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Office Memorandum

Subject: Updating of proactive Disclosure information.

Ref: Directorate of prininB e mail dated L8/0g/2025

with reference to above cited subject, the information related to proactive Disclosure
under section 4(1)(b) of nrr Act-2005 in respect of this press is furnished herewith dury
updated.

r\
a\

.%P>
(H.c.Khulbe 

)Ea&.. A  of..n.,. 
Asstt. Manaser (Admin)

To

r The Assistant Director (CDN),

Directorate of printing,

B, Wing, Govt. of lndia press Complex,
4"'Floor, Minto Road,

New Delh i
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RING ROAD, MAYAPURI,
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Information as per Clause (b) of Sub-section (1) of
Section 4 of Right to Information Act, 2005

Directorate of Printing
Ministry of Housing & Urban Affairs
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4(rxbxi)

The Particulars of Government of lndia press, Ring Road, Mayapuri, New Delhi :
Function and Duties :

Prior to 1964, Minto Road, New Derhi was functioning to meet the printing requirementsof Government Jobs. The need for another press in Derhi comprex was fert to meet theincreasing demands of Printing Government Forms and books etc. and to serve as a centralprinting unit to work in Hindi and Engrish. The foundation stone of this press (ning ioail waslaid down by Dr. zakir Husain, by thJthen vce presiJent ot lndia on rstn oe;mbEr,'igoc .noPress started functioning in 
.'1969. 

The press was equipped with ratest and high technorogy
machinery of Letter press at that time and started produciion in the year 1g70.

The Press started functionrng in its fu swing in 1972. The press prints Gazette of rndia,
Ixr P-oligy, Union Budget work, Rairway euoget, Semanos ro," crrnt, & e""n n,'r.i"tr,,, n.r.n.,C.B.l. Builetin, Forms of G I F q:, tncome TaxJDetf.,i poii"", tTBp, CRPF, nrry, niri6i." ,naother Ministries' Deptt. incruding Lok sabha, Ralya sauha, Manuars, ii.r"i i"p"n",Periodicals, Election jobs (Ballot pipers) etc..

rn 1972, Top Secret wing in the press arso started functioning and secret jobs ofvarious Ministries and Governmeni Offices startea printing in this press.

Letter Press Technology has become old and production was also going down. As suchDirectorate of Printing decided to change over to new tlcnnotogy in phase manner. sinceprinting technorogy has changed, as srih it was fert to mooerniii the press. tn tsas,-rirstphase of modernization was started and completed in 1996_j997

The new following Sections were started functioning in the press :_
1.D.T.P. Section with 16 Terminats.

2.Offset Machine Section-15 Machines were installed.

3 Process unit comprising of camera section, prate making, Retouching section and Design
layout unit.

The Press is under charge of Manager, assisted by Deputy Managers and 1 Asstt.Manager(Admn.). Now after merger of Grp Nirokheri, Grp Arigarh ,'otiae cninaigarh and Grpshimla inlo this Press, at present the sanctioned strength oiihis press is 281 . nt i=r"ni 
". 

on
01..08.2025 total '160 employees are on roll in this presi The press is functioning in t*o uro"rr,
Administrative side & rndustriar side. The press has rand area of.16..r1 Acre d er"." cotony
has area of about 21.05 Acre.

The category-wise detairs of staff in Govt. of rndia press, Ring Road after merger of Grp
ftig11n, GlP, Nirokheri , GrrBp, chandigarh ana crp, stimla-into crp, Ring hlra]'ru"*Delhi is given as under :

st.
No.

Name of Post Pay Scale as pei7r-
cPc

Sanctioned

Strenqth
On roll VacanUexcess

1

Manager 67700-208700 (tevet-
11)

1 1 0

a
A.L. W.C. 56100-1 77500 (tev€t-

L!)
1 1 0

e
Medical

Officer
56100-177500 (levet-
10)

1 1 0

4 Asstt. Director 56100-177500 (tevet- 1 0 1
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(oL)
10)

Dy. Manager 44900-'142400 (Levet-
e7)

6 2 4

6
AM(A) 44900-142400 (Lev+

07)
2 1 1

7 Accountant
35400-1 12400(levet-
06)

2 3 l excess

a Head Clerk
35400-1 12400(levet-

!6)
5 3 2

Nurse
44900-142400 (Level-
q)

,|
2 l excess

10 Technical Officer
44900-142400 (Levet
07)

9 6 3

11 Head Reader
35400- 1 12400(level-
06)

1 0 1

12

Foreman
(Bindins)

35400-1 12400(tevet-
06)

3 1 2

13 DTP Operator
35400-1 12400(levet-
06)

10 1 9

14 Offset M/c. Man
35400-1 12400(levet-
06)

18 4 14

15 Pharmacist 29200-92300(levet-q
2 1 1

16 U,D C, 25500-81 100(tevet4) {5 31 16 Excess
17 Stenographer-ll 25500-81 100(evet-+)

1 2 l excess
'18 L.D.C. 1 9900-63200(levet-2) 20 14 06
19 Asstt. Care Taker 19900-63200(tevet-2)

1 0 1
i Decuon Hotoer

20 | (Bindinq)
2e200-e2300(levet-5) | a I 6 2

21

Head Mechanic
(Pts &Bdq.)

29200-92300(tevE+;l 
1 0 1

22 Reader ]25500-81 100(level-4) 4 1 3

23
Mechanic (Ptg.

&Bdg.)
25500-81 10O(levelall- 3 0 3

24 Electrician 25500-81 100(tevet-4) 2 1 1
25 Binder 25500-81 100(levet-4) 32 14 18
26 Asstt. Binder 1 9900-63200(levet-2) 64 20 44
)-7 Wire Man 'l 9900-63200(levet-2)

2 0 2
28 Copy Holder 19900-63200(levet-2) 4 0 4
29 Offset M/c. Asstt. 25500-81 100(level-4) 20 2 18
JU Offset M/c. Attdt. 19900-63200(level-2) 20 7 13

31

lnspector
Controller

35400-1 1 2400(level-6)
1 0 1

JZ

(;tp Machine
Operator

35400-1 12400(Levet-
iL 3 0 3

Asstt. lnspector
Conholler

29200-92300 (levet-5) ,|
0 1

34
Digital Press
Operator

35400-1 1 2400(level-6) 4 0 4

35
Asstt. Ctp M/c.
Operator

29200-92300(levet-5)
3 0 3

36
Asstt. Digital
Press Operator

29200-92300 (level-S) 4 0 4

37 Asstt. Mechanic 19900-63200 (level-2) 4 0 4



35400-1 1 2400 (tevet-6)

Vacant 175

Excess-19

As per Directorate of Printino O.M.No.2Ot2t2O19A.lll dated lOth Sep. 2024 these posts havebeen discontinued due ro te;hnorogicar d;r;6fi;;i. As and when the posts fails vacantit shall stand abolished.

st.
No.

