries in journal of money orders issued 266
PAYMENT OF TELEGRAPHIC MONEY ORDERS
119. Receipt of telegraphic advice from telegraph office ... 266
120. Disposal of telegraphic advices for omward trans-
mission by post = 268

121. Entry of telegraphic advice in register of telegraphic l
money orders received 270 k .




(xiv)

RuULE

122,
123.
124.
125.
126.

127.
128.
129.

130.
131.
132.

133.

134.
135.
136.

437.
138.
139,

140.
141

142.
143,
144,

h
o
W

Telegraphic advices received by post

Preparation of T.M.O. receipt

Payment of remittance ;

Payment of T.M.Os by cheque

Payment of T.M.Os amounting to more than Rs.
600 in one day to any person

Return of amount of unpaid T.M.O.

Telegraphic advices for payment by branch offices
Disposal of T.M.O. receipt

T.M.Os paid by sub-offices

Entries in journals of money orders paid

Disposal of T.M.O. acknowledgments
Examination of T.M.O. acknowledgments in the

office of issue
Review of T.M.O. Advice Book by Postmaster

Payment of T.M.O. on the basis of duplicate Adyvice ...

Disposal of duplicate advice to be watched by
issuing Postmaster.

Loss of T.M.O. acknowledgments

Disposal of Telegraphic advices

Disposal of postal confirmation

REDIRECTED, UNCLAIMED, ETC, 1ELEGRAPHIC MONEY ORDERS

Redirection of telegraphic advices
Alteration of payee’s name or address and stoppage

of payment
Disposal of miscarried telegraphic advices
Disposal of unclaimed or refused telegraphie advices

Disposal of unpaid T.M.O. receirts

FORFIGN TELEGRAPHIC MONEY ORDEN=

. TInstructions in Post Office Guic's

PAGE
272
274
276
280

- 280

280
280
282
282
284
284

286
286
288

288
290
290
250

294

258
298
360
304

306




(xvi)

YRULE PAGE
146. Issue of outward T.M.O. advices 306
447. Unclaimed or ref used outward T.M.Os 322
148, Payment of inward T.M.Os 324
349, Tssue of duplicate telegraphic advice 328

150. Disposal of miscarried, unclaimed, and refused
inward T.M.O. advices 330

-151. Entries relating to outward and inward foreign
T.M.Os in journals of money orders issued and paid ... 332
1152, Special instructions for offices of exchange 334

FOREIGN MONEY ORDERS TELEGRAPHED TO
OFFICES OF EXCHANGE

+453. Instructions ia Post Office Guide 334

154. Preparation of telegraphic advices 334

1355, Disposal of telegraphic advice 334
CHAPTER—IV

BRITISH AND IRISH POSTAL ORDERS

GENERAL RULES

<156. Conditions of payment 338 .

=157, Offices authorised to pay orders 338
158, Payments of BPOs/Irish Postal Orders at the time
of Devaluation 340

PAYMENT OF BRITISH AND IRISH POSTAL ORDERS

1159. Orders payable direct or through a bank 340
160, Orders bearing postage stamps in enhancement of
value 340

.16]. Examination of orders presented for payment Sve 344




i —— ...-..w__—-—-—_—w-‘_———v—

B
162.
i63,
164,

165

166,
167.

168,
169,
179,
- 171,

1§28

473,

174,
1¥3,

176.
iTY.

e e ——— .|

{xviii)

©rder of payment by postmaster
Payment to holder
Payment of cross orders

Certificate of payment of British postal orders. pald
in India

Period of currency of orders

SAigcarriage, loss or destruction of orders—issue of
Daplicates

Orders paid at sub-offices
Oxders presented for Payment at branch offices

_-—..__,__._—.-s--_..._..,w-«-.—-— i i 4

-

Loss of a British or Irish postal order after payment ...

Enerles in jonrnal of British or Irish postal orders
pald

Seemination of journal of British or Irish postal
wrders paid

Sabmission of abstract of payments to Andit office

CHAPTER—V

INDIAN POSTAL ORDERS

GENERAL RULES

Conditlons in Post Office Guide

{ifices authorised to hold stock of orders for sale
and to pay orders

gupply of orders to money order Assistant

Raceipt of postal orders from Postal Accounts office ..

s=3

PAGE

354
356
360

362
362

366
366
368

368

370

372
372

376

376
378
380

A



(xx)

“RULE PA('}B
178. Stock book of Indian postal orders 384
179. Supply of orders to sub-offices . 384

.180. Spoiled Indian postal orders - 388

SALE OF INDMEN POSTAL ORDERS BY HEAD AND SUB-OFFICES

~481. Sale of orders . 388
182, Entries of sales in journal and stock book 390
183, List of orders sold and memo. of unsold orders in

head offices ' 392

484. Memo. of unsold orders in hand and of orders sold

in sub-offices 392

185. Serial numbers of orders in stock to be communica- :

ted annually to the Postal Accounts office 394

186, Loss or theft of unsold Indian postal orders 398

PAYMENT OF INDIAN POSTAL ORDERS

187. Orders payable direct or through a bank 400
188. Orders bearing postage stamps in enhancement of

value 400

189, Examination of orders presented for payment 402

290. Order of payment by postmaster 408

#191. Payment to holder 410
192. Payment of crossed orders 412
193. Payment of Indian postal orders through banker’s

clearing house 418

194, Payment of Indian postal order by book adjustment ... 422
195. Period of currency of orders 424

#496. Refunds of the value of orders 424




(xxii)

RULE PAGE
197. Application regarding miscarriage, loss or destruc-
tion of orders 426
198. Orders paid at sub-offices 428
199. Orders presented for payment at branch offices 428
000. Loss of an Indian postal order after payment 430
201. Entries in journal of Indian postal orders paid 430
002. Examination of journal of Indian postal orders paid ... 432
903. Submission of abstracts of payments t0 Audit office ... 432
Appendix A 444
Index 458
524

Table of Concordance '




CHAPTER 1

MONEY ORDER DEPARTMENT

NOTE 1.—Abbreviations of the following terms haye been used irs

this volume.
(i) Money Order (M 0.
(ii) Telegraph Money Order (T.M.0)
(iif) Branch Office (B.0.)
(S.0)

(iv) Sub Office

(v) Head Office (H.0.)

(vi) Branch Post Master (B.P.M.)
(vii) Sub Post Master (S.P.M.)
(viii) Extra Department Delivery Agent (E.D.D.A)

(ix) Postal Assistant (P.A))
(x) Family Allotement Money Orders (F.A.-M.0s.)
(LP.0Os.)

(xi) Indian Postal Orders

Note 2.—All the duties of the postmaster in connection with the:

M.O. Department may, under the orders of the Head of the Circle, be

performed by deputy postmaster OF assistant postmastier in the case of H.O.

and by the deputy sub-postmaster 0t assistant sub-postmaster in the case
of S.Os. except that the postmaster is personally responsible that the
returns for submission to the Postal Accounts Offices concerned are des-
patched on the due dates. Also, the postmaster alone has authority to

order the payment of money orders when there is any doubt as to the
{dentity of the payee.
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In offices where the duties prescribed in rule 138 are entrusted o 8
deputy postmaster of assistant postmaster in the case of H.Os or deputy
sub-postmaster, assistant sub-postmasier, SUpervisor in the case of 5.0s
the postmaster must obtian every week- a report from that official that the
check has actually been carried out.

The duty of siging the Postal Accounts Office returns as laid down
in rules 80 (2) anl 85 (3) may be performed by the deputy posimastes

assistant postmaster or a supervisor, as the case may be.

GENERAL RULES

- NS -
1. Informatien in P.O. Guides Part I and 11 aud Appendiﬁh"é‘:éﬁ:.w
¢ whe conditions on which M.Os. are issued and paid, the rates of commus-

sfor, the maximum amount for which a singale inland or foreign M.O.

may be jssued and other information regarding mODEY orders will be
found in the P.O. Guides Part I and IT aand Appendix thereto.

2. Money Order Forms.—(a) M.O. forms are sold at the countes of
Post Dffice at ten paise each. The cost of the M.O. form is not adjusted

from the commission payable by the remitter.
(b) The forms are available in books of 50 forms each.

(c) The number of such books that each post office can keep is fixsd
@y the Supdt. of Post Offices. It will be indicated in the memo. of

Apthorised Balances issued by S.P.[S.S.P.
(d) Each B.O. should keep only two books.

(e) All offices should maintain & stock register of M.O. books
showing the particulars of receipt, sale supply and balances on hand B.Os
Nowever, keep an account of the forms sold day to day in & rough book.

(f) Post Office will impress the stamp before its sale et the place

grovided for the purpose.

PR
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et

{g) The sale proceeds of the M.O. forms should be credited soon
as 50 forms are sold and accounting as “gale of M.O. Forms™ in the
daily account of the $.0./B.0. the H.O. should supply the book of M.O.
forms to that 3.0. its next account bag. §.0. should supply 10 B.Cs o

zaceipt form ths H.0.

3, Sapply of funds.— (1) Tt is the duty of M.O.P.A. to bring t0 the
postmaster’s notice any unusually large drawings on the office. so that
'provisions may be made in time for an additional supply of funds, if
necessary.

(2) In H.Os, when, owing to the amount of M.Qs received for
payment being unusually large, the nend postmaster has reason 10 believe
that the funds at his credit &t the {rsasury arc likely to be exceeded, he
must ask the Postal Accounts Ofice, by telegraph, t0 place additionat
funds to his credit. By the same day’s post bie must send 3 COPY of the
telegram o the Postal Accounts Office, With the following further
particulars, viz :

(a) The palance still availacie to his cradit 2t the treasury.
(p) The ameunt 5f M.Os received for payment during the month.
(c) The names of the offices of issué (head or sub) from whick

ordars are chiely being received.

(3) 1o 8.0, all application far additional funds to be placed at
Sub-ireasuries at the credit of the 5.0, must bs made to the H.C.

4. Distinguishing letters placed before Nos.—The classes of M.Os
mamed pelowed are distinguished s follows ©

Va iug-payable‘M .Os.—by the letters «y P, placed before the Nou
Telegraphic M .0s.—Dby the letier «1 plagsd pefero the No.
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Outward foreign sterling M.0s.—by the letter #g* placed before the

No. ;
_ Other foreign M.Os—by the letter “F” placed before the No.

Revenuze M,0s.—by the letter «R* placed before the No.

Rent M.0s.—Wby the letter “Rt” placed before the No.

Saving Bank M.Os isswed by E.P.O.—by the letter ““SB” placed
befare the No. :

Family Allotment M.0.—by the letter “F A" placed before the No.

ke same mode of distinguishing these classes of M.Cs should bs

adopted wherever the No. is recorded.

&, Pgstal Accounts O ffices.—(1) There are at present thirteei
Postal Accounts Offices for the different Circles as follows :

e e e

S1. No. Accounts Oifices . Circles
|. Director of Accounts (Postal) Calcutta North tastern and
West Bengal
2. Diractor of Accounts (Postal) Delni Delhi
3. Director of Accounts (Postal) Hyderabad Andbra Pradesh
4 Director of Accounts (P stal) Kzpurtaala North Western and .
Jammu & Kashmir
5. Director of Accounts (Postal) Madras Tamil Nadu
5. Director of Accounts (¥ osial) Nagpur Maharasira & ;
Gujarat ‘
7. Dy. Director of Accounts (Postal) Bangalore Karnataka
%. Dy. Director of Accounts (Prstal) Bhonal Madhya Pradesh
9. Dy. Director of Accounts (Fostal) Cuttack Orissa : r
10. Dy. Director of Accotints [ Pristal} Jaipur Rajusthan
11. Dy. Director of Accounts ( “ustal Lucknow {Jttar Pradesh
12. Dy. Director of Account: (Postal) Fatng Bihar ‘
13. Dy. Director of Accounts (Posial) Trivandrum Kerela .
(2) In distinguishing ons Postal Accounts Office from another, the i
Postal Accounts Office for the local Circle will be referred to as the |

“Home Postal Accounts Office””, and the other Postal Accounts Offices -
as ““Foreign Postal Accounts Offices”, whenever this may be convenisnt.
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6. Monthly statistics.—(1) Tn H.Os the money order Assistant
should ascertain daily from the journals of money orders issued and paid
(Forms M.0.-2 (8) and M.O.-4) for the preceding day, the total amount
of commission realised, and enter the figuresin the monthly statistical
register (Ms.-13).

(2) On the first of each month, the entries made by the M.O.
Assistant under each head in the register during the preceding-month
should be totalled, the certificate at the foot of the register signed and
the totals posted in the monthly statistical abstract (Form Ms.-14). The
corresponding figures for the S.0s of .the H.C. as shown on the reverse
of the S.P.M’s monthiy repori should also be copied under the appro-
priste heads into the abstract against the name of esch office and the
entries made against the H.C. and all its S.0s should then be totalled.
Thoss totals should then be transferred by the M.O. Asstt. to the monthly
stasistical memorandum [Form Ms.-14(z)).

7. Stsmpiog of M.Os.- {1) The following stamps will be impressed
on M.OsS
{(a) By the office of isgue, whether it is @ H.0. or S.0s:
(i) the month-stamyp in the chlong space previded for it al the
top of the form ;
{ii} the oblong monT) order stamp in t@e oblong space :
provided for it at the top of the form:
(iii) the Postal’Accounts Office stamp in the space provided for
it at the top of the form ;
(iv) the name-stamp o1l the acknowledgement;

(b} At the tima of receipt of the M.O. for paymert by the office of
payment, whether it is a H.0. or 8.0s.

{v) the round M.O. stamp authorising payment in the circular
space provided for it in the receipt poriicn of the form ;
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(c) After payment by the office of payment whether it is 2 H.O. of

8.0s.

(vi) the oblong M.O. Stamp in the oblong space below the
round M.O. stamp authorising payment ;

(vii) the date-stamp O the acknowledgement.

and oblong M.O. stamp must always remain undesd
ho must be very

jock and key in the personal custady of the postmaster W
4 on the orders issued, received for

careful to sce that they are IMPresse
gayment and paid, in his presence, at the time the M.Os are placed
ill be impressed by the

Hefore him for examination, The other SIamps wi
&4.0. Assit. before the orders are given to the postmaster for final

ezamination.

(2) The round

Nore—See Notes below rule 21 (2) of Vol. VI, Part L

M.O. stamp will be the date
¢ postmaster and the date
the date on which the

{(3) In every case, the date of the round
on which payment is actually authorised by th
of the oblong M.O. stamp ©O1 payment will be
arsount paid is acty ally eatered in the accounts of the ofiice.

or error made by a S.O. must be

hand before the paid M.O. is sent to
seen to from day to day as
d of the account

(4) Tn H.Os any omission
ied or rectified or rectified by
t+he Postal Accounts Office. This must be
the paid orders are received and not teft over to the €n
, when the accounts are undet despatch.

supp!

period

s issued during the, last few days

A. InS.0s in the case of M.O
ule 18-A for impressing the

instructions given in

of 2 month, the
montb’s stamp Will be followed.




CHAPTER Il

MONEY ORDEES

Issug Or INLAND MoneYy ORDERS

8. Presentation of monsy order—{i) When a remiftance by money
order is desired, the particulars to be filled in by the remitter must be
writien on prescribed form of momney order. The money order Assit.
may fill up the M.O. form (M.0.-8) for the remiter or ageat and reguire
him merely to sign it, or if he is illiterate to affix hix thumb mark. In
case the M.O. Assit. happens to be busy at the time an “illiterate remitter
makes a request to him for filling up the M.O. form, the Head of the
office may arrange to have assistance given Ly some other official ia the
office and wherever separate Enquiry Asstt. ora conducter kas been
provided, assistance in this regard may be given these officials. On no
account should any fee be charged or gratification accepted for the
gervice. A.M.O. zhould not be accepted in the absence of sigoature or
thumb mark of the remitter or his agent.

(2) When a M.Q. form is presented at the post office for issue, it
should be examined o see that the particulats 0 be filled in by the
remitter ate properly and clearly entered. When a M.O. is payable at 2
Presidency or other town with town Sub-Offices the actual office of
payment witk PIN sheuld be ascertained from the remitter and entered
on the M.O. ‘

(3) Special care must be taken to sce that the eatries of the name
and full address of the paye: ate legible, 2nd that the name of the pevee’s
father is added in case in which it is customary for an Imdian payee to
be described by his fzther’s neme. When the payee is an Indian woman,
the entry of her name on the M.0. should not ke insistcd on, any may

14
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be replaced by that of ber husband, or son ; or father. Thus a M.O.
payable to the “wife of Shib Chandra Datta”, should be accepted.

Note.—Attention is drawn to the rule in the P.O. Cuide, regarding
indefinite or fictitieus addresses.

ExCePTION.—The maximum limit.of Rs, 1000/- for a M.Q. is not
applicable to M.Os issued (i) by head record offices. to record offices
and sub-record offices for pavment of salaries of the Ruilwuy Mail Services
staff (ii) by the General Manager Telecommunication, I orthern Region,
New Dethi-1, for payment of Pay aand allowances of its staff who are
stationed at various places in the region.

9. M.Os writfen in Regional fangnage.— (1) The pa:ticulars to be
entered by the remitter in 2 M.O. form may be writien either in English.
Hindi or in the current regional language of the district.

(2) When the entries are in Hindi or Regicnal language, the M.O.
Asstt. must write an English franslation {(in words) of the amount of the
order underneath the entry in Regional language, and unless the M.O. Asstt,
khows for certain that the Regicnal languege in wich the remitter’s
instructions are written can be read and understcod at the office of
payment, he must also transcribe the payee’s name and address in English,

below the entriss in regional language.

So also the post town in the address of the remitter which is writter
in full in the acknowledgement portion should be transcribed in English.
The entries in the coupons must in'no case be trasslated.

1. Presentation of special forms of 11.O.—(1) A special f im af
inland M.O. will be acceptad for issue by auy post office when the M.O
is payable within the tract for which the form has been prescribed, e.g..
a West Berigal revenue M.O. payable in West Bengal will be accepted if
presented for issue at any post-of office in India. ;
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(2) A spscial form of inland M.O. will not be accepted for issuc
when the M.O. is payable outside the tract for which the special form
has been preseribed, €.g. 2 Uttar Pradesh revemue M.O. form tenderec
for a remittance payable in West Bengal will not be accepted, even, by &
post office in Wttar Pradesh.

Exceprion.—The restrictions referred to in para (1) and (2) do not
apply to the special forms of Tnland Rent Money Orders.

Note.—The forms will ordinarily show-beneath the State embiem.
the Circle for which it has been prescribed, and if this information does
not appear on the form, it can, be ascertained from the remitier.

11. Realisation of amount.—(1) When the M.O. Asstt. has satishied
himself that the particalars furnished by the remitter are correct and
complete, money should be taken for the value of the M.O. and the
commission chargeable either in cash or by cheque (See clause 91(a) or
(b) of the P.O. Guide).” :

M.O. Commission is not o be charged on service M.Os or on
M.Os specially exempted from time to time by a notification in the
Director Gensral’s General Circular.

(2)(a) The rules regarding acceptance of cheques given in rules 11U
to 113, F.H.B. Volume I, should be followed in respect of M.Os issuec
when their amount and commission thereon are paid by cheques. The
following classes of cheques should be generally accepted unless otherwise
orovided in these rales :—

(i) Cheques drawn on the treasury in favour of the post master of
the office of issue by an officer of Government in his officiak
capacity, or by a District, Local or Municipal Board or by the
Manager of an Estate under the control of the Court of Wards.

(ii) Cheques drawn in Official capacity in favour of the postmaster
of the office of issus, on ihs Reserve Bank or the State Bank
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4iv)

of Tndia or on Banks having clear accounts with the Reserve
Bank or the the State Bank by :

(a) An officer of Goyernment.

{b) The President or the Chairman or the Secretary of &
District, Municipal and Local Board.

{c) Registrar or an Indian University constituted under an
act of the State/Central Government.

{d) The Manager of an Estate under the control of the Court
of Wards. :

{e) Units of the Life Insurance Corporatien.

(f) Officers of the Employees State Insurance Corporation.

(g) Officers of th Indian Qil Corporation.

Chegues drawn in favour of the postmaster of the office of
jssue bv a member of the public on th= Reserve Bank cr the
State Bank of {ndia or on Banks having clearing accounts with
the Reserve Bamk of State Bank provided the value cf the
cheques presented at ong time is covered by the guarantes,
renewable annuzily, tendered by the bank.

Pay orders or chegues of an approved local bank drawn on itself
or on other approved local bank in favour of the indian Postal
Department from the public, provided their genuineness nhas
bean verified by a reference to the specimen signatures of the
bank's officers 1o be maintained in all such post offices whera

such pay orders of cheques are likely to be presented.

v) Treasury. Challans rendered by Gove:nnient departments and

Jocal authorities may also be accepted.

. NOTE 1.—M.Os issued by treasuries in payment of refunds shall be
a-c mupanied by the certificate referred to in rule 245 which shall be

-accepied in lieu of cash.
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NoTe 2.—See clause 91(a) of the P.O. Guide I_for a specimen form
of gnaranree to be executed by banks.

(by The words “Paid by cheque” should be written across the
rscept 10 be given to the remitter and reproduced by carbon paper on
the office copy of the receipt. The cheques should be paid without delay
4nto the treasury.

(3)i2) The amounts (including commission) of money orders issued
by the District Oficer, Unav, for remitting the pay of the Trafic Mohar-
girs of the Agricultural Department posted at distance from Tahsils and

Headquarters, will be paid by means of chegues on the treasury in favour
of the post office.

(b) In the case of M.Os issued by the Kashmir and Jammu State
In payment of establishment bills of primary schools, State Treasury
geceipts for the amounts and the commissien may be accepted by post
ofices dealing with transactions relating to that State.

12, Receipis to be given fo remitter.—(i) A receipt (Form M.O. 1)
to be given to the remitter should be made out in duplicate (by means
of double-sided carbonic paper) in the book of M.O. receipts. The
receipts in each bock bear printed Nos. in a consecutive series ; there

are 230 receipts in each bock, and the series is continued from 1 to
10,060,

(2) The M.O. Asstt. should sign the receipt, which will show the
amount of the order and commission, and the name, but not the address,
of the payee, and then tear out the original, which should be date-
stamped and handed to the person who presented the M.O. The dupki-
cate should also be dat -s:amped and will remain in the book as the
office record.

(3) Tie printed No. of the receipts given to the remitter will be:

the serial No. to be assigned to the M O. and sould be wrilten oa the-
§orm wherever the No. is to be entered by the office of issue.

(4) The issue of a receipt upon any but the authorised form will be-
pumisked by dismissal.
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(5) In H.Os if a receipt is spoiled, the original should be made
over to the postmaster, by whom it will be personally destroyed after :
the word “Spoiled” has been written in ink under his signature across the
duplicate in the book. The No. of a spoiled receipt should be entered
in its proper place in the journal of M.Os issued, followed by the word
«Spoiled”’. The No. of a spoiled receipt must not be entered on 2 M.O.

The following are examples of the usual cases in which a receipt
should be treated as spoiled :
(a) when there is an error in any of the entries which requires
correction ;

(b) when the receipt is mutilated oF disfigured by the spilling of ink
or other matter ; :

(c) when the receipt bears a wrong serial number, owing to a
misprint ; and

(d) when, after the close of the day’s M.O. business with #e
public, the receipt is found to have been inadvertently passed
ever and left blank.

Note 1.—In the case of M.O. payzble te a person in his offieial
capacity whose 1Dame is not given, the designation of the payee should
el entered in the M.O. receipt with sufficient fullness to identify kim,
e.g. Collector, Hooghly ; Postmaster, Poona ; Secretary, Chamber of

.Commerce, Calcutta ; etc.

Note 2.—The Head of the Circle may, at the request of the Pestal
‘Accounts Officers supply books of money order receipts to any partieular
H.O. in"which the series of Nos. is continued beyond the usual limit.

Note 3.—Whenever the necessity of opening more than one ceumker
for the issue of M.Os arises, the M.O. Receipt book (M.O. 1) in use
may be divided into as meny parts as the number of counters are

S =




26
Chap. II] : MONEY ORDERS [12—13

required for booking of M.Os by the Postmaster, who should keep a
note of the first and the last numbers of the receipts given {0 each Asstt.
The Postmaster should 2lso ensure that, at the close of the money order
counter for the day, no discrepancy arises in respect of the continuity of
the serial numbers. The M.O. Receipt book should be soO divided that
unused receipts with each M.O. Asstt. at the close of the business hours
remain as few as possible. The unused receipts sO remaining, if they
break the continuity of the serigs, may be treated as spoiled, under item
«{d) of sub-rule (5) above and dealt with accordingly.

A. In S.Os the receipt should be made out in triplicate ; the
sriplicate receipts should also be date-stamped.

B. In S.Osthe series of Nos. runs from 1 o 5,000.

C. In S.Os if areceiptis spoiled, the word “Spoiled” should be
written in ink under the sub-postmaster’s signature across all three
copies ; both the original and the carbonic copy of tne spoiled receipt
will be sent to the H.O. attached to the S.0. daily list of money orders
jssued, the other copy being left on record in the book. The No. of

the spoiled receipt should be entered in its proper place in the S.0. daily -

tist of money orders issued, followed by the word “gpoiled”. The No.
of a spoiled receipt must not be entered on 2 M.O.

13. M.Os presented in large pumbers.—(1) The following Pproce-
dure will be adopted in big or busy post offices where a large number of
M.Os are presented for booking by @ single remitter. M.Os under this
procedure should generally be accepted within 12 noon and issued on
the same day. Heads of Circles can however, fix a different hour keeping
in view the local conditions. They may also impose & limit on the
aumber of M.Os which can be presented by @ remitter in a day.
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(2) Tke M.Os would be presented at the counter of the Poust office
along with a list having maximum of 30 entries on a page giving the
minimum particulars required 1o identify the M.O. aleng with the
amount apd commission each page having peen duly totalled and 2
grand total struck in the last page. The M.O. Assti. should check the
entries Qf thie M.Os part’icular]y relating to the offices of payment and the
amounts shown in the M.Os and the list. Afier verifying the total of
the list, ke <hould receive the list he §hou1d receive the amount detailed
fn the list and issue a preliminary receipt (M.O.-'73). He should note
in the counterfoil of the preliminary receipt and in the list, or ot the
last page of the list if it consists of more than one Page, the first and the
last serial numbers of M.Os jssued in respect of each list.. The preli-
minary receipt would be received back from the remitter and the M.O-
receipts handed over 1O him when he calls at the post office. The
preliminary receipt would e duly pasted on the back of the counterfoik
of the preliminary receipt.

(3) The lists chould be kept in 2 bundle date-wise and destroyed
after a period of six months.

14. M.Os from treasuries.—F(l) In the case of M.Os issued by
Treasury Officers, payment 10 the Post*Office is not made in cash. The
amount of order including the c-ommissioh is credited to the Post Office in
the Treasury Accounts by bock transfer a certificate 10 that affect being
appendcd to the order.

(2) The words «Adjusted by book transfer’’ should be written
across the receipt for the remitter by the counter Asstt. and reproduccd
pelow by means of carbonic papet and the words “BY book transfer’”
should be written 10 red ink acress the M.O. form by the remitter
himself. The certificate should then pe made oOVer {0 the postmaster
who sheuld treat the amount as @ remittance 10 the treasury and follow
the procedure prcscribed for such remittances, except that certificate

should be sent o the treasury in lieu of cash.

(3) The acknowledgement signed by the payee will be returned by
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the offiee of payment direct to the remitter. Inail other respects, these
M.Os will be treated in the same way as ordinary M.O.

(4) If any M.Os issued under the procedurs prescribed in this
rule are received back as unclaimed or refused the amount of such M.Os
should be adjusted by book transfer. The M.Os should be sent to the
-treasury for payment occompanied by a treasury voucher representing
the total value of the M.ps. The procedure prescribed for drawings
from treasury should be followed in all respects, except that no money
will be received from the treasury. When the M.Os are received back
from the treasury duly signed ; they should be entered in one group in
“the journal of M.Os paid the remark “Adjusted by book transfes” should
“be made against the entry in the office copy of the journal.

15. M.Os issued by telepbone Revenue Account Office—(1) The
_Accounts Officer/ Administrative Officer, Telephone Revenue, is authorised
-to remit by means of setvice M.O. refunds of telephone rents payabis to
the persons to whom the refunds are due. These M.O. will be prepared
on the prescribed M.O. forms and presented at the counter of the post
office duly certified under the initials of the Accounts Officer/Adminis-

trative Officer in charge as “refund of telephone rents’ with a covering

“list in duplicate. In such cases the amount of the M.O. will not be
sent in cash. The M.O. should be issued by a per contra charge in the
Schedule of unclassified payments. One-of the covering list duly stamped
with the date-stamp of the office together with corresponding M.O.
receipts, should be seturned to the Accounts Officer/Administrative
“Officer. The second copy of the covering list should be forwarded to
the Postal Accounts Ofiice concerned with the cash accounts. In other
respects, the procedure to pe followed in respect of these seryice M.O.
_should be the same as that of ordinary M.O.

(2) When service M.O. referred to above are presented at and
issyed from a town S.0. the amount of the M.O. should be shown in
.the accounts of these offices under the head “Unclassified payment.”
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The second copy of the covering list should be forwarded with the daily
account to the H.O. for transmission to the Postal Accounts Office

concerned.

N.B.—Where the remitter is 2 Disbursing Officer, he may issue
cheques in payment of the amount of service M.O. 1f any such service
M.O. remain gndelivered, the amount may be paid to the remitter i

cash.
16. MLO. from B.Os.——M.O. received from B.0s for issues will be

transferred DY the sub-account Asstt. to the M.O. department. where
e in the same

they will be aumbered, examined, and prepared for issu
mannet as M.O. ,presented at the window, but the M.O. receipts for the

remitters will be made over 10 the sub-account Asstt. for despatch 10 the
B.Os. Special care should be taken by the M.O. issue Asstt. 1o see that
there has been no delay on the part of the B.O, in issuing the M.O. by
referring to the date entered on it by the remitter and that the amount
and date as written py the remitier bave not been altered. If in any
case either the amount or the date as written by the remitter show any
signs of having been altered, the fact should be brought 10 the notice
of the Postmaster OF supervisor of the M.O. section for necessary action.
The name of the B.O. and the No. of the receipt issued by it will be
written at the top of the M.O. receipt issued by the Account Office. 1f
the branch postmaster is unacquainted with English, these entries will be

made in Regional language. .

17. Entries in journal of M.O. issued.—(1) Particulars of the M.O-
issued by the office and received from the B.Os in dir=ct account with
it for issue, should be entered by the M.O. Asstt. in the journal of M.O.
jssued [Form M.0.-2)] for the Postal Account Office. The M.O. MNos.
entered in the journal will be the Nos. assigned 1O the M.O. from the

book of M.O. receipts.

(2) In H.Os particulars of each M.O. should be entered against 2
gerial No. printed in the first column of the form and the daily totals off
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the entries with the total number of M.O. issued should be made in the

column for remarks of the journal (lower sheet) against the last entry

of the day, instead of below it, in order that the entries for the following:
day may be commenced from the next serial No. on the same sheet,

The M.O. should be entered in the journal in separate groups (a) for the
H.O. aad (b) for its B.O. and copy of the entries should be made on
the journal (the lower shest) by means of carbonic paper. A separate
total should also be made for each of the two groups and entered in the
column for remaks of the journal (the lower sheet) but not in the journal
for the Postal Accounts Office. Any break in the serial No. of the
money order receipt should be explained by remarks under the full-

dated signature of Postmaster OF the Supervisor in the column for
remarks.

(3) The daily total of the entries of value and commission made
in the column for remarks of the journal against-the last eniry of the
day or the totals made against the last entry of each page should be
recorded only in the copies of the issue journals retained in head and
sub-offices and in the journals sent by $.0s to H.Os. In the Journak
to be sent to Postal Accounts Office the totals should in no case appear,
but should be carried t0 a separaie sheet of the M.O. issue journal in
which the totals page by page should be consolidated and the grand total
be struck. This extra sheet of the journal should be attached to the daily
or fortnightly journals submitted to the Postal Accounts Office il-_-,
accordance with rule 304.

A. In S.Os the particulars of the M.O. need not be entered strictly
according to the serial Nos. and the daily totals with the total number
of inland M.O. iqsued should be entered below the last entry of the day.
Any break in the serial No. of the M.O. receipt should be explained by
remarks under the full-dated signature of sub-postmaster in the column
for Remarks. A copy of the entries in the journal should be made by
means of carbnoic paper on the two lower sheets, viz., the daily journal
for the H.O. and the S.0. journal (or ofiice record).

18. Preparation of M.O. for despatch.—The No. of the M.O. the
gate of issue, and the amount payable to the payee sheuld be written io
s
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the appropriate places on the advice portion of the M.O., and the name
of the office (HorS) of payment followed by the PIN and by the name
of the district within brackets should be entered in Block Letters on the

£ the order. Care must be taken to make the entries in red

address-side ©
ink, and in strict accordance with the amount of the remittance and
d to write cleatly

the address of the payee; as given by the remiter, an

the amount payable and the name of the office of payment. The M.O.

- should then be signed and stamped by the M.O. Assti.

Note 1.—If the post office named in the address of the payee is a
aon-delivery g.0, the order chould be issued on the office (H or S) from
which the station to which the order is addressed receives its delivery and

.3f payable at 2 B.O. it should be ;ssued on the account office (H or 8)
In all cases of doubt as to whether an office is a no-delivery office or a
B.0. or not, reference should be made 10 P.O. Guide Part III, or the

_classified List of Indian Post Offices.

A. InS.O.in the case of M.O. issued during the last few days of

4 month, the accounts for which are included in the accounts of the H.O.
~for the following month, the menth-stamp for the latter month, instead
of that for the month in which the M.O. are actually issued by the 5.@.
should be impressed on each M.O. Form. As a check on this being
done, as soon as the accounts of the 5.0, are closed on the last of the
dates covered by the S.0. account for each month, the type of the month-
stamp should be changed to that of the next month and the altered stamp
should be jmpressed in the book of postmarks and also on the S.0. daily
accounts for the day in the tight-hand top corner, just below the impres-
sion of the S:0. date-stamp. In the case of M.O. issued during the last
few days of March, however, the month-stamp for the month of Mzrch,

aot that for April, should be impressed.

19, Despatch of M.C.—(1) When the mail is under'preparation for
.despatch, the M.O. for despatch, sheuld be sorted by the M.O. Asstt.
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according to the due mail and sorting list (Form M-9). They should
then be folded along the heavy lines printed on the reverse of the form
so as to lezve the name of the office of payment outside. M.O, for
despatch in each bag should be tied in a bundle with a M.O. check slip
(Form, M.O.-70): placed at the top by passing the thread crosswise. The
total number of M.O. in a bundle must be clearly written on the check
slip.

(2) When M.O. bundles are made up for a Post Office, the M.O.
sent to the offce for payment and those sent to it for onward transmission
should be placed in separate bundles marked “Gtation” and “Sorting’.

(3) If, in the M.O. bundle made up for a mail office or section
or in the M.O. bundle marked “Sorting’’ for a post office, there are six
or more M.O. for any particular post office, those M.O. should also
be boundled separately, which should be addressed to that post office
and marked ““Station”.

20. M.O. issued by S.0.—(1) M.O. issued by S.0s are sent direct
to the offices of payment but the particulars of the M.O. are communi-
cated to the H.O. in the journals of M.O. issued [Form M.O.-2(s)]. For
any date on which M.O. are shown as issued by a S.0. in its accounts a
daily journal of the issucs will be sent to the H.O. together with the
carbonic copies of the receipts granted to the romitters.

(2) In the H.0. the S.O. daily journals end their accompaniments
will be made over by the sub-account Asstt. under receipt (to be
granted on the daily zccounts) to the M.O. Asstt. and the latter
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should check the entries in the journals with the copies of receipts, verify
the totals, and see that ‘the Nos. of the receipts run ina consecutive series,
and that any break in the serial No. of receipt is explained by remarks
nder the full-dated-signature of the S.P.M. in the colomn for remarks.
The first and last NOS. of the receipts received with each daily j yurnal
should be entered in the index of receipt Nos. (Forma MS.-15) under the
date of the journal and correctness of any remarks for break in serials
verified therefrom. The daily totals of the j.,)lumals should alse be
entered in the prescribed form of «Compilation of daily totals of S.0.
M.O. issue journals” (Form M.O.-22).

(3) If the original and carbonic copies of a M.O. receipt are
received with the word ““Spoiled” written across {hem under the signature
of the S.P.M. the No. of the M.O. ought t0 be found in its Proper place
in the S.O. daily journal of M.O. issued followed by the word ‘‘Spoiled”.
The spoiled receipts should be brought to the notice of the Head Post-
‘master who will personally destroy both the copies after scrutinizing and
making suitable remarks in the M.O. issue List against the relevant
number. Spoiled receipts and break in series unless satisfactorily

explained, are always to be regarded with suspicion as being a possible

accompaniment of fraud.

21. Examination by postmaster of M.O. for jssue.—(1) The M.O.
Asstt. should stamp and the M.O. in the presence of the postmaster with
the oblong M.O. stamp. and then place them with the following books and

documents before the postmaster, Viz i—
the book of m.0. receipts [Form M.O. 1 or M.0.-1(s)]
the journal of m.o. issued [Form M.0.-2(8)]
the m.o0. check slips (M.O.-70) ; and
the b.o. daily gccounts [Form A.C.G.-22(a)]

In H.Os. the following document should also be placed before the

head postmasier.
«1s of M.O. issued, ;eceived from S.0s, and the

the daily journ
s attached thereto 5 apd the

carbonic copies of m.o. receipt
index of receipt Nos. (Form Ms.-13)
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(2) The postmaster should carefully compare all the entries in all
these books and documents and tick off the corresponding entries in the
book of m.o. receipts, journals, b.0. daily accounts, and S.0. daily lists,
He should also cross by red ink the appropriate cagein the M.O. Form
to denote the amount of the M.O. as “Not above Rs...c... »  He should
then check the daily total of the journal of M. 0. issued, and after writing
the amount of the total in' words and initialling {he entry sign the journal
and the M.O. Special care must be taken by the postmaster 1o sec that
the M.O. issued at B.O. have not been delayed in the account office, but
have been entered in the book of receipts and journal on the day on
which the transactions of the B.O. appear in the B.O. summary ; that the
amount entered in each M.O. by {he M.O. Asstt. agrees with the amount
as written by the remitter : and that there has heen 1o delzy on the part
of the B.O. in issuing the M.O., by referring to the date entered in it by
the remitter. If in any case. cither the amount OF date as written by the
remitter, shows any sign of haying been altered, enquiry should be made
from the remitter by the postmaster, though the issue of the M.O. should
not be delayed.

Note 1.—In the case of M.O. issued on cheques OT paid for by
treasury certificate in lieu of cash, the postmaster should see that the
total amount of such M.O. agrees with the smount of the cheque oOr

treasury certificates with which the M.O. were received.
2

Note 2.—The Postmaster should verify each day whether the
correct office of payment or the correct account office has been noted on
the M.O. form in respect of at jeast 50 M.O- in an office in L.S.G. or
above and in any other office in respect of at least ; 20 M.Os.

«In token of this varification, he should initial in the remarks
colymn of the M.O. issue journal against the items verified by him.”

(3) ;Afler the check prescribed in para. 2)the M.O. Asstt. should,
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in the presence of the postmaster immediately prepare bundles of the
‘M.O. keeping the M.O. check slip (M.0.-70) at the top of each bundle.
The check slip should be impressed with the date stamp of the office.
The bundles should thereafter be made over by the M.O. Asstt. under

receipt to the registration Asstt, for despatch.

Note.—M.O. issued for payment by the issuing office itself may
be transferred under acquittance by sthe M.O. Asstt. direct to the M.O.

paid Asstt.

(4) In H.Os, the head postmaster should also satisfy himself that
the first serial No. entered against each .0. in the index of receipt INos.
under the date of its daily journal, follows consecutively the last serial
No. previously recorded and initial the index to M.O. receipt numbers
(MS.-15) in token of having carried out this check.

22. -M.O. received ip sorting.—(1) M.O. received from offices and
sections for onward transmission to the office of payment or other sorting
offices, will be received in separate money order envelopes addressed to
the office marked “gorting”’. They will be made over under receipt by
the registration Asstt. to the M.O. Asstt.

(2) These M.O. should be sorted and despatched enclosed in M.O.
pundles, together with M.O. issued by the office.

- PAYMENT OF INLAND MONEY ORDERS

Note.—Where E.D.D.As. are authorised to pay M.O. the term
Postman or village Postman should be held to include such ED.D.As
subject to the limits of amounts fixed for them.
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23. Exumination of M.O.—(1) The M.O. bundles containing M.O.
intended for payment will be handed over unopened under receipt by
- the registration Asstt. to the M.O. Asstt. The M.O. Asstt. is required to
.open each bundie hinself and to verify the number of M.O. in each
bundle with the number noted on the check slip. He will then carefully
.examine each M.O. to se¢ ‘—

(a) thatitis impressed'wit{l the prescribed stamps by the office
(H or S) of issue ;

(b) that it is signed by the postmaster and the M.O. Asstt. or other
authorised officer of the office (H or S) of issue;

(c) thatit is payable at his office, or at a B.O. in direct account
with his office, a3 shown by the payee’s address entered by ibhe
remitter ;

(d) that the amount of the M.O. as written by the office of issue,
agrees with the amount as written by the remitter and

(e) that the issuing Office has crossed in red iok the appropriaie
cage, to denote the value as '‘Not above Rs........oc.- 2

Mot 1.—If a M.O. has been seriously delayed in transit, care
- should be taken fo see that pdyment has not already been made on a
A duplicate M.C. and the M O. cogcerned is a genuine one.

Nor1g 2.—Likewise on receipt of a duplicate M.O. jssued under
rule 293 precautions should be tahen fo sce that the origipal has not been
received and paid in the meantime.

(2) If there is a discrepancy of Rs. 10/- or more between the amounts
.entered in 2 M.O. by the remitter and by the issuing office, or if there is
any ground for suspecting fraud, «uch as the absence of the issuing post-
master’s or the M.O. Asstt. signature OF of the impressions of any of the
prescribed stamps, OF an al-eration in the pame of the payee or the
.amount or any suSpiciCus delay in 1S receipt the postmaster's attention




43

Chap. I1] MONEY ORDERS [23—24

should be drawn to the irregularity and payment should be withheld
pending; the result of 2 reference by telegraph to the office of issue. 1f
there is a discrepancy of less than Rs. 10/- between the amount entered
by the remitter and by the issuing office, the amount entered by the
remitter should be paid, the irregularity being reported by post to the
office of issue. The erroneous entry in the M.O. should be corrected.
under the postmaster’s initials.

24. Entries in register of M.O. received.—(1) The M.O. received for
payment by the office and the B.Os in direct account with it, together with
the M.O. taken from deposit that are to be given out for payment, should
be sorted into groups for each postman and the sub-account Asstt. and
then entered in the register ¢f M.O. received (Form M.0.-3) so that the
orders intended for each posiméan and those to b2 made over 9 the sub-
account Asstt. for the village postman apd for despatch 1O B.Cs may be

racketed together.

(2) The M.O. Asstt. should note in the register, opposite the group
of orders for each postman, {he total number apd valae of the M.O., in
words and figures, and the No. and name of the postman. The M.O. Asstt.
should also write in the register in words and figures, below the entries
relating to postmen, the total amount t0 be given 1o all the postmen for
the payment of M.O.

ExcepTioN : M.O. which are returned by the sub-account Asstt. as
unpaid, should not be entered in the register of M.O. received (M.O--3)
when taken from deposit for re-issue for payment.

(3) The M.O. sncluding those taken out from deposit for re-issue
made over fo the sub-account Asstt. for payment by village postman and
for despatch tO B.Os should be entered by the sub-zccount Asstt. in the
in the register of M.O. for payment by village postmen and B.Os. (Form
M.O. 44) in the manner described in paragraphs (1) and (2) above. '
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EXCEPTION : [n a single-handed S.0. and in offices where the duties
of the sub-account and M.O. paid branches are performed by one and
the same Astt. the register (M.O.-44) need not be maintained.

(4) When a M.O. entered in the register of M.O. received is not
given out for payment on the date of receipt, or having been given out,
is returned unpaid and is re-issued fol payment’, a fresh entry of it should
be made in red ink in the register on the date on which it is issued or
reissued, as the case may be) and a note “‘Re-entered on (date)” should
be made against the last previous entry of the order.

NotEe 1.—See Exception below paragraph (2).

NoTE 2,—The M.O. which cannot be issued for payment or semt:

to B.Os. on the date on which they are received, need not be entered in
detail in the register of M.O. received on that date, but should be
shown in lump, thus ‘“‘Received to-day but not given out for payment or
sent t0 B.OS..cccvvaeann 5" Details of these M.O. must’ be entered in the

register on the next day agreeably to the instructions given in paragraphs
(1) and (2) of this rule.

Note.—M.O. payable by pay order or by cheque need not be-
entered in the register of M.O. received.

r -

75. Examination by postmaster of M.O. fer payment.— (1) Tke
M.O., with the M.O. check slips and the register of M.O. received,
together with registers of M.O. for payment by village postmen and B.Os
should be placed by the M.O. Assit. before the postmaster, who will
after comparing the entries in the M.O. and the registers and satisfying
himself as to the correctness of all the entries and the genuineness of the
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M.O. note the total number of M.Os for payment on the day (incizding
those taken from deposit) after the last entry in the register and attest
{he note with his signature. The postmaster should take special care
to see that the amount for payment a8 entered in each order by
the officc of issue is the same a3 (hat specified bY the remitter and that,
the toial amount to be givea 1o gach postman for the payment of M.O.:
does not exceed the prescribed timit. He should also see that service and
Family Allotment M.O. issued for the disbursement of pay and allowances
and marked asgdNot 10 be delivered before the 1st of the followirg
month” are not given out for payment before the preseribed date.

(2) After this has been done. the postmaster will have the round M.O.
stamp impressed on each M.O. in his presence in the space provided for
‘the purpose, and the impression of this stamp will constitute postmaster’s
_anthority for payment. He will then return the M.O. and the registers to

the M.O. Asstt. .

Norte—.In th2 M.Os both in {he acknowledgment portion and
receipt portion, the reasons for non-payment of M.Os. will be recorded
by the postman Of Delivery Agent in case the payee is mot available at
the time of eall, otherwise the reasons will be recorded by the Sub-
Postmaster/Branch Postmaster.

