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2. Background 

2.1. Objective of the manual 

Speed Post is the domestic express mail product of Department of Posts. It was 

introduced in 1986, and provides time-bound and express delivery of letters, 

documents and parcels across the nation. A Track and Trace facility is available 

for the customers of Speed Post, through which the customers can track the 

movement of Speed Post articles from the stage of booking to delivery. India 

Post also provides International EMS service for 98 countries across the world, 

which covers International EMS documents and merchandise. Over the last 25 

years or so, Speed Post has witnessed a continuous positive growth and has 

become a trusted express product.  

As part of Mail Network Optimisation Project undertaken recently by India Post 

to streamline core mail operations, processes followed with respect to Speed 

Post operations have recently been redesigned. While the new processes are 

already in place at bigger cities, they are being rolled out in relatively smaller 

cities in a phased manner. Accordingly, an operational manual containing 

description of each and every activity associated with Speed Post has been 

prepared.  

This operation manual for Speed Post strives to become the reference point and 

a guidebook for performing Speed Post operations across the country. The 

existing instructions, with changes wherever required, will be integrated in this 

manual.  

The key aspiration guiding this manual is to ensure that Speed Post service 

becomes more reliable and consistent. Since an efficient operation constitutes 

the basis for a reliable product delivery, this manual is centred around operational 

details to be followed at each process step in the mail handling value chain. 
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A modular approach has been followed in describing various activities. 

In the subsequent versions of the manual, customer-service related activities 

would also be incorporated.  

This manual is also designed with an objective to achieve standardisation in the 

processes across the country. Besides, a detailed description of the 

performance management system has also been provided, which would 

become an effective tool for performance monitoring at all levels.  

2.2. How the manual has been developed 

This manual has been developed on the basis of a process redesign 

undertaken through scrutiny of the existing Speed Post operational processes 

combined with on-ground pilot exercise in the six metro cities (Mumbai, New 

Delhi, Chennai, Kolkata, Bangalore and Hyderabad) by a joint team of India 

Post and external postal experts. The core principles underlying this manual are 

as follows:  

ƴ Have complete network perspective: As we know, every individual and each 

process is critical in making Speed Post a reliable product. But on the same 

note, only when there is a fully coordinated action keeping in mind the 

implications of different components of the network, Speed Post service can 

become truly world-class. Let us think about a clockwork example: each 

cogwheel is needed to make the watch work, but to ensure that the watch 

always reflects the correct time, a complex combination and engineering of 

cogwheels is needed.  

ƴ Involve all key stakeholders: Nobody knows better the art of sorting an 

article than a sorter himself or herself. A bag opener will know the best 

whether bags are coming with the right bag labels or not. This is just an 

example of the role everyone associated with Speed Post operation plays, 

and how crucial it is to constantly involve everyone at all levels through a 

constant dialogue process.  

ƴ Use global postal best practices in Indian environment: Needless to say, the 

best postal practices cannot simply be replicated in the domestic settings 

without adapting them to the local needs. On the other hand, the objective 

here is also not re-invent the wheel, but to build on the global postal 

expertise. Therefore, this manual combines the established procedures 

followed by the Department with the global expertise in postal operations to 

create a comprehensive operational guide for Speed Post.  

ƴ Testing the hypothesis in real life situation before prescribing the new 

processes: This manual is not prepared only on theoretical inputs, but has 
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been developed after testing of the redesigned processes over a period of 

three months at multiple locations. In addition, the initial draft versions of the 

document have been continuously refined based on feedbacks from field 

units.  

ƴ Modular approach: In developing this manual, it has been constantly kept in 

consideration that everybody is not involved in performed all activities 

associated with Speed Post operations. Also, we would require adapting the 

content of the manual from time to time in order to further improve the 

processes or to adjust them to the new requirements. Therefore, this 

manual has been compiled in a modular way, which allows customised use 

by different sets of officials engaged in Speed Post operations. To give an 

example, whereas the Directors concerned in the Circle as well as 

concerned Divisions in the Directorate would need to know, read and use 

the manual in its fullest detail, a sorting assistant at a SPCC would only 

require to read and understand the processes relating to his/her tasks. This 

is not to suggest that you need not go through the entire manual. In fact, it 

would be useful if everyone involved in Speed Post operation goes through 

the entire content once to develop a better understanding of the entire 

network. However, on the shop floor, as a day-to-day reference document, 

one can just refer to the specific pages.  

In order to further improve the quality of this manual, suggestions and feedback 

are welcome from all quarters.  
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3. Guide to the Manual 

3.1. Structure of the manual 

The Speed Post manual follows a modular approach and covers four core 

components of Speed Post operations: 

ƴ Network topology: This component is focused around the question as to how 

the Speed Post network should be established as far as its "skeleton" is 

concerned. The manual provides answers to three key questions: (1) How 

should the hub and spoke system of Speed Post be structured, (2) How many 

hubs and spokes should be operated across the country, and (3) How many 

hubs and spokes should be operated within a city? Borrowing again from the 

clockwork example, the manual shall provide the answer on how many 

cogwheels this watch or machinery should consist of to make it work precisely 

and consistently and what size and form the different cogwheels should have.  

ƴ Processes within facilities: Under this section, the manual seeks to provide 

clear and unambiguous instructions and guidelines on how to handle Speed 

Post articles at each stage of processing- from booking to delivery. The 

main focus is on standardisation, and the processes to be followed are 

described in detail for each activity needed. These processes will be 

mandatory to follow across the country and would form the basis for a 

reliable Speed Post handling mechanism. Each process would have to be 

followed exactly as described in the manual and would be replicable across 

the country while at the same time taking into account local needs for 

adaptation (e.g., the layout of a SPCC). Drawing from the clockwork 

example, each cogwheel would become fully deployable and functional 

across all locations.  

ƴ Network schedule: In order to enable next day delivery for the maximum 

number of Speed Post articles and ensure maximum reliability of Speed Post 
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processing and delivery, all components of the network (e.g., POs, SPCCs, 

TMOs, MMSs) have to be brought together for working jointly in one 

integrated network. The key questions the manual will seek to answer here 

would be (1) which is the best processing time(s) for Speed Post articles, 

(2) which cut-off times should be followed at each process step and facility 

and (3) which mode (air, road, rail) and time of connection would allow for 

maximum reliability and speed of processing of Speed Post articles. 

Following the clockwork example again, this component seeks to ensure 

that all cogwheels together work precisely and smoothly.  

ƴ Performance management: In order to facilitate the best possible 

performance, it has to be ensured that everyone associated with Speed 

Post operations (1) is fully aware as to how the Speed Post system and its 

processes function (2) is informed about how well one is performing vis-à-

vis the expectations from a particular role set and (3) is equipped to take 

corrective action in his or her area of activity in case the performance 

targets are not met. The manual, therefore, provides (1) an approach on 

how to undertake performance discussions and, (2) explanation and "how-

to-use" guide for the Key Performance Indicators (KPIs) which have been 

developed in order to measure Speed Post performance across the 

country.  

