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o up-to-date eﬂitic:n of +the Office Manual Tfor the

Wepartment of Publication has been 8 long felt need. The
&3t office Manual, for +this organizaticn, which was

! -;ﬁymusly knewn as Government of India Publication Eranch,
Tior to 1973, was brought out on 22r4 October, 1948, 1t

"iaa. In two parts, wiz. one contalning information necessary | I
Aor Lthe indentors of a17] categories 1in theip transzactions
Wiith the offiee and the other containing general rules and 7]
Dpartmental Instructions for the guldance of the atarft. b U
-I'E{m..ﬂ i )

n-post 1948 perted; Fhere have/ been soveral adeuctural, ‘
o

hanges in the ¢ tloning o e
Mwwt & uneticon g*.ﬁljg;

tovernment officee. In the nage  of t—hi‘l;uﬂep-ﬂ.ri}rEﬂﬂtinl‘}fE.f:ﬁqe X
chenges have taken place as s FESULt of its—deep study by ."'-'-.
the Department of Personnel and Administrative Ref‘nrni.slk'\_':'
(Minlstry of Hame Affairs), 1n the sevemties. ‘This all has Al
hecezsitated an extensive revision of the Offics Manusgl.
Now it has been updated 1n a combined Yolume. It is
q'urrect&-:!vupta June, 1992 inl:.:c:r'purating mll the :Funut;i::lrnal
changes. ' IWMWM&
I bave no doubt that this will be found useful by all
{ancerne_-_:l,
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PREFACE

Govt. of India Publieation Branch, under the Ministry of-
Worke and Housing had brought out a Manual incorporating
general rules and Departmental instructiones for the
guidance of the staff working in the Department and tha
Mancal was~published in October, 1948. The Publication
Branch was later renamed gz Department of Publicatieon in
1973 under the Minietry of Works & Housing. As a result
of departmentalisation, the Deptt. of Publication now
Tunctions wunder the contral of Minietry of Urban
Development. There have been successive liberalisation of
the gubstantive provisione contained therein with
congequent scores of amendments as also complete
replacemént of chapters relating to procedures and thua -i'
necegsity has actually been felt time and agaln to update
the general rules and Departmental instructions. Al though
everffy effort hae been made to make the Manual &8 i
comprehensive and accurater as possible, it is quite i1
peseible that & few omissions may be noticed 4in +the 4
cempllation, which is now published after a gap of 4L
Years in a gingle volume.

This edition has been brought out incorperating all tha 8
avallable dmendments issued so far as aleo the wvarious
orders, pending thelr codification containing Chapters. 1
to X with 12 Appendices with full informatisn and
functions with a view to_plan, promete and  achieve
efficlency and desired chjectives in this Department as
well as to our dealing with agents. - e

Depariment of Publication 18 the secend largast puhlinhw?\#
Gtocklist, Distributor and seller of Govt. publications in' P
the world, handling over 5L,000 titles including 207 N
Journale and Gazette of Indla all parts (Weekly and 4
Extracrdinary}) and Delhi® fazette. The Department (SiES
undertakes the insertion of adverticements 4in Covh, i
publications and Pericdieals st very moderate and. s
economical rates. The Peptt. also earns forelpgn exchange "9 oth
through sale of bocks dbroat. s L

I am” indebted’| to” shri &N Chakraborty, exController fﬁ’hrl.' i
Publications for the basic work done by him {(for revigion
of this Manusl)which has now bean updated. ' 5
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CHAFTER I no1
INTRODUCTION

1. Brief history of the Department of Fublicatlon.

The Central Fublication Branch (now the
Departsent of Fublication) was established in
Celeutta on 1.4.1924 with a retail book shop attached
thereto. Bafore that such of the functions were
performed by a gection known as Bublication Section in
the Covermment of India Press, Mmttln. The Central
Fublication Branch functioned as inmrulnl organisation

during the year 1928=29 to 4930=31, In 1932, the Brandcs

{excluding the Book Shop later on called Book Depot) was

transferred to Delhi, The Manager of Central Fublication

Branch was renamed as Manager of Fublications in 1933.
The Branch was renaved as Govt. of India Fublicatiom
Eranch in 13.""9 under notification No. A=GE dated
11-2-1948 from the Minisiry of Works, Mines and FoweTy -
New Delhi {.E.Ihm*ﬁ-mfﬁﬂ'fﬁ'?'ﬁ.ﬁﬁtlﬂ 10. 5. 1948 fThE
Kitab Mahal (Publication Emporium)- retail shop of the
Pi.l'hﬂﬁlt-iwl Brnnuh was opened by the Hon'ble Minister
Shri rm u.um Ministry of Works, Mines and Fower
on 9th July 4948. At present it is housed in the Stute
Euporis futlding Unit No. 21, Baba Kngrag Singh Farg,
Hew 'ﬂﬂlﬂu The Fublication Branch functioned as a
&Iharﬂn-ﬂ office of the i:ﬂtitﬂﬂ Chief Controller
'uI ;If:d.ut#.n; and Stationery, till ﬁu end of February
19?3+ H:II 14 3:1973, the printing ﬂl.ll Etnﬂnmrjr
pnrtﬂnt was trifurcated into ﬁlﬂi geparate
: ﬂlﬁ.rt;ﬁntt. viz, Dm:tnrqt:u of Printing, Depart.
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; ; 'Divigion. would consist of (a) Periodical Branch (b)
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of Stationery and Department of Fublication vide Gowt.
of Indis , Ministry of Works & Housing, New Delhi
regolution No, I=11012/3/73-FI dated 5.2.1973 published
in Part I Section I of the Gazette of India. Thereafter,
the Department of Publication came into existance as full
fledged Department under the linistry of works & Housing ..
(now Ministry of Urban Development) with Controller of e
Publications (Grade '"A*) as its head. The post of Manager
of Fublications was abolished/held in abeyance and the
posts of Controller of Fublications, Deputy Controller of
Publications and Financial Officer (Grade 'B') were created
for this Department vide Ministmy of Werks & Housing
letter Mo, I-11012/3/72-PI(4i) dated 6.1.1973.
2. Organisation of the Department. i
The Department of Publicatien is an independent |
organisation directly functioning as subordinate to
the Govt. of India, Minigtry of Urnban Develcpment,
Mew Delhi, It ie a service Department as defined in fule o
59 of Agoount Code Vol. I(cf Gevt, of India, Late Deptt,. -
of Industries and Labour O.F. No. A=436 dated 10.11.1930. ¢
After a thorough study intd the working this Department £
since 1971, the Administrative Reforms ¥ing of the Deptt.
of R_:.-ln;inn-el & Administrative Heforms made ecertain
recommendations on the staffing pattern of this Department
ag per their IXth and last report subsitted to the Covt,
in January,1978. Para 99.2 of the report regarding the
re-organisation of the department is reproduced below:-

99.2  t The raﬂm organisational structure and shffing
dem suggested nfe g.t-.ren in the succeeding paragraphs.
Etn‘hqd briefly, the Department of Fublicationwould be
devided into two.divisions, viz, Administration Division
and lhrkﬂt.lna‘ Diﬂ.ﬂ.'hn Each of thr'.-st Divisions would be
headed by a Deputy Controller. Each of the Divigions is
divided into threé Brm:.he 8« Thus the fmi.ﬁiumtinn
plﬂsiou would consist of (a) Administration Branch (b)
siness Branch end (o) Finance. Branch.  The¥arkating |
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Sales Branch and (c) Store Branch. Each of these Eranches i&ﬁ
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is dévided into adéquate numnber of Sections on a
functional basis, the detalls of which are given below.
The Financial Branch is to be hesded by a Financial
Officer wheress the remaining five Branches would be
headed by Assistant Controllers.

The post of Deputy Controller (Marketing
Grade 'A') end one post of Assistant Contreller of
Riblications(Feriodical) (Grade 'B') were -:rantnd"uy
the Govt. of India in Jan., 1979 vide Ministry of Works
& Houging, New Delni Q.M. No, A=11013/1/78-FBN dated
B,1«197% cn the basis of above mentioned rtennn;ndatlﬂn
of the DPFRAR. .

For efficlent functioning of thelepartment and
patter coordination, the Business Branch was subsequently
plaged under the charge 0% Daputy ﬂmtrnllﬂr[l'-hrku‘.;;mﬂ}
Vel Ly 26.491985, '

Organisation chart showing the existing structurs
of the Department is annexed as appendix-I1, Details
of the Sections under each and every branch Officer,
tﬂiﬂ ﬂnﬂﬂﬂnl and gllied matters have been incorporated

in the mﬁﬂ.ﬁlﬂ; chapters. Prior to the re~organisation
' ntﬁu Department as per the recommndations of the
D-M-Rq the structural position of this Dlp.n.rt.nlr:rt has
ﬂﬂhin shown in Appendix=II,

mum&ma

. The :uunt:.m- of the n-p.m-m ot Bibaicavient.
are mainly publishing, Storage, dut;rﬂm:-mn and sale




iy

of Priced Rublications/rericdicals brought out by the
various Ministries/Departmenta of the Govt, of India
including Gazette of India and Delhi Gazetts through
out India snd abroad either diregt or through suthorised
Sale Agents. Most of the unpriced g¢nd non saleable
restricted/secret Army Fublications are also published,
stocked and distributed by thés Department according to
the instructions from theDe fonce Authorities concerned.
Another important function of this Depar tment
is to secure advertisements from commereial firma, Govi.
undertakings, 8tationary Bodiss and public for publishing
in Govt, publications/pericdicals publighed by it and
declared cpan for advertissments,

-
%

CHAFTER=-1X

Administration & Estgblishment.

The status of the Govt. of Indis Fublication Branch,
which was previcusly a subordinate Qffice of the earstwhile
office of the C.C.F. & 5. was rsised as per recommendations
of the D.F.& ARy contained in their 3rd report to a full
f.'l.uﬂﬂl Dl;:u"l:ﬂ:lt under the Hﬂltﬁ of Works & Housing
(now Ministry of Urban Developgent) w.e.fs 1.3:1973 vide
Kinigtry of Works & Housing Resolution No,I~11012/3/72~FI
Dlhgﬂl.-’ ii'lﬁﬂh The Officer-Incharge of the publicatioms
pn-rl.nully Jmum as the Manazer of Puhlicnﬂ.nm wes

Bolw "-'..:

e ed as tl:- Controller of h:hlln:tlﬁn{ﬂndl'a'}
rl.l:lﬁl’*ﬁ lh‘h'll as Head of Department miu‘u& by ¢
one I'I.’IIH’ Gontroller of Fublicaticns (Grade "4A')

- # ey
e T

o
e ——a |

g



(head of office) and four Assistant Controllers of
Publicaticns (CGrade 'B'), one Finsncial Officer(Grade'B’ }
The post of Asslstant Eanager of Fublication was also
redesiemated as Assistant Controller of Publications.

2« Cn the basis of recommendations of the DPdsi
contained in pars 99-2 of their IXth Heport on the
staffing pattern of this Department one post of Deputy
Controller of Publications(Marketing Grede 'B') and one
post of Asaistant Controller of Fublications{Fericdicals)
(Grade 'B') were created vide Ministry of Works & Housing
Letter No., A=711013/1/78=FEN dated B.2,1979%

. 9 One post of Hindi Officer{Grade 'B') was also
ereatad vide Finistry of vorks & Housing (Finance
Division) u.o. Mo. 2991=4&/0-111(b)/BO0 dated 11.12.1960

pecelved under Ministry of Works & Housing u.o. Mo, 48135/
80/3&P dated “17.12.80.,

bx Based on the mbove pattern, duties and

responsibilities of the above mentioned Officers are

hﬂlm !1\'1!! belowi=

mﬂlr of Publications,

¢ He .u- declared as Head of Defmrtment under {1}

thlﬁli[:_;iun of financiel a1 povers rules and (2) s.n..z

(10). Ihl-Mministratiﬂ and Financlal powers vested

ﬂt‘l} him ,ﬂ'l' ind icated in hpplﬂﬁr I

2 Deputy Gmtrullnr of mblhﬂim{ﬂunlup'nthnl
e TL ey u declared as Head ut u:nu for the purpose
n: Hﬁm financial rules undqan tinanciel rules

i ~umtn- Rule 13(3) of the d-:l.qgut.lnn “of financial power L
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rules 1978, The Administrative and finamcial powers
delegated to him are Indicsted In Appendix, Ht. is
the Divisilonal Head of the Administration Division,
coneisting of the. following Branches of this
Departsant, "

i) Administration EBranch

ii ) Finance Branch
3. Deputy Controller of Publications(Marketing).

He is the Divisional Head of Marketing Division

conglsting of"the following EBranches in this Departmenti-

i) Store Eranch
i1) Sale Branch i
ii11) Periodical EBranch
iv) Business-Branch
L. Financlal Officer.
Under the powers conferred vide article 42
of T.is Vol. I read with :ule 14 of the Hlluslti;:m of
Finencial Fowers fules, 1978, the Fimanclal Officer
has been authorised to act on behalf of the ' HEnTl-l
of Office® Loy ttu purposes .f.nlih'ul'hll hll-ll'll-
1) To act on behalf of the **Head of ‘Eﬂiﬂ‘ )
as drawing and disbursing Officer for nu_nttu& Officers
for their pay and allowances on Establishment pay- bill
(T.3.22)s
i1) ‘!'u I.’lsn 111 Eat‘l:. pay b.llh (. uanthljr

::.E.l.. u.hh m: ‘and u:l.tmﬂnl-. Humnr:l-uh

" Tahey Deds LT-E- and festival advance etg, and draw

payment on them,
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141 ) To sign, all consignment bills and pass bills
for electric end water charges, bullding rent, Foats &
Telegraph charges, Terminal Iax, Service Fostage Stamps,
Railway freight end Transport charges and draw money
for payment to the concerned gathorities.

iy ) To sametion contigent expenditure to the
extent of Ra, 10/= in each case. ;

¥ ) To sign Cash Book and Contingent Reglster.

vi) T endorse checues of Estt. and like cheques
being drawing and disbursing BIfficer. .

vil) To sigmn Muster fAcll bills and draw payment &n
contingent bills for peyment/disbursement. -

viil) To refund money ugalnst the cases recelved in
cagh ssction. He is suthorised to refund the balance
amount to indentors through cash section, The amount

ranging for Rs, 1/=- onwards.
ix) To keep keys of iron safe of cash sectlon,

x ) T  mgke physical verificition/snsh I8 Had
as Govt. orders on the subjeet. The powers referred to
above are subject to the condition that he will ba working
under the i.l.re,ﬂ charge of Dy. t‘.hntrf:ﬂir of Fublication
(Admn,) and will have the orders on :itl important ‘matters
that may ariss in day t.n day working.
be (2) He isaleo responigble for getting physical
: ﬂr!.ﬂﬂ'ﬂﬁn uf stores in tiis Department as well as
:u: B}ﬂk ﬂph'l:-ﬁ .l:ml Ei,h Counters of this Department. _
by ﬂl} Ha i-l the Innhnrﬂl of ﬂnnm:l branch ﬂl’.‘ll'.l.li:ltinl
of the following sections dealing with the subjects
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briefly indlested agalnst each.
i ) Internal Audit Unit,

This section 1z headed by g Supervising Officer,
Ltz function is checking of entties in Store ladgers
with reference to the wouchers.

i1) Progressive Stock Takimg.

Thie section is htnl:llrﬂ.hbr & Superviging Officer.
Tts function is physical vérification of stores with
different Store Keepers/Dy, Store Keepers in the main
office by rotation. As per reorganigation of sections
.= per recommendations of the DF&AR the pames of section
shall be as under.

1i1) Accounte- L.

This section is headed by 21 s.countant. It
nundles scecunts relating to storage and distribution
of publications and over sll publication store accounts.

iv) Acoounts-II

This section is headed by an Acecuntant. It
handles accounts relating to sale of publications on
aredit basis snd maintenance of deposit setounte.

v) mt-m
This ﬂpﬂﬂl‘l is headed Dby an Anwmtant. it
desls with Egtablishment Accounts and over all budgeting.
vi) .'Euh Section
m;-nﬂmhhl&&edhrmmﬁmn
Its maln funetion ie drawal and di-hrnnnt of all
payments ,lf-ht:tn: to Establishment, :I_H‘L_Irt of cash
drafts; cheques ate. in respect of cost of publications/
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advertisements etec, and their deposit in Reserve Bank
of Indla.
vil) Advertissment(BLi11) Section.
This section is headed by a Hesd Clerk., It main

e function is billing and realisation of charges for
classified sdvertisesents appearing in Indign Trade
~ Journal. B

5, Assistant Controller of Fublications(admm, ).

He is the Incharge of Adsn, Branch coneisting
of the following sections dealing with the subjects
briefly indictated ageinst cachi~-

= i) Elté,'bliuhmn? Section,

This sectldn 1z headed by a Supervising Officer,
It dmals with sppointe=nts, promotions, [necrements,
mgintenance of service Looks and personal files, leave,
penslon; nlli;hnt of rezidential Govi. accommodation,
CyGyHiSs and ;:1:11:5. rugarﬁing reinbursemsnts of Tution
fee/CiE.ds and other service matters,

1) 0.& M Section (Vigilence)

Ihis an::tl.tm is headed by a Supsrintendent,
It hmﬂhl ;11 disciplinary cases,; complaints,
ndltu.l:ltrltiﬂ and v.i.g.tlnnu reports; returns, parliament
questions end work relating to resorganisation and
méthod and security etc.
" 411) General section.

