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Guidelines

section a(l) (b):-

for following

1. Brief description of task assignetl to

officials of Govt. of lndia press, Temple

Street, Xolkata.

Enclosure is attached nerewittr
(Page no. 05 to l1).

/.. Allocation of work among alt sectiJn of
GIP Tenrplc Street.

As per guideline of press Hand Book.

3. organizatiorrc@
of GIPTS.

Sanctioned Strength attached
herewith (Annexure t-tV)

4.

5.

oirecroryorits@
Enclosure is attached herewith
(Page no, 01 ro 09).

Recruitment rule for group C inctuOr.ng

MTS (industrial and non-industriat).

Website of Directorate of prlnting,

New Delhi may be referred to.
6. Montnty f(emuneratior r received by

each officers and employees as on date,

Enclosure is attached herewith
(Page no, (i)- (iv).

7. Budget grant for financlal year ZO2S-ZA Enclosure is attached herewith
(Page no. 'A').

Manager
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Annexure

under RTI Act,
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9FFICERS

(1) Manager: The duties and powers of the Manager are given below: (l ) He is incharge of the entire

press. (2) fre exercises all hnancialand administrative powers subjec!!o limitations as laid down in the

rules. (3j He is responsible for policy co-ordination and planning. (4) He is the Chairman of the D.P'C''

D.S.C. and makes appointments and promotions in consultatiorr witlr the committee. (5) He passes

orders on regular leave application for supervisory staffboth on clerical and lndustrial sides ofthe Press

(6) He is reslponsible for'general securityof the press and ensures the provisions of adequate safeguards

uguin.t losses, thefts, fra:ud, misappropriation and other irregularities. Any loopholes/defects existing

tllrein are being taken up by him with the local authorities for necessary remedial action.

(2) press Medical Officer: He is a Group 'A' Officer. His services are required as per provisions of

Factories Act, 1948. He is the head of Piess Dispensary and is responsible to extend proper medical

treatment to the Press employees and their family members. He is assisted by Para-Medical staff, viz"

Nurse, Pharmacist, Ordeily, etc. The medicines required for Press Dispensary are being indented by

him annually and on the basis of that tlre medicines are being drawn from Govt. medical store depot at

Chennai and medicines essentially required but not available with the depot are obtained through other

sources.

(3) Assistant Labour Welfare Commissioner: His service is required in the Press as per the provision

of section 49 of Factories Act, 1948. Here, he is responsible for looking after the welfare of the workers

and negotiate with the press management to settle any dispute and thereby ensures cordial and

harmonious relations between the workers and the management'

(4)Deputy Manager/ Assistant Managers (Technical): Their duties are shown below: (1) They are

iesponriUie for eionomical apd expeditious productiorr in the Press. (2) They are responsible for

ensuring security in production branches. (3) They sanction atl leave to industrial staffupto the workers

level. (a) They correspond directly with indentors on technical matters. (5) They acquaint themselves

with relevant iortions of all Acts affecting the Press and its workers. (6) They see that machinery and

fittings ur"rnuintuir,"d in a state of highesiefficiency. (7) They are responsible for seeing that adequate

stocks are maintained of all printing- and stationery stores and are timely replenished. (8). They are

members of DpC/DSC. (9) They areiuthorized to effect inter branch transfer of labourers in the interest

of work.

(5) Assistant Manager (Administration): He assists the Manager in day-to-day disposal of

airninistrative/accounts matters. He is the branch officer for all the administrative and accounts

sections. His other functions ile as under:- (l) He is responsible for all aspects in respect of all

administrative matters besides pay, allowances etc., by virtue of being'Head of Office'. (2) He gets

accounts reconciled with Pay and Accounts Office and makes all correspondence with them. He looks

after estate matters and acts as the Estate Officer for allotment of Press pool acaommodation and other

related matters. (3) He sanctions leave of office staff. (4) All service books and leave accounts are kept

under his custody. (5) He also functions as store officer and DDO. (6) He makes correspondetrce with

press Medical Officer, CPWD and does all other correspondences of office side' (7) He will condtrct

all other miscellaneous correspondence etc. with other offices. (8) He will process vigorously all

pension cases. (9) The above powers are subject to the condition that he will be working directly rrnder

ih. Munuggr and will take his orders on all important questions that may arise, in day today

administraiion, He functions as member of DPC/DSC and recruitment board of the Press. He conducts

frequent surprise inspections of stores and cash Branches in his charge and record the result in an

inspection book kept for the purpose.

(6j Technical Oficer; H" is rlrponrible for quality and quantity of the work of the press. He will

ensure to turn out the work as economical as possible. He will see that all men receive a fair share of
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long run and other advantageous work. He will continuously perambulate the machine room and
examine the work while printing. He will frequently inspect the machine and see that they are in a clean
and good condition. He will see that the motors are stopped when the machiues are idiing and lights
and fans in the branch are put off when not required. He will maintain production recJds of ich
mach ine. He is also responsible for quality and quantitv ofwork in photo Litho wing and will carry out
checking of outtums ofthe operators.

