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halps the mn sent by the Ceshisr Lo cbbain the ssquittence

of thetwen sndelse to disbussa the smount, IF any mamb o

of the staff of the Sales Depot is sbeant on the pay day,

- he is paid on the mest suitsble date sccording to the cohwe-
ndence of the Cgshier at the head uﬂlm}i No conveyance is

to be paid by officer for the purposs, Any ssount required

to be sent by money erder’ is glso remitted by the hesed office
s usual,

IMPREST 1=

13, The 5.0, holde an imptest of Re,10/= to mest the urgent/
patty expenditures, This emscunt is niit entared in the cash
bock of the Deptt, but is sccoumted for in the hesd of fice

by the the Cashier who holds a persanent receipt for the smount
from the 8.0, forthis purposs, Thie receipt is redquired to
be revalidsted fros time to tims ss required by the Cashisr,
E‘I:'F_I_HEII EXPLMDITURER=

44, The 5.0, 4o not suthorised tu tneur -nr gontingent ex-
penditure out ofthe asmounts hllllll by him, His requirements
if sny, involving the question of sxpenditure, should be
refarred bafore hand to the “'IF'-I‘!’ l;‘:'.untuui: of Publications

and the hesd of fice shall desl with the seme 2 in the case

of ssctions Im the ll’t,l':'r-.':.1
LEAVE AND MISCELLANEOUS m:iﬁi‘:ﬁﬁ MATTERS:=-
_'.l_,_._n-l-'--_

e

18, A1l sush mstters are to be referred by the 8.0, with his
remarks to the Assistent Controller (Business) for necessary
gtders, He should eonsider the salss Depot to be as good ee
e sagtion of r.h- hl-:l .rrlu in all metters not specifically
Ihlllﬂ by any of t.hi psesgraphs of this cheptsr. The steff
im the Salss Dapot shall also consider themsslves accerdingly,



HOLIDAYSt=
r.‘—_-'_._._._
16, The Salee Depot ressins entirely closed on the Gowt,

of Indie closed holidays on recsipt of necessary intimstion
pefore=hend from the hesd of fice either in writing or Gver
te laphene,

RMAINTENARCE OF STOCKSt=

e —

17, The stocks should b so meintagned thet no publice-

tion which ie likely to be in demend becomes sbruptly eut
of stock, The storas Clsrk should prepare an indent in kims,
get it signed by tha §5.0. snd send it to the head of fica for
H-Hll.wl..- ghila noreally the supply Trom tha hesd office
mey be sweited, in the case of urgency the 5.0. cen send 8
paon to feteh the publicetions indented for, -

The head ofPice initially suppliss ssmsttar of coures,
s limited number of copiss of sll new publicstions to the
Kitab Mahel, It will, howsyer, be the duty of the S5.0. to
lock into the daily publishing liet supplied by the head
effice and to esk ths store=clark to indemt for such itesmes
as have been omitted to be supplied by the head coffics,
PROGRESSIVE STOCK TAKING: :
18, The Etﬂlr-nll::k shell cercy on progressive ltnnﬂ titlnq
systematically andrapulsrly’ every day. The weskly srrear l-lr.u:t
to ba sent by tha 5.0, to the Assistent Conttoller (Eusineds)

ghould Tepssl dm it as e recular Festure ss to how @afy itme
Mumgmmmmhﬂlmthlnlh—dﬂnﬂu runiing -
total of item in that perkiwle cyclel :

RACK LISTi=

'-.._._-l"_".

19, A reck list (Ragister Mo.75-Misc,) showing where sech

individual publicetion hse been plased in tha rackas, should
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be meinteined alphabsticelly end ell fresh receipts or casss

of destrugtion or weeding out should be noted therein regulsrly,
PROTECTION OF STOCKS AGAINST WHITE=ANTSg=

20, The instructions contained in pagegraph _| » Chapter

[

_llj;'____ for the guidence of the Stock Keeper erciOsputy Stare
I'.;lplln for this purpose should elso be follued strictly by
th-hlnﬂ- Ds0aTe wto, cen be cbitained from the heed of fles
ss and when required,

MAINTENANCE OF LEDGERS)=

21y ALl receiots, returns and dls=wes of publiocstions/
pericdicals should be posted witheut delay in the ledger,

The instrustions conteined in parsgraphs _ 2 Chapter__

]_ g for posting of leigers should be followsd in the Kitsh
Mahel ss wall , The posting im the lsdger should be chaeked
by the Btors =glerk, Any srcests in posting should also be
shown In thes woekly srrear report submitted to the Asstt,
Controller (Busimeas),

RETURN OF PUBLICATIONS M. AEFUNDSI=

27, Publicetions ongce sold ere not erdimerily accepted baek.
Ity howswer a publication is presented om the very day for
return, it being proved to the sstisfection of the 6.0, thyt

the publication had bean purghssed under a misapprehencion
that it wes the one reulred or & wrong book yas eupplisd by
sistake by the sslosmen st the counter, the 5.0, may cancsl
tha gash memp In question end pey beck the smount but the
ressons for the cancellstion should be noted en all coples
of ths mamp, under his hhdl.l.mlhml and the mll:ﬂl't*i
signature teken under the reserk's the ssount of Re.__
as esntiomed on tha reveres copy of the cesh semo in token

of acknouwledgement .
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In all other cosss AT the sustomer has pesson to think thet
he is justifisd in returning the book and elaiming refund and
insists on s rifund, he mey be esked by the §.0. to submit
an application addressed to the Daputy Centroller of Publi=

cations, Department of Publicstion, Civil Linas, Oelhi

through him sndba tolsd that it would be Perwarded with

necessary remsths to the Ogputy Centroller of muu-t;_nn.