26. Limit of amount of payment py a single pos(man.-——(l) The
aggregate amodnt to be entrusted to any single postman ai Oue time for
‘the payment of M.O. plus the aggregate amount realisable on V.P.
articles and acticles on which customs duty is due should not exceed
Rs. 2,000/~ The Supdt. of Post OFice/lst Class Postmaster: may, bow-
ever, raise this amount vp 10 Rs. 3.000/- The aggregate amount te be
enirusted to @ village postmaniEDDA at one time should not exceed
Rs. 2,000/ which may be raised to Rs. 3,500/- by the Supdt. of Tost
WO es/ist Class Postmasters.
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NoTe.—The Head of 2 Circle may raise this limit to any amount.
acco: d ng to local requirements and circumstances after consulting the:
local pelice authorities. :

(2) When the register ot M.O. received is placed before the post-
master, he should see whether the value of the M.O.V.P. articles.
and aiticles on which Customs duty is due to be made over to each
postman is within the prescribed Limit etc. Inm every case in which the:
limit is exceeded, the postmaster should arrange for a second postman-
or some other responsible member of she office to accompany the post-
man for greater security. The limit of the total amount of M.O..
including v.p. articles to be entrusted to a postman when he is escorted
by another official <hould not exceed double that which he could be:
enirusted with unescorted under Sub-rule (1) above. The postmaster-
shounld write Lis orders on the subject in the register of M.O. received,.
mentioning the name of the official selected for the purpose. The official’
shouid be required 10 aiiix his sicnatare below the postmaster’s -orders;-
4n token that he has secn them, and it will be his duty to accompany the
postman in his beat up to a point when the cash is reduced to the limit
prescribed for a single postman. The M.O. Asstt. shou'd see that the
official has signed in the register, before he sends it to the treasurer. The
official should again affix his signature in the register of M.O. received
in the presence of the treasurer below the acquittance by the postman
for the money received by the postman for payment of M.O. The
escorting official +hould sign in the postman’s book in the column
+remarks’’ against each M.O. which was paid in his preserce during his
travel with the postman and note also the time and place at which he left
the postman against the entry of the last M.O. paid in his presence which.
had the effect of reducing the amount of the unpaid M.O..
plus the aggregate value of v.p. article cealisable from addresses to a point:
withn the limit prescribed for a single postman. The M.O. Asstt..
performing. the duties prescribed in Nule 38-ibid, should check the post-
man’s bock and the register M.Os ceccived to see that these instructions.
are carried out. '

27. M.O. for paymezt by pestmen.—(1) After the M.O. have been:




r*.

Y

B NG

56 :
Chap. 1] MONEY ORDERS [27—28

examined by the postmaster and impressed with the round M.O. stamp,
the M.O. Asstt. should make them over the postmen, each of whom should

* be required to place his signature against the entry in the register of

M.O. received of the total number of orders given to him in acknowledg-
ment of their receipt.

(2) The register should then be sent to the treasurer, who will give
each postman the amount noted against his No. and name in the register,
and require the postman to sign for the amount in the register in
words and figures. No receipt for the amounts will be taken in the
treasurer’s cash book (Form A.C.G.-2) from the posimen, but the total
amount given to all the postmen at one time will be entered by the
treasurer in his cash book, and the M.O. Asstt. must place his initial
against the lump entry in that book, before he takes back the register of
M.O. received.

A. InS.Os, where there are separate treasurers, cash for the
payment of M.O. should be given to postman, under rteceipt in the
register, by the M.O. Asstt. 7

28, Payment of SB. M.O.—S.B. M.O. received from Field Post
Offices should be examined by the M.O. paid Asstt. and the Postmasier
in the manner laid down for ordinary M.O. and impressed with the
round M.O. stamp. The M.O. Asstt. should enter the S.B. M.O." in the
register of M.O. received (M.O.-3) separately. The register along with
the M.O. should be sent to the S.B. branch without cash. A receipt for
the M.O. should be granted by the Asstt. Postmaster, Saving Bank
Branch, in the register of M.O. received and the register returned
10 the M.O. Paid branch keeping a note of the total amount. The Assit.
Postmaster (Saving Bank) should sign each S.B. M.O. as payee impressing
his designation stamp below his signature. The M.O. paid vouchers

.

duly receipted by the Asstt. Postmaster (Saving Bank) and the acknow-
ledgments carrying the counterfoils of the pay-in slip should be transferred
t0 the M.O. Paid branch by the S.B. branch on the same day by entry in
the hand to hand receipt book. The M.O. acknowledgements having the
counterfoils of pay-in slips pasted to them will be posted in a service

envelope to the concerned Field Postmaster by the M.O. Paid Branch.

The total value of S.B. M.O. should be shown as M.O. paid by %e

M.O. Paid Branck. The S.B. branch will show the totai value of S.B. M.O.
as S.B. deposits through S.B. M.O. as a separate entry under receipts with
-a corresponding entry on the payment side in the hand to hand receipt
book. Before the cash is handed over to the treasurer, the Asstt. Post-
‘master should check the correctness of the entries in the hand to hand
seceipt book and initial them. :
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29. M.O. fer payment by yillage postmen and B.Os.—M.O. to be
paid by village authorised by the Supdt. in this behalf and by B.Os n
direct account with the H.0.; should be made over by the M.®. Asstt. to
¢he sub-agcount Asstt. under receipt to be taken in the register of M.O.
geceived. The name and address of the payee of a M.O. and the amount
payable at 2 B.0O. should be transcribed on the M O. in the character of
+the Regional languags used by the branch postmaster in transacting busi-
pess with the account_ofﬁce.

A. In S.Os, cash for the payment of M.O. should be given to the
yillage postmen by the M.O. Astt. on receipt, from the sub-account Asstt.
of the register of M.O. for payment by village postmen and B.Os.
(MO.-44) Each village postman should be required to sign his name and
write in words and figures the amount given to him in the last column of
+the register in which the amount 10 be paid to each village postman has

_been noted in words and figures by the sub-account Asstf.

30, Notices to be sent out in certain cases.—In the case of M.O.
which are received at a post office of which the postman orf yillage post-
man is not authorised to pay M.O. or which are made payable to (a?
planters, (b) payees in remote localities or in places like Nepal, Bhutan
and Sikkim 3 for whom M.O. to postal articles are not sent out daily by
postman of yillage postmen, and who send messengers regularly to the
post office, the M.O. should be placed in deposit and a notice in'form
M.O.-11 signed by the postmaster and impressed with the date stamp,
should be sent to the payee. The acknowledgement (to be returned to
the remitter) and the coupon should be cut off from the M.O. and sent to -
the payee along with the notice : but 2 record should be kept of the
remitter’s address ; on a slip of paper pinned to the order so that in case
the acknowledgement shonld be mislaid or lost by the payee, & copy can
be readily prepared. When the acknowledgement is returned to the post
office, this slip of paper may be destroyed. ”

Note 1.—In a case in which a record of the cemitter's address can-
mot be kept as prescribed in the above paragraph, owing 0 the entries in
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the M.O. form being written in a Regional language that cannot be
translated in the office of payment, the acknowledgement should not be
sent in original to the payee, but in place of it a separate acknowledge-
ment prepared in manuscript on a piece of paper of the same size as the-
printed acknowledgment should be sent for the payee's signature. After
payment of the M.O. this document bearing the payee’s signature should
be pasted to the original ackaowledgment which should then be disposed:
of in the ordinary CoOurse.

Note 2.—If the payee presents himself at the Post Office to receive:
payment of the M.O. before the delivery to him of the notice and the
acknowledgment sent through the postman or village postman and it is
decided to effect the payment of the M.O. before the return of the village-
postman to be post office then an acknowledgment will be prepared in
manuscript on 2 placs of paper cut o the size of the printed acknowledg-
ment and signed by the payee and kept pinned to the paid M.O. and om
receipt of the printed acknowledgment from the postman, ot village post-
man, the manuscript acknowledgment of the payee should be pasted on:

the back of the printed acknowledgment and disposed of in the ordinary:
_ gourse.

(2) If delivery of the notice to be made through a postman, the:
| particulars of the notice should be enteredin his book of receipts for
| intimation and notices delivered (Form RP-53) and then handed over to

him with acknowledgment and the coupon ; if delivery is to be made
| through a village postman, these documents should be handed over,
\ under receipt, to the sub-account Asstt. if the notice is made over to the
- payee’s mgsSenger, his reczipt should be taken in the register of M.O.
\ received and if the notice is to be sent to the payee, by post, if should be

despatched with the acknowledgement and coupon in a cover registered
,On service.

(3) If the notice is presented together with the acknowledgment, by
the payee or an agent authorised in writing to sign the M.O., the amount
of the M.O. should be paid to him on his signing the M.@. and the

—————
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acknowledgment. If the notice is returned endorsed with a receipt of
payment, together with the acknowledgment duly signed by the payee,
the amount should be paid to the persen presenting the aotice, after his

signature has been cbtained on iiS M.O. These notices should in every

case be securely attached to the office copies of the j¢ urnals of M.O- paid

in which the eniries of the M.O. appear.

Note 1.—If the payee is not likely to know English the notice given
‘o him under this rule shonld bei o Regicnal language.

NoTE 2.—When a notice has to be issued in respect of 21 inward
+foreign M.O. paragraph 2 and the second sentance of paragraph 1 of the
printed form of notice should be scored out and the pames of the remitier
and of the couftry of issue should be entered at the foot of the notice for
-the information of the payee.

31. Payments to residents at hotels, clubs, ete.—If the payee of a
‘M.0., who resides at a hotel, club, or other similar institution, is Dot at
home when the postman brings the M.O. for payment, the postmaster
should fill in and sign &0 intimation in Form MS-17 and supply it to the
_postman cOT cerned, who should, at the next delivery, band it over to the

Manager or Secretary of the hotel or club, under reccipt to be taken in -

_his book of intimations and notices delivered, for delivery to the payee on
his arrival.  On receipt of & reply from the payee, the M.O. sbould be
paid in accordance with his instractions.

33. Examination of book of receipts for iptimations and notices
delivered.—1f 2 notice for M.O. payable to a payee to whom xule 30 or
3] applies has been jssued to a postman for delivery, the M.C. Asstt. must
examine the postman’s book of receipts for intimations and mnotices

.delivered, on the lattei’s return to the Office, and satisfy himself that the
-payee’s receipl for the notice has been obtained in the book.

33, Payment of M.O. at the window.— (1) M.O. will be paid at the

—
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window of the post office on satisfactory proof of the identity of the
claimant with the person named in the M.O. When the person claiming
payment of a M.O. calls at the post office to receive payment it must be
left to the postmaster to decide in each case whether the claimant has.
been satisfactorily identified or not.

(2) In ordinary cases of this kind payment must not be made unless
the claimant is identified at the post office by some trustworthy persen
known to the postmaster or the claimant produces other evidence 10
establish his identity to the satisfaction of the postmaster. It must be
understood that the statements of the identifier are not to be accepted:
without full enquiry as to his actual knowledge of the claimant. He should
always be asked to explain how he became acquainted with the claimant,
and how long he has known him. The information obtained from the
person, who identifies the claimant, must be such as will enable the post
office readily to find the payee again, should any mistake or fraud have
occurred, and with this object, the permanent address of the payee, as
vouched for by the person who identifies him, must be noted on the M.O.
by the identifier who should add his own address below his signature
under the “Identifier’s certificate” printed on the M.O. form. If he
refuses to comply with this request, the postmaster should exercise greater
care in accepting the identification as genuine. It should not be con-
sidered evidence of the right of a claimant of a'M.O. that the money has
been remitted in response to a telegram sent by him.

(3) In special cases, the postmaster may exercise his discretion as to
making payment without insisting on strict compliance with the procedure
described in the preceding paragraph, provided that he is satisfied by such
other evidence as the clajmant may be able to produce regarding the
latter’s identity with the payee.

(4) When the person claiming payment of a M.O. is identified by a
postal official the iatier should be required to sign the identifier’s certi-
ficate at the back of the M.O. and put his designation below his signature.
The M.O. sheuld thereupon be placed before the postmaster for his orders:
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regarding the acceptance of otherwise of the ;dentification after such
enquiries as he may deem necessary-.

(5) If the postmaster has any doubt or suspicion in connection with
a M.O. he should make a telegraphic reference to the office of issue before
effecting payment.

(6) Before the payment of a M.O. is made to a person other than
the payee on the written authority of the latter, the postmaster should
satisfy himself about {he authenticity of the written authority produced.
The perscn receiving the payment Of the M.O. should be required to
sign the acknowledgment of the M.O. in the following manner ==

For (Name of the payee)
3 g (Signature of the person
receiving paymeit)

(7§ When the payment of 2 M.O. at the window of the post office is
decided upon by the postmaster, the M.O. will be re-entered in the
register of M.O. received for the day under "a heading “wWindow”” and
issued in favour of the counter Asstt. making the payment and the M.O.
with the register should be placed before the postmaster who should
impress the M.O. with the round M.O. stamp and record the order for
the payment of the amount of M.O. to the coun’er Asstt. below the entry
of the M.O. in_ the M.O. register and sign it. The M.O. paid Asstt. will
then obtain the signature of the counter Asstt. against the entry of the
M.O. and make over the register and the M.O. to the caunter Asstt. for
obtaining the amount from the treasurer. The treasurer will obtain the
counter Asstt. receipt for the amount in the M.O. register and retain the
M.O. register. He will show the amount as having been paid to the M.O.
paid Asstt. in the Treasurer's cash book and obtain the latter’s signature
against the entry before the M.O. register ‘is returned to the M.O. paid
Asstt. After the M.O- has been paid to the payee (or his agent) it should
be signed and dated by the paying Asstt. and made overby him to the
M.O. paid Asstt. under receipt to be obtained in the former’s recéipt

book.

——— e ———
————
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Note 1.—In all cases in which identification is accepted as satis-
~factory, the postmaster should write on the M.O. the words “Identifica-
-tion accepted” under his signature. -

NoTe 2.—See Rule 72 also.

34. Payments of M.O. anthorised to minors.—(1) Where the minor
4stunder years of discretion and is living with his parent or lawful
guardian, payment will be made to the parent or guardian on his signing
+the M.O. on behalf of the minor.

2) Where the minor is under years of discretion and ‘is not living
-with his parent or guardian and the parent or guardian cannot be ascer-
~tained, payment will be made to the person in whose care and custody
¢he minor for the time being is subject to such person signing. in addition
to the M.O. an agreement of indemnity in Form M.0.-20 (b) undertaking
40 indemnify the Post Office against all adverse claims in respect of the
_amount of the M.O. so paid. Inthe event of his refusing to sign.such
_an agreement, payment should be withheld and the M.O. should be dis-
posed of in accordance with the instructions of the remitter which should
‘be obtained through the office of issue. )

(3) Where the minor is old enough to understand the nature of the
“¢ransaction, payment will be made to the minor himself.

(4) Tn H.O. the agreements Of indemnity executed in respect of

M.O. paid by the H.O. together with similar agreements received from
sub and B.O. will be kept by the head postmaster in his personal custody.

NoTe.—A stamp duty of 50 Paise will be payable on the agreement
_of indemnity prescribed in paragraph (2) of this rule, the stamp being

-
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provided by the person who executes the agreement. If a different rate
of stamp duty be in force in any State the Head of Circle will issue
necessary instructions. A single agreement of indemnity may be taken
in respect of more than one M.O. paid at one time by a post office to
one and the same person on behalf of a minor.

A. In S.Os, the agreements of indemity executed in respect of
M.O. paid in the S.0. together with those received from B.O. In
account with it will be sent to the H.O. with the daily list of M.O.
paid a suitable remark being made in the list against the entries of the
M.O. concerned.

35, Payment of M.O. addressed to persons without hands or fingers.—
(1) Wherea person suffering from leprosy who has lost his fingers is living
in any asylum, payment will be made to the Head of the Institution
on his signing the M.O. on behalf of such a person.

5. Where a person without hands or fingers due to any cause is
living with his parents, relatives or friends, payment will be made to the
responsible person with whom such a person resides, in the presence
of an independent responsible witness who should be required to attest
the signature or thumb impression on the form.

36. Payment of M.O. addressed. to departmental pensioners.—The-
postmaster jssuing the M.O. should see that the requirements of Rule:
121(7) g Vol. VI part 111 are complied with.

37. Payment of M.O. and delivlery of registered letters of lunaties.—
See Rule 125 of Part Il )

38. Examination of M.O. paid by postman and at the window.—
(1) As soon as the postmen return 0 the office, the MO. Asstt. should
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" take from them the pa

the Head of a Circle may sanction that acqui

id and unpaid M.O. and initial the entries in

the postmen’s books in acknowledgment of receipt.

other large head and S.0s
ttance for the total number

of paid and unpaid M.Os may be given in lump in the postman’s book

Note 1.—In Presidency post offices and

_instead of against each eafry.

NoTE 2—See Exceptien below rule 45(2) ().

(2) He sbould exarine the M.O. paid by the postmen and at the
<window and satisfy himself on the following points ‘— 5

(a) that the signature (in ink) of the payee, Of of seme person
authorised by him in writing to sign M.O. on kis behalf, has
been obtained in the place provided for the purpese, or if the

whom payment is made is illiterate, that his thumb-

person to
seal or other mark has been taken in the same

impression,
place.

NoTE—See Example below rule 191(2). .

has been attested by the signature of

{b) that the payee’s receipt
al by whom the order was paid;

the postman OT other offici

{c) that in,caées where the name of the payee’s father is given in
the particulars filled up by the remitter,
signed by the payee—thus «“A, son of Z”.

the M.O. has been
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thum-impression, seal or other mark has been alt'e'sf'te"'d, by'tbé '
signature or thum-impression, as the case may be, of reliable
witness, other than the officizl by whon the order was paid.

{(e) that in the case of M.O. paid on identification, the identifier’s
certificate and the entry abcui the name and permenent address

of the payee, as given by {he identifier, are in the same hand- .

writing.
(f) that, in the case ofa M.O. paid to a pardanashin woman, the
instructions in rule 121(5) of Part T1I have been attended to;

(¢) that in the case of a pension M.O. paid to a departmental
pensioner, the iastructions in rule 36 bave been attended to;

(h) that every M.O. paid at the window bears the postmaster’s
orders of acceptance of the identification.
The M.O. Paid Asstt. should then impress the M.O. with the oblorg
M.O. stamp in the presence of the postmaster and fill in, under his
initials, the columns in the register of M.O. received relating to both paid
aunpaid orders.

NoTe 1.—See rule 40 and 121(4).

Nortg 2.—If the payee of a M.O. be a blind person the procedure to
ibe followed in respect of an illiterate payee should be observed in his
~Ccase.

39. Return of undisbursed amounts.—The monNey brought back
unpaid by the postmen should be made over immediately to the treasurer
who will acknowledge receipt of the amounts in the postmen’s books in
words and figures. The amount received from each postman will be
-entered against his No. and name in the treasurer’s cash book and the
M.O Asstt. should initial each entry in token that he postman has paid
in the correct amount duef rom him.

P
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(d) that in the case of money order paid to a2n illilerétél_t-pz;yec hns\
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{A) In S. Os where there are 1O separate tregsureres the M.O.
Asstt, should take over the aadisbursed cash from the postmen and initiak
the entries in the postmen's books in acknowledgment of receipt.

40. M.O. paid by subordinate offices and village postmen.——{l) The
M.O. paid by B. Os. In direct account with the office and by village
postmen of the office as well as those returned unpaid, will be received by
the sub-account Asstt. who will make the necessary entries showing their
disposal in the register of M.O. for payment by village postmen and B.Os
(Form M.0.-44) maintained by him. The M.O. will then be made over
under teceipt by the sub-account Asstt. along with the register to the
M.O. Assit. who should examine and stamp the paid orders in the manner
laid down in rule 38, and examine the entries in the register with the M.O.
made over to him. The entries should also be conspicuously marked of,
g0 as to show at @ glance in what cases the orders entered in the register
maintainzd by the sub-account Asstt. have been accounted for. The
M.O. Asstt. should then initial each relevant entry in the register in
token of having carried out the check.

‘Note.—See Exception below para (3) of rule 24.

(2) The M.O. Asstt. is also reqaired to see that the M.0. acknow-
ledgements, signed by the payees, a7€ attached to all M.O. paid by village
postmen and B.Os in direct accouarwith the office.

(3) Tie M.O- Paid Asstt. must carefully examine M.O. paid by

subordinate offices to se€ that they are signed by the posiman Of village

- postmen, of sub or branch postmaster, by whon payment Was made. In
every case in which such signature is wanting the postmaster’s attention
ghould be drawn 10 the irregularity, and a report made to the Surdt.

(4) If any undue delay is noticed by the sub account Asstt.'in the

——m———
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retern of a M.O. made over to2 village postman or sent to a B.O. for
payment, the mater should be brought €0 the motice of t"e M.O. Asstt.
and the latter will bring it to the potice of the postmaste Th= abserce
of a tick mark against the eniry of such a M.O. in the regist :r of M.O.
for payment by village posimen 2nd B.O. will show hat 1t Las not been
returned to the M.O. deparument.

(5) In H.Os, for any cate on which M.O. are shown as paid by 2
S.0. in its accounts a daily journal of the payments [Form M.O.-A(s)]
will be received from the sub-ofiice, togeiher with the paid M.O. The
sub-office daily journals and the documents accompanying them will be
made over by the sub-acccutt Asstt. to the M.O. Asstt. under receipt (10
be granted on the daily accounts) and the M.O. Asstt. should check the
entrizs in the journals with the orders, Verify the totals of the journals,
and examiae the paid orders to see ¢hat they have been properly stamped
by the sub offices and that they have been duly recipted and that the
correct amounis have been paid off. The daily totals of the journals
should also be entered in tae prescribed form of “‘compilation of daily
totals of S.0. M.O. p:id journals™ (M.O.-23).

(6) In every case in which a M.O. paid by 2 village postman oOf by

a postman who Serves the village outside the post town, the M.O. Asstt. 4

should see that the payment is attested by the signature of a Wwilness -
should the M.O. Asstt. find that a number of M.O. paid by the same
postman or village postman, oT Sub-ordinate office, bear signatures pur-
porting to be those of literate paycess when he knows or has reason to
believe, that the payees belong to classes which are generally illiteraie,

- the circumsfance should be viewed with suspicion and the matter brouzht
specially to the notice of the postmaster, who should have an enquiry
made.

Note.—In the case of literate payees, the Supdt, may specially

exenpt from the operation of the rule regarding attestation of payment,
those persons who, owing to their means and position, ohject to receive ‘

& payment of M.O. in the presence of, and after identification, by the
willage official. l

(7) Care must be taken to se¢ that the rules as to thumb impres-
}ionsd and the attestation of witnesses are not evaded for the purposes of
raud.” :
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() In every case of pension M.O. paid to a dep Jrtmeatel peasiouen
care must be taken (O see that the instructions 1 rule 36 have been:
attended to.

41. M.Os paid by book transfer.—(1) Revenue M.Os and M.Os:
in payment of other Government dues are paid by book transfer. The
post. office of payment issues 2 treasury voucher for the total yalue of
such M.O. to be paid on each day and adjust the account by crediting
the amout to the head “Drawn from treasuries” and debiting it to the
hiead ““Money orders Paid".

(2) M.Os payable in the Madhya Pradesh to the District Council
of to the Tehsildar in payment of forest revenue are also adiusted by book-
traasfer.

42. M.O. paid to Wrong perssn.——{!) I aM.O. is paid to @ wrong
be person, the amount must be recovered as soon as possibie and shoulé
credited in the post office accounts under the head «“Unclassified receipts’”
and the payment made subsequently 1o the proper payee should be:
chargzd to “Unclassified payment". In the latter case, full partiC\ﬂaTS
of M.O., the date when, and, where necessary, 1be name of the office by
which the recovery Wwas made, should be showa in 152 schedule [Form
A.C.G-€a)l.

(2) Moaey recovered from a wrong Ppayes, after being creditéd im
the accouats, may be paid to the proper payee or o the remitiers if he
so wishes, on the authority of the postmaster concerned. The 130‘5m1215"Er
chould simultaneously with the issue of the p2y order make the remark
«pay order issued on amount Of if the awount has been credited i
another office, on the intimation of credit received from that office. This
remark should be initialled and dated by him.

Note.—The term «postmaster” includes selection grade S.P.Ms &%
well.
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(3) In cases where the claim of the proper payee has to be met
before the amount has been recovered from the wrong payee or from the
official at fault, the sanction of the Senior Supdt.}Supdt. of post offices -
First Class must be obtained to the payment.

(4) The proczdure prescribed in paragraphs (1) and (2) will be
followed in the case of wrong payment of an inward foreign M.O., except
that, in cases in which the amount has been recovered from the wrong
payee and payment t0 the correct payee cannot be made within three
months from the date of issue of the M.O. the previous authority of the
Postal Accounts Office should be obtained before payment is made.

Note—See rule 233 of the Postal Manual Volume V.

43. Disposal of payees’ ncknowledgments.—(l) The acknowledg-
ments attached to the paid M.O. should be impressed with the date-stamp,

and placed before the postmaster who will satisfy himself that there is a
signed acknowledgment for every paid M.O. and then see that the
acknowledgments are cut off and transferred at once to the sorting
department for despatch.

'T Note.—In the cases of M.Os paid by pay orders the M.O. acknow-
ledgments should be da stamped and released for transmission only
after the pay order is actually redeemed by the payee.

(2) If an acknowledgment is lost during transit and a copy is
applied for by the remittet, the postmaster should furnish him free of
? charge, with a certificate of payment in the prescribed form after satis-

fying himself (by making enquiries from the payee, if necessary) that the
M O. has been actually paid.

ExcepTioN.—The disposal of acknowledgments relating to M.O.
jssued in favour of officers of Government Of of District Local or

——— e ——
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Municipal Boards, 13 governed in some cases by special rules which pro-
vide for the retention of the acknowledgments by the payess. To these
_acknowledgments, the procedure prescribed in this rule does not apply-

NOTE.—S2¢ rule 14(3)-

44. Entries in Journals of M .Os paid.—(1) The M.Os paid by the
office (including the B.Os in direct account with it) should be carefully
sorted according 10 month-stamp and also according 1o the name-stamps
of the Postal Accounts Offices impressed o1 them by issuing post offices.
Particulars of the M.Os should then be entered in 1he journals of M.Os
paid (Form M.O.-4) for the Postal Accounts Offices. A separate journal
-should be rsad for the M.Os issued (a) in each month, and (b) by post
.offices under each Postal Accounts office.

"(2) The M.O. Asstt. should satisfy himself that the total amount of
M.Os paid by postmen, as shown in the journals of M.Os paid, agrees
-with the difference between the total amount handed to the postmen for
-the paymtut of M.Os and the total amount paid back on account of

;uppaid M.Os.

(3) In H.Os, particulars of each M.Os should be entered against a
.gerial No. printed in the first column of the form and the daily totals of
_tte entries, with the total numbzr of M.Os paid, should be made in the
colamn for remarks against the last eniry for the day in each journal,
instead of pelow i, in order that the entries for the following day may
be commenced from the next seria} No. cn the same sheet. The entries
4ntle | aurnals of M.OS paid should be shown in separate groups (a) for
he H.O. and (b) for it B.0s. The B.Os croups in the journals of M.Os

e —— j
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lude the M.Os paid by yillage postincl of the H.O. A copy
ournals for the Postal Accounts Offices should be
s (the lower shect) by means of carbonic paper. A
made for each of the two groups and ente red
of the journals (the lower sheet), but not in

couats Offices.

paid will in¢

of the entries in the j
. made in the journa
separate total will also be
fn the colummn for remarks
the journals for the Postal Ac
(4) Only M.Os paid within currency should be included in the journal
of M.O5. paid (Form M.O.-4).

(5) In S.0s, particulars of each M.O. need not be entered in the
lists. strictly according to the serial Nos. and the daily totals with the
total numter of M.Os paid should e entered below {te last entry for
the day. A copy of the entries in the list should be made by means of
carbonic paperon the two tha daily list for the H.O.
0. journal {or office record).

lowar sheets, ViZ.s

and the

M.O. are paid by

45. Payment of M.Os. by pay order.—11) (a)
authorised for this

pay orders at certain imporiant Post Offices specially
purpose by the Heads of Circles.
s of their letters sanclioning

system in the case of parti-
o Postal Accounts Offices

3
r (b) Heads of Circles should send copie
ion of the pay order

the introdusction of abolit
their centrol to th

cular post ofiices under

conceraed.
(2) The following procedure will be followed for such payments :—

+ (a) The M.Os to be paid to each payee should be enicred
triplicate lists in Form M.0.-20 (a) separate lists being prepared
for each circle of audit for M.Os issued during month. For
{he total amount of each list, a pay order - will be issued and
delivered te the payee, together with the duplicate copy of
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the list and the M.Os, of only the duplicate copy of
the list and the M.Os or only the lower portions thereof,
conlaining the coupons and the acknowledgments or the
intimation portions only in the case of V.P.M.Os, as may be
convenient to the payee.

(b) As a general rule, when the number of M.Os to be entered in
a list is less than four, the M.Os will be paid in the ordinary
way and not under the pay order system. Postmasters may,
however, pay M.Os. for large soms under this system, even

when the number of M.Os. to be entered in any lists is less than

four.

{c) On delivery of the list and the pay order, the payee must sign
the acknowledgments of M.Os and the receipt for the pay
order and the list, in the form atiached to the duplicate copy
of ihe list and make over the receipt with the M.Os. (or the
acknowledgments, as the case may be) to the postman, retaining
the coupons, the intimation poitions of V.P. M.Os and the

. duplicate copy of the list, for his own use. When the }M.Os
are received back at the post office with the acknowledgments
duly signed by the payee, the original copy of the list will be
checked with the acknowledged M.Os. '

Exceprion.—In Presidency towns payces who receive daily a large
aumber of M.Os may be permitted to return the acknowledgments the
next day before payment is taken of the pay order. The M.O. Paid
Asstt. will ensure that they are received next day and bring any case of
.pon-reczipt of the acknowledgments to the noiice of the supervisor or the
Assistant Presidency Postmaster.

(d) Before presenting the pay order for encashment, the payee will
see that all the M.Os entered in the list are actually intended
for him. If he finds that any of the M.Os are not intended for
him, or if he refuses 1o take payment of a M.Os are not
intended for him, of if he refuses to teke payment of a M.O.
drawn in his favour, he will strike out the entries of those
M.Os from the duplicate copy of the list, altering the total
accordingly and return the pay order and the list to the post
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office. The refused pay order, in such cases, will be treated

as cancelled and destroyed by the postmaster and a fresh Ppay
order issued for delivery to the payee. The refused M.Os will
e treated in accordance with rule 62 The remark “Revised
pay order NO .o earees dated.ooeeseres jssued” will be noted on
the counterfoil of the cancelled pay order.

Note.—Pay Orders spoilt through other causes will also be treated
¢ scancelled and destroyed by the postmaster, the remark sccancelled and
destroyed™* being noted on the counterfoil of the pa¥y order book.

(e) On presentatian of the pay order receipted DY the payee, the
Postmasier must examine it carefully and se€ that no endorse=
ment other thant to a Bank 18 made on the pack of it, and then

compare e amount entered in it with that entered 1D the
original copy of the list. Before encashment, the pay order
will be pasted on the blank space at foot of the original cOpY
of the list, and the whole amount shown in words and figures,
will be paid in cash only 10 the payee; OF his Banker: ifitis
endorsed to 2 Bank. The pay order will be impressed with the
M.O. stamp and the fact of payment will be noted in the counter=
foil, as well a8 in the office office copy (triplicate copy) of the
list to prevent the possibility of a double payment.

«f) The total amount of the M.Os entered int each list, will then be
shown as paid in the accounts of the post office and entered in
the list of M.Os paid, for the particular month of issu€ and the

Postal Accounts Circle concerned, as 01 item. The paid M.Os
and the original lists with the pay orders pasted at foot, will
then be forwarded tO the Postal Accounts Office concerned.
RBach M.O. will be impressed with the special stamp showing the

~ date of payment, in the space provided on the reverse for the
signature of the payee. The triplicate copY of the list ‘should be
kept in the post office a8 office record.

{g) apay order is not presented for payment within the period of
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currency of the M.Os for which it is issued, the postmaster will
extend the period of currency of the M.Os under rule 65 and
request the payee 10 take payment within that period.

Nota.—When 2 M.O. pay order issued for payment is reporied to

»gve been lost DY the payes, 2 duplicate pay order may be jssued by the
postmaster, provided he i satisfied that the original fist to which the lost

- pay order appertains has not been sent to the Postal Accounts Office and
8 precaution against payment, of the original pay order, the remark
“pPmplicate pay order NO. . disiarreessssannneces issued on (date) and paid on
(date)” will be fecorded on the counterfoil of the original pay order. The
ayee should be asked to return fo_ the postmaster for cancellation; the
original pay order should it be found subsequently. The duplicate pay
order must be marked with the word “Duplicate” written in red ink

SCross it

Note 2.—W berever it is considered necessary, the Head of the circle
may authorise the payment of pay orders issued ata 8.0. from its H.O..
I all such cases the H.O. will pay the pay order in accordance with the
insirnctions contained in clanse (e) to { g) and account for {the M.Os in
the H.O. ist of M Os paid. /

WNOTE 3. —Special arrangement exist for the payment of amounnt of
31.0s in the following cases by pay orders 2s indicated therein. The
fngizuctions contained in clause (a) to {d) of paragraphs (2) should be
observed by the S.P.Ms who after checking the original copy of the tripti-
cate list with the acknowledged M.Os, should gend both the criginal and
the duplicate copies of the list together with the M.Os {which should be
treated as redire -ted) to the paying office for disposal. The Posimaster of
the paying office should follow the instructions given in clauses () to { g)
hen pay orders duly endorsed by the payee in favour of the pank and




94
Chap. 11} MONEY ORDERS 2 [45—46

receipted by the latter are presented at his office for payment. The cases
are (i) between the S.P.Ms Dum Dum, under the Alipore Head Office and
the Calcutta G.P.O. for the payment of M.Os by pay order to the Gramo-
phone Company, Ltd., and the Twin Record Company Lid. Dum Dum,
Pay Orders endorsed by the Gramophone Company and the Twin Recotrd
Company in favour of their bankers at Calcutta are paid by the Presidency
Postmaster, Calcutta ; (i} between the S.P.Ms Anand, under the Kaira
Head Office and the Bombay G.P.O. for the payment of M.Os by pay
orders to the Polson Manufacturing Company in favovr of State Bank of
ZIndia, Bombay are paid by the presidency Postmaster, Bombay..

(k) The postmaster before drawing the pay orders should see that
the list embodying the particulars of the M.Os to be paid by
pay order has been correctly prepared and totalled and that the
pay order has been issued for the correct amount,

(i) The words “Total amount in figures and words” at foot of each
sheet of the list in Form M.0.-20 (a) except the last should be
struck out and the words “carried over” ghould be written
instead in respect of a list which contains several sheets.

46. Payment of 17.0s by cheque.—(a) The M.Os to be paid fo each

payee by cheque in acccerdance with instructions contained in Rule 13 of

¥.H.B. Volume 1, should be entered in triplicate lists in the Form M.0.-20
{a), separate list being prepared for each circle of Postal Accounts Office
for M.Os issued during each month.

(b) The duplicate copy of each list along with the M.Os should then
“be presented to the payee who should see that all the M.Os entered in the
2ist are actually intended for him. If he finds that any of the M.Os are
not intended for him or if he refuses to take payment of a M.O. drawn
in his favour, tie payee will strike out the entries of those M.Os from the
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duplicate copy of the list under his initials, alter the total accerdingly and
_ geturn the list to the postmaa.

(¢) On receipt back of thelist as aé‘cpted by the- payee, 2 cheque
should be issued in his favour which should be sent t¢ him with the same
duplicate list and the M.Os. The payee must sign the acknowledgments
of M..Os and receipt for the cheque and the list in the form attached to the
list and make over the receipt with the M.Os to the postman, retaining the
coupons, the intimation portion or V.P. M.Os and the duplicaie copy of
the list for his cwn use. When the M.Os are received back atthe Post
Office with the acknowledgments duly signed by the payec, the original
copy of the list will be checked with the acknowledged M.Os.

(d) The total amount of the M.Os, entered in each list will be show
as paid in the accounts of the Post Office and entered in the list of M.Os
paid for the particular month of issue and the audit cirele concerned @s
one item. The paid M.Os and the original list will then be forwarded: to
the Postal Accounts Office concerned. Fach M.O. will be impressed with
the special stamp showing the date of paymeat, in the space provided on-
the reverse for the signature of the payee. The triplicate copy of the list
should be kept in the post office as office record.

47. Compilation of daily totals of M.Os paid —(1) At the close of
each day, the total amounts of M.Os paid by (a) the office itself and (b)
its B.Os (ingluding village postmen), asshown in the different journals of
~M.Os paid, should be entered under the appropriate heading in the
compilation of the daily ¢stals of M.Os paid.(Form M.0.-20). s:zparatt
books of the forms of compilation being used for the transactions of {a)
the office itself and () its B.Os, (including village postmen). The gatries
in both the books should then be totalled and the aggregate amount,
representing the daily paymenis of M.Os should be posted iato the H.O.
summary and the B.O. summary, respectively.

(2) In S.Os, separate books of the form of compilation will not be
used for the transaction (a) the office itself and (b)its B.Os (including
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village postmen). The aggregate amount of M.Os, paid will be posted

into the S.0. account.

-~

48. M.O. accounts to be adjusted before close of office.—(1) M.Os
should be distributed at the morning, or the midday deliveries, or at both
deliveries, but not later, so as {0 admit of their being acounted for by the
postmen before the offics closes for the day. All M.Os givea out for
payment to the postmen must, as an absolute rule, be returned the same
day to the M.O. Asstt. and the money (if any) remaining undisbursed, to
the treasurer before the postmen finaly laeve the office and the M.O. Asstt.
must close the journals of M.Os issued and paid, and adjust his accounts
with the treasurer before the close of office.

(2) In S.0s, where there are 0o separate treasurers, the undisbursed
money must be returned by the postmen to the M.O. Asstt.

49, Examination by postmaster of M.Os paid.—The following backs.
and documents should be placed by the M.O. Asstt. before the posimaster,.

=" : e
the journals of M.Os paid [Form in M.O.-4 )1
the compilations of daily total of M.Os paid (Form M.O.-20);

the paid orders ;

the B.O. daily accounts [Form A.C.G.-22 ()]

and, in H.0s the daily journals of M.Os paid [Form M.0O.-4 (s)] and the
paid orders, received from S.0.

(2) The postmaster should carefully compare all the entries in afl
these bokes and documents and carry out the following checks :—
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(a) Seethat the M.Os have been properly sorted and correctly
entered in the appropriate journals of M.Os paid.

(b) Tick of the corresponding entries in the journals, S.0. daily
journals, B.C. daily accounts, and M.0s.

(¢) Check the daily total of the journals and see that they have been
correctly transferred to, and summed up in, the compilations of
daily totals of M.Os paid.

He should then write, in both the copies of the journals in words, the total
amount entered therein, imitial this entry and sign the journals Special care
muost be taken by the postmaster to see that the amounts for which credit

is taken in the journals are correct. : >

(3) In H.Os. the M.Os. shouid then ‘be kept by the postmaster in his
personal custody until the time for their despatch to the Postal Account
“Office, when they should be packed in his presence.

(4) In S.Os the paid M.Os should after check nnder the above ruie,
be kept by the S.P.M. in his personal custody until be despatches them to
the H.O.

£0, M.Os in deposit—(1) M.Os which cannct Fe paid at once

heen refused, or are to be redirected, should be placed in deposit. The
reason why each M.O. is piaced {n deposit should be noted in ths register
of M.Os rsceived (M.O.-3) by the M.O. Asstt. or in the register of M.Os
for paymest by village postmen and B.P.Ms, (M.O.-44) by the sub-account
Asstt, under the initials of the postmaster. ’

“tion’of Meney Orders ia the Post Offices”.

{including those referred to in rules 25 and 30 orare unclaimed or have

e : Nore.—"See rule¥125 of Indian Post Office rales regarding deten~




162

Chap. 11} MONEY ORDERS {30

(2) The M.O. Asstt. will be respensible for the safe custedy of M.Os
in deposit. When they are disposed of by payment or redirection, of by
despatch to the offices of issue for repayment to the remiiters, or as void,
remarks should be made in the last column of the register of M.Os
received (M.O.-3) or in the register of M.0s for payment by village
postmen and B.P.Ms. (M.Q.-44) as the case may be, showing thc mapner
and date of their disposal, under the postmaster’s initials. In the case of
M.Os re-issned for payment, the remarks should be made against the last :

red-ink entry of the order in the rezister.

(3) Ar abstract in the form given below skould be prepared every
r of M.Os received at the ciese of the day’s transaciions
of M.Os in deposit should be noted, in words, in
register, at the foot of the day’s transactions, The
fter verifying it by counting the

day in the registe

and the total numebr

the last columa of the

postmaster should imitial the entry a
_ pumber of tae M.Os in deposit.

(i) Yesterday's balance.
(ii) Number of M.Os received today.
(iii) Total (of i and il).
(iv) Number of M.Os paid.
(v) Number of M.Os re-directed.
(vi) Total (of iv and VY. -

(vii) Balance.

in deposit should not be made to any
payes named in the order unless the
or of M.O. Asstt. or is identified by
Attention is also drawn to

Norte.—Payment of a M.O.
person claimicg ke amount as the
applicant is known to the postmast
respectable person known to the post office.
rules 33 and 72. -
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VALUE-PAYABLE INLAND MonEY ORDERS

51. Issue of V.T. M.Os.—(1) Sums recovered from the addresses of
v.p. articles for payment t0 the senders will be recived from the registration
and parcel Asstt. accompanied in each case by a V.p. M.O. from duly filled
ap by the registration or parcel Asstt. The M.O. Asstt. should grant the
usual MLO. receipt to the Asstt. concerned as remitter, noting on it the
No. of the v.p. article on account of which the M.O. is issued stamp the
intimation portion of the V.P. M.O. form with the date stamp and then
gispose of the v.p. M.O. in accordance with the rales for theissue of
.ordinary M.Os.

(2) In the case of V.p. articles delivered after the cloase of M.O.
‘business on the previous day and v.p. articles delivered by village Postmen
the sums recovered from the addresses will not be received from the
registration and parcel Asstt. along with the V.P. M.O. forms, but the M.O.
Asstt. should issue the M.Os after satisfying himself that the tr=asurer has
acknowledged the receipt of the amountsin the receipt book of the registra-
tion and parcel Asstt. which will be presented with the forms. The M.O.
Asstt. should at the same time not the total of these amounts in his receipt
books as item (1) against an entry “Made over to treasurer on (date) by
parcel a‘nd registration Asstt. on account of V.P. articles delivered after
(latest hour fixed for issue of M.0s).” At the close of M.O. business, the
amount to be actually made over 10 the treasurer by the M.O. Asstt. should
be entered by the latter as item (2), below item (1), in his receipt book and
the treasurer’s receipt obtained for the actual amount made over (o him.
Detail of the amount shown under item (1) should be given by the
M.O. Asctt.

(3) In the Offices, referred to in the Exception below paragraph (1)
of rule 227, the V.P. M.O. forms will be made over by the registration and
parcel Asstt. accompanied by their receipt books, and the M O. Asstt.
should issued the M.Os after satisfying himself that the treasurer has
acknowledged the receipt of the correct amount in those receipt books.
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(4) V.P. M.Os issued in payment of v.p. articles delivered at B.Os
will be treated in the books of the account office as M.Os issued by
the B.Os.

(5) If a complaint is made by the addressee of fraud on the part of
the sender of a v.p. article of which delivery has been taken, postmaster
should report the matter 0 the Divisional Supdt. and stop the issue of the
M.O. and credit the amount t0 unclassified receipts or, if the M.O. has
bean issued, detain it in his office. In either case, a note that the issue of
the M.O. has been stopped or that it has been detained after issue should
be made in the register of v.p. articles received against the entry of the
articles and an intimatien given to the office’ of posting in a service
registered letters, in order that a similar note may be recorded in the v.p. .
journal on the office copy of the receipt relating to the article, If the M.O.
has already been despatched, the postmaster of the office of issue should
advise the office of papment by a service tzlegram to withhold payment
pending orders of the Divisional Supdt. The office of payment should, if
necessary, detain the order under rule 65 Similar action should be taken
if a V.P. M.O. is withheld under the orders of a coutt. The Divisional
Supdt. at his discretion will order either (1) the amount of the v.p. should
e refunded to the addressee or (2) the payment to the sender in which
case the addressee will be served with a notice requiring him to produce &
prohibitory order of a court within a certain specified time. On receipt of
such prohibitory order froma court the fact should be reported fo the
Divisional Supdt. sending a copy of the order. A copy of the order should
also be sent to the Postal Accounts Office together with the V.P. M.O.
In cases where the order to withhold payment is received dirzsct by the
office of payment, a mnote (o that effect should be recorded in the v.p.
journal on the office copy of the receipt relatnt to the V.p. article and inti-
mation given to the office of issue of the V.P. M.O: in order that a similar
note may be recorded in the register of v.p. articles received. All cases in
which the payment of a V.P. M.O. has been withheld under the Rule
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should be reported by the Office of Issue of the v.p. M.O. to the Postal
Accounts Office and if the original v.p. M.O. has not been sent to the
office of payment it should be sent to the Postal Accounts Office along
with the letter of information.

(6) Where a V.P. M.O. has not been issued.

(a) If the court orders the fall amount of the amount of the v.p.
realized, to be paid to itself. to the sender or to ths addressee of
ths v.p. article 1he amount should be paid to the party, @8
direcied, on a simple money paid receipt (A.C.G.-17) and the
amount charged to “‘Unclassified payment’’, the courts order and
the receipt being sent in support of the charge.

(b) If the court orders part payment to sender and part to addressze
the amount should be similarly paid accordingly and charged.

(7) If the v.p. M.O. has already been forwarded to the Office of
Payment, the M.O. should bz recalled and sent to the Postal Accounts
Office. On authority bzing issued by the court for the payment of the
M.O. the Postmaster concerned should apply to the Postal Accounts Office
for its re-issue. The M.O. re-issued by the Postal Accouats Office will
show whether the same is to b2 paid to the court, 12 the sender or to the
addressee of the v.p. article. In case the payment is to be made to more
than one party the M.O. will be re-issned in favour cf the Postmaster.

(8) The M.O. should be taken payment of by the Postmaster of the
office of issue in his capacity as remitter of the M.O. and the amount
credited under ‘Uaclassified receipts’. Thereafier action shown as ia (b}
above sh:uld be taken.

(9) The offices of issue a1d payment of the V.P. M.O. should keep
one anether informed of the progress of the case.
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(10) In case where the payment of the M.O. in not authorised by 2
court within the period of currency of the v.p. M.O. sent to the Postal
Account Office, the Postmaster should include the M.O: in the relevant
void lists and quote therein the reference with which the M.O. was sent 10
the Postal Account Office. Orders regarding the final disposal of the M.O-
should similarly be intimated by the office of issue to the office of payment
or by the latter office to the former, as the case may be, and a note stating
how the M.O. has been finally disposed of, should be recorded in the V.p.
_journol of the officz of posting of v.p. article and the register of v.p.
erticle received of the office of delivery.

Note.—See Rule 227 A of part I also.