Within each of these four core components, the manual contains and describes 

in detail the topics listed below. Depending on the component, the granularity of 

description of the topics varies, e.g., a detailed activity description becomes the 

most important element in the "Processes within facilities" component.  

ƴ Concept: For each component, the manual provides an explanation of the 

concept applied. It also explains the logic and reason as to why the 

particular concept was chosen.  

ƴ Activity description: Standardisation is a key success determinant in an 

environment under which Speed Post system operates. To ensure 

standardisation across the country and to also enable precise and 

unambiguous execution of each single process step, each activity is 

described in detail ï in most cases, the written explanation is supported by 

pictures (e.g., how to book a Speed Post article at a BPC). 

ƴ Tools/equipment: Some processes and procedures will be supported by 

either revised equipment (e.g., bag cutters for bag opening) or newly 

developed tools (e.g., shift planning tool). The manual will provide 

information on which tools and equipment to use for which activity and also 

how to use them.  
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ƴ Exception handling: The Speed Post manual focuses primarily on 

standardisation of processes and procedures. By doing so, the variations in 

operations observed across the country will be significantly reduced and 

there will be few exception handling. Nevertheless there will be occasions 

where exceptions will occur (e.g., bag arriving in SPCC without bag label). 

The manual will describe the common exceptional situations in Speed Post 

operations and the ways to handle them.  

ƴ Guidelines: Together with the need for full standardisation comes the need 

for corresponding guidelines. Some of these are ground rules which need to 

be followed across the system (e.g., no bag or Speed Post articles to be 

kept lying on the floor). Others contain instructions pertaining to each activity 

which help to improve quality, productivity and speed (e.g., the bag opener 

at the start of the set/shift to open bigger bags first to ensure minimal idle 

time for officials deployed for scanning activity).  

ƴ Norms: Norms for various activities have been revised and detailed in this 

manual and are provided for each activity (e.g., how many articles to be 

scanned per hour). These norms should become the basis for manpower 

planning. In addition, they will be relevant for performance management and for 

measuring the performance of facilities and the officials deployed therein 

across the country. The new norms will be subject to constant revision based 

on qualified observations and test measurements on ground at regular intervals.  

While skeleton of the entire manual has been laid down in this version, some of 

the sections/sub-sections will be populated/expanded in the subsequent 

versions of the manual.  

3.2. How to use the manual 

This manual seeks to cover the entire gamut of Speed Post operations. 

Therefore, every person associated with Speed Post operations in whatever 

capacity is expected to go through its contents and understand them clearly.  

The Speed Post manual shall become the single source of information/ 

reference document for handling of Speed Post articles. The existing 

instructions on Speed Post operations have been reviewed and integrated into 

the manual. Therefore, this manual becomes the most relevant document for all 

operational issues pertaining to Speed Post. The document will also be 

supported by additional existing instructions and training materials, e.g., correct 

use of SpeedNet modules and data entry.  

Keeping into account the fact that every official would not require to regularly 

refer to all aspects of Speed Post operations and would be more often 
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required to go through the section(s) relevant for his/ her area of activity, the 

manual has been developed in a modular way to allow most effective and 

efficient use for each individual depending on his/her roles and responsibilities. 

The most important stakeholders to read and use the manual, with varying 

range of use depending upon their role, will be the following:  

ƴ Mail Business Division and Business Development Directorate: The manual 

provides complete operational procedures for Speed Post and, therefore, 

becomes the most important base for policy formulation as well as for 

guidelines and instructions to be issued from the Directorate.  

ƴ Circle Management: The implementation of the processes described in the 

manual would be dependent upon the Circle management associated with 

Speed Post operations. This manual aims at equipping the Circle 

management with all necessary information and tools to facilitate a smooth 

implementation of the process redesign for Speed Post operations on 

ground.  

ƴ Managers/Assistant Superintendents/Head Sorting Assistants/Supervisors 

at Speed Post Centres/Speed Post Processing Facilities: It would be crucial 

for the leadership and supervisory officials at SPCs to go through the 

contents of this manual in order to develop a complete understanding of 

how the network has been redesigned keeping into mind the end-to-end 

perspective, but at the same time the focus kept around the processes the 

units/areas of activity they are leading. To give an example, each SPC 

manager must understand the section on "SPC processes" to be able to 

supervise and guide his/her staff and at the same time, should also know 

and have an overview about how Mail Motor Schedules are worked out.  

ƴ Each official associated with Speed Post operations: There exists a module 

in this manual for each role/activity related to Speed Post operations. Each 

official engaged in Speed Post operations is expected to read and be 

familiar with all activities taking place in his/her operational unit with special 

and detailed focus on his/her specific task. For example, each PO counter 

staff should know how to book a Speed Post article correctly. At the same 

time, he/she should have an overview of related next steps, i.e., as to when 

the articles need to get bagged to be included in the scheduled collection 

rounds from his/her PO to SPC.  
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4. Operational Processes 

4.1. Network topology 

The Network topology is about setting the optimal "skeleton" or network 

structure for Speed Post Operations across the country as well as at each 

processing location. Concretely, an answer is provided on (1) How many 

processing centres should be operated within one city, and (2) How many 

processing hubs should be operated across India? 

Whereas question (1) can be dealt on a local level based on instructions given, 

question (2) has to be answered centrally in the Directorate with an end-to-end 

network perspective and then vetted in consultation with the circles taking into 

account operational feasibility.  

4.1.1. Optimal number of processing centres within a city 

The core concept to be followed here is to ideally have only one Speed Post 

processing hub per city/location. This processing hub, as a rule, should handle 

all Speed Post articles, i.e., TD articles, NTD articles and Inbound articles. 

It should also handle articles of all customers, whether BNPL or cash, or 

whether retail or corporate customer.  

The reasons for having only one processing hub per city/location are obvious. 

Having only one processing hub allows for a more cost-effective operation, better 

supervision, and results in lesser number of bags being closed and handled in the 

Speed Post network. Additionally, higher productivity can be achieved as volume 

inflows and outflows are larger and more stable over time for a day/shift. Further, 

as India Post strives for a higher degree of automation in mail processing, 

concentration of processing centres would become a necessary pre-requisite.  
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 How should BNPL centres/MBCs/BPCs be treated following this logic? 

Each BNPL centre/MBC/BPC should have a booking facility and, therefore, can 

be referred to as a "special booking Post Office" dealing only with corporate 

customers.1 Some BNPL centres/MBCs/BPCs also provide a sorting facility, 

i.e., close direct bags either for post offices (TD) or other NSPCs (NTD) 

As a norm, the practice of sorting at BNPL centres/MBCs/BPCs should be 

stopped. Instead, each of these BNPL centres/MBCs/BPCs will correctly book all 

articles and only pre-sort them into NTD and TD. In separate bags, these NTD 

and TD articles should then get transferred to the nearest NSPC and processed 

there.  

