DIRECTORATE OF PRINTING
MINTO ROAD
NEW DELHI

Information as per Clause (b) of Sub-section 1 of Section 4 of Right to
Information Act, 2005.



4(1)(b)(i) The particulars of Directorate of Printing, Minto Road, New Delhi,
functions and duties:

The Directorate of Printing is an attached office under the Ministry of Housing
and Urban Affairs, Government of India. As per the Government of India (Allocation of
Business) Rules, 1961, it functions as the Government Printer and is responsible for
executing the printing work of all Ministries and Departments of the Government of
India. It undertakes the printing of official publications, reports, manuals, forms, and
confidential documents for both Civil and Defence organizations. The Directorate also
manages the stocking and distribution of various government forms to Ministries and
Departments according to their requirements. It functions as a service organization on a
"No Profit, No Loss" basis, ensuring that government printing needs are met efficiently,
economically, and within the prescribed time. The Directorate has a team of experienced
professionals who provide services to Central Government Ministries and Departments
but also to State Governments, Autonomous Bodies, Universities, Public Sector
Undertakings (PSUs), and other government organizations. Through its expertise, the
Directorate plays an important role in improving printing standards and promoting the
use of modern printing technologies across government institutions.

The Directorate carries out its operations through five Government of India
Presses located across the country. Three presses are situated in New Delhi at Minto
Road, Mayapuri, and Rashtrapati Bhavan, while the other two are located at Nashik in
Maharashtra and Kolkata in West Bengal. These presses are equipped to handle a wide
range of printing requirements and ensure timely execution of important government
publications. The Directorate serves several prestigious organizations, including the Lok
Sabha, Rajya Sabha, Cabinet Secretariat, Prime Minister's Office (PMO), President's
Secretariat, and various Ministries and Departments of the Government of India.One of
the most significant responsibilities of the Directorate is the printing of parliamentary
documents. During Parliament sessions, it undertakes overnight printing of essential
documents such as the List of Business, Question Lists, Bills, Cut Motions, Synopses,
Daily Bulletins, and other sessional papers for circulation among Members of Parliament.
It also prints Standing Committee Reports, manuals, highlights, annual reports, journals,
performance budgets, demands for grants, and various publications required by different
Ministries and Departments. The Directorate ensures that these documents are produced
accurately and delivered within strict deadlines.

Apart from parliamentary work, the Directorate handles several important
national printing assignments. These include all printing requirements of the President's
Secretariat, publications related to Adult Education, reports of the Comptroller and
Auditor General (CAG) of India, reports of Commissions of Inquiry, confidential and
secret publications, standard government forms, postal forms, forms for paramilitary
forces, and printing work connected with Republic Day, Independence Day, and other
official ceremonies. It also prints programmes of Indian and foreign dignitaries visiting
the country. In addition, the Directorate is entrusted with the exclusive e-publication of
the Gazette of India and the Delhi Gazette, ensuring timely dissemination of official
government notifications. Despite increasing demands for desktop publishing,
multicolour offset printing, and high-quality value-added services, the Directorate
consistently maintains high standards of quality, efficiency, and reliability. Through its



extensive printing infrastructure, professional expertise, and commitment to timely
service, the Directorate of Printing continues to play a vital role in supporting the
administrative, legislative, and communication functions of the Government of India.

The category-wise details of staff in Directorate of Printing (HQ), Minto Road, New Delhi
are given as under: -

S.No. | Name of the Posts Group In position
(as on 01.01.2026)
1 Director A 1

(Addl. Charge)

2 Joint Director (Admn.) A 0
3 Deputy Director (CSS) A 2
< Deputy Director (non-CSS) A 1
5 Finance Officer B 1
6 Assistant Director B 8
7 Assistant Director (O.L.) A 0
8 Senior Translator Officer B 1
9 Junior Hindi Translator B 1
10 Private Secretory B 0
11 AS.O. B 27
12 Personal Assistant B 0
13 Accountant C 2
14 Technical officer B 2
15 Steno Grade ‘D’ C 2
16 SSA e 2
17 JSA & 4
18 MTS [ & 11
Grand Total 65

4(1)(b)(ii): The powers and duties of officers and employees of Govt. of India Press, Minto
Road, New Delhi.

As per Annexure -1

4(1)(b)(iii):- The procedure followed in decision making process, including channels of
Supervision and accountability.

The procedure followed in decision making process, including channels of Supervision and
accountability are also mentioned in details in the Compendium of Administrative and

Financial Powers of Officers of Directorate of Printing Presses and Branches.