52. Payment of V.P. M.Os.— (') When M.Os are received for pay-
ment to the senders of v.p. articles they will be made over fo the regisira-
tion or parcel Asstt. {according as the v.p. articles to which they relate
‘belong to the Registration or Parcel department, as indicated bty the latter
R or P. on the address-side of the form) for examination and in orcer that
‘the necessary entries may be made in the v.p. journals. The P.A. concer sed
will note the date of examination on each M.O. and affix his 1aitials in the
place provided for the purpose. and then return the M.Os. to the M.O.
Asstt. No V.P. M.O. will be paid until it has been initialled by the registra-
tion or parce] Asstt. as the case-may be. On gatting back the orders, the
M.O. Asstt. should examine them in the manner prescribed for ordinary
M.Os and bring any inacsuracies in respect of the amounts for payment
that may have escaped the registration or parcel Assit. to the postmaster’s
notice. =

(2) 1f the amonnt entered by the office of jssue ona V.. M.O.is
found to differ from that specified by the sender for remittance to bimself,
_ the postwr aster of the office of payment should correct the entry ia red ink
‘under his signatuore. In order. however, to guard against correcting a P.V.
M.O. in tha case in which a sum difitent from that originally specified has
been remitted at the sender’s express request, the postmaster must be care-
ful, before correcting 2 V.P. M.O. always to see whethe? any such request
fias bezn recorded in the v.p. journal concerned. An intimation will be
sent by telegraph to the office of issue of ihe V.P. M.O. whenever there isa
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difference of Rs. 5 or more between the amount entered on the V.P. M.O.

by the office of issue and that specified by the cender for remittance Lo
himself. On receipt of his intimation the office of issue should take steps:
to get possession of the wrapper of the article concerned from the addressee.
for the purpose of any further enquiry that may be necessary.

(3) Notice, in Form M.S. 4 (a) of any correction in the amount of a
V.P. M.O. must be sent by first post to the offics of issue, (though its HL.O.
if it is a S.0.) for correction of the journal of M Os issued {and the S.0.
daily journal on record in the H.O. if the office of issusisa s O.; and also
in order that if any recovery from or refund to the addressse is necessaty,
the necessary steps may be taken to recover or rafund the amount.

{4) The postmaster of the offics of payment should also write a
remark in red ink, over his signature, on every V.P. M.O., the amount of
which has been corrected, explaining for the information of the Postal
Accounts Office why the correction Was Decessary. V.P. M.O. should be:
paid in accordance with the rules for the payment of ordinary M.Os.

(5) When 2 V.P. M.O. is p‘aid, the lower or “Iatimation” portion ¢f
the form will be cut off and delivered to the payee.

VALUE-PAYABLE ForeIGN MONEY OrpERS OR TRADE CHARGE
MoNEY ORDERS

53, Value-payable fees.—(1) In the case of V.P. parcels received for
delivery in India under the C.0.D. system (see rule 233, part [) the amounk
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recovered from the addresses should be remitted in favour of the postmaster
of the office of exchange named on the M.O. without any deduction on
account of M.O. commission.

(2) In other respects, the rules relating to the issue of inland V. B,
M.Os will apply also to the issue of M.Os in respect of foreign V P.

ariicles.

54, Payment of V.P. foreign M.Os.—(1) Tn respeet of each V.B. M.O.
paid in India ander the €.0.D. system for a parcel despatched from India,
the office of payment, after paying the V.P- M.O. should fill in the necessary
particulars in the prescribed form a certificate of payment [M.O.-10 )
and send the document in a service registered cover t0 the Indian Office of
exchange which issued the M.O. iIf more than one certificate of payment
have to be sent o the office of exchange, they should be enclossd 1o one
cover. If for any reason a trade charge money order remains unpaid
after expiry of its currency the office of payment will forward the M.O.
to the Indian Ofiice exchange which issued the M.O.

(2) in other respects; the rules relating to the payment of inland V.B.
M.Os will apply also to the payment of M.Os in respect of foreign "

articles.
FAMILY ALLOTMENT MoNeY ORDERS

£35, Family Allotment M.Os.— Family Allotment M.Cs drawn in
India in favour of the dependents of combatants and non-combatants on
field service or service under peace conditions beyond the limits of India,
will be presented without cash for issue by the Officer Commanding the
the Training Battalion Orf permanent deposs. A special form of M.O.
printed in red ink on blue paper (M.0.-49) bas been prescribed for this
purpose. : '
(2) Stocks of the M.O. forms and the forms of the list of M.Cs
[M.0.-50 or M.O.-50(a)] in which the M.Os are tobe entered when
presented for issue a at the post office will be supplied to the disbursirg
officers referred io above on requisition to the local Post office.
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(3) The officers concerned will prepare the M.Os in the usual
manper, furnishing® all the particulars provided for in-the form. The
greatest care will be taken to secure from the allotters complete and
accurate information relating to the allottee’s complete and accurate
information relating 10 the allottee’s address. The pame of the post
office of payment with PIN as well as the Zilla, Parganas,Tehsil or
“Taluka in which the office is situated will invariably be mentioned, and
any further particulars which will serve to identify the allottee OF to
distinguish the post office of payment will also be added.

(4) (a) The M.Os completed each day will be presented at the post
.office for issue entered in the list of M.Os [Form M.0.-50 or M.0.-30(2)]
referred to in paragraph (2). The list will be prepared in duplicate (or
in triplicate if presented at 2 sub-office) by means of carbon paper. The
Nos of M.Os entered in the list will be in an annual series commencing
-with the No. 1 at the beginning of April each year. A total of the entries
-will be strack at the foot of the list for the day and the amount of the
M.O. plus commission written in words without erasure. Each copy
.of the list will be signed by Officer Commanding of other remitting
Officer. A crossed cheque or treasury certificate in favour the Postmaster
for the total amount of the orders and commission will be presented
alonglwith the list and the M.Os. The cheques thus presented should
beldisposed of in accordance with the procedure laid down in rule 243.

Nore.—List of M.Os Form M.0.-50(a) is prepared oD Adrena
Machine. The entry of the Serial No. against each itme is made by the
Depot of Training Centre in manuscript while as regards the M.O. No.
the post office should enter the Nos. of the M.Os at the bottom of each
1ist thus “Serials”™ 1 10 40 M.O. No. 26529 to 26568 consecutively”,
instead of assigning the M.O. No. opposite each entry in the form.

(b) No alteration in a list once accepted by the Post Office will be
permissible. 1f the paymert of any M.O. is 10 be withheld, the disbursing

c

- —
_
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Officer will make at application in ordinary courte for this to be done
and the M.O. will then be repaid to him ia the ordinary way.

(5) () On p:eseutatian a¢ the post ofice, the M.O. Assit. should
chack each of the entries in the list with couespondiﬁg M.Os affer
examiniog the orders in the gsual mannel, and should alto se¢ that the
amount of the cheque ©fF treasury ceriificate agrees with the total ofthe
fist. Heshould then eater & NO. 23 _inst each or@er ip all copies of the
list in form M.O. in tFe gcolumn provided for the pETPOSE and also ¢n
the corresponding M.O. forn. 1a form M.O.-50(a) the M.O. Asstt. should
enter ioe MNOS. of the MLOs at the bottom of each list in 2ccordance
with in jnstructions givea in Note kelow sub-rule 4 (o) above and then
enter No. of the M.CG. on the corresponding M.®. form. Ne. M.C.
receipt took should be used in jesuing the orders but the Mos, to be
assigned to all the family Allotment Monzy Orders should rn in a con=
secutive SEries from 1 to 0929 entirely separate from the Nes. assigned
to M.Os. accepted fFom ihe general public. Care must be taken i S2€
Jhat there is B0 break ia 82 saries end to guard against this the secarate
journal of M.Gs izened fof preceding day prescribed in paragraph (D
should always pe reterrsd 10 pefore the pumbers are assigned 10 the
orders. The postmaster w:ill issue the M.Os in the psual way. After
issue of the M.Os ail copies of the list should be signed by tbe post-
master and impressed it tke P.O. date-stamp. The original copY of
the list should fiien be ceiurned to the Office Commanding.

(&) The guplicate copies of the tists [Form M.P.-50 orf M.0.-50(a}]
should be aumbered i 2n gnnual SETies of each office and be filed in 2
guard book for p::servution for three years as the equivalent of books cf
M.O. receipts,

(6) The letters s#p.-AL should pe placed pefore the No. of a famity |
Allotment M.O.; svhensyver it is recorded except in the case of the separate 3

journals of Family Allotment M.OS {ssued and paid.
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(7) The M.Os should then be issued in Same way as other M.Os
avith the following exceptions i—

(a) The No. and date of the order should be noted on the acknow-
jedgement portion of the M.O. form.

S

(b} The M.Os should be eniered in @ S€ ~arate journal of M.Os
issued, which should be consp’;cuoustj marked “F AM.O.Y at
the top of each sheel.

{c) The totals of the separate journal should be entered in the

ordinary journal below the daily totals and 2 orand total struck
to be transferred to the accounts of the office.

(d) If, the transaction is at @ S.0. the triplicate copy of the list of
M.Os presented'for issue should accompany the daily list of
issue to the H.O. for the purpose of enabling the later to carry

out the prescribed checks.

(8) All the F.A.M.Os drawn on @ particular office of payment should
fpe sent in a station bundle with 2 M.O. check slip addressed to that
office with the latters «p A M.0.” written on it conspicuously. The total
pumber of M.Os enclosed in aach bundle should be noted on the check

ship. The total number of bundies chould be. advised at the foot of the

registered list for the cfice of geciion CORCErNe 1.

(9) On receipt in offices of payment, the F.A.M.@s which will be
geadily distinguishable owing to their being printed in r=d ink cn blue

paper, chould be treated exactly in the same way as other M.O. except i—

———————
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(a) that special steps must be taken to effect prompt paynient,

(b) a separate register in Form M.O.-3 marked prominently
“Family Allotment” should be maintained.

{c) that they should after payment be entered in separatc journals
of M.Os paid, after classification according to months of issue
and the Home Postal Accounts Office or issue. The totals of

‘r" those journals should be entercd in the ordinary jouraals for
the issues of the corresponding months and Postal Accounts
‘ Offices below the daily total, and

(d) that the separate journpals should be marked prominenily
“Family Allotment’ at the top of each sheet.

(10) Since the M.Os will be issued on fixed dates the regular receipl
.of the orders can be looked for and offices not sitnated at treasury OF
sub-treasury siations which experience difficulty in procuring funds should
-arrange to obtain funds a day or two ir advance of the date when M.Cs
; may be expected.  Other offices should arrange to draw funds from the
treasury or sub-ireasury a day in advance of the expecied arrival of the
orders.

(11) The payee's acknowledgment should be fo-warced enclosed in
a service eover addressed to the ofiice of issue or if is 2 non-delivery offce
L to the delivery office which serves that office. The total pumber of =l
acknowledgments enclosed in each cover should be written on it and the
toial number of covers should be advised at the foot of the registered
iist for the office or section concerned. On receipt in the office of issus,
the acknowledgement should be delivered under the receipt to the officer
who draws the M.Os a lump entry being made in the postman’s book of
seceipts for intimation and notices delivered.
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(12) F.A.M.Os which are unclaimed, refused or are witbheld from
payment by the officer who drew them, or the period of currency of which
* has expired should be disposed of in the same manner as other M.Os in
similar circumstances.,

(13) F.A.M.Os repaid to the remitters should be entered in the
same journals of M.Os paid with other M.Os with the exception that the
entries should be made in a separate group below those relating t0 other
M.Gs.

(14) When a F.AM.Os is redirectad, full particulars of the revised
address of the payee should ‘.2 given in the intimation of redirection which
should, on receipt in the 072 ~f issue, be passed on 1o the officer who
issued the order with a view to zable #im to call on the ago:er to revise
the original instructions regarding the allottee’s address as recorded iR
‘his office.

56. Ciyil Pioneer Force Units Family Aliotment M.0Os.—The Civil
Pioneer Force Units which zre mobilised for war in a Field Service ared
and whose accounting system is maintained on the military system also
remit family allotments by means of F.AM.Os. Such orders drawn in
favour of the dependents of the personnel of such Units which may be
presented by the Oicers concerned, should therefore be accepted by post
ofces for issue. The special procedure regarding F.A.M.Os as prescribed
in rule 55 modified in the manner indicated below will apply to these
M.COs.

(1) The Officer Commanding the Deput of the Units will prepare
the M.Os in Form M.0.-49 and the list of M.Os (Form M.O.-30) in tripli-
cate (or in quadruplicate if the M.Os are presented at a $.0.) and forward
them along with a payment order to the Treasury Officer concerned.
The Treasury Officer on receiot thersof will zive credit to the post office

——-———d
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for the amounts of the M.Os and the commission thereon by book
transfer, give a certificate to that effect on each copy of the list (Form
M.0.-50) and then send the M.Os along with three copies of the list {or
four copies in the event of the office of issue being a S.0.) fo the post
-office for the issue of the orczrs.

(2) The post office of iz:te, on receipt of the M.Os. and the list,
should se= that the amount shown in the cartifica’s given by the Treasury
Officer on the list agrees with the total of the list and then deal with
them in accordance with the imstructions contained in rule 55(5). The
amount shown in the certificate given by the Treasury Officer on the list
should be treated and accounied for as a remitfance to the Treasury
4n the manner laid down in rule 14(2).

(3} The M.Os should then be issued and treated exactly in the same '
“way as ot ker F.A M.Os with the following exceptions :—

(2) the M.Os should be entered in a separate journal of M.Os
issued which should be conspicuously marked “C.P.E.F.A.
M.Os* at the top of each sheet ;

(b) in order to distingnish these F.A.M.Os from other family
Allotment M.Cs the letters “C.F.A.” should be placed before i
the numbcr of the proposed F.A.M.Cs whenever it is recorded
except in the case of the separate joursals of M. Os issued and
paid.

(¢} One copy of the list in Form M.O.-5C should be sent to the
Postal Accounts Office

(4) As the amount of the M.Os and commission thereon will be
paid fo the Post Office by the Treasury v Officer by transfer at the time of
‘1118 issue of the orders, it will not be necessary for the post office to

——-——ﬁ
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take any action in accordance with the procedure prescribed in sub-rule:
(4)(a) of the rule 55 for the realisation of the amounts of thie orders.

(5) In the offices of payment, the F.A.M.Os should also be treated
and C=alt with exactly in the same way as other F.A.M.Os except that
they should after payment, be entered in separate journals of M.Cs paid
which should be marked “C.P.F.F.A.M.Cs" at the top of each sheet.

(6) If M.Os issued under the arrangements are received back as.
unclaimed or refused, they should, in the frst instance be sent iv the
Officer Commanding the Depot and on receipt back of the orders duly
signed by him the post office will issue a treasury voucher for the total
value of the M.Os and adjust the acccunt by book transfer with the
treasury in accordance with procedurs followed in the case of M.Cs-
payable under rule 41(2) and (3).

57. Remittance of death gratuities of the dead Military Personnel.—-
(1) Special M.O. form (M.O.-8 Pink) is used for the remittance of death:
gratuities to the dependents of men killed in action. These forms wiil:
be stocked in the stock depot only and will be supplied direct to the
Military Record Offices on raquisition. .

NoTe.—Remittances of amcunts failing under the following iteme.
are also made by using M.O. Form M.O.-8 (Pink) by the Milizarsw
authorities :—

(a) Terminal credit balances.

(b) Pending enquiry family and disability pension awards.

(c) Service and srecial gratuity when disability pension disallowed..
(d) Retaining fee to Reservists.

(¢) A.F.P.P. Fund credits.

|
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(2) The M.O. will be presented for issue by the Record Office of
the units concerned. 1hese M.Os will be booked and treated like ordinary
M.Os except at the paying post office, where the postmaster should se=
that these M.Os are paid promptly. In case funds are not available t5
meet all liabilities on account of M.O. payments theses M.Os shouid be-
paid in prefsrence to the ordinary M.Os. »

[ iDIRECTION, ALTeRaTiGN AND REPAYMENT OF
INLAND NONEY ORDERS

58, Disposal of M.O3 received misdirected,—(1) If in the course
of examination, the postmaster find a M.O. (other than one that has hesn
redirected to his office) w hich has erronecusiy been mede payatle at his
officz, he should treat it as a misdirected order. In stch cases, the name
of the correct office of gpayment should be substituted for that of thie-
office en‘ered on ifie crder by the office of issue, under the postmastors
initials, and the order should be forwarded, with M.Os and the order
should be forwa: -d, with other M.Os fo the correct office or payment.
M.Os received misdirected must not be impressed with the round H.Cs
stamp, nor should such orders be entered in the register of M.Os received.

—-——

(2) Intimation of the despatch of a misdirected order to the correct
ofcz of payment should be given to the office of istue in the same form
as that used for redirected orders i.e., in from [M.S.-4(a)] A ncte of the
irregularity should also be made in the error book.

More.—This rule does not apply to 8 M.O. received for payment

T P pay

which has been erroneously redirected to the- office or to a redirected
order the payee of which has moved to another pest-town. Such M.Os
should be entered in the register of M.Os received, as laid dowa in ruls
60 and should then be further redirected to the correct office of payrent.
under the procedure described in rule 55, :

N ——————————— —
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. 59. Redirection of inland M.Os.—(1) If the payee of a M.O. has
moved to another post-town, within the limits of Indian union, or to any
country, or place outside of India with which M.Os can be exchanged,
and has left his address at the post office, or there is sufficient and trust-
worthy information on which to redirect to M.O. a redirection slip (Form
"M.C.-12) containing the name of the revised office and (in the case of
redirection outside of Indiz) that of the country or place of payment,
should be prepared, stamped, in the place of provided for the purpose,
with the round M.O. stamp in the presenre of the postmaster, and securely
pasted to the address-side of the M.O. The revised address should
also be written in red ink across the particulars of the M.O. filled up by
“the remitter.  If an order is redirected more than once a fresh redirec-
slip should be attached to it on each occasion, but the previous slip
-shkould not be detached.

(2) The pame of the revised office of payment together with the

* name of the locality such as Santacruz Bombay and (in the case of

redirection outside of India) the country or place to which the M.O. has

been redirected, and the date of redirection, should be noted, under the

postmaster’s initials, in the register of M.Os received. The M.O. should
th>n be disposed of in the same way as M.O. issued.

(3) Ap intimation, in Form M.S.-(a), showing the name of the offics
and (in the case of redirection outside of India) that of the couniry er
place to which the M.O. bas besr redirected, should be sent to the office
of issue, If a M.O. is redirected more than once, intimation should bs
given in each case by the redirecting office to the issuing ofiice.

{4) No fresk charge on account of commission is made for the
redivection of an inlund M.O. within India. If, however, an inland
M.O. iz redizected o 4 forsien country, the difference between the com-
qnission at the {creign rate that would have been chargeable if the M.O.
thad originally been drawn on thaf country and the commission at the

_ﬁ
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jnland rate already paid sheuld be deducted from the amount of the
directed order when it is advised fo the ceuntry of destination.

(5) Order redirected to countries or places outside outside of India,
ghould be should be forwarded to the offices ef exchange concerned.

Norts 1.—See Note 2 below rule 33,

Note 2.—See rule 132(4) of part L.

&0 Disposal of redirected order in the office of psyment.—When &
redirected M.O. is received in t'¢ revised effice of payment, it will be
snterad as usual in the register of M.Os received, and the redirection slip
will be impressed, in the place previded fer the purpose, with the round
#4.0. stamp in the presence of the pestmaster. The redirection slip must
aot be detached from the order and after payment has been made, the
order should be disposed of in the usual ceurse.

1. Unciaimed M.Os.—(1) The M.O. Asstt. of the office of payment
1s resposible that every endeavour is made to find the payee beiore treat-
inga M.O. as anclaimed. As soom as it is feund that a M.O. cannot be
paid, it should be returned to the office of issue for repayment to the
remitter. The words “Unclaimed returned te (®ffice) for payment ic
the remitter” should be written, under the pestmaster’s signature, across
the particulars filled up by the remitier, and a similar note with the
dote of the despatch of the M.O. sheuld be entered in ther egister
of M.Os zecsived.

NoTE.—M.Os issued from from Field Post Offices which cannot be
peid to the payees should be re-directed to “1 Central Base Post Office

E
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/0 56 APO” or 2 Central Base Post Office CjO 99 APO” as per the
cemitter’s address. Such M.Os should not be returned to the issuing

il APCs.

{(2) A redirection slip should be pasted to the order, which should

«<hen be disposed of according to the rules governing redirected orders,
=xcept that no intimation need be sent 1o the office of issue.

{(3) When the amount is repaid, the signature of the remiter should

e taken only on the receipt portion of the order in the place for the

signature of the payee. No signature should be taken on the acknow-

ledgment portion of the M.O. which should be detached by the paying

office and filled with the office copy of the M.O. paid list. Before a M.O.

{s given to the postman OF repayment to the remitter, the M.O. given to

the postman for repayment to the remitter, the remitter, the M.O. Astt.

should indicate in red ink on the acknowledgment portion thereof the

- words “To be retained in office.”” Only the coupen portion of the order
shall be detached by the postman and handed over to the remitter.”

Note.—In all cases of refusal of M.Os by the payee, 3 remarg®

. should be made by the postman in red ink to that effect on the M.O.
conpon, and stamped with the Post Office stamp before returning it to

the remitter.

(4) If the unclaimed M.O. is one that was issued in favour of ihe
sender of a V.P. article, the postmaster of the office of issue fo which
it is returned under this rule will not cash it as the remitter, but wilt
f traat, it as void and send the Vv.-P.M.O. tothe Postal Account Office

along with the other ordinary void M.Os.

62. Refused M.Os—If a M.O. is refused, it should be refurned at
once to the office of issue for rej yymest 10 the remitier, as in the case of

——
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an unclaimed order, the word “Refused” being substituted for “Un-

claimed” in the remark made on the M.O. and in the register of M.Os

received.

Provided that if the payee while refusing to take payment OD

oresentation of the M.O. to him, makes an application in writing to the
- post office delivery for the detention of the M.O. or if the payee is not

found at the address given on the M.O. it shall be detained in the post
office for a period not exceeding sevem days from the date of its pre- ]

I—

sentation to the payee of from the date it is sent out for payment as the
case may be. If the payee fails to take payment of the M.®. from the
post Office within the saic period of seven days, the M.®. shall bs
returned to the remitter on the first working day immediately following “

she expiry of the said period of seven days.

e~ o Nore.—See Note below rule 61(3).

63. Disposal of refused and unclaimed M.Os.—(1) If the remitter of

an unclaimed or refused M.O. r_etumed for repayment toO him, cannot
e found by the office of issue, or is dead, the order should be dealt with
4n accordance with Rule 76 if the remitter has moved to anozher post

R




140
Chap. ] MONEY ORDERS [63—64
._—_-/ —
town, the order shouid be redirected in the usual way end if it capnot b2
sepaid at any sevised address it shouid again be returned to the office of
issue for disposal under the same rule.

(2) Whenever 2 M.O. is repaid to the remitter this should always
He noted cn the copy of the receipt relating to the M.O. in question in
the book of M.O. receipts (Form M.O.-1) If the office of issue and the
office of payment of 2 M.O. is one and the same, the fact of repayment
of the M.O. to the remitter should be made known t0 the M.O. Issue
Asst. by the M.O. Paid Assit. in order to enable the former to record 8
gemark about the repayment on the office coPY of the receipt relatir g t0
the M O. For this purpose, the entry in the register of M.Os received
for payment {Form M.0.-3) In the case of the payment of a refused M.O.
to the remitter by an office other than the original office of issue (including
a no-delivery office), the paying sfice should send Intimation of the
payment by ;sgistered post t0 ihe office of issue (including & no-delivery
oFce) in Form MS-4(a), so that & guitable remark may be recorded by the
M.O. Issue Asstl. in the book of M.C. receipts.

(3) The Commission in 00 case is refunded.

64. Correction of office of payment in journal of M.Os issued—
{1) When an intimation is received by the office of issue regarding 2
misdirected order, or redirected order, and when an unclaimed or
refused order is received back from the office of payment, the required
gote or correction will be made in the journal of M.Os issued.

(2) If the office of issue of an unclaimed of refused order is a o=
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delivery office, the order will, after a note regarding it has been made in
the journal, be forwarded to the delivery office by which the locality in
o _which the remitter resides is gerved.

65. Period of currency of M.Os.—(1) The period of currency of
.a M.O. expires with the close of the last day of the month following the
— month of issue. For this purpess, the ‘month of issue’ will be the month
shown by the month stamp imupression on the M.C. and the “last day
of the month> will be the {ast date on which the accounts for that menth
.are closed at the H.O. For example, 2 M.O. bearing the month-stamp
impression of Agpril will be current up to the 31st May ; but, if it is pay-
able at a S.0. it will be current up (e the last date (in May), fixed for the
5.0, transactions to be included in the H.C. account of that month. All
M.Os remaining unpaid at the expiry of this period will be treated as
void. The postmaster may, however, detain the M.O. if there is any
chance of its payment up to the last day of the second month following
the month of issue by writing across the M.O. in red-ink the words
“Currency expired-held over for payment” and supporting the endorse-
ment with his signature and designation.

Note.—Duplicate M.O. issued witkin the period of currency of the
original M.Os may be held over for payment beyond the period of
currency of the M.O. under the provisicns of thig rule. In case they
cemain unpaid up te the last day of the gecond month followiag the

: month of issue of the eriginal M.O. they sheuld be returned f0 the offices
of issue for onward tramsmission 1o the Pestal Accounts Offiee along Wwith
+he void lists. Duplicate M.O. issued after expiry of the peried of currency
of the original M.O. should, if remaining unpaid, after ene month of the
date of issue of the duplicates, be disposed of according to the procedure

sprescribed in Rule 76.

e —
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{2) When an unclaimed M.O. is, under the rules (ordinary of

special) to be kept in deposit in the office of payment for a period-

exceeding the limit of its currency OF the period allowed for its detention
ph, it may be still further

ander the provisions of the preceding paragra
detained in the following case. When a2 M.O. is received for payment
by a post office at a seaport town and is unclaimed, it is 10 pe kept in
deposit gnder the rules for six months if the M.Os is addressed 10 ad
official in the Navy and for four months in other cases. U it remains
unclaimed at the expiratiod of the period of currency, the order may be
detained, for one month at 2 time, until the limit of time &s prescxlbed-'

above for its detention is reached.

(3) In every case when a M.O. the period of currency Of which has
expired, is detained for future payment, the remark s«yoid’ should be
gecorded against the original entry of the M.O. in guestion in the register
of M.Os seceived and it should be initiailed ané dated by the postmaster.

(4) Whenever 2 currency expired M.O. s detained for payment ins

accordance with sub-rule (1) above, ai intimation shounld be sent imme~
ce of issu€ of the M.O. in Form M.@-19(a) giving the:

giately to the offi
sumber, date of issue, office of issue of the M.O. amount and the office

of payment.

0. whose period of currency has expired.—
{1) When 2 M.O. bearing the remark “Currency expired-held over for
payment” is paid the amount should pe charged to ¢yoid M.Os paid”’s

and not to “M.Os paid”, and the particulars of the order should not be:
urnal of M.Os paid, but should be shown by the H.O.

entered in the jo
{n the schedule of void M.Os paid (Home OF Foreign Postal Accounts’

66. Payment of M.

I
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Circle Issues) [Form A.C.G.(e) or A.C.G.-6(1) as the case may be], the

paid order being submitted t0 the Postal Accounts Office as a voucher.

(2) If a M.O. is received for payment after the close of the month
following the month of issue i.e., if its period of currency has expired
whilst in transit, Gf :¢ the period of currency of a M.O. in deporit has
been aliowed to expire and payment is claimed either by the payee or
remitter, it should be paid in the usual course, but the amount should be
chorged to “void M.Os paid” in the manner laid down in the first para,
of this rule.

_ (3) If the period of currency of a M.O. in deposit has been allowed’
1o expire and it isto be redirected or retursed to the office of issue, the
sostmaster will write across the order in red ink, ovVer his signature, the
remark *‘Currency expired-held over for payment”. The remark “Void™
should be recorded against the original entry of the M.Q. in question in
(be register of M.Os received and initialled and dated by the postmaster.

(4) If 2 M.O. paid at 2 B.O. in direct account with the office is
received and accounted for in the office after the expiration of its peroid
of currency, the payment should be charged in the accounts of the office in.

+he manner 1aid down in the first paragraph of this rule.

(5) In S.Os, particulars of the orders whose period of currency has
expired should be given in full datail in the place for remarks on the
vack of the daily account, with which the paid orders should be submittedy
to the H.O.

67. Payment of M.Os within onme year and after one year.—
{1) Complaints relating to M.Os can be preferred by the public within
1% months from the date of issuz of the M.O. In cases where complaints
are made rather late, say 10 months or more after the issue of the M.G..
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she Officer receiving the complaint should, without waiting for the result
of any other enquiry, address the Postal Account Cffice at once requesting
<he latier to preserve the paid voucher andjor any sther document.
(2) No inland M.O., whether original of duplicate, should be paid
-and no claim for short payment OF EXCess credit on account of 2 M.O.
adjusted after the expiry of on€ year from the date of issue, without
copsulting the Postal Accounts Office. This applies t0 all classes of
4nland M.Os.

EXCEPTION—1DE restriction regarc¢ing the limit of time (viz. ong
wyear) prescribed i this rule does not apply to M.O. issued by field post
offices and family allotment M.Os remitied on behalf of Seamen working
on Inéian Merchant Ships for payment in India. In these cases the
-period of effecting payment Of adjustment undes this rule has been fxed
-at two years instead of one year. s

(3} The postmaster must bBe Very careful to see that these instiuciions
.are strictly carried out.

Note—All claims for payment of such M.Os would required ths
prior sanction of the first class Postmzsier, Superintendent of Post Offices
or Seniot Superintendent of Post Offices concerned.

8. Alteration of pavee’s nal_ne.-—(l) 1f the remiiter of a M.O.
-that has not been paid desires to change the name of the payee, bie should
%e required to produce, in proof of his identity, the M.C. receipt granted
to him and to give the postmaster a written application 10 which postage
gtamps in payment of second commission must be afixed. The name
of the pavee on the M.O. rteceipt and on the office copy of it will be
altered as desired and the M.O. receipt will then be returned to the
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remitter. The postage sta 1ps on the appiication will be defaced and
it will be impressed with the round M.O. stamp in the presence of the
postmaster, Who will endorse it to the office of peyment for compliance,
forwarding it in @ COVET repistered on service. This procedure applies
even though thie M.O. has not actually been despatched from the office
of issue.

(2) In the office of payment, the name of payee written on the M.O.
will bz altered and 2 note showing the alteration will be made in the
last column of the registet of M.Os received. After the order is paid,
the letter authorising the alteration in the pame of the payes will be
attached to the M.Q. and seat 10 the Postal Accounis Office concerned.

NOTE 1.—Second commission must not be demanded from a

remniiter who wisies to correct inaccuracies in the payee’s name entered
in a M.O. when such jnaccuracies arc obviously caused by ignorance of
the proper way of spelling the name.

Notg 2.—Service stamps offered in payment of second cOmMMIsSiON
for change in the name of the payee of M.O. may be accepted from those
who are authorised to use these stamps and whose M.O. transactions are
adjusted by book transfer under rules 14, 41, and 55(a).

Note.—In S.Cs, the letter of authority will be sent to H.O. attached
to the paid M.O.

69. Alteration of office of payment or payee’s address—(1) If the
remitter of a M.O. that has not been paid desires to change the office of
payment, or to make any correction in {he payee’s address, he should
be required to produce the original receipt granted by the Post Office
and give the postmaster of the cffice of issue a fetter to that effect, which:
will be endorsed by the postmaster to the office of payment for com-
_pliance, impressed in his presence with the round M.O. stamp, and
forwarded to the office of payment, where the desired alteration will be
carried ouf, oo such written authority, in the manner prescribed for the

—
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or will be

redirection of M.Os. The M.O. receipt produced by the Temitis
after taking necessary action as requested by

returned to the remitter

him. In the office of payment the applicati

of the M.O. appears.

(2) The remitter of a M.O. returned

.office of payment OT payee’s adgress

on should be securely attached

to the office copies of the M.O. journals of M.Os paid in which the eafry

as unclzimed D2y alter the

under this rule, and the order will

4n such a case be redirected accordingly by the office of 1sste.

79. Non-payment owing to payees’ death—If a M.O. can not be
paid owing to the death of the payee,

anclaimed order.

=1. Stoppage of payment.—(l) If the
stop its payment and to have the M.O. repaid

4o him, he should be required to submit a written application to that

not been paid desires to

effect and 1o produce the

it should be disposed of as an

remitter of a M.O. that has

M.O. reccipt granted to him. Tm such a case,

the amount of the order, but not the commission will be refunded to ihe
semitter under the ordinary rules for the
{he words ‘‘Payment stopped” repaid to 1€
the particulars of the M.O. filled in the Post Office along with the written

.application of the remitter.

(2) If the M.O. ha
4ntimation will be given
remitter Pays for the

‘M.O. tegistered on servic

the fact of return in the

) ‘72, Official instructions only t
regarding redirection OF alteration ©

payment of M.O. except that
mitter will be written across

s already been despatched to the office of payment,

J

to that office by first post, of by telegraph if the
telegram. The offices of payment will return the

register of M.Os 1e

es by first post to the office of issue, noting

ceived.

o be attended to.—NoO instructions
¢ the name or addzess of the payee

of a M.O. or stoppage of payment or repayment of the smouni to the
remitter, will be attended to in the offi

ce of payment unless received
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officially, as prescribed by rule, either by telegraph or by post from the
postmaster, or other authorised officer of the office of issue. If any
private individual, even though he be the remitter or payee, commum-
cates direct with the office of payment for any of the above services,
his attention should be invited to the clauses 219 to 222 on the subject
in the P.O. Guide I and he should be requested to comply with the pro-
cedure laid down therein, but the postmaster may, in order to detect
fraud or for any other special reason, himself telegraph on service to
the office of issue to verify the bona fides of the request, instead of
requiring the applicant to make his request through' the office of issue.

73. Attachment of M.O. by Civil Court.—(1) Under section 44 of
the Indian Post Office Act (6 of 1898) a person remitting money by
means of M.O. may requice that the amount of the order, if not paid to
the payee, be repaid to him or be paid to any person other than the
original payee. Nevertheless, in cases where M.Os are attached whilst
in the hands of the post office on decree against the payee or if an official
order from a competent court is received prohibiliting the payment of a
M.O. to the payee or directing the payment of it to the Court, the post
office should obey the Courts orders and deposit the money in court
when required, but simultaneously action should also be taken to inform
the remitter as well as the payee or the remitier only if the order is
against him only. If the attachment is ordered by a civil court on a
decree against the remitter the amount should be paid to the court. In
all cases where the amount of M.O.is paid to the court the signature
of the court should be obtained on the order and acknowledgment. Byery
case under this rule should be reported for information of the Head of
the Circle.

(2) If an official order from a Magistrate or other court is received
prohibiting the payment of a M.O. to the payee or directing the payment

of a M.O. to the payee or directing the payment of it to the court, the
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order should be obeyed provided that the order is against {he remitter
in a proceeding against him. If, however, the order is against the payee
In a proceeding against him, while the order should still be obeyed,
simultanzously action should also be taken to inform the remitter as well
as the payee. If the prohibitory orders are received by telegraph, the
M.O. should be detained by th? postmaster till they are confirmed by
post. m the case of a prohibitory order, a note should be recorded
gegarding the same in the register of M.Os received against the entry of
the M.Os and intimation should be given to the office of issue which
shonld also make a suitable remark in the bock of M.O. receipts On the
eopy of the raceipt relating to the M.O.

A copy of the prohibitary of order together with the M.O.in criginal
should be sent to the Postal Asconn's Office of the Office of lssue of the
M.O. On authority being issusd by «he court for the payment of the
M.O., the Postmaster should apply to the Dostal Accounts Offce for its
re-issne (and the date of payment shenld also be intimated to the Office
of Tasue).

Tn case the paymen® of any such M.O. is not authorised by a counrt
before expiry of the currency or ke M.O. (vefore it becomes void) the
postruaster concerned should include the M.O. in the relevant void list
quotisg therein a refersnce {0 the letier with which the M.O. was sent to
the Postal Accounts O Tice.

(3) Ifa V.P. M.O: is with held under the orders of a court, action
ghould be token as prescribsd rule 277(5)-

»oTa.—The abave pr Jezdurs will b2 sllowed whenever an order is

received from the Income Tax Authoritiss gnder Section 46(5-A) of the
Indian Tncome Tax Act, 1922.

=4, M.O. lest hefore psayment.f(l) ifa M.O. is lost :—

e

{a) in transit between the offices of issue and payment, and’

___________.—-—-—-"""-_' -

.
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;atimation of the loss OT a complaint regarding it is received by
the office Payment, OT

(b) in the offices of payment pefore payment can be effected, the

postmaster of the office of payment should carefully satisfy

himself by reference t0 the register of M.Os received and to
the errot book that the M.O. was either not received in his
office or, if received, that it was not redirected, to another office. -
If the register ShOWs that the M.O. was received and was not
redirected, the journals of M.Os paid should also be examined
to ascertain that the M.O. was not paid and intimation by
tzlegraph should thea be given (O the office of issue. 1f the
M.O. is found tO have been redirected to another office, the
enquiry should be transferred 10 that office. The postmaster
will be held persoually responsible if payment of the amount
of a M.O. i3 made twice in consequencs of any neglect of thsse
instructicns.

(2) It intimatinn of the loss, or @ complaint regarding the loss of
a M.O before payment, is reczived by the office of issue otherwise than
through the office of payment, the posfmastet should satisfy himself by
-telegraphic reference to the office of payment that the order has not hzen
paid. Tn fhis case, and also in cases where he receives intimation of the
loss from the office of payment, the postmaster should satisfy himself by
carefully axamining 1hs receipt book and the journal of M.Os issued and
the register of M.Os received that the M O. has not been repaid to the
remitter. He <hould then prepare 2 duplicate M.O. by reference to the
ook of M.O. receipts and the journal of M.Os issued, the name of the
remitter als? being entered if ic is koown. The words “Copy: original
cancelled” should be written O the duplicate M.O. and it shou'd be sent
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_,-______——__________._.-—-4___ e e e

e TS e

to the office of payment i a gaparaie cover registered on sarvice. It the

office of payment redirects the duplicate #1.0., it should te sent to the:

office to which it is redirected in & separate cover regisiered cn seIVICE:

NoTe—.No. 1.—Central Base Post tiffice Clo 56 APO and No. 2
Centrai Basz Post Office Clo 92 APQ ars authoriszd o issue duplicate
M.Os on behalf of Army Post Offices padee their jurisdiction.

{3) When 2 duplicate M.O. is issued, the fgct sheu'd Be noted in-
the book of M.O. receipts on the copy of e Latis
original M.O. Refore a request for the issus of a duplizaie R
plied with, the originai receipt 1 the hook of M.C. yecelpts should B2
examined to ascertain whether a duplicate has already been issued and 2
second duplicate must not be issued, uBiSsS and until the 1583 of the
first duplicate before payment Hias been clearly established. Every case
in which duplicate order is issued should be reported at the tize oY the
office of issue direct to the Home Postal Accounts Office in Form M.O.-57;
the eavelope containing the report being supe':scribeeﬁ “pmplicate M.O.7
above the address.

Q. i5 Co-

75. M.O. lest after paymeni.——-(l) If a M.O. is lost after payment:

has been effected, intimation by post should be given to the office of

issue, which should prepare a memo of admission of payment in form

M.O. 10(a) and after filling in entries Nos. 1 to 6 stamp it with its month--

stamp, oblong M.O., stamp, and Postal Accounts Office stamp, and send
it to the office of payment io a cover registered o service.

(2) The office of payment shouid fiil in sntry No. 7 and the payee
should be asked to sign the memo. in token of his having re.eived the:

amount of the original order. 1f the payee is illiterate, his thuemb-
impression should be taken o8 the memo. Tre signature of 2 witness

should also be tzken on the memo. when fthe Dayee is illiterate, is mOE

ynown to the post office or postman or lives in @ yillage outside the

~=
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post-own. The memo. should then be impressed with the oblong M.O.
Stamp in the presence of the postmaster who should also countersign it. It
should then be forwarded to the Postal Accounts Office in support of the
charge in the list of M.Os paid.

(3) Should the payee refuse to sign the memo. Or should it, for
any reason, not, be possible to obtain his signature (or thumb-impressicn)
to it, the case should be reported by the H.Os in full detail for the orders
of the Supdt. of Post Offices or Ist Class Postmasters.

(4) If a memo. of admission of payment canaot be forwarded with
the paid list in which the amount of the original order is shown, an
appropriate remark should be made against the eatry.

(5) If a telegraphic M.O. receipt is lost after payment, a memo. of
admission of payment should be prepared by the office of payment from
the telegraphic M.O. advice on record, the abbreviated name of the
Home Postal Accounts Office as shown in the telegraphic advice should
be entered in bold capital letters before the number of the telegraphic
M.O. and the name of the office of issue should be written in manuscript.

(6) In S.Os the memo. of admission of payment should be forwarded.
to the H.O. for transmission to the Postal Accounts Office and cases in
which it has not been possible to obtain the payee’s signature should be
reported to the Supdt. of Post Offices or 1st class Postmasters throu2h the
H.O. : :

Voip INLAND M.Os.

76. Description of void M.Os.— (1) When for any reason a M.O.
remains unpaid, either to the payee or the remitfer, at the end of the
month following the month of its issue, it will be treated as void by ths
office of issue.

NoTE—A.M.O. returnad to a S.0. of issue for repayment to the:
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remitter and which cannot be paid, will be sent to the H.O. as void as
soon as the endeavour {0 find the remitter has faii&d, and will be treated
as void in the H.O. :

(2) When a M.O. capnot be paid to the payee within the period
sprescribed under rule 65 it should be returned to the office of issue ¢f
the delivery office serving the remitter’s address if the formeris a n®
.delivery Office for repayment t0 the remitter under rule 61. The remaiks
«gnclaimed returned 10 remitter” will be written under Postmaster
signature below the previous ensries if epdorsement made under the rule
65 across the particulars flled up by the remitter and a similar note with
the date of despatch of e M.O. will be entered in the register of M C.
A redirected slip (Foim M.O.-12) witl be pasted o i{he order which witl
‘hen be disposed of according 10 the rules governing rediic: ed orders,
«eicept that o intimation peed be sent to the uffice of issue.

(3) In the office of issue of the M.O., the M.O. will be paid to the
semitter in 4ccordance, wilth the iule 66. If the M.C. cannct also bal]
paid (o remitter, it should be treated as “yoid" and remarks “‘void
written across the M.O. duly sigoed and daied by the postmaster and &
sirpilar remark —ade against the entry of the M.C. in (he registers. of
M.C. received. ifthe office of issae is @ §.0. tae M.O. will be sent (o its
[.0% for submission 1O {he Postal Accounts Officz with the void lists zud
if, the eili@ of issue of the M.O. isa H.2. i: sijould subjuit itte the
Bgstal Accounts GTige along with the pext “‘void fist.”
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(4) In H.Os, void M.Os received from S.Os will be made over by
the sub-account Asstt. under receipt to be granted on tle daily account.

(5) M.Os treated as void by the H.O. and void ordess from the
S.Os wiil be sent to the Postal Accouats Offices concerned with the list
of void orders on the 16th of the next mouth. :

(6) On the 16th of each month the H.O. should send to the Postal
Accounts Office a list of void M.Os detainsd as reporied by its S.0s
ander rule 75(8) ia form M.O.-19(b). The list should also contain
particulars of yoid M.Os which ara r=turned by the office of payment for
repayment to the remitters but eld over in the H.O. for payment and
the particulars of M.Os detained in other offices of paymeat under rule:
€:(4).”

(7) In S.0s, of issue, M.Os ireated as void will be sent by the first
mail to the HO., attached to and gntered ia the place for remarks on
the back of the daily account and the word ‘Void” will be writien
opposite the entry of the order in the register of M.Os received. A, S.0,
of issuz should send to its H.Os on the 8th of each month a list in
form M.O.-19(b) of M.Os detained for payment in offices of payment as
geported under rule 65(4) and also M.Os received back for repayment to
the remitter 2nd detained after they have become void in accordance with
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rule 65(1). The number, Gate of issue, the amount asd office of payment
<hould be farniskcd in each case.

Note—Bafore submitting void M.Os to the H.O. or the Postal
Accounts Office of the office of issue the Post master should examine and
what ensure M.Os treated as void are genuine and none of them are bogus
2.0s purpartisg to, have been issued by the offies of issue. ‘

77. Applicatien for paymelit of void orders.—(1) Applications for
4he payment of void inland M.Os should ordinarily be made within one
year from the date of issue but such orders, however old, may be re-issued
ia favour of the remitter or payee or any person named by either of them,
provid:d that there is no doubt as to the genuineness of the claim and
the amount is outstanding as void in the accounts of the Postal Accounts
Ofice. The applications will be disposed of in accordance with the

gollowing instructions :—

(a) If the office of payment receives an application, in writing for

_payment of a M.O. that has been sent to the H.O. of issue

as void, the postmaster should forward the application to th=

H.O. of issue with the request that, if the veid order has not

" been paid to the remitter, the Postal Accounts Office may bhe

asked to re-issue it and he should inform the applicant ot" tha
action taken.

(b) The postmaster of the office of issue on receipt of an

¢ application for payment of a void order, either direct or
through the office of payment, should after serutiny forward

it to Postal Accounts Office (of the office of issue of the void

order) «in an envelope -teg!'stereﬁ cn'ggﬁ?é;@ﬁ:ﬁhcxece,ived
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the application direct, he should inform the applicant of the
action taken. 3

>

) If, however, an application- for payment of void order is
receired in the office of payment from the payee, or in the
office of Issue from the remitter, and the order is still in the
office concerned, it should be paid, but if its perlod of currency
has expired, the payment should be charged in the accounts tC
“yoid M.Os paid.” '

(2)(a) When an application is received from the heir of a deceased
gemitter or payee for the paymrent of a M.O. which has been sent i0 the
Postal Accounis Office as void, the postmaster must obtain the sanction
of the head of the Circle to the payment, before requesting the Postal
Acconnts Office to re-issue the M.O. in favour of the claimant.

Nore.—A Supdt. of post offices or first class postmaster may '
sanction the payment of a void M.O. to the heir of a deceased remitter
or payee provided that (1) the amount of the M.O. does not exceed
Rs. 100, (2) the M.O. is not more thah one year old and ( 3) the claim i5
‘not a disputed one.

(b) The amount of a M.O. other than a V.P. M.O. shalt be
ordinarily re-paid to tle remitter in case the payee is dead. Where the
remitter or, in case of a V.P. M.O. the payee, is dead, the amount of
the M.O. or M.Os upto one hundred rupees may be paid to the claimant
‘on his executing a personal indemnity bond ; and for amounts excesding
one hundred rupees, an indemnity bond with one surety should be
.ohtained from the claimant.