* Inis section is headed by a Heed Clerk, It

carries on procurement and issure of stores, furnitures,
_gtationery, liveries end keeping their stock ledgers,
office mccommodation, contracts, disposal of unssrviceable
articles and maintengnce of office accommodations.
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iv ) . Central Reglstry and Typing Section.
This s=ction is headed by a Head Clerk. Its main
function is to receive the incoming dak, sorting,
diarising and transmission _of the same to the resrective
sections, despateh of outgoing dak, maintenance of
sarvies postage etamps accounts, and typing and eyclostyling

work.
6. Assistant Controller of Fublication(Business).
He ig incharge of Business Branch consisting of
the following sections dealing with the subjects briefly
indicated agginst esachi=
i ) Fublighing Section. 5
Handleg igpsue of print orders, allotment of symbol
Nos., Lficebion cf-pete-pedes, release and initial distribution
of one time publications and also supply of publications on
complementary basgis. -
i{ ) Mvertisement Section,
This section is headed by a Supervising Officer.
It deals with sprointment of agents, thq.i.r n:rl-im.!n.lltmtinn,
prouction end termination, all display advertisenents
~ 4in periodicals including I.T.J., Hﬂl‘,‘tinlunt: in ﬂI.Ilttl g
of Indla, Délhi Cazette, preparation of 6i11s in regpect
of Advertigsments in Gazette of India and Delhi Gazette,
maintensnce of accounts. Farticipstion inm Book Fairs/
 Exhibitions qnd ldn.tn.i.ltnt-lnn ﬂf Sele Blpcit:fslli Counters.
Hl} Hudlng Out Erqtl.nn
'I'h:ll. -lutiun is hiﬂl-t br a Supervising Officer.
It.unrltrhkln the work relating to weeding out obsolets/

s
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surplus civil publicaticns and periodicals and maintenance
of waste paper accounts,

iv ) Govt, of India BSook Depot; Calcutta,. Kitab Nahal,
lew Delhi and Sale Counters at main office, C.5.H. Bullding,,
Udyog Bhawan, U.F.5.C., Delhi High Court and Sale Depots
opened in future, The dutisg/functions of the existing
sale depots/sale countsrs have bean defined«in suceeding
chapteras.

7. Assistant Controller of Fublications(Stores).

He ig Incharge of Store Branch consisting of the
following sections dealing with the mibjects briefly
indicated against’ ewuc

{ ) Recelpt & feturn Store Section.

This stction 12 headed by a Store Keeper. Its
sainfunction iste recelve printed coples of Civil
fublications from different Oovi., as well as private
presses, arranging initial supply of ¢ne time publications
as per instructions received from publishing section,
naintenance of recelpt registers, and distributing the
copies amongst whole sele store and differeft retail
stores 'and preparation of Return forms in respect of the
publications received back n-ni the' indentorss

{1) whole gsle store section.

This section is headed by a Deputy Store Rnper.
Its main function is storing the bulk nh:rk n.'l' civil
;m‘humm: received from thlipt l’l:d thu'n n.tuﬂ
'untm. pupplying copies to ﬂ.lﬂlmt retail utnr-l
nﬂti_.ﬁﬂl as per their requisitions end maintenance of
store ledgers.
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1ii ) Retail Store Section,

This s=ction is headed by a Deputy Store Keeper,
Its main function is maintenance of retall store of
cdvil publicaticns of certaln Ministries/Departrents,
supplying copies to civil Despatch Section alonpwith
vouchers/indente received from different sale sections
and maintsnance.

iv) Retail Store~II Sectlon,

This sectlion ia headed by a Deputy Store Heseoepr,
Its maln function ig meaintenance of retaill stor 1vil
pablicetions of certain Ministries/Departments l pplying
coples to civil Despetch Section alongwith rele
vouchers/indents received from different sale ascctions and
mgintenance of their store ledgers.

v ) Despatch Section (Civil),

This section is headed by a Head Clerk. [t handles
despatching of all outgoing packets/consignments, bringing
inwerds consignments from different Rallway Stetions at
Delhi/lew Delhi and other allied work,

vi) Army Section. '
This section is headed by & Superintendent.
Its fmnction is to deal with all sort of indents in
respect of supply of Army Fublications,
vii ) Army store sectiomn,
This section is headed H A Etun Iﬂplr.
Itp function is to receive Iﬂdl I.HI,F mbummu.
from the different Govt. of Indis Presses, supplying
the coples of Army R:buntldi; a8 per vouchers/indenta
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received from Army Section and maintenance of store
ledgers, This section is sleo responsible for waeding out
of obgolate army publications In consultation with the
Departesnts concemeds

viil ) Army Despateh Seotiom:

Thia section is headed tur s Hoad Cerk. It handles
despatching of Army publiecations o the indentors.
8. Assistent Controller of Publieation (Sales).

He is incharge of Sakes m onagleting of the
following esctions dealing with the subjeets briefly
indicated against each i=-

" §) Indent & sSaliy I Ssetiom;

This seoticn is heoaded by a Superviging Officar.
The Bein function of this eéetion is to deal with indents
from Oovt. parties for supply of Oevt. pablieations on
gredit basis end also om Ilﬂh.:ll-

! ii ) Indent & Sale II Ssetions

This section is headed -ﬁ 8 Supervising officers
It deals with indents ﬂﬂﬂwﬂ egants (local and
butsiders including foreign) # H— ssle depots and
 sele gounters of this mm#nw of Govt.

& publicationse
§14 ) Mdent & Sale-IIl m&u

It desls with all indents m
by VePiP
iv ) mﬂm-nﬁgg-ﬂ
This section is Mﬂ#%ﬂdﬁu officer.
It deals with all indents for r,nl.?;l‘.l' of Govt. publications
on prespayment,



" 119

v ) General Eaguiry Section.
This s=ction is headed by & Supervising Dfflcer.
l T+ deals with all sort of enguiries about the aval labliky
1 am prices of Govt: publications,.
vi ) Catelogue Section. -

This-section iz hesded by a Librarian. Ita

function i8 cateloguing and preparing index card in

I regpect of each publication received in this Department .
release of lists of fresh arrivals and publicity of
‘ Govt. publications.

9.1 Assistant Controller of Publications{Periodicals) .
e is Incharge of che Pericdigal Bramch
I ~onsisting of the following sections dealing with the.

subjects briefly indicated agsinst eschs-

i) Periodical Section.

This section is headed by a Supervising OFficer.

Tes function is realisation of subscriptiens, enlistmant
of subscribers for all periodicals othar than Gazette
of India and Delhi Cagpette and arranging their distribucions

supply to the subscribers/indentors.

L}
™ -

i1) CGazette Section. _ .

Thie section is hesded by a lﬂ_;:-h-ilsl,nq_ officer.
This section deals with the work regarding realisation
of subscriptions, enlistment of subscribera for Gazette
of Indis andDelhi Gazette and lrrunqlu! th-i.ir.'_g.l.nt.rih.lr.imlf
supply to ﬂhﬂfihrlfi-qﬂ:lﬂntm;' - o el -

141 ) Addressograph Sectiom.
This section is heeded by Senier Mdressograph

=
Pl
H
L

Operator under the over-all supervision of Supervising

= pnich
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CEficer, Paricdical Section. TYTta function is
enbossing addreas plates of subscribers in respachy
of all periodicals and preparing address labals as
per instructions from the pariodi cal nd Gamzette
Section., This section alsc smbocasing address plates

of Army Units and prepars address lables for
distribotion of Army Fublicaticona to Army Units as
per instructiona from Army Section.

iv) Cazette Distribution Unit at Gowt, of Indl a Press
Mayepuri, Mew Delid. ‘

This unit is headed by & Head Cleark. The
function uf. this unit is packing of jasuss of the Gazatte
of India and Delhd Gasetee u§ per address labels received
Erom Gasette 3ection anc o g8t uhe p.:h;u despatchad
through the publication sorting office in the
main office.

v ) Store and Despatch(FPericdical) Section.

This section is ' aded by & Deputy Score Keeper.
It deals with receipt, stocking and issus of period cals
including Gagette of India and Delhi Gagette,

10. Hipdi Officer,

Me 18 Incharge of Hindi Cell who undertake ail

Hind{ work including Mindi cyping.

5. A detalled statement showing pmhulnri

.I'vii designaetion, number of posts, o, -ml date u!
sanction armd rite of pay) of a1fferent ﬂmﬂ
of officers and staff in the Department of Publicetion
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iz given in Appendix NO. ..cccasas
6, The cash Sircar., the Senior fddressograph
operator and Junior Addresssgraph Operator are also
treated as including in the Ministrisl establishsent
(cf TP&S(1) Memorandum Mo, 20/42/45-A4F dated
19th May, 194%,) -

CHAPTER-XII

Office Procedure -« General Routine,
1. Opaning of Dak:

All the incoming Dak ordinary as well as registere
are received In Central Registry and opsned by the
Head Clerk of that seetion. The complete drill of editcinc
dierising and sending che receipts to the segticns
copcermed has been dectailsd in the Chapter of Central
Registry and Type Seetion.

2e Cuwstions in the legislatures

The disposal of questions in the legislature
is given precedsnce ower all other work amd enquiries
made by the Ministry are to bs returned with replies
‘within 24 hours of their receipt ss a gensral Fule.

R Poreign diplomatic Missions,

Cases relating to foreign diplomastic misslons

in this emnu'r :hwid be given top prhr.l":r and a8 a
rule mmﬂlhﬂjlﬁ I-I:,.pt pending lu‘lﬂtthu
fifteen days. Thin may/ ‘exception to tﬂl ﬂll .'I.n
cases in which questions of phblicy are lnﬂl.tll. tut

even in such cases thers should be no unlu!.tllhr

(c.£, Memo IIn.J,!:::I dated 10.2.1948 of the Govt. of India
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Minietry of Works, Mines and Power = CP&S endorssment
Ho,565/P8/48/986=P5 dated the 23rd Feb.,1968).
4. Raports and Returmns.

A list of Reports i;'ui Recurnes due for -uhim&u
on varicus dates to the Ministry or to other authorities
is given in Appendix = to this Mannual. The hesds of
sections will be held personally responsible for
ensuring that these reports and returns are not only
submitted in office but also sent out by the due

dates.

S« Ganeral Guties of Heads of Sections,

While the e ade of many of the Sections hos
to pexrform some special ducies called for by the
particni lar nature of work required to be donein thair
sections and sufth dutids have been detailed, whers-
ever nicllllrf_; in thl_ r!lpeétiu. chapters, thehead of
each section is required to carry out the following
general dutiesie

a ) To II.I::.;I"FIH the working of the ssgklon as
a whole Iﬂd -lrl'nﬁgl for speedy and tl.lll:r:'ﬂ:l.l]_wld of
all 1&-::, of nm.*.l: therein.

b ‘l Tuﬂhuk all thefiles to be put up to the
management and see that they are correct in all respects.
a .'I' 'l'u llﬂﬂr himgelf that the routine repliss

that hlﬁ lul-.hhﬂnﬁ to sign on behalf of the ll'uu:h
Officer or thl_cuur.ru.u-r,my Controller ni-_rﬂunum-
are not enly cqt*mt. but also do no contain any thing

which should not issue under the signature of the
head of section,
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d) To edit the dak of the section in Central
Registry and Type Saction, EO watch that the urgent and
irmediate ﬂakfcasan. marked by him to the dealing clarks
are disposed off according to their urgency and to report
Aisposel of unofficial ceses to the Branch Officer concae med
as requirad.

a ) Tn pass f£ile orders on letters and files which

raquire no further action and see that record are propercly

maintained.

£ ) To ensure the cbhservance of all officlial crd=rs
and inatructions and alsc to Sconomy ordere by all in che
saction.

g ) To srrange for the proper ciroulstion of officeE
orcders and clirculars in ;-.ru ssotion amd foar bringing
partlﬂull.l."lr all orders sffscking ﬂ.ﬂiﬂl rights to the
notice of sach member of tha staff in the ;ictim.

h ) To mark and maintain the ltm::; regietar of
the section.

{ ) To deal perscnally with confidential anc very
{mportant cases and to watoh the propér dimposal of reminders.

{ } To ses that every clerk iﬂﬁtﬂnl, the disposal
register lnﬁ to check them daily. e .

k) 'rn ensure that all returns are submitted in due
time and registers are properly -;:I.nuln-l

1 ) To maintain a standing order book containing

'u!ﬂc:l uﬂun, important :u!..i.nnl mll {nstructions effecting

thnl-et.l.m etqg.
m ) To snsure that arrear reports are duly submitted

and work on an absentecs' seat is attended to. To examine
once in a week, viz. on Monday, the tables and drawers of
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gach seat a8 well as the racks in the pegtion in order
to satisfy himself that all arrears in hand have been
correctly shown in the &rrsar reports.

n ) To keep confidential £{les and the code of
other books required for use in the section in his
personal capacity.

@ ) To arrange for the issue of reminders at regular
intervals in “suspence’ casos. -

p ) To see that nc member of the staff of his
gection granted leave on lrrm'.'linfl certifica e, returns
to duty without producing the prescribed fitness certif icate
arnd _-pe':rl.ﬂ:: permiasion of che Hranch Officer concerrms d
ared that in Ehe case of persons on laays other than medical
certificate a proper joining r=port (Except where -I:-i-.ﬂui.'-'
leave ia copcerned) is submitted tnru;gh him ard his Sranch
Officer te Establishment section on the very date of
returnm foom leave,

g ) To ensure that the casual leave and the
restricted Holiday account of every member of the staff
in his section {8 properly maintained under attestation
of the Branch OCfificer concermed in the prescribed

- form S=189, : _

r ) 'Te bring without delay tu-éhl notice of
Establismment section through his Branch Officer concerned _
any case of absence ir.'l.t'_l'mt report in his sectien, :

: s ) To mantain a list of office sesls which are used
_in his section. He is pereonally respoasjble for the safe
custody of the seals.). If any seal is lost, mislaid
or required to be destroyed, the matter must be brought
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to the notice of the Head of Cffice throygh his
Branch OCfficer at once by the head of the section.

t } To maintain an inventory register for the

furniture in their ssction.
u )} To ensure that the room occupied by the section

under his chxge is maintained in a neat and tidy condition.
ATTENDANCE

6o 1 ) Working hourss:

The Department of Publication 1s regquired to follow
in this zegard the general orders igsyed by the Govt. o: 4 i
Indie, “s per Govt. of India decision contained in
Jepartment of Personnel & Training O.M, Nog lififuﬁ-:J s
dated 21.541985, 5 days working week from Monday was
introduced in Civil Mainistrative Offices of the Gove, '
of India w.e.f, 3.6:1985, T o make up the closed Suturda,s, |iwo!
the working hours pef day during the § days week, when .' .,
the office ls open, were increased by one hour. Accordin: Ly L'i"
the working hours of all the attached and Subordinate
offices Of the Govt, of India fixed from 9:30 A M. to
6.00F.M. with half an heur lunch break frem 1.30 .M.
to 2.00 PuM, or uq'qmiu. later on £ixed by Govt. of India.
Some of the carestaking staff viz. Safalwalas ﬂ‘uhllh!
ete, have to plﬂm their duties in two -hﬂu. “I'I'm«lrf
timinga of hﬂth Ehlj!’dﬂ:i were also nhmgﬁ w.e.f, |
3.8, 1985 uuj_upn- :

Ist shift 'n-:. R:20 A, o tiu& n.i-:.'

Znd shift !rﬂlhlﬂ PoM. to l$a30 P.m.

The uncﬂd‘.uq hours of Govt. of India Book Depot,
Calocutta, l:lt-hl Il-lu '+ New Delhi and various Sale Counters

:-.l J
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in Delhi/New Delhi were also fixad from 10.00 A.M.
eEo ﬁ.ﬂﬂ pl M H..'i- 3«-5-19‘35--
- iiiMarking in Attendance Regist=r:

Attendance Register in form 5.37 is to be maintained

[

in easch section. Every member of droup °'C° staff should,
on arrival enter in ink his initials cogether with the time of

arrival clesrly sgainst his name in the relevant date 3
column against the letter 'A'. The atrendancecf Group 'ﬂ'l;i&'" “‘,f
Staff s to be marked by the Head of the Section concerned a {

ot _*_‘.-‘.j.'.i-

gilving the time of arrival. At 9.40 A M., the attendamce : At

ragister shoculd be sent to the Branch Officer cencerned {rt_,.ﬁ-_q,-ir-_w

by the head of section indicating the non=attendance as "'*""‘"""lrf,."_ﬂ /
par instructions appearing em the attandance ragister j_j?
itself ., Any person arriving tharcaft=r will mrk his e G

attendance in the register in the room of the Branch Officer 7 ol
L~ B A
whao should ltr.nl: the late attendance. While leaving office . Bl
at the end of the working hours every member of Group 'E' ol

staff should _::-::E:d his initials with the time of departure

—

L

in the space rlj'lll.:l_f.‘llt the lﬂ:t_ﬂr ‘D' against his name. The
departure t-llul n'!’_=ﬂthn'E' staff is to be given by the
head of the ssctitn himself,

111 ) The -tﬁﬂiﬂﬂ registsr is to be maintained
by the lmad n-£ the section perscnally and kept yp to dtr.-l'_
by posting the casual leave etc, The head of secticn 8
_unh the pmutﬁiut: of staff in his section, He lhuu

be very particular in scrutinising the attendance regis
and ,ﬂnhil'd.m Cely q.ﬂﬂﬂl‘h late attendance as per Oove,

instructionsa circulated from time to time,
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dv) The lunch hour must be scrupulously observed’
not only by the subordinate staff but also by the

Supervisory Officlals=ofilcers. Feriodical surprise .

ehecks should be made by the Supervisory Officlals/
Officers to ensure that the staff under thn"dn not

overatay the lunch hours.
Ts Diariging of Latterst:
i) Wich effect from Iat April, 1965, all diary work

was centralissd in B! Section ( now Central Registry and
Type Sectionl). MNo Section is required to rsdiarise the
letters receivad duly diarised from Central Registry
& Typa Section,
ii) The form DP 116 is used Ly Central Regietry
& Type Section to diarise the lettera. Col. 1 to 4 %
the form are to be filled up by that sectichs .__——J
iii ) Diarising is done in loocse sheets (DP 116)
in triplicate with the use of ball psn and Elr'h'lh
Writing should be very ligible and neat. Not more
than 5 letters/indents should be entered on m
Both sides of the form are to 'hu usad,
iv) El'rill of diary numbers are allatted to vlﬂnui
aection avery _wlr. : i
v ) The indente are diarised separataly. |
wi ) The letters/communication which l'I:'l received
4n ﬂriuun ssctions otharwise than through f.'.lt.'h Hﬁiﬁ.
are to be diarised 1n the sections unm:amd in n -l‘ﬂl.!tli‘:

in not in loose sheets, (DF 116). The separate series pl!
diary numbers for diary in the sections are .uitn;l to the

varioue section.
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vii ) The detailed procedure of diarising the .
|
lectors/indents in C.R.7T. Sactlon end sending the same
to the sections conceined is narrated in the chapter bd :
| &

.. T, Ssction: (c.f.0.1. Wo.10/CEN/64 dated 25‘.!.1‘“5]"?