However, one exception (to the norm of BNPL centres/MBCs/BPCs restricted 

only to booking of articles) is allowed: If a BNPL centre/MBC/BPC serves only 

one or two big customers (definition of a big customer is that on an average, 

such customer gives more than 5,000 articles per day) with one kind of 

standardised articles, the decision can be taken by the Circle in consultation 

with the Directorate (both Mail Business Division and BD Directorate) to keep 

these volumes separate for processing. In such cases, the preferred option is to 

co-locate the processing of such mail with the SPCC processing, so that lesser 

number of bags are closed. Bundles can be closed by the BNPL centre/ 

MBC/BPC to allow for easier handling. Only in the case of severe and 

irresolvable space constraints, the BNPL centre/MBC/BPC should be kept at a 

different location. Only in this case, the BNPL centre/MBC/BPC is allowed to 

close direct bags.  

 What actions circles have to take here? 

ƴ Provide a detailed overview of all BNPL centres/MBCs/BPCs at each NSPC 

location. This includes a 3-6 month overview of daily volumes booked per 

customer. 

ƴ Follow above instructions and discontinue those BNPL centres/MBCs/BPCs 

as processing hubs, where processing is currently being done. The 

customer interface, including a booking facility, may be continued. Only 

back office processing work needs to be transferred to the SPCC 

processing centre.  

ƴ In case the Circle thinks that one of its BNPL centres/MBCs/BPCs is eligible 

for the exception laid out above (big customer with regular, standardised 

volumes), it should send a formal request to Mail Business Division in the 

                                                

1  Refer to section 4.2.5.1 for booking of Speed Post articles in BNPL centres/MBCs/BPCs  



 S P E E D  P O S T  O P E R A T I O N  M A N U A L  Å 1 5 

 15 

Directorate. The Directorate will review the request and revert back within 

10 working days on how to proceed with this specific BNPL 

centre/MBC/BPC.  

4.1.2. Optimal number of processing hubs across cities 

As mentioned earlier, the optimal number of processing hubs across cities can 

be best decided with an end-to-end network perspective in mind. This requires 

that the decision is taken centrally at the Directorate and then vetted in 

consultation with the Circle concerned. Hence the details of the same are not 

provided in this manual.  

4.2. Processes 

4.2.1. Standard processes at a Booking Post Office 

This section describes the processes at a booking post office from the time a 

customer brings an article to be booked as Speed Post, to the time the article is 

bagged for despatch to the corresponding SPCC.  

4.2.1.1. Booking 

Activity description 

 What does a booking unit consist of? 

A booking unit consists of the following: 

Tools/equipments 

ƴ One Booking Table: for keeping the computer, the bar-code scanner, the 

weighing scale, the printer and the TD/NTD trays 

ƴ One Booking Chair: for the booking PA to sit 

ƴ One Computer: to enable use of SpeedNet 

ƴ One Bar-code Scanner: to scan the articles 

ƴ One Weighing Scale: to weigh the articles 

ƴ One Printer: to print receipts for the customer 

ƴ One Booking Area Tray (TD): to keep TD articles after booking 

ƴ One Booking Area Tray (NTD): to keep NTD articles after booking 
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Manpower 

ƴ Group-C (Booking PA): one for every booking unit 

Please see below the photograph of a booking unit 

 

FIGURE 4.1: Booking unit 

 What is the activity flow at a booking unit? 

Following is the activity flow at a booking unit: 

STEP 1: The customer arrives at 

the booking unit and hands over an 

article to the booking PA to be 

booked under Speed Post 
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STEP 2: The booking PA checks if 

the complete address is clearly 

written on the article along with the 

PIN code 

 

STEP 3: In case the PIN code is 

missing, the booking PA searches 

for the PIN code in the PIN Code 

Directory (provided to post 

offices)/goes to the drop-down 

menu in Meghdoot (Point of Sale), 

finds the correct PIN code, and 

writes it on the article 

 

STEP 4: In case the booking PA is 

unsure, he/she checks whether 

Speed Post service is available for 

the destination address ï by 

checking if the destination post 

office is available in the drop-down 

list of post offices on the booking 

screen 

 

STEP 5: If Speed Post service is not 

available for the destination PIN 

code, the booking PA politely 

communicates to the customer that 

the article can not be booked 

under Speed Post 
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STEP 6: Otherwise, the booking PA 

enters the recipient name, complete 

destination address and the full 

6 digit PIN code in the Meghdoot 

(óPoint of Saleô module) 

 

STEP 7: The booking PA weighs 

the article on the weighing scale 

 

STEP 8: The booking PA collects 

the booking charges (as per the 

weight of article and destination) 

from the customer 

 

STEP 9: The booking PA picks up a 

fresh Speed Post article barcode 

label (from the booking table 

drawer) and pastes it on the article 
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STEP 10: The booking PA uses the 

bar-code scanner to scan the bar-

code on the article label 

 

STEP 11: The booking PA closes 

the booking in Meghdoot and prints 

2 copies of the customer receipt 

 

STEP 12: The booking PA pastes 

the duplicate copy of the receipt on 

the article 

 

STEP 13: The booking PA hands 

over the receipt to the customer 
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STEP 14: The booking PA keeps 

the article in either the TD booking 

area tray (if the article is destined 

to a PIN code under the home 

NSPC) or in the NTD booking area 

tray (otherwise) kept on the 

booking table 

 

STEP 15: The booking PA while 

keeping the articles in the trays, 

ensures that they are ñfacedò 

(arranged in the standing position, 

one in front of the other, all facing 

the same side) 

 

Exceptions 

Following is the list of possible exceptions that a booking PA might face and the 

corresponding actions he/she should take: 

ƴ PIN code corresponding to the address can not be identified: Do not book 

the article as it is and request the customer to provide the correct PIN code. 

Alternately, he/she should use the drop down menu provided for searching 

the PIN code and enter the correct 6-digit PIN code.  

ƴ Damaged article: Do not book the article and advise the customer to change 

the envelope 

ƴ Long customer queue at the booking unit: Politely request customers to wait 

but still book all articles following the procedure described above. Do not 

take short cuts like not entering the full 6 digit PIN codes etc.  

Guidelines 

Following are the guidelines and ground-rules for a booking unit: 

ƴ Keep the articles in the correct booking area tray (TD/NTD) after booking 

ƴ Paste a duplicate copy of the customer receipt on the article 
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Norm 

ƴ Norm for a booking unit (Speed Post articles) is 48 articles/hour 

Note: The above norm is as per Project Arrow 

4.2.1.2 Dispatch Scanning 

Activity description 

 What does a dispatch scanning unit consist of? 

