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N.B. (1) Indents for sanctioned forms in the standard series should be addressed to the Manager, Government of
India Forms Stores, 166, Lenin Sarani. Kolkata.
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(2) Indents for special forms and forms not already sanctioned must be addressed to the Deputy Director,
(Forms) Directorate of Printing, Nirman Bhavan, New Delhi. If the forms are already sanctioned, samples
in working size, should accompany the indent.
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The forms noted on the reverse are required for the use of.................... Please despatch by goods/passenger train/
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Certified that the printing of Forms/Registers/Pads as mentioned in this indent have been approved by the Joint
Secretary/Heads of the Department:—
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(i) the work is inescapable;
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(ii) the number of copies asked for, is the absolute minimum:
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(iii) the rank and status of the officer signing this indent is not lower than that of Under Secretary to the Govt.
of India an officer of equal status.
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*Registers of......leaves Size of form

*Strike whichever is not applicable otherwise Press will not be held responsible for any mistake
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Name & address of officer to whom the bill for printing charges
is to be sent for payment through cheques/demand draft.
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SPECIAL INSTRUCTIONS
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® Instructions regarding Numbering etc. should be given in remarks column.
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In the case of special forms to be referred to the Deputy Director, Forms, if it is now i.e., not previously sanctioned and bears no

number, description should be given. If standard forms are required to be bound into register or in books, forms or pads attach a
requisition in standard forms S-99 and state clearly thereon the number of pages each register book or pad should contain.
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+ In the case of special forms this information should be given on the indent.
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+ In the case of special forms to be referred to the Deputy Director, Forms,

for sanction, any subsidiary instructions such as Machine

numbering of pages or full pages and counterfoils, methods of numbering and the number to be given as to whether the forms also be

current nature and its annual consumption should also be stated
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+ All forms, register, books, pads etc. should be of sub-division of A-I size paper i.e. A-3/A-4/A-5.