Name of theTosG eay IevE- Sanctioned
Strength

Order dated
10.09.2024

Existing
Strength
/oN

Roll

Vacant Excess

2 3 4
6

7
1 RisogEptr Operaioi Level 4 0

o

2

4

2
2 camerama-n Level 6

4
3 Dark Room Asstr Levet 4 0 1

2

2

1

z
i

4 Junior Artist- Level 6 0
5 Asstt. Artiet

Retoucher
Level 6 0

6 tehistiF
Total

0 1 1

0 '12 12

Sl. No. Name of theFosts- Sanctioned Strength Order -dated 10.09.2024
Existing
Strongth /

Vacani Excoss

6

1
3 4

5

1 Multi-Tasking Staff 28 13 15
2 Labourer 35 4 31

Canteen Strff
3 +lalwai Cum Cook 2 0 2
4 Assistant Halwai Cook 3 0 3
5 Canteen Clerk 2 3 1

6 Canteen Attendant 3 3 0
Total 73 23 51 1

Total On Roll Position as on 01.08.2025 (125 +12+23) = 160

Cost of Printing:-

The cost of printing of the jobs of indentors is rearized by raising printing cost bi,s,
on the basis of existing costing system approved by Directorate of printing, New Derhi. The
existing costing system is based upon proforma account of this press. That is being
worked out on the basis of common hourry rates for each cost center of this press. This

4

(Pts. & Bdq)

38
Drore Supervtsor
Gr.l 1 0 1

Total
281 125

,|

I
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costjng system is under review and will be replaced with commerciat accounting
system for which necessary computer software is being specifically designed and
developed for all Govt. of lndia presses. Io implement the new costing system this
Press is going to be equipped with computers very soon. At present the printing cost is
being realized from indentors on no loss no profit basis.

4(lXbxii) : The powe6 and duties of officers and employees of
covL of tndia press, Ring Road, Mayapuri, fVl, O"ff,i.

Nonindustrial Employees

(1)Manager : The duties and the powers ofthe Manager are given below :

(i)He is in- charge ofthe entire press.

(ii)He exercises all financial and administrative powers subject to limitations as taid down jn therules.

(iii)He is responsible for policy, coordination and ptanning.

(iv)He is the Chairman of the D.p.C., D.S.C. and Recruitment Board for Group .C, 
and ,0,

industrial posts and makes appointment and promotion as per recommena-atio-i oropclosc.
(v).He gasses orders on regurar reave apprications for supervisory staff both on crericar andindustrial sides of the press.

(vi)He rs responsible for general security of the press and ensure the provisions of adequatesafeguard against losses. theft. fraud. mEappropriation and other inegularities. Any loopholevdefects existing lherein are being taken up by him with u," ro""l-jutioiiii"" for necessaryremedial action. He draws up ne"ess"ry amendment" to ," 
"""riity-li"iirJio-ns 

trom time totime in consultation with Security Officer.
(2)Press Medicalofficer :-His services are required as per provisions of Factories Act,
1%8. 11 " 

responsible to extend proper medical treatment to it" pr""" emptoyees He isassisted by para-medicar staff. vrz.. pharmacist and Nurse etc. rne meaicines required forPress Dispensary are being rndented by him annualy 
""J "" 

ii" o""i" 
"iiiat 

tne medicinesare being drawn from Govt. medical store depot ;t New Oelhi anO meJicines essentiattyrequired but not available with the depot are obtained through othe, 
"ori""r.- 

-

(3)Asstt. Labour Welfare Commissioner (Central) :_His services are required in the press asper the provisions of Section 49 of Factorles Act, 1948. Here, t" i" ,""pol-"iUil t, roofing 
"ft",the welfare of the workers and negotiate witn the press managemenl-io-sJtirJany oispute 
"nAthereby ensures cordial and harmonious relations between the;ri.i" 

"nJii,-"i""nrg"rn"nt.(4)Deputy Manager/Assistant Manager Cfech.) :_His duties are given below :

(i)He is responsible for economicat and expeditious production in the press

(ii)He is responsible for ensuring of security in production branches.
(iii)He sanctions all leave to industrial staff upto the workers levet

(iv) He corresponds direcfly with indentors on technical matters.

(v) He acquaint himself with relevant portions of allActs affecting the press and its workers.
(vi) He observes that machinery and fittings are maintained in a state of highest efficiency.
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(vii)He rs responstble for seeing that adequate stocks are maintained of all printing andstationery stores and are timely replenrshed.

(viii)He can be a member of Dpc/Dsc./Recruitment Board of croup ,C, 
& 

,D,

(ix)He is authorized to effect inter branch transfer of lndustrial Employees in the interest of workand efficiency.

(s)Assistant Manager (Administratior) :_He assists the Manager in day_to_day disposat ofadministrative/accounts matters. He is the branch officer for all th;;rini#atir" 
"na """ount"sections. His other functions are as under_:

OHe is responsible for all aspects in respect of pay, allowances etc. by virtue of being ,Head 
ofOffice'.

(ii)He gets accounts reconciled with pay & Accounts office and makes all correspondence withthem. He tooks after estate matters and acts as the Assistant E;t" lrf]n-"-g"i fo, 
"ffotrn"nt 

otPress Pool accommodation and other related matters '|v rierrqe'r

(iii)He sanctions leave of office staff

(iv) All service book leave accounts are kept under his custody.
(v)He also functions as store officer and DDO.