NON.INDUSTRIAL STAFF

(7) Accountant: He holds the supervisory charge of accounts and establishment sections. He is
responsible for the general administration and efficiency of the clerical establishment of the sections
and seeing that the prescribed routine regarding the accounts question is strictly observed. He will
ensure that all accounts and establishment matters ar€ disposed offstrictly in accoidance with standing
orders. He will maintain a complete set of all the forms authorized for use in the various branches anJ
see that no alteration or addition 5 is made to them except under the ordeB ofthe Manager, who obtains
the approval ofthe Directorate ofPrinting, New Delhi, if necessary.

(8) Head clerk (seriory(Junior): Head crerk (Senior/(Junior) is responsibre for the general
supervision ofclerical branches and Sections under his charge. The Head cleri (Senior)(Junior)"should
see - That all letters and indents received or duly registered and Passed on to the brancires or sections
concerned, and when finally dealt with are properly recorded. That all work ready for despatch is
properly packed and duly sent out by the prescribed mode and all work vouchers are iuly receiped and
returned for production when required. That file copies ofall such work are careflrlly maintained. That
all instructions received from the several branches and sections for the issue ofreplies or reminders are
carefully followed out; and rhat arl retters and indents received by post are opened in the presence of
the.Ilead of the Press and will be passed on to the receiver concerned through the ar"tt. M"nug",
(Admn.). That all letters issued are i,telligentry and briefly registered and officJcopies preserved. 

-

(9) Head computor: He is responsible to prepare Managerial control Retun for every month in time
to show the percentage of production achieved against the assessed capacity of .a"hlnes, loss oi
Production on account of various factors both controllable and uncontroll;ble for levels which he has
to compile time sheets ofoperative hands expeditiously in this press.

(10) upper Division clerk: u.D.c. is a Non-rndustrial Group'C' post. Upper Division clerk generally
deals with letter, telegrams and other conespondences, On receipt of such correspondences hJpr"p"r",
case & puts up the relevant files with notes and drafts to section in charge and gets it approved'from
Competent Authority. He obtains instr-uctions from Asstt. Manager 1Admn.) He piuts up l)rafts relating
to technical aspects to the officers of rechnical side. He is responsible for piompt-issue of letteri
telegrams faxes etc. He maintains alr records and he overhaul the record secti;n every year to destroy
older register/records under order ofthe Manager to make room for new records

(ll) upper Division clerk (cash): upper Division clerk (cash) in Gort. of lndia press genera[v
performs the duties of cashier. He is personally responsible for all cash transactions in press. He is
also the custodian of all valuables of the Press. He is particularly responsible for - custody of al
money/Cheques/Drafts received in office. Disbursement of cash/Cheques to the press

employees/proper person. Remittance of cash/cheques in Bank/Treasury/pay Accounts office. He
sends third pacy cheques/Drafts by post. He maintains cash Book, subsidiary cash Book, Registers
m€ant for remittance/undisbursed pay ard allowances, Security Deposit Registir etc. He attends 

-Banks

personally on every occasion when money has to be withdrawn or deposited. 6 He maintains lmprest
accounts and recoups as soon as the voucher is rendered by the concerned ofllcial/officer. He keeps
Saving Bank Pass Book in his safe custody. He reports all developments to the Assistant Manager
(Ad,rn.) He gets the cash Book, subsidiary cash Books, Remittance Register and other Registirs
pertaining to the cash Disbursement and remittance checked and signed. He maintains a Bill RJgister
in which he keeps records of all bills prepared and presented to pay & Accounts office for payinent.



He ensures proper adherence of all relevant/related rules provided under GFR, CTR/Receipt and

Payments Rules and Hand Book of Covt. of lndia Presses,

(12) Stenographer Grade III: The main duties and responsibilities of Stenographer are to take

dictation from the Officers. He maintains records pertaining to Personnel Section and he keeps

confidential reports and confidential papers ofall employees ofthe Press in his custody and does the

correspondences relating thereto. He assists the concerned Officer in recording the proceeding of any

meeting/inquiry, maintaining utmost secreay the work domands.

(13) Lower Division Clerk: He is a Group 'C'Non-Industrial Employee of the Press. His primary duty

is to rnaintain registers and records and to do the duties in administrative sections of the Press. Some

L.D.Cs are also posted in the Factory side where the services of clerks are required. Besides, he does

the typing work. Most of the LDCs are also awarded 1st and 2nd ACP and accordingly they are dealing

with file work and submission of drafts for approval. He works under Head Clerks and Accountants

and is responsible for proper maintenance ofrecords, aocurate typing and other clericaljobs, the section

in which he works demands and adhere to all rules and regulations in order to ensure proper and timely

disposal of work in the administrative side.

(14) Assistant Caretaker: He deals with all questions pertaining to the upkeep of Press Building
including repairs, sanitation, fire protection etc. He is responsible for opening and closing of the Press

premises in all shifts, besides proper care and cleanliness of the Shop Floor and Office and furniture.

Watch & Ward staff, sanitary staff and Farash work under the control and supervision of Caretaker. He

is also responsible for the safe custody of materials issued to Sanitation Section. Since his service is

essentially required in the Press round the clock in the interest of safety and security, he makes himself

available to take care ofthe situations that warrant his presence in the Press.