(3) In H.Os, particulars of the payment should be entered in the
sproper schedule of void M.Os paid and the paid order should be sent to
the Postal Accounts Office concerned.
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(4) The schedule of void M.Os for the Home Postal Accounts Office
should be prepared in duplicate and that for each Foreign Postal Account
Office in triplicate by means of carbon paper. The pencil copy of the
former schedule and the two upper sheets of the latter schedule pertaining
to each Foreign Postal Accounts Office with the paid orders should be
submitted to the Home Postal Accounts Office on the prescribed dates
in a postal service registered cover which shouid be addressed to the
Director of Accounts (Postal) and superscribed “M.O. Department”.

»

(5) In H.Os, when an application for the payment of a void order
{s received ircm a S.O. the disposal of the application will be governed
by this rule, the intimation of the action taken being sent to the 8.0.
for communication to the applicant. If the order is still in the H.O., it
ghould be returned for payment at the S.0.

A. In S.0s, of issue, the sub-postmaster should, in the cases
referred to in paragraphs (1)(b) and (2), send the applications which must
contzin full particulars of the void orders, by first post to the H.O.

78. Void orders re-issued by Postal Accounts Offices.—(1) When
are-issued void M.O. with a re-issue slip attached to it is received from
the Postal Accounts Office, it will be paid in the usual way, but the

payment should be charged in the accounts to “void M.Os paid.”

(2) In H.Os, particulars of the payment will be entered in the
schedule of veid M.Os paid (Home or Foreign Postal Acceunts Circle
Issue) [Form A.C.G.-6(a) or A.C.G.-6(1), as the case may be] and the
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paid order will be submitted to the Postal Accounts Office as a voucher.
If the re-issued M.O. is payable at a S.0. it will be sent for payment at
the S.0. in the ordinary way.

.

(3) When the payee or remitter of ¢ vo d inland M.O. applies for its
payment to him in a country or at a placz outside of India with which
M.Os can be exchanzed, the re-issued M.O. will be received from the
Postal Accounts Office by the Indian Office of exchange concer-¢3, with
-instructions showing the further action to be taken in the matter.

(4) If a re-issued M.O. is unclaimed, it will be returned to the
Postal Accounts Ofiice which re-issued it and not to the post office by«
~which the M.O. was originaily issued. Such M.Os must not be included
in the list of void M.Os.

(5) In H.Os, re-issued M.Os which have been paid or are unclaimed
will be submiited to the H.O. with the daily account. '

PREPARATION AND SUBMISSION Cr M.O. RETURNS

79, Daily M.O. jeurcal from S.0.—(1) For any date on which
M.Os are shown as issued by aS.0.in its accounts, a daily journal of
jssue [Form M.0.-2(s)] should be sent to the H.O. together with the
carbonic copies of the receipts granted to the remitters ; and for any
~date on which M.Os are shown as paid by 2 8.0. in its accounts, daily
journals ‘of payment [Form M.0.-4(s)] should be sent to the H.O.
together with the paid M.Os.

(2) The daily journals, which will be prepared on the sscond sheet
of the triplicate form, should be signed by the sub-postmaster, impressed
with the oblong M.O. 'stamp in the coluran for remarks, and cut ‘of and
sent together with all its accompanimenis,
severse of the daily accounts, in the place for remarks.

to the H.O. entered_ cn the

N
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(3) The lowest sheet of the triplicate form is the S.0. journsl which
is kept on record in the Office, and the topmost shest is the form in
which the journal for the Postal Accounts Office is prepared. The S.O.
journals will contain only daily fotals, or, in other words, the daily totals-
will not be brought forward from day to day, nor will menthly totals or
totals for the first period be made inm these forms.

(4) In the case of a S.0. which is not in daily communication by

post with the H.O. with which it is in accouns, the daily journals of

M.0Os issued and paid should be prepared daily, as usual, and forwarded
to the H.O. on the day the mail is despatched with the account in which
the totals of transactions are entered.

80. Dates incladed in account peried.—(1) All H.Os & S.Os are-
required to prepare, twice a month, a journal of M.Os issued for sub--
mission to the Home Postal Accounts Office and journals of M.Os paid,

on account of each month of issue, for submission to each Postal

Accounts Office. The journals shoald be prepared daily in the manner

prescribed and the period of accounts should always include the following;

dates :—

In the case of H.Os. . Inthe case of S.0s.

First period :(—

1st to 15th ... ' From the date following the last date:

the accounis of which have been
included in the accounts of the H.O.
for the previous monath, vp to the
date of the curreat meonth the
accounts of which will be included
in the accounts of the H.O. on
tha 15th.
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Second period :—

16th to end of month ... From the date following the last.
datez, the accounis of which have
been included in the st period, upto
and Including the last date, #e
accounts of which can be included

in the accounts of the H.O. for tat

iaonth.

Note.—The head postmaster should intimate to the Postal Accounts:
Office the dates of the S.0. accounts to te included in the acCOuUBLs of ths
H.O. each month.

(2) At the end of the perled, the topmost, sheets containing the
transactions for the period shet!d be detached from the journzl and
stitched together, and the last sheet be signed in ink by the postmaster.
If the transactions sntered on the last sheet do rot fill 1t completely, the
whole sheet must nevertheless be sent and the journals for the first day of
each period of acccunt must always be"begun at the top of a fresh page.
The entries in the sheet or shects for the Postal Accounts Office must be
clear and distinct ; if any of the ectries are faint, ‘they should be linked
over before despatch.

{3) Journals of M.O. issucd and paid are prepared and subumitted
daily to the Postal Accounts Office by the Presidency ofiices and some
other impbrtant H.Os selected by the Postal Accounts Office. Such
Offices are specially instructed by the Postal Accounts Office regarding
the preparation and submission of their M.O. returns. Offices (Other
{an the three Presidency Offices) which submit daily M.O. returns
should send in their returas daily to the Home Postal Accounts Office
only their returns to the Foreign Postal Accounts Offices should be
submitted fortnightly. '

(4) In S.Os, the transaciions for concluding days of March should
be included in accounts of the secon.! period for that month.

——
"

I
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81. Due dates for submission of M.O. lists.—(1) The S.0. M.O.
dists are due to be despatched to the H.O. by the first post after the
.close of office on the last working day of the period of account, and
must be posted before the office is closed for the day. For instance, in
vthe case of a S.0. which ordinarily submits its lists for the first account
period to the H.O. on the 13th of a month ; if the 13this a Sunday, the
Jist for the first period must be posted before the close of the office
on Saturday, the 12th. If there are no entries to be made in « list of a
“5.0. a blank list will not be received. Each S.O. list should be stamped
with the H.O. date-stamp on the date of receipt in the H.O.

(2) In H.Os, the M.O. lists are due to be despatched to the Postal
.Accounts Offices on the following dates \—

For first period 20th of the month
For second period ¢th of the next month

On these dates the H.O. lists and all the S.O. lists should be
forwarded 10 the Postal Account Offices concerned. In the case of
the H and S.O. lists of M.Os paid, the paid orders, arranged in the
~order of the entries in the lists, should be put up with. them in bundles.
if, however, the S.0. lists are not received on the due date, the H.O.
lists should be detained until the S.Q. lists are received. In the case of
oftices submitting lists daily, the lists should be despatched the next

-day.

(3) If there are no entrics to be made in a list,; a blank form should
not be seat. It is very important that M.O. returns should be despatched
«without annecessary delay.

(4) Lvery pai¢ M.O. whick kas been entered ic 2 list of M.Os paid

f
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must invariably be submitted along with the list. If a paid order should
be required for reference or enquiry, it should be recalled from the Postal
Accounts Office.

(5) The only cases in which an exception to the rule laid down
In the preceeding paragraph is allowed are these in which a paid
M.O. is:

(a) detained by a Magistrate Or the Police ; or

(b) found to be inadmissible as a vouchsr owing to its being defec-
tive in some essential respect such as the absence of the signature
of the payee or of the attesting witness ; or

(c) urgently required in connection with an enquiry into a case of
reported or suspected fraud ;

(d) lost after payment for which memo of admission of payment
are under preparation.

In every such case, a note should be written in the “‘Remarks’
column of the paid list against the entry of the order for the information
of the Postal Accounts Office, giving the date and the office of issue of
the ordsr, with a clear explanation of the reasons fer its detention.

(6) In S.0Os the S.O. journals should be semt to the H.O. in the
account bag, entered on the reverse of ths daily acceunt, except when
they can be forwarded by an earlier despateh tham the one by which the
account bag is sent, in which case they should bs clesed and despatched
by the sub-postmaster himself in service registered covers.

82. Abstracts of daily M.O. totals.—(1) After the close of M.O.

e ey
v

I,
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‘business on the last working day of each period of account, abstract
should be prepared, in the prescribed forms, showing the daily totals of
{a) M.Os issued (Form M.O.-15) and (b) M.Os paid (Form M.O.-16)
during the period and the totals. An abstract of daily totals of the
journals of M.Os issued should be prepared for submission to the Home
Postal Accounts Office and a separate abstract of the daily totals of
“the journals of M.Os paid should be prepared for each month in which
the M.O; were issued and for each Postal Accounts Office. In order to
bring out in the abstracts for the second period of the month, the
monthly total to be posted into the monthly M.O. summary, a progressive
total- should be carried forward from the abstract of the first period
to that of the second period. If there are no daily totals to be entered
-in an abstract a form, showing the totals of the previous period and the
~progressive totals, must nevertheless be prepared and submitted. At
the foot of the Home Postal Accounts Office for the second period of
-the month should be entered the monthly totals of the corresponding
abstracts for the Foreign Postal Accounts Offices and a grand, total
_struck which will represent the aggregate sum of payments accounted for
in the different journals.

(2) Tn H.Os, one of the printed lists containing the names of S.0s
prescribed in rule 83, should be pasted on the back of each of the H O.
abstracts to enable the Postal Accounts Offices to check the due receipt
of S.0. M.O. journals and abstracts. The abstracts and the lists for the

period should then be submitted to the respective Postal Accounts

-Office.

(3) 1n S.Os, one of the abstracis and the S.O. journals will be
submitted to the H.O. for transmission to the Postal Accounts Office
concerned. :

83. Summaries of monthly totals of M.Os Issued aud paid.—
(1) The H.O. is required to prepare summaries, in form M.O.-17 and
M.O.-18 of the monthly totals of its own issues and payments and those
of its S.0. for submission to the Home Postal Accounts Office with the
M.O. lists and abstracts for the second period of the months. A
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summary of monthly totals of M.Os issued should be prepared for
submission to the Home Postal Accounts Office and a separate summary
of monthly totals of M.Os paid should be prepared for each month in
which the M.Os were issued and for each Postal Account Office. The
H.O. will, in order to save it the labour of writing the name, be supplied
with printed slips containing the names of its S.Os, in alphabetical order,
to be pasted to the face of the summaries in the first column,

(2) As soon as the H.O. abstracts of daily totals for the second

period of the month are ready, the monthly totals of the abstracts should-

be posted in the appropriate form of summary against the first entry
“H.0.%

(3) In the case of the S.O. lists and abstracts for the second period
of the month, the H.O. should post the monthly totals of the S.O.
abstracts in the appropriate summary for the month against the name of
the S.0. as soon as each abstract is received.

(4) In preparing the summaries of monthly totals of M.Os paid
for the Home Postal Accounts Office, additional copies should be
prepared by means of carbonic paper for the other Postal Accounts
Dffices concerned and submitted to the Home Postal Accounts Office

together with the copies for itself. The top copy of the summary should
always be ruled.

(5) H.Os that have no S.0s in account with them, are not required
10 prepare summaries of monthly M.O. totals.

84. Closing entries in summaries.—(1) Summaries of monthly
¢otals should contain the following :—

Monthly H.O. totals.
Monthly totals of the S.0s.

|
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All these entries in the summaries should be totalled, and the total
will represent all the trapsactions of the H.O. and its S.Os that are
included in the accounts for the month in which they actually occurred.

(2) The summaries should be submitted to the Home Postal
Accounts Office along with the M.O. returns for the second period
of the month and a copy of each summary should be kept on record in
the H.O.

85. List of void orders.—(1) In H.Os of issue on the 16th of each
month a list of void M.Os (Form M.O.-19) together with the void orders
should be submitted to the Postal Accounts Office. If all the void
orders were not issued in the same month, a separate list should be
prepared of the M.Os issued in each month. ‘A void list should, there-
fore never include the issues of more than one month. No supplementary
void lists should be prepared, but unpaid void M.Os after the despatch
of the void list should be forwarded to the Postal Accounts Office with
an ordinary docket in @ service registered cover.

ExampLE.—The M.O. issued in April which are treated as void at
end of May, should be included in the void list to be submitted to the
Postal Account Office on the 16th June, and the void lists submitted on
the 16th July should only include the M.Os issued in May, which are
treated as void.

(2) In forwarding void orders to the Postal Accounts Office the
whale form, including the coupon and acknowledgment, should be sent.
If for any reason a void order cannot be forwarded with the list in
which it is entered, an explanation of its absence should be written
sgainst the entry.

(3) If there are no void ordars to be sent to the Postal Accounts
Offic: on the 16th of a moath, blank list with the word SN wilt en o
it and signed by the Head Postmaster should be submitted.

e
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(4) The lists chould comprise void orders of all classes, ordinary,
‘telegraphic, etc.

86. Despatch of M.O. returns to Postal Accounts Office.—In H.Os,
all the M.O. returns for the Postal Accounts Office and their accompani-
ments should be forwarded enclosed in account envelopes registered on
service. When the documents are too bulky to be placed inside an
-envelope, they should be despatched in the manner described in
Rule 29.

Hica VALUE M.Os.

87. All M.Os (including V.P.M.Os) for an amount of Rs. 400/-
-and above are known as High Value M.Os (A.V.M.O.) will be transmitted

duly entered in a list in the registered bag according to the procedure
detailed below :—

In TEE OFFICE OF ISSUE

(i) The M.O. issue Asstt. should separate the H.V.M.Os from
M.Os for less than Rs. 400/ in the space on the reverse of the advice
‘portion to the left of the office of payment on the M.O. form the name
stamp of the office of issue should be impressed and the number of
M.Os noted red ink. The M.O. issue Asstt. should make station
bundles of the H.V.M.Os wherever the number of such M.Os fora
sparticular station is 2 or more. A list should be made in duplicate, of
+he contents of the H.V.M.Os in the bumdle giving the number, office of
jssue of the M.Os and one Cepy sheuld be placed in the bundie and
the other copy filed with the office copy of the M.O. issued list. After
#folding a check slip should be placed en the bundle on which the words
““High Value” and number of M.Os contained in it should be noted.
 Ifthe H.V.M.O. station bundle contains 2, 3 and 4 M.Os the letter
MB 2, 3 and MB 4 snould be noted respectively on the check slip. If
there are 1wo or more bundles containing the same number-of M.Os
-each bundle should be distingnished from the others in the “M.O. List™
by indicating the office of destination below the entry of the number

I
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of M.Os contained in the bundle. Thereafter, the pundle should be-
tied up cross-wise and the seal of the office of issue should be affixed:
at the centre of the check slip. The M.O. Asstt. should then invoice:
the number of H.V.M.Os bundles and the loose H.V.M.Os in the “M.O.
List” in duplicate Totals should be struck giving the number of H V.M.O.
station bundles and high value single M.Os invoiced in each list.

(ii) The M.O. issue Asstt. should then bundle up all the loose:
H V.M.Os and place on top of it a check slip on which <hould be written
the words “High Value"” and the number of M.Os contained therein.
The bundle should be tied cross-wise. There is 0O necessity to seal the
bundle of loose H.V.M.Os which are intended for sorting but not meant.
for one station.

(iii) The M.O. issue Asstt. should then make over the upper copy
of the M.O. list, the H.V.M.Os station bundles and H.V.M.Os sorting:
bundles to the registration Asstt. The acquittance for the H.V-M.O.

station bundles and loose H.V.M.O. should be taken on tbe last page:

of the office copy of the M.O. issue journal.

(iv) The registration Asstt. should verify whether all' the H.V.M.O.
and H.V.M.O. station bundles transferred have been invoiced. in the-
M.O. list. He should open the high value sorting bundles and satisfy
himself that the details as entered in the M.O. list are correct. The:
registration Asstt. should wrap the M.O. list around the high value
station and sorting M.O. bundles and tie with a piece of thread thus.
making one bundle of all H.V.M.Os.

(v) The registration Asstt. will then indicate in the due registered
list that the registered bag contains one M.O. List. This will be in-
addition to the ordinary M.O. bundles whose number should even now
be indicated. For this purpose the registered list should contain an
additional column. M.O. Lists enclosed and against this column either
one or nil should be written as may be necessary. The Registration
Assistant will enclose all the high value and ordinary M.O. Bundles im
~ the registered bag before despatch.

!
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IN THE SORTING OFFICE OR SECTION

(vi) In the sorting office or section the registration Asstt. will verify
from the registered list whether the bag contains a M.O. List and the-
H.V.M.Os if so, the registration Asstt. should cut open the high value
sorting M.O. bundles and verify that the details of the H.V.M.Os
invoiced in the M.O. List are correct. The high value station M.O.
bundles need not be opened. The M.O. list received in the registered
bag should be filed. At the time of the despatch, the registration Asstt.
should prepare high value station and sorting bundles according to
the sorting list. He will also prepare separate M.O. List according to.
the procedure already outlined. The due registered list should contain
the entry of one or nil as the case may be, against the new column
“M.O. lists enclosed”. In the sorting office or section it is necessary
to maintain a separate “M.O. Abstract’” on the same lines as “Regis-
tered Abstract’. The head SA will exercise the same kind of supervision.
over the work of sorting®of H.V.M.Os and the preparation of the

“M.O." ‘Abstract’ as is applicable in the case of the registered articles and
the Registered Abstract. -

IN THE OFFICE OF PAYMENT

(vii) In the office of payment the registration Asstt. should verify
with reference to the registered list whether any M.O. List has been.
invoiced. If so he should verify whether M.Os invoiced, in the M.O.
list have been received. He should then transfer the H.V.M.O. bundles
to the M.O. Supervisor along with the M.O. list after taking his
acquittance on the Registered list. The M.O. Supervisor should then
cut open the H.V.M.O. statien bundles and compare the contents with
the M.O. List enclosed inside and satisfy himself that the entries are
correct. He should sign each M.O. in red ink in the space on the
reverse of the form at the top and transfer them to the M.O. paid Asstt.
under acquittance on the M.O. }gst. Thereafter M.O. paid Asstt. should
enter the H.V.M.Os in the register of M.Os received and take action for-
{heir payment according to the existing procedure.

(viii) Tt will be seen that the office of issue and office of payment

it
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are not required to maintain a separate “M.O. Abstract”. In the office
of issue the M.O. issue Asstt. will note down the details of the H.V.
M.O bundles and the high value single M.Os (in the sorting bundles)
transferred to the registration P.A. on last page of the office copy of
‘the M.O. Issue journal, where he should take the acquittance of the
registration Asstt. Similarly for H.V.M.O. received for payment the
M.O. Supervisor will give acquittance for the whole bundles received
from Registration Asstt. in the Registered list. The M.O. paid Asstt.
will give acquittance to the M.O. Supervisor on the M.O. List which
should be filed separately and kept by Supervisor. The M.O. list will
not be a due list but will be prepared only where it is necessary.
However, all due registered lists should contain a column “M.0O. Lists”
_and wherever no ‘M.O. List’ is despatched a nil remark should be given
#by the post office, mail office or section.

(ix) The procedure will also apply to redirected, refused and
~unclaimed M.Os for Rs. 400/- and above. In such cases the M.O. paid
Asstt. should transfer these M.Os to the M.O. issue Asstt. under
_acquittance for further disposal in accordance with the procedure laid
.down above.

No H.V.M.O. should be paid unless it has been received duly
invoiced in the M.O. List. A H.V.M.O. received without entry in the
M.O. List should be viewed with suspicion and payment authorised
only after ascertaining its genuineness by telegram from the office
«of issue.

ForeiGN M.O.

8%. Descriptic: of Foreign M.O.—(1) Foreign M.Os may be issued
Sby Indian post offices for paymeat m any foreign country, with which
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4D arrangement exists for the exchange of M.Os or they may be issued
by any such foreign country for payment at Indjan Post offices. The
former are termed “*Outward foreign M.Os” the latter “Inward foreign
M.Os”. Full details regarding the issue of the foreign M.Os will be
found in the P.O. Guide, Part II.

(2) All foreign M.Os must pass through an office of 'exchange,
which takes the place of th_e H.O. of payment in respect of outward M.Og
and of the H.O. of issue in respect of inward M.Os,

(3) The offices of exchange for foreign M.Os will be guided by
~ the terms of the arrangement or convention entered into each foreign
country and by any special rules on the subject issued by the Director-
General.. -

(4) In the event of devaluation of the Indian Currency or the
Currencies of the countries with which India has a direct M.O:. service
or Postal Order Service all Head Postmasters should on announcement
of the news of devaluation take action fo stop payment of al] foreign
M.Os remaining unpaid on that day in their own offices and in the
S.0. and B.Os account with their office. The offices of exchange will
step preparing and forwardin: inward foreizn M.Os to the offices of
payment. -Similar action éhoald be iaken by the offices of exchange
to stop advising outward M.Os to the countries concerned. The Head
of the Circle will communicate the revised rates and manner of disposal
of the M.Cs on receipt of instructions from the Director-General.

89, Enquiries to be referred o Gffice of Exchange.—All enguiries
made by the public regarding foreign M.Os should be referred to the
Office of exchange concerned, If a M.Os issued in 2 foreien country
is presented for payment of the Indian Post Office, the person who
present, it should be informed that the only foreign M.Os payable in
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India are those issued through toe office of exchange, apa that if Bis
correspondent has drawn an Order on India, 1ls issue through the office
of exchange may be expected in due course. :

OUTWARD FOREIGN CURRENCY Axp Rupes M.Os.

9. Presentation of M.O. by remitter.—(1) When an outward
foreign currency or rupee M.O. form (M.0.-9 or M.O-7) 18 presented,
ehe M.O. Asstt. must first satisfy himself by 2 reference to the P.O.
Guide Part 11 whether an arrangement exists for the exchange of M.Cs
with the country in which M.O. is shown as payable ; The form pre-
ented should also be examinad to see that full particulars of the
-iayee’s name and address are given. if any discrepency OF irregularity
in the M.O. is observed, it should be pointed cut and the order should
te returzed to the remitter for correction.

2y In case of outward foreign currency M.Os the equivalent of
+he amount in the Indian cusrency should be ascertained from the
.gpproprigtc table of cON¥ErsiOR of foreign curiency concerned and entered
on ine M.Os. The amount of each order {or 118 equivaleut in Indian
currency when the order is expressed 10 foreign currency) plus the
comrnission chargeable should be taken from the TEison who pt:semed
the order, and a recsipt should be granied 10 him cut of the same
ook of M O. receipts as iz iBe case ¢f inland M.Os the sterling value
of the order being added in the case of orders expressed in this currency,
after the na®e of the paye: ig soceipts. The serial number to be
assigned to them will- be the aumbers of the receipts given to the
zemitters.

(3) “Attention is drawn to clause 133 of the P.O. Guide Part i, :
zegarding the need to furnish full particulars of the remitter and the

I
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payee on foreign M.Os. The name and address of the payee in a

foreign country should be given with such completeness as shall secure
identification and prevent any risk of any wrong payment.””

(4) An outward foreign curreney M.O. presented for issue at a :

B.O. other than one which has been authorised by the Head of the
Circle to issue such orders without 2 previous reference {0 its account
Office will be sent to the account office for calculation of the amount
chargeable. The order should be examined in the account office accord-
ing to the procedure laid down in this rule, and the particulars the showing
the total amount to be realised from the remitter should be entered on
it in the appropriate piace, after which it should be returned to the
B.O. entered in the B.O. slip, for issue in the ordinary course. AR
outward foreign currency M.O. issued by a B.O. specially authorised to
issue such orders without a previous reference to ite account office
should, on receipt in the account office, be examined witha view to check

the correctness of the amount realised in Indian currency from the

remitier.

1 £
-

91. Entries relating to outward foreign M.Os in Journa! of M.Os
issued.—(1) The particulars of ocutward foreign currency and rupee
M.Os issued by the office (including those issued by its B.Os) will be
entered in the journal of M.Os issued in the same manner as parti-
culars of other M.Os. The name of the couniry on which the M.O.
is drawn with the name of the office of exchange (in brackets) below
4t will be entered in the column for the office of payment. In the case

'\

#
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of foreign currency orders, the foreign currency value of the order
will be entered in the last column of the journal for the Home Postal
Accouvats Office and the Journal below. '

»

ExcepTioN 1.—Whenever it is found convenient, a Presidency officer
or, under the orders of the Head of the Circle, any other cffice may

enter its outward foreizgn currency or rupee M.O. transactions (including

those of its B.Os) on a separate sheet of the journal of M.Os issued.

EXCEPTION 2.—In H.0s, the M.O. Asstt. should compare the carbonic
copies of the receipts granted to the remitters with the entries in the S.O.
dzily journal of M.O. issued in accordance with the instructions laid down
in Tule 20.

92. Advices of payment fer ountward foreign currency and rupee
AM.0:.—(1) The remitter of a foreign currency or rupee M.O. in respect
of which an advice of payment is available (See P.O. Guide Part 11)
is required, if he wishes to obtain an advice of payment of the order,

to pay a fee of twenty (20) paise which must be affixed in postage stamps_

to prescribed M.O. form in the space provided for the purpose. On
presentation of the M.O: at the post oifice of issue, the stamps should be
defaced by means of the date-stamp and ths words ‘“Advice of payment”
ghould be clearly written in full in red ink on the M.O. form. The

fact of an advice of payment havisg been paid for by the remitter should.

be noted by the entry of the letters “A P written across the receipt

for the remitiec and carboniszd an to the office copy, a record of the.

remitter’s name and addrass in full being also entered on the face of
thie office copy in the blank space at the top of the form, The M.O.
should thea be forwarded in the usual course to the office of exchange.
The oifice of payment will in due course despatch an advice of payment
direct to the remitter in frdia.

{2) When the remitter of a M.O. to any of the couniries or places
ceferred to in the above paragraph applies, after the issue of the M.O.,
for an advice of payment, he is required to present a writien applicaticn

Il

- - E
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for the purpose to the post office of issue and to pay tie prescribed fee
of 20 paise. The application should show (a) the name and address
of the remitter, (b) the name and address of the payee, (c) the amount
of the M.O. and (d) the No. and date cf the M.O. receipt. On
presentation of the application, the office of issue should trace the M. 0.
in the book of M.O. receipts and record the full name and address
-of the remitter, together with the remark ““Advice of payment applied
for on (date)” on the face of the office copy of the M.O. receipt. The
fee realised should be converted into postage stamps of equivalent value.
which should be zffixed to the application and be defaced with date-
stamp. The application should then be forwarded to the ofiice of
exchange in an unregistered cover. An advice of payment. duly com-
pleted, will in due course be received by the Indian Office of issue,
which after checking it with the relative entry of the face of the office
copy of the receipt in the book of M.O. receipts and noting the date
of its receipt thereon, should send the advice out for delivery enclosed
in a postal service envelope addressed to the remitter. Such envelcpes
should be delivered as paid unregistered articles except that the
“Quarticulars of the advices made over to the postman for delivery should
be entered in the postman’s book and of those delivered at the window

should be recorded at the foot of the register of M.Os received.

Note 1.—The proceduye referred to in paragraph (2) will be
followed also when the remitter of a foreign M.O. telegraphed to the
Indian Office of exchange and payable in any of the countries or places
referred to in paragraph (1) of this rule wishes to obtain an advice of
payment of the order. ;

NoTE.—In the case of M.Os advised-to Ceylon acknowledgements
sigred by the payees will be received and disposed of in the same way as
those for inland M.Os.
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93. Preparation, examination and despatch of Bi.Cs— The outward
foreign currency and rupee M.Os issued other than those payable in
Bufrma should be prepared. examined and despatched in the same way
as inland M.Os except that the M.O. Check slips of the bundles eon-
taining such M.Os should be addressed to the postmasters '
of exchange concerned. In the case of outward foreign /:
despatched to the Bombay Office of exchange, the M.O. ch
be addressed to the head Asstt. Foreign M.C. Depari”}ht ('P§ﬁ ic),.
Bombay. \& v '

The procedure in the case of ‘M.Os payable in Burma is: the same,
except that they. should nct be impressed with the oblong M.O. stamp,.
the month stamp and the audit office stamp. Instead, the round M.O-
stamp should be impressed in the space below the space intended for the:
month stamp-

INWARD FomatGN CuRRENCY AND RUPEE M.Os

94. Documents prepared by office of exchange.—Inward foreign
currency and rupee, M.Os will be prepared by the offices of exchange,
and forwarded to the offices of payment. The value of the orders
experssedinforcign currencies will be converted at the rate of exchange
currency on the date on which such M.Os are converted into Indian
currency by the office of exchange concerned. The unpaid/void M.Os
when reissued will be paid at the rate at which they wer€ originalily
converted into Indian Currency-

g5, Payment of foreign jnward orcers.— (1) In the office of
payment, the particulars appearing in the M.Os received from the offices
of exchange will be written in the register of M.Os received and the
M.Os will be signed and stamped, and disposed of in the same way

. as inland"M.Os. The rules for payment of inland M.Os, except that

>

special forms are used.

S e
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(2) Inward foreign rupee M.Os issued in Sri Lanka be received
from offices of exchange eniered on the service M.O. forms M.0.-48(a)
and will be paid according to the procedure laid down for the payment
of inland M.Os the exchange office will maintain proper accounts of
service M.O. forms used for the purpose.

., (3) Whenever a foreign M.O. for an amount in excess of out
maximum limit for payment of inland M.O. is received, more than one
M.O. will be issued for the purpose of payment, keeping the amount
of each M.,O. with in our inland limit. This provision will also be
applicable in case of inward foreign M.Os rsceived on account of outward
foreign value payable/cash on delivery articles. .

66. Advices of payment for imward *foreign currency and rupee
M.Os.—(1) When the remitier has paid for advice of payment at the
time of issue of the M.O. the office of payment will receive the inward
currenicy or rupee M.O. form the Indian Office of exchange concerned
accompanied by an advice of payment (Form M.O.-11) addressed to the
remitter. The advice of payment should be presentec to the payee for
~ signature along with the relative M.O. form and after payment of the

M.O. the office of payment should despatch the advice of payment direct
of the remiiter. :

“ExceerioN.—In the case of M.Os advised by Fiji and Honglong
the office of payment will receive the inward M.O. form from the Indien
Office of exchange concerned accompanied by &n advice of payment
and a postal service cover addressed to the Suva Office of exchange in
the case M.Os advised by Fiji and thé office of issue in the case of
M.Os advised by Hongkonz. After- the M.O. has been paid and ihe
adyice of payment: has been signed the advice should be enclosed in the

cever 2nd despatched to the Suva Office of exchange or the office of issue
in Hongkong, as the case may be.

7(2) When the advice of payment is applied for after the issue of
the order, the office of payment will receive an advice of payment from
the Tndian Office of exchange concerned accompanied by a postal service
cover addressed to the office of issue. Afier payment of the M.O.in -
guestion, or after verifying that it has been paid, the advice payment -

\ -
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should be completed by the office of payment signed by the postmaster
and despatched in the vsual course to the office of issue enclosed in
~the cover received from the office of exchange for the purpose.

Exceprion 1.—In the case of M.Os advised by the Australian
«Colonies of New South Wales, Queensland, South Austiralia, Tasmania,
Vistoria and Western Australia, the advice of payment to be received
by the oifice of payment from the Indian office of exchange under
paragraph (2) will be to the address of the remitter of the M.O. and not
o that of the office of issue. ;

Exceprion 2—In the case of M.Os advised by Sri Lanka the
pavee's acknowledgements should Be returnzd to the Madras Office of

exchangs.

Exceerion 3.—In the case of M.Os sdvised by Fiji. the postal
service cover to be reccived by ths office of payment from the Indian
“office of exchange under paragraph (2) will be to the address of the Suva
a4ce of exchange, and nct to that of the office of issue in Fiji.

-

(3) In the case of an advice of payment required in respect of an
iaward “‘through® order (that in an order issued in a foreign couniry or
- place and adviced to India for payment through the mediam of another
foreign country; the advice of payment wiil be forwarded by the Indian
Dithice of exchiang? concerned to the office of payment pnaccompaniad
5y a postal service cover addressed to the office of issue. 1In suck: case,
+he advice of paymént should be signed by the payes in case of the
vind referred to in parsgraph (1) and by the puying postmaster in case
of the kind referrsd to in paragraph (2) and gespaiched to the Indicn
OFice of exchange concerned in a Postal service cover addressed fo the
postmasier of that office.

(4) In every case a record of the date on which an advice of pavinent
25 despatched should be kept in the register of M.Os received.
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#7. Certificate of payment for ipward foreign M.O. paid to the
sayee.—(1) Whenever a payee of a foreign M.O. desires a certificate of

payment in respect of a foreign M.O. received and paid to him in India

- he is required to present a written application for the purpose to the-

Dostmaster of the office of payme-i. The appliéatldn should show (a)
the name and address pf the payee; (b) the name and address of the
samitter (c) the amount of M.O. He should pay a ce acpording to the
following rates in postage stamps =

{i) Twenty Paise if applied at the time of payment of the Foreign

(") Fifty paise if applied for at any time after payment of tie
Order. = :

(2) The Postmaster will, after verifying “the corrcctness of the 2
payment of the M.O. grant the certificate in Form F.M.9.-11(a). The
fee paid by means of postuge Stamps should be affixed on the reverse
of thé office copy of ile certificate and defaced by means of the daie.
siamp. In respect of ceriificate applied_for after the daie of payment,
she post office should make sire aboJt the payment of the order by
making a referencs to the ofiice of exchange and/or the adudit office.

i3) >Th_e original copy of the ;ertiiicaie should be handed over to the
_payee duly date stamped snd sizued by the Postmaster.

{(4) The applications for the certificates of payment will be kept

an fecord in.a separate Guard File for a period of three years after the
Zzaue of the certificates.

REDIRECTION OF FOREIGN CURRENCY AND Ruree MONEY ORDERS

5. Redirection of _forei‘gig- M.Os.—(1) Inward foreign currency
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and rupee M.Os, should be sadirected in-the circumstances and acecording
to the procedure governing the reditection of inland M.Os.

(2) The redirection of an inward foreign M.Q. to a c¢ountry OfF
place outside of India, is subject to a fresh charge on account of com-

 mission at the tate of 1 per cent on the amount of the order. The

‘Indian Office of exchange to which the redirected order is forwarded,
will recover this charge by making a deduction from the amount of the
order and will advise a fresh M.O. for the balance to that couniry

-or place.

Nore.— In the exceptional case of redirection to a country or pface
onisids of India, of foreign M.O. originally issued in India but which
is re-advised by the country of payment to India for repayment to the
remitter, or for the repayment of which the remitter himseif has applied
the provisions of paragraph (2) will be applicable. '

99. Alteration of payee's mame.—If a request for changing the

name of the payee is received from the remiiter tlirough the foreign

posial Administration concerned, a fee in this rezard equal to a coms=
mission chargeable on M.Os in Inland Service should be charged from

the amended payee at the time of paymeat of the M.O., except in the
case of M.Os from Sri Lanka an:l‘ Ralaya.

The amount of fee to be recovered should be converfed intc
postage stamps affized on the reverse of the M.Os without being defaced,
passing suitable remarks against the entry of the paid order in the M.O.
paid list. The office of Exchange should ask the paying office by means
of a forwarding letter (specimen form ‘A’ given below) to recover befors
payment from the amended payse the amount of second M.O. com-
mission. A suitable nete to this effect should also be made by the office

of exchange on the body of the M.O. in red ink.

~ Similar action should also be taken by the Postal Accounts Office
through a forwarding letter (Specimen form ‘B’ given below) while
seissuing a void Forelgn M.O. to the paying office for payment to the
amended payee. :

k':
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{Specimen of the form of a forwarding letier to be used by the
Foreign Office of Exchange while sending Foreign Mongy Qrders,

to ¥he Paying Ofiice for payment to the amended payse) i—

DEPARTMENT OF POSTS, INDIA

- FreTn s
To
S Tar POSTMASTER,
No. ~ dated the &g
— Ne |
. M.O. No. -~ —Pated e ot
_FS '
Syb i————
. “FR z
Rs. ~on =

Referencs :
The M.O. cited abeve (zrtached herawith/on its receipt from fhe
Dostal Accounis ‘Office after re-issue) is to be paid to the revised payee.

< CRTAS 7
T Lo o e R

. as now desired by the remitter in the Foreign Country of origin.  Ag
pes Rule 99-A of Postal Manual, Volume VI a fee equal to a com-
M.Os in jnfand servics, should be recovered from «

sission chargeable o0& :
~ <hepayee as the time of payment and converted into postage stamp and
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affixed on the reverse of the M.O. passing suitable remark against the =5
entsy of the paid order ia the M.O. paid list. The date of payment
snd the actual amount paid to the revised payee may kindly be intimated
to this office. : : '

1/C. Office of Exchange

N6. - dated the :

Copy forwarded - for information to the Director of Account
{Postal). He _will kindly ce-issue the MLO. in favour of the revised payee
“detailed above and forward the re-issue M.O. 10 the'office of payment
after mzﬁsing a suitable TOi€ in red ink on the M.O. that the
spayzment to the ravised payes may be made only after the recovery of the

~ fresh commission as mention=d in the letter. : _
; 1/C. Ofice of Exchange

FORM ‘B’

: (Sbecimen of the form of 2 forwarding letter to be used by Postal
Accounts office, while re-issuing a void Foreign M.O. to the Paying,

Office for payment 10 ‘the amended payee) i—

From &

Director of Accounts (Postal),
Postal Accounts, Caleutta, Madras

To : o

Ta: POSTMASTER 5. .

NG L rie s civeses sumsons Dated oion rrmeenre

: FS

Sub e

- FR : --
] M.O. NOwcomrrres A....Dated.. e
for Rs. O cevesiiennsnnrormroe
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: The re-issued M.O. _particular'i:sed above is forwarded hefewitﬁ for
its payment to the revised payee e e e

cerenase > e R L

As per Rule 99 of the Postal Manual, Volurze VI, Part II a commission
of Rs. tue time of paymest which should be converted into posiage
-stamps and affixed on the reverse of the M.O, {ithout being defaced!
_passing suikable remark against the entry of the paid order in the M.O.
-paid list. s

= Directer of Accounts, (Postal)

i

“ UNCLAM= AND REFUSED FOREIGHN Monty ORDERS

13’9;‘ Unclaied and refzeed _{oreign M.Cs reated as 79-':?.&.—-
11} Foreign M.Os ‘that are unclaimed .of refused chorld be returncd,
nder the procedure prescribed in tule 75(3), by the office of peyment
.o the office of exchange by wiich the M.Os weig issved, so that each
such M.O. may be included 10 the first list of ¥° ¢ M.GCs sfter the date -
on which the M.O. pecame void. If appl +ion is made by the payee
“for. payment of a foreign M.O- ‘hiat has been returped 10 the office of
sxchange under tbis rale or if a foreige M.O. is received for payment.
after the end of the month following the month of -lssee, 1.2 if 1ts
period of carrgney has expired whilst in transit, cr if the pericd of
currency of & foreign M.O. in deposit has been allowed te expire anc
~paymaent is claimad by the payee, it should be deaait with according =
_the rules-relating to- inland” void M.Os. In 10 casc,‘kbwev’er, can &

~foreign inward M.O. be re-issued after six months ¢F its issue.

~(2) ¥f the payes of a M.O. issued Sri Lanka for payment iS
{pdia cannet be found, ile M.O. P.A should, prior to disposing of i
-ander this rule, place it in deposit, and send’ intimaticn at ence 10 the
Madras office of exchange Wilh & view to obtaining,if possible, frons
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the country of issue such further infc -mation in regard to {he payee as
may lead to the paymeni of the order. Pending ‘the result of this
reference, the order should not be treated as unclaimed under the above-

* rule, but if necessary, it should be detained under rule 65.

(3=When:a claim for the payment of an inward foreign M.O.
which has been treated as void is made by & persen other than the payee:
(even if he be the remitter Who might have come dowa to India) the
postmaster should make a reference to -the Indian omce of exchange
concerned, which office after being fully satisfied as 1o thz Senuincness:
of the claim will apply t¢ the Postal Accounts Office ot the re-issue off

the void M.O. e

161. Refond of value of ontwaid foreign M.O. to remitter.—
(1) If an outward foreign M.O. is treated as void in the country of’
payment or if the re-payment of an order is authorised by 2 foreiss
country; the office of exchange will issue an ordinary M.O. in favour
of the remitter for the rupee value of the original M.O. in the foray
prescribed for an inward foreign M.O. (Sterling Of TUPES, as the cas
may be). The M.O. will bear, in the place marked for the impression
of the oblong M.O. stamp of the office of issue, the impression of an
oblong stamp containing the letters R.P.O. (Repaid Postal Order) the
name of the office of exchange and the date of issue. After payment.
the M.O. will be treated as an ordinary. inwvard: foreign M.O.

(2) If it should ever happen that an outward ordes capnot be
adjusted by the office of exchange, oF if such-an order is intereepied by
the remitter, its should be redirecied fors payment 10 'remittér by ihe
omce of exchange to {he office issue, or 0 any other office swhare the:
remitter may be residing. A printed slip stould be pasted on the MC.
by the office of exchangz ctating briefly the reason for which the refund.
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{s made, and specifying the exact amount to be refun whether it is

simply the vaiue of the M.O. or both the value and commission. The

 office to which the M.O. is redirected should make the following entrics

tn manuscript at the top on fthe reverse of the outward M.O. and the -
signature of the remitter on re-payment and paying official of the paying’

"‘oﬁice should be cbtained in the proper place.

Received the sum specificd = Paid Me 0N cve e e s
on the reverse. :

Signature of the remitier oF Signatuze and designation of the:
thumb impression. - ~ffice who paid the amount

The date stamp of (he office of payz:ent shoutd zlso be jmpressed
on the reverse of the order in the space provided for the impression of
¢he round M.O. stamp of the office of exchange and the amount charged
in the appropriate journal of M.OS Paid [Form M.O-4 ot M.O.-4{z1.
The M.O. should be submitted to the Postal Accounis Office of the
office of issue with the paid list relating to that office. When it i -
necessary to refund {he commissicn. the amount of commission s’hould-
be rgfunded by a charge in the schedule of unclassified payment; [Eorm
A.C.G.-6(a)] supported by a separate v eipt ~ s

ForeioN AR MAlL Mox7Y OROTRS

i072. Tssue and payment of foreign air mail w.0s—{1) Foreigi:

air mail foreign currency ot rupee M.Os may be issncd by Indian?post
offices for payment in any foreign - country with whic" ab arrangemerii.’
exists for the exchange of air mail M.Os. Similari-. M.Os may be
fssued by any such. foreign couniry for payment at any Indian Post

Ofﬁcg.

,(.2) The limits of value and other conditions. laid down in the
foregoing rules relating to ordinary foreign M.Os apply in the case of”
- gir mail M.Os. = e : '

e = s e







CHAPTER III
TELEGRAPH MONEY ORDERS

INLAND TELEGRAPHIC MONEY ORDERS
GENERAL RULES

103. Definition of telegraphic M.O. and advice.— A T.M.O. is a
M.O., the amount of which is advised by telegraph by the post office
of issue to the post office at which it has been made payable. The
telegram advising the remittance is termed a telegraphic advice.

104. Urgent and confidential nature of work.—The work con-
nected with the issue and payment of T.M.Os is of an urgent and
specially confidential nature. It must never be delayed on account of
any other business in which the postmaster or the M.O. Assit. may be
engaged and postal officials are strictly prohibited from giving any
information whatever concerning the receipt or despatch of T.M.Os.

105. T.M.O. advice books.—(1) Telegraphic advices must be

prepared on the serially numbered forms in the prescribed T.M.O. advice
books are of two kinds, vz :(—

(a) (Form M.O.-21) printed on white paper fer inland and Indo-
Ceylon Telegraphic M.O. and

(b) [Form M.O.-21(2)] printed on unbleached paper for TM.Os
to all foreign countries (except Ceylong and Burma). These books must
always remain in the sole possession of the postmaster and no body
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should be allowed to have access to them, except the M.O. Asstt. when
he requires them for the purpose of preparing telegraphic advices.

(2) As soon as a T.M:O. advice book is ﬁhished, the first and last
Nos. of the advices contained therein and the period covered by the
dates of their issue should be noted conspicuously on the outer cover.

106. Information in Post Office Guide.—(1) The list of post offices
4in the P.O. Guide should be referred to whenever necessary, to ascerfain
the teleeraph station to which a telegraphic advice issued should be
addressed. If the office of payment is not a telegraph staticy, the
telezraphic advice should be addrcssed to the telegraph station by which
the office of payment is served.

(2) If the office of issue is not at a telegraph station; the T.M.O.
advice should be forwarded to the office-in-charge of the Telegraph
Office by registered post, the cover containing the T.MIC. advice being
ciearly containing the T.M.O. advice being clearly superscribed “T.M.O.
advice” The post ofiice at the station where the telegraph office is situated
should pick out such T.M.O. advices received with the registered list
-and make arrang=ments to deliver them to the telegraph office threugh
a special messenger,

EXPLANATOIN.—By ‘lciegraph station™ is meant a station where
there is a departmental telegraph office, a combined post and telegraph
-office. Z

Issue OF TELEGRAPHIC MGNEY ORDERS

197. Presentation of T.M.O.—(1) WWhen a T.M.O. is presented
for issuie, the M.O. Asstt. should see that the particulars to be filled
in by the remitter are properly and clezily entered in an inland M.O.
form with the words “By Telegrajh Express” or “By Telegraph

- Ordinary”, as the case may be, written across it and further see that no
abbreviated address or code name of the payee is used. For the purpose
of calculating the telegraph charge on the T.M.O. the M.O.P.A. should
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first prepare a rough copy of the telegraphic advice in accordance with
the instructions given in rule 109 adding at the end of it any private
communication that may have been written by the remitter on the
coupon. The telegraph charge, which should be calcudated in accordance
with the instructions contained in rule 328 plus the prescribed supple-
mentary fee and the amount tO be remitted should be taken from the
person who presented the order and 2 receipt should be granted to him
out of the book of M.O. receipts [Form M.O.-1 or M.O.-1(s)], but the
following additional entries should be made on.the receipt and reproduced
on the office copy of that document :—

(a) The words “By Telegraph Expresé” or “By Telegraph Ordi-
nary”’, as the case may be, followed by the amount (in figures)
of the telegraphic charge realised.

(b) The hour at which the M.O: is presented.

(c) .The words ¢including supplementary fee”” should be written
below the word ““Co=” mission”.

(2) If the remitter of a 1.M.O. writes only the words “‘BY telegraph”
across the form of M.O. presented by him, without adding the word
““Express’’ Of «Qrdinary” to denote the class of the telegram for advising
the remittance, the T.M.O. should not be refused on that account but
should be classed, and charged for, as “QOrdinary”’.

(3) In cases where the remitter of a T.M.O. finds the space afforded
by the coupon of the form of M.O. insufficient for the private message
which he wishes to have telegraphed to the payee, he may be allowed
to continue the message OO one or both sides of a piece of paper {0 be
pasted by him to the lower edge: of the coupon, provided that the size of
the piece of paper does not exceed the size of the acknowledgment and
coupon taken together.