(vi) He makes correspondence with Heatth Officer, press lvledicat Officer, CPWD and does allother correspondence of office side.
(vri)The above powers are subtecl to the cond(ron that he wll be working direc y under theManager and wtl take his orders on all ,po.t""i ,"tt"r"*tf,rt'ina,y "lrse, 

in Aay+o-day administration. He functions as 
" 

member secretary, 
"i 

rji;Ctoii'""ihelcruitment Boardof the press. He conducts freouent surprise tn"p"aio,i" or 
"toi"-"1-ni'clstr-Lrancnes 

in nischarge and record the result in an inspection Oooi r,ept ror ir,e purpo;;.- 
*" '

(6)Assistant Director (OL) :-
(i) The kanslation work from English to Hindi and y,.ce_yersa and vetting thereof.
(ii)To acquaint the Office6 and staff of the provisions of the Officrat Language Act. GovernmentRules & Orders relating to Official Language and Hindi training and to hetp them inimplementing the same.

(iii)To. mark as the secretary of the officiar Language rmprementation committee of theirdepartmenU office and to convene its meetings from time to tmoto prep"re ite agenda andminutes of the meetings and to co_ordinate the action taken 
"" 

ir,J aIJ"i"i" taken in themeetings.

(7)Technical Officer:-He is responsrble for quality and quantity of the work of the press. Hewill ensure that the forms are turn out the wori 
". ""onorni""t-r'. 

po.s]oiel ie"*,rr se" ttrat altmen receive a fair share of lono run and other advantageou" '*"it. il" *iff continuouslyperambutate the machine room aid examine the worr ,ri,rJ ,"a"i'p]iiiiiiil tte wrrr trequenlyinspect the machine and see that thev are In a clean and seNiceable condition. He will see thatthe motors are stopped when the m;chine a* ior" -a tr"t'ih"iigit!-in].,iJ'i,"n"r, w,"n notrequired are put off.

He will maintain production records of each machine in-a register. He will maintain Historysheets oJ ma-chine and same wi be put up to the Deputy fr4anigei-ior. checiins etc. xe is atsoresponsibte for quality and quantitv of wo* in erroio-lomloiirig b;;;;, ;d wrl carry ourchecking of out rurns of the operators and en.rr" tt,"t or"rri,iJ-*oiriJi.Jpi 
"i'it" 

,ini.r..

(8)Head Clerk :-Head Clerk is responsible for the general supervision of clericat branches
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and sections under his charge. The Head Clerk should see:_
(a) that all letters and indents received are duly registered and passed on to the branches or
sections concerned, and when finally dealt with are properly recorded;
(b) thal all work ready for dispatch is properly packed and duty sent out by the prescribed mode
and allwork vouchers are duly receipted and returned for production ,rf,e'n ieqlir"o;
(c) that file copies of all such work are carefully mentioned;
(d) that all instructions received from the several branches and sections for the issue of replies
or reminders are carefully followed outi and

(e) that all letters issued are intelligenfly ahd briefly registered, and office copies preserved.

-(0 
that he is responsible to prepare Managenar contror Return Form every month in trme to

snow the percentage of production achieved agahst the assessed capacityof machrnes, loss
of production on account of various factors both-controllabte and un""rir"ffrifl. For this he has
to compile time sheets of operative hands expeditiously in this press.

('12)General Sto.e Keeper :-The General Store Keeper is custodian of stores and personally

:"^.J?::lll:. I:i 
tt, *re ot a 

. 
generat stores and stationery stor"" in 

"io"r, "no 
tor a receipts

:#.:::r::^.:I:-"jl_y .Ie is atso responsibte to ptace requirements of stores for procurement
mrougn Heao uterk. On receiot of stores he.is to get the material inspecled. On completion oflnspection, he makes entries in Stock BooUBin i",0" 

"nJ'pr.. 
t E-o,ii'for-"rr"ng"."nt otpayment. He is to maintain Bin cards for every items held in ti.,. 

"to"t 
O"iiO"" 

"tock 
book. Heis to ensure broker storage. He is to maintain proper records,/aciouni" oi"tliJ" 

"no 
torro* t"prescribed rules of cFR, CTR, press Hand Bboi ne ,s to suppty Rgures tJ s-u-perior authority

in regard to issue of stores on the basis of pasi actuat and anti;ip;te-a poiition.ire arranges att
stores items convenienfly to get the store physically verified every y""i i" i" 

"fro 
responsibte

for reconc iation of stores and prepare baiance sheet or 
"tor.... 

iJ rii i"i,ain responsibte ror
any sort of excess or deficit in store. He is also responsible for the disp*"ioi *""t", n"lO inthe stock of the Press like waste paper, satvage piper. foiro*intlh-fiio-Jsiins maoe tn tfre
Press Hand Book

(13)Upper Djvision Clerk (Cash):-Upper Division Cterk (Cash) in covt. of tndia press,
generally performs the duties of cashier. He is personally responsible for all cash transaction in
Press. He is also custodian of alt valuable ofthe press. ie is particutarty responsiUte tor:_
(i) Custody of all Money/Cheques. Drafts received in office.

(il) Disbursement of Cash/Cheques to the press employees/proper person.

(iii) To remittance of Cash/Cheques in BanUTreasury/pay & Accounts Office.

(iv) He sends third party Cheques/Drafts by post.

(v) He maintains Cash Book, Subsidiary Cash Book, Registers meant for
remittance/undisbursed pay and allowances, security deposit Register, etc.
(vi) He attends Banks personally on every occasion when money has to be withdrawn or
deposited.

(vii)He maintains imprest accounts and recoups as soon as the vouche. is rendered by the
concerned official/officer.

(viii)He keeps Saving Bank Pass Books, Security Deposits, Original Contract Agreements,
Bonds in his safe custody-

(ix)He reports all developments to the Assistant Manager (Admn.). He gets the Cash Book,
Subsidiary Cash Books. Remittance Register and other Registers pertaining to the Cash
Disbursement and remittance checked and signed.