(15) Nurse: She will assist Doctor in administrating injections and other required work in dispensary.

(16) Pharmacist: He works in Press Dispensary directly under the control of Medical Officer. He

maintains relevant records pertaining to patients, medicines and medical equipment/apparatus available

at the disposal of the Dispensary. He gives medicines to the patients as per prescription of Chief Medical

Officer.

17) General Store Keeper: The General Store Keeper is the custodian of Stores and personally

responsible for the care ofall general stores and stationery stores whilst in stock and for all receipts and

issues correctly. He is also responsible to place requirements of stores for procurement through Head

Clerk. On receipt of stores he is to get the material inspected. On completion of inspection, he makes

entries in Stock Book, bin card and pass the bill for arrangement of payment. He is to maintain bin card

for every item held in the stock besides the stock books. He is to ensure proper storage. He is to maintain

proper record /accounts of stores and follow the prescribed rules of GFR, Receipt & Payment Rules and

Press Hand Book. He is to supply figures to the superior authority in regard to issue of stores on the

basis of past actual and anticipated positions. He arranges all store items conveniently to get tlre store

physically verified every year. He is also responsible for reconciliation of stores and prepare balance

sheet of stores. He will remain responsible for any sort of excess or deficit in store. He is also responsible

for the disposal of waste held in the stock of the Press like waste paper, salvage paper and reel core,

following the provisions made in the Press Hand Book.

(18) Chowkidar (M.T.S): He should be alert all the time so as to protect the Press from any kind of
theft. His duties are as under :- To man the gate or the post. To keep a sharp look out for any

unauthorized activities of any persons at gate or nearby areas. He will challenge such situations. To
check all personnel seeking admission to the Press and demand the ldentity Card. Not to allow any

stores to pass out through the gate without proper authentication, besides not to allow any employee of
the Press to go out of the Press without valid pass-out. To carry out search of vehicles and personnel

when ordered for the search. To see that no prohibited articles are brought inside the Press and no

Government seryant takes any Govt. property outside unauthorisedly. To take round, of the Press

6
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premises during Night and on holidays to ensure security of the Press. To comply with all legitimate

and bonafide orders/ instruction issued by the Time Keeper/[Iead Clerk.

(19 ) Daftry(M.T.S) : He maintains all records of the Office. He is required to enter all the important

irles/records 
"t". 

i, 
" 

register and produce the same whenever required on the instruction ofhis section

in-charge.

(20) peon(M.T.S): His main duty is to carry the files and documents safely from one section to another

and then to officer and vice-veria as per the instruction of the section in-charge. He also attends all

other jobs as are assigned to him by the section in-charge or the Offtcers as the case may be, for the

smooth functioning of the Office/Establishment.

(21) Farash(M.T.S): He will report to the Office some time earlier than the normal opening time of the

bffice and open the Office and do the dusting whenever required to ensure neatness and tidiness in the

Office. Likewise, at the close of the Office he does the closing of all the rooms and windows in the

Office after properly putting off the switches of fans and lights and other appliances/gadgets' During

office hours he attends the Offices/Sections on the order of his supervisor and does the job that are

assigned to him by the Officer/Sections for the smooth functioning of Offrce/Establishment.

(22) Safaiwala (M.T.S): He does the cleaning/sweeping ofthe Office/Press premises, toilets, lavatories

and lawns as per instructions of the Caretaker on daily basis to ensure proper cleanliness of the

Factory/Office and its premises.

(23) Counter Clerk : He is responsible for issuing coupons for eatables prepared in canteen etc. He

will keep the account and also the account for the store in process.

(24) Canteen Attendant He is responsible for suppling eatables and keeping the canteen tidy.

INDUSTRIAL EMPLOYEES:

(l) Cameraman: Each process camera will be operated by the Cameraman. He is responsible for

operating the Camera./Contact printer and other accessories for the reproduction of line halftone, colour

siparation work etc for the originals, negatives, positives, etc given to him. Besides this, he will also be

reiponsible for the general cleanliness and upkeep of the machines/equipments. Upkeep of the Camera

wii be preserved and kept separately to avoid damages. The lens of the Camera will be cleaned daily'

The Camera Operator will expose the film for all the jobs allotted to him and ensures correct exposure'

developing und firirhing work. He will also ensure that the colour separation negatives are reproduced

.o.r..tly. He will maintain records of the consumption of the film. He will also ensure that the chemicals

are neatiy kept in the bottles and put in the levels the dishes are cleaned. He will ensure economic use

of materials and safe keep of tlre cyanides and other chemicals. At the end of the shift he will be required

to submit the daily work docket of the work done during the day to the Technical Officer/ Assistant

Manager (Technical), whosoever will be the in-charge of the section.

(2) Dark Room Assistant: The duties of Dark Room Assistant are to assist the Cameraman in the Dark

Room in the developmenUexposure of film. 9

(3) Artist Retoucher and Assistant Artist Retoucher: These are Group 'C' Industrial category posts,

They are responsible to improve the quality of halftone of negative on positives by retouching work.