Ba Pﬂmﬂ: disposal of public correaspondence: |

i1 ) All communications £rom M.P.'s, Minletry of
State Govts., recognised Asscciations, Public bﬂ.i.n- and
mamberas of public generally., which can not be answered |
promptly should hlr aghknowledged suitably. If any auch ||
commanication 18 wrongly addressad to this Department, |
it should be tt-uf-rrn;l promptly to the appropriate ":.
department under intimation to the party concerned.
In mph casas whers delay lw-anl.';i-r.'lphtﬂ in sending n:ut
a £inal reply, an interim reply should be sent at the
sarlisst possible stage, ind cating wherever possible,
the approximate date by q;ni:-h £inal reply may be expecred,
ii ) The replies of such communications should be I|

got approved and issued over t/ . e signature of the EMtrLllll.'
|

of Publications, - /l
131 ) A regleter for keeping watch o the disposal o
suah umtnﬂippl il also to be maintained by P.A 's
te C.P./D.Ce P}/ hnl. #tc, as well as the mad of the \?'f.
section um& in th- f oxm -ipp-ﬂ.l.l-* respaectively.
(ce.£. Min. ul' WH ﬂ‘.rll.ﬂn. :-:4!1#!!1{&-1-.:& 25:5.1982).
De Hutnttnln:ll Il Disposal Register: 1
l'.l IH.I.T dealing hand should 1-lntll.n e d:l.lpnlﬂ
rq.i.-ttr-l_n tﬂ:l Noe M=30 as indi cated belowi-

14 ) All the/resh receipts received by the dealing
clerk on a plrtluuh'.r date should be éntered in his
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{dentification, sorting., storage and rectfieval of pspsar

H]

Every file is to be assigned specific £ile number whnich
aonaist of )= I

2 ) The serial No. allotted to the standard he=d. |

b )The serial numbher of the file opened curing thE |

year under the sTandard haad, |

e ) The year of opening the £ile(last two digics onlyl. |

4 ) An abhreviated symbol identifying the section. |'

The 1f{at of standard heads will be reviewed

the beginning of each year and revised, if necessal ith

the approval of the Branch Officer concerned, TH

serial numbers once allotted to the standard heads
not ordinarily be changed.
12, Out=turn of di fferent categories of employe:=s

The pnature of some ictems of work does not pormit
an out=turn to be fixed. In other casea when an out-LuzIb
e s been £ixed, it is necdless to state that If the coses
gone through are not of routine nature and are also
complicated, the out=turn fixed on the baais of routine
cases can not be fulfilled, subject to these limiteiicns

a sptatement of out=turn of different categoriea of smployees

according to their work is given belowi= .

- W e e ™ e e e b A

Category Description work Average dally ocubt=turn
o .a._....pﬂl"hﬂiﬂ-. . ;
Dealing Clerks Case dealing and EIJ 'E-i_fllﬂ-ﬂl_‘.‘ 35 letters .
correspondence. routine repliss are
involved.
Store Clerks Stock=taking, S kinds of publications
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disposal register on the same day, Ths disposal ni.-_‘ the
recelpts should be Indicated against 1t on tha date on |
which action has been taken on the particular receipt. |
The diaposal register should be closed at the closad
of sach day in the following way!- f
l. Previous day™s balancs “
2s Day's racelpta .
3, Total |
4., Day's disposal

5. Balanca (Arrear] [3-4] ;

The e ad of the section will check the disposal
regiater dally and no dealing hard ahould leave aEﬂ::nr-
untill his register is checkéd, The b2ad of tha ml:-i-ﬂli
will be held personally respongible if the maeintaining . bf

the digposal rsgister in the manner laid down here Umd by

defatilt. ’

10. Acknowledgement of the Communicetiona/files.
Every dealing Assistant has ko give -nlmuuladqmlnt

of thecommunications/files received by him from the
diarist of his mection. It is the duty of each d.:l.l.ri.BIL"
tranait clerk to obtain the signatures of the dealing

assistants concerned invariably in diacy sheec/register
as a token of recelpt by them, while hand-ing over the
communications/file to them, The Heads of sections shaild
ensure that the. above menticned instructions are fﬂllmd

a

rightly in the :ler:t.lml under their cha gﬂ.

11+ Piling Sratﬂm*
A proper filing system is easential for convenlient




Diariste

Despatch Clerks,

Comptometer
Oparators
{Clerka)

Voucherwriters
(Clerks)

Typists

Senior
Adressograph
Oparator

Junior
Mdressograph
Oparator
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arranging stocks, {minimum) to be escied

furnishing inforrs:ion for stock verf@lestion

reg. availablity and 50 indents todbe

of stook and checked in additian o

chacking indents. otle r miscellaneoss

Posting of issue work.

or return/store 160 items,

ladgers.

Diarising letters 200 letters,

and sending them .

to sections.,

Entry of letters. 15,000 letters and

packets in packets.

P = 1]

register. |'I

Compilation of 350 to 400 vouchers. |
|

o

25 vouchers(BO items).

the value of
issuss from
vouchers,
Writing up
vouchers

Typing  of letters 550 lines(when not

and statements, campared or 400 lines “°

when compared).

Embossing plates 130 New plates .1.nE

addition to amending

- for printing

hhlll. : 30 to 40 nl;'-ft plates,
Prlnung nf' 7,500 i{mpressions
labels 1
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Record Eeeper Arrangemant of I'.‘;ﬁl:ﬂ.'ﬂl 20 requisitions alips
md putting up referancaes. to b8 pompiled with
in addition EC
arcanging the records,

Dyftries alFilling of letters a) 100 letters
blAf£ixing Btamps On b) &50 padcets
packets

elPicking publications
e
notad in tha indents

recaived g} 100 items
d)Packing publicstions
in mdles d] 170 packets
Labourers carrying publications ‘

from one section To

anothear and packts £rom

office to post oifice. 700 packetss
clarks in a)Checking of printed
MAaressograph lables 1200 lables.

b) Amandments of the list
of units 50 items
Ig‘.ll:unpn.*im lables
{written by-hand with 150 lshles

the 1ist of units)
4)Checking lables with the
1ist of units, comparing
Ehe nﬂll_mi.lnt k . Sﬂ l.__l_'hl-n_h
distribition lists md : .
putting down the no. of
copies where=ever necassary
elWriting code nos. on lables 1300 lables
Fivriting lables by hand 200 lables
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g ) Removal of plates from the 300 plates
galley after amending the -
list of units.

h ) Tracing of serial nos, for 125 numbers
army section's letters and

despatch section's packets.

i )} Keeping plates in their S00 plates
respective ’places
{ ) Carrying out of amendments 150 items

in the list of Units.
{c.f. CoFPe and 5,U.0.I. No. 2/D/39/43.A and F
dated 7.12.194B) .

Remittance Entry of remittance in cash 200 remittance -
Clark
books with full details

Tracing Tracing of letters 20 letters
Clerk
Distritution >
Clerk 2 | Amendment of distribotion 50 items

b )| Completion of distribution 4 publicatidns »

gn theArmy Side. ) . . “ .I

Degpatch a) Writing nﬂdm‘;lu on covers 150 letters ¥
‘Clerk TR

stamping the office copies ; 3
of letters with the

‘Despatched'stamp and

:

initially against such stamps .
and on the cover etc,
b] Entry of V.P. packets in the 50 packets

V.P. Journal

W -
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Weeding Wasding out obsolete 4 cases
out Clerks
: publications
Other ‘a) Rreceipt of consignments 40 coneignments
Clerks

after comparing with
. Railway Receipt Register
bl Checking, anrting and 100 packets
distributing the postal
packets received in gtock

(receipt and return)

Eqnhiﬂm.
Senior Picking up plates from the’ 150 plates
Mdaresao=
graph removed lct on the re=in=

CPSLator gtatement of the addresses
in the distribution lists or
subscribers lisats.

Junior & )Framing of plates 250 plates
Add

u";;'-'“'h ) Taking out the plates 500 plates
Operator from different galleys

for printing the labels
according to Ammy Sec:

d-llt.ﬂ'ih]tim lista, e -
Record Filling the wouchers in il 100 wouchers
Keapers

Retail Store Sections
By categorywiss
Prashes busting the racks{after Y ENEKA.

bringing down the books)
and then placing the
books back in their proper

places.
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13, Disposal of letters. \
Every clerk should have a disposal register in i
which the E?llmlnq column headings _far making daily
entries therein should appeari-
i )Date
44 ) Serial Nos. of ftems and dlary No.8. of letters
or cases received. i

141) Subject (in sections where it is necessary and

possible to stat€.
{v) Detd 1ls of disposal
v ) Day's out=turn showing details of serial No=s. .nil
the dates of the entrizs in column (i1)
constituting the same.
The clerks in both Ammy and civil Supply Sectliong

may. however maintain this register in form Ho. F«B.B8l=A.

The Heads of sections will check the registers dal ly and
no clerk should le ave office until his register is
checked.
At the close of each day the & sposal register ehduld
be closed in the following wayl=
i) Pﬁﬂ.mln day's balance
2) Day's receipt ' )‘
3) Total !
4 ) Day's disposal
5 ) Balance (arrear) (3-4)
1£ delay in the disposal of any particular letter

for any special r-iuqnn ig anticipated, an sd=interim rﬁqu
in form No. P.B. 92 should be issued and the fact of '
{ts issue noted in the register {n red ink, its f£inal

disposal being pru;n'erly watched.
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14. Procedurs for submission of cases.

All cases, dealt with by the clerks, should f£irst
be put up to the head of s.ct,.tnn_ird should be completed
in all respect. The head of the Section will then
examine the cases in dwtails.. Where postcards and other
replies of purely routine nature have baen put up, the
head of section may issue them under his own signature.
All other cases are to be submitted to the Branch Officer
concerned. The # lex should be properly (1) Page number
(11) referenced and (111) flagged. Priority/immediate/
urgent alips to be attached, where necessary.

18. Transit Registers.
To spsure that letters and indents when transferred

from one section or group to another are properly handed
over to responsible clerks, tlhie initials of the receiving
clerks should be entered against the letters or indents
shown in the group register. This means that the registers
ahould accompany lettsrs ar lgdant- when transfer takes
place in all casés. All ltm transferred should be
re-entared in the receiving clerk's register immediately
on receipt. Hbtﬂng“‘n,l:ib_ui& E- .rmivuﬂ without examining
whether it concerns the m-L'r:Eic':n or not and if anything is
received in arerror it must be transferred to the section
concerned at once. In case of any doubt the matter H‘mu:ld
bes brought to the notice of the Assistant Controller i
{:._-armnrﬁﬂ_.'l.n Iﬂ.l-.:l.ng and orders tzken. HNo case cshould .
;:uu from unl mtim to another direct without the

congnizance of the head of the section unless in any case
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gpecial exsmption has been allowed by the
assistant Controller. In the case of Accounts
section, the Accountant is required to sign
important cases only. ==

Every section should maintalin two mmu;n.ml:
registers one outward for recording movements of
files sent out and another inward for showing movements
of £iles received from other sections. In these \
registers urgent £iles should be entered in red ink «,1.‘ u/_,
and the snttiea thus made, should be exanined by the _ﬁ'n
head of the section every alternate day to see if
action required has been cunpiltud. If not, steps shou
be taken to speed it up. Other entries in the registersa

referred to should be examined by the head of the Secti

i

weekly for similar action. =
16. Noting and Drafting.
While noting and drafting the following points
should b2 borne in mind by the clerks concernedt=
2 ) The subject mateter in brief sghould bsmentioned
in all cases alongwith the reference,
b ) Paragraphs in the drafts should be numbared,

-
Lt L]
-

e ) In the éase of letters passad on theother
Departments of offices for disposal, transfer memos _-_lf.!ml.d
not contain any superflucus matters, but may contain only
the remarks 'forwarded for favour of disposal',

& )Post cards should not be Lssued to fereign
partiee,, Hlﬁinﬂ-- of 'E-ntnl_. and State t':thvu.._

Supreme Court and High Court ete, in India,

e ) Motes and drafts should be hrief and
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to the point. In case nil telegrams sconomy in worés
should not be effected in such manner a& to make the
meaning of the conmunication obscure,

17. Inventory Register.

An inventory register for the furniture in the
section is to be maintaired by each and every head of
the section. A copy of the same is to be a pplied to
Ganeral Section for information and record.

18, Maintenance of Register for requisitions sent to
General Section for supply of articles.

All the Supervisors & e to malntaln a register
showing therein the articles requisitioned from Geaneral
Smction, the date on which the requisitions was sent
to that section and the date on which reguisitionead .
article was received. In case of no response after
a reasonable time, the Superviscr will reind the
General Section. If still there is no compliance, tha
supervisor will bring the matter to the notice of the
Branch Officer concerned for processing the matter at the
officer's level,

19, Malntenance of Precedent Boock and Guard filea.

Esch Section is to maintaln a precedent book,
in the form indicated below containing all important
decision taken on file by Govt. or by the Head of the
Depa tment for future guidance and citing as precedent:-

- Precedent Book - Form .

HeadinNQesss sassasansnasssrarnnnrprisasnsncts

- . i . ——— -

File No,and Gowvt. Order No.
and date A L

Decision or ruling in brief.

RN R
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) 1 Entries in this bock will be made under
appropriate head arranged in alphabatical order.

1+ The pages of this book will be numbered serially
and few pages allotted to each head under which the
entries are to be made vide 1 shove. At the beginning
of the book will be written list of hwads and pages
allotted to each.

3. A copy of each decision/ruling is to be =ent Lo
&M Section for complling their Master file,

Similarly a guard file is to be compiled by
each of the Head of Sections in the following three
Partsi=

i ) A running summary of the principles and
policies relating to the subject with number and date
of the relevant decision or orders gquoted in the
margin against €ach,

i1 ) Copies of tha decisions or orders arranged
in chronological order and

111 ) Modz]l forms of communications to be used at
different stages (c.f.o.o0., No, 23/75 dt.19.7.75).
20, Maintenance of Casual Lesve and Regtricted Holiday's
Accountl - |

The casual leave and Restricted Holiday's
Iﬁﬂt of each individual will b2 maintained in the
prescribed form as followi-

i ) By Head of actlmlcmcumd in Irﬂlplr'."t. of
individual working. in the Section.

11 ) By P.A. te D,C.(P) in the case of Gazetted

Officers.
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111} By officers concernsd in the casé of
Stenographers and pereonal Cless=IV staff.

The Casual Leave and Restricted Holiday, on
application by the Non-Cazetted staff, will be
sanctioned by the Branch Officer concerned, In case
of Gasetted Officers it will be sanctioned by
Contreller of Publicestions.

(ceafaCsfe Nou7/74 dated 6.2.1974).
2a Regulation of admission on inte the office by
pagsesi= .

i ) Regulating the enteries of Waste Paper
Copntractor and his lahourerai-

' The Waste Paper Contractor should submit a
list of persons who are reguired to do work in waste
p=per godown. The ContrFactor(S) and the persons enlisted
by him may be issued tpmirurur_ Inﬂmtitr Cards for a
period of not exceeding 15 days, These are to be
reviewed thereafter, Lif necessary. If there is any
change in the list of I:l.-lllﬂﬂ; the Contractor will
deposit the Identity Cerd of the persom not engeged
to General munu 'flar'—'._:;nn-l.l-um and issue of new
Taentity Cand Lf another persen s eniisted.

11 ) Regulating the entries of C.P.W.P. Contractor
and hia men,

“The procedure :l'.'n;:l down for (1) above may. be
‘sdopted in case of entry of CsP.#,D, Contractor and his
men llﬁ-

i11) Regulating the entriecs of Fire Brigade

Personnel,
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The Assistant Engineer, 21-A, Sub-Division, CPWD
Mall Road, Delhi should give a list showing the nanes
and designations of ths fils Brigade personnel of the
unit ststion=d in the- main buildl ng and thelr duty
chiart. These personnel may be issused temporary
jdentity cards for a period not exceeding 3 months,
If there i8 any J.:*hrnqe in the list or the duty
chart, it should immedjiately be intimated by the
C.PailsDs to this Department,
2. The contractors and their labourers should not
be allowed to enter the office premises before openirg
of the office or to stay after the working hours.
(c.r.0.0. NO.6/74 Gated 8,2.1974).
22. Destruction of Records.
F_'_Tmaum of scme accounts
records has besn specifically mantioned in Appﬂndix-llii
of the Compilation of the General Financial Rules,- 2
which has been reproduced in Append :r---—j'w-—u- to
this Marmal, The retenticn schedule of other kinds, of
record is given in App-mﬂli: ....E...... to
this Manual, Such of the old ﬂle:{rucurdu un;,r mure;‘
should be weed=d uut undar proper orders uf '.-_hi B.rmch
officers concerned m:da handed over to meﬂing out Eect.}.m
by maintaining proper recordas, Such of the f£1iles/ |
records which are reguired‘to be preserved pﬂmmintiy
or for npm'::l.fic perind nhmlﬂ be maintained :luly '
indexed. A list of u:eq,ud nut recn:ﬁafﬂ les should be

furnished to 0&M aucum through the Branch Officer
concermnad at the end of each month.
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The Branch Officers should copduct inspection
of the eection under their charge to ensure the
weeding out of unwented records/files,

The records having £inapcial implication are
to bs weeded out subject to clearance from Account s=I
Sedtion that no audit para pertaining to that record
is pending. Reglster No,12(Misc.] should be maintad ned
for this purpose by Accounts, Estt. , &M Bection, and
Gensral Section particularly and wherever convenient.
by other sections. x
23). Arrears Reportes.

Each section is to put up erresr Reports
weekly &5 well as monthly in the prescribed promoITa
to the respective Branch Offficer who will consolidate
the arrear Reports 4in respect of this Branch ard put
it up to the Divisional Head/Controller of Fublication
for information regularly,

1f any receipt lying pending with any of the
dealing hand is not shown in the Arresr Report, the
individual concerned will be held responsible for the
sama lil'ﬂ he will be dealt with severely for the
suppression n! facta, -

A list of receipts/cases pending for over one
month should be prepared by each of ths Head of Sections
in thl_fﬂllm!ﬂ: proforma and eent to O&M ﬁmum -br ‘the
ird of the fnl_inuihu month £or consolidating and

gutmitting to the Controller of Publicationsi=-

Statement showing the receipts/cases pending

over one month for the month ending -
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Hame of Saction
py. No,/File No, With whom pending FReascona Rema rks of
and since when far Branch

delay Of £4 cer and

Highexr

Of ficer,

- =

- 2

¥

]
L]
- o . ., ., e —lﬁ.-.-l-:—.—.—‘d.-:-‘—‘---'—'—i-.—

(e.f. 0. 0w NO. TT/C&M/B4 dt.,23,3.85 and 16.1.86].
24. Office orders and circulars.