(4) If one or more -reply-paid telegram forms are presented in
payment of the telegraph charge on a single TM.O., they should be
ccepicd in lieu of cash after being serutinised to see.
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—

(a) that they bear clear impression of the name and date-stamps
of the office by which they were issued,

(b) that they are signed in ink by 2 telegraph official,
(c) that they are presented within two month from the date of

issue, and

(d) that the value and other particulars required on the back of
the form have been properly entered.

108. Caiculation of telegraphic charges.—(1) The telegraph charge
on a telegraphic advice shculd be calculated at the rate applicable 1o
private telegrams of the class concerned for the actual numbers of words

~ used in the advice.

(2) The following are counted as one wbrd only, irrespective of the
actual number of words which they may contain :—

(a) The name of the telegraph office of destination.

(b) The name of the post office of issue.

(c) The naﬁe of the post office of payment.

(d) The name of the locality where the payee resides.

(e) The amount of the T.M O. written in both words and figures.

(3) Words by an apostrophe and words joined by a hyphen are
counted as so many separate words. Combinations or alterations of
words contrary to the usage of the language are not admitted. The
following may, however, be Written as single words, without -either
apostrophe or hyphen :

(a) The names of towns and chuntries.
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(b) Family names of one and the same person.

(c) The names of places, squares, streets and any other kind of
public place.

(d) Integral and fractional numbers written in words.

(¢) Compound words.

e (4) Figures are charged for at the rate of five digits to a word,
each group being charged for separately. Bars of division or other signs

.count each as a digit.

Examples
89103 (5 characters) 1 word.
2-8 (3 = ) { word.
2242-8 (6 5 ) 2 words.
18 (2 5 ) 1 word.

(5) Every word containing more than 15 leiters should be counted
-and charged for as two words. 5

(6) Names of places, persons, and titles are counted as written by
the sender, but the sender may be helped to join such mames in accordance
with the usage of the language, s0 as t0 reduce the charges.

Examples
False Point - 2 words.
Falsepoint 1 word.
Parsi Bagan s 2 words.

Parsibagan -1 word.
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Mechua Bazar 2 words.
Mechuabazar = word.
Bowbazar Street 2 words.
Bowbazarstreet [ werd.
Budhwar Peth 2: worgds.
Budhwarpeth 1 word.
Lieut-General 2 words.
Lieutenant general 2 words.

(17 letters)
Lieutgeneral 1 wos L.

(7) The following examples of counting the numter of chargeable
words in inland T.M.O. advices and calculating their cost :—

Example 1
Chargeable words

Ordinary Express
From (Telegraph office of origin)— 3

Ambala . Free Free
To (Office of destination)—
New Delhi 1 1

1 2 3
Text. DI 239 Ramlal

4
Seventynine 79
5 -
Statesman ; 5 5

Private communication to payee—

1 2 3 4 _ :
Letter posted Await arrival 4 4
Total No. of chargeable words 10 10

The private communication is not charged for in this case as the
total number of words does not exceed 10.
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Example 2

Chargeable words
e

Ordinary  Express
Free Free
~
1 i
9 9
2 D
12 12

From (Telegraph office of Origin)—
Calcutta
To (Office of destination)—
Bombay
1 2 3 4
Text CA 253 Bepinbehari Das
5 6 7
Fifty (50) Ramchandra Bose
8
Shopkeeper Newbazar
(Private communicatien to)—
1 2
Quite well
Total Chargeable words
Example 3

Chargeable words

Ordinary Express No. 1 Post office of

From (Telegraph office of origin)—
Katwa

To (Office of destination)—
Shahadara Delhi

Free

payment

No. 2 Telegraph
office of destination

Free
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liggse), 3 4

Text CA 253 Jadunath Banerji 2

5 6 7

Post Dainhat Two Hundred Fifty 250 -

8 9
Nagendranath Mitra
10 1§ 1
Shopkeeper Newbazar

4Private Communication to payee)—

1 el A=5S 6
In full payment of all due

Total chargeable words

———— e S

Example 4

Chargeable. wqrds

Ordinary Express

#rom (Telegraph office of crigin}—

Bangaloere Free
To (Office of destinatics —
1 2
Puklita Sarai Jauspar
1 2 3 4
Text MS 253 Puranchandra Gurta
%) (0]

Post Cavalry Road
7

Three Hundred Sixty-Five 355

No. 6 post office of
issue

No. 1 post office of
payment
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8 9 10 No. 2 teiegraphfoffice
Ramaabaator Singh Shopkeeper of destination

ii 12 i3 14
42 Bansi Babu’s Lane

15 No. 6 post office of
' issue
Rayar Chawk 15 15
{Private communication to payee)
1 2 3
Come first train A 3 3

Total chargeable words 20 20

105. Preparation of telegraphic advice and postal confirmation.—
{1) A telegraphic advice should then be prepared in the inland T.M.O.
advice book (Form M.O.-21), in triplicate by means of carbonic process.
Fhe text of the advice should consist of the following items which must
‘e entered in the order in which they are given below :—

(2) Abbreviated name of Home Postal Accounts Office, (i.e. “C.A.”
for Calcutta, “DI”* for Delhi, “MS” for Madras, “NP” for
Nagpur, “K” for Kapurthala and “MH”’ for Hyderabad).

{b) No. (taken from the book of M.O. receipt).
{c) Remitter’s name,
(@) Name of the H or S.0, of issue preceded by the word “Post”’.

(e) Amount of the T.M.O. in words, written in capital letters,
withiout the words “Rupees” er the abbreyiation R’ entered:
before it.
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(f} Amount of the T.M.O. in figures, without the word “Rupees”
or the abbreviation “R’’ entered before it.

(z) Payee's name and address.

(h) Private communication (if any) from the remitier fo the payee.

(2) Specimens of advices are given at the end of this paragraph.
Attention should elso be paid to the following points in preparing
advices i—

(a) Advices relating T.M.Os payable at B.Cs should always be
addressed to the telegraph office of the account office.

(b) The name of the post office of payment should be entered
in the “Address to”, followed by that of the telegraph office
of destination against the entry “To (Office of destination)”,
thus, To (Office of destination) Shahadara (non-combined
S.0. of payment), Delhi (telegraph Office of the destination).
If there are two telegraph offices of the same name 3s the
telegraph ofiice of destination, the name of the State or district
should be added after the entry of the name of the telegraph
office in the T.M.O. advice. In cases ia which the names of
the post office of payment and of the telegraph office of
destination are the same, the name should be written only
once to indicate both the post office and the telegraph ofiice.

{c) TIn cases in which the name of the post office of issue and of
the telegraph office of despatch are the same, no entry should be
made in the telegraphic advice of the name of the post office
of issue.

4d) In entering the name of the remiiter and the name and address
of the payee in telegraphic advices, care as “Messrs™ before
names of firms and “No* before the figure of figures denoting
the No. of house in a strest. The address of the payees must
contain all the particulars necessary to ensure his being found
without search or enquiry. In the case of large towns, the
name of the street and the No. of the house must be given,
or, in the absence of these particulars likely to help in tracing
him at once must be specified.
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(¢) The private communication must b

e written below, 'but

separated from, the next of the telegram, the signal of separa-
ot . I Iy L X ) being given between the text of

telegram and the private communication.

tion (...

Specimen Advices

€))

(2)

3

T.M.O. issued from an
office (H or S) at a
telegraph station pay-
able at an coffice (H or
S) 'zat. A telegraph
station.

To Bombay

{Abbreviated name of
the  Home Postal
Accounts Office) 253
Jadunath Dey FIFTY
50 Kailash
Bose, Shopkeeper, New
bazar (Private com-
munication if any)

Chunder

T.M.O. issued from an
office (Her §) at a
non-telegraph station
payable at an office (H
or §) at a mnon-tele-
graph station.

To Shahdara

(Abbrevicted name of
Home Postal Accounts
Office) 253, Jadunath
Dey Post Shyamnagar
FIFTY SO Kailask
Chunder Bose, Shop-
keeper, New bazar
(Private comimunica-
tion if any)

T.M.O. issued from an
office (H or 8) at a
non-telegraph  station
payable at an office (H
or S) at a telegraph
station.

Delhi To Rishra

{Abbreviated name of
Home Postal Accounts
Offices) 253, Jadunath
Dey Post Derapur
FIFTY 50 Monighosh,
Post Mahash (Private
communication if any)

(3) The amount of telegraph charges recevered in cash should be

transferred to the Signaller along with the

T.M.@. advice.

The Signailer

will issue a teceipt in RE 49 to the M.®. Asstt. who will paste the
the T.M.O. adyice retained by the Post Office.

same on the back of

The No. and date of receipt

granted by the Sigraller should be noted on
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the original of the T.M.O. advice by the Signaller himseif. The
reply paid telegraph forms in payment of the relegraph charges if any
should be attsched to the original of the T.M.O. advice sent to the

telegraph office.

(4) The telegraphic advice and postal confirmation should be
placed with the M.O. form presented by the remitter before the post-
master, who will :—

(a) compare the copies of the advice with the M.O. and see that the
T.M.O. advice is correctly prepared,

(b) sec that charges collected including the reply paid telegraph
forms aitached represent the correct chaige and verify the
amount as noted on the office copy of the M.O. reccipt.

(c) Examine after issue of the T.M.O. that the receipt for the
tele;raph charges in form M.R.-49 as given by the signaller
has becn pasted on the back of the duplicate copy of the
T.M.0. advice, and enter therein 2s well as on the postal
confirmation copy of the advice, the number and date of the
receipt, under his initials.

The postmaster will then sien all the three copies of the advice finally,
the documents should be stamped with the round M.O. stamp.

(5) The postmaster must carefully examine the T M.0. advice
book before signing a T.M.O. advice and satisfy himsself that an advice
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has mot already been issued for the T.M.O. placed before him. This
check is specially necessary in offices which have long hours of business,
or when different clerks are in charge of the M.O. branch during the
day, or when the deputy postmaster is authorised to sign T.M.O. advices
during the absence from duty of the postmaster.

NoTte.—When a T.M.O. issued appertains to the month of account
following that in which it was actually issued, the first three letters of
the month of account should be entered in the telegraphic advice after
.the No. of the T.M.O. as shown in the specimen below :

“(Abbreviated name of the Home Postal Accounts Office) 842 Nov.
Jadunsth Dey post Derapur FIFTY 50 Kailash Chunder Bose
shopkeeper, New bazar (private communication, if any).”

110, Adjustment of short or excess realisation.—(1) In cases of
short realisation of telegraph charges, @n undercharge memorandom
ill be received along with the duplicate or lower COpYy of the T.M.O.
advice from the telegraph office by which the advice was issue. OB
receipt of this memorandum, the postmasier should at once recover the
amount of the vndercharge from the official in fault and send it direct 10
the telegraph office, together with the particulars of the TM.O.ina
cover which should be registered on service when the telegraph office
happens to be at different station. The latter office should send the
receipt which should be pasted to the memorandum and filed with the
office copy of T.M.O. advice kept in the Post Office.

(2) In cases of overcharge, no refund will be allowed except on
the written application of the remitter of the T.M.O. when such an
application is received, the postmaster of the office of issue, if it -is_a
a combined office, should himself grant the refund under the
prescribed procedure. If the coffice of issue is not a combined office;
the postmaster should forward the application with the particulars of the
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T.M.O. in question to the telegraph office which issued the -advice. If
the latter office is not at the same station as the former, the application
should be sent through the post office at the telegraph station. On
receipt from the telegraph office of a memorandum authorising . the
refund, the amount of overcharge should be paid to the remitter.

11i. Despatch by office at telegraph station.—(1) In the case of an

office situated at a slation whe & there is @ Government telegraph office the
original and duplicate copies of the telegraphic advice should be detached
from the T.M.O. advice book and sent to the telegraph office in a T.M.O.

envelope (Form M.0.-27) which should be marked “Express’ O
“QOrdinary’’, 2s the case may be, each pair of advices teing enclosed

in a separate envelope. When the office of the issuc is itself mot a
telegraph office and the telegraphic advices have to be forwarded to the
telegraph office in the station, the despatch should be made throngh-
special messengers.

(2) The telegraph master (or the telegraphist in charge of the
telegraph oflice) will fill up, sign and stamp ‘both copies of the tele-
graphic advice, retain the original copy and return the duplicate m 2
closed cover to the address of the postmaster, who should have it pasted
in the T.M.O. advice book.

(3) The third copy which constitutes the postal confirmation should
be detached and sent in an uaregistered COVeT to the H or 5.0. of
payment O office of exchange concerned simultaneously with' ‘the
despatch of the T.M.O. advice to the selegraph ofiice. Each postal
confirmation should be enclosed in a separate COVEL mack= | “Postal
confirmation’” in red ink. In the case of postal confirmations addressed
to the post offices shown in appendix 7 of Classified list of Indian Fost
Offices for which town delivery sorting is done by the R.M.S. the full
address of the payee, as written on the postal con@rmation, should be
copied on the cover in which it is to be enclosed.

(4) In the case of a combined office, the eoficial in charge of the
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clegraph branch will perform the duties of the telegraph master for the
purpose of this rule.

3112. Despatch by office at non-telegraph station.—In the case of
an office situated at a station where there is no Government Telegraph
Office, both the original and duplicate copies of the telegraphic advice
should be despatched by first mail registered on service to the office
in charge of the telegraph office which serve the post office of issue duly
superscribing the word T.M.O. advice on the registered cover. The
post office situated at the station where the telegraphic office is situated
will transfer the cover to the officer in charge as quickly as possible
throngh a special messenger. The officer in charge of the telegraph office
will fill up, sign and stamp both the copies of telegraphic advice, retain
the original copy and return the duplicate to the office of the issue
(by service Registered Post) which should have it pasted in the relevant
T M.O. advice book.

(2) The postal confirmation should be forwarded to the office of
exchange as the case may be by unregistered post immediately after the
despatch of T.M.O. advice to the telegraph office.

(3) If the despatch of telegraphic advices as ordinary services
registered letters is likely to cause delay in their disposal in the office
of receipt, the service registered covers containing the advices should
be forwarded in a telegraph bag., These envelopes should be entered
in the registered list which accompanies other registered letiers, but a
note should be made at the foot of the registered list, explaining that
the articles have been sent separately in a telegraph bag. The telegraph
bag should be sent outside and treated as an unusual mail. :

113. Disposal of T.M.O. filled up by remitter.— When the tele-
graphic advice has been despatched, the M.O. Asstt. will cross ount in
ink the upper portion of the M.O. for, fill in the No. and date of the
M.O. write the name of office of issue immediately before the No.
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and sign the M.O. form in the proper place. No other entries will be
made in the form nor must it be stamped -with the month stamp, the
oblong M.O. stamp and the Postal Accounts office stamp. The
acknowledzgment and the coupon, without being separated from each
other, will be cut off from the M.O. form and pasted along the upper
=dge of the reverse side of the copy of the corresponding advice in
the T.M.O. advice book, whether there is any private communication on
thecoupon or not. The remaining portion of the M.O., after it has been
examined and signed by the postmaster, will be put aside for despatch
with the list of M.Os issued in which it is entered.

114, Tssue of T.M.Os during closed hours in telegraph office.—
{1) The conditions governing the issue of a T.M.O. from a post office
at a telegraph station during the hours when the post office is open for
the purpose but the telegraph office of despatch of the telegram office
of destination or an intermediate office is closed, will be found in
Section I of the P.O. Guide.

(2) In such cases, the T.M.O. should be accepted but if it is
“intended that the telearaphic advice should be despatched at once the
remitter must mark the telegraphic M.O. “Express” and pay the
prescribed extra fee. Information as i@ +he working hours of telegraph
offices will be found in Section 1I of Vol. 1I of Telegraph Guide.

(3) In cases in which an exira fee is realised, the entry ““Extra
fee (amount of “fee in words)” should be made across the M.O.
receipt, before it is detached from the book, in addition to the other
entries prescribed. The entry “Fxtra fee (amount of fee in words)”
should also be written below that space on the advice and re-produced
by carbonic process on the lower copy. The advice, which in order
respects should be prepared in the usual way should then be despatched
-without any delay.
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(4) When the extra fee or a portion of it has to be refunded to the:
remitter, the following procedure should be followed :—

(a) If the telegraphic advice concérned was sent to a departmental
telearaph office for despatch, the telegraph master of that

office will send the amount to be refunded to the postmaster

in cash. The postmaster should repay the amount to the
reimitter on his signing a receipt for it. This receipt should
then be filed with the office copy of the telegraphic advice.

(b) If the telegraphic advice was prepared in a combined post
office, the postmaster should refund the amount on lis owm
authority as prescribed by the rules.

115. Issue of duplicate telsgraphic advice.—On receipt of am
Intimation by telegraph fhat a teiegeaphic advice has not reached the:
office of payment, the oflice of issus must repeat the advice itf an ordinary
service message, adding the word “Duplicate” as the last word of the
text of the message. Lhe postmasier must also at once report the
mis-carriage of the original advice to the Superintendent of Post Offices
who should ascertain the disposal of the original advice by enguiries from
the concerned offices and take suitable notice in case of loss of the
piessage or its mis-carriage.

Note 1.— If intimation of loss, ora complaint regarding non-payment
of 2 T.M.O. is received by the oifice of issue otherwise than through
the office of payment, the postmaster should satisfy himself by telegraphic
seference to the office of payment that the order has not been paid-
He should also satisfy himself by carefully examining the journal of
M.Os issued, the register of T.M.Os advice book that the T.M.O. has
pot been paid to the remitter. A duplicate advice should then be
prepared as prescribed in the rule above or the amount of T.M.O. shouid
be repaid to the remitter, as case nay demand.
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NoTE 2.—When a duplicate advice is issued the fact should be
noted on the original relevant advice in the T.M.O. advice book.
Before a request for the issue of a duplicate advice is complied with,
the original advice should be examined to ascerlain whether a duplicate
has already been issued or payment has already been made to the
remitter. A second duplicate must not be issued, unless and until the
1oss of first duplicate before payment has been clearly established.

Note 3.—See rule 42.

116. T.M.O. received from B.Os for issue.—T.M.Os received for
4scue from B.Os in direct account with the office will be made over
under receipt by the sub-account P.A. to the M.O. Asstt. together with -
cash or reply-paid telegram forms representing the cost of the telegrams
for the T.M.Os. These will be dealt with as if the orders have been
presented for issue at the account office, except that the M.O. reccipts
for the remiiters which wiil be prepared in the same way as those for
ordinary M.Os received from B.Os for issue will be made over to the
sub account Asstt.

117. T.M.Os issued by S.0s.—(1) For any date on which T.M.Os
are issued by a S.0. particulars of the issues .will be entered in the
S.0. journal of M.Os issued. The carbonic copies of the receipt given
to the remitters, together with the M.Os filled up by the remitters
without the acknowledgments and coupon portion will be submitted to
the H.O. with the daily journal of M.Os issued. See rale 113.

(2) In H.Os, the M.O. Asstt. should compare the earbenic copies
of the T.M.O. receipts with the entries in the list.
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118. Eniries in journal of M.Os issued.—(1) The particulars of
T.M.Os issued by the office and the B.Os in direct account with it
should be entered in the journal of M.Os issued in the same manner a5
particulars of other M.Os issued, the amounts being entered under the
head “‘Commission” sheuld be the postal fees (inclusive of the supple-
mentary fee) only, exclusive of the cost of telegrams.

(2) The T.M.O. advice book, the M.Os and the entries relating
thereto must be examined daily by the postmaster, in a manner similar
to that prescribed for ordinary M.Os and the T.M.Os should then be
signed by him. In carrying out this examination, the postimaster must
see that the amount of the telegraph charges as shown in the office copy
of the M.O. receipt agrees with the amount of telegraph charges
‘mentioned in the receipt granted by the signaller and pasted on the back
of the office copy of the T.M.O. receipt.

ExcrrrioN.—Whenever conveniest, a Presidency office, or under the
orders of the Head of Circle, any other office may enter its own T.M.O.
issues (including those of its B.Os) on separate sheets of the jourmal of
M. Os issusd.

Norte—If a T.M.O. 18 issued by an office on a working day after
the journal is closed or if all T.M.O. is issuec by an office on a Post
Office holiday, the only record of the tramsaction will be the entry in
the book of M.O. receipts. The issue should be shown in the journal
of M.Os on the following working day and included in the total for that
Aay, but the actual date of issue must be entered in the journal.

PAYMENT OF TELEGRAPHIC MONEY'ORDERS

119. Receipt of telegraphic advice from telegraph office.—A
‘Goyernment telegraphi office receiving a telegraphic advice will send out
a copy of it for delivery to the postmaster of the office of payment,
% the latter is situated within the free dclivery radius of the telegraph
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office, otherwise, the advice will be delivered te the lecal post office
for onward transmission by post to the post efiice of payment. If the
names of the post office of payment and of the telegraph office of
destination are the same, the advice will iivariably be delivered to that
particular pest-office which bears the same name as the telegeaph office.
The advice will be received enclosed im a cover witk the No.
of the telegram entered in the peon’s delivery receipt. Against this-
entry, the pessmaster should impress the date-stamip and netc the time
of receipt wnder his initials. The advice must be earcfally oxamined by
the postmaster to see whether it is signed by the receiving telegraphist
and by the telegraph master and. if any discrepancy exists, emquiry must
be made by telegraph from the office of issee, and intigagtion of the
error must also be given to the Head of the Cirele. The same procedure
will also’ be followed in combined offices in effecting the delivery of
telegraphic M.O. advices except that the advice will bear only the
signature of the receiving signaller and need not be enclosed in cover.

Note 1.—In the exceptional event of a telegraphic advice being
received direct from the local railway telegraph office, instead of the
Government telegraph cffice, a receipt should be given to the railway
telegraph office and the telegraph advice should be forwarded to the
Government telegraph office, whence it will be returned to the post
office in the manner described above.

Notg 2.—A T.M.O. advice addressed to a local combined office
i.e., to a combined office at a place where there is more than one
telegraph office and received at the Central telegraph office during hours
when the combined oliice is closed, will be held over in that office
and sent to the local combined office when it opens next unless late fee

is paid.

120. Disposal of telegraphic advices for onward transmission by
post.—(1) Telegraphic advices received from the telegraph office for
onward transmission by post will be forwarded by first mail to destination
in a service cover after noting on the cover the serial no. of each T.M.O.
Advice enclesed in the cover.
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(2) In H.Os in all cases in which advices are payable at S.0O. it
will be the duty of the head postmaster with which the 8.0. is in account
to see from the last daily account received from the S.0. thatitis
provided with funds for the payment of the telegraphic advice, and, if
mot, to provide it with funds.

121. Entry of telegraphic advice in register of telegraphic M.Os
received.— (1) Particulars of each telegraphic advice received for payment
{Whether at the office or at a B.O. in direct account with it) should,
before it is made over to the M.O. Asstt. for the preparation of the
“T.M.O. receipt, be cntered by the postmaster in the register «f T.M.Os
-received [Form M.O.-3(a)]. The date of esch day’s transactions should
‘be written on the line immediately above the eniries relating to these
transactions. Telegraphic advices should be numbered in consecutive
saries which should bagin every month or every year as may be decided
by the Supdt. or first class postmaster.

(2) A service message; issued under rule 115 should be treated as
a telegraphic advice for payment. In order to guard against the double
-payment of a T.M.O, in the event of the original advice being received
after payment of the T.M.O. has been made cn the duplicate advice,
the M.O. Asstt. should for onc week keep a careful watch over all
“T M.O. advices received and check them with the special register
prescribed in rule 139(3).

(3) If a felegraphic advice is received for payment on a Post Office
holiday or on a working day after the journal is closed, it should be
entered at oace, against the date of receipt, in the register of T.M.Os
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received. If the ameunt is paid on the day of receipt, the payment
should be shows in ke journal of M.Os paid on the following working
day and imeluded in the total for that day; but the actual date of payment
should be moted both in the register and journal. The signed T.M.O.
receipt or if, unpaid, that T.M O. receipt and its amount must, as @n
absolutz rwle, be returned to the M.O. Asstt. OT, in his absence, tO the
postmaster by the postman ol the day of receipt before he finally leaves-
the office for the day and obtain his signature in the register.

(4) When a T.M.O. is not given out for payment on the date of
receipt or having been given out IS retarned unpaid and is re-issued
for payment, a fresh entry of it should be made in red ink, in the
register under the date on which it is issued or re-issued, as the cass
may be, and a note “Re-entered on (date)”’, should bz made against the
last previous eniry of the order. When any such order is paid 0Of
otherwise disposed of, the mecessary entries showing the disposal should
be made against the last red ink entry of the order in the register. The
entries relating to the dates on which confirmation is due, 01 which it
is actnally received, and on which reference is made for overdue
confirmation, should, however, be made against theore-ical entry of the
order in the register.

(5) The procedure laid down in rule 50 should be followed in
dealing with T.M.Os in deposits except in the case of T.M.Os which
should, be re-issued for payment on Post Office holidays other than
Sundays.

123. Telegraphic advices received by post.—(1) When the office
of payment is at a non-telegraph station, telegraphic advices for payment
will be received by post in a service cover from the post office at the
telegraph station by which the office of payment is served. A telegraphic

Ao N e e e L ot 1 s tha nactmacter 0 sec
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that there is no error in it, and then dealt with in the manner prescribed.
for those received by telegraph. The covers in which the advices are
received, should be attached to the original ‘advice and retained for i8
months and then destroyed along with the latter.

123, Preparation of T.M.O. Receipt.—(1) The M.O. Assit. will
prepare a T.M.O. receipt and acknowledgment (Form M.O.-24) (o be
signed by the payee, being careful correctly to enter therein the nane
of the office (H or 8) of issue, and, when the office of issue is a 8.0.,
also to write the name of its H.O. in brackets, after the name of the
S.0. in the upper (or “Receipt’”) part of the form. He must enter in
bold capital letters before the No. of the M.O., the abbreviated name
of the Home Postal Accounts Office as shown in the telegraphic advice
and should transcribe, on ihe space provided below the acknowledg-
ment, any private communication from the remilter to the payee alooZ
with the name of the remitter and of the office of issue wiiich appears.
in the telegraphic advice and impress the date stamp on the space provided
in the coupon portion. The entries to be filled up by the M.O. Asstt.
in the T.M.O. acknowledgment will be the No., date and amount of
{he order on ome side, and the names of the remitter and post office of

jssue on the other side. The place for the address of the remitter will
have to be left blank.

* (2) The T.M.O. receipt and acknowledgement and the telegraphic
advice, with the register of T.M.Os received, should be placed before
the postmaster, who should impress the round M.O. stamp in the
place provided for the purpese on the receipt after comparing the entries:
in the receipt and acknowledgment with those in the telegraplic advice:
and the register of T.M.Os received and satisfying himself that the
amount is correct and that private communication (if any) has been
correctly transcribed in the receipt. The postmastier will also be
responsible for seeing that the names of the office of issue and its Homs
Postal Accounts Office have been correctly entered in the receipt before
he stamps it. The T.M.O. receipt and acknowledgment will then be
retured to the M.O. Asstt. along with the register of T.M.Os received.
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(3) As the limit of amount for payment'by a single postman
‘prescribed in paragraph (1) of rule 26 includes T.M.Os as well, the
“instructions laid down in paragraph (2) of that rule should be ;nteuded
+o and the necessary precautions should be taken by the postmaster
before T.M.Os are issued for payment.

Note.—It is of the utmost importance that the name of the H or
5.0, which actually issues a T.M.O. advice, should be correctly and
iegibly entered in the T.M.O. receipt. If, to rectify errors in this
respect, it becomes necessary to issue telegrams, the appropriate punishing
authority shall determine whether the cost of the telegram should be
recovered from the official or officials at fault.

124. Payment of remitance.——(l) The M.O. Asstt. should noie
in the register of T.M.Os received opposit the entry of the telegraphic
advice, the amount of the T.M.O. receipt, in words and figures, and
+he name of the postmen or trustworthy office messenger (who may be
a packer, letter-box attendent, Of mail attendent by whom payment is
to be made to the payee gt his residence. The T.M.O. receipt and
acknowledgment should be handed at once to the postman, OT MESSENZET,
who should be required to sign for the document against the entry

of the telegraphic advice.

In the H.Os, the register of T.M1.Os received should then be sent
to the treasurer, who will pay the postman, Of messenger, the amount
noted against his name in the register, and require him to sign for the

amount, in words and figures, 10 the rtegister. The amount given to

¢he postman Of messenger will be entered in the treasurers’ cash book

«{Form A C.G.-2) and should be attested by the initials of the M.O.

Asstt. in the same mauner as the amounts ‘made OVer to postmen for

payment of ordinary M.Os.

(2) 1f payment is to be made {arenph a village postman, the T.-M.O.
—receipt 2nd acknowledgment sheuld be made ever to the sub-account

_ Asstt. the money to pay the value of the T.M.O. will be obtained by
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examine them 10 S€€ (hat they have peen property stamped bY the S.08
and duly receipied, and that the correet amounts have been paid. The
€.M.O. receipis <hould be put aside for despatch 18 {he Postal Accourts

Offices concerned with the S.0. journals of M.Os paid.

431, Entries in journals of %:.0s paid.—(1) The particulais of
T M.Os paid by the office and the B.OS in direct ascount with it should
be entered in the journals of M.Os paid in the same manner as particuiars
of other M.Os paid, tie amount being entered i the separate columnt
provided for this purpose. The T.M.O. receipts and the entries relaling
thereto should be examined daily by the postmaster, s accordance with
ghe instructions in rule 49

(2) Special care must be taken f0 enter T.M.Os jn the appropiiate
joursals of M.Os paid, and for this purpose they shoull pe sorted
according o Postal Accounts Offices, reference to the gbbreviaied nawe
of the Pestal Accounts Office of the (origin’a&) office of jesuc as shown
jmmediately before the No. in gach tclegraphic advice: The office of
payment should be guided by the entry of the month of account in the
advice in sorting telegraphic advices according to the monid of 1ssue-
See also Note below rule 109 -

EXCEPTION.——WheﬂeVEr convenient, 2 Presidensy office, OfF under
the orders of the Head of the Circle, apy other office may enter its OWR
T.M.O. payment (including those of 1ts B.0s) o8 geparate sheets of
journals of M.O¢ paid.

i32. Disposai of T.M.O. acknowledgments.—-(l) The TM.C.
acknowledgments pertaining 10 payments made at the office and the
B.Os in direct account with it, should be placed before the postmaster
4n the same Wway as the acknowledgments relating o ordinary M.Os,
and, eafier the postmaster Las satisfied nimself that there is an
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office, the T.M.O. receipts and acknowledgments should be made over
to the sub-account Asstt. 10 be sent to the B.Osin the same manner
as ordinary M.Os for payment by B.Os. In the telegraphic advices
amount to more than Rs. 1000 in one day for payment to any person,
the instructions contained in rule 125 shounld be communicated to the
branch postmaster. The signed T.M.O. receipts and acknowledgments
will be received -from the sub-account Asstt. and should be disposed
off in the same manner as those in respect of telegraphic advice paid by
the office.

129. Dispesal of T.M.O. receipt.—(1) As soon as T.M.O. receipt
signed by the payee is received by the ML.O. Asstt. the date and the
hour of payment should be noted against the entry in the register of
T.M.Os received. The T.M.O. acknowledgment should be cut off and
dealt with in the manner described in rule 132. The T.M.O. receipt
should be impressed with the oblong M.O. stamp in the presence of
- the postmaster, and put aside for despatch to the Postal Accounts Office
concerned with the list of M.Os paid for the account period concerned.

(2) In S.Os, the T.M.O. receipt should be gespatched to the H.O.
with the appropriate daily list of M.Os paid.

130. T.M.Os paid by §.0s.—(1) For any date on which T.M.Os
are paid by a S.0. particulars of the payments will be entered in the
appropriate 5.0. journals of M.Os paid [Form M.O.-14(a)] submitted to
the H.O.

(2) mHO, the T.M.O. receipts signed by the payees, which are
received with the daily journals, will be made over like ordinary paid
orders by the Sub-account Asstt. to the M.O. Asstt. The latters should

<compare the T.M.O. receipts with the entries in the journals, and
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" M.O. Asstt. in'the same manner as money for the payment of ordinary
M.Os.

175, Payment of T.M.Os by cheque.—The payment of a T.M.O.
will be made by cheque provided that the payee gives a declaration to
the effzct that he desires payment of the T.M.O. by cheque in lieu of

cash payment. The procedure of makiag payment of a T.M.O. by cheque
will be the same as given in Rule 46.

136. Payment of T.M.Os amouniing to more than Rs. 10066 in

sne day to apy pers-sn.——(l) T.M.Os amounting to more than Rs. 15600
in onc day should not be paid to any person w
nenily resident within the jurisdiction of the office of payment or
personally known to the postmaster, until the postal confirmation of
the telegraphic advice has been received, unless in the meantime the
payee can getarespectabk local resident to stand surety for him by
executing an indemnity bond for the amount in Form M.O.-25. The
official by whom the telegraphic advice is entered in the register of T.M.Os’
received should see that this rule is observed.

ho is not either perma-

2) A stamp duty payablc by the party concerned on the indemnity
pond, 1n non-judicial stamps shall be according] to fthe scale of stamp
duty in force in that particular locality.

(3} The indemnity bond}hould}be disposed ‘of in Taccordance with
qule 34.

:27. Return of amount of unpaid TM.O.—If 2 T.M.O. receipt
i brought back unpaid, the amount entered in it should be returnsd o

. . . W
+he treasurer in accordance with the procedure for the freturnjof the
smounts of unpaid ordinary M.Os. =

123, Telegraph advice for payment by B.O.—In the case of tele-
aphic advices received for payment at B.

P
=

Os in direct account with the
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the village postman from the treasurer in the same manner as money
for the payment of ordinary M.Os.

(3) The signature of the payee must be taken on the T.M.O.
receipt and acknowledgment for the amount paid to him, and tke
postman, village postman or other official by whom the pay_ment'is
made should also be required to sign the T:M.O. receipt Payee of a
“T.M.0. should note the amount of the T.M.O. in his own hand in the
acknowledgment. The signed T.M.O. receipts and acknowledgments
will be made over to the M.O. Asstt. in the same manner as ordinary

M.Os paid.

(4) The postman, village poestman, Of other official entrusted with
the payment of the remitiance, should be reminded of the general rule
to insist on satisfactory proof of the payee's identity, his attention
being drawn to the “Special Instructions”” printed on the cover of the
postman’s book or the village postman’s register. If there is the least
doubt as to the payee’s identity, the postman should request the person
claiming to be the payee to come to the post office and receive payment
pnder the orders of the oostmaster. If the postmaster is not satisfied
as to the identity of the payee e should communicate at once by
telegraph with the office of issue with 2 view to ascertain the wishes
of the remitier as to whether payment should be made to the claimant
or the money repaid te him. The remitter’s wishes should be com-
municated to the offlce of payment by telegraph, if the remitter pays
the cost of the tclegram, etherwise by post.

(5) If the payee of a T.M.O. resides in a locality served by a
village postman the T.M.O. should be paid to him by the village post-
man in the ordinary course of delivery. The fixed beat of avillage
postman should nct be broken for the purpose of paying a T.M.O.

A_. In S.Os, where '.bete.arc no treasurer, money to pay the value
of a T.M.C. will be obtained by pestmen and village postmen from the
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Postal confirmation, or in the event of the posial confirmation being

Tecived before the telegraphic advice the office of iSsue must be

conimuni-
<cated with immediately by telegraph.

NOTB.—Any discrepancy between the telegraphic advice and the
-postal confirmation should be communicated at once to the payee of
the T.M.O. to whom the correct information, as 800N as it jg ascertained
from the office of issue, should also be furnished,

(2) If there is a discrepancy, it should be

2 reply from the office of issue. . The record

be corrected. if hecessary, and if an alternation of the amounts as involved,

4be different should be adjusted by crediting it under the head “{in-

classified receipts™, or by charging it under “Unclassified Payinents”,

as the case Ay require. - In every such case, a report stating the fact

should be sent 1, the

Postal Accounts Office as soon the correct information js received from
thefoflice of issue, There will be no obi

jection, h‘owever, to the sub-
-mission of the report being delayed for one day if there ijs real prospect
of adjustment being made wiihin that time.

adjusied on receipt of
of the transaction should

(3) If the postal confirmation has beep
+@raphic advice the M.0O Asstt. should enter pa
‘54.0. In a special register having heads for ;(—

received before the tele-
rticulars of the telegraphic

(a} Neo. of T.M.C.
{b) Date of issue. -
(e} Name of office of issue.

(@) Name and Address of payee.
(e) Amount.

(f) Date of receipt of origi

4{g) Time of receipt of ori
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advice. If an intimation is received that the duplicate was forwzirded
to another office, the matter should be pursued with that office. If no
information about disposal of the duplicate is received within two weeks.
or if double payment comes to notice it should be reported immediately
to the Supdt. of Post Offices.

137. Loss of T.M.O. acknowledgments—Where {he T.M.O..
acknowledgment is lost but a communication about the date of payment
is received from the office of payment, the office of issue should inform
the remitter accordingly. But if the office of issue calls for a certificate of
payment, the office of payment should prepare and send it (of necessary)
also on the basis of memo. of admission of payment.

138. Disposal of telegraphic advice.,—Telegraph adyices received
should, after the T.M.O. relating to it has been paid, be kept on record
in the postmaster’s personal custody, with the Tespective postal con-
firmation for eighteen months from the date of receipt, afier which they
should be destroyed.

Nore.—In case where a service niessage in respect of a T.M.O.
is issued under rule 115, the term ‘‘telegraph advices” include the
original and the duplicate advices, if any of them is received subse-
quently after the payment of the T.M.O. The postmaster should,
however, make a note on the advice received subsequently about the
payment having already been made.

139. Disposal of postal cenfirmation.—(1) On receipt of the postal
confirmation from the office of issue, the postmaster should see that it
corresponds with the telegraphic advice and record of the fransaction in
the register of telegraphic M .Os received, note the date of its receipt in the
register, and then sign and stamp it with the round M.O. Stamp. The
postal eonfirmation should then he pasted to the back of the telegraphic
adyice and filed in the order in which the T.M.Os are entered in the
register of T.M.Os received [M.0:-3(a)] after the serial number assigned
to the T.M.O. has been noted on it so that it may be easily traced.
In the event of any discrepancy tetween the telegraphic advice and the
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authenticating it with round M.O. Stamp and his signature. While
sending it he should state that the duplicate is being issued as no
acknowledgment or intimation regarding the disposal of the originat
advice has been received and all precautions shouid be taken against
the double payment. Suitable remarks about issue of duplicate should
be made on the original T.M.O. advice.

135. Payment of T.M.O. on the basis of duplicate Advice.—
On receipt of the duplicate advice in the office of payment the
Postmaster should jmmediately check if its original was received
and paid earlier. If so, he should write the words *Cancelled” in bold
letters across the duplicate, give remarks (under his signature and date)
about the date of payment and disposal of acknowledgment and return
the duplicate to the office of issue by ordinary post. Suitable remarks
about this skould also be made by him on the original advice of such
duplicate. If no original was received earlier corresponding to the
duplicate, payment should be made on the strength of the duplicate
following the prescribed procedure in this regard, gnarding against double
payment. In such cases, the office of issue sheuld be informed accord-
ingly, while sending the T.M.O. acknowledgment. The duplicate advice
should be preserved alongwith the registered cover in whick it was
received. If however, the original advice was redirected to some other
office for payment, the duplicate alongwith its registered cover should
also be forwarded to that office under registered post giving particulars
of earlier redirection and under intimaticn to the office of issue.

136. Disposal of duplicate advice to be watched by issuing Post-
master.—In his sveekly review the Postmaster of the office of issue
must keep a watch on the final disposal of the duplicate advice issued
by him and pursue the case regularly till end. Duplicate advices
received back with remarks from the office ¢f payment should be pasted
with the office copy in the T.M.O. advice book. In respect of those
not so received back, an intimation will be received with the acknow-
ledgment that paymeat has been made on the strength of the duplicate
and this should also be pasted by him on the office copy ef the T.M.O.
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acknowledgment for each payment, tke acknowledgment should be stamped
and forwarded without delay to the H. or S.0s of issue, in unregistered
covers addressed to the postmasiers and marked outside in red ink

“T.M.O. acknowledgment”’.

.

Note.— Acknowledgments is respect of M.Os booked through Army
Post Offices will be consigned only to 56 APO (New Delhi) or to 99
_APO (Calcutta) as indicated in T.M O. advices.

i33. Examination of T.M.O. acknowledgments in the - office of
issue —On receipt of a T.M.O. acknowledgment in the office of issue,
the Postmaster should at once compare it with the relevant entries in
the original T.M.O. advice and write on the advice “Examined, paid
OMitesssvae saiss . with his initials and date. If no such T.M.O. was
issued or there is any discrepancy between the original T.M.O. advice
_and the acknowledgment he should immediately communicate (by
telegraph if possible) with the office of payment and with the Supdi.
of Post Offices. Such T.M.O. acknowledgment should be preserved for
enquiry. If the acknowledgment is in order, the M.O. Asstt. should
write on it the remitter’s address from the original M.O. (available in
the T.M.O. advice book), Tt should be sent out by the first available
~delivery (or by first despatch to B.O.) after its receipt in the office.

134. Review of T.M.O. Advice Book by Postmaster.—Postmaster
should review the T.M.O. advice book once a week (every Saturday)
to keep watch whether an acknowledgment for every T.M.O. issued
has been received with ten to fourteen days of issue allowing a reasonable
“time depending upon the Jestination of the T.M.O.). If no acknowledz-
ment is received or T.M.O. is not received back for payment to the
remitter, within such period, he should send a duplicate copy of the
“T.M.0. advice by registered post, supersecribing it as “Duplicate’ and
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{4} in «.}z'dei' that & proper waich may bes kept "n the recc:pt on

- posal confirmations,. the follaming g;oecdme shewld be f'(ﬂl(rweé

©a ra=ipt of a Llcgraphic ad 3 s, tha postmast r wsust poie against ns

Zhiry in the repiste rof T.M.Os racsived the date on which the pes.ai S

zcaﬁrmam-l is due, as nmearly 83 can be ulcala ted (zliowing for postal
_ {*ensit and giving a margin of thiee daysin essc~ in whkighthe payce iz

2 m,d known). T the wostal cenfirmatian i3 not recsived om the due date.-
= ,uf: 3.0, Assti. roust Bring the fact wit thout’ delay te (ke motice of the.
postmasicr, who 'must esmmusicate immediate iy by te!eg aph with the

wifice of issue to ascertain that the paymﬂnt was correct.

-

Eiq’r}z.——f,‘ae Note kelew rule !_43. : :

~

(5) Once a weelt at lanst the pssimasier must Porasuaily check the

ss:f.stef of TM.Os . rtezeivad, {0 3¢ that in gvery cssc A ugﬁrmatxon wae

geemived on Gz Gate, snd that in every- case in whigh 3 telegraph:e.

_gdvics has gol been cendemcd, tcmgrsphtc epguirics were prompily made.

The zepister suculd e =¥;§ d by - the pea:maatas o7 te2 date on Wl:.ch
<his check is carried auf, ' - e =S =
. 3 ! e - o

-

(6). Jn 885 the repert iefesred to in parazazh- () should be

-

= Rﬁmng_crm, am‘:u;m:): ¥ic. T&w«mmic Lrosxy ORDBERS -
R - ' :

. 146, Resic «cmn &t tﬂ?gl‘aplhu advices. u) If the payee cf & .

-

‘h

3

~
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TM.O. has moved to another post-town within the limits of India has
left instructions for the redirection of articles to his address or there Is
sufficient and trust worthy information on which to redirect the order,
the telegraphic advice should be redirected by post at once. In other
cases, the T.M.O. should be treated as unclaimed, and disposed of
accordingly.

£

(2) When a telegraphic advice has to be redirected, the name of

“the new office of payment and the date of redirection should be noted

in the register T.M.Os received under the postmaster’s initials and a
redirection slip prepared in the.ordinary way should be pasted to the
telegraphic advice which should then be despatched in a service cover
to the new office of payment. The postal confirmation, when received

from the office of issue, should also be forwarded to the new office of
‘payment.

Norte I.—Telegraphic advice of T.M.O. wlhich is addressed to the

~ principal post office, but is actually to be delivered to the payee from:
“a town S.0. should on receipt be sent by the principle oﬂice to the S.0.

concerned through a special messenger :

=

Note 2.—The revised address should also be written in red ink at
‘the top of the T.M.O.-advice before its despatch to the new office of
paynent or the office of exchange, as the case may be, after deleting the
payee’s address as given in the TM.O,

{(3) When telegraphic advice is redirected to a S.0. at a nom-
‘telegraph station under another H.O. an attested copy of the advice
endorsed with the words “Redirected to (name) S.0. on the (date)”
:should be seat to the H.O. of the new S.0. of payment. It will be ths
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= e =

“duty of the latter head postmaster,-to see whether it isnc-essary to
provide the S.0. with the additional funds for the payment of that

TMO

{4) The covers in Whlch redxrected T.M. O. advxces are recmved,
should be attached to the relative T.MO aévxccs and preserved for
sighteen months and then destroyed. :

Notg 1.—See Note 2 below rule 33.
Nors 2.—Fee rule 132(4) of Past L. - — =

(5)/Whea 2 T.M.0. is redirected. an mﬁmafxon in Form M.S. -4(a)

shotld be sext to the olfice of issue in the manner prescnbed inrale 59(3) :

G ) mas 0 sitnaizd at 3 non»telegraph station, when a telegragile -

_advice is, redirected; an iadmation showing the name of the office to
weich the-advice 18 redirected and theﬂate of redirection should be sent
to iis own H.O. = ==

} = ey

= 341, Alterstion @f “payee’s pame oF address nnd s*oppage of
payment ~A1teratlon of name oOf address of the zayeeof 2 T.M.O. shounld

be carried out accomma to - the rules 7govmmg a similar- servicein

respect, of an ordinary niand #4.0. provided that intimation has been
caccived by post from the ‘office of issue authorising the alteration.

Payment of a T.M.O. ﬁay be stopped by telegraph if the remiiter pays

"~ ¢hs cost of the telqg‘m

NO"’E — Attention is ataWn to rule 12,

142. Djposal of miscarried - telegxap!ne aqvices. ——(l) If a tefe-

graphic. advice 1§ IS imed by, being mgnalled to a wrong telegraph
station, whether the mistake be due o che fault of the telegraph office.

or to the eniry of the telegraph stauon in the advice being incorrect O

=S
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hu:ompleti the office (H. or S) receiving the advice should prepare a
fresh telegraphic: advice, addressed to the correct iclegraph ;station,
and also a fresh postal confirmation to be sent to the office of payment.

“¥%a fresh advice should be prepared in the ordinary way except that :—

{a) the abbreviated name of the Postal Accounts Office entered
before ‘the No. must be the abbreviated name of the Postal
Accounts Office of the original office of issue.