They are also responsible to improve quality of the colour separation negative/positive besides format

making and colour positive pasting in proper format after they receive negatives/positives from camera

section'. They mark the format dinoting the cut mark as centre pins etc' They are answerable to

Tech nical Offi cerlAssi stant Manager (Techn ical)'



(4) OITset Plrte Msker/Acabtant Phte Maker: Plate Maker willbe responsible for the Plate Making

work. He will immediatelv *ptn d;;;;;;o1i""a in ttt" equipment to the Technical officer' A

separate register will be tuinttin"a ii'iit t*t"pttn trthe plaies' He wilt also maintain the daily

out-turn in a register for the job 
"' 

;:;;;t-;;;;'J nt *itit"t"t-tt'at the plates prepared are of

;ffi #;"ra. "*i;;iii"rr" irr 
'p 

trt" rlg uooi which will give the instructions for the prepantion ol

ihe olates to the night shift operator'lh:'","fri trtin pr"" fiaker will also fill up the log book of the

*ori don. during the sr,it. .qr rr'e 
"na'o-f 

it'Lt'iii' irtt pl"t maker will submit the work done during

the day in th€ form or,"o* ao"r"t toi#i;;;il 6flit- 
"f 

the section' He will also ensure that the

plates are sent to the machine *"t""" *i""*tt't"q']i"J Hu 
'nt""t 

tt'at plates prePared are of good

standard and under no ctrcumstatrces defective plates are sent to printing section

(5) Head Reader:-The Head Reader is ln charge of' and exercises general supervision over thc

Reading Section. He un"na. to 
"opyiiti"g;i* 

H! it *tp"'sible for the e{ficiencv of the section and

sees thar the readers *a ,."ir"*." !"ir"t*"rl r" p-p"^l* ro their pay as far as possible Hcshould

anend to clean sheets' ,ot'u q'"'i"', ig;uri o'n'rn tr'""t 
'rreaders 

and revisers and warch that proots

are not delsye.d but retum"a to soiioi"xpeditiously The revision proofs will be collected and taken

awav bv the Section concemed. u.'"iro-rla, pr*rr when time permits. He is also responsible for the

;;"Hi-;;;;i"rt-r* t"",i., 
""a 

t"iriiJ, prooa tonoining toomanv conections and subsequent

.,roofs carrvinq sam".irtut". 
"r. 

,-rni.,"alu*iy i"poa.a to ersisunt Manager Technical and Manager

ior disciplinar! action against the operator or compositor concemeo'

(6) Reader: Proof Reading is duly atlotted in this Press to "Readers".to. deGct all enors' to mark them

on proofs by certain long establist'"i tv'utrt' "Ji" 
query all doubtful passages or words To read

oroofs efriciently th" n"ua"' *"t'ii#tt t g"J g*"i"1"iucation and i practical knowledge'of thc

ffii#;;;,r,;l u" 
"ur". "[".r 

ii.-"'oi".i,.r, of ordinary q]rorarions. He should 1l5q have a

thorough knowledge ot,t 
" 

tignt oJ-;u''.k-s ""Ji" 
p'*r"o"""ting [see method of marking of proofs

below pafagraph 180 in the Hand ii""l-"? c"* 
"ri"aia 

prcsses (Seventtr Edition)l and should make

his corrections clearly and n"utlv io"iuo]a 
"oni"mg 

*'" operator/compositors He should culrivare a

quick perception and r"te,ti'" m"tlf, 
""a 

ti""rO "i*t 
trie folios' signature and margins in imposed

Press reading Proofs

(7) Copy Holder: Each Reader is givcn an assistant known.as.Copy. Holder' whose dury is to read the

"copy" aloud to his R*a",. e copf Uir'ai' "ti 
u" 

"uft '" 
O*ipheibad or defective manuscriPl easil)

(8) Offset Machineman: Each machine operator will be required, to work on a sittgle colour or double

colour perfecting ma"r,in" ,t"'p"Ji'"'ofi[" tit" oftn" rn"tr'ine He will check up the sel oflhe Board'

inking units and he will 
"r'""r 

up'tt'" p'"t'ure roller' He will ensure lhat the tnachines are neat and

clean. Hewill also snrr,",rtut trl"Inlinl '"fittt 
*" 

"f"""ta "t 
the end ofthe shifl He wil see that plates

mounted on the machin. -" ro p'op"'ti ft*J anJ mak" t""dy is-done within time' He will also ensure

that the paper kepl in tt" r""a uo*iT' /'op"tiv "it"J*o 
fe feedine ubles are properly set He wrll

ensure eflicient runni.gorrh. '#i|rJio'u'olo 
l'""k ao*n Hewill g;ide his staffproperly and in the

absence of Machine en""a-t, h" ;iii;Jin" li.i old,"1"u. *d shoi the clean sheet to the Technical

Offi cer before Printing.