for esdecs shd thathe would hear further in the matter in due

COUL RS,

the §.0. with his pemarks to the
¢, On recsipt of the Dpputy Controllse of

ths §.0. isto Infora the gustonsr of the

The application should thersafter, be ferwardsd by
Deputy Controllsr af Puble

publicstions ordecs
decigion in the cess, Coples of publicstions, whece accepted
Deputy GController of Publisstion's
J30-fudited) the

beek in sccordence with the
grdars, should be entered im & register (Mo

". asrisl No, of which is to be pasted in the stock=ledger’y Any

" gefund for the ‘getuen of a publicetion in the sbove ciroume=

t ncas ¢ill be msde by the heasd of fica on tecaipt ofthe com-

plate pspera quoting the serial nusber of the register mentio-

ned sbove along with refund forme duly riiled irs

’ﬁﬂll‘ﬂ QUT AMD RETURN TO HEAD OFF ICEs=
._.-__..—-_-__-— _._.__—'_-'-_.-
23,  Ompeceipt of wesding eut orders from the head office

in tespect of any publicstion, ite scceunt sheuld be {amedi=

ately clesed in lsdgeres with the remeris

out and sscoimt closed ¥y, The copiss should thersefter be
out section .

"Publication weeded

trasted se wistepaper, mnd handed ‘ouer to wesding

seturned to tha hesd office should be gent
and racaipted coples ofthaes yeughors should

required to be

undezfros Wo,0.P-2

be peessryed carsfully im the Seles Depot for sudit,
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The 6.0, should arrange to meke s rewisw of all the
ledgers once a yser gnd return to the Mu_nﬂln under
DsPe2 much publicetions as heve have not besn im demand
during the pteyious yoar,

SR o oo

24, The Selss Depot is to cbtain ita requirsmentes of
stationsry articles and forms from the hasd office in the
same mennet es the other ssgtions in tha hesd office do,
e ‘

5, whils the Sales Depot sy retain ledger copies of
their cesh memn, the ledger hllhlll'!ﬂ sugh other papers Tor
the puriod specified mr-qrmﬁﬁ:_ of ﬂl-ﬁ-ptn,_.ijr__._,
all gther registers and books like cash books, ste., should
be mede oyer by the 8,0, te the head office (cash section)
under proper recelpt —ﬂnnﬂuruﬂw

26, Tlu 5.0, is to screngs Porthe return of cbeclets
publicstions es well ss all gther waste paper to the haeasd
of fice for disposel flﬂ theres Sisilar action i to bs
teleen in the astter Il' dispossl of snyother surplus erticles,
wsecTIONss

27,  Tha Assistant Conmtrollsr (8) shall ersy cut the

Inspaction ence syery month or at such times when he hse
socasion to go to Mew Dedhi etds, e should see whethes the
salo plnuull are baing uﬁﬁﬂr agcounted for, books sre
hetno displayed in peopet Bemnat, the ledger postings ere
upto date, thi n:l: liet i duly I:lil'ltl.llllli.. tha stocks ers
baing nnul.ulr dieted, uhlllﬂ lldll'l-llr lecked efter etd,



The Controller af publication as also discretion to depute
gny other office of the Dgpartment for tha purpoes.
28, Mlitﬂw
—

A saparste Store sccount shall be prepared by
the Supervising OfFlicer ard r!llulﬂﬂ to the head office
gfter gudit, if hald in tise, {er otherwiss unaudited)
ror includipn 4in the m;-nl.id-tﬂ publicetion Sters
Account of the Head OFfice. The proforma of the
Account and other -lu-d registera are sam2 88 in the
casa aof the Ellll Depot ot Caloutts { of pszagraph Yo
Chapter i j for preparing tha store sccount,
78, Mudits

ghen the sudit is heldy the Supsrvising Officer
ghall supply gugh of the ll'lﬂldl ts tha Audit as are
saintained/avel labla theTsy the rest being supplied
by the Heed Offica for inspectien end ratucn,
0, Ablistty ond dlegley

The printed monthly list of publicstions ghall
ba kept on the counter. The lset ismm of the
consolidated catalogue of all publications should
aleo be kipt thare for m_nhlnn to senpult. mu.
the publicstiona should be displeysd in the show
windows in the most gttraptive mennet possible, one
of these -I.rdl:nil ghould be lpﬂhlt!r sarmarked for
displaying Pew pmuntml yith s prosinent postar