A dispatch scanning unit consists of the following: 

Tools/equipments 

ƴ One Scanning Table: for keeping the computer, the bar-code scanner and 

the printer 

ƴ One Scanning Chair: for the dispatcher to sit 

ƴ One Computer: to enable use of SpeedNet 

ƴ One Bar-code Scanner: to scan the articles 

ƴ One Printer: to print the manifest 

ƴ One Tray Trolley with a Booking Area Tray: to collect booked articles 

ƴ One Scanning Area Tray: to keep the articles after scanning 

Manpower 

ƴ Group-C (PA/SA) Dispatcher: one for every dispatch scanning unit 

Please see below the photograph of a dispatch scanning unit 
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FIGURE 4.2: Dispatch scanning unit 

 

FIGURE 4.3: Sample bag label 

 What is the activity flow at a dispatch scanning unit? 

Following is the activity flow at a dispatch scanning unit: 
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STEP 1: Before (exact duration 

depends on volumes booked) a 

collection round, the dispatcher 

takes the tray trolley to each 

booking unit and picks up articles 

kept in the NTD booking area trays 

 

STEP 2: The dispatcher brings the 

tray trolley back to the dispatch 

scanning unit, parks it beside the 

scanning chair and sits on the 

chair 

 

STEP 3: The dispatcher picks up 

articles from the booking area tray 

kept on the tray trolley and scans 

them one-by-one in the SpeedNet 

(óDispatchô module) using the bar-

code scanner 

 

STEP 4: The dispatcher keeps all 

scanned articles in the empty 

scanning area tray kept on the 

scanning table. The dispatcher has 

the option of using rubber bands to 

bundle the articles 

 



2 4  Å O P E R A T I O N A L  P R O C E S S E S 

 

STEP 5: The dispatcher picks up a 

Speed Post bag label from the 

drawer of the scanning table and 

scans it in SpeedNet using the bar-

code scanner 

 

STEP 6: The dispatcher clearly 

writes ñ<Home NSPC name> NTDò 

(e.g., Bangalore NTD) on the bag 

label and places it in the scanning 

area tray kept on the scanning 

table 

 

STEP 7: The dispatcher closes the 

bag in SpeedNet, prints the 

manifest and places it in the 

scanning area tray kept on the 

scanning table 

 

STEP 8: The dispatcher repeats 

the entire process described 

above for TD articles 
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Exceptions 

Following is a list of possible exceptions that a dispatcher might face and the 

corresponding actions he/she should take: 

ƴ Damaged article: Hand-over the damaged article to the supervisor and seek 

directions 

ƴ Unable to scan the article label: Enter the article number manually in the 

system 

ƴ Articles in the booking area tray exceed 150: Scan 150 articles, prepare a 

manifest and label for them and send them to the bag closing unit; process 

the remaining articles normally as explained above 

Guidelines 

Following are a few guidelines and ground-rules for the dispatch scanning unit: 

ƴ Only NTD or TD (and not both) articles should be picked up in one round 

ƴ Scanning table should be checked for any loose articles after completing 

scans of all articles belonging to a single bag 

Norm 

ƴ Norm for a dispatch scanning unit is 1,000 articles/hour (including collection 

of articles) 

4.2.1.3 Bag Closing 

Activity description 

 What does a bag closing unit consist of? 

A bag closing unit consists of the following: 

Tools/equipments 

ƴ One Elephant Stool: for the bag closer to sit 

ƴ One Empty-bag Tray: for keeping stock of empty bags 

ƴ One Bag Lock Tray: for keeping stock of bag locks 

ƴ Scanning Area Trays: received from the dispatch scanning unit 

Manpower 

ƴ Group-D/Outsourced Bag Closer  one for every unit 

Please see below the photograph of a bag closing unit 
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FIGURE 4.4: Bag closing unit 

Please see below the photograph of a plastic bag lock 

 

FIGURE 4.5: Bag lock 

 What is the activity flow at a bag closing unit? 

Following is the activity flow of a bag closing unit: 
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STEP 1: The bag closer picks up a 

scanning area tray (containing 

scanned articles, manifest and the 

bag label) from the dispatch 

scanning unit and keeps it beside 

the elephant stool 

 

STEP 2: The bag closer picks up an 

empty bag from the Empty-bag 

Tray 

 

STEP 3: The bag closer puts all 

articles from the scanning area tray 

(along with the manifest) inside the 

empty bag 

 

STEP 4: The bag closer picks up a 

bag lock from the bag lock tray and 

uses it to close the filled bag 
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STEP 5: The bag closer ties the bag 

label to the bag lock by inserting 

the bag lock through the eyelet of 

the bag label 

 

STEP 6: When the MMS vehicle 

arrives for a collection round, the 

bag closer transfers the closed bag 

to the MMS vehicle 

 

Exceptions 

Following is a list of possible exceptions that a bag closer might face and the 

corresponding actions he/she should take: 

ƴ Damaged empty bag: Dispose the damaged bag and use a another bag for 

closing 

Guidelines 

Following are the guidelines and ground-rules for a bag closing unit: 

ƴ No articles should be kept on the floor 

Norm 

Norm for a bag closing unit is 1 bag in every 2 minutes 

Supervisorôs Role 

The role of a post office supervisor is two-fold: (1) ensure strict adherence to the 

process described above through constant dialogue/interaction with the staff; 

(2) take appropriate actions on exceptions brought to his/her notice 
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Following is a list of possible exceptions that might be brought to a supervisorôs 

notice and the corresponding actions he/she should take: 

ƴ Damaged article: Weigh the article first and tally it with the weight mentioned 

on the slip pasted on the article. In case the actual weight is less than the 

written weight, prepare an error report on the article carrying all details 

(article number, origin post office, origin SPCC, destination SPCC, 

destination post office, written and actual weights, number of the bag in 

which the article will be contained etc.). Send one copy of the error report to 

the home SPCC and file the other copy in the daily error report that is 

submitted to postmaster. In all cases, he/she should wrap the article 

properly using a tape and process it normally like any other article. 

4.2.2. Standard processes for MMS 

MMS vehicles carry out collection and delivery rounds as per arrangements 

described in the óNetwork Scheduleô section. From a process point of view, the 

unloading of bags by MMS vehicles at the SPCC is critical and is described as 

part of the óStandard Processes at a Mail Agencyô (section 4.2.6.1) 

4.2.3. Standard processes at a SPCC ï for documents 

This section describes the processes inside a SPCC hall (for documents) from 

the time a bag is opened (after receipt at mail agency) to the time a bag is 

closed (before dispatch from mail agency) 

Concept 

The driving notion behind all process adjustments is standardisation. All SPCCs 

across the country need to function in the same manner. Consistency in 

functioning ensures smoother interaction between different SPCCs and better 

monitoring. These two things together lead to a more reliable (e.g., less mis-

sorts) system and an improved service to the customer. Another advantage of 

standardisation is that it allows for better productivity benchmarking, which can 

be used to systematically increase throughput.  