4(I)(b)(iv): - The norms set by Directorate of Printing, New Delhi for the discharge of

its functions: -

The printing jobs are allocated to the Press by Directorate of Printing, New Delhi with due
consideration to the nature of jobs to be printed, size of machines and other infrastructural
supports available with the Press. The general policy in the matter of discharging the functions
is the disposal of work/jobs as per delivery schedule desired by the Indenter. To achieve this
target, the jobs are prioritized and processed. Although individual outputs are fixed for the
operative hands, working in pre-printing, printing and post- printing branches, such outputs
always do not help to complete the jobs in hand as per the delivery schedule fixed due
to various unforeseen administrative reasons. Therefore, maximum output is obtained from
every operative hand at all stages of execution of the work through motivation and with better
inter- personal relations maintained in the units, and thus the targets are fulfilled. Besides for

the disposal of public grievance cases a period of 21 days is taken.

4(I)(b)(v):- The rules, regulations, manuals and records held by Directorate of Printing,

New Delhi or under its control or used by its employees for discharging its function: -

Directorate of Printing, New Delhi is a pure Central Government Organization and
governed by a set of Rules/Regulations/Instructions contained in the compendium of
administrative and financial powers of officers of Dte. of Printing and the rules framed by
Govt. of India regarding service matters of Employees, viz, Fundamental Rules,
Supplementary Rules, GFR, CTR, Receipts & Payments Rules, Leave Rules besides Factories
Act, Payment of Wages Act, Compensation Act, Recruitment Rules of All the Industrial and
Non-Industrial categories of posts etc. The “Hand Book of Govt. of India Presses” and
“Schedule of Rates” is available on the website of Dte. of Printing.

(4)(I)(b)(vi): - A statement of categories of documents thatare held by Directorate of
Printing, Minto Road, New Delhi or under its control: -

The following documents (unclassified) are held by Directorate of Printing , Minto Road,
New Delhi.

1. Stock and issue ledgers of stores.



2. Log Books of DoP Vehicle.
3. Cash Book.

4.  Receipt Books of cash/cheques.

5. Contingent Bill register.

6. Pay Bill registers.

7.  Vehicles movement register for incoming and outgoing vehicles.
8.  Visitors Register.

9.  GPF ledger for employees.

10. Expenditure control register.

11. Service Books & Leave accounts of individual employees.

4(I)(b)(vii): - Particulars of any arrangement that exists for consultation with or
representation by the member of the public in relation to the formulation of its policy

or implementation thereof: —

Not applicable

4(I)(b)(viii): - A statement of boards, councils, committees and other bodies consisting
of two or more persons constitutes as Directorate of Printing, Minto Road, New Delhi's
part of for the purpose of its advice, and as to whether meetings of these boards,
councils, committees and other bodies are open to the public or minutes of such

meetings as accessible for public:

Not applicable



4(T)(b)(ix): - A directory of officers and employees of Directorate of Printing, Minto Road,
New Delhi: -

As per Annexure-II

4(I)(b)(x): - The monthly remuneration received by officers and employees of Directorate
of Printing, Minto Road including the system of compensation as provided in its
regulations;

As per Annexure III

4(I)(b)(xi): - The Budget allocation to Directorate of Printing, Minto Road, New Delhi
indicating the particulars of all plans, proposed expenditures and reports on
disbursement made:

As per Annexure v

4(I)(b)(xii):- The manner of execution of subsidy programs including the amounts and

the details of beneficiaries of such programs;

Not applicable

4(I)(b)(xiii):- Particulars of recipients of concession, permits or authorization granted by

Directorate of Printing, Minto Road, New Delhi.

Not applicable

4(1)(b)(xiv):- Details in respect of the information available to or held by it, reduced in an

electronic form:
All information available on the website of Directorate of Printing i.e. Dop.nic.in

4(I)(b)(xv):- The particulars of facilities available to citizens for obtaining information

including the working hours of a library or reading room, if maintained for public use:
The Directorate of Printing is not Citizen Oriented Office and therefore does not deal

with the public.

4(I)(b)(xvi): -The names, designation and other particulars of the public information officers: -

As per annexure -V



Phnerure -4

Duties of Officers in the Headquarters of Directorate of Printing

_ Director (Printing) — He is the Head of the Department and all final decision in
all crucial/important matters are decided with his approval. He is the Chairman of
the DPC and also appointing authority for all Group B and some Group C
category posts in the GIPs. He 1s the disciplinary authority for the above group of
officers in the Presses.

2. Additional Director (Admn.) - He is the administrative head in the Directorate
of Printing who is incharge of all matters relating to smooth sailing of activities
on the administrative side. He is the coordinator in all matters between the
Directorate of Printing and the Ministry of Urban Development for decision
making.