*This Month's mmnlm fe

31, Telaphonai
.,_.___._.--"'_-_F
The talsphone ghould mot be aisused or

sishandlad, The Supsrvising officer should wateh that n

Es



unsuthoriesd trumk cslls ars booked on tha telphone.
Cven local privete calla by the staff of ths Depot are

restricted ko the sbaclute minimm snd to amargent

cccasions ofly,
“'M'——

The Superyising OFfficer should ssa that propar
caretaking errangsasnts are thers, As and when any of
Chowkivars sbesnts himeelf casually, necasssry &rrangamcnts
shoulll bs meade within the wetch end werd staff sveilsble with
hin, by deputing any one to perform sdditional duty on
conpensatory basis end ex—post fecto spprovel of the same
h-l ghtained from the Assistent Contrellsr (Business),
in case sny of the wateh end werd steff procesds on long lmave,
& substitute mey be obtained from ths haed office,

S5 Miscellemoun:
bt ha

!I-ﬂnl_':\-put gt New Delhd §= fot nommally required te
despatch any letters by post to sn outsider. Occasions may,
nowsver, orise when an intimstion sbout the acceptance of
the claim for refund in the circumstences mentiored In the
paragraph Mﬂ this chepter or sn e<vice
{u- complience with s specially booked requsst) sbout the
gxtivel of en urgent ly nesaded -.lhuut'im in stock may be
peduired to be aent to e custceer who cen rot be contacted
over phone, To snable the 5.0, to post such lstter(s)
beavice etamps of smell denonineticns worth Res6/= in all
ars kspt with him, A dek register {D.F. 113), in which
stemps used on each occasion should be noted and the Gelance

in hand shown thereln, S mainteined in tha eslss depot for
kesping sccount of thess stemps, When the balmee L hand
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(g reduced to fs,1/= the 5.0, wshould reduest the hosd office
for recoupment which will be sr ronged by the Caghier.
. Sorund ook Tasss .

Acrangements of the procedure followed by tha Sale

Depct st Calcutts as eppmaring in pere ba B of Thi

Chapter shall b l'nllwﬂhhr the

7
Supervising Officsr, Kitab Mghal, Mew Delhi,
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SALE COUNTER UDYOG BHAWAN

The Sale cesunter in the premises of Udyeg Bhawan,

New Delhi started fumctieming im the month ef Octeber,l968

feor sale of Gevermment Publicatiems/Periedicals. The

ceunter is managed by Ome U.D,Clerk assisted by ene Jr.

Salestan and ene Greup ‘D' empleyee. The werking heurs

of the Sales Counter will be the same as= shserved by the

Ministry of Cemmerce, New Delhi. The duties ef the staff

are breadly defined as underi=

l.

2,
3.

7.
Ba

Te cenduct, sale at the ceunter, preparation of
Cash Meme. and mt-t-_ir ef cashs.

Maintenance of Cash Beok.

Preparation of daily Cash Sale Statement and
feryarding the same te the Head Office.

Attending te enquiries frem custemers.
Maintenance of ledgers and making entries far
receipts, Sales, Returm etc, of Publicaticns/
Feriedicals. - :

Ts send indents fer publications te Head Office
(in duplicate ome te be marked te Assistant
Centreller _IIu_nipnnl whe weuld ensure prempt
cempliance) . ;

Te baak l-rulri':ul fer supply ef publicatioms which may
pet be available in stock of Sale Ceunter.

Te prepare 'R' Ferm fer publicatiems intended fer
return te Head Office.

!_'q- -H_p-'uit the sale preceeds of the day em the

~ same day by 5.00 P.M, with Supervising officer

Kitab Mahal, New Delhi against a recelpt fer the

same im Ferm T.R.5.
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10, Te meintain cemplsint/suggestions Beek and te
ferward the extract immediately te the Head
Dffice for pecessary actiom,

SALES COUNTERS AT HIGH COURT, C.B.R. BUILDING
e i T — i ik st 5

H.HD U-F-E-':ll

e

Where the Sale Ceunters at Delhi High Ceurt and
C.B.R, mfdinq are managed by eme U.D, Clerk and One
Greup 'D' empleyee sach, The Sale Ceunter at U.F.85.C
is managed by eme Junier Salesman apd sme Group 'D'
emplayse. : The werking hours ef the Sales Counter will
be the same as sbssrved by the Delhi High Ceurt/0ffice
of the U,F.5.C. The duties eof the Sales Ceunter -
Clerk are as undert= j
1. Te conduct sale at the ceunter, preparatien of
Cash Meme, and custedy eof cash. g
1. Maintenance ef Cash Beek, [
3, Preparation ef daily Cash Sale Statements and

ferwarding the same teo the Head Office.

4, Attending te enquiries frem custemers.

- Haintenance of ledgers and makimg _ill'll.'.ll"l_;ll for
receipts, Sale and Return -:"'Pq'i:u'éni;-s.

6.  Te semd imdents fer publicatien te Head Office

(im duplicate eme te be marked te Assistant
. Centreller (Business) whe would emsure prempt
cempliance). : '
7. Te beok erders fer supply ef publicatiems which
may met be available im steck at Sale Ceunter,
8. Te prapare 'R' Ferm fer publicatiems intended

fer return te Head OFfice.
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- Te deposit the sale procseda of the Day on the s
day by B,00P.M. with 5.0., Kitsb Mshal, Neu Dalhl
sgainst & receipt for the sass in fora T.R.5,

10, Te mintain complaint/suggestion Book and to for ward
the sxtract fsmadistaly to tha Rein Office.