(9) OfBet Mrchine Assbtant: The following duties will be Performed by the Assisant Machine

c)Derator: He wilt set the F".d"r: ;.';ilt ;;ihe feeding table with printing paper; He will set the

a"jiiJl,iiujafa,'ri" iiri"i*-r ,t. 
"*"ra*" 

working on th'e machine. ctean rhe machine and ensure tts

ffiiJJ'#;;: il;iii;;J;p'"p"' a*'pi"e"'l'tion is put in the machine durins the machine

run, he will stand on the ,ia" oi-tll itta"' H" 
-*itt 

also ensure that the machines are maintained

properly. He will fix the 
""" 

b;k;l'' il;;a"hine He will also periodically check that the rnl' and

water are properly f"a in tf,e mul'nine. i;ii;;b.;,r.. ol the machine operator. he witl be requtrcd t''r

op€tate the machine independently'

(10) Offset Machine Attendant: The Attendants in the machine section will clean the inking and

damping rollers. g" *irr u'ingii" pai;;;;'h; ;d"; cutting machine He wil put the paper for

o.



printing on the feed board. He will fix plates on the machine. He will stand on the delivery board and
see that the printed sheets are not mis-registered. He wili also see that inking and damping are proper
and no succumbing is recorded .He will also ensure that excess water is not falling on the printed sheet.

Such excess water sucking etc should be immediately brought to the notice of Assislant Machine
Operator/Machine Operator. The Attendant will be required to clean the printed plates and store them
properly. He will put the printed sheet on the plates to identiry rhe job. He will oil and grease the
machine every day.

(11) Foreman (Bindery): The Bindery Foreman is responsible for making all practical arrangements
for economical and expeditious binding of all work sent to him. He shatl distribute work to the
operatives equitably. He is responsible for the proper maintenance ofall registers of Bindery Section.
He shall also keep ready the list of petty plants, tools and other dead stock articles in the prescribed
marner. He shall exercise general supervision on the working of all staff under him and maintain
complete record ofproduction. on receipt ofwork from the Technical officer, the Foreman shall make
every practical arangement to get the work executed in the shortest time possible. The work shall first
be entered by him in the Bindery Register. The entries in the Bindery Register shall show the date of
receipt, binding order No., from whom received, desription of work, nature of binding, size, number
ofpages in each number ofbooks or/and copies, date wanted etc.

(12) Section Holder (Bindery); The duty ofthe section Holder/Time checker (Binding) is to generally
assist the Bindery Foreman in every respect. He should keep a correct record of attlobi in thJnindery
Branch and maintain their progress. Arl correspondence with departments and ripries to reminders
should be carefully deah with by him in 1 I consultation with the Bindery Foreman. lie sfiould maintairr
a Log Book for the different groups entrusted with the jobs. He is personally held responsible for the
general supervision over the work ofthe different sections viz., Envelope, counter, Ruiing section, Die
stamping section, stitching section, Folding section and Numbering section etc. All casis of Bindirrg
orders with regard to the old books and registers should be carelully preparecl by him. He should prepaJ
the binding order ofthe Envelope and D.o note papers according to dipartment,s instructions. ln case
ofthe casual absence ofthe Bindery Foreman, he should be able to carry on the duties ofthe Bindery
Foreman.

(13) Binder: Binders undertake all kinds of binding work, eg. Leather and board. He is also required
to operate guillotine cutting machines, cut papers to size as required and trim finished books in their
respective sizes. He is personally responsible for the condition of his machines and for its proper oiling
and cleaning. The number ofcopies in each bundle is to be written outside. The Dispatchlr will counl
the copies on receipt and bring to notice at once any shortage or excess. After initialling the vouchers,
theDispatcherwill be responsible for any discrepancy. The work Docket must be sent toihe Despatcher
with the first batch ofcopies, this is most important.

(14) Assistant Binder: He should be acquainted with the process of a kinds of normal binding work
and should be responsible for operation like counting, folding, gathering, stitching/sewing, numberilg,
covering and all other similar activities required for Binding and finishing both manual and by machine.
He should also be responsible for operations like knocking, pasting, binding and bundling ana
numbering under the Bindery Forman's instructions. The Bindery Assistant should be able to hindle
all simple machines used in the bindery e.g. Cutting, stitching, perforating, eyeleting, punching,
numbering machines etc.

(15) tlead Mechanic: The Head Mechanic is responsible for keeping the machinery throughout the
press in thorough working order. He works under the the direct orders ofthe Asstt. Manager (Technical)
and will undertake repairs to machinery etc. in the various branches only on a requisition signed by the
Assistant Manager (Technical). He will report to him in any case, in which, in his opinion, a maChine
has been put out of order by the negligence of the operative. He will personally inspect all the
rnachineries throughout the press at least once a week and submit to the Manager a wriften repon ofthe
result ofhis inspectiofl, reporting at the same time instances of neglect on the part ofthe operatives
concerned. The whole cost ofthe branch has to be charged over the productive branches of the press,

@=



o
so lhnt il is r5scntirl thlt tht lim! of lhc rDcchaflics lnd thc mntcrials consumcd should b. c.refully
rotcd csainsl lhc brnnchci rcquirillg thcir scrviccs. Thc ]lc0d Mcchanic will tnrintain r Rcgisrs of
Ordcn giving dcuils ofworh, cort of labour rnd rnotcriols. Hc rvill kccp on u[).to-dltc lccounl of rollq .

stocks and llso submit l rvcckly rcpon of tlrc Mochires ofvrrious ieclionr to lhc Mln{gcr showing th.

condilion of c.ch mnchinc, Jxriod of stoppage ctc as pcr proform! lpplarinS undct Prro 197 of Hrnd

Booli ofGort. oflndi! Prcsscs .? th Edition. l2 ( l?)

