
No. 17 08/2018-SPB'I
Government of India

Ministry of Communications
Department of Posts

Dak Bhawan, Sansad N{arg,
New Delhi-110001.

Datcd: rl( May, 20t9
To

AII Chief Postmasters Gencral / Postmasters General
Chief General Manager, BD Directorate / Parcel Directorarc / PLI Directorate
Director, RAKNPA / GM, CEPT / Directors of all PTCs
Addl. Director General, Army Postal Service, New Delhi
All General Managers (Finance) / Directors Postal Accounts / DDAP

Subject: R€visiotr of Syllabus and Pattern of Examiaations conducted by Department of
Posts for appointment to the posts of Multi Tasking Staff (MTS), Postman, Mail
Guard, Postal Assistant and Sorting Assi8tant - regErding

Sir'.

I am directed to refer to letter No. 60'10/201I'SPB-I dated 10.03 2011 and letter No.

45-14/2012 SPB'I dated 17.01.2014 on the pattern and syllabus oI examination(s)
conducted for filling up of the vacancres of Multi Tasking Staff (MTS), Postman, Mail
Guard, Postal Assistanb and Sorting Assistant. The Competent Authorrty has approved to
revise the pattern and syllabus ofthe examinations as under:-

a) Annexure A: Competitive Examination limited to Gramin Dak Sewak (GDS) for
appointment as Multi Tasking Stafl

b) Annexure B: Competitive Examination limited to MTS and GDS for appointment
as Postman and Mail Guard,

c) Annexure C: CoEpetitive Examination liDited to Posttnan / I{ail Guard i MTS /
GDS for appointment as Postal Assistant and Sorting Assistant,

d) Aanexure D: Competitive Examination for Direct Recruitment from Open Market
for the posts of MTS / Postman / Mail Guard / Postal Assistant / Solting Assistant.

2. .A.ll the examinations will be held without the aid ofbooks

3. The syllabus of examinatron includcs a component to test the knowledge of local

Ianguagc of o candidate. The Iist of local languages, Postal Circlc'wisc, is at Annexure E.
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4. Revised pattern, syllabus and local language mentioned herein shall come into force

from the date of issue of this comDunication and will be applicable to all examinations
thereafter.

5. It is requesled that the reviscd syllahus and pattern may bc brought to the notice of
all concerned

Yours faithfulll,.

(Muthuraman C)

Assistant Director General (SPN)

!lncll As above

1. PS to Xlinistel of State fol Communications (I/C)

2. ST.PPS to Secretary (Posts) / SI PPS to Drrector General Postal Services
3. PPS/ PS to Addl. DG (Co'ordinarron)/ N{ember (Banking)/ Ivlember (O)/ Nlember (P)/

1\lcmber (Planning & HRD)/ \Ienber (PLI)/ Membcr (Tech)

4. .{dditrrrnal Secretary & Financial -{dvrser
5. Sr Deputl'Dircctor Gencral (\'igilalce) & CVO / Sr. Deputy Dirccror Gencral (PAF)

G. Dircctrrr Gcnerat, P&T (Audit), Civil Lines, New Delhi
7. Secretary, Postal Serviccs Board/ AII Deputy Directors General
8. Chief Jingineer (Civil), Postal Direcrorare
9. Director'(DE). PostalDirectotatc
10. All Sedtions ofPostal Dircctorate
11 i\l) recognrzed FederaLions / llnions /.{ssociations
12. GNI, CEPT fol uploadrng the ordcr ol the India Post websirc.
13. Guald Filc
14 Spare coptes

\,rr
(Leena Georgc)

Section Officer (SPN-I)
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Pattern a.uil Syllabus of Competitive Examination
Iioitad to Gramin Dal Sewak (GDS) for Appoiatmeut ar Multi Tasking Stafr

I. Pattem of lrrnnination:

F-perI

tr. Crituia for Selectionr
d Examination for Paper I and Paper II will be conducted ir continuity in one

6itting.