(x)He maintains a Bill Register in which he keeps records of all bills prepared and presented to
Pay & Accounts O{fice for payment.
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(xi)He ensure proper adherence of ell relev€nt/related rules provided under GFR, CTR/Receiptand Payments Rules and Hand Book of Glps
(14)Uppe. Division Cterk:_L,oDer Divrsion Cterk is Non_lndustrial Group C, post. UpperDrvision cteri< generaly deats wih retrers. teregrams anJ;il;;;r,;;"#*" on receipr ofsuch correspondence he oreoares case€nd prt, ,p tt" r"r"*r,tiE;,#;r* and drafts tosection tn -charge and sets ri approved fror;"rpJt";i;i;;il.,i"Jo'#inl ,rrr,raio* r.o,Assrstant t\ranaser (Admn.). He ours 

-up 
Dr"t, ,j"ti"s ;i;,ii.;i;H;[," rhe orricers ofTechnical side He is responsible for

a,, records and h; ;;#;iil ;"T;'jJjil"""JJi-E J1iT:ff"';:";.:u;J:#I junder order of the Manager and arrange roorc fol. n", r6"ora"
(1s)Stenographer Grade_ll:_The matn dutres and responsibtlitres of Stenographer is to take

:i"#::1,,:i[Jffi""J:h]1""fl:il1T recoros pertJinnfio r.,!"n',11,1*"r." r" *""0"
oo"" tr," 

"oi,!"po,;J;; ffi ; flXff i: "H fl,:[rffi 
""j,[.. 

"ffi:i J ",""":*:l iijproceedrng of any meeting/enquiry]maintai"ing ,t.o"t ;";;;ii" ,i"il'01'rrro..(16)Lower Division Clerk:_He is cr
duty rs to maintain registers and ,"""::f -c- l{:*lnqYttnal employee of the Press. Hrs primarv

+iri 
jrui i::;r,;iT *;;rii #fi l?:i#!: I4:!Ir1"#Ii"xi:',:",-'# ::#,s;

iltjSi,,"*:fftffJff{Xdli*ili,.:l!X[H:":1y","!:,:"_:?:ffi;JJ":liI;;:f:,:ffi41
typins anootrtr cr;i;;iil:#j:Jdf:i"fl""ru,rfiJ;#:XX::":::ir""",,".txii:Ji:
and reguration in order to ensure proper and tirav airp"r"l oi *irt'inir,l i#ini.tr"tir" 

"io"(17)Asstt. Ca.etaker:_He deats wirh 
:ll 

questions pe(ainrng to the upkeep of press buildingIncludjng repairs, santtatron. fire protectron etc fru 
,," 

r."po"n",Lru ioi"oi""Ting 
"no "rodng 

otpress premises in alt shrfts. besides nroper care a"d;t#;;;i;h""$#'hoo. and offi"".and furniture. Watch and Ward Staff 
-s;nitary, 

st"n 
"ni 

r"."-r*" *ori inl!.' tre controt anosupervision of Caretaker. He is also rc-5ppns161s tor. ft," 
"J" "r"ioo'i,oi 

ir",[ri"r i""u"a to tn"sanitatron sectron Since his service are essentialty requned in the-ilis roin'a te 
"rocf 

in tteinterest of sarety and securitv. he makes himseri avaii"b]; i; i;-k";;:';iiire srtuations *ratwant his presence jn the press

(18)Time Keeper:-The Time KeeDer is responsible for correct recording of the aftendance ofall employees of lhe Press as oer the fixed norms prescribed in the Hand-Booi ot Govt. of lndiaPresses He bnngs to the noiice of Head ot tt 
" 

'pi""".-rlf1" '""r..ii,ri""n"i* 
tate comers,absentees without teave. He is arso responsibte foi pre;";i; il ;;ilr"?.outsrdes to thePress premises. except an officrat business. He. does nor af"*i"Vi"arlii"i emptoyee to goout during duty period without vatid oassout He prevents 

-anforie'ilIiini' 
er"." pr"rt.""carrying anything unauthorized. He reeps the attendance regiiters of ari'emptoyees. Fromthose attendance registers he prepare Mast", nori" 

"tt", "h""rii-gli"io],.,"I'cn""l "r,eut" 
otdifferent sections. He rs responsible for onngrng to *re nana!"iYriiii"l]'ii! nr."" or."n,wt,ose. hours of work during a week approacrris-tne maximumiirow.J u].iei ii.,. ra"tori"" act,so as to take immediate actron to ensure that the Act is not vioiated. i!'iJ-"r.o'|.""pon"ior. torseeking that the various returns are submtteo ano necesi"ry ioiri. ,ni i-"ii.i"o 

"pp",t"iningto Factories Act are property maintained. He marntarns t-toiroly-;;;k 
*- 

= -*
(1g)Record Keeper:-He keeps all files in record room duly arranged. He also maintains a
Register to keep the detairs of fires in Record Room. He is, as such .i"pon"ior" to ,"int"in tnu
secondary old fites and make availabte such files to the Sections wnen Lqrired
(20) Daftry:-He maintains all records of the Office. He is required to enter alt the important
frleshecords etc. in a register and produce the .".",t 

"n"r"ii"trirJ oln iie ilstruction ot nis
Section ln charge

(21)Peon:-His-main duty is to carry the files and documents safely from one section to another
and then to officers and vice-versa as per the instructions ot the section-in_charge. ne also



9

attends all other jobs as are assigned to him by the section_in_charge or the officers as the
case may be for the smooth functioning of the office/establishment.

(22)Farash:-He will report to the office some time earlier then the normal opening time of the
office and open the office, industrial wing and do the dusting wherever requrred to ensure
neatness and tidiness in the office. Likewise at the crose of the office he does ihe crosing of a
the rooms and windows in the office after properly putting olf the switcnes oi ians anA tights anO
other applianc€s/gadgets. During office hours he attends the officers/seaions on ttre order of his
supervisor and does the jobs that are assigned to him by the ofiiceE/sections, for the smoolh
functioning of the office/establishment.

(23)Chowkidar:-He shoutd be alert a the time so as to protect the press from any kind of
theft. Thelr duties are be as under:-

(1) To man the gate or the post.

(2)To keep sharp look-out for any unauthorized activities of any person at gate or near
parameter work. He will challenge such situations.

(3) To check all personnel seeking admission to the press and demand the I Card.
(4)Nol to allow any stores to pass out through the gate without proper authentication, besides

not to allow any emptoyee of the press to go out oithe press without valid passout.
(5) To carry out searches ofVehicles and personnel when ordered for the searctr.

