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Annexure I

ihñ&96 (P-96) Revised
,l&96 (S-96) la'kksf/kr

Hkkjr ljdkj
GOVERNMENT OF INDIA

ekud ;k fo'ks"k Qkeks± ds fy, ekaxi=
INDENT FOR STANDARD OR SPECIAL FORMS

[eqnz.k vkSj ftYnlkth ds fy, fu;e ¼la'kksf/kr laLdj.k½ 1986 ds fu;e 2 rFkk 4 ls 7 nsf[k;s]
[See Rules 2 and 4 to 7 of Printing and Binding (Revised)—1986]

fVIi.kh % ¼1½ ekud vuqØe ¼fljht½ esa Lohd̀r Qkeks± ds fy, ekaxi= izcU/kd] Hkkjr ljdkj QkeZ Hk.Mkj] 166] ysfuu lkj.kh]
dksydkrk dks lEcksf/kr fd, tk,aA

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.

¼2½ fo'ks"k Qkeks± ds fy, vkSj mu Qkeks± ds fy, tks igys ls Lohd̀r ugha gSa] ekaxi= mifuns'kd ¼fcy½] eqnz.k funs'kky;]
fuekZ.k Hkou] ubZ fnYyh dks lEcksf/kr gksus pkfg,aA ;fn QkeZ igys ls gh Lohd̀r gSa rks O;kogkfjd vkdkj esa uewus ekaxi=
ds lkFk yxk,aA

(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.

ekud vuqØe LFkku fnukad
Indent No. Station Date

lsok esa]
To,

mifuns'kd ¼QkeZ½]
The Deputy Director (Forms),

eqnz.k funs'kky;]
Directorate of Printing,

^ch* LdU/k] fuekZ.k Hkou] ubZ fnYyh
‘B’ Wing, Nirman Bhavan, New Delhi.

fiNys i`"B ij fn, x, QkeZ ------------------------------------------esa bLrseky ds fy;s pkfg,aA d̀i;k bUgsa----------------------------
dks eky@;k=h jsyxkM+h 'kqYd&ns; vk/kkj ij lM+d ifjogu ls fHktok nsaA

The forms noted on the reverse are required for the use of....................Please despatch by goods/passenger train/
Road Transport on To Pay Basis to the....................

izekf.kr fd;k tkrk gS fd QkeksZa@jftLVjksa@iSMksa] tSlkfd bl ekax&i= esa mfYyf[kr gS dh NikbZ dk vuqeksnu la;qDr lfpo@foHkkxk/;{k
}kjk fd;k x;k gSA

Certified that the printing of Forms/Registers/Pads as mentioned in this indent have been approved by the Joint
Secretary/Heads of the Department:—

¼i½ dk;Z vifjgk;Z gS(
(i) the work is inescapable;

¼ii½ ekaxh xbZ izfr;ksa dh la[;k furkUr U;wure gS(
(ii) the number of copies asked for, is the absolute minimum;

¼iii½ bl ekax&i= esa gLrk{kj djus okys vf/kdkjh dk in vkSj fLFkfr Hkkjr ljdkj ds voj lfpo ;k lerqY; vf/kdkjh ls de
ugha gSA

(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.



fooj.k@Remarks
__________________________________________________________________________________________
__________________________________________________________________________________________

ml vf/kdkjh dk uke vkSj irk ftls psd@fMek.M ______________________________________
Mªk¶V }kjk  Hkqxrku dk fcy Hkstk tkuk gSA ______________________________________
Name & address of officer to whom the bill for printing charges ______________________________________
is to be sent for payment through cheques/demand draft. ______________________________________

gLrk{kj iwjk irk
Signature Address:

inuke VsyhQksu ua-
Designation Phone No.

fo'ks"k vuqns'k
SPECIAL INSTRUCTIONS

Øe la[;k lEcfU/kr vuqns'k fooj.k dkWye esa nsaA
Instructions regarding Numbering etc. should be given in remarks column.

* mifuns'kd ¼QkeZ½ dks Hksts tkus okys fo'ks"k QkeksZa ds ekeys esa] ;fn ;g u;k QkeZ gS] vFkkZr~ igys Lohd`r ugha gS vkSj ¼blesa dksbZ la[;k ugha gS] rks fooj.k fn;k tkuk
pkfg,A ;g /;ku j[kk tk, fd ;fn ekud QkeksZa dks jftLVjksa ;k iqLrdksa] Qkeks± ;k iSMksa esa ftYnckth djuk visf{kr gS rks ekud QkeZ ,l&99 esa vf|;kpu yxk,a vkSj
mlesa ;g Li"Vr% mYys[k djsa fd izR;sd jftLVj] iqLrd ;k iSM esa fdrus i`"B gksus pkfg,aA

* 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.

+ fo'ks"k Qkeks± ds ekeys esa ;g lwpuk ekax&i= esa nh tkuh pkfg,A
+ In the case of special forms this information should be given on the indent.
+ mifuns'kd ¼QkeZ½ dks Lohd`fr ds fy, Hksts tkus okys fo'ks"k Qkeks± ds ekeys esa iwjd vuqns'kksa dk Hkh mYys[k fd;k tk,] ;Fkk i`"Bksa dk e'khu la[;kadu ;k iwjs i`"Bksa

;k izfri=ksa ds la[;kadu vkSj nh tkus okyh la[;k dh fof/k rFkk ;g Hkh crk;k tk, fd D;k QkeZ lkef;d izdkj ds gSa vkSj bldh okf"kZd [kir dk mYys[k Hkh fd;k
tk,A

+ 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.

+ lHkh QkeZ] jftLVj] iqLrdsa] iSM vkfn ,&1 vkdkj isij vFkkZr~ ,&3@,&4@,&5 mi[k.Mksa ds gksus pkfg,aA
+ All forms, register, books, pads etc. should be of sub-division of A-I size paper i.e. A-3/A-4/A-5.

QkeZ uañ
Form No.

okf"kZd
[kir

Annual
Consumption

fo|eku
LVkd

Stock in
hand

visf{kr izfr;kas dh lañ
No. of copies required

*jftLVj -----------i`"B ds
*Registers of......leaves

*iSM ------i`"B ds
*Pads of......pages

*ywt
*Loose

QkeZ dk vkdkj
Size of form

dk;Z dk fooj.k@DESCRIPTION OF  JOB

*Strike whichever is not applicable otherwise Press will not be held responsible for any mistake.