b) Only such candidates who qualifu in each Paper, viz. Plper I and PaperII
separately, shall be considered for final selection and their merit shall be
&awu h order of marks secured in Paperl Since PaperII is only quali-fying,
marks secured in PaperII shall not be added to marks secured in Paper-I to
decide merit.

c) After aranging the cahdidates in order of merit as at (b) above, numbet of
candidates to be declared successful shall be equal to the number of vacancy in
each category.

d) In the event of aDy vacancy notified for recruitment remains unfilled only due
to non'joining of selected candidate, the next candidate in the Eerit list sha.ll
be coneidered fo! appointment. However, appointment of such candidate shall
be only on the $ound of declining offer of appointment and no wait list or
approved panel shall be maintained.
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Sl No Deecriptioo Paper'tr
1 CorEpetitive

Qualifying
Competitive Qualifying

2 Type of Question Multiple Choice Questions Multiple
Quesbions
Subjective

Choice

arrd

Number of Questions As per syllabus As per syllabus
4 Maximum Marks 50

Duration 60 Minutes 60 Minutes
6 Language of Question

Paper
Bilingual, i.e. Hindi and Dnglish (as well as in
I-ocal Language, as published under the
provisions of Recruitment Rules, whcre Hindr is
not a local language)

Language of A:rswer
Paper

Not Applicable as Multrple
Choice Questions

A-6 per queEhon
paper

8 Minimum Qualifyirg
Mark (Subject to
reservation pdicy of
Government. )

(a) For SC/ST ' 33% in each Paper
(b) For OBC ' 37% in each Paper
(c) For Others '40% in each Paper

Amexure A

100 in 2 Palts

'l



IIL Syllabue:
PAPER-I (60 Milut€s)

Part-A

Marimum
marks - 60

[30 question6

of 2 marks
eachl

Pogt Ofice Guide Part I
a) Organization of the Department
b) Type of Post Offrces
c) Business Hours
d) Payment of postage, stamps and stationery
e) General tules as to packing, sealing and

posting, manner of affrxing postage starEps
0 Methods of address
g) Post boxes and Post bags
h) Duties ofLeLter Box peon
i) Official postal articles
j) Prohibited postal articles
k) Products and Services: Mails, Balking &

Bemittances, Insurance, Stamps and
Business (Reference: India Post website)

Pogtal Maaual Volume V
a) l)efimtrons

23 questions

7 questions

Maximum
marks - 40

[20 queEtions

of 2 marks
eachl

il!+,
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Part'B

Topics to be covered (1 to 3 questions from
each topic):
a) Indian Geogaphy

c) General knowledge
d) Indian culture & freedom struggle

Topics to be covered (1 to 2 questions from
each topic):
a) BODMAS (brackets, orders, division,
multiplication, addition, subtraction)
b) percentage
c) profit and loss

d) simple interest
e) Average
0 Time and work
g) Time and distance

10 questions

10 quesEions

General

e) Ethics and morale
Basic

h) mcthod



PAPER'II (60 MiDuter)
Maximum
marks - 50
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Annexure B

I.

Pattcm and Syllabus for Appoi.utoeDt a6 Pooto'-u 8Dd Mail Guaril tbmugh

Competitive EramhatioD UEiteal to I\'ITS a.Ed GDS
*r*J*****

Pattern of Eramiaatiou:

sl
No

Deecriptiou PaperII Papor-III

L Competitive or
ual

Competitive Qualifying Qualifying

2 Type of Question Multipte Choice

Que6tions

Multiple Choice

Questions and
Subiective

On
Computer

3 Number
Questions

of

4 Maximum Marks 150 in 2 Parts 50 25

Duration 60 minutes 15 minutes

6 Language of
Que6tion Paper

Bitingual, i.e. Hindi and English (as

well as in Loca]. Language, as

published under the Provisione of
Recruitment Rules, u,here Hindi i6 not
a local l

Language
Answer Paper

of Not Applicable as

Multiple Choice
Que6tionB

8 Mirlimum
Qualifying Mark
(subject to
rcservation policy
ofGovernment.)

For SC/ST ' 33% in each PaPer
(b) For OBC ' 37% in each PaPer
(c) For Others '40% in each PaPer