(6)T0 see that no prohibited articres are brought inside the press and no Government servant

_-takes 
any Government property outside unaulhorisedly.

(7) To take round of the Press Dremises during night and on holidays to ensure security ofthe
Press

(8)To comply with all legitimate and bona fide ordersrnstructions issued by the
Timekeeper/AlC/ Head Clerk.

(24)sanitary Jamadar:-He is to supervise the work of saraiwaras and to personafly ensure
that the toilets are property cleaned every day. He reports to the Caraatei. ne also gets

-- - 
engaged himself in cleaning,,rtork in times of necessity and need.

(25)Safaiwala:--He does the cleaning/sweeping of the Office/press premises, toitets and
lawns as per instructions of the caretaker on a daily basis to ensure proper cleanliness of
the factory. canteen. office and tts premises

(26)Assistant Halwai:-He is responsible for preparation of tea, snacks and meats, etc. for
seNing to the employees of the press. He is responsible for maintaining good quality of
food and hygiene conditions in the Canteen

(27)Co-upon Clerk:-His duty is to sale the coupon to emptoyee for purchasing of items from
Canteen Counter.

(28)Counter Clerk:-He receives coupon from employees & gives items (i.e. Tea, Vegetable,
Sweets etc.) to the employees.

(29)Kitchen Clerk:-To maintain Kitchen by supplying raw materiats drawn from store to cook
for preparation of items for sale. He also maintains store items record.

(30)Cook:-To prepare food in Kitchen (tike VegetaOte Sweets, Snicii etc.)

bispensary Siaff:.
(31)Pharmacist:-He works in press Dispensary direcfly under the contror of press Medicar

Officer. He maintains relevant records pertaining'to patients, medicines and medical
equipmenvapparatus available at the disposal of the Dispensary. He gives medicines to
the patients as per prescription of press Liledical Officer.

(32)Nurse:-She assist the Press Medical Officer and cive first aid
direction of Press Medical Officer

Duties of lndustrial Employees :

to employees as per
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(1)Artist Retoucher:-This is a lndustrial Category post. He is responsible to improve the
quality of halftone of negatives on the positives by retouching work. He is also responsible to
improve the quality ofthe colour separation negative/positive from besides dofling of negatives,
format making and colour positive pasting in proper format after he receives negatives/positive
from camera section. He marks the formats denoting the cut mark as center pins etc. He is
answerable to Technical Officer/AM(T)/Deputy tvlanager.

(2)Assistant Artist Retoucher:-To assist the Artist Retoucher in all respect work done by
him.

(3)Senio. Artist:-This is lndustrial post. Senior ArtisuJr. Artist is responsibte to do work of
design, art work, colour designs, charts and lay out woft as per the job requirement. He is held
responsible for preparation of any design given to him,viz, cover design, periodicals, lay out
etc. and for getting selected visual camera ready copy etc. selected. He indicates the colour
scheme on the final art work and prepares the cut drawings. He also prepares the formats of
the jobs from the negatives or print jobs. He is answerable to Technical Ofiicer/AM(T)/Deputy
Managers.

(4)Junior Artis :-To assist the Senior Artist in all respect work done by him.

(5)Cameraman:-Each process will be operated by the Camera [,Ian. He is responsible for
operating the Camera/contact printer and other accessories for the reproduction of line, half_
tone, colour separation work, etc, for the originals, negatives, positives, etc, given to him.
Besides this, he will also be responsible for the general cleanliness and upkeep of the
machines/equipments. Upkeep of the Camera will be preserved and kept separately to avoid
damages. The lens of the Camera will be cleaned daily. The Camera l\ran will expose the film
for all the jobs allotted to him and ensure correct exposure developing and finishing work. He
will also ensure that the colour separation negatives are reproduced correc y. He will maintain
records ofthe consumption of the film. He will also ensure that the chemicals are neafly kept in
the bottle and put in the levels the dishes are cleaned. He will ensure economic use of
materials and safe keep of the cyanides and other chemicals. At the end of the shifr, he will be
required to submit the daily work docket of the work done during the day to the Technical
Officer/AMT/DY. Manager, whosoever will be the In charge of the Section. He will develop the
exposed film in the absence of Dark Room Asstt.

(6)Dark-Room Assistant:-The duties of Dark-Room Assistant is to assist the Cameraman in
the Dark Room in the development/exposure of Film.

(7)Offset Plate Maker:-Plate maker will be responsible for the ptate making work. He will
immediately report the defects noticed in the equipment to the Tech. Ofiicer of the Section. He
will also maintain the history of such breakdowns and repairs. A separate register will be
maintained for the consumption of the plates He will also maintain the daily outturn in a
register for the job of the plates prepared. He will ensure that the plates prepared are of good
standard. He will also fill up the Log Book which wjll give the instructions for the preparation of
the plates to the second shift Operator. The second shifr plate maker will atso fill up the log
book of the work done during the shift. At the end of the shift, the plate maker wi submit the
work done during the day in the form of work docket to the Technical Officer of the Section. He
will also ensure that the plates are sent to the Machine Section whenever required. He ensures
that plates prepared are of good standard and under no circumstances defective plates are
sent to the Rg. Section.

(8)Off-Set Attendant:--Off-set attendant to assist the Plate Maker and Off-set Machine Man &

Machine Assistant.

(g)Head Reader:-The Head Reader is ln charge of, and exercises general supervision over

the Reading Section. He attends to copy editing also. He is responsible for the efiiciency of the

section and sees that the readers and revisers are given work in proportion to their pay as far
as possible. He should attend to clean sheets, solve queries, sign all outturn sheets of readers
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and revisers and watch that proofs are not delayed but returned to section expeditiously. The
revision proofs will be collected and taken away by the Section concerned. He also reads
prools when time permits. He is also responsible for the general good conduct of the section
and sees that proofs containing too many correclions and subsequent proofs carrying same
mistakes are immediately reported to Assistant lranager Technical and Manaler for
disciplinary action against the operator or compositor concerned.