SALE COUNTER AT HE_B_!‘_FI_#{I:-

3 Sals eountsr st hesd office is manned by ons U.D.Cy -

ona Junior Salssman and 2 Group O espliyees, Tha Ffunctions

of the ssls counter are sa underi-

1, Preparation of ‘requisition elip in triplicate in res=
peat lf the publicetions demanded for and sanding the seas to
respactive D.5.K. te eollect the publications

2, on supply of publicetion one copy of the alip im to
be kept by D.S.K. sndthe sacond ons is to be given to Care-
teking steff at the gats, The 3rd copy shall accompany the
publicetion to sele counter,

3 Preparotion of Cachassa glving the respective allp
nuabsr thareen.

i, ltihlﬂ-llllfihlnhltthlmll,luihl
tl'lpuntll copise of the cashmemces will be sent to D.6.K,
congerned far checking end posting im the respsctive ledgers
duly sudited by Internel Auditer,

5. hihiuuﬂﬂnul-ltln is not purchased by ths
customer m-tnmrrim.mmhhnhlmu
the Tespective D.8.K. slonguith the requisition elip -ﬁt
for sals countsr and gate kesper for aipnstures im kolen -
of having llll-i.;uﬂ the puh-llu-tluﬂ bagk, Tha D.S.K, conoe=
emed will return all the 3 coples of requisition alip duly

Lo
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gigned to sals counter for cenceliation end thenm merge the
publication im store.
&, Prepecation of Cash cale stetesent im triplicete,

The original copy of cash sals M topether with the
total sals procesds of the day is deposited with the Ceshier
under propsr asgknoulsdgesont on duplicste copy of the state-
ment, which ie to be sent tao ln:uﬂ-l_luunl im dus courass,
The tripliests copy ie howsver, to be retained by the salas
counter,

7. Te sttend all the snquiries im respact of publice=
tions st ths counter,

A few importsnt titles of publicstions are also ket
st tha sals counter and socls in the ssms menner s is done

at tha other sale coumtess, All the othsr allied formalitiss
will als to be cbesrved im tha sese ssnner,

EALE COUNTER AT BOME AY

FUNCT I0MS;—

h This Depertment Ssles Counter situsted in New C.G.D
Buifiding st M.K. Road, Meu Razine Lines, Bombay, presently
hesded by an Uppsr Dawieion 8lerk (Callsd officisting Inchergs)
is intended to ceter to the requirement ofthe logel public
i respect of the Gowt, of Indis publicetions/pericdicals,
The Salss Counter conducts sales on cash payment over couter
only and trensfer @ll indents for supcly by past to the
H.4, office st Delhi, It is not suthorised to sell sny
phumm om discount bosis st tha countexr sven te the :
agents (local or otherwiss) of this Deptt,

SECURITY DEPOSIT BY THE OFFICIATING INCHARGELi=
N The Officiating Inchargs bsing in the cepscity of
Custodisn of the stores has to furnish a sscurity deposit

of Ra, 500 /=
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g DUTIES OF THE STAFF 1=
[ fer 4 .‘_|___'_,_.—-—""_'_'_'__""'

It is negessaly, im & spell Unit Uike Bosbey Sales
Counter, thst sech membar of ths Staff should knew anokther
job w0 that in gzan of m'-r any Ghe mesber, work may
not ba hald up.

The Bff.l.lhung Ingherge, who i over all incharge of
the Balas Counter, is ragponsible for the afficient working of
Counter, He i# hrr;h- responsible for kesping prepex account
of Galss, praparing Cash Sals Statesant deily snd esnding
it to ths H.Q effice when it sccomilstes to Re,400/= o=
abovs slongwith the Bank Demend Pragt forths emount, main-
talndng the Cash Book ard cash Fupuﬂar.. snouring that the
custchars ars satisfectorily sttended to and thata iz no 398
for any eomplaint from them, srrenging forths propes storege
and dieplay ofthe publications gtogkad in the Baless Courter,
sttanding to Deprtmental fmepsction and Stock Verificetiom
pettios dispossl of ulﬁ papar, lﬂﬂ-ﬂl casen/Gunny bags,
ui=gsrvigeesbls erticles avd surplus publisstions according te
grders on the subjset, saintensnce of stomp accounts pero=
melly, pyopst mpintenancs of Cash Sals Vouchers, meintensnce
of ledger rnrlhtq: ahd Tecaipt vouchers snd all other itens
of supsrulsary r;l'u'-l.ii'l'ummm wlth tha sssoth running of
the Ssls Counter, He is to snsute timsly submission of other
pariodicel Faturn/statement to the .0, office at Dalnis He |
is Flﬂﬂﬂl“r respeneibls to pramre and sibject indents for
the. p;buuum- in demsnd, ;
DPENING AMD CLOSINGI—