(16)llcchr[idA$iltrnt lrlcchl[lc: Thc Mcchroisi end Assiiti[t Mcchrnici ctaot lnd tcp.ir thr

printing lltachincr botlr Lcttcr l'rqst & Offict slld.l!o binding machinery, rnd othcrf,uxilirry mlchincty

shrfling ctc,. tcst thc rvcighing mochinei, shorpcn sutting michinc Lnivcs, oil shaffing, bcadinSs snd do

tn!' otlrcr rncchanical wffk. Tle1' dismrntlc tnachines olio. No order for mcchrnic!l rvork or rcpair may

bc undcnrkan wilhout r rcquiriiion rluly signsd by llrc Assisturl l'lonlEct (T!'chnical). Each Mccharic

nill submir drily a dockct ihor"irrg hoiv tris ti$e hut bccn occupicd during thc dal' Thc dailv drctct

\rill bc dispalchcd by the Hcad Mcchlnic to tlrc gcncrol storckccpcr to notq lhcrco0 (hc cosl ofm!tcrial5

irsucd, and lh.n to lhc rccount scclion fo. thc nurposc ofdcbiling lhc cost qglinsl lhc b.tnch coflccrDcd

(l?) DTI' Opcr.tor :Hc is rcspoosiblc for opcroling Kcy Bo!rd for English ond Drvnlgsri/Rctior$l

l.aogrrttgc. oi tltc casc may hc. tlc is rcsponsiblc for oPcr.ting lhc Kcy Roaid for ctron frrc cofiPorinB'

Hc has to subntit diily dockct lo Tcch. Otliccr for ComPoring rvorli. llc is tcsPonsiblc lo prr)duce x

minirnunr oul turn of E000 cns in English und i500 qls in ltindi pcr hour. Hc also opcralls syrterrr

consolc, Linc printcr ond Laser printcr. Hc rcqrrircs to repon to Tcchnical Officcr/AN'lT/Dy. MonaSlY

whosocyer is thc ln.chargc, regarding out turn ard clefccts, it nny. Funhcr he s(cs lrcLc up oftltc pagr:s

and prgimtc them insidc i,stcm or it rcquilcs outsidc thc syslcm slio,

(lE) El.rtrlchn: Hc !|lend! lll sons ol rcprir/mai11s666g3 rvorl lnd instalhtion o[sll clrclricrl

iquip."ntt insrcllcd in rhc pro:. llc rvorkr 
'ndcr 

rhc llc lvlcchnni. lnd rcpon to hirn lh. dclccl\.

progress of repairs ac.

(19) Nirrmrll: Hc oisists thc Elcctricion in nll rcpoirr ond installolion rvorls'

(10) Crrpcolcr: He carrics out rcpain ofoflicc firmiturc and prcparcs printing rvoodcn nrotcrials rnd

aircnds pacting 
"o*. 

Hc docr corpcntcringjob orl gctlins thc rcquisilion siSm(l b)- Atsisltl M0rl!8er

(Tcch.) lnd MsnaScr,

.,llDrlvcr(Lirhl&llcavrVchiclc):ThcDrivcrisralrrircdtodrivcth.vchiclgwhmcvcrhciia.kcd
i" o'o ro oi,fi. ":;n* ".dcrofthc 

co,npctcnt authority for ofliciolworli Hc it lo cnrurc lhal thc vchich

in ii-.f,"rc. i, .t.nn"d drily rnd tcpt notly for work lhc limc rc{rrircd cach dry }lc is to mainurin

i., toui-iJi t:.rii"rc p,opcrly. ll" is io cnsui" lh0l no tron,rllrorizcd p'rtonr lrnv'l irr it or nrc ollowcd lo

,i,i,-i" -.frl.f". ltc'wiil indcnt o'r Mcchanicol S.clion fot all tlpts ol oil. Erclsr clc. (hot nr' rvq!irld

to kccp lho v{hiclc in Sood working condition'

tr2l Lrlrourc.: Hc i: r Group 'D' indurtrill cmploycc !l lorvcsl levcl hand in shop lloor' llq docs

:,''#;;il;,i;i.iii;|t in v..t,in. Scctlon, docs prcking, lording rnd unlording of priotr;d

;illifii;;;i;;;i;o.hin.i nnJ urt orr"t 
'nrnull 

l$our rcquircd in conoccrion \r irh prodrrcrir)n rnd

ruokccp ofntrchincs Th.y orr c"glgtd for tnitcctlin'ou\ Norl' As |cr 6rlr CI'C':rll crsl\\hrlc CI ['

c,nplo-"<cr havc hccn up8Jid.d lolhc l'v'l ol Cr''C'\!'c l l'L:uU{'
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GOVERTMENT OT INDIA PRESS

1. Temple Steet. Kolkata-7oo 072

oN ROLL AS ON O1/O7I202S

AGAINST SANCTIONED STR.ENGTH vtde II.Q. O.M. No. 2OI2/2O1?'A.UI d&ted loth 2o24

s1.