3 Joint Director (Tech.)/General Manager (HQ) - He is the technical head in the
Dte. of Printing who has overall responsibility for execution of printing jobs in the
GIPs and maintenance of machinery items for the Presses. He is the Chairman of
the Purchase Committee in the Dte. of Printing for purchase of machinery and
paper items required for the GIPs. He monitors work-load/shortfall of production,
requirement of Presses in respect of machinery, paper, man-power etc. He
advises administration wing while transferring the officers/staff of one Press to
another Press for the smooth functioning.

4. Dy. Secretaries - They are the supervisory officers to scrutinize and for the
disposal of work in respect of Sections/divisions/Dy Directors under them. After
their concurrence, the files/proposals are submitted to the Head of the Deptt.
and/or to the Ministry of UD for final disposal. While one of the Dy. Secretaries
functions as Vigilance Officer for this Directorate, the other officer functions as
Public Relations/Grievances Officer as well as Welfare Officer.

Dy. Director (Admn.) - They are the Branch Officers to the sections/divisions
attached to them. They have overall responsibility relating to scrutinize/speedy
disposal of work allotted to the sections under their charge. They are answerable
to their immediate superior officers and Head of the Department with regard to
each and every case.

6. Dy. Director (Tech.) - They are the Branch Officers to the sections/divisions
aftached to them. They have overall responsibility relating to scrutinize/speedy
disposal of work allotted to the sections under their charge. They are responsible
for the allotment of printing jobs received from other Ministries and Departments
to the Government of India Presses and they are suppose to monitor/liaison with
the Heads of concerned Press for the speedy disposal of the printing jobs. They
are supposed to keep records in respect of paper requirements and production
figures in respect of each Press. They are the Members of the Purchase
Committee in the Directorate of Printing and they have active roles to play with




regard to purchase of machineries and paper requirements for each Government
of India Press. They are answerable to their immediate superior officers and Head
of the Department with regard to each and every case.

. Dy. Director (Procurement) - He is the Branch Officer to the sections/divisions
attached to him. He has overall responsibility relating {o scrutiny/speedy disposal
of work allotted to the sections under his charge. He is one of the Members of the
Purchase Committee in the Directorate of Printing and he has an active role to
play with regard to purchase of machineries and paper requirements for each
Government of India Press.

" Financial Officer — He is the head of the Finance Wing (B&A) of Directorate of
Printing. He is responsible for formulation of RE&BE in respect of demands
relating to Stationery and Printing. He is also responsible for settlement of CAG
paras relating to stationery and printing departments. He also monitors pendency
and recovery of printing charges of GIPs. He also controls budget for Directorate
of Printing proper and all the Government of India Presses. He also renders advice
on financial matters.



No.

Name of the
Section

Subject matter dealt

Establishment
Section

1. All service and establishment matters relating to Group
A,B,C & D employees working in the Directorate of
Printing (Head office).

2.Matters relating to TA,DA.LTC, Pension, HBA, tuition fees,
conveyance, computer advance, festival advance, GPF
withdrawal/advance in respect of officers/officials working in
the Directorate of Printing (H.Q)

3. Uniforms of Group ‘D’ Employees in the Directorate of

Printing(HQ)

4. Matters relating to C.R. of Officers/ staff working in Directorate

of Printing.

5. Purchase of stationery items, computer. Photocopiers etc.in

respect of Headquarter only.

6. Repairs and maintenance of office furniture/equipments.

7. Reimbursement of medical bills in respect of ministerial staff

working in the Directorate of Printing.

8. Matters relating to staff car in the Headquarter.

9. Reimbursement of newspapers bills in the Headquarter.

10. Matters relating to central diary/dispatch and upkeep of

office premises.

Vigilance
Section

I. Complaints, Disciplinary proceedings, examination of
appeals, revision petition, court cases pertaining to GIPs.

2. Monthly summary for cabinet and Monthly and quarterly
return of Anti-corruption and monthly return on disposal

of Disciplinary/vigilance cases

3. Status of disciplinary/vigilance cases

4. Matters relating to conduct rules regarding acquisition /
disposal of property.

5. Review of Punishment orders and Suspension orders of all
GIPs.

6. Circulation of AV series circulars among GIPs.

7. Furnishing Vigilance clearance in respect of employees

of GIPs/Directorate of Printing.

Admn-1
Section

1. Service Matters pertaining to Group ‘C’ and ‘D" employees
(Industrial and Non-Industrial) of all the Government of India
Presses except Kolkata Complex and Accountant.