The copies of all the ocffice orders and circulare
should be sent to each and every sectlon including Book
Depots and Sale Counters. The coples of the same should
aleso be placed in the notice boward which will amount te
their -irculation in the main office, Ignorance of their
contents by any member Of the staff will not be accepted
as an exruse for the non=observation of the orders.

Every Fead of Section will be responsible for bringing the
cﬂ!'ﬂ'.ﬂ-'l.ts of office ordsrs and circulars to the notice of
every member of staff working in his section.

25, Requisition for printing and cyclostyling.

Requisitions for printing except those of adver-
tisements and publications which are handled by
Advertisement -mﬂ___hlblinhim'iﬁuctim respectively, m

generally prepared by Genersl Section in form 5-99.
The requisitions for eyclostyling the coples

should be prepared in the respective sections which
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require the coples, and sent to Central Fegistry
and Type Section with a certificate from the Branch
officer concernmed that ghe qumber of the copies
rEquir;d {s the abscluts imhimum and the work is
inescapable. WMot more than 500 copies should be
syclostyled at one time.

26. Credit=-notes,
- This Department has been issuing Civil Credit

Hotes on account of Railway freight in respect of both
outgeing and incoming consignments. The debit on
account of these Civil Credit notes used to be raised
by the F.A. & £.A.0. Northern Railway and the ad justment
yaed to take place through the Pay & Accounts Office,
Ministry of Urban Development. Ansal Bhawan, Mew Delhi.
This facility has been l:;it.tﬂrlm ""F' Tst April 1982.
Inetead & new syatem hu‘ been .ntroduced, according to
which, this Department will continue to tender Civil
credit notes at Rallway Stations., The m&lvim;- Rai lway
station will retain the ::-u!.l credit notes which will
be replaced h:,. t:hl!quE hg this mpartmnnr. as unders:-=

g G‘.lv‘.l.l E‘fﬂll.t. notes t.endnred frcﬂ 1at to 15th
of each month will be replaced by the cheque by 20th
of esach month. |

i4 ) L‘.I.ﬂl Credit notes tendered from léth ko t.hu.
'_-ﬂd of thmunth uill be replzed by the chegque on 5th .
of the following month.

{11) In the month of March, the second cheque will

be tendered on 3lst March, for credit notes issuwed upto

that date.

ok ]
v
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The cheques on receipt will be retained by the

Railway Station and the Civil Credit notes in lieu
thereof will be returned to this Dep &tment, In order
to implement this procedure, the van Clerk, dealing with
the Civil Credit notes has to subnmit a}ntmnt in
triplicate stationwise on 15th and on last working day
of the esach month alongwith counterfoll ofCivil Credit
notes for checking in Accounts 1 Sectlon. Aoccounts-—I
section, after checking it with reference to counterfoils
of civil credit notes will pass on the statement stationwise
to Cash Section on the following ﬁlf for drawal of chejue
through contingent b:lll_. The cash sectlion will draw |
it on priority basis through Abstract contingent bill.
For the purpose, a cyclostyled contingent bill alongwith
a requisition form for the chegque to be obtained £rom the
Fay and Accounts COffice may be got prepared and kept rtfﬁ;-
in cash section. The chques 15 t0 be drawn in favour of
the A& +C.A.O. Northern Railway. As and when the cheque
{s received from the Pay & Accounts Office, the sams will
be handed over to the Van Clark.- who will in turn gat. “+he
receipt of the chegue as well as the civil ::rud.i.t nutn
{ssued Enr which the pqmnt has been made by. chuque. "
on receipt ofthe Civil credit notes nlmuit,n re:t.i:pt of
the cheque received from the Rallway Stgtion, theVan Clerk
will return the same hu r.-nh section with a covering
statement in tr.lpli-:nt.- dulr tottled up. The ntit;,in:—nt
has to be prepared m—.-t!,nnuin tnunn;; with the -mnunt.
of cheque handed over to the Hllllur. The ad justment
bill thereafter be prepared h;.r tﬁa cash section. Cash

section may also keep & separate contingent regiaster to
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watch the preparation/adjustment of contingent bill
for civil credit notea,
(o.f. 0.0, Wo,56/3/Bl=Acs.=1 dated 14.4.82).
The Military credit note is used in respect of

stores that are/were bonafiedes property of Govt. in
___tl'l.'-'- Defence Ministry at the time of despatch and the
other stipulationsare that freight is payabhle by the
Defence Ministry and the stores have not been sold

nor are for sale tc the public, In the case of

outgoing consignments, Army Section(including =
Mobilization section) write up aich notes in form No.
I-E.F.T. 1711 and in the cesse of incoming cnnaiqnmﬂn‘u'
the van clerk does so, While £illing up the fams.

these sections should remembsr that in case of wharfage
or demurrage charges payable to Rallways, separate credlt
notes will be issued and any alterations in these farms
will render them rull and void, There is no restriction
in the amount for which Military credit notes are { ssued,
The words C.A F.A. Calcutta D.5. Estimabes are to be
stamped against the words 'debitable to haad' in the
Form. ;
The Head of office is authorised for the time
being to use discretionery powsrs in connection with the
despatch ofPublice tion etc, by passenger tradin on
Military Fl_'_qﬂ.it "n_.-_utau where this mode of conveyance is

pmimurn_d .’I.lll_l_"'-_fﬂf..t_.ﬂ.lblﬂ' (cefs letter Mo, bizlfﬁ_lfﬂ.
Mov.c({ii) dated 22.12.1947 of the Government of Ind a,

Ministry of Defence(Army Branch) and Memo No, EB80/9E7/F.R.
£5(a) dated the 20th Jan,,1948 of the same Ministry

EFI- E:& S. aﬂtl'ﬂﬂ} -
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2?- H!flll'ldﬂi
The balance emount left after supply against

.orders accompained by remittances should be refunded
immediately without making enquiries from the indentor.
If however, the amount coames below Rs. 1.00, the party
should be infopm~ed of it and asked to have it adjusted
against further supplied within & year of the date of
intimation (c.f. recommendstion made by D.F.&h.R. in
para 75 of their report Part=V). 1In cese of remittances
for supplies, which this Department is unable to make
for reasons like non availability of books, exhaustion
of stock etc., the whole amount should be refundsd
immediately, after the reply intimeting the position is
igsued, If however, & publication ls sctually in
press under print/reprint, the indentor may be informed
of the position l.m the case kept in 'deferred indent®
file for that publication as usual,

The following procedure, is to be obeserved by
di fferent i’lﬂﬂﬂ;i!_ in respect of refunds against direct
receipts in .'I:h.i:.lﬁp-m-nt;

&) In case of refunds to be made to private parties
the refund fnn_';: {?-E-il] is to be prepared in duplicate
and submitted tu:Finlmi al Officer for hie signature.

A money order form ehowing the pame md address of che
Nfuuln tuquthnr H.tth tha amount to be refunded, i.e®.
the amount under rntunﬂ as showing in (T.R.41) less money
urdlr uminmul will accompany the refund for {r.n.u:-

ad in the name the remitter will be written as the
ﬂmt.rullur of Publir:-tinnn. Department of Publicatien,

DIlhi.
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b ) On receipt of a fefund form duly signed by
the Financial Officer, it is to be forwarded in
duplicate to Cash Section accompained by the Momey
Order form. All other connected papers should alsc be
forwarded to the Cash Section, :

c ) No separate advice to the refundee is to be
egent but the reasons for the refund and how it has been
arrived at are to be shown in the money order coupen.

d ) In cases where the amount refunded has been
received back undelivered, intimation to this effect
ghould be sent to the refundeé on receipt. of advice fzom
the ﬂnl:h section. Further instructions as to the
disposal of sums lying at their credit should be asked
for. Reminders are tw hl issued period cally till the
amounts are finally ldjunt:-ud. .The refupds to Government
Departments and Defence Services are to be made by Demand
Drafts and Indian Postal.Orders respectively. In mich
cases Mopey Orders are not required to be prepared., The
refund form ITTIFfa.fﬂ is to be prepared in duplicate and
got approved h:r'-th:& !'.inmr:.- ial ﬂtf:l.c!r. nn imdication
whether the amount is to be fefunded Dy Demand Draft or
T.P.0, is to bs given on the refund form,

In case of refunds to foreign parties, a prescribed
f orm h—!'_'d!::tiinn'hle from State Bank of India, Parliament
Etrnﬂt,llﬂ Delhi is also required to be £illed in
alongwith refund form (T.R.41) by thuﬁiuuun concerned
and got signed by the Fin:icial Officer and then sent
to Cash Section for further necessary action,
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e ) Amount below Rs, 5,00 should not be
refunded, The further procedire to bes obeerved Dby
cCash Section in refunding the amount to the retundee
is explained in the chapter of cash Section. |
28, Work on the seat of absentees,

The h=ad of sections should nake arrangements
in the seats of absentess from among the men working
under them and see that even in cases of short absence,
urgent work does not suffer. They should also so
arrange that dcceptance of sectional papers, if ssnt
within the cffice hours, is not refused simply on the
ground that the receiving clerk of daftry is absent on,
a particular day., If they are unable to have them
accepted by other -men in the ssction, they should
themse=lves accept rather thap refuse on sich grounds.

Tf the number of absentess on any day is 'l_.lnﬂulf
high in & section, the fact should be brought to the
notice of the Branch Officer/Head of Off ice.

28, Degpatch of sigrned letters and & oumentsl

No # le lhmld. h! gent to CyReTw Eﬂ:tlnn fab
thur purpose of ﬂasp.hcl‘dnq H‘m slgned lﬂttﬂzl and |
dnnuulntt. The portion of the £l le uh.i.ch 1- to hu
sent out together with the office copy of the draft
for giving 'despatched' stamp on it should only be
-l'ﬂjt-tn thli: i&m:inn. In 'tht case of loose papers and
uﬂqinﬂ notes and rn!trlrnm to l:n- dnnpatchnd The
uhuln th.'[n:r may r.-nntinua to 'I:e lent tn CaRaTos Em:rt.'l.m..
'_Enn_ln-.:rn required to he despatched alongwith the
letters are to be pinned up with the letters by the
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Sections concernsd before passing on the papers

to the C.R.T. Section. In the case of urgent

and immediate cases, merely making over the signed’
letters to the C.R.T. Section will not end there.
The issue clerk of the section concetned should see

that tha letters are despatched actually on the very

day.
20, Iesue of remindesrs.

tn the cases, in which further actiom is to be
taken on receipt of reply to & particular p-ul.n:;.
references made by this Department I8 to bs kept
in suspense and the receipt of reply regularly watched.
The date up to which such cases are to be kept in
suspense may also be written thereon and & note kept
in the engagement calender (5=114) under the proper
date. If repliss do not come in proper time, Ftll'ﬂ.ﬂﬁl't‘l
are to be {ssued at regular intervals. In the sections
1ike the publishing section, the files in the suspense
almirah may be arranged date-wise, the dates belng
typed on separate slips to be pasted in the relevant
pigion hgl-ll. '

3l. Overetime Booking.

The work in all sections should be so organised
as ordinarily to be cacable of being done during the
nmﬂ ntﬂca hours. The quustiﬂﬁ of requiring
mr-.u!l work to be done arise only in special
ecircumstances, it becomes necessary to perform over time

work, the competent asuthority may authories such overtime
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work, after satisfying himself that the work is of such
an urgent nature that can not be postponed in the publie
interest till the next working day and the competent
authority shall as far as posaible specify before hard
the time up to which a Cgyt. servant may be regquired to
perform over time work {(c.f,C. C.P.& S, Memo No. 3/10/66-
BLA dated 25.3.1969)y In no case the staff should be
booked to work overtime faor c¢learance of arrears as such
work can will be postpomed till the next working day.
The proposal for overtime booking is to be
submitted to the competent authority in prescribed .
regquisition fnmlpp-nﬁ :.'.-l_il: .han
32, Eﬂﬂl}r in tﬁ'-gmmmlﬂn of paper and other
stationery prnlu&ﬂmnlvinﬁ the use of paper.

Tt 12 imperative for gll to effect economy in tle
conmmption of p@ﬂr by all reascnable means., To achievs
the economy in t‘hi use of papers and items made of
p@er, most efficiently the following instructions, as
envissged in the booklet issued by the Chief Controller
of Printing md?ﬁ@?'ﬂta‘hlmpﬁr(l} wn the above subject,
are to be 'inlli::n'ﬁdi.

1 ) Indents for the sbove requirements should be
get nmfuilr =I£‘1;tq all concerned before placing
demand for supply of the same, W st
¢mnléatim, post=cards, reminders

__:f-’.il_hmld not ba posted on to a full!

siged sheet for i::i._l.ling pﬁrpl:lﬂ: and print@d pages of
books or amendments intended for printing purposes should

1
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be pasted on obsolete forms or used sheets or printed
pages only and not on clean sheets.

{111 ) Obgolete forms, blank on one side should
be used for draft or rough calculations or statements.

iv ) Packing pgers, wrappers etc. of parcels -
received should be retrieved and re-used and not threwn
g wamte piper,

v ) Mdetribution lists of publications and
periodicals should be reviewed at ilntervals to see if
any reduction in respect of number of coples can be
made, Ministries/Departments may be consulted in aich
cages, The distribution list of Montly catalouge of
eivil publications may also be reviewed at intervals
for the same purpose. Further additions should not be
made without the written orders of the competent
authority. :

viotings.

_!111;' should be as brief as possible on the fi les
and loth sides of thenote sheets should be used
1nmu,bl.r. " Hotes, 1f typed, should be made in single

"lPHh
ﬂ.{.} Letters and other communications.

All letters and other commnications should be trpud
in nimlu space and on both sides of the PP er. The
nriu'.'lnl.l dnﬂ'. put up for approval, should be Jt!!pt as
office ﬂnp:r instead of keeping a typed copy for the same
unless it has been altered to such an entent as to make

it difficult to read,
viii) Rentive correspondancd.
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a } Post coples of telegrams need not be issued
as a matter of routine.

b ) Acknowledgement by letter should only be
issued for important communications as & speclal cass.
Otherwise post card acknowledgensnt (5.49) would be
sufficient. ‘A suitsble entry in -l'.hl note in red ink
should also be kept in respect of the office copy of
the acknowledgement issued by latter,

o ) Pebitions or memorials or applications should
bhe forwsrded, when possible, by endorging on the
doaments itself and not by a separate forwarding memd.

4 ) Brief notes(i.e. £or information only" may
be added to main £ile' no action is necessary etg.) should
be written on the receipt itself and not on & separate
note sheet, No new £ile should bs opened unenegessarily.

{%) D.0, Stationery. L :

The use of expensive D.O. notes amd envelopes
duly enbossed, should be avoided as far as possible.
White printing paper. cut to the ﬂquiul:,a sige would
serve the purpose of ordinary D.0s -.-.qrn:p:m-mh
Tndent for D.O. Stationery duly ubnnﬂ shiould be
plaged to the minimum quantities. -

x ) lnnlupn. :

a ) All incoming mulmﬂ ghould be ratﬂ.waﬁ-
fnt‘.ﬂ-ﬂ#"l_nﬂ economy aslips ;huulﬁ be turn very
R 1:|r- bl

b) Dak received with flaps plltﬂ down should
be opened near the edge, which can agaln be used with
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an economy slip pasted over the slit.

e ) Flaps of both old and new envelopes should
not be pasted down in any case but closed with economy
labelg. The labels should be gummed at two sdges only.

d ) Economy in the wse of envelopes and postags
stamps can further be achieved by the following
procsdureast=

1) by delivering non=conf idential correspondance
within the same area without envelppes.

14) by enclosing all letters to one addressee in
on= large envelppe.

114) by using post-cards where practicable,
it sheuld also be snsured that new envelppes
are brought into only after the available used ones
have been utilized.

xi. Duplicating.

a) Duplie ting should only be resorted when number
of copies l'-lqllil‘."-lll {s more than 16, Smaller number ©OFf
copies ghould be typed.

b) The mhnl camimum limit for cyclostyling is
SO0 copie s. i

el El:uir'.-liln should be cut in the most :
economical manner.

a ) Hhun l:!l‘lvl matter extends to half a page or less,
the ntmu :hnuld be uut ;ln the usual mnnur RCLO8E
the uidt.h. '.l'hu matter should be J:Epntqd in th&
stencil as many ti.mn ag it can be accomodated on
the shset,

e ) When the matter is more than a half a page
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but not more than one page and can be duplicated on
" both sides of the paper, insert the stencil in the
usual manner on the typewriter and cut it to within
1/4" from the middle line. Then take out the stencil
and replace it in the typewriter by inserting the
bottomed, Cut down to mot more= than 3/4" from the
middle line.
€ ) Cyclostyling should be done on both sides
of the paper, In case whare it is essential to
eyclostyle one gide only, the reasons should be
recorded on the requisition.
(c.£. oocpTs D.0. No.9/10/59/06M dt. 23.3.1959).
“'i“ of Hindi in Official work.
Hindi is to be used:
1. In replying to the communications in Hindl from

whaere 1t is received.

2. 3n all correspondance with Hindi speaking
areas,
3. In entties to be made in the service books

of all the officiale/Offlcers. :
4. Tn sending telegrams to the Ministries/Depa tments
of the Oovt, of India and offices of the State Covis.

of Hindi speaking stakes,

B In writing addresses on envelopss to bs sent
to offices and individuals in Hindd -pnklng mu+
6. Tr neting and drafting to the maximum extent.
T Hind{ and english both must be used for.

i) Ceneral orders
11) FRules, notification, resoclutions,
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1i1) AMdministrative and other reports.
iv) Contract. nqrt-m:nu. licences, permits,
notices and farms Of tenders,
v ) Clrcular letters
vi ) Rubber stamps and svals.
vii) Govt. edvertisements meant for All India
goverage or foar Hindl speaking areas.
viii ) Name plates
{ x ) PEntries in Peon Books for dak meant for
_lnr.ul deliveries.
x ) Subjects on file covers.
xi) Invitation cards.
%i1) Statistical reports.
xiii) Issues of results of Depa tmental Examinations.
xiv JAll sort of forms.
sy ) There should be cption for use of Hindi in
addition to English as an slternative medium for
answering question papers for departmental examination.
(e.£.0. 0 No.110/2/23=16=Estt(5)/17291/76
dated 7.12.1976) .
.M. Security Arrengenments.