Standardisation at a SPCC can be viewed from the lens of streamlining the flow 

of articles inside the SPCC hall in an assembly line fashion. Each article passes 

through multiple processes and people before it gets bagged. The job of each 

person here is specialised such as the one in an assembly line production 

system. One person is responsible for only one aspect of processing (opening, 

scanning, sorting etc.) and the joint effort of everyone, coupled with quality 

supervision, ensures that articles flow smoothly and faster through the system. 
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There are 2 key enablers for streamlining the flow or articles inside a SPCC hall 

(1) a layout that facilitates the assembly line flow and (2) tools/equipments that 

enable adoption of the simplified processes 
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FIGURE 4.6: Prescribed SPCC layout 

A self explanatory schematic of the prescribed layout is shown above. This 

is only a concept diagram and needs to be adapted to the specific local 

constraints in terms of dimensions of the operation hall. For example, for 

an unusual shape of SPCC hall (like below), the lay-out can be adapted as 

shown below: 
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FIGURE 4.7: Adapted SPCC layout 
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Description of tools/equipments is covered along with the process details 

4.2.3.1 Bag Opening 

Activity description 

 What does a bag opening unit consist of? 

A bag opening unit consists of the following: 

Tools/equipments 

ƴ One Elephant Stool: for the bag opener to sit 

ƴ One Bag Cutter: for cutting the bag lock 

ƴ One Empty-bag Tray: for stacking empty bags 

ƴ One Dustbin: for throwing the bag lock after having cut it open 

ƴ Scanning Area Trays: for keeping the contents (articles, manifest and label) 

of the bag 

Manpower 

ƴ Group-D/Outsourced Bag Opener: one for every bag opening unit 

ƴ Group-D/Outsourced Bag Opening Assistant: one for every 3 bag opening 

units 

Please see below the photograph of a bag opening unit 

 

FIGURE 4.8: Bag opening unit 
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 How many bag opening units are required? 

One bag opening unit should be able to handle 40 bags in an hour. For example, 

if the peak rate of bag opening at a SPCC is 100 bags/hour, then 100/40 = 

2.5 bag opening units are required at peak time. 

 What is the activity flow at a bag opening unit? 

Roller containers with clear labels of the 3 types of incoming bags (TD, NTD, 

and Inbound TD) should be stationed between the receipt mail agency and the 

bag opening units as shown in the photograph below. At any point of time, only 

one of the 3 types of bags should be opened for processing. 

 

FIGURE 4.9: Labelled roller containers 

Following is the activity flow at a bag opening unit: 

STEP 1: The Group-D/Outsourced 

Bag Opening assistant picks up a 

bag from the a roller container (TD, 

NTD or Inbound TD depending on 

the shift) and hands it over to the 

bag opener sitting on the elephant 

stool 
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STEP 2: The bag opener cuts the 

bag lock using the bag cutter and 

throws the lock in the dustbin 

 

STEP 3: The bag opener takes out 

the articles from the bag and puts 

them (along with the manifest and 

the bag label) inside the scanning 

area tray lying beside him/her 

 

STEP 4: The bag opener puts the 

empty bag inside the empty-bag 

tray lying beside him/her 

 

STEP 5: The bag opener faces 

(arranges articles in the standing 

position, one in front of the other, 

all facing the same side) all the 

articles inside the scanning area 

tray 
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STEP 6: The Group-D/Outsourced 

Bag opening assistant picks up the 

filled scanning area tray and takes it 

to the least busy receipt scanning 

unit 

 

STEP 7: The Group-D/Outsourced 

bag opening assistant picks up the 

empty scanning area tray from the 

receipt scanning unit and stacks it 

up beside the bag opener 

 

 

Exceptions 

Following is a list of possible exceptions that a bag opener might face and the 

corresponding actions he/she should take: 

ƴ Missing bag label: Inform the set/shift supervisor about the same but 

process the bag normally as explained above 

ƴ Damaged bag: Inform the set/shift supervisor about the same but process 

the bag normally as explained above 

ƴ Articles from a bag not fitting in a single scanning area tray: Use multiple 

trays but ensure that they go to the same receipt scanning unit 

Guidelines 

Following are the guidelines and ground-rules for a bag opening unit: 

ƴ Bigger bags should be opened at the start of the shift and small ones later 

ƴ Bigger bags should be opened in case few receipt scanning units are idle 

ƴ Smaller bags should be opened in case all receipt scanning units are busy 

ƴ No bag should be kept on the floor except the one with the bag opener 

ƴ No articles should be kept on the floor 
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ƴ Knives should not be used for opening of bags 

Norm 

ƴ Norm for a bag opening unit is 40 bags/hour ï 30 seconds for the opening a 

bag and 60 seconds for facing the articles in the scanning area tray 

4.2.3.2 Receipt Scanning 

Activity description 

 What does a receipt scanning unit consist of? 

A receipt scanning unit consists of the following: 

Tools/equipments 

ƴ One Scanning Table: for keeping the computer, the bar-code scanner and 

the scanning area tray 

ƴ One Scanning Chair: for the scanning PA/SA to sit 

ƴ One Computer: to enable use of SpeedNet 

ƴ One Bar-code Scanner: to scan the articles 

ƴ One Scanning Area Tray: received from the bag opening unit 

ƴ One Tray Trolley with a Sorting Area Tray: to keep the articles after 

scanning 

ƴ One Dustbin: for throwing the bag label after having opened the bag (bag 

label should be disposed off later as per standard procedure)  

Manpower 

ƴ Group-C/Outsourced Scanning PA/SA: one for every unit 

ƴ Group-D/Outsourced staff: one for every 5 units 
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Please see below the photograph of a receipt scanning unit 

 

FIGURE 4.10: Receipt scanning unit 

 How many receipt scanning units are required? 

One receipt scanning unit should be able to handle 1,800 articles in an hour. 

For example, if the peak rate of receipt scan at a SPCC is 6,000 articles/hour, 

then 6,000/1,800 = 3.3 receipt scanning units are required 

 What is the activity flow at a receipt scanning unit? 