{b) the No. to be entered in the advic-g/ must be the No. -of the
original telegraphic advice ; and T

(¢) the entries, “Miscarried from (name of H or S.0. of »issue)
(date of issue jof original advice)”, should be added at the end
of the message as in the following example :—

CA 224, Sarat Chandra Sen FIFTY 50, Hari Charan Basu, 43
Bowbazar Street (Private communication, if any) Miscarried
from Midnapore, 24th September.

1n the office of payment the telezraphic advice should be paid in tke
ordinary course. The postmaster should however, watch for the con-
firmationt due from the office from which the fresh telegraphic advice
i+ received, as also. for that due from the office of issue of the original
gdvics in accordance with rule 139, - - '

_(2) In the case of the miscarried telegraphic advice where ibe
sddekss is clear and the receiving telegraph “office knows the correct office
+ which tha advice should be routed, action should be taken to. redirect
it like ordinary telégrams as provided for in para 286, of Teleeam
Manual Volume XI (Parts T & II). The procedure laid down in Rule
141(1) will however, be followed when the telegraph office is not in a
position to find out the correct office. The post office or the telegraph
offics redirecting the miscatried teleéraphic advice should also send a
copy of the revised T.M.O. advice to the post office of issue.

N\

143. Disposal of uncisimed or refused telegraphic advices.—(1) If
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:Alteie—gra'ph-ic ad\:iCe_»-Té uaclaimed or re‘ftjﬁed,— by the payse, the office”
~Zpoveent should Telurn 21 once the telegraphic advice by post for
_ spaymest fo the temitter. © - S = e :

~a T = ==

© . FNeve~In chyp non-puayment is- duc fo a suspected mautilation s =
£03-payess addiess Inthe T.M.C. advies it may be retained in that office

il the recip! ofgostal confirmation and atiempis made to pay the M.O.

“-on the basis of thetonfiemation. - <+ :

=

- Excrm'.h:;zz.m!athé case of m?{,os for paymé:it to-Naval petsehnei
By & ‘post office at & seaport town, the orders should, if unclaimed, be
* <feptin dopositin the post offic of payment for six months in “gecordance |
with the procedure laid down an. rule $5(2) for the rétentizn of ocdinary
| M .Os addrassed te getsosmé) in the Navy, i e

4 - o
_— = n = =~ 5 = o,

= —
1 3 = X v 3
(

. = el S ; = =
 (2) If the telegraphic pdvice is 0 be redirected, action should b2
‘aken §f seeordence with the rule for redirection.  If fhe remittance is

* "1o be repaid to the remiiter, ihe telegraphic advice shedld be returncd
= : o= = “¥gpclaimed SSE
4o the office of issae by Pos, the word R refurned o
{office) fof repayment to Temities” being wifitsn in red ink .at the fop
 of the advice ondes the postrisster’s signatute. A similar note with the
~ date of Gespateh of the advics shonld be eatersd in the register of T.M.Os
: zecelved. ~Yho relative postal confirmation shonld -else be return to the
—~ “ofcsofuEE  — . - S de ey

>

= ) 2 » : =

~_ {3) On receipt baek of the telezraphic advice at “the office of issuss

* “ihe postmeites mustsce that the TMS. was jesued from his office
cor pare it v 25 the resaed in the TMLO. advice bosk and if in order;
 the THO. chenid be patd in the ordinary cousse. Fhe date of payment *

- should ake be neizd uzrf‘x ceisvant advice in _t_fhe T.M.O. advics baok,

— §F i réwitier has ysmoved to the jusisdiction of aotizer post office,
“he telegraphic advics éhould be redifected by post to that office- The '

~ - ' - . 3 - E : [ .> l = 3
= Vv S ) - = = ¥ - . ¥

e

- ~
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paying office should send an intimation of the bayment to the office of
issue (including no delivery office) so as to enable the original office Of
{ssue to note the date of payment in the T.M.O. advice book.

(4) When a telegraphic advice is received back at a non-delivery
office as the office of issue of the advice, ‘the postmaster of the nons
delivery office shonld, after satisfying himself that the advice was issued

"from his office, forward it to the delivery office by which his office i

served, with information regarding the remitter’s address.

(5) In the very rare case where the remitter cannot be found, an
unclaimed or refused telegraphic advice should be disposed of as void
gnder rule 63. :

(6) As soon as it is ascertained that the payee of a T.M.O: addressed
«post Office” canmot be found, a reference sheuld be made to the office
of issue, and the T.M.O. if still undeliverable should then be returned:
without delay by pest for payment to the remiifer. -

Note.—The actual date of receipt of pestal confirmatien returned
by the office of payment sbould be filled in by the receiving officg in
col. 14 of the register of T.M.Os received and the word, *‘unclaimed” or
“cefused”, as the case'may be, entered in celuma. =

N

144. Disposal of anpaid T.M.O. receipts.— When payment has not
been made on a T.M:O. receipt, owing to the redirection of the telegraphic
advice to*which it relates, tite another office of payment or to the office
of issue, the T.M.O. receipt and acknewledgment sheuld be preserved
along with the telegraphic advices paid, in the proper place after the




" T.M.Q. advice returned 10-.-. (Name of £.23. to which redisected).

o
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Sostmaster has initialled the remarks showing the disposal of the*advice
in the Register of T.M.Os received and made two cross () marks.on -

e T.M.O, receipt in red ink writing the. camarks, Not payable origina®

=S o .
* FOREIGN TELEGRAPHIC 2AonNEY ORDERS

425, Tastructions ia Post Offive Gnide, ~The names “of the forcigw

 svoetties with which T.MOs czo be cxoitangad 606 the gpecial cundi-

\

_4ioma relating to Such ‘exchange will ke found inise P.OL Gude ?ait 3§ %
fhe T.M.Os for Great PBritain and plorihera Ireland, Irag, Ireland.
‘Malawi, Rb idesia and Jamois are Tapisssed in aierling and those Bhutan,
Ruoma, Sii Lenka, Malaysia, Mauritius, Ssygieilos und Pecple’s Deme-
cratic Republic of Yemen are expressed in rugees. (T.M.Os from Malawi
“are regeived expressed in Malawi currsacs, ==

Nﬁm.éT.M,Qs exchanged with Tréag’gaﬁgla;_re aévis:ed through the

P.0. of wmalaya such T.M.Os should, tnerefore, be treated in the same

“ws¥ 25 those exchanged with Malaya.

- = : z X §

146, Issue of outward T.M.Os aftvices.—Y.M.O. advices for, al}
- garsign countries, except Burma, and Ssi'yi,anka,_should.bg prepared i

“socurdance with the specimen given at she snd of thisyule, while those for
Dorms and S Lanka should be prevared in thesams way as inlagid

_ teloyzaphic advices  All those M.O. advicss should be treated lie

jeiand telsgraphis advices except in the foilowing respects :—

2 S i : ] >

— - {a} "Theadvice should be ¥micn ok -the spevial form o acyice

Jrinisd on unbleathed paper iM.O-21 (@] Adviecs for
- . < - =if,

¢ o
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(&}

Sri Lanka should, however, be written on the form prescrihedl
for inland T.M.Os printed on white paper (M.O.-21).

The posta! confirmation in respect of these T.M.Os should not
be sent to the offices of payment in the respective countries
hut should be forwarded to the office of exchange in India as
shown below :—

.Country of destination of the T.M.O. Office to which postal
% =4 - confirmation should
| be sent
~ Bhutan - S ~ Calcutta
Burms Calcutta
St Lanks - ~ Madras
Great Britain and Northern Ireland Bombay
Eire (Ireland) Do
Peoples Democratic Republic of Yemen z Do.
“Seychelies Do
Irea - Do
Mauriting =P = :
Maleys ’ _Caleutta
British Someliland z 2 Bombay
Rhodesls - ' Do
Azmbia Do
{c) Whena T.M.O. is presented for advice to any of the countries

in question, the M.O. Asstt. should see that the words “By
?:legraph Bxpress” or “By telegraph ordinary’’, as the case may
be, in respect of T.M.Os for Bhutan of Burma and Sri Lanka, or

""By telegraph Letter’ or By telegraph at the ordinary . rate”

~in the case of those- for other countries are written by the
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remitter across the M.O. form. If, however, the remitter has
written only the words ‘“By telegraph”, the T.M.O. should
not be refused on that account but sheuld be classed, and
charged for as ‘‘Ordinary”, if intended for Burma or Sri
Lanka and as “‘letter”’, if for any of the other countries.

(d) Ifan advice of payment is obtainable frem the country of
payment under the rules in the P.O. Guide Part II.the proce-
dure prescribed in the case of an advies of payment for an
ordinary outward sterling or rupee M.O., as the case may be,
should be followed ; and an entry **A.P. Due’ should be
made prominently in red ink in the upper righthand corner
of the postal confirmation relating to the T.M.O. The advice
of payment will be received in due course. from the Indian
office of exchange concerned.

(e) The M.O. Asstt. should also see that the requirements of the
rule in the P.O. Guide Part Il in regard to the language of the
private message. if any has been.complied with.

Speciﬁ:en of T.M.O. advice

For Sterling Money Orders

Example 1

Chargeable words
From (Post office and Telegraph office of origin)
Calcutta Special instructions Frce

1 2

f - .
_ L.T. (if letter) R.P. Six Rs, Indicating that a sum
of six rupees has been prepaid for a reply 2

Mandat (meaning ““‘money order”’)
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2 Chargeable words
123, {No. of the mongy order)
3

B {Post office of payment and telegraph office
of destination)

Fext
1 2
Advise payment (if the charge for these two
words has been paid for)
3 4
Joseph Allen (name of remitter)
5 6

A

= - : - B
Seventeen pounds fifteen shillings six pens

(amount in sterling in words)

7 8
John Fuller (name of payee)
9 10 11 .
“Thirty four High Streets (address of payee)
12
{”'_J‘__ﬁ
Winson Green (name of locality in which payee
resides) :
13
—P——
Seventeen pounds (repetition of the number
of pounds) )

Private communication. if any

1 2 3 4
To pay your passage

Total chargeable words

13
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Example 2

From (Telegraph office of origin)—
Calcutta

To

1
Mandat (meaning ‘‘money order”)

2
476 (No. of the money order)
3

(o= ""A__ﬂ
Stoke Newington (post office of payment)

4 ,
L (telegraph office of destination)

Text

1 2
George Smith (name of remitter)
3

~

Csrncot e
Jalalpur Pirwala (post office of issue)
4 5

= o )
ten pounds ten shillings
4 5

e )
-or ten pounds (amount in sterling in words)

6 .
Hari Brown (name of payee)
8 9 10
Forty-five -Milton Road (address of payee)
11

Ay

= :
ten pounds (repetition of the number of pounds)

Total chargeable words

Chargeable words

Free

11

15
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It should be noted that the amount of the money order in sterling
inwords would be counted as two words irrespective of the number of
words actually employed, and for the information of the telegraph office
they should be marked thus :

& : ~ B ) = 2=

ten pounds ten shillings ; ten pounds. The repetition of the number of
pounds at the end of the message should, however, be counted as one
word and should bs marked thus :

ety
4en pounds.

Note.—When the amount of a T.M.O. is less than a pound, nc
fepetition of the amount is to be made at the end of the message.

For Rupee Money Orders

Example 3

Chargeable words

From (Post office and telegraph office of origin)

Calcutta Special instructions Free
1 2 :
e D
L.T. (if letter) R.P. Six Rs. (indicating that a sum
of six rupee ; has been prepaid for a reply) 2-
&o

Mandat (meaning “‘money order’)

2 \
123 (No. of the money order)
3

— .
Kuala Lumpur (post office of payment and
telegraph office of destination) 3
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s¥ext
1 2

Advice payment (if the charge for these two
words has been paid for)

3 4
Bholanath Chowdhury (name of remitter)

-

R)
-(_—'—'A__—'l

Seventeen rupees (amount in rupees in words)

6 7
Nalen Ghose (name of payee)
8 9 10
“Thirty-four—high Street (address of payee)
11
~(_""‘L—-"—‘\
Batu Road Bo (name of locality in which payee
resides)
12
e

Saventeer rupees (repetition of the number of rupees)

“Private communication, if any

1 2 3 4
To pay your passage

Total chargeable words

12

21
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-~ .___,____—-——~A~.—,.__-—.—__._——..-_—

Example 4

Chargeable words

From (Telegraph office origin)
Delhi Fiee
To

Mandat (meaning *‘money order”)

2
476 (No. of the money order)
3

-

.____A__——._—

l\ula Selangor (Post office of payment)

4
% (telegraph office of desination) 4
Text

1 2
George Smith (name of remitter)
3

_.A_______‘ -
Jalalpur Pirwala (post office of issue)
4

——A——
ten rupees (amount in rupee)

5 6
Harry Bown (name of payee)

7
Forty-five Mllton Road (address of payee)
10

A ——

e
ten rupees (repetltwn of the number of rupees) 10

Total chargeable words 14.

It should be noted that the following count as single words i—
In Examples I and 3—
(1) R.P. six—RS.
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(2) Winson Green or Batu Road B.O. (name of locality where the-
payee resides).

In Examples 2 and 4—
(1) the post office of payment.

(2) the post office of issue.

When two or more words are charged for as single werd it should,.
for the information of the telegraph office, be marked thus :

p AS= A

S

= ) [ = b ) r _ i)
Batu . Road, B.O. Kuala Selangor Jalalpur Pirwala

If difficulties arise in ascertaining the exact name of the locality.
the address should be counted according to the number of words it

consists of, unless the remitter is in a position to indicate definitely the
words which constitute the ““locality™.

No1e.—When a T.M.0O. is intended to te called for at a post office..
the words ‘“Post Restante’, should te inseited as the address after the.
payee’s name and charged for two words.

147. Unclaimed or iefused outward T.M.Cs.—1f a T.M.O. issued
in India for payment in a foreign country cannot be delivered owing to s
an insufficient or incorrect address or has been refused by the payee,
a non-delivery report will be received by the post office of issue through
the telegraph office. The cffice of issue will compare the particulars
given in the non-delivery report with those in the office copy of the
telegram of advice and, if any, error is detected, should request the
telegraph office to send a service telegram correcting it. If. however.
there is no error, the office of issue should inform the remitter at once
by post of the ron-delivery of his advice. If the remitter wishesan
alteration to be made in the payee’s name or address or both, or desites

the amount to be repaid to him, the post office of issve will, in the

case of a T.M.O. for a country other than Bhutan, Burma and:
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Sri Lanka, recover from him the cost, at the ordinary rate, of twelve words
- for a private message to that country, and send it to the telegraph office,
_aleng with the instructions received from the remitter, for the trans-
. mission of a paid service advice to the telegraph office of destination.
. If the remitter declines to pay telegraph charges, his instructions will
“be communicated to the country of payment by post. This advice should
he addressed to “Siliguri Departmental Telegraph Office in case tele-
graphic M.Os for Bhutan and,” the Madras telegraph office in the case
_of T.M.Os for Malaysia and to the Bombay telegraph office in all other
. cases, and the office concerned will forward a fresh advice on to the
_office intended. In the case of a T.M.O. for Bhutan, Burma or Sri Lanka
_the instructions of the remitter will be communicated to the country of
destination by telegraph, if the remitter pays the entire cost of the
telegram; otherwise by post.

148. Payment cf inward T.M.Os.—(1) Telegraphic advices issued
in Burma and Sri Lanka for India will be framed similarly to those
issued in the teverse direction, except that there will be no entry of the
Home Postal Accounts Office in the case of advices issued in those
countries. Telegraphic advices issued in any other country will also be
éramed similarly to those prepared in India for that particular country.
All such advice should be paid according to the rules applicable to inland
T.M.Os except as regards the follewing points :—

(a) Tn the T.M.O. receipts for orders received from Burma and

Sri Lanka the word ““Burma”, of “Sri Lanka'’, as the case
may be, should be added after the name of the office of issue.
In the receipts for orders received from Great Britain and
Northern ‘*Malaysia”, ““Yemen (People’s Democratic Republici™
of Yemen, “Seychelles, Iraq, Malawi and Mauritius, the
letters “GB”* or the word “Eire”, “Malaysia'’, *“Yemen (People’s
Democratic Republic)”’, “Seychelles”’,  Iraq, “Malawi”,
. ““Mauritius’~as the case may be should be inserted prominently
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(&)

o)

(d)

in red ink in the upper right hand corner. Ia preparing
receipts for T.M.O. from countries other than Sii Lanka, the
acknowledgements to be sizned by the payees, should be fitled
ini by the office of payment, the date of issue, the amount of
the T.M.O. and the date of paymeat. These acknowledgnients
should be sent in az unregistered cever (o the indian cffice
of exchange corcerned, duly date-stamped =ad sigoed by the
Postmastcr, as an intimation of payment.

The acknowledgments for T.M.O. emanating from Sri
Lanka should also he sent to the Madras office of Exchange
after they have been duly signed by the payees.

An attested copy of every telegraphic advice received for
payment in India should be sent by first pest to the Director,
Foreign Post, Madras in the case of advices from Sri Lanka,
to the Director Foreign Post, Calcutta, in the case of those
from Bhutan, Burma and Malaysia and to the section supet-
visor F.M.O. department, Office of the Director, Foreign Post
Bombay, in all other cases. The attested copy should be sent
in a service cover superscribed outside “Sri Lanka T.M.O.
advice”’, ‘‘Malaysia T.M.O. advice” etc. Copies of advices
for despatch by the samLe'—.;mail should be enclosed in the same
cover. '

If the payee of T.M.O. has move from the place where the
order was originally payahle and has left instructions for the
redirection of articles to his address, or there is sufficient and
trustworthy inforsation on which to redirect the erder, the
telegraphic advice <hould be redirected at once by pest in the
same way as an injand T.M.O. 3

1f an advice of payment has been paid for, =m advice in the
prescribed from  will be received from the Indian Office of
exchange concerned together with a service cover addressed
to the foreign office of exchange. After payment of the

T.M.O. the office of payment should complete the advice and
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despatch it direct in the usual course to the foreign office of
exchange enclosed in cover referred to.

{¢) The inward lists of T.M.Os will be received by the Director
Foreign Post, Madras in the case of T.M.Os from Ceylon, by
the Director F.P., Calcutta in the case of those from Bhutan,
Burma, Malaysia any by the offiee of the Controller Foreign
Post, Bombay, in other cases. These lists will serve to confirm
the attested copies of telegraphic advices referred to in clause (b).

(2) No postal confirmation in respect of a T.M.O. issued in a
oreign country for payment in Tndia will be received gither from the post
office of origin of the T.M.O. or from the Indian Office of Exchange.

146, TIssue of duplicaie Inward Telegraph advice—(1)-On receipt
of an intimation that an inward foreign T.M.O. has not been paid
within a reasonable time and on receipt of a repoit from the office
of payment that tke T.M.O. advice has not been received at that office
or has been lost after receipt and before payment, the office of exchange
should issue a duplicate ordinary M.O. in form M.O. 8 (Inland M.O.
Form) direct to the office of payment, under registered post with a.
forwarding letter, adding the words on the duplicate M.O.

“Duplicate T.M.O. NO....coeeee-- dated...cccconsears issued at on the top
or accross the M.O. and keep relevant ncie in the inward T.M.O. advice
tist veceived from the office of exchange of the country of issue, 2s also
in the register of T.M.O. received. If the office of payment redirects
the duplicate M.O. it should be sent to the office to which it is redirected
in separate cover registered on service under intimation to the crice of
exchange as envisaged in rule 59 ibid.

(2) Before a duplicate M.O. is issued, the Inward T.M.O. advice
Jist received from the office of exchange of tke ccuntry of issue should
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be examined te verify that no duplieate M.O. has already been issued
and 2 second duplicate should not be issued until the loss of the first
duplicate before payment has been fully established. Every case in
which a duplicate ordes is issued should be reported by the office of
sxchange issuing it to its own Postal Accounts Office direct, the envelop
being superseribed “Duplicate M.O.” above the address.

150, Dispesal of miscarried, unclzimed, and refused inward T.M.O.
advices : (1) If a miscarried T.M.O. advice from a foreign country is
received, it should be dealt with in the same manner as a miscarzied
advice in respeet of an inland T.M.O., except that the entry of the
abbreviated name of the Home Postal Accounts ©ffice will not be required
in the fresh advice issued.

(2) If 2 T.¥.0. cannot be paid owing to an insuificient ‘or incoriect
address or has been refused by the payee the post office of payment
will inform the telegraph office from which it teeeived the advice accord-
ingly, and the latter will issue a non-delivery report by a service message
to the office of origin in the case of T.M.Os from Sri Lanka, to the
Madras telegraph office in the ease of those from Malaysia, to Calcutia
in the case of those from Burma, to Siliguri in ease of those from Bhutan
and to the Bombay, telegraph office in all other cases. This T.M.O.
should be retained at the post effice pending the receipt of either the
reritter's instructions as to its disposal or an application from the
payee, or until the order beeomes void. If net applied for by the payee,
the T.M.O. should eventually be treated as an ordinary void foreign
M.O., except that a T.M.O. from Burma and Sri Lanka should re-issued
for re-paymient to the remitter, if no reply is received within 21 days
from the date on which the telegraphic enquiry was made. When,
hoy-ever, a paid service ~dvice to redirect the T.M.O. toc a new address
,is received from ike office of origin, the telegraph office will communicate
the infornigtion te the Posts office and the latter should redirect the
adviee to the revised address by post 25 in the case of an inland T.M.O.
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if the redirected advice also cannot be delivered, the non-delivery should
be reported to the post office which redirected it and the later should
- gommunicate it to the telegraph office. If on the ather hand, intimation
to the effsct that the remitter desires the money to be repaid to him
is received by the post office of payment from the telegraph office, the
amount should be returned by post. Void and repaid T.M.Os should be
treated in the same way as void and repaid ordinary M.Os.
* :
NoTr.—When payment has not been made on a T.M.O. receipt
owing to the redirection of the telezraphic advice 1o which it relates
o snother ofiice of payment or 1o the office of issue, the T.M.O.
receipt and ackuowledgment should be dealt with aecording to the
instruction in Rule 144, ‘

(3) The telegraphic advice for repayment to the ramitter in People’s
Demccratic Republic of Yemen, Burma or Sti Lanka should be returned
by post to the office of exchange u-estioned in tule 146(c) under the

progedure prescribed for the return of inland telegraphis advices.

(4) Before treating a T.M.O. as unclaimed oF void, the postmaster
ghould take care to see that every endeavour has been made to find
the payse:

151. Entries relating to outward and inward foreign T.M.Os in
journais of M.Os igsued or paid.— Foreign T.M.Os isswed or paid should
%e entered in the lists and journals of M.Os issued er paid in the same
manner as inland T.M.O. T.M.Os from Sii Lanka skould be entered
ia the list of M.Os paid for the Madras Postal Accounts Office ; those
from Burma, and Malaysia in the list for the Calcutis Postal Accounts
Office and those from the other countries, in the lisi for Nagpur Postal
Accounts Office. 1nthe list and journal of M.Os issned or paid in India,

e letters “&.B.", «girg”, of the word “Eire”, Sri Laska, “Seychelles”
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-etc., should be added (in brackets) after the names of the ofiice of payment
or issue in foreign countries. -

152, Special justructions for offices of exchange.—The Calcutta
office of exchange is the office of exchange for T.M.Cs exchanged with
Bhutan, Burma and Maleysia ; the Madras Office of exchauge for those
exchanged with Sri Lanka ard the office of the Director, Foreign Post,
Bombay, for those exchanged with other countries. These offices are
supplied with special instructions for their guidance in dealing with
these M.Cs. :

ForeiGNy Moy ORDERS TELEGRAPHED To
Qrrices OF EXCHANGE

133, Ipstructions in P.C. Guide, ¥art II.—The conditions under which
M.Os drawn in foreign ccuntries (other than the countries with which
arrangements exists for the exchange of T.M.Os} may be telegraphed (o
the Indian Office of Exchange (not to the country of paymeat) are faid
down in the P.O, Guide, PartIL :

i54. Prepaiation of ielegraphic advices.—The telegraptic advices
<heuld be prepared in ke inland T.M.O. advice bock (Form M.O.-21)
in the menner laid down in Twie 109, except that :—
(a) the advices should be addressed to the office of exchaug’e
concerned, and
{b} in the case cf M.Os for the countries with which India has
foreign currency M.Os exchanges, the amouni should be
expressed in the advice in ike foreign currency in words preceded
by the nage of the foreign currency in question.

¢35, Dicposal of telegraphic advice.—(1) The telegraplic advice
issued on the cffice of exchiange should be dealt with as if payable to the
postmaster of that office but, after the advice has been treated as paid
in the office of exchange, the T.M.O. acknowledgment will be cut off
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e o R T
from the T.M.O. reccipt and destroyed instead of being signed-and for-
warded to the remitter. The postal confirmation received frumm the office
of issue will be filed in the office of exchange. A foreign M.O. will at
once be issued in lieu of the paid telegraphic advice by the office of
exchange under the ordinary rules, but subject to the special instructions
issued for the guidance of offices of exchange in connection with -tiiese
M.Os.

NoTE.—See Note 1 below rule 92.

(2) TM.Os wrongly accepted by any post office in India or iz
any foreign couniry for paymentina foreign country on which T.M.Os
cannot be drawn sheuld be ccturned by post to the office of issue in
India or to the appropriate indian office of exchange for repayment of
the amount of the order to0 the remitter. Heads of Circles will use
their discretion as to the recovery of the charges for telcggaphic messages

exchanged on account of any mistakes committed by postal officials iz
India in accepting such telegraphic M.Os.
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CHAPTER 1V

BRITISH AND IRISH POSTAL ORDERS

GENERAL RULES

156, Cenditions ¢f payment.—The conditions under which the
payment of British Postal Orders are effected and other information
regarding such orders will be found in Section VII of the P.O, Guide..
Part 11.

157. Offices authorised to pay orders,—(1) All H.Os and selected:
S.0s are authorised to Pay British and Irish Postal Orders. Anu Irish
Postal Order presented for payment at 2 8.0, other than a selected one,
will be sent to the nearest authorised office for verification. When the
order is received back with necessary remarks, the amount thereof will,
under the conditions prescribed for payment of British Postal Orders,
be paid to the holder.

NoteE,—See Rule 169.

(2) Offices which are authorised to pay British Postal Orders will
be supplied with two specimen Bri'tish Postal Orders, over printed with
the word “Specimen’”, for the purpose of comparison with British Postal
Orders presented for payment. Similarly, offices which are authorised
to pay Irish Postal Orders will* be supplied with two specimen Jrish

—rn
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Postal Orders for the purpose of comparison with the Irish Postal Orders
presented for paymsnt. The specimea  orders should be entered in
the stock regisier of Forms [SK-i(b)] and t.< postmaster will be personally
responsibie that they are mot spoilt, misused or mislaid. In case a
specimen order is spoilt, loss or mislaid, the matter should be reported
by the postmaster to the Superintendent, with & requicition for the supply
of a fresh specimen order. '

158. Payments of B.P.Os, Irish Postal Orders at the time of
Qevaluatien.— Ia the event of devaluation of Indian currency Or currencias
of the countries with which India hasa postal order service, the Director-
General of Posts will communicate the revised rates of payment to all the
Heads of Circles, who will further intimate these rates to all the concerned
post offices under their jurisdictions.

PavyenT @F BRiTISH AND IRisH POSTAL ORDERS

159, Oréers pavable direct or through a bank.—British or Irish
Postal Orders may be paid to the payee oOr lis duly authorised agent
sither direct or through a bank. In the case of direct payment of
such orders however, the payment will be done omnly on preper
identification.

160. Orders bearing postage stamps in enhancement of Value.—
{1) Pestage stamps affixed to British or Irish Postal Orders to make up
%roken amounts should be examined in respect of the following points i—

(2) That they when affixed to British Postal Orders, are (1) British
Postage Stamps or (ii) not more than three Indian postage stamps of a
<otal value not less than fifty paise or (iii) stamps of one or other of
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the countries and places mentioned in Clause 183(4) in Section VII of
the P.O. Guide Part 11, and when affixed to Irish Postal Crders an Eire
{Ireland) postage stamps.

(b) That they have not been ¢ut, defaced or mutilaied or previously
used in payment of postage or duty.

{c) That in the case of PBritish Postal Orders they do not ezceed
two in number according to the aumber of spaces in the order, 5d i
total value on en order of denominations up to and including 4s. 6d.
and 1id. intotal value on an order of denomination above 3s. 6d., but
in the case of British Postal Ozders issued by UW.K., frem Ist Ociober.
1969 postage stamps, not more than two in number aad up to a total value
of 11d. may be affixed to any denomination of postal orders incinding 1.
t0 4/6 values (but not including fraction of a penny). In case of decimal
gurrency British Posial Orders the value of any British Postal Order may
by be increased by 1/2 pence to 4-i/2 pence in 1/2 pence stages in new
pence by affixing not more than 2 postage stamps. In case of decimai
currency British Postal Orders equivalent of 1/2 new pence will also be
paid. In the case of Irish postage stamps not exceeding three in number
and 5d {excluding an odd haif penny) in total value should be affixed tc
make up the broken amounts. -

{(d) That they have been affised in the space provided for the
purpose.

{e) That they do not conceal attempts as fraud.

If these conditions are not complied with, but there is no reason ia
guspect fraud, the person presenting the order should be asked to remove
any postage stamps for which no allowance can be made, the stamps being
«gJamped before removal, to avoid multilation of the order.

(2) In calculation the amounts to be paid in Indian money im
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respect of postage stamps, the face values of which are expressed in
British or Colonial currency the instructions given on the subject in
‘Section VII of the P.O. Guide, Part IT should be followed.

161. Examination of orders presented for payment.—(l) Every
British or Irish Postal Order presented for payment should be carefully
=xamined with reference to the following points :—

(a) Whether it has been made payable at the office at which it is
presented. If the order has been made payable at an office
other than the one at which it is presented. it may be paid,
provided that the person presenting it is known to the post-
master to be either the payce or his authorised agent and the
name of the office is filled in, before payment by the payse or
his authorised agent in addition to the mame of the office
originally filled in. If the person presenting the order is the
payee himself, the postmaster must write above his signature
the ‘words “payee known to me™, and if he is the payee’s
authorised agent, the postmaster must before payment, require
kit to write in the postmaster’s presence, his name and address
on the back of the order, and the postmaster must add the
words “Known to me”’. Each order must before payment be
- duly receipted in accordance with rule 163.

If the order has not been made payable at any clearly
specified office; and bears simply the name of a city or town
but is in other respects regcular. the postmaster may pay it
provided that his office is within the limits of the city or town
named on the order and provided that before payment the name
of the particular office is added bv the person presenting the
order without erasure or concealment of any alteration made
in the name originally inserted.

{b) That the postal order is genuine and that the amount has not
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been altered. Should the appearance of a British Postal Order
be such as te excite suspicion of its genuiness, the order should
be held upto the light and the water-mark should be examined.
A genuine British Postal Grder has a water-mark showing
either the face value in words and in figures or an *Overall™
design consisting of the Royal Cipher (a Crown and ETI R).
The order should aiso be compared with the specimen orders
supplied for the purpose. British Postal Orders for amounts
under 10s. or over in red ink. In the case of an Irish Postal
Order, it should be compared with the specimen Irish Postal
Order supplied for the purpose to offices authorised to pay suck
‘orders. Irish Postal Orders are printed on paper bearing the
water-mark State-Mongram. The face value of the order
is shown in words (White) against the back-ground, and in
figures in the space for the stamps of both the issuing office
and the paying office. Irisk Postal Crders for amounnts under
10s are printed in green and those for 10s. or over, in purple.

@.B—1If a postmaster has good reason to think that an order presented
for payment is not genuine or if any sttention made in a genuine
order appears to him to havs been made with frapdulent intent
payment should be refused and the order itself detained. The ®
postmaster should ascertain the name 2nd address of the person
presenting the order and should give him a receipt for it, informing
himi that it has been detained for enquiry. The order, together
with a report of the facis, should then be submiited to the Head
of the Circle for orders.

i¢) That the postal order has not been cut, defaced, or mutilated,
that ‘no erasure, aiteration, or concealment has been made or
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of any words, figures, marks or designs printed or impressed
thereon and that there has been no erasure or alteration of the
name of the payee or of the office of payment [except as.
provided in clause (a) of this rule] as written in the body of
the order, or of amy crossing (see rule 164). It is to be
carefully noted that entries can often be substituted by erasing
oi washing of ,the original entries by chemical or other
processes. A chemical process generally leaves a light brown.
discoloration or mark on the order and a careful scrutiny for
such a discoloration or mark should be made. If the order
is found defective in any of these respects, payment should te
refused. In cases, of doubt the counter Asstt. should consult
the Postmaster. Postmaster should, il they consider it neces-
sary retain such a postal order for further investigation after
giving a receipt for it to the person presenting it. The receipt
should contain the following particulars (1) No., denomina-
tion and office of issue order (2) name, occupation and
address of person presenting it (these should be got filled by
the person presenting the order as for as possible). Enquiries
regarding the bonafides of the person presenting the order
should than be made either through an Inspector or where
pecessary, thromeh the Police. If however, the defects do not
appeal to be due to fraudulent intent the order together with
an explanation of the way in which the erasure or alteration
came to be made or in which the cutting, defacement, or
muliilation tock place, should be obtained from the holder and
sent for orders to the Superintendent of post offices or the
first class postmaster concerned, as the case may be Payment
of an order nesd not be refused merely because it is torn, if
the near is slight and obyiously accidental.

NoOTE—The counter Asstt. after examiuing the order in the manner
indicated in this rule, should in token of having carried out the prescribed
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.check, sign the order oo the reverse in the space available con -the top of
wihe order with an indication of his designation, thus

X.Y.Z.

Paying Counter Assistant.

«d) (i) That the postai order bears the impression of the date-
stamp and the signature of the pestmasier of the issuing office
and (ii) that it also contains the payees naine.

Excrerion 1.—A British Postal Order issued by the British Post
Office should not be refused payment on the ground merely that it has
been initialled and not signed by the issuing officer, of on the ground
that the signature has been written in indelible pencil.

Exceprion 2—The practice of {nitialling the British Postal Order
-at the time of issue has been discontinued in certain British post offices.
In some offices 2 code indicator (a single letter or figure) indentifyins
the issuing officer is inserted in the date-statnb. Accordingly, a British
Postal Order, if otherwise in order, should be paid whether or not it
bears the initial of issuing officer, and whether of not a code indicator
.appears in the date-stamp. :

ExcreTiON 3—In many issuing offices in the U.K. and elsewhere
-a perforation date is often used in place of a regular date-stamp. Payment
_of British Postal Orders which have not been date-stamped by means of
a regular date-stamp tut with a perforation stamp should met be refused
at the Post Offices in this country on the ground that these British Postal
Orders have not been date-stamped by the Office of issue-

(e) That not more than three calender months in the case of an
Irish Postai Order, and six calender months in the case ofa
British Postal Order, have slapsed since” the last day of the
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month in which {-e postal order was issued. 1if more than
{hree months in the casc of an Irish postal order, and six
months in the cas¢ of a British Postal Order, lave clapsed.
action should be taken in accordance with sile 166, In cases
in which postal orders which do not bear the impression of
the date-stamp of the office of issue are paid under paragraph
(2) of this rule, as well as in cases in which the date in the
impression of the date-stamp is for any reason jllegible, it
should be assumed that not more than six calendat months
have elapsed since the last day of the month in which the order
was issued. All such cases should be noted in the error book.

(f) Thatzno department instructions have been received stopping-
payment of the order.

(2) An order which does not bear the impression of the date-stamp
of the office of issue OF the signature of the issuing Postmaster, should
not be refused payment on, that account, provided that the Postmaster
finds no reason 1o doubt the title t© the order of the person presenting
it. If, however, both the date-stamp and the signature are the order
should not be paid except 10 a bank, unless the postmaster knows the
person presenting it and where he resides and finds no reason 1o doubt
his title the order. 1f the order be paid under this rule, the postmasier
must inform the payees that he will be required to refunds its amount
should it be final that the order was not duly purchased. The postmaster
must also note 0B such orders the words “Payee Kanown' -

(3) If the words “self”” or “hearer’’ has been inserted in the space
are of the payee. the payment should not be refused.
sted to write the _actu:i.

reserved for the 1
but the person presenting the order must be requi
name in or near the space.
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(4) In case of payment of order addressed to @ gi':-creased persol,
the following procedure should be adopted i—

(2) When (1) the amount of the order does not exceed Rs. 100~
(2) the orders are presented within 6 months from the last day
of the month of issue of the orders, and (3) the claim is nok;

a disputed ODS, the matter should be to a Supdt. of P.O’s. oF 2
first class Postmaster who after satisfying himself as to the
legal right of the person clearing payment will sanction payment
of the orders 1O the legal of representative of the deceased.

(b) In cases other than those referred to item (a) above, the matter-
should be submitted to the Heads of Circle for orders.

(5) In case of payment of an order addressed to a minot who is old
enough to understand the nature of the transactions, the amount of order
may be paid to minor himself under orders of the postmaster of the paying:
office, care being taken to see that the receipting signature is in agreement
with the n&me of the payee inserted in the order. If, however. the minar
is under year of discretion, the amount of order may, under orders of the:
Postmaster of the paying office, he paid to the parent of guardian O the-
person in whose care and custody the minor for the time being is a 00
to that effect made on the order.

162. Order of payment by postmaster.——Every British or Irish.
Postal Order should, after examination, be placed before the postmasies, v
who will, if it satisfies the required conditions, impress it with tae round
M.O. Stamp in the round space provided for the purpose. He will aiso |
sign the order on the reverse with aa indication of his designation in the
manner indicated in Note below ruie 161(1){c). Care shcuid be taken
that postage stamps affixed to the face of the orders to meke up broken
gmount are on 10 account defaced in the office of payment and that thes
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value of stamps which are affixed elsewhere than in the proper space is
not passed for payment.

163. Payment t0 polder. — (1) The amount to be paid for a British
.or Irish Postal Order should be the value of the order plus the value of
- such adhesive stams affixed to the proper space on the face of order as
specified in rule 1¢0 and passed for payment.

Note.—In 1he event of payment of the value of stamps which are
affixed elsewhere than in the proper space, the official authorising Ot
effecting the payment would be responsible for it.

(2) Before payment is made. however, it should be seen that the
order bears a Ppropar receipting signature in the space provided fer the
purpose. The payee must sign with his initial or full name and the
signature name shou'd correspond with te mame entered as the name
of the payee in the body of the order. [If the payee is unable to write,
his mark or seal should be affixed to the order and a'tested by the
signature of & witness, who must write his address on the order.

EXAMPLE— AN order payahle 10 ““Mr. Jones™ or 10 $“Mrs. Jines”
simply, must be receroted Y. Jones™ of “Mary Jones'. as the case may
be. An order made pavable 10 “Mrs. John Thor-pson’” may be receipted
+Mary Thompson, wite (or widow) of John Thompson’ oOrf “Mary
Trompson.”’ (Mis. fohn Trompsorn) oF “Nirs, fobn Thempson™ (Mary
Trnompson). Al order made payable 10 «The Register of the Calcutta
University must bear the usual signature of that person followed by the
words **Register of the Calcutta University”” which words may be written
_or stamped. An order made p2yable to “The United Trading Company,
“Ltd.” shoald be receipted :—
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The United Trading Co. Ltd.,
Jojn Smith.
“Secretary”’ or ‘“Manager’ or “Director’’.

If the word “‘Limited’’ (or its contraction “Ltd."’) dces mot appear
after the name of a company as Wwiitten in the body of the order,
objection need mot be raised if it appears after the name in the receipting
space, unless the paying postmaster knowns that the concern is not a
Limited Liability Company.

An order made payable to a private frm trading as “Jones & Co.”
should be receipted “Jomes & Co.'. If an order is payable to a firm
pot trading uader a personnal name €.2. “The Phete Service Co.” or
“The Supply Ageacy”’, thename of the firm must be written or siamped
in the receipt space followed by the signature of the proprietorcr
manager, thus :(—

“The Photo Service Co.

J.C. Paul.

Proprietor.”

or

“The Supply Agerey.

P. Nandi,

Manager’.

(3) The following are the only cases in which defective orders may
be paid be paid by a post office without a reference to any higher
authority :(—

(a) Where an order has first been erroneously receipted by a persom:
other than the payee named on it (e.g., a relative, servant, or
agent of the payee), whose signature has- subsequently been
cancelled by the payee and the order is tlien properly receipted:
by the payee himself.

(b) Wlere the receipting signature of the payee has been scoreds
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aut by himself either through mistake or because itwas defece
tive, and the order is then again propesly receipted by hio.

Where aa order-has first. beea erroncously receipted By the
purchaser, whose signature has subsequenily been cancelled,
either by himself or by the payes, and the arder is then
raczsipied by the payee. g

e~
(2]
S

{d) Where an order payable to a ficm, company, society, CCTporas
tion etc. has first been receinted by a member of the firm, et¢.,
2 his own name, whose signagire has subsequently bsen

and cancelled, and the order is then properly receipted.

NoTe.—In cases of defective British or Irich Postal Orders as

anumerated in rule 127-B{ 1) of the Posts and T slegraphs Manual Volums
VIIT, a Supdt. of Post Gifices or a first class postmasisr may sanction
~the payment. In all other cases of defective nrders a Head of & Circle
may exsrcise discretion in regard to the paym=at,

164, Payment of erossed orders.—(1) A British or Irish Fostal
Order which is crossed cannol te paid except when presented through a
bank. If an order is crossed g;neraliy_. that is, without anv bank being
named, it may be paid through any ank which pressofs it 2 if the postal

order has been crossed with the nddition of the name of a particular bank,
it should he paid only to that bank, '

EXCERTION —EAcepicm Y hetow rule 192(1) applies mutatis mutandis
to British Postal Orders addressed to deceased members of the Defence
Service. :

Note.—For diagrands showing how orders may be crossed refer io
_pote below Rule 192(1). ga
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(2) Before paying a postal order presented by a bank, -the post-
master must satisfy himself :— :

(a) that the conditions or rule 161 excepting those laid down in
clauses (a) and (d) of paragraph (1) of that rule, have been fulfilled ; and

(b) that the conditions or meationed in sub-rules (b) to (e) of
Rule 192(2) are satisfied.

NOTE. 1.—The conditions laid down in rule 163(2) as regards the

" receipting of postal orders do not apply in the case of orders presented

by banks.

NoTe 2.—Refer to note 2 below Rule 152(2).

Note 3.-—Refer to Rule 192(3).

165. Certificate of payment of British Postal Orders paid in India.—
The holder of a British Postal Order or Irish Postal Order paid in

India may obtain a certificate of payment in form F.M.O. 11(a) under

the same conditions as are applicable to foreign M.Os paid in India
(see Rule 97). The applications for certificate of payment will be kept
on record in a separate Guard File for a period of three years,

166. Period of currency of orders—(1) An Irish Postal Order
presented for payment, afier three months but before six months from
the last day of the month in which the order was issued, is payable only
on payment of a commission at the rates uotified in the Appendix te
the P.O. @uide, Part II. The holder sheuld be requesied to affix Indiam
Postage Stamps of the value required to the back of the order. The full
value of the order should then be paid in the usual way. The postage
stams affixed to the back of the order should be defaced by an impression
of the date-stamp.




T AW

264

£hap. 1V ERITISH &ND IRISH POSTAL ORDERS {i6d

e T T

o o — e

{2) A British ot Irish Dostal Order oresented for payment mors than
#iz onths after the last day of the month of issue may 10t be paid
without the ganction of the Head of the Circle. In all such cases’ the
serial Mo, and the denomination of {he OTdEer, 88 well as the name of the
siice of issue and the daie of issue, sbould be reporied to the Head of
the Circle witbout delay, and the bolder informed that the sesuls of the
sefezence wili be communicated to wim 2s soon as it 18 gnown. Ordinarily,
#5e Head of the Cirele will refer the case 10 the British Post Gffice or the
Chief Office in Dublin, 28 the case mey required ; but i special cases,
$n which hardship would clearly result if paymeni was delayesd, and
provided that the holder is & known peeson. who can be sasily traced,
i pecessary, und be s willing, to £ign, inden-nity OB the back of the
order in the terms given DeloW, the Head ofthe Circle may sanction
payoient of the order without a teference 10 the office coferred 10: if
¢aerefore, hardship is 1€ pfes-:mcd ig any casein whicn the other condi=
gions mentioned above are fulfilled, the case ‘should be referred at once
for the orders of the Head of the Circle, the rapresentation of the bholde?

~ being also submitied. 1f the Head of the Circle sanctions payment of

¢he order, the value should be paid- sfier the holder has signed the
prescribed indemnily and paid @ commission at the raies indicated in
tae Appendix to the 2.0 Guids, Part il and in the mannsr prescribed in
the previous paragraph. The Jetier of the Head of the Cixcle authorising
the payment should o2 gent, with the paid order 10 the Postal Accounts
Difices

* agree o refupd e arount of his order in the event of payment
having already made, OF heing at any Hime hereafier made by

saeans of a duplicate ordet”’.

ExcEPTION.—Subject Lo the conditions mentioned above, the posts
fnasters of three Presidency post ofiices may sanciion the payment of
@ritish or Trish Sostal Orders sresented for payment more than six onds

tor the last day of the movich of issue in €ases in which hardship would
gesult if payment was delayede
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Note 1.—1In cases in which payment of time-expired orders has
‘been specially authorised by the British Post Office or the Dublin Office,
as the case may be, an indemnity is not required from the payee as a
<condition of payment. :

Norte 2.—See rule 161(1)(e).

(3) In S.Os the particﬁlars of orders presented for payment more
than six months after issue should be intimated to the H.O.

167. Miscarriage, loss or destruction of orders: Issue of dupli-
cates.—(1) The conditions under which applications for enquiry inrespect
of the miscarriage, loss or destruction of British Postal Orders and for
issue of duplicates thereof, are enfertained will be found in the P.O.
«Guide Part, TL.

(2) Ifan application complies with the prescribed conditions, it
.should be forwarded in a registered cover to the Head of Circle.

168. Order paid at S.0s.—(1) H.Os for any day on which British
—or Irish Postal Orders are paid at a S.0. a journal of British or Irish
Postal Orders paid. [Form M.0.-33(s)], which will be accompanied by
the paid orders will be received from the S.O. The orders should be
carefully scrutinised with reference to the points mentioned in rule 161
and compare with the entries in the journal.

(2) In S.Os the S.0. journal of British or Irish Postal Orders paid
should be submitted to the H.O. accompanied by the paid orders and




388
Chap: 1V] PRITISH AND IRISl POSTAL ORDERS [168—17¢

entered on the reverss of the daily accoust, whensve: ¥.0i5h or Itish
n

Paostal Orders are chown as paid i the accotints of the 8.0.

169. Ouders presnted for payment at B.0s.—A Biitich Postal Order
presented for paymeat at B.O. will be forwarded to the account office
for the necessary order of payment. Afier the order has been examined
in accordénce with tie instructions in these rules. pestmaster should
impress. it with the round M.O. stamp ia the space provided for the
purpose. The order should thin returned fo the B.O. for payment with
instrictions as to the amount to be paid, and the extra poundage, if any,
io be realised.