There is no post of Security Officer in this
Department. The Deputy Controller of Public-tiﬁntmn.}
: ha.im the Head of Office and deaunq with o&M(vig).
Eﬂ:tinn functions as Mmrity officer in this Depa tment

(c.£.File No. 17/5/Ti=Este, (06M) .- :

The Care=taker with the assistance of Chuuﬂﬁu‘af

Durwans/Night Watchmen etc, looks after the work of
watch and ward of the Department round the clock in the



:_Z": pupervision of Superintendent( 0&M) under the over all

{nchage of Aselstant Controller(Admn.). The duties of

fhe caretaker are mentioned in tha chapter of &M Section.
Tha gecurity instructions received from the

covk., of India from time to time are to be cbhserved in

this Department., Apart from the said instructions., the

following securing measures are to be t& ent=

1 ) Sealing of storés/godowns,

All the stores/godowns are to bes closed and sealed
« Store Keeper
in the presence of the respective Store Kespegiat the
end of working hours and opened next day at the start of
working hours in the presence of the game Store Keeper/
Dy. Store Keeper or his nominee.

{1) Other gections are also to be closed and opened
in the presemce of the Head of Section concerned or the
next senlor official of the Section.

144 ) No member of the staff ineluding Gazetted
Officers Ihllllhlh; official pspers/files sut of office
without an exit permit duly signed by theDy, Centroller
of wm;ﬁ-t:‘iﬂéné?:ﬂlu of Publications.

iv) - The ;fﬂée:u are to make surprise visits to
di fferent 'tt.u.l.ti {i.e. main office, Kitab Hl.ll'lll; New De hi
and other sale countere in Delhi/New Delhi) by rotation
during odd hours and also during holidays/closed days to
e}ﬁc-jk -l;'r.;u; -Hudrli:r arrangementa. A roster for such
security ehuéh-’ﬂihitﬁ by officers i@ to be prepared from

time to time by C&M{Vig.) Sectien.
35. Changes in the Manual of the Department of Publication.
b ,

All changes in the manual which may be necessitated
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by the issus of fragh orders and instructions are to be

approved by the fentroller of Publications before hand for
4ssue in the form of correction slip. The Superintendent

(o&M Section) is required to bring to the notice of the

Head of Office through the Assistant controller (Admn.)

all such chinges necessary in the manual and for this
purpose, head of sections should offer suggestions through

their Branch Officers to O&M Section, if in their day today
working they £ind that an amendment is necessary in any of
the paragraphs of the Manual .

write-off Registera,

i

Entries in the write off registers(D.P.46) should

be made with the prier approval of Controller/Dy. Controller
of Publications in each and every case, Each entry should

be initiated by the Clerk making the same in the ‘ruﬂiﬂtﬂ

and attested by the Head of Section concerned. 'I'he necessaly
cecord in respect of each write off case should ‘be properly
maintained for the satisfaction of audit as and when
required. Al all smounts to be written off are virtually

logses to Govt., sufficient care should be raken by the

Head of the Section concerresd to anu;igata ua::h case
throughly to sas th-t the amounts prﬁl,'mlﬂ l:q_: hu written

off are really irrecoverable, Thay 1huu|1-¢l only thereafter
recommend to Controller/Dy. ﬁmtrﬁiln; of Publications the
:|.nr.'.-1ulinn of & particular item in l:he u:ritu ufE register.

The auut of Fubllmuma in l:lﬂ u‘rrlrt t.l-:.r ‘are reported

to hm been returned by the pil'-‘t]' should not be written
Off until the office is fully nl-.ln_'.iad that the publication
wete actually lost in transit, WNecessary detalls i.e.
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reference number ste., und2r which the write off

orders are given by the controller/Dy, Cmtrﬂllur-ut
publicastions should bs guoted in the write off register.
The rsasons for writing off the amount should ba given
in detd 1 in the remarks Col. of the write nff.'requtur.
ITspue of Complimantry auﬁiau.

—

Complimentry coples of the Publicat jon/Pericdicals

published by this Department may be aipplied to agents,
advertising agenciesetc. up to & maximum limit of
Re, 1000/~ per annum by each of the Controller ard
Dy. Controller of Publications with a view to attract
mora customers and to build up & letter clientage for
sale of Govt, Publications. :

(c.£. Min. of W&H Letter No, L-17016/2/PEN-Bl

dated 30,7.1981).
Telegrams/Trunk Calls

0 o

=~ tasye of tslegrams, trunk calls and office expensive

mode of eommunicstion should only be resorted to with the
specific approval of the Heasd of office/Deptt. Only the
Gazetted Dfﬂ.a.!!rn of this Depa tment &re luthn!.:.lliﬂ to
sign the telegrams for tasuelc) CCMAS D.0, letter No,3/4/59-
F(i1) dated 10.2.1960 office order No.90/6/60 dated
25.4.80,

Em“qmnt to the decision of the P&T anﬂtmenr. te
introdice renr.'l.-d arrangsments to recover telegrapi |

chargas in ruplnt of State Telegrams in cash instead
of s¢cvice stamps at all P&T offices, an account has been

opened with the Civil Lines Post Office in the mame of the
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Manager( now controller) of Publications, Delhi.
All telegrams to be iinuad are to be sent by the
central Reglstry & Type Ssction to Civil Lines Post
office without prepayment of telagraph cha&ges. The
Head Clerk, Central Registry & Type Section 18 to
maintain an eccount im a regiater in the following
proforma to enable Acgounts gsction to pass the monthly
bill of charges as socon as received from the postal
aguthorities., The receipts granted by the postal
authorities in respect of booking of telegrams should
be preserved in C.R.T. Section carefully, serially and

month=-wise =

"t"'i'i-i"---"t—--"--l- (et ol et T ------4—--'--"---—--h--'--qitﬂi”-‘i--'

sr, Date of Diary Addressse Civi Lines Charges Signatul
No, issue Ho. P.O. of the of Head
of Tela- receipt telegrams Clerk
grams Ko, with as shwon CeReTs
date in the Sectia
receaipt

L -.-_-ll.---—'—'--'-..— = —‘-p'-‘-r.i- - - - g - = P St et Bt et

The various sections issuing telegrams snould send
the same to CeR.T. Section :d not direct to Civil Lines,
Pogt Office so that proper ascount can be kept by C.RaTe
-'B‘-unt.lm ll_ﬂntinnld in proceeding para. The 'L'Eﬁ.lﬂt.ﬂl.'
should be kept under the personal supervision of the Head

- Clerk, C.R.T. Section who should I:h&i:h' and initial eah
im;nr. The register should h luhnh:tid to Assistant
Controllec{Admn.) in the Tst. week of each month.

, ‘Maintenance £ee at the rate of Rs, 5/= per account
per month is to be payable in addition to the telegram
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charges to the postal authoritiss.

Lo The bills of telegraphic charges received

[ind from the postal authorities should be dealt with

:i' Accounts Section.

Accounte-I Section on receipt of the bills frof
: the postal authorities should arrange payments after
_ verifying the register re nticned by C.R.T. Section for
the pugppose by cross cheques in fayour of the officer
in whose -feveour the payment is required by the postal

authorities.
e (Cef. ®.0, Mo,20/0LM/66 dated 1.3.1967)
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CHAPTER =IV
" ADMINISTRATION DIVISION
1. The Mministrative Division has been re-prganissd
weeefs 1.10,1984 in pursuance of the recommendat ions of
the D.P.&k A.R. contained in paras 99.2 of their IX report
on the lt'mlyl.nf this Department conduct from 1971 read
with 0.0, No,52/06M/B4 dated 26.4.1985 as underi=
a) Jfﬂnilr.rnunn Branch
b | Finance Branch
e ) Hindl Branch
The functions of these Branches are given in %t he
suceeding paragraphs. ‘
Administration h:unch.
This Branch includes the £ollowing sectidns:-
a ) Establishment Section
b)) ﬁﬂtvigﬁmnu] Section

¢ ) General Section !
d ) Ceptral quut:y & Typing Sectiom. I
Establistment Section. i
Elu‘hliqh-nt Section 1: hnﬁnll ,‘n:r ﬁ:p:ni-;l.u.w
Officer. Th; main functions of this iur.:tinn m to deal
with the following subjects with the allied work eccording
to seat of rules/Government orders on each subject
amsparately avallable in Brouchures, rE_bI-uﬂiu #.-n;.m-
: i'...rr‘..l. "hﬁpﬂint'r“nt.- prmntinnl.r posting, ﬁmltern etc.
of Group ‘B*, 'C' & 'D'
i11) Leave
111 ) Pension
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iv ) Residential Gevi. acoemmedctien
v ) Specliul representatien iln serviceés
vi)} Helldays.
vii ) Iesue of C.C.H.S5. Cards
viii) Verification ef cheragter and iut:uuaﬂanta.
ix) Hedical exemimation ef mew reeruits.
x ) Freparation and maintenmice ¢f senlority/gredatien
list.
xi ) Malntenance ef aservioe hlnkuwnnd. persenal files
of all categories of siaff and arrepgement for thelr
gafe uuntld;r;.
xii) Increments and cmessing eof Efficiency Bar unu:arn
xiil) Ccenfirmatien/quasl permanency cases
xiv ) Veriricetien eof service
xy) Circulatien of notificatiens affecting service
rights through eutl ihe Department including Beck Depets/
gale Deunters.
Xyl ) Fay fixatien
nﬁj Bubmiesion eof perledicsl reperts/returns periaining
1o 'Haulinwuln_' te tne autherities oencerned.,
aviii ~g.g Framing ef Heoruitmeni muies Lj;'lr &ll greup'ld'
'B', '0' & 'I* posts, -4
Xix ) Fesimbursement of tuiien fee and sanotien of

ahiléren Educatien Allewenoe. !
. IIEJ ﬁrglrdl.u.g of lppl.iﬂ'l‘l_.‘l-iﬂﬂ ﬁ' the employees for ..
nl!]lill:%nt ‘elsewhere. : I
nﬂﬂfupert;r returns.

£tep ?wﬁ for pay in cmse of nen-settlement of leaye cases,
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The establishment section will examine whether
the leave omses etc. 'of &ll employees have been settled.
war this purpese, 'I.h..Ej' wlll request the heads of all
seotiena te fill in casusl leave, resiricted helidsy s,
conpensatery leave etd. in the celumns having cress
remnsrks in the attendance;registers, where-ever i1 ls
found that the pay sheuld net be disbursed for want ef
satiefaoteory settlement ef leave casca. Establishment
Sectien will seek srders of Apaistant Centreller(Admn.)
fer stepping pey ef the empleyees cencermed and sent the
pame ie Acesunis-II]l Sectien fer negesaary mtu-n. When
the leave oage lo decided an intimstion te this effeot
is te be esent te Acceunte~l11I Sectlen fer disbursement
of poy.

Staff Propesals.

e e T

When submitting propesals fer additional staff,the

ﬂr:l.hui'gs profernssheuld be mdepited fer presenting the
mplut;: picture te the Minietry and facilitating a quick
decleieny=

.3 (fieme of the sectiion eof hrlnda.'tg which the starff
proposal rektes). "
1, Fropesil,

mn PrOPOSAl TOr «usessssssassssssBlotion/Branch
nmlﬂg of the demand for the ﬂuwug fdditienal staff,

{Ehe detaile ef the ﬂnﬂ' lmndai}.
’7-:1. Statement ef the staff in the Section/Brench.

{!hn folleowing table ghewing the present atremgth
of -ah&'riﬂl the additienal etaff wanted is te be
prepateds-
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— Existing etrengih Fropesed
Nane of post ¥e. of peste. additienal
. . B‘tiﬂi

R R R e - S L — e -u

L

I111. munctiens er nature of work to be dene im the naut_yu.
—— === = i
(Give & brief descoriptisn ef werk to be done by

esch categery ef staff).

it

IV. Juetificatien for the prepesed splaff.

(mete and figures of increase in the werk under
each categery of the staff in the sectien/Branch

(o+f. CHES Memo He.2D/48/ 45-A4F deted 9.6.1945).

fll fecte and figures justlfying the propesed
staff uhuuln be given en the fellewing linesi=

1+ Fature o werk
2, Deily average of quaatum of werk

3. hverage deily @at=turn per D,
4; Fuuber ef hapds required (213)
ﬁ'ﬁ; ilnnhar of werking hand and

iﬂ_ ,ﬂlﬂ'tﬂ&# {*_5}—
'.I.ul head of ¢ ffice has te eatisfy himeelf &n

mnﬁl .1.mrunt:|..gut1.n thet whut is being sgked fer is
'amnt.y;l. af minisum end he has te give s certificate
in the .,:ﬂll-l’lillﬂ terms te Bcoempany esch propesal fer

extrs. stirﬂ- - :
ﬁfﬂ[. have prunnn.lh nﬂthﬂ.ﬂd Iﬁ"lﬂlf tl:im exira

staff mei for is the minimam Huanﬂl‘;‘i’ te meet the
preuni_.:nl't.ulﬂln.thit work hes net 4mrﬂni due to
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inefficiency er faulty methede ef the existing staff
and that esch member of the existing staff is giving
the maximun eut=turn censistent with the maintenance
of efficlency. ;

(6+£.0585 u.0. Ne.2D/37T=0/42°AL¥ at. tae 16%n
March, 1943).

Service Beoks.

Service Beoks should be maintained by the
Egtablishuent sectien in sccerdsnce with 5.E. 197. The
anmual verificatlen of services s pruanr._i.hﬂ in article
73 af the Qivil Acceunt Cede, Vel. I sheuld be dene in
the caae -“ all clesses eof empleyecs and the m:'rhr.'i.ua in
the firet page re-atiested eonge in 5 yewrs. Article T4
of the abeve Cede should be carefully fellewed in the
matter of safe custedy er service boeke. .

Persensal Filee. .
Pereeal files should be maintained fer each
member of the staff. These files sheuld centain the
attested ceples of the decuments relating te educet ionel
quelificatioens, date ef bixrth, pumlgfunt &s well
as pﬂamt rsal.ihntul eddresses -fn- neted of pmalese or.
penalties papers regiing te the grant efr increment,eto.
Upimpertant papere like cabual lesve applicatiens, l=te

l.'l:tlndi.n-ni ruirt.u eto, need netl be npt with the persenal

filﬂll

LEH?E filﬁli
Leave fi.len gheuld &lse be maintained fer each

pumber of ataff. These file sheuld centained ihe papers
af 81l gort of regulsr leave (@ther toan casual leave,
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special casual lesve eto.) and orders sanctiening the
leave by the compemtenti autherity. -
Inorement caoca.

The Establishment Seotiem is to keep & regular
watch sbeut the scorual ef inorements ef all these vhe
are in & graded peet &md te put up their cases in due
time te the Apsistant Cenireller (Adun.) fer sanctien
se thet ihe lnoressdsl pay uwey be dravn in preper time.
The cilculatien ef the peried te be taken inte sogeunt
for the purpese of arriving &t the dais en whilch
inoresent is due should be made in scoerdance with
rules en the subject,keeping in view, partigcalarly, the
instructien, regaruing the Sreatment ¢f leavwe in the

gage ¢ f temperary persenncl. In ckse of imcrementi
invelving the cressing eof efficlency Bar, the oape are

te be put up te I.EB.C. in socerdance with the rules.

genfirmatien cu88B.
yhemever & persen is
whether I.saimt B pur-tnﬂn‘t..

vecangy, B0 nnqil.irr inte his w
before the explry of the probetienary

the eppointing autherily

Teputy Cenirellersy ag the oase mAYy Dey for erders uhj.qlh
Even in-these few clach .

appeinted en probation,
qnul-perﬂmn:t er temperary
erk end ull'ﬂduut sheuld be

made & short time
peried & & repert submitted to

Huu].i igguE Ro 8060 [T p--uj.hln.
cessary te ektend the peried of

where it may be ne
¢ at & definite deoiplon, formal -rierl

prebatien 1o arriv

mest be iesued, If the appeintment is against & tempor&iy

post II'- aposl net glearly vaoent, the pereen cencerned will,
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provided his work and cenduct have been satisfactory.
contirue to be employed in the earstwhile capacity,
although no longer on probation. In the case of

persons appointed on a permanent or guasi=permanent basl®.
confirmation will then follBw in due courss when a
clearly permanent post becomes available for the purpoee.
The appointing suthority's orders ghould be worded
sccordingly in such cases (e.,£. CP&S u.o. Ho, 2B/31/4 1=AF
dated 29th July, 1941,).

sutmission of Holiday Register|

The holiday register (No.Sd=Unaudited) recommending
the grant of a heliday should be put up by the Establishment
Section 2 or 3 days before the actual date of holiday. In
mentioning a holiday, the Covernment of India card calendar
{5.146) should be followsd. The register should pass
tirough theSupervising Officer ard the Assistant Controller
to the Deputy Controller/Contreller. Whan orders have
been passed thereon, the register should be elrculated in
sections at the latest one day bef: re the sctual holiday.
Checking of .ﬁ.tl’._.ﬂﬂlﬂl:l Registerst k

The attendance reglisters (5.37) of all the
gections are to h| checked in Establishment Section in
the lest week of every. month to mark the regular leave
against the nanes of Emp-lﬂ:rlﬁ# in the attendance reglsters
in cases where leave has been sanctioned tw thn- lesve
sanctioning l.lthﬁtit]r. B-uhli-hnnmt n.:-um should also
gee whether the n-.unhn-:u registers are being kept

upto date by the heads of sections by pﬂtm casual leave,
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late attendance etc. against the cross marks put
in the attendance registers by the Branch Officers
concerned. Any default in maintaining the attendance
register by any uf. the Head of Section should be
hrought to the notice of his Branch Officer through
the Asgistant Controller{Admn.).
Hﬂntmnnn of Register of Addresses}
A register showing the present as well &8
pemanent address of each and every member of the staff
is to be maintained in Establishment Section. The
changes should bs carried cut in register as and when
it 1is intimated by the individual concernsd, To snsure
the proper maintenance of the register, the infarmation
may be obtained from the staff by giving a circular
anmually.
Attachment ordersi
When th;-p:y uf an employee i& attached by any

order of a2 court of law and an attachment order is
received in this Department, it should be examined with
raf.runm I:-n I.I."Flcll, 225 to 229 of ths Treasury Rule
Vol.I mrﬂ prupur deduction under the rule should be made
frem the pay bfll of the Govt., servant nmﬂ in
lltlnt‘mtiun of- Buch an ordsr by the lltihlil\ntht Eﬂ:tilﬂlh
after 'I:lk.l'.ng intﬁ lmﬂnt. the extent to uhl.#h the |
emoluments of ‘a Gﬂt. servant are exempt from lttnumint
for debt. The £ollowing allowances ere mm £rom
attachment by om?r of ‘& courtt=

1) a1l '_I:;I.ndu of "I:r-hlurn: and conveyance allowancer.