II. Criteria for Selectior:-

d Examination for Paperl and Paper-II will be conducted in continuity in one

sitting. Thereajter PaperIII, i e Data Entry Skill Test OEST), will be

conducted separately on the same day

b) Only such candidates who qualify in each Paper, viz Paper-I, -Paper-II 
and

Paper-lll, shall be considered for fural selectioD and their merit shall be drawn

in order of marks secured in Paper-I. Stnce Paper-II and PaperIII are only

qualifyiug, marks secured in PaperII and PaperIII shall not be added to

marks secured in Paperl to decide merit.

c) After arranging the candidates in order of rEerit as at (b) above, number of

candidates to bL declared successful shall be equal to the number of vacancy in

each cakgory.
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PaperI

As per syllabus As per syllabus

90 Minutes

As per question paper



III. Syllabusr

Paper-I (90 MiDut€B)
Port'A

Maximum
marks - 100

[50 questions
of 2 malks
eachl
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d) In the event of any vacancy notiired for recruitrnent remains ulfrlled only due
to non-joining of selected candidate, the next candidate in the merit list shall
be cousidered for appointment. However, appoiatment of such candidate sha.ll
be only on the ground of refusal of promotion / declining olTer of appoihtment
and no wait Iist or approved panel shall be maintained.

a) Organization of the Department
b) Type of Post OtEces
c) Bushess Hours
d) Payment ofpostage, stamps and stationery
e) General rules as to packing, oealing and

posting, manner of affixing postage stamps
0 Methods of address
g) Post boxes and Post bags
h) Delivery of marls
i) Refusal of article
j) Payment of eMoney Order
k) Redirection
D Instruction regarding adrlress change
m) Articles adrlressed to deceaoed person
n) Liabitity to detention to certain oails
o) Facilities provided by Postmen in rural

area6
p) Products and Services: Mails, Banking &

Remittances, Insurance, Stamps and
Business (Refetencei India Po6t Webeite)
Offrcial Postal Articles

d Defrnitions- Head, Sub and Branch Office,
Mail Bag, Face and Facing, Beat, Camp
Correspondence, Late letters and too late

Postal Ma[uE] Volu-Ee VI - Psft m
d Head PostmaD
b) Krowledge of Postal Bu6ine6s
c) Supply of forms to be carried out
d) Sale of stamps
e) Postman's Book
0 Address to be noted on Postal Articles
g) Damaged articles to be noticed

30 questions

10 questions

5 questions



Book of receipts for intiEations aud uotices
delivery

j) In6tmction for delivery
k) Realization of postage before delivery
I) Receipts of addresses for registeled
m) Delivery to illiterate addressees,

Pardanashin women
d Deli*'ery of iaeured articles addre8sed to

mlnor6
o) Payment of e-Money Orders
p) e'Money Orders addressed to minors
q) Payment of e'MO and delivery of

regiEtered letters to lunatics
r) Duties ofVillage Postman

Poetal Mrnual VoL VII
a) Stampe and Seale
b) Portfolio and its contents
c) Stationery
d) Preparation of daily report
e) Mail Abstract
0 Erchange of Mails
P Cage TB
h) Dieposal ofMails addressed to a section or

a mail office
i) Closing of tra-nsit bags
j) Duties and responsibilities of Mail

Guard/Agent
D Final duties before quitting Van or office
l) A'order and'B'order

5 question6

Part'B

Maxihurn
marks - 50

[25 queotions
of 2 marks
eachl

Genersl Awareneesll(nowledge

Topics to be covered ( 1 to 3 questious from
each topic) i

d Indian Geography
b) CMcs
c) General knowledge
d) Indian culture & freedom struggle
e) Ethics and morale study

Topics to be covered (1 to 2 questions from
each topic):
a) BODMAS (brackets, orders, division,
multiplication, addition, subtraction)
b) percentage
c) t and loss