(10)Reader:-Proof reading is the duty allotted in the press to ,Readers, 
to detect all errors, to

mark them on proofs by certain long established symbols, and to query all doubtful passages
or words. To read proofs efficienfly the reader must possess a good general education and a
practical knowledge of the art of typography, and be able to check th; correctness of ordinary
quotations (English, Latin and French). He should also have a thorough knowledge of the sign;
and marks used in proof correcting (see method of marking proofs bitow paragiaph t80) inU
should make his corrections clearly and neafly to avoid confusing the oper;tor/compositors. He
should cultivate a quick perception and retentive memory. ln imp;sed press reading proofs the
senior readers should check the folios, signature and margins.

('11)Copy holder:-Each Reader is given an assistant known as Copyholder, whose duty is to
read the'copy'aloud to his reader. A copyholder must be able to decipher bad or defective
manuscript easily.

(12)DTP Operator:-He is responsible for operating Key Board for English and
Devnagari/Regional Language, as the case may be. Hsis responsible for operating the Key
Board for errors free composing. He has to submit daily docketjo Tech. Officer for composing
work. He is responsible to produce a minimum out turn of SOOO ens in English and 75OO ens in
Hindi per hour. He also operates system console, Line printer and Laser p-rinter. He requires to
report to Technical Officer/AMT/Dy. l\,4anager whosoever is the ln_charge, regarding out lurn
and defects, if any. Further he sees make up of the pages and paginate ihem insidelystem or
it requires outside the system also.

('13)Offset Machine Man:-Each machine Man will be required to work on a single colour,
double colour or two colour/perfecting machine inespective of the size of the machane. He will
check up the set ot the Board, inking units and he wi check up the pressure roller. He will
ensure that the machines are neat and clean. He wjll also ensure that the inking rollers are
cleaned at the end of the shift. He will see that the plates mounted on the machine are properly
fixed and make ready is done within time. He will also ensure that the paper_kept in the feed
board are properly trimmed and the feeding tabtes are properly set. lie will ensure etficient
running of the machine to avoid break down. He will guide his staff properly and in the absence
of machine attendant. He will take the list of the jobs and show the clean sileet to the Technical
Officer before printing.

(14)Offset Machine Assistant:-The fo owing duties will be performed by the Offset Machine
Asstt. :

(i)He will set the Feeder,

(ii)He will set the feeding table with pranting paper,

(iii)He will set the delivery board;

(iv) He will check the attendants working on the machine, clean the machine and ensure its
proper upkeep.

(v) He will ensure that the proper damping solution are put in the machine. During the machine
run, he will stand on the side of the feeder. He will also ensure that the machines are
maintained propedy. He will fix the new blanks in the machine. He wi also periodically check
that the ink and water are properly fed in the machines. ln the absence of the machine
operator, he will be required to operate the machine independenfly.



1,2

(ls)Offset Machine Attendant:-The attendant in the machjne section will ctean the inking
and damping rolters. He wi bring the paper from the paper cuttin! rn""f,irl n" will put thepaper for printing on the feed board. He wi fix the plates on tne ma"ctrine. ilJwi stand on thedelivery board and see that the printed sheets aie not mi+registered.ie 

-wi[ 
also see thatinking and damping are proper and no succumbing is recorded. He will also ensure that excesswater.is not faling on the printed sheet..such-ex;ess wate, suclint ot st o,iio be immediatery

brought to the notice of Asstt. Machine Man /Machine nsstt. ftre 
"ienaaniirvitt 

oe requirea toclean the printed plates and store them properly. He wi put th" print"J"f,""i on tt" pf"t"" toidentify thejob. He wi oil and grease the michine everyday
(16)Head Mechanic:-The Head Mechanjc. is responsibte for keeping the machinery

ll::1sl:il_,t.T".S. 
,n thorough workins order r-re works under tne diieci oroers or tre DyManageflAssrstant Manager (T). and wi undertake repatrs to machinery, elc. tn the variousbranches onty on a requisrtion signed by the Dy ManagerlAssrstani frfr"1i"r. ii t He w reportimmediately to the tatter any case in which, in his opiniin, 

" 
,r"t in" t", B!",\ put out of orderby the negligence of the operative. He will personally inspect aff tte macfr-lnery throughout thepress at least once a week, and submit to the [I;nager written repon oi ifre result of frisinspection, reporting at the same time instances 

"t 
,[gt""t 

"; thJ;"rt-'of tne opu."tivu"concerned. The whole cost of the branch has to be charied over tte projuciive branches ofthe press, so that it is essentiat that the time of the mec]hanics analfe ri]ieriats consumea
should be carelully noted against the branches requiring their services.' 

- -'-
The Head l\rechanic wi maintain a Register of orders giving details ofwork, cost of tabour and
materials.

He will keep an uFto-date account of roller stocks and also submit a weekly report of the
l\rachines of various seclions to the Manager showing the condition of each macnine, period ofstoppage etc. He will also undertake the lnspection of spares/material refair worf related with
machines etc.

(17)Mechanic: - The mechanics and assistant mechanics erect and repair the printjng
machines both Letter press and Off_set and atso binding, mactrinery 

"ii-otf,er "uriti"ryp".lla.:!:Jti"g etc.. test the werghing machines, 
"r,Iip"n "rttin6 

ma-chine knives, oir
snarrngs, beanngs and do any other mechanicarwork. They dismantE;achine arso. No order

I?:::iil:1.1-1,1.1 1"p"i|..T"1 
b: undenaken withod; reqursition dury sisned by the Dy.

vranagerAsssrant Manager (Technical) Each mechanic wi submit daiiy a- docker wi bedispatched by the head mechanjc to lhe general storekeeper to note-filereo, the cost of
materials issued, and then to the accounts slaion for the puipo"" ot J"Liiinj in" 

"ost 
agajnst

the branch concerned.

(18)Foreman (Bindery):-The Bindery Foreman is responsrbre for making aI practicar
arrangements for economical and expedittous binding of all work sent to him. He shall
orstnbute work to the operatives equitably. He is responsible for the proper maintenance of all
registers of Bindery Section.