No
Name of the Post

Pay

L:vel
Sanctioned

Strength
On-Roll

Vacancy
Position

Excess Remerks

Group.A

1 Manager l1 1 0 I 0

2 Medical Oflicer 10 1 I 0 0

3 Assistant Labour Welfare Commissioner t0 1 1 0 0

Group.E gatcttcd

4 Deputy Manager 7 4 I 3 0

5 Assistant Manager (Admn.) 7 2 0 2 0

crouD.B Non-Gazetted

6 Technical OIIicer 7 6 8 0 2

7 Hindi Translator 6 1 0 1 0

8 Nurse 6 1 1 0 0

9 Head Clerk 6 4 10 0 6

10 Store Superrrisor Grade-l 6 I 0 1 0

I1 Accountant 6 I I 0

t2 Head Reader 6 1 2 0 1

D.T.P. Operator 6 4 1 0

l4 Offset Machine Man 6 12 7 5 0

15 Foreman (Bindery) 6 2 1 I 0

16 CtP Machine Operator 6 0 2 0

t7 Digital Press Operator 6 2 0 c 0

Groun.C

l8 Pharmacist 5 2 3 0 I

r9 Stenographer Grade-II 4 1 I 0 0

20 Upper Division Clerk 4 'ta 40 0 28

21 Inwer Division Cerk 2 l8 2 16 0

c.) n ssistant Caretakcr 2 1 0 1 0

23 Reader 4 2 0 1

Copy Holder 2 2 I 1 0

25 Offset Machine Assistant 4 12 4 8 0

26 Machine Attendant (Offset) 2 16 9 7 0

Section Hotder (Binding) 5 6 0 1

28 Binder 4 27 63 0 36

29 Assistant Binde! .) 6 0

30 Heade Mcchanic (Printing & Binding) 1 0 1 0

31 Mechanic (Pringing & Binding) 4 2 0 2 0

Assistart Mechanic (Printing & Binding) 2 4 0 4 0

33 Electrician 4 1 0 I 0

34 wireman 2 2 0 2 0

35 Assistant CtP Machine Operator 2 o 2 0

36 Assistant Digital Press Operator 5 2 o 2 0

TOTAT NOS. OF POST 213 175 114 76

t\,iff(
IASSTT.MANAGER IADMN.)



r
Ar{I{EXURE_Ir

GOVER}IMENT OF INDIA PRESS
1. Temple Street. Kolkata-7OO 072

Detalls of Approved Posts to be Out-Sourced as on OLIOTI?OZS
against SANCTIONED STRENGTH vlde H.Q. o.M. No. 2O|2|2O19-A.III

dated lOth Soptember, 2or24

* O8(Etghtl Staffs are outsourced: [O6 lsix) Securtty Porsonael & O2(two] Sanltatlon Stafft

W
(s.rf.cARAr,

ASSTT.MANAGER IADMN.I

sl.
No.

Name of the Post Approved Post On-Roll
?o be

Out-Sourced
Remarks

1 M.T.S. 2L 15 6

2 Labourer 30 0 30

3 Halwai-cum-Cook 2 0 2

4 Assistant Halwaicum-Cook 2 0 2

5 Clerk 2 0 2

6 Canteen Attendant 4 2 2

TOTAL NOS. OT POST 61 L7 44



AI{NEXIRE.III

GOVERNMENT OF INDIA PRTSS
1. Temple Street. Kolkgta-700 072

Dotalle of Posts Discontinued / To bo Abolished a,s on o]-tortgozs
vtde H.Q. o.M. No. 2al2lzoL9-A.rll dated loth september, 2C,24

TOTAL NOS. OF POST

sl.
No.

Fay
Level



ANNEXURE.IV

GOVERNMENT OF INDIA PRESS
1. Temple Street, Kolkata-7O0 072

Details of Posts Not Sanctloned For Thls Office But Employee On-Roll as on
Oll07l2O25 vide H.Q. O.M. No, 20l2|2O19-A.III dated lOth September,

,r.-.w'
ASSTT.MANAGER IADMN.I

2o.24

sl.
No.

Name of the Post
Pay

Level
On-Roll E>rcess Remarks

1 Stenographer Grade-I 6 1 I

TOTAL NOS. OF POST 1 1



As pn O1.O8.2O2S

sl.
No. Name DesignaHon Office Address Office teiiptone-

_ Nurnber

1

2

Dr. Satyabrttta l(onar CMO (HAG)

corernmenr6ffiila
Press,

l, Tcmple Street, Kolkata
700072

(033) 2237-2559

ulngll
Biswas

Assisternt

ManageriTech,) -Do- -Do-
3 narayan Ciarai Deoulw Mn.a -Do-
4 Pravin Pral<ash

Pa.laskar

-Do-

Technical Officer -Do- -Do-
5 Rekesh Srrl,,

6
ecnnlcal olhcer -Do- -Dn-anoa uollda Tcchniml OlTine" -Do-

7 Rabi Mnkel -Do-

8
ccnnrcal olttcer -Do- -Do-' Technic4 Officer -Do-

9 -Do-Kallra DasguPta Technical Offieer Do-
1.O -Do-satyaJlr ndak J'echnical Oflicer -Do-
11 -l\n-Ll(uP lvlunda Techninnl 0ffi -Do-
12 Braj Bhushan Jha Do-