10 questions

10 questions

&l,r-
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d) simple interest
e) Average
0 Time and work
g) Time and distance
D Unitary method
Reaeoning ard Alalytical Abfity (Nou Verbal
/ Picbna)

5 que6tion6

PAPER'II (60 MiIutes)
Maximum
marks - 50 Ttanslation of words from English to local

Ianguage (Multiple choice question)
15 questions of 1

mark each

Tlanslation ofwords from local language to
English (Multiple choice question)

15 questions of 1

mark each

Lett€r writing in local language iD 40 to 50
words (1 questioo to be attempted out of 3
options)
Pa.ragraph / ehort essay in local language of
40 to 50 words (1 question to be attempted
out of 3 options)

10 marks

PAPER-III (15 Minutes)
Maximum
marks - 25

[Data Entry
Skill Test

OEST)]

Skill test of data entry for 15 minutes on
computer on the 6a[re day.

[Data entry of 1000 key depressions Q5%)l

25 marks

(tl,t .
Page 9 of 15

10 marks



A:luexure C

Pattero a-ud Syllabua of Competitive Eraminatiou limited to Poetraal / Mail
Guard / MIS / GDS for AppoiltEent as Postal Asoi-st€rtt a-ud SortiDS Asoists.ut

I. Patt€rn of ExaEiration:

st
No

Description Paper-I PaperII PaperIII

1 Competitive
Sualifuiae

OI Competitive Qualifying Qualifying

2 Type of Question Multiple
Questions

Choice Multiple Choice
Question6 and
Subjective

On
Computer

3 Number
Que6tion6

of As per syllabus As per syllabus

4 Maximum Marks 100 in 2 Parts 50 25
Duration 120 Minutes 45 minutes 15 minutes

ii Language of
Question Paper

Bilingual, i.e. Hindi and English (as

well as in Local Language, as published
uuder the provisions of Recruitment
Rules, where Hindi is not a local
lanzuage)

7 Not Applicable as
Multiple Choice
Questions

A6 per question paper

8 Minimum
Qualifying Mark
(Subject to
rceervatioh policy
of Government.)

(d For SC/ST ' 33% irr each Paper
(b) For OBC - 3?% in each Paper
(c) For Others -40% in each Paper

II. Crit€ria for Selectiou:-

a) Examination for Paper I and Paper II will be conducted in continuity.
Ttrereafter, Paper III, i.e. Data Entry Skill Test (DEST), will be conducted
separately on the same day.

b) Ouly such candidates who qualify in eacb Paper, viz. Paperl, Paper-II and
PaperIII, shall be considered for frnal gelection and their meit shall be drawn
in order of marks secured in Paper-L Since Paper-II and Paper-III are only
qualifying, marks secured in Paperll and Paper-III shall not be added to
marks secured in Paperl to decide merit.

c) Aftet arranging the candidates in order of Derit as at G) above, number of
candidates to be declared successfu'l shall be equal to the number of vacancy in
each category.

(!ol*-
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Language of
Anewer Paper



d) In the event of any vacancy nobified for recruitment remains unfrlled only due
to non'joining of selected candidate, the next candidate in the merit Iist in the
same category shall be consideted for appoi[trEent. However, appointment of
such caadidate shall be onJy on the $ound of refusal of promotion / decliidng
offer of appointment and no wait list or approvcd panel shall be maintained..

m Syllabus for Poetal A6si6talt /Sorttu AssistqDt LiEitad DepaltEental
CoEpetitive Erehinqtior:

Paper-I (r20 Minute6)
Part-A

Maximum
marks -50

[50 questions
of 1 mark eachl

Poet OEce Guialo Part I (except Telegaphic
Money Order)

10 questrons

Post OIEce Guide Part II (except British and
Irish Postal order)

10 quesLions

Baeic terminologies related to IT
Nlodernisation project of Department of Posts

10 quesLions

Products and Scrvices: Mails, Banking &
Remittances, Insurance, Stamps and Buoiness
(Reference: India Post Website)