Following is the activity flow of a receipt scanning unit: 

STEP 1: The Group D official of the 

bag opening unit keeps a scanning 

area tray (containing faced articles 

from a bag, bag label and the 

manifest) on the scanning table of 

the receipt scanning unit 

 



 S P E E D  P O S T  O P E R A T I O N  M A N U A L  Å 3 7 

 37 

STEP 2: The scanning official puts 

the manifest inside the computer 

table drawer 

 

STEP 3: The scanning official first 

scans the bag label and then 

throws it in the dustbin 

 

STEP 4: The scanning official scans 

all articles in the scanning area tray 

in the SpeedNet (óOpening of Bagsô 

option) one-by-one using the bar-

code scanner. He/she ensures that 

the facing of the articles is not 

disturbed while scanning 

 

STEP 5: The scanning official puts 

all scanned articles (maintaining 

their facing) in the empty sorting 

area tray sitting on the tray trolley 

beside him/her 
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STEP 6: The Group-D official takes 

the tray trolley once it is filled to a 

level-I sorting case 

 

STEP 7: The Group-D official brings 

back the tray trolley with an empty 

sorting area tray and parks it beside 

the scanning chair on which the 

scanning official is sitting 

 

Exceptions 

Following is a list of possible exceptions that a scanning official might face and 

the corresponding actions he/she should take: 

ƴ Damaged article: Hand-over the damaged article to the set/shift supervisor 

ƴ Missing bag label: Read the bag number from the manifest and enter it 

manually in the system 

ƴ Unable to scan the article label: Enter the article number manually in the 

system 

ƴ Number of articles in a bag different from the number mentioned on the 

manifest: Inform the set/shift supervisor about the same but process the 

articles normally as explained above 

ƴ Articles from a bag not fitting in a single sorting area tray: Keep the filled 

sorting area tray on the lower level of the tray trolley and ask the Group-D 

official to get another tray (which can now be kept on the top level of the tray 

trolley) for the remaining articles 
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Guidelines 

Following are a few guidelines and ground-rules for the receipt scanning unit: 

ƴ Articles should be scanned individually and not through virtual scanning 

ƴ The scanning official/PA/SA should not get up for tray movement and 

instead take the help of the Group D official for the same 

ƴ Scanning table should be checked for any loose articles after completing 

scans of all articles from a single bag 

Norm 

ƴ Norm for a receipt scanning unit is 1,800 articles/hour 

4.2.3.3 Sorting 

Developing a Sorting Pattern 

The central idea behind an efficient sorting pattern is to minimise the average 

number of handlings per article with the ultimate aim of maximising the 

throughput and expediting processing. Typically, in cases where the number of 

selections is large it is not possible to provide pigeon holes for all selections in a 

single sorting case. It becomes imperative to have multiple levels of sorting. But 

the idea should be to do final sorting for maximum number of articles in the first 

level itself (single handling) and minimise the articles that need to go to the 

second level (double handling) for final sorting.  

Here is a step-by-step description of as to how such a sorting pattern can be 

arrived at for any SPCC 

 How to do the required data analysis? 

ƴ Extract the last 3 months SPCC óDespatch Abstractô from SpeedNet 

ƴ From this abstract, remove rows which correspond to one-off or seasonal 

events (e.g., articles pertaining to admission forms in the month of March) 
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FIGURE 4.11: Sample dispatch abstract 

ƴ Retain only the óNumberOfArticlesô and óStationToô columns of the abstract 

 

FIGURE 4.12: Retained columns of the dispatch abstract 

ƴ From the óStationToô column, extract the destination PIN code for all rows 

and write it in the adjacent column (name this column óPinCodeô) 
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FIGURE 4.13: Extracted PIN codes from the óStationToô column 

ƴ Aggregate (using the ópivot tableô tool in MS Excel) the óNumber OfArticlesô 

based on the óPinCodeô column to get the total volume destined for each 

PIN code in the 3 month period (name the aggregated list óPIN code 

Volumesô) 

 

FIGURE 4.14: óPIN code Volumesô list obtained after aggregation using ópivot tableô 
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ƴ In the óPIN code Volumesô list, divide every row of the óNumberOfArticlesô 

column by the total number of days in the 3 months and multiply by (7/6) to 

arrive at volumes per working day. Write the calculated number in the 

adjacent column (call this column óAverageDailyVolumeô) and delete the 

óNumberOfArticlesô column 

e.g., óAverageDailyVolumeô = óNumberOf Articlesô / (30+31+30)  x  (7/6) 

 

FIGURE 4.15: Obtaining óAverageDailyVolumeô in the óPIN code Volumesô list 

ƴ Split this óPIN code Volumesô list into two: 

ï TD (comprising of all PIN codes that are mapped to the home NSPC) 

ï NTD (comprising of all remaining PIN codes) 

ƴ In the NTD list, for every row write the NSPC names corresponding to the 

PIN codes in the adjacent column (call this new column óNSPCô) 

ƴ Aggregate (using the ópivot tableô tool in MS Excel) the óNumberOfArticlesô 

based on the óNSPCô column to get the total volume destined for each 

NSPC (name the aggregated list óNSPC Volumesô) 
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 How to generate optimal sorting diagrams? 

TD sorting diagram 

ƴ Sort the TD list in decreasing order based on óAverageDailyVolumeô 

ƴ Pick the top 47 PIN codes for level-I sorting case (50 pigeon holes) 

ƴ Keep remaining 3 pigeon holes for: 

ï Other Shift (1 pigeon hole): TD article appearing in the NTD set/shift or 

NTD article appearing in the TD set/shift 

ï Level-II (2 pigeon holes): Article for which the corresponding pigeon hole 

exist in one of the level-II sorting cases 

ƴ Arrange these 50 selections on a schematic diagram of the sorting case in a 

manner so that the high volume selections are easy to access by the sorters. 

Inputs of the sorters can be taken for arriving at the most suitable 

arrangement. This gives the level-I TD sorting diagram 

 

FIGURE 4.16: Sample TD sorting diagram 

ƴ Pick the remaining PIN codes from the TD list and divide them into 2 sets of, 

at most 47 each, based on some logic (PIN code values, geography etc.) 

ƴ Each of the 2 sets corresponds to one type of level-II sorting case (let us call 

them level-II A and level-II B), which in addition to the PIN-coded pigeon 

holes, have 3 additional pigeon holes: 

ï Other Shift (1 pigeon hole): TD article appearing in the NTD set/shift or 

NTD article appearing in the TD set/shift 

ï Level-I (1 pigeon hole): An article which should have been final sorted in 

level-I itself but by mistake has been sent to this level-II sorting case 

ï Other Level-II Sorting Case (1 pigeon hole): An article which should have 

been sent to the other level-II sorting case but by mistake has been sent 

to this sorting case 

ƴ Arrange the 50 selections each of level-II A and level-II B on separate 

schematic diagrams of the sorting cases in a manner so that the high 
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volume selections are easy to access by the sorters. Inputs of the sorters 

can be taken for arriving at the most suitable arrangements. This gives the 

level-II A and level-II B TD sorting diagrams 

Note: The above description is based on the assumption that 3 sorting cases 

(level-I, level-II A and level-II B) are required to cover the entire list of TD PIN 

codes. In case the number of PIN codes is more than 47 x 3, more than 2 level-II 

sorting cases will be required, and if the number of PIN codes is less than 97, 

only 1 level-II sorting case will be sufficient. Please note that the number of level-

II sorting cases will also have an impact on the number of PIN-coded pigeon 

holes in any sorting diagram. For example, if there is only one level-II sorting case, 

then there can be 48 PIN-coded pigeon holes (the remaining 2 for óOther 

Set/Shiftô and óLevel-Iô/ôLevel-IIô) instead of 47 in both level-I and level-II sorting 

cases. 