11) A1l allowances granted for meeting the cace ofi
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a) Uniform
bl ration
gi1 } All allowances grarted as compensation for hiqh-
cost of 1iving in lecalities considersd by Govt. to be

expenaive localities in:ludinn all hill stations,

4w} All allowances granted to provide relief sgalnst
the increase in the gost of living caused by war conditions
({cefs Cow t. of Indl, Home Deptt. Notif icati on{Jud cial)
No.186/37 dated 2.10,1940 as smended by notification
Mo, 1489=D/43-Public, dated 29.4.1945=CP&S, endorsement
No.6/8/ 40-G dated 20,11.1894C and 5.6.1943.). )

&M (VIGILAMCE) SECTION:

caM (vigilanse Section) is headed by Superintendent.
This section has to desl with the following subfectsi=
1. All disciplinary cases. -
r n:mpl-i'ﬁt.l:{:ﬁplﬂh of the staff !
3. Parliament questions 5
§al Submiesion of periodical ﬂpurtufrltuml_lm c-;r-mun
matters relating to the Depar tment to the prescribed
suthorities concerned, : e
S4¢ Pm:nnlnq'-'lﬁf various reports regarding 'i'aiﬂ_th;.lml.ntlm
or streamlining of procedure. _
6.1 Issue of general n!ﬂ.ul orders/eircul as.
Ta Delegation of Hlnlnlittﬂivl arvd ﬂnnmhl Powers
to the ﬂ!ﬂmn nﬁ the Ilnlpll.'l:munu.
Bet The matters ..-'.'-ehl;-:l to t.hn ntlff umhunn
and Cooperative Soclety of the Department,
Disciplinary/complaints cases! 2
All the & sciplinary/cemplaint cases ln respect
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of the employess of the Departitent are to be dealt with
in accordance with the relevant rules.

Parlisment Questions)

The parliament questions are to be attended
to on top priority basis and replied to within il hours
of the rapeipt therecf, For the purpose of giving a
reply te the Parliasment guestion, &M(Vig.) Section
has to obkain the information relating to the guestion
£yom the seetion/sections who desl with the sdbfect.

The sectiens concerned shoulgd ensure that the requisite
information is furnished te CEM(Vig.) Section then

and there so that tha2 reply may te issued within the
prescribed time limit.

Submission Periodical Reports/Returns]

The periodical reports/returns are to be compiled
by C&M(Vig,) Section on the basis of information/figures
furnished by the different sections and sulmitted to the
autherities concerned by the due dates prescribed for
themy
Processing of various reports regarding re-ocrganisation
or streanlining eof procedare, ]

The reports of the work etudy unit of the
Ministry of Urban Development or any other committes
appeinted by Govt. on the working or _ltnfﬂnn p-.!:rt-rn.,i
in this Department are to ba processed by G&M{Vig.) _
Section and get implemented -u.i‘.i;h; the pr;l.u-t lpprﬁval.nf
the Controller of Fublications. However, Lf any of |
the recommendstion/suggestion of I:E unit/committee
do2e not suit the requirement of this Depar tment .,
the Ministry of Urban Development is to be {informed
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accordingly.
tssue of general office ordars/circulers:

The ﬂnlwt. instructions/orders meant for general
in:nrmitim of the Govt, servants are circulated amongst
the staff through a circular as and when recelived.
Similarly any Ehmu in the working of the Department as and
when ordered by the competent asuthority, is notiflied
through an cffice order. 2_

Miscsllaneous correspondance on general matterss

Migcellanesus correspondance in respect of itema
not relating to any particular secticn in the Department
should be attended to by General Ssction,

Superintendent CEM({Vig.) Section will also be
incharge of Care-taker, Stenographers and Group ‘D'Staff
attached to the different officers, Telephone Operators
@@ Receptioniste.

Care=takeri

There is one post of Carestaker in the scale of
Rs, )!;ﬁﬂ-rlﬂﬁ..f- in this Department who is responsible for
watch ard ward of this Department. The following staff
is urdur his ﬂhi!‘q! at pr-mt in the head officet-

o O ﬂhw'lt:l.dlrxf Hight ‘Hltﬂmﬂinﬂ 11
_ _l. le:uhu : 6
b «El!linln . 8

_ Thll duties and ﬂspnnnh:l.utin of the .:-lrn-taklr
m ls unders:-

gl. ). To mark the -t.t.mhm nf thu nt.:;! under his -
chuﬂ. #nl ul.th the tppliclt.].llnl for leave, absences and
-luhrdi:. thi same= to Assistant Controller(Admn.) through the
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superintendent O&M{Vig.) Section for orders.

11} To supervise the work of chowkidars/
night watchmen/durwans by making casual night rounds.

1i1) To supervise the work of the safaiwalas and
farashes to ensure that dusting and cleanliness of ’
stores, furniture and office roome is done properly ad
that the bath rooms etc. are maintained in proper standard
of sanitation.

iv) To ensure that all the fire buckets are
properly filled with water/sand at all times.

v ) To take general care of the building and
supervision of the annual white washing.

vl ) To bring to the notice of the managemant any
fitem of repair or other work essential £or the up-keep
of the uilding.

vil } Te report to the management failure on the
psrt ;:f the staff liiut:r to camme file (i.=. smoking
in prohibited rooms/stores) or effect the security of
r.hl-!!tieu in any way.

1111'.’! To see that there is no undesirable and
unwholesome collection of men of doubtful character in
or near office premises. 5

l-.t } Td ensure that there is no wastage of electricity
by seeing that no un-neeessary light, fans, heaters etc,
._m -;ugnd during the ll:l' ar lﬂ:.lil'.' the office is cluld.
" % ) To mark. the :l:tm,mm of persons booked for .

!uuaa ufﬂce hours or eon ciulld dl:.rfhulldl;-.rn.
i ) Te report to the management un-usual occurances
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and suggest measures for remedying any desfect in the

security arrangements etc.
xif } Any ether work that may be estrusted to the
care=taker by the management,
xii1 ) The care=tzker is teo perform duty in two
ghifts, Morning and évening hours of duty are four
hours each i.e8., from 7.30 A.M. te 11.30 A.M. and
2.30 P.M, to 6,30 P.M. respectively.
x¥iv ) The care=taker will bs governed by sych service
orders as may be issuved by Govt., from time to time,
xv |} The care-taker will not be sptitled to any
overtime Ii lewance (c.f.C.0.Ho, 2/1/75-Este.(Pt.11)

e

dated 15-1-1_&4_

Stenographers and Group 'D' staff attached to officers!

The Superintendent&M{Vig.,) Section has to maintain
the attendance register of the &ove mentioned staff and
algo to maintain there casual lesve/restricted holidays
accounte.

Telephone Operators:
There are two posts of Telephone operators working

en P.A.B.X. hulinrd in this Depxtment. ' Their attendance
ragister and acoount of casual leave/Restricted holidays
eto, are to be maintained by Superintendent Cnlil{flq.‘l
Seetien.

The telephons exchange should remain open from
iﬂ;ﬁﬂ#-ﬂ. to 6,00 P.¥. on all working days and also du~ring o
1u_1:|_gl,.-,h hourks The duty hours of telephone Operators are |
fixed as under.
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1. One opsarator from 10,00A.M. to 6,00 P.M. with
lunch break from 1,30 P.M. to 2,00 P.M.

2. The second operator from 10.00 A.M. teo 6.00 P. M.
with lunch break from 2.00 P.M. to 2,30 P.M.

The telephone operators may change their duty hours
themselves in rotation of the one month.

‘Keeping in view the very limited staff of tuh;hm-
operatars, a few L.D.T.s are to be {mparted training for
operating the PAEX Board. In the casual absence of any
of the reqular Telephone Operators, any of the trained
L.D.% is deputed to work on PASX board in addition to
their own duties, for which he/she is entitled to
honerarium um-h-r the existing Govt, orders on the subject,
Receptionisty

No post of receptionist iz sanctioned in this
Dtﬁ:u._-_tmnl!‘:. tne U.D Cu/L.D.0 18 deputed to perform the
duties of Receptionist at the main entrance of the new
Mliniatrative block. His attendance register and account
n!ﬂn’mﬂ leave/Restricted holidays ete. is to be maintained
by hpunpt-nunt oEM{Vig.) Section.

.. P-hgntlm of Mministrative & Financlal Powersi

/ .;" ‘The matters relating to the delegation of Administrative
~_and f.'lllim::ill powers to the officers oftthis Department

] m u be -ttmlq te by CGM(Vig.) Sectien,

\ luu:!.ltiml

R Thll‘l iz a rgmn;ljlﬂ. ItI.E.E Association named
-dm this

» 'twnt ‘of buﬂ;;lenﬂm Itl:!f Association

1;,%3* imr ‘matters relsting to the Staff Associstien .
re to b ii‘“-it with in OuM. mq,: Section sccerding to

.'E__ - L
—
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the respective rules and orders.
Cooparative Secietyl :

There i a cuuptrl;!.ie society named Cooperative
Thrift & Crédit Society Led., Department of Puhlim tion,
Civil Liges, Delhi, O™ (Vig,) Section has to take
ackion with regard o the appointment of Returning
Offi car for the anmual m-rll-ﬂ-ﬂ:im of thae Society
according to the orders of the Controller of Publicaions.
Any other matter of th® Saciety where the n-.-pirtmmt is
required to -l.-l'hl any action is t:l; be dealt with in
&M (Vig,) Section. .
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General Sectioni
iy General Section 15 headed by a Head Clerk. pt
Functionss
The main duties of the General Section are
2] to initiate timely action for dalling tenders for
1) Sale of waste paper
i1 ) Purchase of packing cases
{14 ) Ocher piscellanecus tenders (guotations for

—r®

maintenance bf wuter coolers, Reom Cooclers, Office clocks
eto,

b ) ko arrange local purchases of stores/articles
as required in the office use.

e ) to purchase, repair and hiring of furniture,
typewriters, addressegraph machines, comptometers and other
mmﬂnn eto,

d ) ko arrange ametion of the unserviceable stock

e ) to provide liveries to the staff

£ ) tomaintain the stocks of ltlﬁmurr articles
and other El;rn:'n required for the office use including
their procurement distrihution, accounting, physical
verification. ;tc.

ﬁ ) o correspond with C.P.W.D. for additions and
' L .Il;lntium in office build ngs. _

s h ]'tn procures reference huuh.r .prripﬂgilg etc, O
ul;i. I.ﬁ t.hu.ﬁ!f‘iu. . =Y

{4 ) teo arrange telephone facilities.
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{1 to maintain tell-tale clocks etc.

k) to take action for registration of periocdicals,
reneval of telegraphic abreviated address of effice.

1) to m-.nint-!n dead stock register of the dead Stock

articles as usad in the Department.
TENDERS

LY

The fellewing annual tenders (sampbe)notice/form

reprodiced in Appendix IE! to this Manual)
are invited every year in ths month ofMarchi-

1. Purchase of new pa-cking cases

2, Bale of wastepaper

In addition to the above, tenders for any other
special item(s) can also be invited. In the case of
other iteme of tender that may come up within the year
for casual purchase etc, or limited tenders can be
invited. 7 day's clear notice shall be given to tenderers
to quote.

The intending tenderers shall deposit the cost
of the copies of the tender forms required by them
with the Cash Section which is te issue receipt(T.R.5)
to th:qu. 'I'h.t_: saction i te keep a separace pad of
the form nn;l-nd for this purpose. The tenderers
should show the receipts to the General Sectien te
obtain the required coples of the tender foms., The
#unira-il Section shall keep the accounts of these forms
“4in @ mlltlrr (No.4 A=Mudited) . =

'l‘i‘inhl-.l.lunt Centroller tu:;nn.} who opens the
tﬁw!qrh must put his dated initial on all pages
of the tender including ite enclosures and mark the
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genders serially, He shall note down on the
npprnpriltn file the total number of tenders -

received and opened by him so that there may not ba -
any possibility of suppeession, substitution,
addition/alteration etc. im the tepder, IE£ the ...
tender documents are unusually bulky, the Assistant
contreller (Admn.) may initial only the imporeant
pages such as those contalning price, signatures of
the tenderers and any special condition, The tenders
thus opened for different categories should be

dealt with in separate files.

The lowest tenders in the case of stores or
gservices required and the highest one in respect of
gale by this office of any article, should
ununu'ur be -mpt.nﬁ. If there is a departure from
this pl'.'mt.l!::u. full. reasons must be recorded em the
file by the competent autherity. Thoese tenders
which o not fulfil all the conditions of the
) tgn.q-r notice and are not also accompainsd by the
'r.-_;nll ficilpt far earnest money where required, may be
rnji-dtﬂ. The samples where required should also be
.“ﬁlnﬂ with refsrence to the specificatiens in the
tender notice. Such samples of the spproved contract !
: :tnu!.i be retained throughout the year in office go
thlt t.hl supplies made can be compared u:lth the |mpla.
At the time of #m!‘.ﬂng thu cender for new
packing cases; the average rate depending upeon

th:u"p;um‘hur of packing cases used during the peried
of, say; three months should b= worked ocut, In declding
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the tender for the sale of waste paper preference
may be shown to paper Mills or thelr accredited
agente, who will produce dogumentary evidence. to
ghow thet they will be collecting pqar for supply to
paper Mills. As soon as a tender has been
acdepted, the unsucessful tnﬁﬂnn may also
 be informed of the rﬁ.u lt, A comparative
statemant of tenders received for the yoar
should be maintained in a register (Mo, 4 = Audited)
nce @ contract is entered into, the
Controller of Deputy Centreller has norsuthority
te increase the rates entered inte without
getting the sanction of the competent £inancial
sutherity as laid down in principle 4 of the
General Principles applicable to contracts
ﬁrmhlng expenditure from the Central “evenues
vido Appendix __ (8 to this Manual,
Barnest Money and Ell‘.'l.tﬂt]' deposites
!‘lrnul:_mn: against f;ﬂﬂ;i: notices

where rnquir-d: is not -cu_-pt.u"in cash in the
Department of Publication l:ut ‘the ténderers are

4o deposit the same in thnr imu--uink in the shape

of call receipt in accerdance with the instructions
us-ually embodied im the tml-r noetice and:to tm
the l".'-llli receipt -_.I_mqquit_h t}gu.ti" quotetions under

o s Hllﬂ covers After the tender has been decided and

“in _l:h_ﬁ_-.u cases where the earnest money has not been
forfelted, the call recelpt is returned to the tenderers
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for getting back their amounts f£rom the Bank.

Whare security depesits are regquired for the
faithful performance of the terms and conditions
ambodied {n a contract, the amounts are to ba
deposited by the contractor im the Civil Lines, Post
0ffice, Delhi duly pledged to CGovernment. Afcar
the contract has been pirupﬂrly carried ocut, the
Sub-Postmaster, Civil Lines, Post Cffice, Dalhi is
addressed by the Department of Publicstion permitting
him te allow the contractor teo withdraw the amount
and a copy of the communication alongwith the Pass
Rook is passed on te the contractor for mecessary
sation . ‘eritr Depcaite can alse be accepted in
other forme like Bank Guarantee etc. as provided in

=

Genaral Financial Rules.

Earnest money -I.l'; .H;url.l:r ‘dnpmil-:.n are demanded
from contractors on the feollewing scale 51—

i ) Earnest money @ i_lpamﬂ-. of the approximate
value of the demand. :

11 ) Security i_i'pn‘ug:i_; 10 percent of the valus
of the contract pl‘.m:-il.. ..