10 qucsLions

a) Poetal Ma-Eual Volume VI - Part I

b) Poetal Manual Voluoe VI - Part IIl
(chapter I and II)

c) Updated SB Ordere issued by Direcborat€
ull 3I', December r-,f the preceding year in
which exam is being conducted

5 questioDs

a) Postal Manual Volume VII

b) Foreim Post Manual

Part'B

Maximum
marks - 50

[50 questions
of 1 mark each]

General Awarenees / Knowtedge

Topics to be covered (2 questions f-ron each
topic):
d Indian Geography
b) Civics
c) Geaeral kuowledge
d) Indian culture & freedom struggle
e) Ethics and morale sr
Basic Arith-oetic

to be covered to3 from

10 questions

20 question6

5 questions
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each topic):
d BODMAS (brackets, orders, division,
multiplication, addition, dubtractioD)
b) percentage
c) profit and loss
d) simple interest
e) Average
0 Time and work
g) Time and distance

Uni method
Reasoning ard Aaaly'tical Ability (Non Verbal
/ Pictorial)

20 questions

PAPER-II (46 Minutes)
Maximum
marks -50 Tlanslation from English to local language

Multiple choice questions (10 English words
closeot meaniDgs in Iocal Ianguage to be

identifred)

15 questiols
of 1 mark
each

Translation 6rom local language to English
Multiple choice questions (10 local language
words closest meaning in English words to be
identified
Letter writing in local language (1 to be
attempted out of 3 options)

10 marks

Paragraph-/ 6hort e6say in local language of 80 to
100 word6 (1 to be attempted out of 3 options)

10 marks

PAPER.III (16 Mi!ute8)
Maximum
marks - 25

[Data Entry
Skill Test

OEST)]

SkiI test of data entry for 15 minutes on
computer on the same day.

lData entry of 1200 key depressions G 5%))

25 marks

Ats
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15 questions
of 1 mark
each



A.nlerure D

Pattern ald Syllabue of Exanilation for Dircct Recruitmeut from Open Market

I. Patteru of ExaEinatioD:

I Criteria for Selectiorr

a) Examination for Paper I will be conducted for all candidates

b) Candidates ,rvill be ehortlieted on the basis of performance in Paper I for
appearing in Paper II and Paper III. Depending upon the number of vacancies,
numbet of candidates to be shortlisted will be between 3 t 5 times the number
ofvacancies.

c) Only such candidates who qualify in Paper I, Paper II and Paper III separately
shall be considered for final s€lection and their merit shall be drawn in order of
marks secured in Paper-I only since Paper II and Paper III are only qualifyhg
in nature.

d) The frnal number of selected candidatee shall be equal to the Dumber of
vacancy in each cate8ory.

st
No

Description Papet-I PaperII

Competitive
Qus-lifyine

Competitive Qualifying Qualilying

2 Type of Question Multiple
Questions

Subjective On
ComDuter

;l Number
Questrons

ol' As per syllabus As per syllabus

1 .\{aximum Marks 100 60 40
Duration 9(l \{inuLes 45 minuEes 30 minutes

6 Language of
Question Paper

Bilingual, i.e. Hindi and English (as

well as in Local Language, as published
under the provisions of Recruitment
Rules, where Hiodi is not a local
languase)

,i Language
Answer Paper

oI Not Applicable as
Multiple Choice
Questions

As per question paper

,3 Minimum
Qua.Iifying Mark
(Subject to
reservation policy
of Government.)

(d For SC/ST - 33% in each Paper
(b) For OBC ' 37% in each Paper
(c) For Others -40% in each Paper

0tU.o
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Paper-III
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Choice



II. Syllabuo:

PAPER.III Earks -
Skill test of data entry for 20 minutes on cohputer on the
same day [Data entry of 2000 key deprcssions (t 5%)]

40 marks

PAPER.I (so MiDutes) ovlaxiEu-E Marke - 100)

A. Gen€rEl AwareDeee/Knowledge
Topics to be covered (4 to 8 questlons from each topic)

d Iodian Geogtaphy
b) Civics
c) General knowledge
d) Indian cultu.re & freedom struggle
e) Ethics and morale study