NTD sorting diagrams 

Generate the NTD sorting diagrams in exactly the same way as for TD sorting 

diagrams but by using the óNSPC Volumesô list. This will contain names of 

NSPCs instead of PIN codes of post offices as in the TD list used for generating 

TD sorting diagrams. It is important to provide one pigeon hole for each of the 

NSPCs in the Speed Post network.  

 

FIGURE 4.17: Sample NTD sorting diagram 

 How to label the sorting cases? 

All pigeon holes in each sorting case have 2 labels ï one for TD and one for 

NTD. The labels are to be pasted on top of the pigeon holes indicating that 

sorters ósort-downô. The TD label (background colour ï white, font colour ï black, 

font type ï Arial, font size ï 30) is on the left, and consists of the name of the 

post office and the PIN code. The NTD label (background colour ï yellow, font 

colour ï black, font type ï Arial, font size ï 30) is on the right, and consists of 

the name of the NSPC and the PIN code (optional) of the corresponding SPCC. 

The labels are pasted using a transparent tape than runs across the label so as 
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to prevent them from damage. Kindly refer to the photographs of TD and NTD 

labels, and that of a labelled sorting case as shown below: 

 

FIGURE 4.18: TD label 

 

FIGURE 4.19: NTD label 

 

FIGURE 4.20: Labelled sorting case 

It may also be useful to paste the sorting diagram on the side of the sorting 

case for easy reference of the sorter as shown below in the photograph: 



4 6  Å O P E R A T I O N A L  P R O C E S S E S 

 

 

FIGURE 4.21: Pasted sorting diagram on the sorting case 

Activity description 

 What does a sorting unit consist of? 

A sorting unit consists of the following: 

Tools/equipments 

ƴ One 50 Pigeon Hole U-shaped Sorting Case: for sorting the articles 

ƴ One Sorting Chair: for the sorting assistant/sorter to sit 

ƴ One Tray Trolley with a Sorting Area Tray: received from the receipt 

scanning unit or from another sorting unit 

Manpower 

ƴ Group-C (PA/SA)/Outsourced Sorter: one for every unit 

Please see below the photograph of a sorting unit 
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FIGURE 4.22: Sorting unit 

 How many sorting units are required? 

First, it is important to note that the same sorting units are used for both TD and 

NTD sorting, since at any point of time either TD or NTD sorting takes place. 

Arriving at the right ratio of level-I:level-II sorting units and the right absolute 

number of sorting units is critical. 

Calculate the optimal ratio of level-I:level-II sorting units using the following 

formula: 

N (Level-I TD)

N (Level-II TD)
=

Average Daily Volume (Level-I Pin-codes)

Maximum (Average Daily Volume (Level-II A/B Pin-codes))  

where, 

N (Level-I TD) is the number of level-I TD sorting units; 

N (Level-II TD) is the number of level-II TD sorting sets (one set comprises one 

each of every type of level-II sorting unit); 

Average Daily Volume (Level-I PIN codes) is the sum of óAverageDailyVolumeô 

column in the TD list for level-I PIN codes; 

Average Daily Volume (Level-II A/B PIN codes) is the sum of 

óAverageDailyVolumeô column in the TD list for PIN codes corresponding to a 

particular level-II sorting unit; 

Maximum Average Daily Volume (Level-II A/B PIN codes)) is the maximum of 

Average Daily Volume (Level-II A/B PIN codes) across different types (level-II 

A/ level-II B) of level-II sorting units. 
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For example, if the sum total of average daily volumes of all PIN codes that are 

part of the level-I TD sorting diagram is 15,000, the sum total of average daily 

volumes of all PIN codes that are part of the level-II A TD sorting diagram is 

2000, and the sum total of average daily volumes of all PIN codes that are part 

of the level-II B TD sorting diagram is 2,500; then the ratio of level-I:level-II 

sorting cases will be 15,000/max (2,000, 2,500), which is 15,000/2,500 or 6:1. 

This means that for every single level-II sorting set, there should ideally be 6 

level-I sorting cases. 

Assuming that a sorter can sort 800 articles in an hour, the optimal absolute 

number of sorting units is: 

N (Level-I TD) = Peak hourly throughput of the SPCC / 800 

where, 

N (Level-I TD) is the absolute number of level-I TD sorting units; 

Peak hour throughput of the SPCC is the maximum number of Speed Post 

articles that the SPCC needs to process in any single hour of the day 

For example, if the peak throughput at a SPCC is 6,000 SPAs/hour, then 

6,000/800 = 7.5 level-I sorting units are required. 

Note: In case it is not possible to satisfy both criteria ï the optimal absolute 

number of sorting units and the optimal ratio of level-I:level-II sorting units ï 

simultaneously, then the optimal absolute number criteria is given preference 

and lower than optimal ratio of level-I:level-II sorting units is accepted. For 

example, if the optimal ratio of level-I:level-II sorting units is 6:1 and peak hour 

throughput is 6,000, which translates to 6,000/800 = 7.5 level-I sorting units, 

then it is prudent to have 8 level-I sorting units and 2 level-II sorting sets (ratio 

of 4:1). Lower than desired ratio of level-I:level-II sorting units will only mean 

that level-II sorting units will not be 100% utilised at all times, but it will not 

adversely affect the throughput of the SPCC which is most critical. 

Similar calculations are done for NTD to arrive at the optimal number of sorting 

units. The maximum of the two are taken to be the actual number of sorting 

units at the SPCC. 
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 What is the activity flow at a sorting unit? 

Following is the activity flow at a sorting unit: 

STEP 1: The Group-D/assistant of 

the receipt scanning unit brings 

(either from the receipt scanning 

unit or from another sorting unit) a 

tray trolley with a sorting area tray 

(containing un-sorted articles) kept 

on it and parks it beside the sorter 

 

STEP 2: The sorter, either standing 

or sitting on his/her sorting chair, 

picks un-sorted articles in bundles 

from the sorting area tray and 

places them one-by-one in the 

appropriate pigeon holes (looking 

at the addresses) as per the 

sorting diagram 
 

STEP 3: After completing sorting of 

all articles in the sorting area tray, 

the sorter asks the Group-D/ 

assistant of the receipt scanning 

unit to take away the emptied 

sorting area tray and bring another 

un-sorted sorting area tray to 

him/her 
 

STEP 4: The Group-D/assistant of 

the receipt scanning unit from time 

to time (upon instructions from 

other sorters) brings a tray trolley 

with a sorting area tray kept on it 

and collects articles from particular 

pigeon holes to take them to other 

sorting unit for further sorting 
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STEP 5: The Group-D/assistant of 

the dispatch scanning unit from 

time to time (upon instructions from 

the scanner) brings a tray trolley 

with a sorting area tray kept on it 

and collects articles from particular 

pigeon holes to take them for 

dispatch 
 

Exceptions 

Following is a list of possible exceptions that a scanning official might face and 

the corresponding actions he/she should take: 

ƴ Damaged article: Hand-over the damaged article to the set/shift supervisor 

ƴ Unable to sort the article because of illegible address: Hand-over the article 

to the set/shift supervisor 

ƴ Large number of articles for a single bulk recipient or a big post office: 

Maintain separate trays (which will act as pigeon holes) for such recipients 

and/or post offices. Keep these trays at the lowest level of the sorting case 

(below the pigeon holes). Number of such trays at any sorting case should 

not be more than two. 