On receipt of work from the Overseer/Technical Officer, the Foreman shalt make every
practical arrangment to get the work executed in the shortest time possible. Th; work shall first
be.entered by him in the Bindery Register. The entries in the Bindery Registei shatt snow the
date of receipt, binding order No. from where received, description of woik, nature of binding,
size, number of pages in each, number of books orland copies, date wanted, etc.
(1g)section Holder/Time checker (Bindery);-The duty of the section Horder/Time checker
(Bdg.) is-to.generally assist the Bindery Foreman in every respect. He should keep a correct
record of all jobs in the Bindery Branch and maintain their progress. He should maintain the
Log Book6 for the different groups entructed with the jobs. He iipersonally responsible for the
general supervision over the work of the different sections etc. Counter, Die Stamping Section,
Stitching Section, Folding Section and Numbering Section etc. All cases of Binding orders with
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regard to the old books and registers should be carefully prepared by him. ln case of the casual
absence of the Bindery Foreman, he should be ablEio carry on'the duties of the Bindery
Foreman.

(2o)Binder:- Binders undertake all kinds of binding work e.g. leather and board. He is also
required to operate cutting machines cut papers to slzes as raquired and trim finished books in
their resp-ective sizes. He is personaly responsibre for the condition ot his macnine ana for its
proper oiling and cleaning.

The number of copies in each bundle are to be written outside. He also counts the copies on
receipt and bring to notjce at once any shortage or excess. After initiating the voucners, the
Despatcher witt be responsible for any discrepancy. ttre wort< OocXJ m"usl oe sent to tfre
Despatcher with the first batch of copies, this is most important.
(2'1)Assistant Binders:-He shoutd be acquainted with the process of all kinds of normalbjld]p yor\ and shoutd be responsibte for operations tike counting, iotJing, gathering,

illlll!9r1e]i9t ,rrbering, covering and a other simitar aclivities r.q"utreJ ioi rinOing 
"n;nnrshlng both manual and on machine. He should also be responsibie for operationa like

knocking. pasting, binding and bundting, numbering unAer the aindery ioie;an,s inskuctions.
rne tsrndery Assistant shoutd be able to handle all simple machines used in the Bindery e.g.
cutting, stitching, perforating, eyeleting, punching, numbering machines, etc.
(22)Assistant Mechanic ( ptg. & Bdg,) :-The Mechanics and Assistant Mechanics erect and

::l:1,-I",!li]j"S .":hhes both tetter press and Offset and atso binaing, macrrinery ano otrer
auxlrary machtnery shafting etc test the weighing machines sharpen cutting machine knives,
oil,shaftings, beaing and do any other mechanilar work. They dismanfle iracnine arso. No
order for mechanical work or repair is undertaken without 

" 
,"qri"ition Orfy 

"ign"O 
Oy tt" Oy.

Manager/Assistant Manager (Technicat) each mechanic wi submit Oiiiy a io"iet to 
"no* 

now

ll:-y: T .:""1 occupied during the day. The daity do"t"t,ritt O" i"p"t"r,"o by the Head
Mecnanrc lo the ceneral Storekeeper to note thereon the cost of materiais jssued, and then to
the accounts section for the purpose of debiting the cost against the Oranctr concerneO.

(23)Driver: 
-The Driver as required to drive the vehicre whenever he is asked to do so on the

written orders of the competent authority for official work. He is to ensure that the vehicle in his
cnarge rs cteaned daily and kept ready for work at the time required each day. He is to maintain
Log Book for his vehicre properly. He is to ensure that no unauthorized person traver in it or are
allowed to drive the vehicle. He will indent on mechanical seclion for all types of oil, grease etc.
that are required to keep the vehicle in good working at work condition.

(24)Labourers:-He is Group ,D, 
lndustrial employees at lowest level hand in shop floor. He

does supply paper in machines, does packing, loading and unloading of printed materials,
cleaning of machines and all other manual labour required in connectio'n wiih production and
upkeep of machines.

(25)Electrician:-He attends all sorts of repair/maintenance works and installation of a
electrical equipments installed in the press. He works under Head Mechanic and reports to him
the defects progress of repairs etc.

(26)Wireman:-He assists the Etectrician in all repairs and installation works.

(27)Electrical Xhalasi:-He assists/helps the Electrician.

(28)Carpenter:-He caries out repairs of office furniture and prepare printing wooden
materials and attends packing work. He does carpentering job on getting the requisition signed
by A.M(T.)/Dy. Manager.

(29)Welder:-Welder assists Mechanics and Asstt. Mechanics as and when they erect and
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repair the Printing machine both letter press and offset and also bjnding machinery and otherauxiliary machines etc for weldino and repair*"*. rf"'rs" *p"i"""ior*"il" rrrn.rr." ot oo*,admrnistrative and industrial block-s

4(fxbxllt) The procedure followed in decision making process including channels ofsupervision and accountability :_
The entire system is bifurcated in two wing i.e.- lndustrial wing and Non_jndustrial wing.ln other words it can be stated as Factoryside inO lOministratioi iiiel rie ractory siOe tsdistributed into various lndustrial Sections. Each of f"or"ir"i'S"cti""'" healea by a SectionHotder/Foreman/overseer/Technicar officer as rhe ;" ;; ;. ;ii J,';; are responsibrefoJ dtstributron of wori and rts proper executron. ln case of ,ny ae-f"-rfi they seek theadvrce/order rnstructron from their Brench ottic"rs ri, nsstr. rr,r"-ir!"i riI"ili)o"prtv ril"nrs".who in turn take appropriate decision to ensure proper _o ti." "U"r.'"J",,J"utjon 

of printingwork. The Manager/ceneral Manader remarns overah""oo""iOi""io, 
"i"oth 

and error_free execution of prinrinq work. The-Non_tndustriat wirg ,, #i"ity. ilirliliteo rnto variousAdministration/Accounts Sections. Each Non_ tndustriat E;,;; ; Jpei)i'Ji a Head cterk(Jr')/Head crerk (sr.)/Accountanvcash", rt"r 
"rp",iio^';;:, ,HJ;ffiJ for distributionand timety djsposat of work. Thev work under the controt of Asstt. il;;g-;,jnamn.1 who istheir Branch officer. The Asstt. t\ranager.(Adm" f i" i."p"""iuj"'j",'irn"Jrring pr.op., 

"na
smooth disposar of work rerating to Ad;rniskation *a n"J*"t"'*iiii" i'il"irescnoeo rutesand regulations in alt matters of imoortance oro"arfprou"r oi ti" lrtan""gl, are ootaineainvanably.