The Sals Countst should be opened ard clossd 1R the

presanca of the ofrictating Incharge, Tha keys oftha doars
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ars to be kept ssaled in en shyelsps deily eftez of fice
hours with the pson, who lives in the querter spscislly allotied
to him on the top Floor ofthe old Isperiel Secreterist Suildinge,
At tha tims of closing, tha sssling should be sxemined first
with & view to Finding out -i.f thers has been any temparing
ith the envelops. At the time of aloaing, the sssling should
be got done by the Officisting Incharge who should teke away the ()
ssal, In the sbasnca of officisting Incherge, the epening
and elaing shall bs got cdons by tha sapleyee handling the
soles,

The peon is notallowsd to be susy from his quarter
even eftar office hours witheut peior permiseion from the
officlating Incharge. :

—_

Tha workimg hours -tﬂuhhm.!ﬂqr ace from
10,00 A, to 6,00 P.M. with} hour lunch bresk from 1,30 P.A.
ko 2,00 P,M., Any chamge in the working hours csn be mede
with ths specifie prior erders of the Conttollsr of Publi-

cat lohs,
ATTENDANCEs~ "
R B .

The sttendance ragister is to be merked by the OFfie
cistiong Inchargs personslly, Cross marks inthe .u.num. : fisy
ceglster hould mat be ailoved o Femain In that stets withe .
out any subsequent remarks as to leste sttendance, cesual
1save, regulsr lesve stcy egeinst ssch sugh marking, The
subssgisent Temark should be noted down es scom se 1t IS
possible to do ss, : '

SALES AT THE COUNTERs- G
" ‘The ssles im the countsr s¥e pordusted by the emp=
loyses in his sbssnce, the Officietimg Incharge shall make

suitebls srrengementa from within the steff of the sales
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gountsr to ths countsr sals continue unaffected, All bocks
sold st ths counter should be supported by cash memog.
(0.7,9A) duly entsred im ths Cash Register, At the end of
the day & sash wile stutsment (D.P.19) sheuld be prepered by
the swployss handling the salas Fram the cesh mamos, lasused
during the dey, Ths employess sheuld lesve office only -u-:
the total sseunt hss besn varifisd snd tallied by the Offi=
cloting Inchege who shall lesys office sfter elosing the
day's sscount, placing all eash in and logking tha iren sifa.
The Of ficisting Ingharpe is psreonslly responsible fer the
safs custedy of the keys of the ssfes whigh sheuld not be laft
with the pssn, A deily sals register (No,dd-Audited) shasll
ales be sainteined,

The OFficlisting Inchatge snd the employses both
ghould be very cereful et the time of plesing a new publicatiom
on sale so that "no dus=date'pr cpnfodestesj publicetion may
be plsosd on sale befors the dete of relssse, In sttending
ths custossrs st the countesr or oyer the phon beth of thes
should be wery courtecus,
NATI ASH REGISTER

The H.ll.ﬂ'l-ll Cash Register is & mechine serving the
purpdes of sn sutomstic checking medie for cash salss,
dhanaysr a gash memo, Aispunched, the smount along with =
running seriel Mo, gets printed on the seroll fixed to the
Iiiﬂ.ﬂ which, with its sutomstic devics of epening the
drawer st ths tims of such epstation, helpe the selsssan
to take out small changes, vhensyer Nacessary, a8 these

arrangsd dtcording to different dencmlntion ef calns in
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the different divisions of the drewer of ths mechine, AFter
sach such trenssction the dreswer should sutometically be
locksd by & simple push, Thus it ssrves the very weeful
purpose of & well=devised cash box throughout the day while
the scroll provides the details from which the discrepancies
betwssw the mental and the machénclel totals, when they

oecur, oan be Teconciled, ATEsr a day's sales end their
sccounting have besn over the printed partion of ths scroll

raleting to thet dey should be gut eut snd sttached to the
gesh sale ststement andthe machine sc clossd sa to snabls it
ko stert again with seriasl No,t with 'all' total on the
next dey,
CASH BOOK}-
ﬁuﬁ?m- received im the Sale Counter aithar as
sals —progecds et the counter, and mlscellemsous receipts or
as repoupment of imprest etg, from Hasd OFfice sndthese drawn
ss pay should ba sccounted For in zecaipt side of the cash
book (Register Ng,42 Audited) on the very day, Similerly
sll disbursements or deposita in ths Benk D.D. sheuld be
sccounted for An the payment aide ofthe sasth book feme-
di stely the tzansection m:ﬁ I:-d'a entry in the Casgh lnl:,
both on the receipt and the payment sides, sheuld be sttestad
by the Offieisting Incherge ss suggested by the Exeminer,
outside AuditofCf, letter No,5/3/42-MG dated the 16th April,
1942) from the sratuhile Mansger of Publicetions, Delhi to
the Exssiner outeide Audit, Mehsrashtra, Bosbay,
PAYRENT INTO THE BANK§= -

All smourts received in the Bels Ceunter should be
deposited im the Raserve Bank of Indis, Bembay on next day
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and 0.0, be obteined in Llisu there of for onwerd trensmi=
salon to Head OFFfice, In tha sbesnce of the Officiating
Incherge, Lower Division Clerk should be sntrusted with the
work, '
ETATEMENTE YO DELWMI OFF ICEi=