Guidelines 

Following are a few guidelines and ground-rules for the receipt scanning unit: 

ƴ The sorter should not get up for the tray trolley movement 

ƴ The sorter should do either TD or NTD sorting at any point of time 

ƴ The sorter should not do sorting for any destination other than the ones 

mentioned in the sorting diagram 

Norm 

ƴ Norm for a sorting unit is 800 articles/hour (for a single level of sorting) 

Note: This norm is for single handling of articles while sorting, and not for final 

sorting of articles. Articles going to level-II sorting cases will require double 

handling. Such articles will be counted twice from the norm perspective. 
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4.2.3.4 Dispatch Scanning 

Activity description 

 What does a dispatch scanning unit consist of? 

A dispatch scanning unit consists of the following: 

Tools/equipments 

ƴ One Scanning Table: for keeping the computer, the bar-code scanner and 

the scanning area tray 

ƴ One Scanning Chair: for the scanning official to sit 

ƴ One Computer: to enable use of SpeedNet 

ƴ One Bar-code Scanner: to scan the articles 

ƴ One Tray Trolley with a Sorting Area Tray: received from the sorting unit 

ƴ One Scanning Area Tray: to keep the articles after scanning 

ƴ One Network Printer: for printing the manifest 

Manpower 

ƴ Group-C(PA/SA)/Outsourced Scanning Official: one for every unit 

ƴ Group-D/Outsourced Assistant: one for every 5 units 

Please see below the photograph of a dispatch scanning unit 

 

FIGURE 4.23: Dispatch scanning unit 
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FIGURE 4.24: Sample bag label 

 How many dispatch scanning units are required? 

One dispatch scanning unit should be able to handle 1,800 articles in an hour. 

For example, if the peak rate of receipt scan at a SPCC is 6,000 SPAs/hour, 

then 6,000/1,800 = 3.3 dispatch scanning units are required. 

 What is the activity flow at a dispatch scanning unit? 

Following is the activity flow at a bag opening unit: 

STEP 1: Upon instructions from the 

scanner, the Group-D/Outsourced  

assistant brings a tray trolley with a 

sorting area tray (containing sorted 

articles to a specific destination) kept 

on it and parks it besides the 

scanning official 

 

STEP 2: The scanning official, while 

sitting on the scanning chair, scans 

all articles in the sorting area trays. 

Before scanning, he/she can seek 

the help of the Group-D/ Outsourced 

assistant to face all articles 
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STEP 3: The scanning official gives a 

command from his/her computer to 

print the manifest on the network 

printer 

 

STEP 4: Upon instructions from the 

scanning official, the Group-D/ 

Outsourced assistant brings the 

manifest from the printer and hands 

it over to the scanning official  

 

STEP 5: The scanning official picks 

up a blank bag label from the 

scanning table drawer, scans it to 

close the bag in SpeedNet 

(óClosing of Bagsô option), and 

writes the destination NSPC 

(NTD)/PIN code (TD) on the bag 

label 
 

STEP 6: The scanning official puts 

all scanned articles (along with the 

manifest and the bag label) in the 

empty scanning area tray kept on 

the scanning table 
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STEP 7: The Group-D/Outsourced  

assistant of the bag closing unit 

picks up the scanning area tray and 

takes it to the bag closing unit 

 

STEP 8: The Group-D/Outsourced 

assistant of the bag closing unit 

brings back an empty scanning 

area tray from the bag closing unit 

and keeps it on the scanning table 

 

Exceptions 

Following is a list of possible exceptions that a scanning official might face and 

the corresponding actions he/she should take: 

ƴ Damaged article: Hand-over the damaged article to the set/shift supervisor 

ƴ Unable to scan the article label: Enter the article number manually in the 

system 

ƴ Articles in the sorting area tray exceed 150: Scan 150 articles, prepare a 

manifest for them and send them to the bag closing unit; process the 

remaining articles normally as explained above 

Guidelines 

Following are a few guidelines and ground-rules for the receipt scanning unit: 

ƴ The scanner should not get up for tray movement and instead seek help of 

the Group D/assistant for the same 

ƴ Scanning table should be checked for any loose articles after completing 

scans of all articles belonging to a single bag 

Norm 

ƴ Norm for a dispatch scanning unit is 1,800 SPAs/hour 
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4.2.3.5 Bag Closing 

Activity description 

 What does a bag closing unit consist of? 

A bag closing unit consists of the following: 

Tools/equipments 

ƴ One Elephant Stool: for the bag closer to sit 

ƴ One Empty-bag Tray: for keeping stock of empty bags 

ƴ One Bag Lock Tray: for keeping stock of bag locks 

ƴ Scanning Area Trays: received from the dispatch scanning unit 

ƴ One Roller Container: for stacking the closed bags 

Manpower 

ƴ Group-D/Outsourced Bag Closer: one for every unit 

ƴ Group-D/Outsourced Assistant: one for every 3 units 

Please see below the photograph of a bag closing unit 

 

FIGURE 4.25: Bag closing unit 
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Please see below the photograph of a plastic bag lock 

 

FIGURE 4.26: Bag lock 

 How many bag closing units are required? 

One bag closing unit should be able to handle 100 bags in an hour. For 

example, if the peak rate of bag closing at a SPCC is 150 bags/hour, then 

150/100 = 1.5 bag closing units are required. 

 What is the activity flow at a bag closing unit? 

Following is the activity flow at a bag closing unit: 

STEP 1: The Group-D/assistant 

picks up a scanning area tray 

(containing scanned articles, 

manifest and bag label) from the 

dispatch scanning unit and keeps it 

beside the bag closer sitting on the 

elephant stool 
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STEP 2: The bag closer picks up an 

empty bag from the Empty-bag 

Tray 

 

STEP 3: The bag closer puts all 

articles from the scanning area tray 

(along with the manifest) inside the 

empty bag 

 

STEP 4: The bag closer picks up a 

bag lock from the bag lock tray and 

uses it to close the filled bag 

 

STEP 5: The bag closer ties the bag 

label to the bag lock 

 