QuestioDs

30

B. Bssic ArithEetic
Topics to be covered (4to I questions hom each topic):

d BODMAS (brackets, orders, division, multiplication, addition,
subtraction)
b) percentage
c) profit and Ioss
d) simple intcrest / compound interest
e) Average
f) Ti.me and q,ork
g) Time arld distancc
h) Unitary method

QueBtiou6

40

C. Reaaonhg and Analyticaf Abilif
(Both verbal and non'verbal types)
( Non verbaV pictorial reasoning and analytical abi.lity testing is
Dreferred as quesLion paper has to be bilingual)

Questions

30

PAPER'II (45 Minutee) ovlaximum markg - 60)
Tlanslation from English to local
lanzuage

Translation from English to local
Ianguage

TYanslation from local language ro
English

Tlanslation from Iocal language to
Enslish

Letter writing in local language (1 to be
attempted out of 3 options)

Letter writing in local language (1 to be
attempted out of 3 options)

Paragraph,/ short essay in local
Ianguage of 80 to 100 words (1 to be
attcrtrpted out of 3 options)

Paragraph/ short essay in local
language of 80 to 100 words (1 to be
atteErDted out of 3 oDtions)
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e) In the event of any vacancy notified for recruitment remains unfilled only due

to non'joining of selected candidate, the next candidate in the merit list in the
same category shall be considered for appointment. However, appointment of
such candidate ohall be only on the grouDd of declining offer of appointment
and no wait liEt or. approved panel shall be maintained



Aa.nexurc E

Irccal Language of State/tluion Territory for appoirtnent to the poete of Multi
Tasking Statr (I\[TS), PostEEn, Meil Guard, Postal Aaeistant alld Sorting*fff'

Ar{o t",,

S.No Name of Posta.l
Circle

Geographica.l area of State /
Ll"I covered under the Poetal

Circle

Local Laoguage of
Poetol Divirions

falli-g uader Stat.e /
UT

1 A.rrdhra Pradesh Andhra Pradesh
and Yanam district of

Pudtrcherry

Tclugu

2 Assam Assam (excluding Three
Districts of Barak Valley
and Bodoland Territorial

Council Areas )

Assamese

Three Districts of Barak
Vdley

Bengali

Bodoland Territorial Council
Areas

Rodo

3 Bihar Bihar Hindi
Chhattisgarh Chhattisgarh Hindi

Delhi Delhi Hindi
6 Gujarat Cujarat Gujarati

Dadra and Nagar Haveli
Daman and Diu

Haryana Haryana Hindi
8 Himachal

Pradesh
Himachal Pradesh Hindi

I Jammu and
Kashmir

Jammu and Kashmir Urdu

10 Jharkhand Jharkhand Hindi
11 KarnaLaka Karnataka Kannada
12 Kerala Kerala, Lakshadweep and

Mahe dietrict of Puducherry
Malavalam

13 Madhya
Pradesh

Madhya Pradesh Hindi

1.1 Maharashtra Maharashtra Marathi
Goa Konhani

15 North-EasL Arunachal Pvadesh Hindi / Enelish
Manipur Manipuri

Meghalaya Hindi / English
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S.No. N6-Ee of Posta.l
Circle

I-ocal Laaguage of
PostEI Divieious

falli!8 rrlder Stat€ /
UT

Mizoram Mizo
Nagaland Hindi / English
Tripura Bengali

1ti Orissa Odisha Odia
17 Punjab Punjab Punjabi

Chandigarh Hindi / English
r8 Rajasthan Rajasthan Hindi
19 Tamil Nadu Tanril Nadu Tamil

Puducherry (excluding

Mahe and Yanam district)
Tamil

20 Telangana Telangana Telugu
21 Uttar Pradesh Uttar Pradesh Hindr
22 Uttarakhand Uttarakhand Hindi

West Bengal Wcst Bengal Bengali
Sikkim Nepali

Andarnan and Nicobar
Ielands

Hindi / English
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Geographical area of State /
(If covered undsr the Po€ta]

Cirde


