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SUBJECT: OFFICE PRACTICE 

TOPIC: POST OFFICE SERVICE 

Post office is a customer service facility that forms part of a national postal system, it offers mail 

related services such the acceptance of letters and parcels, provision of postal boxes, sales of 

postage stamps, packaging and stationery. 

Post office is a facility charged with sorting, processing and delivering of mails to recipients. They 

also provide additional services like providing and accepting government forms; processing 

government services and fees (such as road tax) and banking services (such as money order). 

Post office is usually regulated and funded by the government and assigned to a specific jurisdiction. 

NIGERIAN POSTAL SERVICE 

The Nigerian postal service(NIPOST) was established and charged with responsibility of providing 

postal and payment services that is carriers of all classes of mail items for delivery both within and 

out of the country (Nigeria). Mail items that include letters, post cards, parcels, printed papers and 

aero-grammes (air mails). 

TYPES OF MAILS 

1. Ordinary mails; involves official or personal letters which are classified by delivery schedule 

and other qualities, they include; 

 First class mails are mails that require prompt delivery and they attract extra charges. 

 Second class mails are mails delivered at no cost other than the stipulated postage rate 

charged (newspaper & magazine) 

2. Registered mails: are mails that allows location and in particular correct delivery of letters to 

be tracked. It is usually more expensive and used for more valuable items. They are handled 

like ordinary letters with the exception that it has to be signed for on receipts. This is useful 

for legal document where proof of delivery is required. It enables letters to be safe and 

secured. 

3. Business mails: involves mail services that are exclusively meant for business purposes and 

delivered through private mail bags. 

FUNCTIONS OF A POST OFFICE 

1. They provide letter boxes and private mail bags. 

2. They sort and distribute all letters. 

3. They provide services that enables travellers and business men receives correspondence 

without a fixed address. 

4. They provide postal order which is a means of making payment and they receive 

commission. 

5. They help business organization distribute their goods and remit their cash for the goods 

purchased.  

ASSIGNMENT: DEFINE A POST OFFICE 