A pert from eending the deily sale ststemente to ths

main office, the -Officisting Inghazge shall also submit ee
0o a8 a menth ds ever, s consolidated statement of receipts
in the Bals Counter during the month under diffsrent hesding
shouing ths ssounte to thae Heed Office,
DRAMAL OF PAY VD ITS DISSURSENCTI=

Ronthly selsry of the  Steff et the Sales Counter
. will be drewn by the Wesd Offics e D0, Por the same fore

watded to sech smployse sepsrately with s visw to svedd any
coplaint -ill‘llml'l.lr'@ from sny smployess working theare,
Forsover, there is ng plandible siibernative other than this
28 suggoesgted ﬂ'll-i-l-id{..
CONTINGENT EXPEMDITURES=

Contingent expendituze of small smounts im connection
with the mu-rmu pherges for golng to the Bank, sngage=-
mant of lll'-l,nl:liﬁ casual basis #s and whan need ete, for
whish H.'IIII: nnnunt ofthe Deputy Controller or Controller
of Fuhu:_l;lunnnh nat necassaty o for vhich regular san-
tiom existe, may be incurred by the Offfcisting Incharge from
the imprest smeunt, he holds byt in every such gase o ity
eontingent veucher should bs prepared and the recaipt of the
payes duly taken on its reverse, In all other casss of sx=
panditure he should write to the Hesd Offlce or mecessary
lﬂllﬂ.ﬂ and remittance,
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Patty eontingenay Beck (Reglater Mo.7S=unsudited )
ghould be properly maintained in this connwetion, Tha
rumbsr of the wouchers pant to Husel“Dffice for pacoupmant
ghould be writtan (alenguith the dste of ssnding) scross
tha page in ud- inb,
IMPREST AND ITS RECOUMEINT 1

o

Thae offlelating Inchargs holds sn imprast cesh of
b E0f= far maklng snargent patty purcheses. He shall keap
BT Opar n_:mn.nn'l'-nf thlll-llt-#'-llﬂthlﬂlﬂﬂl'ltllﬂln
affice for recoupment of the ssount se per precsjure glvem
in precasding  peris

Cagusl leavs msy be granted by ths Officisting
Inchacge to Ehe gtaff of the sals counter, Bombay, e may
also pazmit sny memter of the staft (enmsluding hinself) to
lagws ths stetlon provided that the ax=post Facto ganctian of
the Assistant Contrallsr (adan,) in respact of both (Lewa -
regarding ths grant of casutl lasve and the paraldaloh For
lesving the stetion) Le sbtained by him by cending e
gongolidgted monthly stetsment to Delhd Office in tha first
etk of ths raxt moth, Ag regards sny cesual lsawé. that the
Offieiating Ineharge himselr my requife, he may evall himss 1f
of it after mmking meseewsty abEangement s ri:‘ mﬁ.ﬁﬂt .nn‘ '
;—-:lut- Lork 4n toe Sala Countsr and include this ‘Leuve
lso in the sforssald ststament, The Stetement sheuld slss
inelude ceses of luswirg tha statlon wven during helidays,
tasual lesus spplitstions including thess of Off ioisting
Incharge naed not be fapuarded to Heed Brfice slonguith the

atatement.
F

The OFFicisting Inchargd, -lu: functisns indspendently
s holds chatge of Goyarrment ROnEY, ghould rot lsswa tha
ststion without the prist permignian of tha Daputy Controller

of Publications and In ho casd an=poat senction weuld ]
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gocorded in his cuew,
2 I|:| LEAVE CASLS @

Applicstions for ragulas lsave ghould be subaltted by
all membecs <f the stafy sufficlently in sdvance to snabls ths
ofriclieting Inchargs ko forward ths sems to Head office snd h-rl
the ordess of the leave sanciioning suthority pssssd thersen
bsfore the pericd of lasve oommences, In his oun case the
officisting Iﬂd'l-ll.'ﬂl ahould spply at least onhe month in adwance
go that efficisting arzangemants in his plece may be mada, ir
neCeERETys LN Caaes of lesave reduired of grounds of sudden
ilineas, the -ppun-tlnn: duly supported by proper Fedicsl
Cartirigste should be forwarded by the Officisting Incharge
to Hasd Office ss soon sa they ard recaived, In case of his
personal 1llness, he should arrsngs to hame the sale Counter
asnaged by the Lewes Division Clerk pending orders cf the
compatent authority in ths lssve casi,

HOLIDAYS 1
The Sals Counter is entirely closed on such holidays

as sre sbasryed by the Centeal Coyermment Offices logated &t

; Bombay s per @p{ET owed 1iat of Geverrment of Indin.
i ‘j_‘wﬂ TAMNSFER OF CHARGE 8 |

uhanever mr transfes of chargs im rnmt o the
officisting Iﬂl.'.nll'ﬁl is wffected, the rormalitine i:-bilrrunl:l in
cases of hending over charge of office by Gazstted Officers
ghould be fellowed, with the axcaptlon that instesd of uﬂm
the standerd Ferm For the purpaoss, tho pl!tlu.ll.ltl required
(details of cash salances, ltn..'l may be typed out snd three
gapiss of the charge gartificstan prapezed ona CORY for tha
ralisyed Gowernment mervant, ons copy for ths reliaving
Covsrnment ssrvent and the thid one to be sent to Haad Orfice
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giniler sction sheuld be taken for handing over and taking

oyat of the steck af F.lhuﬂt-’.ﬂll after dua ﬂliriﬂltiﬂﬂ.-

e —

DISEOGAL OF WASTE PAPER ETC, 14

The Officiating Inchargs ehall digposs of the wasts
paper to the Government Contrastor on aspproved rate in
pregsnce of the Cezetted Officar of sny locel sister of'ficas,.
An sceount of pecking sases received in the Ssls Counter ahould
be meintained, It should show the number of boxes hgnded over
to the Stationery Offics. As regerds ey other articlsa
roquirsd to be dispossd of the Officisting Incharge should
chtsin srdera from the Hesd DFfige ss and whan such. oceanions
arien,

