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1.1.

1.1.1.

1.1.2.

1.1.3.

1.14.

1.1.5.

Duty list of Staff working in Parcel Offices: -

General Guidelines for staff working in Parcel Office: -

All parcel staff should come and perform duty only in proper neat and
clean uniform, with name badge and name board on the counters where
they are working. They should report well in advance as per prescribed
shift in the given system and muster roll. Parcel supervisor must ensure
that each and every staff has declared their personal cash in the personal
cash declaration register before ‘signing on’ their duty. He should also
ensure a strong sense of discipline amongst the staff.

The supervisor at each location would cross check the attendance
register of each section by the end of the day and would write number
of staff available on each page for each day out of total number of staff
mentioned on that page and countersign daily.

All parcel staff should check the working status of various terminals
(PMS terminals, Weighing machines Hand-Held Terminals etc.) along
with other accessories like Bar code printers, POS machines etc. It
should be ensured that these are properly functioning. If it is not
working then these should be got repaired or replaced. If the system
remains non-functional more than 48 hrs. then proper communication
for the non-availability should be made to the Divisional Office with a
copy to Sr. DCM.

The printing of the PW Bill should be checked to ensure that all the
details are properly being printed on the PW Bill. In no case print
should be in faded condition. If there is any defect in these, then these
machines should be either fully repaired or new machines should be
used.

Parcel supervisors and clerks working at parcel office should ensure

that Parcel Godown and customer dealing space should be clean and
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1.1.6.

1.1.7.

1.1.8.

1.1.9.

properly ventilated. Fans to be provided at the space being used by staff
and customers. For parcel activities there should be different nominated
space for Inward and Outward Parcel. Further, for Outward space there
should be proper booking counter with weighment facilities and
stacking area.

The parcel Supervisor or parcel staff would ensure to assist any
customer to provide all necessary help to book or receive his
consignment without any difficulty. Further no agent or broker should
be allowed to influence or force the customer to book his parcel through
his channel on some additional charges.

If any contractor has been awarded any contract for packaging or
transporting etc then any customer should not be charged over and
above the prescribed charge. Further he will also keep a sharp eye and
ensure that no illegal activities are done either in parcel office or in the
channel of parcel transportation.

The parcel staff would make all possible attempt to attract more flow
of parcel to the railway by providing all necessary information to the
potential customers about the facilities existing in the railway. If
necessary, the facilities of booking the railway VPUs or railway VPU
rakes should also be made available to transport the parcel. For this
necessary communication with divisional commercial office would be
made.

Parcel Supervisor will maintain the list of outstanding, head wise and
party wise and will take necessary action for early clearance. He will
send a detailed outstanding position to divisional office and Traffic
Accounts Office at the start of the following month. To maintain this
position the parcel supervisor should have complete details of all
outward and inward customers with name and address of all partner,

actual location of the factory or unit, his registration number, GSTIN,
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PAN etc. This information becomes very important when any dispute
like court cases arises.

1.1.10. Any additional activities assigned by Sr. DCM or by HQ commercial
office.

1.2. Specific Guideline for staff working at weighment counter in

Outward parcel Office —

1.2.1.  Parcel staff working at weighment counter should check the position of
weighing scales. It should be ensured that the weighing scales are
properly functioning. For this he should check with putting iron weight
before start of Duty. In case of non-functioning of weighing scales,
commercial control should be reported so that it can be attended by the
AMC vendor well in time.

1.2.2. It should be checked that the certification of weighing scale issued by
Inspector of Legal Meteorology, State Government, is valid and
exhibited properly. Process for revalidation of certificate should be
initiated well in advance to avoid any downtime on this account.

1.2.3. He will verify the completeness and accuracy of the Forwarding Note.

1.2.4. He will ensure goods are permissible for transport.

1.2.5. Staff will give every endeavour to inspect the consignment match with
details of Forwarding Note.

1.2.6. On duty parcel clerk will check the packing conditions as prescribed.
He will ensure to note any damage, discrepancies or defective packing
and remarks to this effect will be obtained from consignor on
Forwarding Note.