In the case of I-:li,.l..lhlll f irme,; whe have had
patisfeactory da:l'.i.nqn with It.hu subordinate offices
for several :.re-rl; u;uurity depoait may be reduced
to 5 per cent after uﬂl’:t_.n:ﬁi_ﬂ the Contfoller's
-'IIFFI_'I'I'.I]. in each case., :
Local Furchases: | |

No petty purth_ltn exceeding Rs. 100/= at a
time should be made without calling for tenders/
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quotations from at least 3 partles who are regular
suppliers of the ftems concernsd, Itema should not
unnecessarily be split up to come within the limits.
Only indigenous articles, if avallable in the
requisite quality and at reasonable price, should be
purchased,

Petty pi;rcha“l of paper nqutni for GeverInmeént
use may be made when absolutely necessary. Every
effort should he made to obtain paper through the
normal ehapnel {.e. ths Controller -urE Stationery
apd locsl purchases should be avoided alltogether if
possible, o that no encroachment on the quantity of
paper relesased for non=Governmental use be made,

Cagh Memo, ovar Rsg.10/= cannot hl--l-l:.'ﬂﬂp-\‘.ﬁ
{n audit as vouchers within the meaning of rule 205
of the Treasury Rules, Volume I, if they are not
duly stamped and do not contain an acknowlesdgsment
of money received. Under the Stamp Act the dealers
eannot refuse to give & stamped receipt and their
l:'lfuut would be tanatamount to a violation of the
Aot and evaglion to pay Govarnment .dl;tlm The cost
of stampe should rightly be incurred by the dealers
and it cannot be met from the contingent grant of
this effice,

"ﬁmhul. Ilﬁ-lir and hifte of furniture and other .
Machines used in the officef- X

While initiating action for the purchase of

new furniture, general restrietions, ban etc. 1if
impesed by Government should be kept in view,
Purchase of other machines such as Addressograph
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Machines, Franking Machines, Weighing Machines,
Type=writers etc. can be made either as additional
ruqulumum:- er th;u rTeplacement subject toO
administrative ipp;'l.‘wll of the competent sutherity
and furds being available, Petty repairs of
furniture can be atfended te by the office carpenter
Breakages of chairs if found to be due to the
careless handling by the members of the steff will
not be attended to by office, Person responsible for
such breakage shall be liable te pay for the cost of
repairs, As regards the ether repaires ef furniture
the sime need not be done plecemeal but several
reports from sections may be accumulated and
attended to by the General Sectien tegether,
Recanning of chairs may be done onceé or twice

during the year. The work should be got done
through the recognised assoclation/institution of
blind persons. The repairs of typewriters, copy-graph
addressograph machines, comptemeter, waighing
machinas etc. should be got done by the respective
of the supplying firms. The rate should however,

ha obtained hllﬁarl hand and got approved by the
‘Deputy Controller er the Controller as the case

may bhe, Ih'ﬂllu of major repairs of cepygraph
machine an estimate of the cost of repairs should be
obtained from the local agent of the mamf scturing
£irm, : '

Furnitore is hired only en occasions like an

anmual audit, eewatiem of & post fer & short time,
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ote., Byen them it will f£irst have to be found out
whather such hiring is indispensable and office is
unable té spare any furniture frem that in use im .
di fferent sections, The rates of hire should alse
be callad far from several firms and the lowest onces
accepted. Where it is found that the cost of the g
furniture to be hired will be much less than the
tstal hire charges to be pald for the whole peried,
it would be better te purchase new furniture,for
tha ﬂ-llk-'! af economy.
Maintenancs of the distribution register of furniture
and sther T;liﬂhiﬂ!"l

General Section will mainmtain the Register(s)
in I'I!FEL"": of all Dead Stock Articles available
in the effice as per requireménts of General
Financial Rules. Such register(g) stall provide
b.u}n ef distritution of the furniture and other
mﬂ;ﬁ“n ete, te various sectiens in the office.
. i . The Headg of all sectiens should aleo be
:‘-r;upa‘;_:ud to maintain a regular ruum of all
m.lﬂ-ﬂ:lr'l:ﬂ-! -u:l:irl.-lea gich as Chalrs, tdlk s, machines
tr'.-_.::-.- Transfer of any article to another section
ghéuld be recorded and signature of the e ad of the
_dﬂlm or the person te whom transferred should be
'nht'-'i'nad. Informa fon to t:hil“-iffeet'_lrni:'ld ba
nuﬁ_ te Gencral Section nlﬂ.l__-_r making entry in
n:r-ﬁ Btock Ragiater. A puriuiir.-al check of the

record thus maintained should be made by the heads
ef the sections concerrd am shortage or loss of
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any article which cannot be accounted for {mmediat &1y

reported to the General Sectien. In handing over
charge of a section the relleving hesd of the
section should check the stock of the articles
recorded in the -n:-;innll rn:q.l:tur. Such balance
gheuld b= {nitialled and dated, {f found cerrect,
otherwise any less should be hrought te the notice
of the Branch Officer for immediat® settlement. The
General Section on its part ghould get the stock
physically verified anmually.

Aditions and alternatiens in the office builédl ngs and
electrical installatiens,.

Al additiens and alterations and even the
petty repairs in the office buildlmgs including
electrical installations are to be done by the Central
Publie Werks Depa tment. Where the t.flntrnl Public
Werks Department considers necessary ;-* sutmit
estimates, they should be forwarded to the
sppropriste suthority for apppeval and accerding
administrative sanctiom before the CePaWeDe is
agked to take up the Hntk;." _1‘: R

v The Central H!bliﬁ-ﬂrhip!_];iﬂﬂ“t shall alse
be apked to prepare designs for those works for
which there is I."lllill'tlﬂl. scope of obtalning
" financial sanction. . ; .

Hot -'I'.ﬂlthﬂ-‘." and Ceool H;ur.h:u: ﬁrmgmintnl

x : *'I'hnh-t weather arrangement consists of
setting up Foom Coolers ard supply of tumblers,
goblets etc. An estimate of the totsl number of
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tumblers, geblets ete, as required throughout
the effice should ba prepared every year just before
the start of Summer season on the basis of ene
tumbler per head per year, 1 or 2 goblets in small’
gsections and 3 er 4 in big sections, The tumblers
sheuld generally be of glass. After the estimate
has been prepared and approved by the Contreller,
Ceneral Sectien should arrange for calling for
tepders and the pufichase sheuld be made frem the
lewast tenderer.

The supply te sections sheuld be made en the
basie of estimate including & small quantity meant for
breakage., Duplicate supplies lhmlﬁ_hﬁ made only .
under specific orders of the &ssistant Contreoller
{Admn,). The requirements of auditers during their
annual audit should also be included in the
estimate and these tumblers ghould bs set aside 1f
steck for use in the preper time, Simultaneoulsy -
provisien for Reem Ceclers, Water Ceslers ete.
should be made accerding te requirements.

The Celd weather lrrunamn:.:lr_:ml:lit- of
providing electric heaters/Angithis. General
Sectien shall take suitable steps fer purchase and

maintenance accerding te reguirements.

.- Aetient

Articles declared as 'Unserviceable’ by the .
competent autherity shall be disposed of through i
auctien. The auction notice should be circulated
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properly and sufficiently in advance of the date .
The highest hid should generally be accepted.

Whenever an suction is held, it sheuld be
widely netified and all bhida together with the na es
of the bidders should be recerded, Each sale should
aleso be -ttunt:ul by the efficer supervising the auctien.
For this purpese register Ne,3(Audited) should he
used, Whenever auction is made through Pirecter General
of Supplies and Disposals, such casea should be
pursyed vigereusly te aveld further deterieratiom im
the conditien of un=serviceable article(s).
Liveriea: -

The liveries in Delhl effice are supplied te
members ef the Central Services Greoup 'D' empleyees
in accerdance with the scales laid dewn in Appendix

17 to this Manual., Water proof ceats instead

of uﬂﬁ-phnf caps may be lesued te office;peshs and
farashes 1f their issue will add to the efficient

discharge of their duties. (of Government of India
Heme Department Office Memorandum Ne. 14/9/3%=Public
dated the 12th February 1941)s

Temperary peens employed for not less than
ons year are entitled te liverles as admissible
under rules fer supply of liveries te Government
_ servants. e | .
| Buch articles of livery as have less tham ene .
year t- ﬁﬁplqu their normal life need not be
returned by the temperary Greup 'D' employees
concerned, provided that they are discharged otherwise
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than on grounds eof inefficimcy er indiecipline. Im
all other cases the liveries should be recevered and
re=igsued or sold, the sale proceeds being cradited
to Osvernment, 1f the temporary employees is net
retained for the full peried fer which the liveries
hl.wl been issued.

The Oeperal Section is required to maintain a
register of liveries {Me.3=Misc) in which all receipt
and stocks in hand are to bas accounted for. Anocther
register{Ne.,4=Migci) should indica e its distributien
and the eligible empleyoes.

The members of Central Services Group 'D' employed
in the .Sales Depet, Calcutta, are alse entitled to
the scale of liveries laid down from time to time
by the Gevernment.

Washing allowamce te Group 'D' at the Govermment
pruml.:]‘.hl:l rates is alse sanctioned in respect of the
1iveries given te them,

‘s Beperal Bectlien shall arrange supply of liveries
Uﬂitu:m to t.hs!t Group 'C' empleyees, such as Drivers
l:ﬂpallt-:h Rider etc, whe are entitled for the same,
Supply of Ferms for i:g!ﬂc- Use (D.P. Forms)

! Tha annual 1'-#:-:.1: for D.,F, Forms i3 required te
b:l sent out of the .ﬁpl'l‘.ﬂtﬂt- ef I'uhu:l::timu befoe
the Ist May every year. This indent shall cover the
requirments of next finmanci &l yex. It is, therefore,
réquired te be sent 11 months in advance of the
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comancement of the financlsl year for which 1t is
placed:. The indent shall be preparsd on the basis

of actual issues during the previous year, anticipated
issies during the ysar im gquestion and the balance
stoock. Supplementary indencs should be avolded as

for as poasible and every efford ehould be maje te
astimate the requirsmentscorractly at the time of
placing the annual indent.

When a new form is te be intreduced, the
poermission of the Contiel ler /Deputy Controller for
its standardization in che D.F,. series ghauld be
obtained,

A list of ferma alongwith their subjects shall
be majintained by the “epneral Sectien. When the forma
nave bhesn received aft;lr printing, they sheuld be
proparly checked and Im:.‘ﬂl.lﬂtid for with referance
to the indent plagad. The receipt of some 2 thy
forms like voucher padg, cash mems, becka etc,
which mist reach the Publicatien Department befere
the um«hhta ll thn ,Einancial year, should be
watched ln-l*i!*-t‘hqr are net raceived in time,
constant mlnliﬂ.'.i --Huq:l.d be issued sufficiently in
advance te tii:u Press concerned. The cash meme pads
meant for the Sales i?yplt-fc-untin at New Delhi and
Calcutta are to be sent te the Incharge of the
“‘Mﬂ lﬂll Dapet/Counters as soon as they are

received frem the Press. V.P.P., B.D.P.P.(D.A,) and
other ﬂu-:ht besks are made ever to the Acceunts




Sections, which maintain 2 register of r.h;lir
receipts and issues to the sectiens capcerned and
alse malntains the stock, The Sales Depet/Counters
and the Accounta Sectien should check every page
ef these pads and £ind eut 1f thars is any emmisaion
or mistake in numbering which should be brought te
the notice of tha management fertmhwith. The General
Section should maintain the steck of all ether fomms
fust as they do in the -:.nsa' o statiemery articles
ani alse maintain their ledgers (D.,P.95) showing
receipts and issues, The issues are made on
receipt of monthly indents Erem the gectiens Which
sheould be got approved by che hsaistant Conmtraller
{Admn.). after proper serutiny. The ledger for
forme should be put up monthly te the Assigtant
centroller (Adin.) after making them throughly
uptodate in respect eof isme and receiptsa.
Stanpdard forms:

The pesitien with regard te the standard forms .
{s the same as in the case of D.P, forms, both in :
respects of issues and receipts am well as the
placing of indents. The ealy sxgeptions are that
the anpual indent is te be placed with the Manager,
Govergnent of India Forms Stere, Calcutta, dirsct.
in the case of Civil forms and t.hl:lui‘h hh- :
Controller ef Accounts Military H-li‘lﬂl:.r El.n.‘.l.u.

Caloutta in the case of Military forms kike credit
nete hooks ste. There is alse ne question of my

a
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arrangemente b2ing made by the Publicatien Deptt.
for stapdardization. The recaipt beoks (T.F. 3
as soon as they are received, sneuld be made over
to I-.hu ?1nl_.mill Officer after a tharough checking
of all the pages of svery pad and entering them
in a Tegister which is kept with Acceunts Ssctien.
A certificate ghould alse be recerded en sach recelpt
boek on the fly leaf showing the number of receipts of
sach bosky Only such number of recelpt Dooks as ale
required for immediate use should be issu=d by the
Financial Officer after getting tmeir issue notad Iin
the register referred to & ove.” The complet=a DICKS
should alse be keépt with the Accounts Sectlion.
Similar agtien should he taken in respect of oLhod
standard forms like Cash Book ete.
ITNDENTS FOR REFERENCING BOOKS REQUIRED IN THE QGFFICC.
Anmual requirements of all publicstions reguired

by the efficer for its use should be determined
at the beginning of the year andthe same snould be
put up for approval of the Controller/Dy. Centroller.
Giving the fellowing particulars:

a }.ml&ripum of Publicatien

bl MNumber of copies required

¢ ) Sectien for which rsguired

d ] Price par. ceopy

e ) The budget he=ad eof acceunt from which ths cest

will be met.
£ ) When last purchased and {ts authority.
With the exception of such publications as are
purchased regularly every yesar , cemplete justification
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for the purchase of the publicatiens and for tha number
of copies avksd for sheuld be given fer every item. As
ragards the publications m-:ur.-knl by the Department of
Publicstiens the necessity for them and fer the

number of cepies asked for lhmu be explained while
{ndenting for the same. AS regards the publications

te be purchased from the private bock sellers every
effort should be made to purchase them frome one of the
autherised againts for the sale of Gevernment of India
publicatiens in Delhi with & view te claim the trade

discount admissible en their cest.

REGISTRATION OF PERICDI CALS:

Tha periedicals published by this affice like
Gazette of Indla, Indian Trade Journal, Indiam Labour
Jeurnal etc. A written motice ef the intentisn E®
renew registration should be ﬁiwn te the Pest Master
Gemeral cemcerned one memth before the expiryef the
period upte which I-.hn ;.;ngut.nt.:un remains in force.
Ne !ﬂ ie pmrtnll for the renewal of registratien
'tﬂqfa. clauge '15{;} ‘of ‘the pest and Telegraphs cuide).
Gensral Eul:tin sheuld therefers, xeep special wateh in
the matter. -Mur failure te de ss will :nu::t in non-
remeusl 6f the registratiom for the mext yeer and |
Eﬂllﬂqulnt uil:hl::aull ef the Postal concessions.
mimnum of my £resh periedicals, which necessary,
sheuld alu be arranged im accerdance with the
in'l_q:ructi-m en the subject contained in the P&T

Guids (latest editienl).
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RENEWAL (FTHE TELEGRAPHIC ADBREVIATED ADDRESS OF OFFICE:
'Boskind' is the registered tslegraphic address
of the office, Its registration should be renewed evéry
year in March at the latest as the existing remewal
expires on the 3lst March. The charge fer remewal is
Rs., 20/= pays le in service pestage stamps. HNermally
remindera for IIMH!i of the i{tem are received from the
pestal authorities but General Sectien sheuld k=ep the
matter in view,
MATNTENAN CEOF TELI—':.".PLE CLOCK AND WATCH OVER THE NIGHT -
WATCHMEN'S DUTY,
The tell=tale cleck is used for the purpeses eof
watching {f the night watchmen are doing their duties
in the night. The winding of the cleck is done by
The Geperal Sectien which places a new paper dial dally ."
en the clock, lecks up the metal case and hands eover )
the clock te the watchmen. The watchmen are reguired
te punch it hourly while en their rounds in the night.
The punched dial is remeved by the General Section -
daily at the time of plming_ the new dial, The-
Punched dials are pasted in an obsolete .:ag.i:t;r-:ja
and put up &t r-gul.n: ‘Fll'.lﬂ-l te the management .
Where these punchings disclese that the watchmen
relaxed in their duties; warnings are to be issued
to them under the orders of Assistant Contreller Imnn;l.'
REPAIRS OF TELEPHONEST . A
Repairs ef telephon®s in the lim=s are made
automatically by the Telephene Exchange when cemplaints

are lodged over the phene. The repairs of case wires or .
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apy part of the apparatus are charged for and bille

ape paid fn cash. Before payment, it should hewever,

ba examined whether the repairs have been necessitated
{n mishandling the telephome by any bedy. In that
caSe the persen cemcerned shall be called upon te pay
for the damages, Inf ermation for Publicatiem in the
Tqlephene and other Directories. Any change in the
matter already appearing in the directeries which
publish the same free of cest sheuld be intimated .
te the publishers when they send the cuttings te this
“Department fer verificatien’and return at the time of

pubdishing fresh edition. lo matter for which charges

THDENTS FOR STATIONERY ARTICLES!

The annual indent for statienary articles
required by the Deptt. of publication iste be submitted
to the Asstt, Centreller, Statlenery, Regieonal Statienery
Dapet, New Delhi in gorm I(G.5.0., 154} im duplicate by
the Ist April each year., The ldent should be based
en the actual {ssums made during the previous year, the
gtock 4in hand and the peried they are expected teo last.
Expensive articles s hould net be indented for
un-necessarily.

a) Red tape must net be erdered for the purpese

of typing up p-u't:l.u. s
i - ]' Elpcnih'l lrlw.ing pger will enly be supplied . -

in Hrjl'k 1 ,g_xmnucu: erdinarily cartrige

I -
paper lhmilﬁ lnnntqd £or,
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¢ -} Hand or mould-made paper sheuld enly be

supplied in very exceptiesnal ~irc. -tances.

d ) Expensive paper should enly be indented for
special use; the stationery office price Ilst describes
the sorts of paper that should erdinarily be used.

e ) Special paper clips, coestly class er brense
paper weights, style and fountain pens, &and ether
s@kil ar articles should net be indented for except
in very special circumstan- s,

f ) Cleth-lined envelopes are expensive and must be
very sparingly used. The statienery Cffice is authorised
to reduce supplied where the proporkien ef such envelepes
apoears excesgive,

ﬁippll'll-ltll:]r indents are meant te cover special
ard emergent demands which ceuld not have bean foreseen at
the time of submitting the maim indent, Requirements
of speclal articles like Jute twine and Hessisn cleth
are te be intimated annually te theCemtreller eof
Statienery, flléllttl in form Ne. scsssvssesssFrom in

the menth of Augusti=

iy -..- l-'l-._l.l-l.'-‘i. - -__----- .---. -‘-.-.*--'-.-'-'- .-'-1-—-..
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MATNTENANCE OF THE STOCK OF STATICONERY ARTICLES. !

Packages sn receipt must be .l-plnﬂ in the pressnce
of & r:l:prlulj‘.hh officer. Any deficiencies er excesses
in consignments sheuld be reperted to the Asstt. Contreller
Statienery, Regienal Statienery Depet, New Delhd/
centroller of Statienery Calcutta at eme., Cemplaints of
geeds damaged in transit must be accempatiied by the
Asstt. Centroller (A) epinien abeut the ground, tierefore
whether the danage was due to bad packing er mishandling.
The damaged articles should net be returned teo che
Stationery Deptt. without th-l. specific erders of the
Asstt. Controller Stationery/Centreller of Statiomery.

The stock ef statienery articles should be kept under

lock apd key. Issues .lml receipts of statienmery

articles should properly be recerded in the statienery
ledger, There sheuld be a periedical checking of the
stock by the Asstt. Contreller{Admn,l Regular acceunts

of beth ll:lt.lllin‘j nrticln and forms should be maintained
{n Registers Ne.47 and 48 (unaudited).

TSSUES OF STATTONERY. ARTICLESTO SECTIONS!

The -llcl.'.lﬂl are te submit their indents for
lt-lt!.-'lll'll' lrt.lt:lli in fer Ne. Sy.305 duly ctecked by tru:
heads -! tl:l.i nnthntl;- the Cener &l Ssction by the 10th
of a rmr.h. mpplllﬂitlry indents in rare and expeptional
cages 'Hing put up threugh Register Ne.7(misc), The
mmnl Slcthl will check the indents en the basis of
the 1ife £ixed for sach article and in the light of lssues

made in the past te the pari_:,lr.-uhr sections, whereever
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necessary, that ssctien will curtail the requirementa.
The scale of issue of some of the articles is given
in Appendix te this mamual. These (1ike vouche r=-wiiters
and diarists) whe use pencil net pens threughout the day
may, howsver be supplied with pencils/refils at the
rate of 1 p2r man pa‘rr menthg

All {ssuss of statienery articles and forms after
they have been made in a month are censelidated in
Ragisters Ne.B md'g IMigal €feor the purpese of carrying

over to the respective ledgers.