E j'[ |  BTATIONERY AND FORMS “s
i e

—

annual indents For stetionery articles in propsr forma
should be plsced by the Officleting Incharge thraugh the Depuky
Comtroller, Ststionery in the lat woek of April svery year,
fs regards standard Forms & 0.0 Forms he sheuld intimate his
retuirements to the Contreller of Publigstiona in proper time
gt that the later may includs the s==e in thas consolidsted
{ndants to be placed with the Governsent of India Forms Stores,
Calcutts or the Dte, of Printing, ss the case may be,

Propst sccount for recelpts amd igsussof Gtationary
Stores An the Fors eof Stetionary H-glllt.i: Na.73 reede .to be
maintained by the OFficisting Incharge, .

Similsrly proper stock sccount for the raceipt books |
and cash mems, bocks Teceived end used by the Sale Counter
should be mainteined, The stock of thess should alee h- uﬂ.ﬂ#_'
seriodically by the OFfleieting Incasge snd & certifisate’sl
verificstion eeeorded in the stoek book, BeFfore eny of the
sboye books is brought inte use, the mmber of Forms contslined
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therein should be countsd end the result recorded in congpl-
cusus plses im the boock over the signsture of the OFficiating
Incharge (based on the letter Ne,23/20/43 AkF, dsted the
1st May, 1944 from the Contreller of Printing and Stullonaery
te tha Rccountant General Bengal Calowtta),
HRECORDS 1

The records in the Sgls Counter should ba preserved
sgcesrding to the offica orders on the subjeet received through
the Controller of chlit.l'-"-uﬂh Tha periods For which records
of different cetegories with Sals Counter need to be maintained
are tha ssme as preseribed for the ginilar categories in Hesd
Office vide paragraph ..LE:.. thapter __Jt_l__u__rl__ and the sppendix
cofarced tc tharein. Thae gensrsl procedure for destruogtion
of records se leid down in the sald paragraph should be Followsd
nutstis mutencis,

while routins repliss snd comounications may issue under
the signsture of the Officlating Inchargs; wny cases involving
policy mstter or controyersy or requiring & specific declielon,
that should be sent to the Hesd Dffice for issus of reply under
the signaturs of Assistent Controller (Businesc) whe mey obtain
the grders of highes sutheritles, if nececsaly.
MAINTENAKCE OF STOCKS &

fhe stocks should b eo msintsined thet no publicetion

becomes sbruptly out of stogk, Ehehsvar the Lower Division Clark
finds sny publiceticn measring exhaustion, ha should prepsre an
indent on Hosd Office end srcenpe to have it duppatchad after

getting it signed Ly the GFticisking Ineharge.

PROTECTION OF STOCKS AGAIRST WHITE-ARTS ETC, ¢ -
r—-"""'-.'-_'_'_._'_._—- =75 :

Psrticulsr care should bes teken to pes thst the stocks

are protacted sgainst the phite=sntsy etc, for this purposs the
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book stould ss takem put frash the recks dusted end pleced back
in the eelves and almireha after they have been thotoughly
clegned by the Graoup 'D' employee,

MAINTEMANCE OF LEDGER a
Y

111 geceipts, returns snd issuesof publications should
be posted without delsy LIn the ledgeras, uith ewery posting
the delly balance should lemedistely be worksd cut end noted.
An Index yvolume For thas ledgar booka should be maintained, b
New Ledgers should be opaned sagh finsncigl ysar, Balancs ot
the snd of ssch yasr should be brought forwerd ss the opening
balanes of the naxt ysar, The Officisting Incharge shall
certify nn eagh and eyery lecget, cpsned on the Beginning of the
finangiel yezr, that all the jteme with their balsnees have bomn
corrsetly l:tlu;ht put from the precesding yeer's ledger,
WEEDING OUT AND RETURN TO MAIN OFFICE @