1.2.7. While acceptance of motorbikes and scooters, he will ensure that fuel
has been drained out from the pipe and no fuel is remaining in the tank
of vehicle. No motorbikes will be accepted for booking without

ensuring this.
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1.2.8.

1.2.9.

1.2.10.

1.2.11.

1.2.12.

1.3.

1.3.1.

1.3.2.

On duty parcel clerk will ensure weighment of consignment on actual
and volumetric basis. He will take the higher among these two as
chargeable weights. Volumetric weight should be determined in the
presence of the consignor to maintain transparency of the issue.

While information is fed into system it must be ensured by him that the
contact details like phone number, e mail address and address of
consignor and consignee are properly entered. If any customer gives
fictitious address, then such parcel should not be booked. Consignor
has to submit the copy of Aadhaar Card / Voter Card / PAN Card /
Driving License for booking of parcel.

Parcel clerk will determine freight charges based on weight, distance,
and applicable scale of train in which consignment is to be despatched.
The freight charges will be intimated to consignor by the parcel
booking clerk.

He will again ensure to input the mobile number of consignor and
consignee into PMS system so that system generated necessary
information can be communicated through system to him promptly.
Any additional activities assigned by Sr. DCM or by HQ commercial

office.

Specific Guideline for staff working at Booking Counter in
Outward parcel Office: -

Parcel staff performing duty at counter will ensure booking of Parcel
consignment on realisation of due freight from the customer and issue
Parcel Way Bill. Customer Foil will be handed over to customer which
is to be submitted at destination at the time of delivery. Customers have
to be told about the process.

Parcel Clerk will ensure to facilitate the payment through digital mode.

He will educate customers about the benefit of the digital payment.
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1.3.3.

1.34.

1.3.5.

1.3.6.

1.4.

1.4.1.

1.4.2.

1.4.3.

1.44.

1.4.5.

Parcel booking clerk will ensure that Forwarding Note is pasted on the
back of record foil of PW Bill and preserved. All issued PW Bills will
be handed over to shift in charge at the end of the shift.

After completion of the formalities of generation of PW Bill, parcel
clerk will ensure to generate Barcode sticker and ensure pasting to
individual consignments to complete procedure of marking of
consignment.

No parcel should be booked without Forwarding Note, P W Bill and
Bar Code Sticker.

Any additional activities assigned by Sr. DCM or by HQ commercial

office.

Specific Guideline for staff working as Supervisor (Godown in
charge) in Outward parcel Office

Supervisors are required to monitor and supervise all work of outward
parcel office including godown, counters and other activities.

In addition to supervision of activities shift supervisor will prepare
proposed loading guidance in accordance to quota allotted to that
station. Supervisors should not misuse his authority to change the
loading guidance.

He will ensure that booked consignments are properly stacked and in
order to oldest date of registration.

After preparation of proposed loading guidance, he will ensure that all
the PW Bills along with Guard foil, involved in proposed loading
guidance, are handed over to loading clerk.

He will ensure that upon completion of loading all the relevant details

are sent to central server.
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1.4.6.

1.4.7.

1.5.

1.5.1.

1.5.2.

1.5.3.

1.54.

1.5.5.

1.5.6.
1.5.7.

He will ensure that all the record foils and forwarding note are properly
submitted to record section of the parcel office to ensure the proper
upkeep of records.

Any additional activities assigned by Sr. DCM or by HQ commercial

office.

Specific Guideline for staff working as Loading Clerk in Qutward
parcel Office: -

On receipt of proposed loading guidance and guard foils, he will check
whether all consignments mentioned in loading guidance are available
on the site.

He will ensure to shift the consignment from Godown to Platform well
within time so as to avoid last minute rush while loading.