INDENT FOR DUSTER, FLOUR FOR PASTE, ETC.

Dustors are supplied half yearly te the peens and
farashes. A l.l.:trih.nt:i.m liat is prepared fer the
supplies te bes madd every time and the total requirements
for cleth are computed according te this list. Fermiss&ien
of the Asstt. Centreller(Admn.) obtainedbefore supply is
lrringli. General Section sheyld alse arrange supply of
flour, paste etc. for use in the sffice, i
LOCAL PURCHASE OF STATIONERY ARTICLES:-

ﬂﬂlmrﬂr I.ll requirements of the q,iﬂqr ih.-uld
be included in the nnnu-‘.t indent for stationery u-ticlu-
or 1:: the mpplementary indente when required te be placed
In nmpuunnl cases, where the ulﬂ. has been u:hau-r.ﬂ
and the Statiomery Deptt. is not able'te Ilpplj' in tl‘nl-
Urgent requirement can be had nﬂfl_mqg l.-_n:al purchase.
RECORDS! = ;

The CGemeral Sectioen is respemnsible fer the

maintenance of th: recerds of all the sectiens coming
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within the purview ef this chapter and \
maintain index for impertant £1les,.(Register Mo, . *1
SleUneaudited). h
V.P.M.0.Formss
The Directer Gen=ral, Pests and Telegraph
sanctioned the ebtaining by the Deptt, of Publications af
supply of losse V.P. Money Order forms(M.0.51) required
for use in the Deptt. direct from the Manager ef Govt.
0f India Ferms Press, Aligarh after getting the n&es
and addregses and facgimile signature ef sepnder printed
on it. Tha entire stock of farms =0 printed shouléd be
taken ever by the Deptt, of Publication immediacely the
fams are ready after printing. The Centroller of
Printing and Statlonery has agresd to bear the additienal
case involved in printing the names, sddresses and
facsimile impressien of the sender{c.f. letter Ne,
miﬂ;ﬂ!ﬂ!ﬂL dated 6.4,1934 from the Directer General,
posts & Telegraphs)., Proper watch should be kept by
the .ﬂuarnll.' section over the steck ef these foarma and
il! il'.'llr placed Hit.h the Manager of the farms Press,
uigtrh for printing the requisite number of forma
mfﬂﬂhﬂtly in sdvance se that piecs meal purchase of
thiﬂ' mnﬂr -ﬁl.'l: forms frem the 1|-:|n1 p-ltil autherities
“h'! lf-.‘.tu. _
-nml siion of letters written in languiges other =

-t-hhl'_i English and Hindis-
These lettesrs come, unlnr twoe categories vie.(5)

these written in Indian Irlﬂ'ﬂﬂlﬂ'&ﬂ and (1i) others



written in fereign languages. Ag regards
yritten in foreign languages, arrangements the ir
translation inte English/Hindl exist {n feresign langus{ O
Deptt, in the Minisery of D-;-m-e at the rates prescrilcl
by Gevt, As regards the letters of Indian Regicnal
Languages, & panal aof translsters for translating the
communication £rem the Indlan Regional languages 1lnto
Epnglish and vice -ur-- axigte in the Ministry of Educat L on.&
The letter written in Al ffersnt reglonal languages are
te be sent to the translater Ser that lsnguage empannetéd
with the Mipistry of Education fer translsa tions at the rage
prescribed by the Govt. A copy of the current panel
should be obtd med from the Minlstry of Bducetion for chis
PUEpeac,

Translatien from Indian Regienal Languages
{including Urdul imt® Fnglish/Hindl and vice versa may
be got dene threugh theaGevt. servante warking in tha
Deptt,, whe knew tne 1 anguage well ca payment of
honorarfum, 1f Lt —an be cenvenientl; dene, without
detriment te these afficfal & ties, If this is not
poasible, services of -« rasalears emr:nngled by the .
Niplstry of Fdicatdom may b seiliesi op paymant of
nonorariue st the sfore mwil jirtiibed rete. (ec.£.
Minietry ©f HMome AFfafos LB Ge¥e Nou
F=17011/1/BC-A1 1~ wwarces asced 35,380} . .

A department =1 cantesn, undsr weor all contiel of

the Contreller of Publlcations, exigts in thisDepartment.
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The General Section is responsible feor drawal
of pay and allewances fer the canteen employees. ‘:I!'h:l._n
Sectien 1s alse rﬂlpmnihll.flr arranging leans and

* adyances to the Departmental Canteen, Service cenditien

of the empleyees af the canteen are geverned under the
guide lines issued by the Deptt. of Fersenn®, Admn.
Reforms & Training, MNew Delhi.
CENTRAL REGISTRY & TYPING SECTION:

e

This Sectien is h= aded by & Head Clerk. The
main functien of C.R.T. Sectien is te sopen the
inceming dak, diarise and semé the same te the sections
cencerned, teo despatch all sut geing letters and te

- de all the typing as well as oyclestyling werk of the
effice.
OPENING AND EDITING OF INCOMING DAKE
The clerks ;E C.R.T.Sectien, while bread serting
the dak received inm this Deptt. and putting them in
different plgeen heles sectien-wise, should
simultanssusly put all reminders whether frem Gewt./
H‘-mi-ﬂjﬂtf.-'llgiliqﬁ agents, casual custemers er any
nt_hnr--;uthl‘iril._t.:;rl;nd the irrq:-lrl:l.it letters like the
surmens frem Court (ether than these addressed te
lnl:[.ﬂﬁul: Gew t. Servants), letters frem V.T.PE.,
lettens by name etc. im one pigeen hole marked
. 'I_H?GHFH‘I" te h& ‘sarmarked fer the purpese.

4i) Thereafter the Head Clerk C.R.T Sactlieon
'lh;u_id take out these remindera etc., put im the
pigeen hole marked *IMPORTANT' and sort them sut
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branch-wise for Branch Officers and D.,C.P./C.P.
conceinad, _

iii ) These remipnder etc, should thereafter be
enteraed in the Registers te be nil;tllﬂlﬂ Branch
Officeruise and sent to them direct at the dak stage.

iv) If the reminder comcerns mere than One
Branch Officer, ths Branch Officer will immediately
inferm the sther Branch Officer fer joint actien.

v ) Frem Sectien=wise pigeen holes, which the
Head Clerk and Section Incharges are going teo edit
daily, mark to them Branch Officers if any impertant
letter is noticed by them, which was mixed by the
Clerk C.R.T. Sectien, such letters will be handed
ever by the Sectien Incharges te the Heasd Clerk of
.RTs Sectien, while scrutinising the dak by them
in the C.R.T. Sectien. The Head Clerk of C.R.T.

=

Sectien will take further actien as in (iii) above
en such 'mixed' letters.

vi ) The Branch Officers will arrange actiom on
such cmniéa'l:imn wit heut returning them ,l;.;l_#.ﬂ;_‘r._. .
Sactien as CiR.T. Sectien have put the inialﬂ':" |
numbers en them,

(c.£.0.0, Neo,12/06M/79 dated 19.11.117'9_}.
n:ms:rm: OF LETTERS/INDENTS.1t

All tlirjr werk is done in Q-H.T- Elctiﬂ.
Ne _llr.-l:in is -:uquiﬂ:d te re-diarise those letters’
indents. Diarieing is dﬁu in leose sheets of
prascribed Ferm D.P. 116 in triplicate with the use
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of pencil/det pen and carben. Writing should be
very legible and meat. Net mere than five letters/
imdents should be sntered en each page. Both sides
of the form sheuld be used.

letters/Indents relating te varisus sectiens
sheuld be serted eut by the C.R.T. Sectiem after
necessary editing by the Supervisery :rtu!f:. Letters
addressed to Officers by name should be sent te
them for epening and marking directly te the

Sections concerned.

5. Saries of Dy. Neas, have boen alletted te wvarieus
ssotions. Indents sheuld be dlarised fer each section
separately with the numbers aceerding te the saries
alletted te that sectien. The ether n'-llmﬂil-:atiﬂl
ghould be diarised im the sams way fer each

gection separately accerding te the series alletted
for this purpese, The RI Section gheuld keap ane

copy of Diary Sheet fer its own recerd, These sheats
should be filed aesctioh-wise and atitched in
cenvenient lots s necessafy, Daily receipts after
peing diarised sheuld be ssnt te the mt.l.m
cencernsd with two copies of diary -h"l.-.n ‘I'I‘l.n-
'#-r.:tinn cencerned should return on® cl-p::r of diary

2 .lhllt duly signed 1n l:uhn,nf having- ﬂr.-a.uud

-. thl letters 1““'.'.-. etc, a8 covered h:r the particular
ghutu. If any recelipt is te be transferrsd by the

saction £er anether sectien; it sheuld be dene in
their ewn tramsit register, Nene sheuld be
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returned to R&I Sectlen. on receipt of duplicate
ecepy duly signed by the esctiens, the R&I Sectien
gheuld £lle them preperly.
6, A1l receipts of remittances(C. B S. receiptel
ghould be sent to Cash Sectiem without diarising
in R&I Sectien through traneit register. ©On
receipt of such C.B5.5. and ether dak received in
the sectien (other than that received threugh R&I
Sect fon) sheuld be diarised {n Cash “ectisn im the
prescribed form D.P. 116 in triplicate in the
manner indl cated in the preceding paras accerding
te the series alletted for the purpose. Ooriginal
sheet = retained in Cash Section and two cepies
gent to R&Y Sectien where those are filed as
indicated in para 5 abeve.
7. SECRET/CONFIDENTT AL COVERSY

All secret/cenfidentlial cevers including these
addressed te the Centreller /Dy, Contreller of
Publications by nams should be sent by R&I Sectien
in a wooden coversd bex duly lecked te the Steno
conce rmed aftar entering them in the register. Qg™
key of the bex should remain with Head Clark R&l
Section anéd the ethe r ene with the Stene te g he
Centreller/Dy. Centreller ﬁ!illhlllﬂ return the
Lex and the register of Head Clerk R&I Section
-ﬂ_-.tr giving the &l gnatures for the ﬁ-ntlm;.-

r“;!l'“-
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B8, TRACING OF PREVIOUS REFERERC ESt

The werk of tracing the previeus references
generally purl:é:l.na to the comcernsd section.R&I :
_Section sheuld however render necessary assistance
wherever required.

9, DESPATCH OF LETTERS:

Only that pertien eof the fileswhich is te be
sent sut sheuld be sent te REI Sectiem alengwith
the effige cepy of the draft or through Peen Baok
where the despatch clerk shall sign, in teken of

having received the documents reguired te be

dnpatc'f';ud. The transit clerk in each sectiom should
gee that encloesures, if any, are attached te the
lnu:-_ura ete, and there is ne delay in passing on
the papers te R&I sectien. Office coples of all
papers despatched sheuld be returned by the R&I
Section te the sections cencerned withsut any delay.
In-despatching letters every clerk im ReI sectien
| ) should bear in mind very carefully the fellewing

©. pelntsi- .
1) EZcenomy slips(S5.87) are te b2 used as
paseible so that the consumption eof envelopes may

be kept down te the minimum.
| 1.{' ) Seme times the inner cover is put inte the
outer while sealing wax en the former is still wet,
thus causing the inner cever te stick te the guter
resulting in demage or dsstruction te envelope

when opaned. This sheuld be avoided.

£
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{11) In covers which are sealed, it is seme times
found that the sezls and gum are affixed in such a
manner that the covers cannet be epened by remeving
the economy slips ultnmi damaging the flaps of the
covers., This should be avoided., Where econamy slips
are used, flaps should never be gummed er closed
with streaks of sealing wax.

v } A large envelepe sheuld not be used when a
gmaller ene will sufficent and the uae sf stout
envelopes sheuld be avoided when thiuner ene can
serve the purpese.

10. ALl communications intended to be sent by
pest are te be placed il; addressed envelopes and
the service pustige stamps of the requilsite valus,
after weighment, @hall be affixed en the -:;;-1-;:-:.
Thereafter the envelopes are sorted sut .1.;1-.; groups
with the same value of stamps vigt00.20,00.25,00,.35
etc,and entered in the respective dak registers
maintained fer the purpese. '
11, MAINTENAICE OF DAK REGISTERSS - .
ll_pa.rlta registers are mntd'nli feor the
despatch of letter of civil gide and Army -idm
All letters of Army side to be u_-t sut by g
erdinary post eor Regd,., post are entered in one
: reglster, Hewever, twe separate .l.'ﬂﬂllt'l-';‘[il £or
letters te be. sent by erdinacy pest and (ii) fer
letters te be sent by Regd, pest are maintained in
ﬁtp:r:t of letters of the Civil side, The value of
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stamps entered in the dak registers is tetalled
daily and sent teo Accounts on the next merning
for checking, The stamp accounts a&s stated in the
rreceding para shall be prepared onm the basis of
the transaction recerded in thess registers.
12, SERVICE POSTX E STAMPS ACCOUNTH

The tetal value of envelopes in each greup
is required to be indicated in the “Register of
Daily Abstract of stamps used" which sheuld be
maintained in the form in Annexure I. The total
value of stamps used during the day will be
entered in Col. Ne.4 eof the service stamps
Afcount reglster in the feorm {n Annexure=~II.
13. The cerrectness of the entries of eut geing
envelopes entered in the “Register of Daily Abstract
of Service Stamps used shall be checked by the
Head Clerk eofR&I Section at least emce a week by
sotual ceunting ef covers resady for despatch.
This .check -Ih-uli be surprise one and a certificate
#f check made and its results recorded in the
register uni;ﬂr dated initials of the Haad Clerk.
The office Asstt. Contreller(Admn.) sheuld alee
. make at Jsast a monthly check of this register,
.".l'-lilll ; Register: '

In additien to the stamp account registers
ag envisaged im para abeve, C.R.T. Section should

alse maintaim an issue Register in which all the
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letters meant fer issue be entersd in erder te
over coms any difficulty in tracing the date of
despatch of a particular letter{c.f. 0.0. Ne.
3/79 dated 4.5.79). o
Telegramst

Telegrams signed by any efficial below
the rank of Asstt, Contreller of Fublicatisns
should net be accepted by C.R.T. Section fer
despatch, The instructiens ceontained in

paragraph 3 = Chapter i N

aheyld alse be fellewed by Head Clerk C.R.T.

Sactien.
1., DISTRIBUTION OF TYPING WORK3:

The werk received im the sectien fer typing
sheuld be distributed every morning by the Superviser
cencerned or the Senier mest typist in the sectien
in such a manner that the alletment to each typist
is neitler tee heavy nor light. In distribution the
werk, thes nj.n.tllm sut=turn that is reguired te be
given by & ;::rplnt should be kept in view and digtributioh
should be made between remming matter and tabular »
werk. H; the end ef the da;r. the Supsrviser cencer ned
ar thn ﬂnlu most typist should ses that the wark
ll.ll:.l'.‘:l.h.ﬂ'.lgl has bnn duly e:unplrtld_hir every typist.
2. COMPARING: '

‘The typed matter should be compared by the
Sectien cencerned te which the draft pertains, In the
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casa of impertant files, the matter ghould be
cempared by the Head clerk himself with the help
of the dealing hand. '
3, CONFIDEKTIAL WORK:®

.8, T. Section 18 required te spare a typlist
with a type=writer te deo the cenfidential werk
belenging to Establishment/ &M Section etc. in
that very sectiem under the supervisien of Supervising
officer . Estt. Sectien/Superintendent 0.M. (Vig.)
Sectieon.
4. GENERAL INSTRUCTIONS TO TYPLSTSH

The t;rput.- should always keep in mipd the
{nstructions abeve the paper ecenomy in mind as and
when tr}l_v.r tosuch a sheet of ppel. vislation of
paper econemy instructions apd aveidable waste of
peper by them will be trested as breach of discipline
and dealt with as such. The margin te be given en
-p:lﬁn'i used for cerrespendance and noting sheuld be
i I!': inch enly. Typ® writing psper should net be ’
u;ﬂﬁu.‘ niﬁitl of cerrespopdance o atatemeants
. accempanying the letters, memes and U.0. netes te be
sent out te private parties ar officials in India but
-.:_-ﬂmr'y paper should be used for this purpese. Far
cemmunicatiens te be sent by pest cutside Indi a,
the type=writing paper ca, hewsver, be used.
S In typing all lhﬂ?:ﬁ_.l__l.'l:lml even theugh used
{n the drafts, should be ayolded and the word er

words abmreviated should be typed in full after
censulting the sectiens cin'_lcﬂl:l'll-; 1f necesSAry.
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6., CLEANING AND REPATRING OF TYPEWRITERS:

Bach typist te whom a machine is iesued is
held te be incharge of thﬂ machine and respensible
for its care snd up=keep. He is required te clean
the machine daily and carry out the instructiens
{gsued by the makers fer cleaning and eiling the
machine, He will maintain cerrectly an up~te=-date
typewciter card in Ferm X. He will legk the
cover of the machine every day bafere leaving effice
apd will be held persenally respensible flrran}.r
damage te the machine caused by carelessness er
negligence, while ths machine is in his chage. .
In the case ef repairs or damage,. the matter should
be reperted te Gem=ral Sectiem for further n_‘ucﬁsua:*;.r
actien.
REGISTER OF TYPEWRTTERSt '

A register (No.56 umaudited) of type writers in
form XI shall be maimtained in the ‘l'.‘rpl Ssction. A
machine card im ferm X shall alae h!- Hint.iinld for
each type writer. The reglster nl th-l céirds sheuld
be pit up -n 7th of each menths to thll- effice Superinten=
dent for necessary hmspectienm,
EEETETH‘M DUP LI~ ATING MACHINEI

A electrically up-nul Gestetner Duplicating
Machine is utilized in C.R.T. Section for making mere
than 15 -.:a'-;':r.lci'-f' l.njlmnlnt. The person eperating
the machine Lis :requl.rlﬂ- te olean the machine, daily
and carry eut the instructiens issued by the makers

for cleaning and eiling thes machine, In case of
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t+he matter should be reperted .

repairs etc.,
furthe r necas sary

to the General gsaction fer taking

ﬁﬂi“i
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