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DISCLAIMER

The operational procedure described in this SOP is illustrative, intended to guide effective use of the APT 
software solution. Where any doubt exists regarding Departmental rules or guidelines, the applicable manuals 
and volumes should be referred to. This SOP does not constitute a Departmental Ruling.
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1. Introduction

This SOP describes the procedure for remitting stamp and Indian Postal Order (IPO) stock from the 
Counter to the Treasury in APT 2.0, and for the Treasurer's acceptance of such remittances. It also covers 
verification of inventory balances at the Counter and the Treasury, both before and after the remittance, 
ensuring consistent stock reconciliation between the two.

2. Procedure for Stamps and IPO Stock Remittance

Counter Operators and Treasurers shall follow the steps below to remit stamp and IPO stock to the 
Treasury, accept the remittance, and verify inventory balances in APT 2.0.

2.1 Viewing Inventory Stock Balance

●  To view the stamp and IPO stock balance held at the Counter, navigate to Counter Operations → 
View Inventory.

Inventory stock balance – category selection

●  The system presents two categories, Stamps and IPOs. Selecting either category displays the 
balance available for the logged-in Counter-Shift combination.

Stamps and IPOs balance selection screen

●  Selecting Stamps displays the stamp stock balance held in the Counter-Shift combination.

●  Selecting IPOs displays the IPO stock balance held in the Counter-Shift combination.
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Stamps stock balance for the Counter-Shift combination

IPO stock balance for the Counter-Shift combination

Note: The balance displayed here is specific to the Counter-Shift combination the user is currently 
logged into. To view balances for other Counter-Shift combinations, Counter Supervisors can use 
Counter Operations → Counterwise Inventory Report, which is accessible only to supervisors.
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2.2 Stamps Remittance to Treasury

●  The option to remit stamps is available at Counter Operations → Remittance Inventory – Stamps, 
and is accessible only to the Counter Operator.

Remittance Inventory – Stamps option

●  Selecting this option opens a list of the available actions.

Available stamp remittance actions
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●  Selecting Return Request of Stamps to Treasury displays the total stamp stock held in the Counter-
Shift combination.

Stamp stock available for return request

●  Select all the required records and submit the request. Once submitted, the remittance request is 
routed to the Treasurer for acceptance.

Selecting records for the remittance request

Remittance request submitted to the Treasurer
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2.3 Acceptance of Remitted Stamps by the Treasurer

●  In the Treasurer login, go to Stamps/Stationery → Process Issue/Receipt to view the requests 
pending approval.

Process Issue/Receipt option in Treasurer login

List of requests pending approval
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●  The pending requests list shows details such as the source of the request and the transaction type 
(request or remittance).

●  Selecting View/Ack displays the list of items included in that request.

Items included in the selected request

●  Review the items in the request — in this example, four items are listed — then submit and 
confirm the acceptance.

Submitting the acceptance
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Confirming the acceptance
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2.4 Verifying Treasurer Stock After Acceptance

●  Once the remittance is accepted, the corresponding stock increases at the Treasury and can be 
verified at Reports → Stamps → Stamp Balances.

Stamp Balances report option

●  Select the From and To date as the current date, and submit to generate the report.

●  The report displays, in tabular form, all denominations held by the Treasurer for the selected 
period.

●  Locate the denomination(s) remitted from the Counter — the remitted quantity appears in the 
Receipt column.

●  For example, quantities of 10 each for ILC, Rakhi Envelope-15, Revenue Ticket, and Service Stamp 
₹1 remitted from the Counter appear under the Receipt column, as shown.

●  The same method can be used to verify stock for any other stamp denomination that has been 
remitted.

Stamp Balances report showing remitted quantities under Receipt
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2.5 Status of Stamps Remitted to Treasury

●  Once the Treasurer approves the stock, the status of the remittance request can be checked at 
Counter Operations → Remittance Inventory – Stamps.

●  Selecting the action status for the return request displays the remittance requests along with their 
current status.

Status of the stamp remittance request

2.6 Viewing Inventory After Stamps Remittance

●  After confirming the status, the updated stock balance for the Counter-Shift combination can be 
viewed at Counter Operations → View Inventory.

●  Select Stamps as the inventory type to view the updated stock balance.

Updated stamp stock balance after remittance

Note: Following the remittance, the system displays the message "There is stock for the stamps with 
the user", reflecting any balance retained by the Counter Operator.
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2.7 IPO Stock Remittance to Treasury

●  To remit IPO stock, navigate to Counter Operations → Remittance Inventory – IPO.

Remittance Inventory – IPO option

●  Selecting this option displays the list of available actions.

Available IPO remittance actions
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●  Select Return Request of IPOs to Treasury to view the IPO stock held in the Counter-Shift 
combination.

IPO stock available for return request

●  Select all the required records and submit. The system prompts for confirmation; once confirmed, 
the request is routed to the Treasury.

Confirming the IPO remittance request

IPO remittance request submitted
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2.8 Acceptance of Remitted IPOs by the Treasurer

●  In the Treasurer login, go to IPO → Process IPO Remittance to view the IPOs pending approval.

●  Select the required records and approve them.

IPOs pending approval at the Treasury

Approving the selected IPO records
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●  Selecting View for a selected record displays the list of IPOs remitted from the Counter.

IPOs remitted from the Counter

Reviewing the remitted IPO records

IPO remittance accepted at the Treasury
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Note: Once the IPO remittance request is processed, repeat the steps described in Sections 2.4, 2.5, 
and 2.6 to verify the Treasurer stock, check the status of the remitted request, and view the updated 
inventory at the Counter, respectively.

 STRICT CONTROL (Compliance)⚠

  ❌ Do not submit a stamps or IPO remittance request without verifying that all selected records are 
correct and complete.

  ❌ Do not skip the confirmation prompt before a remittance request is submitted.

  ❌ The Treasurer must review every item in a request before accepting or approving it.

  ❌ Day-End operations, including accounting and stock reconciliation, shall be completed as per 
standard procedure.
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