He will check SLRs in aspect to condition of door, floor & wall. Any
damage to SLR or any other defect before start of loading should be
duly reported and attended. He will ensure to get the problem rectified
before start of loading.

He will ensure that loading of consignment to be done through proper
scanning of barcode sticker using HHT.

He will ensure that loading is done in geographical manner. He will
ensure that the loading is done complying the safety aspect i.e. loading
to be done up to the prescribed limit below the ceiling. Also, the door
area should be kept clear up to one foot so that at the time of unloading
the door functions properly.

He will ensure that catchers are not put on in any side of the door.
Upon completion of loading, he will ensure that doors are closed and

sealed properly. He will ensure to handover the loading guidance to
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1.5.8.

1.6.

1.6.1.

1.6.2.

1.6.3.

1.6.4.
1.6.5.

1.6.6.

1.6.7.

Train Manager for his information and facilitating unloading at
intermediate stations.

Any additional activities assigned by Sr. DCM or by HQ commercial
office.

Specific Guidelines for Staff working as Unloading Clerk in

Inward Parcel Office:

Unloading clerk will attend the train on arrival at platform and will
check the seal position of each compartment in presence of RPF and
mention in his hand book.

He will observe any abnormality in the SLR regarding theft, pilferage
etc through visual inspection. If found any anomaly he will call for RPF
and make a joint note to this effect. He will separately maintain the
position in unloading tally/diary for future reference.

He will ensure to get all the parcels meant for that station unloaded (all
consignments will be unloaded in case of terminating trains) and
scanned through HHT. In case if it is not possible to get it unloaded in
the given time then he will personally talk to next stopping station
parcel staff to get those consignments unloaded and sent back to the
original destination. He should also communicate to delivery staff to
communicate to the destined consignee for the unloaded status and
likely possibilities of its arrival.

He will ensure entry of all unloaded consignment in unloading register.
He will hand over the unloaded consignments and unloading register to
Godown clerk.

All the overcarried consignment will be marked separately and handed
over to Godown clerk for proper disposal.

He will allow platform delivery of the perishable consignment and
luggage consignments on collection of PW Bill or Luggage Ticket as
case may be. Gate pass will be issued by him in such cases.
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1.6.8.

1.7.

1.7.1.

1.7.2.

1.7.3.

1.7 4.

1.7.5.

1.7.6.

1.7.7.

1.7.8.

Any additional activities assigned by Sr. DCM or by HQ commercial

office.

Specific Guidelines for Staff working as Godown Clerk in Inward
Parcel Office:

All the consignment which are received from unloading clerk are
properly checked and entered into Godown.

He will ensure proper stacking and storage of received consignment
till delivery is affected to the consignee.

Upon receipt of consignment, he will prompt system to send the SMS
to consignee. In case of consignment remain non-delivered more than
02 days, he will personally call upon consignee to render the
information. He will also educate consignee about the charges being
accrued due to non-delivery of consignment.

On arrival of consignee, he will verify consignee's identity and collect
necessary documents (e.g., original P W Bill and copy of any ID card).
On submission of PW Bill by the consignee the godown clerk tallies
the necessary details of PW bill and take weighment of the
consignment. Any undercharge in respect to freight will be raised and
collected if any.

Obtain consignee's acknowledgment in the delivery register before
effecting final delivery.

He will issue Gate-pass after realization of all the leviable charges if
any.

In case if the consignment marked for the station has not arrived or
partly arrived then he will co-ordinate with loading station to know the
status at loading. If not located, then back tracing of the consignment
at all stopping station is to be done. At this stage if it is found at any

enroute station then he would talk and ensure for priority loading of
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1.7.9.

1.7.10.

1.8.

1.8.1.

1.8.2.

1.8.3.

that consignment to its destination. The detail of such position should
also be shared with the consignee. In case if it is not located then he
should inform to the N R Cell and complete detail of undelivered or
under delivery should be reported to the Divisional Office with a Copy
of Sr. DCM.