Note.—An Irish Postal Order will not be payable at a B.O." If
however, and Irish Postal Order is presented at B.O. the hoider thzreot
should be instructed by the B.P.M. to present the order to the nearest
S. or H.O.

170. Loss of British or Irish Postal Oecder afier pavment,—Whes
@& British, or Irish Postal Order is lost after payment, an application
should be made through the Supdt. of Post Offices or the 1st Class Post~ H
master to the Head of the Circle asking for psrmission fo issue 2
certificate of payment. The application should contain the serial No.
and the denomination of the mising order, great care being iaken to
ensure the correctness of these particulars. On receipt of the permission
for the Head of ihe Circle,,.a certificate in the foim given below shauld
be issued and impressed with the date stamp of the office. This certificate~ )
should be signed by the ofiicial respos sible for the loss and whed
responsibility for the loss of the British orIrish Postal Order cannot be ’
determined it should be signed b¥ the official who handied the ciGer.

In either case the certificate shounld be countersigned by the Fosimaster
(H or Sj in whose office the loss actuglly took place. This ceriificate:
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together with the Head of the Circle’s letter of authority should then be
treated in the same way as a paid order.

I here by eertify that British/Irish Postal Order NO....ocoeiaeeeeoneee:
73] R s A was paid at the Post Office OIL LHE 5 e ane e ones and has
since been lost. In consideration of its value being allowed to me, I
agree to refund the amount in the event of the order being claimed 2.
second time.

Date-Stamp of the office : Signature

171. Entries in journal of British or Irish Posial Crders paid.—

(1) Particulars of British Postal Orders paid, whether by the office itself”

or by the B.Os in direct account with it, should be entered in journak
of British Postal Orders paid [Form M.0.-33 or M.0.-33(s)]. Similarly,
particulars of Irish Postal Orders paid by a H. or S.0. should be entered
in the journal of Irish Postal Ocder paid [Form M.O.-33 or M.0O.-33(s)].

Care should be taken that adhesive postage stamp affixed 1o British or

Irish Postal Orders to enhance their value are on no account obliterated.

(2) The S.O. journal of British Postal Orders paid [Form
M.0.-33(s)] should be kept on record with the H.O. journal, the following
entries alone being made daily in the latter in the spaces provided for

the purpose in respect of British Postal Orders paid in S.Os and the B Os
in account with them.

(a) the value of orders paid,

affixed to

(b) the total value of foreign postage stamps make up
(c) the total value of Indian postage stam ps. broken

amounts

(d) the total number of order issued and paid in India, acd
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(=) the total value of orders paid, being the total of items (), (®)
and (c).

{3) The S.0. journal of Irish Postal Orders paid [Form M.O.-33{s}}
- should similarly be kept om record with the H.O, journal, the following
=ntries being made daily in the journal in the spaces provided for the
purpose in respect of Irish Postal Orders paid in S.0s.

(a) the value of orders paid,

{b) the total value of Eire (Ireland) postage stamps affixed to
" make up broken amounts,

(c) the total number of orders paid in India, and

-(é) the total value of orders, paid, being the total of items (&}
and (b).

172. Examination of jourssl of British or Irish Postal Order paidy—
“The postmaster should compare the entries in the journal British Posinl
“Order paid with the paid orders, “verifv the totals of the journal, end
then sign the latter, A similar procedure should-also e observed by the
mostmaster ig respect of Irish Posial Oiders paid.

73, Submission of zhstract of payments to Pastal Acccunts Office.—
43y In HO. at the ciose of exch menth, an ahstract of peymenis of
2 itich Postal Orders for the month should be complied in Form M.O.-24.
“The fgures for the column headed “Number of British Postel Ordass
paid" shonid be obtained by first sorting all the orde-s paid durisg the
_ qmomth according @ $h=ir denominations and then counting the pumibes
of orlers of zach denomipstion pald. The enirizsto be made againgd
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item 2 at the foot of the furm will be monthly total of column 7 of the
journal of British Postal Orders paid. The abstract should be forwarded
to the Home Postal Accounts Office on the 1st of the following month
accompanied by all the paid orders detailed in it, and should be enclosed
in a cover registered on service and marked “Important”. If there are
no entries to be made in the abstract, a blank abstract should npot
be sent. 3

(2) An abstract of payment of Trish Postal Orders should similarly
be complied in Form M.0.-34 and forwarded to the Home Postal

_Accounts Office in the manner detailed in paragraph (1).

(3) Tn H O. the paid Postal Crders should be kept by the post-
master in his personal custody uniil the time for their despatch 10 the
Postal Accounts Office, when they should be packed in his presence.

(4) In S.Os the paid Postal Orders should be kept by the S.P.M. in
his personal custody until he despatches them to the H.O.

/

{

- E¥%




CHAPTER V

INDIAN POSTAL ORDERS

GENERAI. RULES

174. Conditions in P.O. Guide.—The conditions under which
9ndian PRestal Orders (I.P.Os) are sold and paid and other information
regarding such orders, will be found in the P.O. Guide. (See also clause
91(a) or (b) of the P.O. Guide).

175. Offices authorised to hold stock of orders for sale and to pay
orders.—(1) All Head and Sub-post offices in India are autherised to hold
a stock ef I.P.Os for sale to the public and also to pay L.P.®s. In B.O.
all supplies of orders should be made by the account office in strict
sequence of the numbers in each block. When LP.Os are required by
a B.O. for sale to the public, the B.P.M. should send a requisitions to
his account office, spz=cifying the denominations and the mumber orders
required. The account ofice will send the orders duly sigmed and
stamped, to. the B.O. particulars of the orders and of the amounts
{including the commission] being emtered in the B.O. Slip (Pa.-4) Anp
1.P.O. presented for payment at a B.G. will be sent te the account office
for an erder of payment.

(®) The aggregate value of I.P.Os authorised te be steeked by a
H. or S.0. for sale as well as for supply io subordinate elices will be
£ix>d in the case of H.Os by the Supdt. #f Post Offices cemcermed on tha

376
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hasis of requirements for six months and in the case of S.0s by the Head
Postmaster on the basis of requirements for a month.

Note.—Presidency Postmaster, Senior/Supdts. of Post Offices can,
in the case of S.Os fix higher limits upto requirements for three months,

if considered necessary.

(3) Id the case of the Second class H.Os the memo of Authorised
balances issued by the Supdi. will show the ageregate value of 1.P.Os
to be stocked by the Office. In the case of §.0s the authorised stock
of 1.P.Os of each denomination will be shown in form M.O. 61 issued
by the Head Postmaster a copy of which will furnished to the Supdt.

concerned. Extract of this statement in form M.O.-16 will be supplied .

to the S.Os concerned will be filed with the memo. of authorised balance
supplied to the office in which the aggregate value will be entered against
stem (d) by the Imspecting Office after check with with the extract. The
Postmaster will whenever necessary, revise the authorised stock of L.P.Os
to be stocked by S.0s and furnish a revised extract 10 the S.Os concerned
entered on S.0. slips and to the Supdt., Post Offices concerned. Correc-
tions in the Register of authorised stock of I.P.Os in Form M.O.-61 sheuld
be attested by the Head Postmaster.

176. Supply of orders to money order Asstt.—The M.O. Assti. will
qeceive daily from the treasurer, umder receint, 2 certain number of
LP.Os for sale and at the close of the day, he will make over to the
treasurer, under receipt, the unsold orcers.
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Notr.—In largev offices where the sale of LP.@s is too large tO
permit of counting and reccunting at the begipning and close of each

‘day, the M.O, Asstt. or +he Supervisor-in-charge of the M.O. Depart-

ment may. under the orders of the Head of the @ircle keep the I.P.Os
in & locked box make over the locked box at the closs ef the day under
receipt to the treasuret for safe custody ever-night and receive daily
in the mornisg the locked box from the treassrcs under receipt. In
such cases a separare stock register should be rmaintzimed for the covpict
stock. The balance -of the. counter stock will be yerified 2t the clos2
of each day by the A.P.M. or he Supervisor-in-charge of the M.O.
Deptt. and the M.O. Assit. before it is kept io the bex. The key of the
locked box should be retain ed in his custodys

177, Receipt of postal orde:s fred postal Accounts Office.
(1) Every H.O. will be supplied by the Pastal Aeceunts Office with 8

- gtock of LP.Os for sale to the public both at the H.O. and its subordinate

offices. All supplies of orders will be made by the Postal Acconnts
Ofice in strict sequence of numbers in each bloek, Indents in- Form
}£.0.-59 for further sup plies of erders sufficient (with the upsold orders
{n hand at the time) to meet the requirsment of the H.O. and its sub-
ordinate offices fof 2 period of six months should Ba sent 10 the Postal
Acconnts Officer once a Guaricr, but if at any time it should be found
that the stock i3 ruaning low a supplemental indeat may be submitied
for a supply expected to last until the next quarterly imdent is submitted
aad supply received from the Postal Acgounts ®fise. Indents should

" pot be met from the stock in hand, and the cases in which this rule is

pot followed will be reported o the Head of the Circle concerned.

{2) Postmasters in the West Bengal, N.E., Uttar Pradesh, Gujarat

gnd Maharashira Circles should submit theix jadents on the 8th £ ol
8th July, 5th Ociober and 8th January, Postmasiers in the Bibar, Orissa,

e ——————
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N W, Delhi, Tamilnadu, Andhra, Karnataka and Kerala Circles should

submit their indents on the 3th May, 8th August, 3th November, and 8ta
February and Postmasters in the M.P. Rajasthan Circles should submit

their indents on the gth June, 8th September, gth December and 8th
March, each year ik the following form :—

Quarteriy indeat for Indian Postal Orders

-

‘Denominations #Jssued in the Stock on Additions Remarks
previous six the last  required o
months as day of make up half
detailed on the years demand
the reyerse previcus {ccl, 3) (When
quarter Jess) deducted
col- (2)
_v___.__________.__.,______‘___d__.__——_______,_________a—
B T e :
50 paise '

one rupee
two rupees
and s9 00 GPLO
Rs. 10 -
Rs. 20~
s 30/-
“Rs. 40/-
Rs. 50/~
Rs. 100/-

# [n thie case of post office in which the sale fluctuates in different
geasons (sucn asin sumoier and winter seasons), in the post office ai hill
stations and in Military stations the issues Of the six monibs of the
previous year corresponding to the months for which a supply is indented,
s suld be shown, instead of the issues of the previous sjx months in this

column.
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(3) Supplies of I.P.Os will be received from the Postal Accounts
Ofice, accompained by an invoice (in duplicate). ®a receipt of the
orders, they must be carefully counted and compared with the invoice
by the head postmaster, who should see that no serial Ios. are missing
and then receipt the invoice, and Stamp it with date-stamp. The original
or upper part of the invoice shhuld be cut of and returned by first post
to the Postal Accounts Office, the duplicate being pasted in the stock

book (Form #1.0.-68),

(4) Any discrepancy between the number of orders invoiced and
the number actually received, or in the absence of any number belonging
to the series, shonld reported at once by telegraph to the Postal Accounts
Office and 2 note should also be made on both the eriginal and duplicate
of the invoice. If no report is mads to the Postal Accounts Office on
receipt of the invoice, and any orders are subsequently discovered to be
wanting, the head postmaster will be held responsible for their value.

178. Stock book of Indian Postali Orders.—In H.Os particulars
of I.P.Os of each denomination, received from the Postal Accounts Office,.
should be written in the stock book (Forni M.0O.-60) and the entries of the
numbsr received as well as of the balances of 1.P.Os of each denomina-
tion attested with dated initial of the Postmaster in the last ¢olumn of the
printed form. The number of I.P.Os of each denomination forming the
anthorised stock of each 8.0. should be entered by the H.O. in Form
M.O.-61.

179. Supply of orders fo Sub-offices.—(1) In H.Os 1.P.Cis should be
supplied 1o each S.0. according to the number fixed for the 5.0s and the
S.P.Ms should be directed to sign and stamp the orders at the time of sale.
All supplies ¢f orders should be made by H.Os in strict sequence of
the numbers in each Block. When LP.Os are to be sent to a $.0. they will
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be obtained from the \reasurer by the M.O. Asstt. who should enter the
first and last serial pumbers and the total number of each class in the
stock book, and then make them OVer under receipt, to the cih-peconat
Asstt. for despatch.

(2) In the case of H.O. making frequent supglies to the S5.0. under
them, & subsidiary register [Form M.O.-60(a)] showing the setial number
total number and denomination of L.P.Os supplied should be maintained
in the Head Offics. The sub-account Asstt. will graut receipt against
the relevant entries in this register for the orders received by him for
despatch to §.0s The total pumber of LP.Os of gach denuminaticn
as shown in the Stock register (Form M.O.-t0) against the eniry of
¢yumber seat 10 cub-offices” ¢hould tally with the total of cclumn 4 of
the subsidiaty register [Form M.0.-60(a)]. 3

(3) In S.Os the L.P.Os must, on reczipt, be carefully counted and
compared with the entries i the S.O. slip by the S.P.M. care beirg
taken to see that BO cerial pumber are missing. Any discrepancy
between the number of orders invoiced and the number actually received,
or in the ahsence of aay number belonging 1o & series, should be
reporied by the first mail to the H.O. and a note sbould also be mace
on the S.0. slip. If no repott {s made to the H.O. on receipt of the
S.0. slip and any orders are subsequently discovered to be wanting, the
S.P.M. will be held responsible for their value.

(4) In S.0s, particulars of tie 1.0.0s of each denomination received
from the H.O. should be entered in the stock book (Form M.O -60)
and the entries of the pumber received as well as the Balances of the 1.P.Os
of each denomination atie sed with the dated initials of the S.P.M. in.
the last column of the printed fora. :
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18{, Spoiled Indian Postal Orders.— (1) If an L.P.O. is spoiled by
the round M.O. stamp being impressed in the wrong place or by the
serial number being defaced or rendered illcgzible, or in any other way, the
word “spoiled” should be written across the order, and it alopg with
its counterfoil should be sent to the Postal Accounts Office with the
next list of I.P.Os sold {Form M.Q.-63), in which an entry of it should
be made in red ink, but the value of the order should not be included in

“the total of the list. Under no circumstances should a spoiled [.P.Os be

sold to the public.

(2) In H.Os, when spoiled LP.Os along with their counterfoils ars
forwarded to the Postal Accounts Office with a periodical list of 1.P.Os
sold, the orders and the list should be enclosed in a separate service
envelope registered ard superscribed in red ink *Im portant".

(3) In S.®s., & spoiled order along with its counterfoi! should be
sent to the H.O. with the daily account entered in red ink in the place

“for remarks on the reverse.

SALE OF INDIAN POSTAL ORBERS By HeAp AND SWB-@FFICES

181. Sals of erders.—(1} Before an LP.O. is sold, it must be

.stamped with the round M.O. stamp by the Postmaster who must sign the

1.P.0. aund alse put the date with year below his signature. If the
purchaser so desires, But not otherwise, the postmaster must also impress
the date-stamp em the counterfoil. The impression sheuld be made on
the upper part of the counterfoil below the serial number. Great care

must be taken te ebtain a clear impression of the stamp, and the post-

master will be held responsible that the corcect date and year types are

used.

Nots.—In the case of H.Os and selection grade S.0s and such
other offices as might be selected by the Head of a Circle for this parpose,

— -
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gouvnter Assit. may issue 1.P.Os under their own signature afier siamping
she orders with 2 special supplied for the purpose.

(2) The amount to be paid for an 1.P.O. will be ibe face valus of the
order plus the commission impressed on the order. When "this amount
has been received, the order should be handed over to the purchaser, who
should be informed that he should insert ia the order before parting with
it, the name of the person to whom the money is to be paic.

£3) It must be distinctly understaod that all issues of orders should
pe made in sirict sequeace of ihe numbers in each block of the orgers
and that an 1.P.O. should not be signed or stamped until the correce
amount for the crder, inctuding the commission, has besn received fromr
4he purchaser.

182, FEnirles of sales in ioawrnal and stock book.—(1) The tota}
aumber and value of LP.Os sold sach day should be entered in the
journal of L.P.Gs cold (Form M.{0:.-62), under their proper classes. Toe
amount to be credited in 1he journal will be the valae of the Orders,
including the commission. Tae sarial number of every order should be
detailed in .the journal. The number of orders of each dencmination
sold each day should be deducted from the previous day's balance
shown in the Stock Book {(3.0.-60) under their proper classes and

. Stesh balances of LP.Os of the diffsrent denominations should then be
struck and the entries of ths baiances attested with the dated initials
of the Postmaster (or the S.P.M. in the case of 2 S.0. to be taken in

she last column of ihe printed form. In the large offices, where a

separate counter register under the Note below Rale 176 is maintained,

-

+he same should be sigaed by the A.7.M. and the M.O. Asstt.

: (2; In H.O,, ihe total number and value of orders of each deno-
anination sold at the S.0. should ote taken from the memec. of IP.Os

v
.
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sold (Form M.0.-65), received from the S.0s and entered in the
appropriate columns of the journal.

(@) S.0., the daily total of the S.0. journal of 1.P.Os sold should
be credited in the S.0. account under the head “Indian postal orders

sol_d".

183 List of orders goid and memo. of unsold orders i head office.—
(1) A list of 1.P.Os sold (Form M.O -63), comprising all the tramsaction
of the previous month, should be prepared for submission to the Postal
Accounts Office on the 1st of each month. The total number, the total
value and the total commission of each denomination of 1.P.Os sold
during the month should be entered in the columns provided for the
purpose in the list, and tiie total amount, to agree with corresponding
amount credited in the cash accoual, should be entered in the space
provided for the purpose at the foot of the form.. :

(2) With each 1ist of LP.Os sold, a memorancum of uusold order
(Form M.O.-64) should be submitted O the Postal Acccunts Office
showing the orders in stock at the close of the previous dry.

3) I no sales appear in the accounts during the mionth, no list
need be sebmitted on the lIst of {he mext month unizss there are any
spoild orders to be returned to the Postal Accounts Office or unless
authority has heen received 10 wiite any missing orders off the stock book.
but & memo. of unsold orders must jpvariably be semt 1O the Postal
Accoun(s O fice on the 1st of eac’n month. d

{(4) The memo. received fiom 8.0- should be impressed with the
date stamp of H.O after it is signed by the postinaster and then should
be filed in separate bundles for each S.0.

184, Memo. of unsold orders in hand and of orders sold in sub-
offices.—(1) With the daily account of the last wordng day of each
month a memo. of unsold LP.Os in form (M.0.-65) should submitted
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4p the H.O showing the first and last serial numbers and the total
number of the unsold LP.Os in the S.O. at the close of thre last day of
the month, the accounts of which are incorporated in the accounts of
the HO for that month. The memo. should be sigued by the S.B.M,
stamped with the round M.O. stamp, and sent to the H.O. entered on
the reverse of the daily account. If the balance includes more than
one consecutive series of orders, the first angd last serizl numbers of each
geries will -have to be entered in the memo. and if ihere are any single
orders in stock, which do not form part of the series, their serial number
will Rave to be detailed in the memo.

(2¢ On any day on which LP.Os are sold, the particniars of the
orders sold, ie. the denominations, the toral pumber of orders of each
denominaiion, the serial numbers and the toral amonupt realised by the
gafe of the LP.Og of each denominaiion should be entered in the menio,,

provided for the purpose od the teverse of the of unscld orders. The~

¢otal of the monsy column of the niemo. of T.P.Os sold shonic agres
with the amount credited in the S.0. account under the head “Indiza
postal orders seié™. Thic memo. should be signed. siamped with the
round M.O. Stamp and sent 1o the H.0. with entries in the mema. of
_uansold orders in respect of only the denominations of erders sold o the
day, entered on the reverse of the daily account.

122, Serial mamyers of orders in sigck to be commanicated annuaily
to the Postal Accounis Office.—(1) The head postmasier shiould, every
gear submit a list 1o the Homs Postal Accounds Office showing in full
detail the serial numbers of the I,P.Os forming the closing balance of
ths memo. of unsold orders sclating to the month of March. The
following cenificate of vetificalion of the balance in stock should also
" % furnished to the Home Pastal Acconats OfFce alopg with the list i—
Cestified that the total nambec of orders shown in the st are

—— —RE

e
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shown against the head

actually in stock and the number
(a) “In the H.O.” and (b) “In S.0.” agree with the corres-
ponding entries in 1d orders relating to the

the memo- of unso
month of March submitted 10 the Postal Accounts Office.

Date 19 Postmaster.
(2) For the preparation of this list, it will be necessary for the
head posunaster 10 take motes of all the orders in his own stock at the

he 31st of March and 10 ascertain the particulars of

close of business o1 1

the orders held by hus S.0s from 1re memo. of unsold orders submitted by
them to the H.O. o tne 1st of April.
repared in mapuscript, it the form given

below, acd the head postmaster must satisfy nimsalf that the total number
of orders shown ;hetsin a5 beiog in stock, as well as the number shown
against the head (2} “In toe head office”’, and (b). Ip S Qs’’, agree with
the corresponding enteies inthe memo. of unsold orders gubraitied 10 the

QOfiice.
List of sesial numbers of the LP.O. fyming the closing
of unsold orders relating to toe month of March

of the Memi.,
. 19—submitied BY the H.O. to the Postal Accounts Office.
SR e e e
Serial number of Indian Postal Orders
of each class
# * 42
50P Re. 1 RS. 2 ceece one

(3) Thelist should be P

sing balance

e

The head office
Total NoO.

Sub-Office**
Towa! No.

Grar.d Toral .-

: __.__,,_,__#.,,__,.,___-_.____.. e
The several denominativi of 1.P.Os should bz entered here 1o their
proper Order je. from 50 paise up Rs. 100/~ a scparate col. being
assigned 1O each denomination.

#% Ppyrticulars t be srown for each 5.0. under the H.O.
Date 19 Posimaster
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(4) The list should be forwarded to the Postal Accounts Office in a
femistered cover as so0R after the 1st April as possible. It should, A
however, be undersiood that the submissivo of the memo. of uvnscld
srders must not be delzyed on account of this list.

186. Loss of theft of snsolé Indian posial erders.— (1) Wrken LP.C’2
wre loss or stolen from tne stock of o post office, an immediate repoit
should be made by rfgistere;i lerter ta the Head of the Circle, 1o ths
“Director of Accounts (Postal) Delhi and to the Home Postal Accounts
Gifics, the full pattisuiads, inctudipg the amounts and the jodex numbers
end letters followsd by 8 serix]l number of the missigg CIJETs being
stated.  Telegraphic jgtimaticn mMay be given o:ly where jusiifise by
:gpecial reasons.. Th= telegram: should be confirmed by & report by nent
-post. The missieg ordars should continue to te ingcluded in the balezce
of unsold erders entered in the stock book, until authority is received
from the Pastsl Aceounts Oics 13 write them off.

(2) In H.Gs a record, should be kept of ibe serial numbers jncluding
<he index namber and latter and vaiues of the missing orders, and these
paciiculars should be noied at the foot of the meme., of unsold orders :
submitted to the Postsl Accounts Office against an entry “Missing
odrars” so 1ngas they ame incinded in the clesing balance of the memo.

{3) Heads of Cizcle should, afier making Decessary emguiries about
the loss of orders. garwarded a final report @ the Home Postal Accounis
“Dffice in order 10 cnable the Jatier to jssue necessary instrEctions te the
pPOStmMasisi concerned - for WIiing off the~missing L.P.C3 from the stock.
When authozity 18 received from the Postal Accounts @ffice 10 write
off the missing orders, they sb ould be shown in the stock book as sold,
and theic particuiars shouid bs entered in red ink the journal pmd list
of TP.Os sold (Forms M 0.-62 and M.0.-63) without including the value
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¢ the list with the remark < Missing ordets,-

of the orders in the total O
vide Postal Accounts Office No- dated %
NoTe.—1n every Case in which an L.p.O. 15 lost or stolen, the
| official at fault shoutd, 1t possibies be fixed,
recovered from

of the posid
s the commi
e;:overcd on acc
eipts.

missing orcter

resp.)nsibility
of the luss of

and the value pl

f
him. Soms thus T
credited as miscellaneous 1ec

3sion of the
ount

1.P.Os should be .

(4) In S.0s, a Tepert regarding the loss ©F theft of 1 P.Os should te

made 10 the H.O.

PAYMENT OF INDIAN POSTAL ORDERS
ough 4 pank.— 1.P.0Os may be-
d outside Delhi,

rect ©F thr
gitual€

187. Orders payable di
through 2 bank

paid to the payee either direct or
Bombays, Calcutta and Mad1as.
n enhancement of va

188. Orders pearing postage stamps 1
nounts should be

{fixed to LP.OS (o make up broken ai
ct of the £ osllowing points = :
t, cefaced OT multilat

i Postage stamps @
examined in respe

(a) That they have
used in paymen

not been cu ed or previousty ‘
t of postage Cf duty. :

ed three in pumber an

e than ninety pine Pai
ne stamps @

i3 not moOr
UDEd”

the LP.OS including t
exceed Rs. 100/-.

fiixed thereon

(c) That they have been affxed in-the Spaces provi

purpose.

(d) That they

do not conceal attempts at fraud.

at complied with, but there is

1f these conditions are

lue.—

(p) That they do not exce d their total value"
ige and that the total vatue oF

ded for the

no r<a ;on
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to suspect fraud, the psrson presenting the order should be asked tc
remove any postage stamps for which nc allowance can be made, {be
stamps being damped before removal to avoid mulilation of the order.

189. Examination of orders presested for paymient.—(1) Every
1.P.O. presented for payment should be sarefully ciamined with refersnos
to the following points :—

(a) Whether it has been made payable at the office at which it 15
presented. If the order has been made payatle at an oifice other shaz
the one at which it is presented, it may be paid, provided tbat wie person
presenting it is known to the postmaster or any member of the post
office staff not below the rank of a postman to be cither the payse of
is authorised agent, and the name of the office is filed in, before payment,
by the payee or his authorised agent in addition to ihé office name ot
the office originally filled in. If the perscn presenting the order is fhe
payee himseif, the postmaster must write above his signature the word
““Payee known to me”’ or ““Payee known postman™, and if he is the
payees authorised agent the posimasier must, before payment, requite
him to write in the postmaster’s presence his name and address on the
back of the order, and the posimaster must add the words “Krown 1o
me” or “known to & member of the post office staff not below the rank
of a postman®. Each order must, before payment, be duly receiptzd
in accordance with rule 191. :

If the order has not bsen made payable at any clearly specifiz¢
office and btears simply the name of a city or tows but isin other
respects regular, the postmaster may pay it whether the person presenting
it b2 known to him or not, provided that his office is within 1he limits
of the city or town named on the order and provided that before payment
the name of the particular office is.added by the person persenting ths

order without erasure or concealmeni of any alteration made in the name
originally inserted.

ExaMPLE,—An order made payzble at “Caleutta G P.O is it
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-presented by an unknown person, payable only at the counter of the
.Calcutta G.P.O. But an order made payable at “Calcutta” is payable at
the Head or any sub-office within the jurisdiction of the Calcutta City
- whether the person presenting it be known or not.

If, in the space for the name of the paying office, there are charac-
ter’s unintelligible to the paying officer, he may pay the order if the
person presenting it is knowa by him to pbe the payee Of his authorised
agent. If the person presenting it is unknown, he must asked to write

_against the unknown characters an English transalation. This done, the
otder shouid be dealt with as is if the name had been originally written in
English characters 5 otherwise payment must be refused.

(b) That the postal order is genuine and that the amount has not
‘been altered.

N.B. See note below Rule 161(1)(b).

(¢) That the postal order has not been cut, defaced, or mutilated,
that no erasure, alteration, or concealment has been made in or of any
words, figures, marks or desigues prints¢ of impressed thereon, and

_that there has been 10 erasure or alteration of the name of the payee
oror of the office of payment [except as provided in clause (a) of
this rule] as written in the body of the order, or of any crossing (sze
role 192). It-is to be carefully noted that entries can often be substi-
futed by erasing or wishing off the original entries by chemical or
other processes. A chemical process generally leaves a light brown
_discoloration Of mark on the order and a carefully scrutiny for such
discoloration or mark should be made. If the order is found defective in
any of these respects payment should be refused. In cases of doubt the
counter Assti. should consult the Postmas{ers. Postmasters should, if they
_consider it necessary retain such a postal order for further investigation,

_.after giving @ receipt for it to the person presenting it. The receipt should
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pontain the following particnlars (1) No. denomination and office of
fesne of the order of (2) Name, occupation address of persons presenting
1 {to be got filed by the person presenting {he order as far as possible).
Foquiries regarding the bona fides of the person presenting the order
sligald then be made either through an Inspector, Of when necessary,
shrough the Police. If, however the defects do mnot appear to be due o
fraucunlent intent the holder should be advised to send the order to Supdt./
£r. Supdt. of Post Offices or First class Postmaster with an explanation
of the way in which the erasure Of alteration came (0 be made or in
which the cutting, defacement, Of mutilation took place. Payment of
an order need not be refused merely because it is torn, if the tear is slight

and obviously accidental.

NoTta.—The counter Asstt. after examining the order in ithe masner

Jmdicated in this rule, should in token of having carried out the prescribed

check, sifn the order on the Teverse on ihe space available on the top

of the order with a1 indication of Iy designation. This :

XY.Z.
Paying eounterl Assit.

(d) (i) That the postal order bears the jmpresgion of the round

21.0. stump OF the postal order siamp whefe it is guthorised and the

gignainre of tbe postmasiet of the issning ofice ana i) that it alsa

contains ihe payee’s pame.

“(¢) That not more than six calencar months have elapsed since
neh in which the postal order Was igeueq, If MOLE

¢he last day of the mo
thon §iX monihs, have elapsed, acticn should be izken in accordance with

she rule 195 In cases in which postai orders which ¢o not bear the
{m pression of the rownd M.O. stamp ©Of the special postal ordel siamy
wherevel authorised of the office of issue are paid under, paragraph {2)
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of this rule as well in cases in which date in the impression Of the round
M.O. stamp or the special postal order stamp wherever authorised is
for any-reason illegible, it should be assumed that not more than six
calendar months have clapsed since the last day of the month in which
the order was issued. All such cases should be noted in the error book.

(f) That no departmental inctruction have been received stopping
payment of the order. :

(2) An order which does not bear thz impression of the round M O.
stamp or the special postal order stamp wherever authorised of the office
of issue or the signature of the issuing officer, should not be refused
payment on that account, provided that the postmaster finds no reason
to doubt the title to the order of the person presenting it. If the order
be paid under this rule, the postmaster must inform the payee that he
will be required to refund its amount, should it be found that the order
was not duly purchased. The postmaster must also note on such orders
<payee known™’. If however, both the round M.O. stamp or the special
postal order stamp wherever authorised and signature are wanting, the
order should not be paid without having the commission supplied by the
office of issue.

N.B. See Rule 161(3), (4) and (5)-

180. Order of payment by postmaster.~Every 1.p O. should, sfter
examination, be placed before the postmaster, who will, if it catisfies the
required conditions, impress with the round M.O  stamp in the round

et
——————
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space provided for the purpose and will draw two thick diagonal lines
in the red ink across ths face of the postal order. He will also sign the
order on the reverse with an indication of his designation in the mannet
indicated in Note below rule 189(c). Care should be taken that postage
stamps, affixed to the face in I.P.Os to make up broken amounts are
on no account defaced in the office of payment, and that the value of
stamps which are affixed clse where than in the proper space ig not passed
for payment.

191, Payment to holders.—(1) The amounts to be paid for an
1.P.0s should be the vatue of the order plus the value of such adhesive
stamps affixed to it in proper space on the face of the order as have
besn passed for payment, provided that the total amount payable does

not exceed hundred supees See rule 188(b).

Note.—In the eveni of payment of the value of stamps which are
affived eclse where than in the proper space, the official authorising on
effecting the payment would be responsible for it.

(2) Before payment is made, however, it should be seen that the
order bears a proper receipting signature in the space provided for the
purpose. The payes must sign with bis initial or full name and the
signature name should be correspond with the name entered as the
name of the payee in the body of the order. If the payee is unable to
write, his mark or seal should be affixed to the order and attested by
the signature of a witness who must write his address on the order.

Nore.—For examples of how the payees should sigd on the LP.Os
see examples below Rule 163{2).

EXCEPTION.—See Exception below rale 192.

(3) The specific cases in which defective I.P.Os may be paid by a
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SR = e e ——

past offie without a reference to any higher authority are given in sub-
para (3) or Rute 163.

Nore—Supdt. of post offices and first class postmasiers may
sanction the payment of defentive 1.P.Os as cnumerated ia rute 127-C(1)

of the IP.O. Postal Manual, Volume VI

192. Payment of crossed orders.—(1) An LP.O. which is crossed
cannot be paid except when presentad through Post Ofice Savings B2 ak
or any bank sitoated outside Delhi, Bombay, Calcutta and Madras. 1
ap order is cross2d generally, that is, without any bank beiong named,
it may be paid through &ny RBank which presents it or through the P.O.
S.B., if the postal order has bean crossed with the eddition of the nzme
of a particular bank, it should be paid only 10 that bank. A crossed
1.p.0. for payment through the P.0.S.B,; chould be made payable at
any post office within the same postal District as the post office at which
the payees P.0.S B. accouat stands open is situated and should bear
after payee's name the particulars of the payee’s P.0.S.B. account. 467
should b2 presented duly receipted by the payee, 2t the Post Office along
with the pass-book of the P.O-S.B., account of the payee.

ExceeTioN 1.— This rule does not apply 1o crossed 1.P.Os intended
for any officeT of theP & T department ia his official capacity which may
be cashed by the postmaster at the head quarters of the Office concerned .
without such postal of iers passing through a bank, provided that they

ars propetly receipted.

The postal orders, crossed of uncrossed, roade payable 10 the
follo®ing departm aptal officers can be signed and recaipted by the officer
shown acainst gach :—
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e ————

Authority to whom payable Authority competent to sign

(i) Officers of the P&T Directorate Cashier

(i) Officers of the Cirele Offices Section Supervisor

(i) Officers of Postal & Engineering

Diivision Officer Supetvisor

et

e

In the case of Postal Directorate, Circle Offices, and Postal Divi-
sions such postal ordets will be presenied at the Head Post Office only
aiong with a list iz the form M.0.-72 filled in triplicate. The post office
will be taken acticn as prescribed in Ruls 194, and return the second
copy of the list duly acknowledged with 2 certificate of credit endorsed
shereon together with 2 receipt in fori A.C.G.-67 Payment is not to
e made in cach but by book adjustment by charging to “Indian Postal
Orders paid” by contra credit to «Unclassified Receipts” The first
copy of the list will be gubmitted as 2 supporting document to the
schedule of “Unclassified Rcceip_ts” {0 Postal Accounts Office.

Nots 1.—The following diagrams show how orders may be
crossed :—

(1} crossed generally
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\2) crossed specially

The transverse lines used for crossing may be made by means of
perforation.

NotE 2— ‘Any officer of the Postal department’”’ used in this
Exception includes a Postmaster and Sub-Postmaster.

ExcepTIoN 2.—This rule dues not apply to crossed 1.P.Os addressed
to deceased members of the Dafence Services, which may be paid under
{he saaction of 2 Supdt. of Post Offices, a first class Postmaster or the
Head of a Circle as may be required by rule 189(4) to the Defence
Department without their passing through a bank provided 2 Com-
missioned Officer of the unit to which the holdet belonged, or 2
Commissioned Officer of the Effecis Branch at 2nd Echelon 11 Army

Group or at Central Record Office, Jhansi, signs the orders as the

representative of the deceased and also signs an indemnity on the back

: of the orders 1o refund the amount in the event of a claim in respest of the

orders being acceptec at any time by the Postal Departtinent.

(2) Bzfore pvaying a postal order presented by @ tank, situated
outside Delhi, Bombay, Calcuita and Madras, postmaster must satisfy
himself :—

(a) thatthe conditions of rule 189 excepting those laid down in
clauses (a) end (d) of paragraph I of that rule Lave been
fulfilled ;
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(b) that the presenting ‘bank has entered into an agreemcnt with
the Head of the Circle in the form laid down in rule 52/2 of the
Postal Manual, Volume VIIL ;

{(¢) thatthe pame of presenting bank appears on the face of the
order ; y

(d) that the order does 1ot bear the names of twWo banks, excepiing
in cases where the presenting bank is the collecting agent for the
-other bauk ;

{(¢) that, if the order is rececived in payment of a saving bank
deposit, the pame of the P.0.S.B. as well as the Account
Number appears on the face of the order,.thus (—

“Mussoree 5.B. Account No. 3757,

#o1e 1.—The condltions jaid down in rule 191(2) as regards the
receipiing of postal orders do mot apply in the case of orders presented
by banks, :

Mot 2.—List of banks which have entered into and agreement
with the Head of the Circle for the encashment of crossed I.P.Os is given
in Appendix C(b).

{3) A Postal Order presented by a pank situated outside Delht
fombay, Calcutta and Madras which has £ot eniered into the agreement
referred to above must bear the name of the presenting bank anc the
sigaature of the person on whose bebalf it is presented in all oihes
sespects, the ordex should be treated in exactly the same way &s orders
presented by private persons.

103, Payment of Indian Posial Orders through bauker’s clearing
house.—LP.Os presented for payment. by banks may be paid through
.ze Banker's ciearing houses situated at places ouiside Delli, Bomwbay..
<21 atta and Madras under the following conditions (—
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(1) The Postal Orders presented for payment may be payzble at
any post office in Iadia.

(2) The clearing houses will ¢bserve. as far as possible, all the
Postal Department rules rezarding the checks to be exercised by paying
post offices to ensure {hat any order presented for payment is genuine,
current and propetly signed and stamped by the issning post office.

(3) The clearing houss will have discretion to recognise as valid
for payment 1he values of aay postage stamps affixed to an nrder evexn
though the stamps may be excess of three in number, and of an aggregate
value exceeding ninety-nine Paise provided that the amount paid in
respect of any individual order shall not exceed Rs. 1G0.

~ (4) Ailother P & T Departmental rules relevant to the payment
of the LP.Os shall be observed in respect of payments rade through the
Banker’s clearing houses. 1

{5) Atthe conclusion of each day’s transactions, the Local Head
Post Offices shall be fainished by the clearing house in the Postal
Departmental (Form M.O -67) with lists ¢f orders paid during the day’s
_clearing together with the paid crders in original.

(6) The Postal order thus paid shall be treated by the Head Post

Offices concerned as paid by themselves aad deale with accordingly. The

~total amounts involved shall be treated and accounted for as drawings of
the Head Post Office from the Treasuries.

(7) A collecting Banks clearing house stamps on an LP.Os shall be
deemed to be an effective discharge for purposes of payment ¢f the value
of the order without the signature of the payee Of an official of the

_coltecting Bank
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194, Payment of Iundian Postal Qrder by Book Adjustment.—
(1) Government offices or semi-Government offices which receive a large
number of LP.Os can obtain payment of the orders by book adjusiment
at such Head or Sub-offices which are in account wiih Treasuries or
sub treasuries.

{2) The I.P.Os which should bear the dated signature of the payze
in the space provided for this purpose will be presented along with a
tist in fmiplicate (Quadrunlicate if presented at a S.0.) in the prescribed
form (M.O.-72). The LP.Os will be entered in the list by the office
concerned according to Genomination 2nd serial order of the number
assigned fo the {.P.0s or a separate list may be preparec¢ for each
denomination.

(3) The Postmaster <hould check these orders in accordance with
the normal rulds, and if there is any postal order which is defective the
entry relating to that crder should be scored through in the list and
marked (<) in the rematks cojumn of all tbe copies of the list presented.
A brief remark should zlso He recorded ag to 1he naturs of the irregu-
1arity, and the total corrected in words and figures in red ink by the
Postmaster,

(4) The LP.Os if found in order, should be stamped with 2 rubber
stamp “paid by book adjostment” One copy of list of I.P.Os should
then be cetuined o payee with the endorsement along with the unpaid
Postal Orders.

(5) A treasury voucker in form ACG-12 for the amount should be
prepared and sent to the Treasury with the pass book for adjustment
in the usual maniier. The following words should be written at the
woucher by the postinaster i— 2=

“Not to be paid in cash—should be credited to the account cf......
o A= R T » the amount Grawn should be shown asa drawing
from the Treasury and debited {0 “Indian Postal Orders paid” in the
Post Office account. -
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{6) The Postmaster should watch for the acknowledgment 1rom
#he payee intimating receipt of the credit of the amount in his account
«and see that 10 ur.due delay cccurs in the receipt of acknowledgment.

1) A copy of the list of 1.P.Os presented for payment aleng with
I she 1P.O. paid should be sent 10 the Postal Account Office (through the
Head Office in the case of Sub-Cffice) alorg with 1he other list of L.P.Cs
paid prepared i the usual »ay.

(8) The prcceduie will apply to beth crossed &nd uncressed

pave elapsed from the last day of the

4ssued, is payable only on payment of a second commissicn.  The holder
should be requested o affix ‘postage stamps of the value of the pack of
-the order. The full value of the order should then be paid in the usual
way. The postage stamps affixed to the pack of the order should bs
of the date-stamp Sarvice Postags Sfawps

defuced by an impression
puse f om those suthorised to use them.

.may be accepted for this pur

for payment more than tweive reorths

(2) An L.P.O. presented
& of issue should not be paid but will be

.after the last day of the mont
forfeited.

196. Refunds of the valve of erders—{1) Refunds of the valug
Jbut not the commissica] ol 1.P.Cs may be granted by the office of issue
o the purchasers in accordance with the prccedﬁre‘ and subject to ibe
"_conditions applicable to the payment of [.P.Os, provided that the persona
4endering the corder either produces its counterfoil, or is known to the
Daying postmaster 10 the paying postmaster to be the purchaser f hig

-
1.P.0Os
195. Period of currency of orders.—(1) An LP.G. P! esented for
' spayment, when more than six months but not more than twelve monthe
month in which the order was
3
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_______________./‘""" e
agent “refund of the value (but not the comrmission) of 1LP.Os may also

be granted by ag office other than the office of issue, in accepiance. with
the same procedure and subject to the same corditions, provided that
the perscn tendering the order either preduces ifs counterfoil or is known
to the paying pestmastet to be purghaser Cr his agent.” The purchaser
must receipt the order, adding to its signature the word ‘purchaser’
sng his permanent address. The counterfoil, if prcduced, not be
destroyed by the paying postmaster. The paid ordet must be endorsed
by the paying postmaster «counterfoil produced” of “purchaser kaown’’,
as ihe case may pe. If the ordef has been crossed for paymert
through a bank, the purchaser should be required to cancel the crossing
by wiiting across the face of the order the words “Please pay cash’
-and adding his initials.

(2) When the person tendering the order cannot produce the
.counterfoil and is not known t& the paying posimaster to be the purchaser
or his agent, the matter should be reported for orders to the Supdt.
of Post Cffices of the First Class Postmaster having jurisdiction OVer the
office of issusg, along_with fhe serial number and the denomination of
the order, as well as the name of the office of issue and the date of jssue
and the applicant informed that the result of the reference will be com=
municated to him as soon as it i3 known. This course should also be
following if the purchaser of an order a refuzd of its value at post office
other than the office which sold it. When the value of the order has
peen refunded gnder instructions from the Supdt. of Post Offices or the
First Class Postmaster bis letier of authority together with the order
_should b2 sent 10 the Postal Accounts Office.

197, Application regarding miscarriage, loss of destruction of
orders—(1) The  conditions under which applications for enquiry in
tespect of the miscarriage, loss or destruction of 1.7.0s are entertained
wil} be found in the P.0. Guide.

() Ian application coraplies with the prescribed conditiong, the
application in original with the counterfoil should be forwarded in a

-
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gegistered cover t0 the Supdt. of Post Offices or the First Class Posts
saster concerned Or Director, Army Postal Services, and his orders

s¥inined.

(3) If the Supdt. of Post Ofiices or the First Class Postmaster con®
garned or Director Army Postal Services sanctions payment of the value
of & miscarried, lost or destroyed LP.O. the amount refunded to the
gigimant .shouid be charged in the head office journal of 1.P.Os paid
{Form M.0.-66) or ia the S.0. daily list (Form ®L.O.-67) as the case
sy be. The Supdt. of Post Oifices or Director, Army Postal Services
or First Class Postmasters’ letter of authority for payment together with
she payees’ receipt should be forwarded to the Postal Accounts Office

as & paid order.

~ —

198. Orders paid at suh-ofﬁces.—(l) in H.Os, for any day on
which LP.Os are paid at 2 3.0. a list of 1.P.Os paid (Form M.0.-67),
sghaich will be accompanied by the paid orders, will be received from the
8.0. The orders ghould be carefully scrutinised with reference to the
rule 189 and compared with the entries in the list.

peints mentioned in

(2) In S.Os the 5.0, daily list of 1.P.Os paid swould - be submitted
to the H.O. accompanied by the paid orders and entered on the reverse
of the daily account, Whenever 1.P.Os are shown as paid in the accounts

aof the S.0.

g 199. Ouders presepted for paymesnt at Branch Offices.—AD 1P.G.
: presznied for paymsst 20 3 B.O. wilt be {orwarded to the account office
for the necessary Oracr of paymeat Afier the order has been examiced
i accordance with the {nstructions in these rale, the postmesicr sheunld
fmpress it with the round M.O. stamp in the space provided for the
purpose. 1he order should then be returned 10 the B.O. for paymem?

g
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_with instructions as the amcunt to be paid, and the extra commission, if
«any, to be realised. :

200. Lossof an Indian Postal Order after payment —Whea an
41.P.O. is lost after payment, an application should be made through the
“Supdt. of Post Offices or the Ist Class Postmaster o the Head of the
~Circle asking for psrmisscn to issue a certificate ot payvment. The
application should contain serial number and the denamination «f ihe
~missing order, great care being taken (o ensure the correciness of these

_Circle, a certificate in the form given below should be issued and
4mpressed with the date stamp of the cTee. This certificate should be
signed by the official responsible for the loss and when responsibility for
the loss of the LP.O. cannoi be Getermined, it sheuld be sigued by the
-official whe last handied 1he order. la either case the cer:ificate should
be countersigned by tae Postmuster (H or 8 in whos= office the loss
-actually took place. This cernificate together with Head of the Circle’s
Jetter of authotity should then be treated in [h2 same Wway @s 2 paid
sorder, :

“] hereby certify that indian Postal Order NO:earevesrsaf OLaessssincsnens
was paid at the ~.....oooeee post office on the.cooureneenienres and
has since been lost. In consideration of its value being allowed
to me, I agree 10 refund the amount in the event of the order
being calmed a second time.

" Date stamp of the office.

Signature.”

201. Entries in journal cf Indian Postal Orders paid.—(I) Parti-
soulars of LP.Os paid should be entered in the journal of LP.Os paid
s{Form M.0.-66 ot M 0 67) Care should be taken that adhesive postage

particuiars. On the receipt of the permission from the Head cf the
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e e

gtamps affized 10 1.P.Os te enhance their value are on Lo pes UGl
obliterated.