2. A.C.P. cases pertaining to Group ‘C’ and ‘D’ employees
(Industrial and Non-Industrial of all the Government of India
Presses except Kolkata Complex and Accountant.

3. Framing and Amendment of Recruitment Rules for Group ‘C’
and ‘D’ employees (Industrial and Non-Industrial) of all the
Government of India Presses.




4. Honorarium to press employees.

5. Cash handling allowance to press employees.

6. Parliament Questions.

7. Maintenance of organizational chart, Hindi report etc. for
GIPs.

8. Court cases related to Group ‘C’ and ‘D’ employees of all the
Presses.

9. Inter Press transfers.

10. Pension and Public Grievance cases pertaining to Group ‘C’
and ‘D’ employees (Industrial and Non-Industrial) of all the
Government of India presses except Kilkata Complex and
Accountant.

11. Review Cases pertaining to Group ‘C’ and ‘D’ employees
(industrial and Non-Industrial) of all the Government of India
Presses except Kolkata complex and Accountant.

12. Special Casual Leave pertaining to Group ‘C" and ‘D’
employees (Industrial and Non-Industrial) for all the
Government of India Presses except Kolkata Complex and
Accountant.

Admn-II
Section

. All cadre matters related to Group ‘A’ & “B’ officers in
Government of India Presses.

2. Filling up of the Post of Director (Printing) and Joint
Director (Technical).

3. Recruitment Rules of Group ‘A’ and Group ‘B’ posts in the
Government of India Presses.

4.  All matters relating to Press Medical Officers.

Issue of sanctions towards medical indents for purchase of

medicines and medical appliance by the Presses for use of

the Press dispensary

6.  Issue of sanctions for purchase of LPG/Fuel/Coal/Firewood
etc. to the Presses for use of the Press Canteens

7. Issue of sanctions for Grants in Aid for the Welfare
activities in the Presses

8.  Settlement of all medical claims of all the employees of
Government of India Presses which comes under the
powers of Directorate of Printing.

9.  Grant of compensation amount to the press employees for
any mishap/ injury while on duty.

10.  All other connected miscellaneous work like Parliament
Questions, VIP references, Court cases and P.G. Cases etc.

11.  All matters relating to appointment, promotion, transfer
deputation, delegations, confirmation etc., representations
relating to Group ‘A’ &’B’ Officers of Presses/Branches
and Forms Store including O.P. Branch, Calcutta.

ool




Admn-II1
Section

All liveries matters of GIPs.

All matters pertaining to the Compassionate Appointment of

all GIPs under Directorate of Printing

All matter relating to the post of Accountant /Superintendent.

Creation/abolition/revival of posts in GIPs.

Continuation of temporary post.

Spl. VRS, & VRS. cases in GIPs.

All establishment matter of Group ‘C* and ‘D’ posts of GIPs

located at Kolkata Complex.

8. All court cases pertaining to Compassionate appointments in
Government of India Presses.

9. All court cases pertaining to group ‘C’ and ‘D’ staff of Kolkata
Complex.

10. Reports and returns (VIP/Court cases, Hindi Monthly report,

Public Grievance Monthly report).

N o=
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Admn-1V
Section

1. Unions/Associations in various Government of India Presses-
(i) Recognition,

(i)  demand/representation of the Unions /Associations,

(ili)  deputation/meetings of the representatives of the
recognized Unions/ Associations on their request

(iv)  Issuing notices for the meetings/preparing brief for
the meetings.

(v) Constitution/Re-constitution of Works Committee

2. Items relating to JCM matters- nomination of representatives

etc.

3. Limited Departmental UDC/ Readership Examinations etc.
(Nomination of Paper Setter and Evaluator of Answer Sheets
etc. for the said examinations and Sanction of honorarium to
the Officers).

4. Sanction of Special Casual leave to Office Bearers of

Unions for participation in Union/Activities.

Grant of NOC to employees of GIPs for issuing Passports.

6. Policy decision with regard to Leave in terms of Factories
Act and other various issues like inclusion of HRA/CCA in
Leave encashment, Special pay etc.

7. Fifth Central Pay Commission matters covering various
issues like fixation of pay, stepping up of pay of Group C
and D employees of all GIPs., upgradation of pay scales of
Officers of all categories of Non-Industrial and Industrial
employees of Government of India Presses.

8. Implementation of Court cases arising out of pay fixation
as well as upgradation of pay scales relating to Vth Pay
Commission.

9. Processing of matters/cases for referring to 6" CPC.

10.  Policy decision on All Estates related matters such as-
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