1(llgtllvt : 
The rorms set by the covernment of tndia press, Rirg Road, Maya puri, NewDelhi for the discharge of its functions :

The exclusive funclion of Govemment of lndja press, Ring Road, Mayapuri. New Delhiunder the administrative control of the Drrectorate of p.nting, f.f"i O"if]i'i" i"rprim the GazetteNotifications and uploads the same on www.eqazetti.nic.in, fni" F,J". atso printspublicationsforms etc and despatch the same to the lnoentor as per time slhedule fixed bythem. The pnnting jobs are aflocated to this press oy oi,"aoi"i" Siciniing'i..ew oerhi witdue_consideratron to the nature ofJobs to be pii"t"o 6i." or'.""iii""'"nJ'oin", inrr""trrarr"rsuppons available with the press The generat poticy in the matter of Oi""n"riiig tn" trn"tion"is the drsposal of work/jobs as per detii,ery 
".i"arr" 

oJr"o 
-Ot, 

rn" ,i""illr" achieve thrstarget. the lobs are prioritized anct orocessed atthough indivi;uat ouipuiJ'are nxea for tfreoperative hand working in pre_ pri;ting. pnnting 
"nj 

port printing- b';iiiJi. su"r, ortprtsatw€ys do.not hetd to comptete the jobs in hani as per tr,l" O"lirErV 
"ii1O-j" 

fixed due tovanous unforeseen administrative/Technicat reasons. ihereforq-."r,,rrr# rr,prt is obtainedfiom every operative hand ar a[ stases of execuiio; 
"iil;;;i ffir;';;"larron and withbetter inter personar rerations marntiined in tne units ano inus ii"'iiig";b 

'"i;"rrrnrbo 
*"rr intime.

4(lXbXV) The rules regulations manuals and records held by Government of lndia press,
Ring Road, Mayapuri, New Dethi or under its controt ; *"J;; it;';ptoyees fordischarging its function :

^ Government of lndia press, Rrng Road, Maya puri, New Delhi is purely Centralcovernment organization and governed by a set of nrr"vi"gr;tio;i;tru"atns contained
in the Press Manuat named .The 

Hand gook ot covernmeni;i ildl;;;;;", 1992 edition,and lhe rules framed by Government of lndia regarding 
""ri"" ."tt"i"-oi-.rptoyees viz.

I:llr:T:] 5,1:., 
suppremenrary Rures, cFR. 

-crn. -neceipts 

";;;;;",j" rures, reave
rures DestOes Factories Act. payment of Wages Act. Compensation Aa eic. etc
4(lXbXVl) : A statement of categories of d;cuments thai are heto iy Cin rnrn"nt or fnoiu
P.ess, Ring Road, Mayapuri, New Delhi or under its controt :
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The following documents (unclassified) are held by Government of lndia Pre8s' Ring Road'

Maya Puri, New Delhi :

'1. Stock and lssue Ledgers o, Stores

2. Produclion Register

3. Log Books of Press Vehicles

4. Cash Book

5. Register of Allotment of Quarters

6. Remittance Register

7. Security Deposit Register

8. Assessment and Realisations Register

9. Receipt Books of Castvcheques.

10. Bill Register

11. Pay Bill Registers

'12. Muster Rolls

13. Vehicles Movement Register ror incoming and out going vehicles

14. Visitors Register

15. G.P.F. Ledger for Group'D' Employees

16. Overtime Register

17. L.T.C./T.A. Register

18. Court Attachment Details Register

19. HBA Broadsheet Ledger

20. Medical ReimbuEement Register

21. Vacancy Register

22. Special Representations Rosters

23. Seniority List of Staff

24. Apprentices Register

25. Bill Register of Printing Costs

26. Uability Register

27. Expenditure Control Register

28. Report and lssue Register

29. Tender Registers

30. File lndex Registers

3'l . lncrement Register

32. Service Books and Leave Accounts of lndividual Employees

33. Rosler Register

34. Depreciations Register

35. Oay Book of Procurement

36. lnward and outward consignment Register'

4(lXbXVll) : Parliculars of any arrangement that exists for consultation with or representation

by the members

oit'f," prlfi" in ,"faion to the formulation of its Policy or impleme,ntation thereof :

;'"rg ;;;;""i; trration ol Ministry of Housing ;nd Urban Affairs' Govt' of lndia NEw Delhi

no such anangemerts exlsts.
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4(lxbxvlll) : A statement of boards, councils' committees and other bodies consisting of two or

#;;;;;;;". 
";nstitutes 

as Govr-otlndia Piess' Ring Road' New Delhi's part of forth purpose

of its advice, and as to *n"in"' '""tingt 
of these-boards' councils committees and other

uoal." ,o op* to the public or minutes oi such meetings as accessible for Public :

Works committee consisting of elected members from employees side and nominated

members from employees ,iiJl, 
-.onriitrt"d 

in Govt. of lndia Press, Ring Road, New Delhi

under provisions of lndustrial iiirpL,i" nJ r"a minutes.of the meeting of the committee can be

accessibleforthepublic.somesuu.committeesundersaidworkscommitteevizCanteen
Committee, Production c;;,tt;;, Labour Welfare Fund Committee have also been

prescribed as per provision, oi;if.rt Hand Book of Govt of lndia Presses" The minutes of

ihose committees can also be accessible to public - -;iitfi)iili , ffi"aoiv ot om..li-,no "'ptv""t 
of Govt of lndia Press' Rins Road' New

Delhi is at Annex. B.

4(lXbXX) : The monthly remuneration received by each of officers and employees of Govt of

lndia Press, Ring Road, r.r"* o"rni including the system of compensation as provided in its

regulation:

ThedetailedinformationinrespectofGovt'oflndiaPressiSfurnishedatAnnexure.A,.

a (l) (b) (Xl):'The Budget allocation to Govt' of lndia Press' Ring Road' New Delhi

indicating the particulars of all plans, proposed expenditure and reports on

disbursement made:-

Statement of Budget grant for the year 2025-26 in respect of Govt of lndia Press'

Ring Road, Mayapuri, New Delhi is furnished as under :-

Domestic Travel ExPenses

Office ExPenses

erinting & Publications

Material &SuPPties

Prof . Spl Services

Repair & Maintenance

lnter AJc Transfer

Trade APPrentice