-Do-
13 I(helarnm n -Do-

l4
l:lead ulerk -Do- -Da-JVlulllok l-Iead Clerk -Do-

15 Prosan ta l\.,tn- -Do-

16 unil I(urnar
Heact Clerk -Do-

-Do-
-Do-

17 handra I( -Do-

t8 3ibhash Bharrmick
rleatd Lllerl( -Do- -Do-
LIcErd Clcr.k -Do-

19 -Do-p lrr. LJas Herlrl Clerl. -Do-
20 fue Mukherjce -Do-

27
Head clerk -Do- -Do-Iialidas Hemh Head Clerk

oa
-Do- -Do-

Badal Chandra Mondal I{ead Clerk -Do- -Do-
23 Samaresh Das

24
orenographer_Gr,l -Do- Da-

sr1ls Mukhelee Stenouranher.-(1r II -Do-
26 Dipankar Maiti

-Do-
26 Soubh Pladhan

Vijery Ift. Vishwakarma

-Do-

27

rnat'rnrlcist -Do- -Do-

Pharmacist -Do- -Do-
28

Nurse
29 Swclpna Srrrkar

-Do- -Do-
U.D.C, -Do-30 -Do-t ol'Et I I]DC -Do-

31 Aloke B;rr"rl -llo-
-Do-

32 Sujit I(r. Barman I)o-
-Do-

33 Dipa Das Chakraborty
-Do-

u.D.C. -Do- -Do-
34 Sanjib Halder

35
U.D.C. -Do- -Do-I)rsrvas

-Do-
36 Prerlin Kr nir

-Do.

37
U.U.U. -Do- -Da-naul Mltra U-D.C -Do-

38 Dilip Naskar Do-
U.D.C. -Do- -Do-

1$lt rtalcler

Accountail t

I-Iead Clerk

-hn-
Pha rrn

Soma Chatterjee

U.D,C.



39 Narayan Chandra Jana U.D.C. -Do- -Do-

40 Pinaki ChattoPadhYaY U.D.C, -Do- -Do-

41 Somnath Chowdhury U.D.C. -Dcl' -Do-

42 Subrata Sarkar U.D,C. -Do- -Do-

43 lndira Sur U.D.C. -Do- -Do-

44 Manasi Sinha U.D.C. -Do- -Do-

45 Qoniit Samnnta u.D.c, -Do- -Do-

u.D.c. -Do- -Do-
46 Raj Guha

-Do- -Do-
47 Subol Podder u.D.c,

48 Ajoy ChoudhurY U.D.C, -Do- -Do-

-Do- -Do-
49 Prasanta RaY u.D.c.

50 Debabrata Bag U.D.C, -Do- -Do-

51 Jayanta ChakrabortY U.D.C. -Do- -Do-

-Do- -Do-
s2 Tapas Dutta U.D.C.

53 Md. Asif U.D.C. -Do- -Do-

54 [Biswanath Bose U.D.C. -Do- -Do-

55 lstrira Prasad Swain U.D.C. -Do- -Do-

56 llkishnendu Mondal U,D.C. -Do- -Do-

37 nirban Sarkar U.D.C. -Do- -Do-

58 Miss RamiYa Kumari U.D.C. -Do- -Do-

-Do- -Do-
59 adev Ram Mardi U.D.C.

60 iL Ri U.D,C -Do- -Do-

U.D.C -Do- -Do-
61 Devanand Singh

62 Sushanta Saha U,D.C. -f)o- -Do-

63 Subrata Kr. Das U.D.C. -Do- -Do-

Sumit BhattachatYYa U.D.C. -Do- -Do-

-Do- -Do-
65 Sayantan Mrr\!9.:99 U.D.C.

Do- -Do-
66 Birendra Kumar U.D.C.

-Do-
61 Pankaj I(umar U.D.C Do-

-Do- -Do-
68 ,hi U.D.C.

I,.D.C -Do- -Do-
69 Tanmoy Neogi

-Do- -Do-
70 Samir l(umar Manna L.D.C.

-Do- .Do-
7L Sanjay Hela M.T.S.

72 Judhistira GochhaYat M.'I"S. -Do- -Do-

M.'t.s. -Do- -Do-
73 Bablu tlazra

-Do- -Do-
74 Bimal Saren M.T.S.

75 lsambhu Balmiki M,T.S. -Do- -Do-

-Do- -Do-
76 Bandhu Rawat M.T.S.

-Do- -Do-
77 Sukanta Ghosh M.T.S.

7a Alpana Chowdhury N,I.T.S. -Do- -Do-

79 Tapas Kr. Das M.T.S. -Do- -Do-

80 Naba Kr. Das M,T.S. -Do- -Do-

81 Padma Roy M.T.S -Do- -Do-

-Do- -Do-
82 Cunjan I(r' Paswan M.T,S.

83 Ankana Saha M.T_s. -Do- -Do-

-Do- -Do-
a4 'Filead er M.T.S,

M.T.S. -Do- -Do-
85 Prabhat lft. Rrrnjan

64