In case of partial delivery or non-delivery, Damage and Deficiency
Message (DDM) to be served to all concerned (including RPF) as per
extant rule in this regard. In case of Part arrival of the consignment,
short certificate is to be given to the consignee. Further if the
consignment cannot be traced, Missing Goods Report (MGR) will be
prepared after expiration the prescribed time period.

Any additional activities assigned by Sr. DCM or by HQ commercial

office.

Specific Guidelines for Staff working as Godown in-charge in
Inward Parcel Office: -

He will supervise all inward parcel handling operations. He will ensure
that the unloading clerk and sufficient porters are available at the
unloading point before arrival of train so that no consignment left
unattended and got overcarried.

In case of mechanical problem, he will promptly inform the TXR staff
and control so that the problem can be attended well within time and
parcel activity is carried out smoothly. In case, if the problem persist
proper video of the non-functioning assets should be captured and
communicated to Mechanical Control and Commercial Control with a
written report to Sr. DME and Sr. DCM.

He will maintain inventory of Inward Godown and shift the

undelivered consignments to LPO on regular intervals within one
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1.84.

1.8.5.

1.8.6.

1.9.

1.9.1.

1.9.2.

1.9.3.

1.94.

1.9.5.

month. He will intimate CS/Parcel to this effect after shifting the
consignments to LPO.

He will arrange to hold auction on regular basis as decided by
divisional office.

Consignments which are seized by other government officials and are
kept in Railway’s Godown should be removed from godown by the
authorities within reasonable time (maximum seven days). If
consignments are not removed parcel supervisor will intimate the
divisional office with a copy to Sr DCM for proper communication
with the concerned authorities. Such consignments are removed, may
be after 15 (fifteen) days, only after giving due notice and keeping the
acknowledgment of notice in records.

Any additional activities assigned by Sr. DCM or by HQ commercial

office.

Specific Guidelines for Staff working as Leased Parcel Booking:
Before acceptance of manifest parcel clerk should check regarding the
payment of lease freight on ‘IREPS’ portal through voucher submitted
by leaseholder. Payment should be verified through PMS and necessary
entries in the register to be made by the parcel clerk.

The Parcel Clerk will accept lease manifest and will check whether all
details have been filled in by the leaseholder.

The Parcel Clerk must ensure that all manifests are duly signed and
stamped by both the leaseholder and parcel staff before loading begins
It should be ensured by parcel clerk that declared weight should not
exceed the permissible carrying capacity of the leased space at any
point of time during journey of the train.

It is to be ensured that no prohibited article is loaded in leased

compartment.
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1.9.6.
1.9.7.

1.9.8.

1.9.9.

1.9.10.
1.9.11.

1.9.12.

1.9.13.

1.9.14.

He will ensure that details of manifest are fed into PMS.

Parcel clerk will ensure at least 20% of the total traffic handled is
weighed daily at the originating station. The report of such random
weighment has to send to the office of Sr. DCM, where it would be
analysed.

Parcel clerk should oversee that parcel van / SLR 1is properly closed,
locked before departure of train.

Parcel clerk will be responsible for verifying the manifest of incoming
lease and ensuring that all consignments are removed within the
stipulated time. If consignments are not removed, stacking charges at
stipulated rate will be realised.

Parcel clerk will ensure re-weighment randomly and at regular interval.
Penalty imposed if any should be realised by him before affecting
delivery.

Parcel Clerk will be responsible for ensuring preservation of records of
payment and lease manifest for future reference if any.

All records and registered of booked leased consignments must be
maintained accurately by the Parcel Clerk in the prescribed format.
Any additional activities assigned by Sr. DCM or by HQ commercial

office.
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1.1.1.
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1.3.2.

1.3.3.

1.3.4.

1.3.5.

1.3.6.
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1.4.

1.4.1.

1.4.2.

1.4.3.

1.4.4.

1.4.5.

1.4.6.

1.4.7.
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