(2) The S:0. daily list of LP.Os paid (Form M.0.-57) should be
kept on record with the H.0. journal, the following entries slone being:
made daily in latief in the spaces provided for the pucpose in respect oft
1.P.Os paid in 5.0. .

(a) the value of orders peid |

(b) the total value of postage stamps afixed to make Up hrokess
amouats ; :

(c) total number of orders jesued and paid ; and

(d) the total of orders paid, being the total of items (a) 2ad (0).

202. Examination of journal of Indian Postal Orders paid. —The-
postmaster should compare the entries in the journal of 1.P.Os paid
with the paid otders, verify the totals of the journal and ten sign the

latter.

-

203. Submission of abstracts of peyments to Postal Accounts Cffice.- -
(1) In H.0s, at the close of each month -abstract of payment of 1.P.Os
for the month should be cumplied in {(Foriu M.0.-6R). The figures for
the column headed “Number of 1.P.Os paid should be obtained by first
sorting all the orders paid during the wmonth according to iheir deac-
minations, and then counting the number of orders of each denomination
paid. ‘The abstract should te forwarded to tte Home TFostal Accoun v
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Ofice on the first of the following month, accompanied by all the paid
orders detailed in it, and should be enclosed in a cover iegistered on

service and marked ‘“‘Imporiant’. If there are no entries to be made in
the abstract, a blank abstract should not be sent.

NoTg.—The Head of a Circle may, in consultation with Home
Postal Accounts Office prescribe the submission of the abstract 10 the
Postal Accounis Office in two batches the Srst reiating to payments made
from the lst to 15th of the month and the second relating to paymenis
made from the 16th to the end of the month so as to reach that wfice
by the 20th of the month and the 5th of the followirg month respectively
his procedure will be prescribed only if the number of the postal orders.
paid exceeds 25,000 a month.

(2) Postmasters should, at the time of submitiing paid LP.Os to
the Postal Account Office, prepare fWO separate buadies one containing
{a) paid orders issued in the current official year, and the other {b)
containing those issued in previous official year. Each bundle will be
accompanied by a list relating to the postal orders in that parricular
bundle. A Nil should be submitted as occasion arise under head (3).

(3) In H.Os the paid postal orders should be kept by the post-
master in his personal custody until the time for their despatch to the:
Postal Accounts Office, when they should be packed in his presence.

(4) In S.Os the paid postal orders should be kept by the S.2ZM e
his personal custody uatil he despatches them te the HiO. -



LIST OF ACCOUNT RULES IN CHAPTER 7

(Issued under the authority of the Auditor-General )

3. Supply of funds.
5. Postal Accounts offices.
11. Realisation of amount.
14. Money orders from treasuries. 3
#5. Money orders issued by Telephone Revenue Account Office.
17. Entries in Journal of money orders issued. '
18, Preparation of money orders for despatch.
30. Money orders issued by sub-offices.
71. Examination by postmaster of money orders for issue.
73, Examination of money orders. _
4. Entries in register of money orders received.
75, Examination by postmaster of money orders for payment.
26. Money orders paid by subordinate offices and village postmen.
42. Money order paid to wrong person.
44, Entries in josrnals of money orders paid.
45, Payment of money orders by pay order.
.47, Compilation of daily totals of money erders paid.
.48. Money order accounts o be adjusted. before close of office.
_49. Examination by postmaster of money orders paid.
-50. Money orders in deposit.
51. Issue of v. p. mouey orders.

52. Payment of v. p. money orders.

8 e e
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RuLs
A

83. Value payable fees.
-84. Pgyment of v.p, foreign money orders.
55. Family allotment money orders.
56. Civil ploneer force units family allotment money orders.
57. Remittance of death gratuities of the dead military personnel.
58. Disposal of money orders recelved misdirected.
59. Redirection of inland money orders.
60. Disposal of redirected orders in the office of payment,
61. Unclaimed money orders.
62. Refused money orders.
63. Disposal of refused and unclaimed money orders.
64. Corfection of office of payment in journal of money orders issued.
65. Period of currency of money orders. '
66. Payment of order whose period of currency has expired.
67. Payment of money orders after one year. ;
74. Money orders lost before payment.
75. Money order lost after payment.
76. Description of void money order.
77. Applications for payment of void orders.
78. Void orders re-issued by Postal Accounts offices.
- 79. Daily money order journal from sub-office,
0. Dates included in account period.
81. Due dates for submission of money order lists.
82 Abstracts of daily money order total. ;
83. Summaries of monthly totals of money orders issned and pail
84. Closing entries in summaries.
85. List of void orders. ;
91. Entries relating to outward foreign money orders in journal of i.on&y
orders issued. 7
97. Certificate of Payment for inward foreign mioney orders paid to the
payee.
98. Redirection of foreign money orders.
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59,
104,
01,
114,
113,
118,
121,

124.
130,
131,
139.
143.
151.

159.
161.
162.
163.
164.
166.
168.
169.
170.
ifl.
172.
173.
177.
178.
179.
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&lteration of Payee’s name.

Unclaimed and refused foreign honey orders treated ss vold.
Refund of value of outward foreign money order to remittes.
Adjustment of short or excess realisation.

Disposal of T.M.O. filled up by remitter,

Entrles In Journal of money orders issued.

Bntry of telegraphic advice in register of telegraphlc money orders
recelved. . '

Paymont of remittancs.

T.M.0Os pald by seb-offices.

Entries in Journals of money orders paid.

Disposal of postal confirmation.

Disposal of unclaimed or refused telegraphic advices.

Entries relating to outward and inward foreign T.M.Os in journals
or money orders issued and paid.

Orders payable direct or through a bauk.

_ Examination of orders presented for payisient.

Order of payment by postmaster.

Payment to holder.

Payment of crossed Orders.

Period of currency of orders.

Orders paid at sub-offices.

Orders presented for payment at branch offices.

Loss of a British or Irish postal order after payment.

Entries in journal of British or Irish postal orders paid
Examination of journal of British or Irish postal orders paid.
Submission of abstract of payment to Postal Accounts Office,
Receipt of postal orders from Postal Accounts Office.

Stock book of Indian Postal Orders.

Supply of orders to sub-offices.
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130.
181.
182,
183.
184.
185.

186.
189.
190.
o1,
192.
193.
194.
195.
196.
198.
199.
200.
201,
202.
203,

Spoiled Indian Postal Orders.

Sale of orders.

Entries of sales in journal and stock book.

List of orders sold and memo. of unsold orders in head offices.
Memo. of unsold orders in hand and of orders sold in sub-offices.

Serial numbers of orders in stock to be communicated annually to
the Postal Accounts Office.

Loss or theft of unsold Indian postal orders.
Examination of orders presented for payment.
Order of payment by postmaster.

Payment to holder.

Payment of crossed orders. 2

Payment of Indian postal orders through banker’s clearing house.
Payment of Indian Postal orders by book adjustment.

Period of currency of orders.

Refund of the value of orders.

Orders paid at sub-offices.

-

Orders presented for payment at ‘branch offices.

Loss of Indian postal orders after payment.

Entries in journal of Indian postal orders paid.

Examination of journal of [adiaa po.tal erders paid.
Submission of abstracts of payments to Po tal Accounts Offices.






APPENDIX A
(Referred to in Note 2 of rules 164 and 192)
List of Banks authoriscd to encash crossed Postal Orders

The names of banks which have entered into an express agreement
with the Heads of Circles, in accordance with the provisions of rule 52/2
of the Postal Manual. Volume VIII, for the encashment of crossed Postal
Qrders-British, Indian and Irish are given below :—

Name of bank with circle(s) in which Class of orders
authorised which can be
encashed

Allahabad Bank (Gujarat, Dzlhi, U.P., Punjab

Bihar, Central, West Bengal, Madras) British & Indian
American Express Co. (West Bengal) British, Indian & liish
Amrit Bank Ltd. (Punjab) Ditto
The Andhra Bunk, (Andhra) Ditto
The Andhra Pradesh Siate Co-operaiive Bank-

Ltd., (Andhra) Ditto
Aurangabad District Co-operative Bank (Bom bay) Ditto
Banaras State Bank, (U.P.) - Ditto
Bareilly Corporation Bank (U.P.) Ditto
Bareilly Bank (U.P.) ' Ditto
Bank of Baroda (Gujarat, Delhi, Bombay,

Rajasthan, U.P., Punjab, Central, Kerala) Ditto
Bank of Bihar, (U.P., Bihar, West Bengal) British & India
Bank of Bikaner Ltd. (Andhra, Central) Ditto

446
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Narme of bunk with circle(s) in which
guthorised

e ——— e e T T

Bank of India, (Gujarat, Delhi, Bombay, Rajas-
than, U.P., Punjab, Central West Bengal,
Keraia, Bihar)

Bank of Kassaikudi Ltd.

Bank of Madura Ltd. (Keraala, Madraas)

Bank of Maharashira Ltd. (Andra, Bumbay,
Central)

Bank of Pati ala (Delhi)

Rank of Rajastan (Delhi, Rajasthan)

The Bharatha Lakshmi Bapk Lid. (Andnia)

Bilaspur Co-opetative Central & Lana Moitgage
Bank Ltd. (Cenirzl)

Canara Bank (Gujarat, Bombay, Central, West
Bengal, Kerala, Madras}

Canara Banking Corporation Lid. (Kerala)

Syndicate Bank (Bembay, Myshre)

Central Bank of India (Gujarat, Delbi, Bombay,
Rajasthan, U.P., Punjab, Bihar, Central,
west Bengal, Kerala) :

Central Co-operative Bank (Punjab, Bihar,
Orissel

Chartered Bank (Delhi, Bombay, West Bengal,
Kerala)

Chariered Bank of Iadia Ltd. (U-P., Punjab
Madras)

Co-operative Central Bank Litd. (Andbra,
Punjeb Orissa) :

Co-operetive Land Mortgage Bank {Central)

Co-operative Urban Bank (Orissa)

Cuttack United Central Co-operative Bank,
(@elgsa?

Class cf orders
which can be

encashed

e e s

Indian
Ditto
Indian, British & liish
Diito
Indian
Indian
Indian, Brizish & Leish -
Iadian, Buitish & Lrish
Ditto
Diito
Ditto
Ditta
Ditte
Indian & British
Indiag, British & Irish
Ditto
Indien & British
Ditio

tadlas, Bristad A Isiah
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Name of bank with circle(s) in which

Class of orders

auhorised which can be
encashed
_____ == e el =
Cuttack Primary Land Morigage Bank (Oxissa) Ditto
Delli State Co-operative Bank Ltd. (Delhi) Ditto
Devkarar Banking Corporation (Delhi) Ditto
Devkaran Nanjee Banking Co. (Gujarat, Delhi, Ditto

Boir t ay, West Bengal, Kerala Madras) Ditto
District Co-operative Bank (U.P.) - Diito
Eastern Bank Ltd. {West Bengal) " Ditto
French Bank (Bombay) : Ditto
First Wational City Bank (West Bengal) Ditto
Govind Bank (U.P.) Diito
Habib Bank (Bombay) Ditto
Himachal State Co-operative Bank (Punjab) Ditto
Hindustan Comercial Bank Ltd. (Gu jarat, Delhi,

U.P., Punjab, Bihar) : Ditto
Hindus:an Mercantile Bank Ltd. (Delhi, U.P.) Ditto
Hongkong and Shanghai Co-operation (Bombay,

West Bengal, Madras) : Indian
Indian Bank (Bombay/ Kerala, Madras) Indian, & British
Indian National Bank Ltd. (Bombay) Ditto
Indian Overseas Bank (Gujarat, Delhi, Punjab,

West Bengal, Kerala, Madras) Indian, British & Irish
Jaipur and Bikaner Baink (Rajasthan) -~ Ditto
Jalgaon district Central Co-operative Bank Ltd.

{Bombay) : Ditto
Jammu & Kashmir Bank (Punjab) Ditto
Janta Sahakari Bank (Bombay) Indian & British

Ditto

Jaya Laxmi Bank Ltd, (Kerala)
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Ngme of bank with circle(s) in which Class of ordess
puthorised which cezn be
encashed

Washi Nath Seth Bank (U.P.) Ditto
Zarnal Central Co-operative Bank Ltd. (Punjab) Ditio
Kishangan] Bank Ltd. (Bihar) Ditto
The Lazmi Commercial Bank Lid. (Deihi, U.R.) {ndian, Britlsh & Trish
The Lakshmi Vilas Bank Ltd. Chittoor (Andhra} Diits
Mathurai Distt. Central Co-operative Bank Lid. g

(Madras) . Tiitio
Mercantile Bank Ltd. (Delhi, West Beugal

Madras) Ditto
Miraj State Bank (Bombay) Ditto
M.P. Co-operative Bank (Central) Diito
M.S. Co-operative Bank (Cenirgl) - - Diito
National Bank of India (Panjab, ur) Indian & Biitish
National City Bank of New York (Bombay) Ditte
New Bank of India (Delti, Punjzb) Ditto
New Citizen Bank of fngia Ltd., (Bombay) Indian, British & Trish
The National'and Grindley Bank Ltd, (Delli,

Bombay, U.P., Punjab Kerala) Indian, British & Irish
National Bank (U.P.) : Todian & British

he Oriental Bank'of Commerce (Delhi, Punjab) Ditto

0)-issa State (*o-cperative Bank (Orissa) Indian, British & Irish
pangal Nayak Bunk Ltd. (Kerala)
Parbhani District Co-operative Bank (Bombay) Ditto
pandyan Bank Ltd. (Bombay) Ditto
Paiiala Bank {Punjab) g Ditto
Poona Central Co-operative Bank (Bombay) Ditio

Punjab Mational Bank (Gujarat, Delhi, Bombay,
Rajasihan, U.P., Punjab, Bihar, Central, :
West Bengal, Kerala, Madras) Ditto
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Punjab and Sind Bank (Deld, U.P, Punjab) Ditto
Purl Urban Co-operative Bank (Orissa) Diito
Rajasthan Bank (Rajasthan) Ditto
Ramnadhpuram Distt. Co-operative Central

Pank Ltd. (Madras) Ditto
Ratnakar Bank (Bombay) * Ditto
The Reserve Bank of India (Deih!, Bombay, :

U.P., Central, West Bengal, Madras) Diito
Sangii Bank Litd. (Bombay) Ditto
Satara Distt. Co-operative Bank (Bombay) Ditto
Souih Indian Bank Ltd. (Madras) Ditto
State Bank of Bikaner & Jaipur (Gujarat, :

Punjab) Indian, British & Irish
State Bank of Jaipur (Gujarat, Rajasthan) Ditto
State Bank of Rajasthan (Rajasthan) Ditto
State Co-operative Bank (Bihar) Diito
tate Bank of Jaipur and Bihar (U.P.) Ditto
The State Bank of Hyderabad (Andhra, Bombay) Ditto
State Bank of India (Gujarat, Delhi, Bombay,

Assam, Rajasthan, U.P., Punjab, Central,

West Bengal, Kerala, Madras, Bihar) Diito
State Bank of Patiala (Punjab) Ditto
State Bank of Nahan (Punjab) Ditto
State Bank of Travancore, (Madsas, Kerala) Ditto
South Satara Distt. Central Bank (Bombay) Ditto
Tarn ‘Taran Central Co-opera tive Bank Ltd.

(Punjab) Ditto
The Traders Bank of India (Delhi) Ditto
Ux_xion Bank of India (Gujarat, Delhi, U.P.

Central, Kerala, Madras) ’ {ndian and British
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Name of bank with circle(s) in which
authorised

Class of orders
which can be
encashed

United Bank of India (Gujarat, Delhi, Bihar,
West Bengal)

United Central Bank (Bihar)

The United Commercial Bank (Gujarat, Delhi,
Bombay, Rajasthan, U.P., Pupjab, Bihar,
Central, West Bengal, Kerala, Madras)

United Western Bank Ltd. (Bembay)

Universal Bank of India (Bihar)

U.P. Co-operative Bank (U.R.)

Urban Co operative Bank Ltd. (Bombay,
Rajasthan)

Vijaya Bank Lid. (Bombay, Kerala, Madras)

Vijaya Commercial Bank (Andhra)

Indian, British & Irish
Ditto

Ditto

Ditto =
Indian, British & Irish

Ditte

Ditto
Ditto
Ditto
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A
RULES
_ Abstracts of daily totals of money orders issued— :
Preparation and submission of S 82
Abstracts of daily totals .of money orders paid—
Preparation and submission of 82
Abstracts of payments—
Submission of —of Indian postal orders to Postal Accounts 203
Abstract of payments of British or Irish postal order—
Submission to the Postal Accounts of 73
Account(s)—
Money order—to be adjusted before close of eifice 43
Account perisd—
Dates included—in for money order transactions 80
Dates of—for money order transactions of sub-offices to te
intimated to Audit Offices g0
Ackmwlcdgenwnt(s)——
Cases in which—may be retained by payees of money orders 43
Disposal of T.M.O. 132
Disposal of—for T.M.Os unpaid 144
Disposal of payee’s—of money orders 43
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INDEX

Money order Assistant to see that—are attached to all money
orders paid by village postmen and branch office
Preparation of T.M.O. :

Receipt and disposal of—relating t» money order advised to
Ceylen

Relating to—articles delivered by postmen

Advice of payment—

Action to be taken when - are required by remitters of outward
foreign money orders
. Disposal of - for inward foreign money orders
Disposal of —for inward foreign T.M.Os
Procedure to be followed when—are required for outward
foreign T.M.Cs

~ Air mail(s)—
Money Order (inland). Issue any payment of
Money Orders (Foreign) [ssue and payment of—

Air Mail Money Order(s)—
Distinguishing letters to be placed befow Nos. of

Attachment—
Of money order by civil courts

Accounts O ffice(s)—
For the different circles and mode of distinguishing them

Bank payment—
Of Indian postal orders
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40
123

92

92
98
148

146

50
122

73

87
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INDEX

Book of M.O. receipts —

Powers of the Head of the Circle to supply to Head Office—
containing Nos. beyond usual limit

Book transfer—
Money orders paid by

B.O. Summary—

Daily total of money orders paid by branch offices (including
village postmen) in account with head office to be

entered in

Branch Office(s)—

Disposal of telegraphic advices and receipts and acknowledg-
- ments for T.M.Os payable at :

Disposal of money orders received from —for issue

Examination and disposal of British postal orders presented
for payment at :

Examination of foreign moncy orders presented for issue Of
issued from ]

_Instructions to holders for Irish postal orders presented for
payment at ;

Issue of V.P. money orders in respect of article delivered at

Treatment of Inland M.Os received from—for issue

British postal orders)—

Applications regarding miscarriage, 10ss or destruction of—
Bearing postage stamps in enhancement of value
Cases in which the authority under which defective—may be

pald

RULES

12

41

47

128,
16

169
90
169

31
117

167
160

163
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INDEX'
: RULES
Cases in which the orders of Head of the circle should be
obtained for payment of — 161
Conditions for sale, payment, etc. of ] 156
Examination and disposal of — presented for payment at branch
~ offices ‘ 169
Examination of—presented for payment 161
Banks authorised to encash crossed 164,173
Appx. 1
Loss of —after payment 170
Offices authorised to pay such orders 161
Order of payment of—by postmaster 162
Payable direct or thr ough bank 159
Payment of—the payees of which are dead or are minors 161
Payment of—to -holders 163
Payment of crossed 164
Period of currency of-—and payment out of date orders 166
Supply, etc.. of specimen—to office authorised to pay 157
\
C
Cash—
Receipt of undisbursed——brought prought back by postmen 39
Supply of—to postman for payment of money orders 21
Supply of—to village postmen for payment of money orders 28

Certificate of payment—

For British or Irish postal orders lost after payment b
For Foreign V.P. money orders 54
Cheque(s)—

Cases in which—¢tC., may be accepted for the amount of
inland money_orders and commission 11
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Period of—of Indian postal orders presented for payment 195
Perlod of—of inland money orders and their detention in office
of payment beyond that period 65

D

‘Daily lists of money orders issued—

See “Journal of money ordess issued” 2
Daily sub-office money order journals and documents—
Receipt and examination by head office of 40

Deceased person(s)—

Payment of British or Irish postal orders for 161
Payment to heirs of—of inland money orders sent to Audit

Office aswoid : 17

Destruction—

Of Indian postal orders, how applications regarding—are to be

dealt with 197

“Detention—
- Of inland money orders in offices of payment beyond period of
currency 65.

‘Firor Book—

Note regarding inland money orders received misdirected to
be made in 58
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INDEX
RULES
F
Family allotment money order(s)—
Issue, payment, etc. of 55
Of Civil Pioneer force 56
Field office money order(s)—
~— Distinguishing letters to be placed before Nos. of 4
‘Fixed beat—
Of village postmen not to be broken for payment of T.M.Os 124
Foreign air mail money orders—
Issue and payment of 102
Foreign Telegraph money order(s)—
Action to be taken when advices of payment are required by
, remitters at the time of issue or after issue of outward 92
- Action taken when—are present of payment : 89
Conditions for—t0 be telegraphed to offices of exchange 153
Description of 88
Disposal of advices of payment for inward 96
Disposal of unclaimed and refused 100
Distinguishing letters to be placed before Nos. of 4
E Documents prepared by offices of exchange in respect of
= inward : 94
Enquiries regarding—to be referred to offices of exchanges 89
“Entries relating to outward-in journals of money order issued 21
Examination, €tc, of -presented for issue ; 90
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Memorandum of instructlons for Indian offices of money
orders exchange in dealing with “though” Appx. C

Payment of—treated as vold after the period the currency of
which has expired 100
Payment of inward 93
Preparation, examination and despatch of outward 93

Procedure to be followed in the case of—telegraphed to offices
of exchange 153
Redirection of 98
. Refund of value of outward—to remitters 101

Rules Regarding the treatment of—in Indian Offices of
exchange Appx. B
Special instructions in regard to entry of names of payees of 90
To pass through offices of foreign exchange 88

Foreign T.M.O. advice(s)—

Action to be taken on receipt of intimation of outward—
having been unclaimed or refund 147

Attested copies of—received for payment to be sent to office
of exchange 148
Disposal of advices of payment for inward : 148
Disposal of miscarried, unclaimed and refused inward 150
Disposal of postal confirmation for outward 146
Preparation and issue of outward— 146
Recelpt and payment of inward 148

Entries relating to outward and inward—in journals of money
orders issued and paid 151

Instruction relating to exchange of—to be found in Post Office
Guide : 145
146

fssue of outward
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INDEX
- Office of exchange to receive lists of inward—and attested
copies of advices -
Preparation of receipts, etc., for—and payment of such orders
Procedure to be followed when advices of payment are
required for outward
Redirection of inward
- Fraud—

Action to be taken if—is suspected in respect of British or Irish
postal orders presented for payment
Action to be taken—when is suspected in respect of a money

_order received for payment

Fund(s)—

Responsibility of head office for supply of—to sub-offices to
which inland T.M.Os are advised to have been redirected
Supply of—to sub-offices for payment of T.M.Os sent by post

H
H.O. Summary— L
Daily totals of money orders paid by head offices to be
entered in '
I
Ydentification—

Of payees of T.M.Os

RULES

148
148

146
148

161

23

140
120

47

124
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INDEX

ndemnity—

Cases in which—is to be signed by holders of British or Irish
postel orders

Cases in which money orders for minors should be paid’ on
agreements of—and disposal of such agreements

Execution and disposal of—bonds for payments of T.M.Os

—— ‘Andent(s)

Preparation of quarterly— for Indian postal orders

Andex of receipt No.(8)—

Bimisl to be made in—in the head office in respect of money
orders Issued by sub-offices

Examination by head postmaster of —in respect of money
orders issued by sub-offices

Fndian postal order(s)—

Application regarding miscarriage, loss or de struction [of—
How to dealt with
. Conditions regarding the sale and payment of

Daiiy supply of—to money order clerk from the treasurer
for sale to the public

‘Entries of sales of—in journal and stock book
Examination of journal of—pald

“Examination of postage stamps afixed to—in enhancement
of value

Fxamination of—presented for payment

RULES

166

34
126

177

20

21

197
173

176
182
202

188
189




INDEX
RULES
Head offices will be supplied By the Audit office with a stock of 177
List of banks authorised to encash crossed 164, 173
List of—paid at sub-offices should be submitted to the head
oﬂicf.s for scrutiny 198
List of—sold and memo. of unsold orders in head offices 183
Loss of— after payment—How 1o be dealt with 200-
Loss or theft of unsold—How to be dealt with 186
Maintenance of stock book of . 178
Memo. of unsold orders in hand and of orders sold in sub- 7
offices. How to be prepared and sent to the head oifice 184
Offices authorised to hol@ stock of—for sale and to pay orders 175
Order of payment of—by postmasier 190
Particulars of—paid to be entered in the journal 201
Payment of—at branch offices 199
Payment of—Amounts payable how to be calculated 191
Payment of—to the public. To be made either direct or
through a bank - 187
Payment of—by book adjustment 194
Period of currency of —presented for payment 195
Procedure regarding payment of crossed 192
Refunds of the value of : 196
Sale of—by head and sub-offices, Procedure regarding 181
Serial number of—in stock to be communicated annually to
the Audit Office 185
186+

Spoiled—How to be dealt with
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INDEX
RULES
Submission of abstract of payments of—if Audit Office 203
Supply of—to sub-offices by head offices 172
Intimation(s)—
Isstlte of—to payees of money orders residing at hotels, clubs &
etc.
To offices of issue regarding redirected inland money orders 59
To offices of issue relating to misdirected money orders
received 58
Irish postal orders—
Bearing postage stamps in enhancement of value 160
Cases in which, and the authority under which defective may ‘
be paid 163
Cases in which orders of Head of the Circle should be obtained
for payment of 161
Conditions for payment of— 156
Examination of—bresented for payment 161
Instructions to holders for—presented for payment at branch
offices 169
List of banks authorised to encash crossed - . 164, 173
Loss of—after payment E 170
Orders of payment of—by postmaster 162
Payable direct or through bank 156
Payment of crossed 164
Payment of—the payees of which are lead or minoss 161
Payment of—to holders 163
Period of currency of—presented for payment 166
" Selected head and sub-offices authorised to pay 157

Supply of specimen—to offices not authorised to pay 157
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INDEX

‘ “Arregularities—

Action to be taken in respect of—noticed unpaid morey

orders received from sub-accounts clerk

RuULES

40

Action to be taken on—noticed in respect of money orders

received for payment

23

.Classes of—in connection with payment of T.M.Os to be

reported

Journal—

Examination of —of Indian postal orders paid

_Journai(s) of British or Irish postal orders péid -
Eotries in
. Examipation by postinaster of
Submission of—by sub-offices to the head office

_ Journal(s) of Indian postal orders paid—

Entry of particulars in
Exan.ization of entries in

_Journai(s) of Indian postal orders sold—

Entries of sales

_Journal(s) of money orders issued—

Correction of office of payment in

Entries relating to inland money orders in sub-office
Entries relating to inland T.M.Os

Entries relating to outward foreign money orders in
Entrics relating to outward foreiga T.M.Os in
Examination by postmaster of sub-office daily

139

202

171
172
168

201
202

182

64

17

117, 118
91

151

21
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: - RULES
Examination of entries relating to outward sterling money
orders in sub-offices 91
Preparation of —by sub-offices and their despatch with copies
of receipts 79
Preparation of—for Audit Office 20
Receipts and examination by head-office of 40
Receipt of, and examination of entries relating to, inland
money orders, iil sub-offices 20
Receipt of, and examination of entries relating to, inland
T.M.Os in sub-office 117
Journals ¢f money orders paid—
Duities of postmaster in respect of — 45
Entries relating to inland money orders in sub-offices 44
Entries relating te inward foreign T.M.Os paid in 151
Entries relating te inland T.M.Osin 131
Examination by postmaster of sub-office ‘ 49
Examination of entries relating to T.M.Os in sub-offices ' 130
Particulars of void money orders paid not to be entered in 66
Preparation of—by sub-offices and their despatch with paid
orders 79
Preparation of—for Audit office 80
L
Leper(s)\—
Payment of money orders addressed to— 33
Limits of value—
Of money orders for payment by a single postman' 26
List of money orders issued—
: 79

Due dates for submission
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INDEX

ci maney ordefs p'aid—-.

dates for submission of—and documesnts to be sent with

Jst of parcel receipts—

ists of void money orders—
Submission

_ Application regarding miscarriage—or destruction of British

; ~ postal orders
~ —of British or Irish postal orders after payment
- Of Indian postal orders after payment. - How to be dealt w'th

- — of Indian postal orders. How applications regarding-—ars
to be dealt with
~ —of unsold Indian postal orders, How to dealt- with

5
-
Memo. of admission of payment—

' Preparation and submission of—for money orders ¢f TMGL
receip's lost afier payment

‘Memo. of unssle Ind an postal crdess—

~ Sabmissjon of-—and f or_ers scid

~ Of Indian postal orders. How apphcahors regarding—are {2
be dealt with

RuULES

81

o0
Ch

167
170
260

197
126

73

i34

157
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MMoney order(s)—

Action to be taken by head office in respect of— issued by its
sub-offices

Action to be taken if—or T.M.O. receipts are lost after
payment :

Action to be taken in respect of irregularities noticed in paid—
received from sub-account clerk and delay in return of
orders made over to that official

Action to be taken when— are lost before paymert

_Adjustment of amcurts including. commission) of inland
official

-Aggfegate amount of—paid daily to be eatered in B.O.
summary and sub-office account

_Alteration of names of payees of inland—and disposal of—
applications relating thereto '

Alteration of offices of payment of addresses of payees of
intand ’

Attachment, etc., of—by Civil courts

‘Cases in which cheques, etc., may be accepted for amounts of
inland—and commission

Cases in which maximum limits for inland—is nct applicable

Cases in which name of district should be added after that of
office of payment on inland

Closing entries to be made in summaries of monthly totals of —
issued and paid and submission of the summaries

«Custody of paid—urtil despatch to head office or Audit office

RULES

20

73

40

74

14

47

68

69
73

18

84
49
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INDEX

Dates included in a-count period in respect of

Deliverles at whish—are t0 be distributed and adjustment of
gocounts

- Disposal by ofiee of issue of refused or unclaimed inland—
received boel, if it is a 10 delivery office

Disposal of {nland—not paid owing to payee’s~death

Disposal of inlamd—when remitter cannot be found

Disposal oi—resaived from braach offices for issue

Disposal of __received in sOTlRg ;

Dizposal of redirécted inland —in office of payment

Disposal of —imland—received imis-directed

Disposal of refused inland

Di.posal of gncigimed inland

Distinguisting lstters 10 be piaced hefore Nos, of «certain
classes of :

Distribution of —for payment by postmen and supply of cash

Due datss for submission of lists of—issued and paid

Paties of postmaster in cases where prescribed limit of value
of—for payseat by 2 posiman is exceeded

Erzors of omissions made by sub offices 1O be rectified by head
offices bsfors paid—are seni 10 Audit Office :

Examination BY postmaster of —for issue and stamping by
monsy order clerk with oblong M.O. stamp
: Examinatien BY posimaster of—paid
Examination by postmaster of—for paymént and stamping
of round moxey order stamp
Examioation of inlaud—ptesemed for issue

RULES
30

48

64
70
63

128
22

=
62
61

27
8L

26

2t
49
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‘Examination of special forms of inland—presented for issue
Foreign air mail—issue and payment :
Identificatien of payee of

Inland—that can be issued free of commission
_Issue any payment of foreign air mail
Issue of inland—addressed to no delivered sub- oﬂices

Issue of duplicate inward telegraphic advice

‘Money order clerk authorised to sign for remitter in cases of

commissien
Monthly statistics of—

Opening of money order envelopes. and examination by money
order clerk of inland—received for payment

Paid by book transfer

Payment of inland—or adjastment of short OF €XCess credit for
them after expiry of one year

Payment of inland—whose period of currency has expired
‘Payment of—addressed to lepers

Payment of—addressed to minors

Payment of—to lunatics
" Payment of—to the pensioners of the department

" Payment of—to planters and other residing at places not served
daily by postmen
Payment of—to residents at hotels, clubs, etc.

Period of carrency of inland—and their detention in office of

payment beycnd that period
“Post offices authorised to pay—by order and procedure to be

followed by them in such eases
“Preparation and submission of Abstracts of daily totals of—
issued and paid

RULES
10
102
33
11
101
18
66

23
41

67
66

35
34
37
36

30
31

63
43

§2
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INDEX
RULES

Preoaration and submission of—returns for Audit Cifice 79 to 86
Preparation of inland—for despatch 1&
Preparation of journals of—issued and paid for the Audit s

Offices 126
Preparaticn of summaries of montbly totals of—issued and

paid 83
Prasented ia large number 13
Procedure relating to—in deposit 3¢
Procadure to be followed in respect of— paid 1o Wreng ' 4z
Procedure to be followed in connection with inland—issued

by Telephone Revenue Office 15
Procedure to be followed in respect of inland—from treasuries 14
Prohibition against alteration ‘of names or address of payees

or stoppage of payrnent or repaymnient of amount of—to

remitters without instructions from offices 7z
Prohibition against redirection or disposal in any ofher way

under instructions from persons whose identlty with the :

payees is not established. ; : 32
Realisation of amount of inland— it
Receipt by money order clerk of paid and unpaid—from post-

men and examination and stamping of those paid by post-

men asd at window - 3g
Receipt by the money order clerk of paid and unpaid—from

sub-account clerk ‘and examination of orders paid by sub-

ordinate office and village postmen 40
Receipt of undisbursed amounts of —brought back by postmen . 3%
Redirection of inland sG
Sorting of inland and preparation of money order envelopes 1G-
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INDEX
RULES:
Sorting of—recived for payment 24
Special precautions to be taken in pay'mg——seriously delayed in
transit ¢ 23
Stamping of—and postmasters’ duties relating thereto ; T
Stoppage of payment of inland—by remitters 7a!
Supply of funds for payment of — 2
To be placed in deposit ' 50
Transactions relating to—not to be performed on Sundays
and Post Office holidays 38

Transfer to sub-account clerk of—for payment by village
postmen and branch offices and supply of cash to village

postmen _ 29
Traatment in head offices of—payable at sub-offices 23
Money order envelope(s)—
Changing of—and transfer to registration clerk for despatch 21
Manner of opening— 22. 23
Preparation of station and sorting— 1%
N
No delivery office(s)
Disposal by—of telegraphic advices for T.M.Os issued - 143
L8]

Office(s) of exchange —

Action to be taken py—in cases where fresh commission is
chargeable for redirection of foreign LODEY orders

Documents prepared by—in respect of inward foreign money.
orders 94

Instruction for— in dealing with foreign moDey orders 8&

L
o
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INDEX

e

RULES
Receipt py—of lists of inward foreign T.M.Os and attested
copies of advices
Supply of special instructions 1o the—in dealing with foreigh
~ air mail money order - 102
=yfficial money order(s)—
See “Money orders”

148

P
Payment(s)—

Examination of Indian postal oréers presented for 189
Of Indian postal orders at branch office 199
Of Indian postal orders to be made to {he public eitber direct

or through 3 bank : 187
Of Indian postal orders to holders, Amounts payable how toO

e calculated 191
Order of —of [ndian postal orders by postmaster 190
Procedure regarding——'of crossed Indian postal orders 192
Submission of abstracts of—of Indian postal orders to Audit

office 19¢
Of money orders all the window ‘33

Pay order(s)—
Money orders payable by-—not 10 be entered in register of

Moaey orders received 24
Procedure for payment of money crdars : 45
Penalty— :

For incorrect entries in T.M.Os receipt ' 123
Planter(s)—

1ssue of natices to—and to payees of money orders in remeie -

localities 30

Postage Stamp(s)—

Examinatisn of—affized to Indian postal orders in enhance-
men: of value 128
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INDEX
RULES
Pastal confirmation(s)—
Aciion to be taken when—are received before telegraphic
advices ‘ 139
Pespatch of—for inland T.M.Os by offices at non-telegraph
stations : 112
Pespatch of —for imland T.M.Os by offices at telegraph station 111
®iposal of—for inland T.M.Cs redirected - 140
Wisposal of—in respect of outward foreign T.M.Os 146
Examination and disposal of—received 139
Examination by postmaster of —for inland T.M.Os 109
Not to be received in respect of Inward foreign T.M.Os 148
Preparation of—for inland T.M.Os 109
Watch to be kept for— 139
Pest Office holiday(s)—
hccounting of express inland T.M.Os issued on— 118
Action to be taken if telegraphic advices are received for pay-
ment on—or after journal is closed . 121
R
Railway telegraph officex(s)—
~ Action to be taken in respect of \elegraphic advices received
from local 119
Reecipt(s)—
Additional entries to be made in—in cases where extra fee 1S
realised for inland T.M.Os presented during closed hours
in telegraph offices 148
Bisposal of —for unpaid T.M.Cs 144
Disposal of TM.O.— 129+
Examination and disposal of T.M.O.—received from sub-
offices 130

Examination in head office of copy of money order—received :
jrom sub-offices 20+
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INDEX

Examples of cases in which money order—will be treated as S
spoiled and dispesal ef such receipts = 12
Issue of—in respect of foreign money orders 90
Penalty for issue of money order—on unauthdrlised forms 12
Preparation and jssue of money erder 12
Preparation and issue of—for inland telegraphie mOnNey -
erders 107
2 Preparation of—for inward foreign T.M.Os 148
Preparation of T.M.O. = 129
‘Redirection—
Of fereign money orde:s 93
Of inland money orders 59
Of inward foreign T.M.Os 148
Of telegraphic advices efinland T.M.@s 140
Of unclaimed of refused telegraphic Advice 143
Redireetion slip(s)
Preparation of—for imland money orders to be redirected 59
Preparation of—for T-M.Os redirected 140
Preparation of—for gaclaimed inland money orders ; al
To e posted to void inland money orders by efices of
payment 3 76
Refund(s)—
Of overcharges on jaland T.M.Os 116

Of value of outward foreign money ordess to remitters 103
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INDEX
. . RULES
Of the value of Indian postal orders 196

Procedure to be followed for—of extra fee realised on inland
T.M.Os issued during closed hours in telegraph office 114

Precedure to be followed in respect of jnland moncy orders
;ssued by Telephone Revenue office in payment of —of

telephene rents 15
Register of mency orders received—
Entries is— 24
Entries in—by offices of payment relating to inland void money
order 76
Entries in—relating to money orders in deposit 50
: Entries in—relating t0 pald and unpald money orders received
from postmen and counter clerk 38
Entries in—relating to paid and unpaid orders received from
sub-account clerk 40
Entries in—relating to redirected inland money orders 6
Entries in—relating to void money orders 85
i 95

Entries relating t0 inward foreign money orders in—
Money erders received mis-directeéd not to be entered in— 58
Record to be kept in—of dates of despatch of advices of

payment {nward foreign money orders 96

Registered of telegraphic money orders received—
Entry of telegraphic advices in— 121
Entries telating to date and hour of payment of T.M.Os 129
139

Ezamination by postmaster—-of—-
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INDEX
RULES

Remittance(s)—
Of death gratuities of Milifary personnel 57

~

Reat money order(s)
Distinguizhing letter 1o be placed before Nos. of— _4

Return(s)— :
Augit Office 86

Manner of despaich of money order—10
Preparation and gubmfSsion of money order—for Audit

Qices
BEnalish translation an

money order—

79 to 86

£ eniries in—in inland

4 tronscription O
' 9

Revenue Money order(s)—
41

Payment of—by beok transfer

-

Sale(s)—
Entries of—of Indisn postal orders in journal 182
__Of Indisn rostal orders by head and sub-offices - 181

5.B. money ordez(s)—
Distinguishing lettess to be placed pefore Nos. f— 4

Schedu'e of void money orders paid— :
66

Ban.ries in—
Entries in—of particulars of paym
orders re-issued by Audit Qffice

ent of void‘ inland money
78

Stamp doty— - :
Payable on agreements O
orders addressed 10 minors

Payable on indemnity bonds

indemnity taken in respect of money
34

for payment of T.M.8s 126
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INDEX
RULES
>tamping—
Of money orders and postmaster’s duties relating thereto
Of money order for issue with oblong M.O. stamp 21
Special instructions for sub-officers for month-stamp on inland  °
money orders =2
Stamp(s)—
Custody of round and oblong money order— 7
“Statistical abstract{s}—
Money order transactions to be entered in monthly— 6
Statistical memorandem—
Money erder transactions to be entered-in monthly— 6
i8S tatistical register(s)—
Money order transactions of head officers to be entered in
. monthly— 6
Service money orders to be excluded from— 6
Stock—
—Of Indian postal orders Serial Nos. to be communicated
annuzlly to the Andit Office 185
—Of Indian postal orders to be supplied to head oﬁices by the
Audit Offics 177
Officers authorised to hold—of Indian postal orders for sale
and to pay orders— 175
‘Stock book(s)—
Mai ntenance of—of—of Indian postal orders 178

“Sub-office account(s)—

Daily totals of money orders paid by sub-office and its branch
offices (including village postmen) to be entered in— 47
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a

—_—

-

< Summaries of monthly total of money orders issued and paid—

Closing entries to be made in and submission of—
Preparation of— :

Sunday(s)—

Power of—to authorise registration and parcel clerks to make
over sums resovered from addressees of the treasurer instead
of the money order department

Telegraph bag(s)—

Cases in which—should be used for despatch of telegeaphio
advices

Telegraphs charge(s)—

Acceptance of replay—paid ¢ *‘elegram forms in paymeni of—
on inland T.M.Os

Adjustment of short or e4cess realisation of—on inland
T.M.Os

Calculation of —ar inland T.M.Os

Telegraphic advice(s)—

Action to be taken if—are received for paysest after jeurnal
is closed or on a Posi Office holiday

Action to be taken in respect of—received from local railway

telegraph offices

Additional entries to be made in—in respect of extra fee
realised for inland T.M.Os presented during closed heurs in
telegraph offices ;

RuLEs-

84-
83

45

112

107
110

108

121

115

114-
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INDEX
2 RULES
Copies of—sent by post to sub-offices to be despatched to
head offices 120
Definition of — 103
Despatch of—by post offices of issue not situated at telegraph
station ; _ 106
Disposal of—addressed to combined offices in the principal
post office at the station 115
Disposal of— for inland T.M.Os by offices at non-telegraph
stations and filling of duplicate copies : 112
Disposal of —for onward transmission by post g
Disposal of miscarried— 142
Disposal of received 138
Disposal of unclaimed or refused— 143, 150
Duties of the head postmaster in connection with supply of
{unds to sub-offices for payment of— 126
- Entry of—in register of telegraphic money orders received 121
Examination and disposal of—received by post ) R
Examination by postmaster of—for inland T.M.Os 109
1ssue of duplicate—for inland T.M.Os 1153
Tssue of duplicate for inward T.M.Cs 67
Post Office Guide to be referred to where necessary, in
preparing— - 106
Preparation and issne of—outward foreign T.M.Os 146
Preparation of a rough copy of— 107
Preparation of —for foreign money orders to be telegraphs to
offices of exchange . 154
Receipt of—from telegraph office and their examination 119
Redirection of —of inland T.M.Os 140
- Re-entries of—in register of telegraphic money orders received 121
Report of miscarriage of—for inland T.M.Os 115
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INDEX !
RULES
Treatment by money order clerk of—fcr payment by branch
offices 128
“Telegraph station(s)—
Meaning of term— : 106
Telegraph Revenue Cffice—
Prozedure to be followed in tespest of inland money orders 15
“Thumb-impression(s)—
Attestation of— of illiterat; addressees of insured articles 43 -

“T.M.O (s)—
Accourting of Inland—issued after journal is closed or on
Post Office holidays e 118

Acrion to be taken when inland— are presented for issue or
are teceived for despatch to telegraph office duoring closed

hours in telegraph offices 114
Adjustmsnt cf discrepancies in amounts of —entered in tele-

graphic advice and postal confirmation : 139
Alteratios of nayee’s name of address or stoppage of payment

of inland— 141
Calculation of telegrapi ¢harges on inland— 108
Definition of— 103
Disposal of inland—filled up by remitters : 113
Distinguishing letters to be piaced before Nos. of - 4

Duties of the postmaster when —exceeding prescribed limits of
of amount for payment by postman received for payment 123
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INDEX
RuLes
Examination by postmaster of inland—for issue 118
Examination by postmaster of—for payment 123
Examination, etc., of inland presented for issued 107
Fixed beat of village postman not to be broken for payment
of — 124
1ssued by sub-offices 117
Payment of— 124
Payment of—amounting to more than Rs. 600/- in one day to
any person who is not a permanent resident or known to
postmaster 126
Preparation and issue of receipts for inland— Co107
Retura of amount of unpaid— 127
Special register to be maintained for—postal confirmation of
which has been received before telegraghic’advice 139
Treatment of inland —received from branch offices for issue 116
_Urgent and confidential nature of work connected with 104
T.M.O. acknowledgment(s)—
Disposal of—received from branch offices 128
Preparation of — 123
T.M. 0. advice book—
Description and custody of — 105
T.M.O. advice(s)—
See ““Telegraphic advices” 129
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INDEX

4 M.O. receipt(s)—

Disposal of—recelved from branch offices

Disposal of unpaid—and acknowledgments : =
Examination and disposal of—received from sub-office
Preparation of—and acknowledgments

Preparation of —for inward foreign T.M.Os

Treasurer’s cash book —

Receipt in—for amounts given to postman for payment of
money order

Receipts in—for cash paid to postmen Of messengers for pay-
ments of T.M.Os

“Treasury—

Procedure to be followed in respect of inland money orders
from—

Ynclaimed article(s)—

Treatment of insured—in offices of delivery

v

Woid foreign money order(s)
Payment of —
¥ oid inland money order(s)—

Disposal of application for payﬁ:ent of—
Disposal of—reissued by Audit Office

RULES

129
128
130
123
140

27

124

i4

85

100

717
78
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INDEX
RULEs
Entries relating to—im register of money orders received 63
Sub mission of lists of— 83
“V.P. money order(s)—
Astion to be taken in cases where the amount of—dliffers
from that speeified by sender of v.p. articles 52
@Gases in which cash will not be received by money order clerk
for issue of— : 51
Issue of foreign— 53
Issue of inland— 51
Payment of inland ; ‘ 52
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Old Rules New Rules Old Rules
275 82 306
276 - 83 307
277 84 308
278 e T 309
279 86 310

- 280 87 310F/A
281 88 311
281%/A 89 312
281€/B 90 313
282 91 314
283 92 315
284 93 316
285 94 317
286 95 318
287 96 319
288 97 ‘ 319%/A
289 98 320
290 W 320%/A
291 100 321
292 101 322
293 102 320%/A
294 103 323
295 104 324
296 105 325
297 106 326
298 107 327
299 108 - ~ 1398
300 109 A 329
301 110 330
302 111 331
303 112 332
304 113 334

305 114 335



Old Rules

402/7
402/8

'402/9

402/10
482/11
402/12
402/13
402/14
402/15
402/16
402/17

402/18
482/19
402/19%/A
402/19€/B
492/20

- 402/21

402/22
402/23
402/23-1
402/24
402/25
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402/27