[t ==t -

in recedpt of the weeding sut erders in reapect of any
whltnu.gn. its scoounts should te imwedistely cloesd in the
ledgers with thé remerks *Publicstion Weeded out amd secount
glosed' snd copime dispossd of es weste pspsr through Goysremant

of Indis, Ststionszy Office; Boabsy in best interest of

Government unless their setutn to Meln Office Le directed, A
. imeding ont reotster (Register Mo.d5 Audited) should be
Rk -:thl.i-rs im this pennsction, An slchebeticsl liet of the
| publisations disposed off s waste pepar eheuld else be
maintained, prefersbly in register showing tharsing=
(1) titles of Publicetion)
(1L) Mo, of ecpies weaded out
(114) wutherity fer dastrustion) and .
(iv) total yalustion of wesded out publications.
The Officiating Incharge shall make & review of the

ledgers once in syery yesr with & view te Find out ths
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_pl.trunuun- nat demanded st all during the previous yeer snd

gubmit = listal ths seee to main office for necessary ordeT iy

In this connaction wseding out Rulsa ss sppesring in

will ssrwe sa guiding FecteTs
=
All books to be returned to uain office should be sent

under Feom No,0,P,2 snd regaipted copima ef thasn vouchers

.should bs pressrved carsfully in the cals Counter for audit,

IRENT WO ACCOT FOR STEVB &

B

stamps secount should be maintained In ths dlh roglster
and cheoked by the Officiating Incharge periodically &s a ruls
gt the time of indeating far more -tllpl: Tha indents for

stampe should bs gtibmittad to hesd cffice far procusalng the

same by Accounts-l Section. :
AAJLKAY CONSIGMMENTS @
— 211 conaignuents sheuld be clesred through the mithoriesd
cerrying contrecter of Gowsrrament of Irdl.} gtotionery OFfice,
Bombay, eras edwlesd by the hoed office, The Dfficisting Incharge
1e not suthoriesd te clesr any conglgnment uncer hls N sTTEMpe-
pants unlees spacifigelly directed for this by Deputy Cantrollss
of Publicstions/Contrellsc of anu':-uun_:.

simi s sction should be ,hif;n by the OFflelsting

“‘incharge in ﬁlput of -..t-uﬂlln mlln_mnnl:-.

IMEFECT IONE &

Egthar Contreller of Publications or Dsputy Eﬂﬂﬂllﬂr
of Publieations oF -y ket lﬂ'luu of the Dapti,, if o0
suthorised 1 to mmt ths Sals Counter tulce a yost, M
ln::plcunn raport should be suboittad for Necostary action to Wke
main offics Tor detailed inspsstion of tha Sale Countel,

AUDIT =
The sudit of the scocounts gfths Sals Counter is catrisd



put by the Government Audit party deputed by lucal audit
office, The arficiating Inchacge with his staff ghoulc stbtend
tg the suiit party on the spot but the wudit rapcrt shzll be
dealt with in the main office in gonsultation ﬂ'llf-.-lu::'l.'-
necessacy, with hir, The officisting {nchazge sholl be
gurnished by the main of figs with the gnnual Figures and
pupporting ;:llt:illi:l working ghaelsiyouchez oy youchar ) undes

sgach hasd of stors account suf ficlantly in sdyance of the
:u.llnuﬂlu!'- af snnual pudit, He ghould check the working
gheat s, cecsiwed Trom the paln of Ticey with the tnunh-rn in
his office and sattls all discrepsneiss by corrsspondence
yith the main office Lafore the sudit CoMMAAEEs
Pub lication Store Boeount st

The ,;h countar is fequirsd to prapecre s skore

sccount sspacste Fpom that of Ehe main offigs for inelusion
in the rapart {e.Fe ) Gawts of India, Deptis of Labgut
U.0. No. A=318/72 deted §th May, 1938 to the r.unm.un: ef
opinting & Stetionssy CPES UsDe Moo 25/ 20/ ST=RET dated th
11th May, 1558, This stores mocount which is ﬂlpntul in the

follsuing from ghould be forwarded to the -ff.'l.m after suiit

-

1f held in time(os chharuise un=sudited) hu- furthes sctien.
Goyernmant of Indiz sals Countary Fuuii.wunn

Store Account TOF 1508,

(N6, Figures in khis gtatamant nave pasn shtwn &t the cost |

of production 1.8 g3z par cent of yals prices)

Pegeipts _ _lgsusd
gpening stock an the Tt Cash Sales, Dooks ard ceirections
lp:‘il 1“_ y [ -‘I'ﬂt. sedEw Hll
publications a8 pet 2, GCovarnmant OFficE8,;sieres
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-

closing balence on
the st Marchy1l
Dadutt-

Valus of diffsrence of
sceount of reduced price

of publicstioNBsssesss
cortectionBisvessee

Aeceipt during the year

4, Publicoblond sssssssnnane

2s CarrachtioNBsssssnssnnsnad

- 9 Raturn From Fﬂtl.h-.----

Encegs Pound in stock a0
por Excess Registar for

19 19

c7e

3, OEhere seneneess
Publications end
ecorrectioma returned
to Delhi of fick sesense
Aublications end

ger rect Lona deetroysd,

1, PublicdationBesesssnse
2, CorraftionByssssesssss
3, Closing balence on the
31st Rarech
1. Publicstiongi=
(1) Peylng
2. Correctiongi=

officisking Incharge,

Gowrmment of India Sals Countaer

Aegister Td(Rlse) should be nainteinad

(slonguith other esgistars referred to alsswhers) In

gonnection with the prepsration of the .Hﬂ_.!'l_"-i

publicity end Displayt

Tha peinted llet of momthly publicetions should

be kept on the counter, !hlhltlin-'nfullmltlu

gatalogue of sll pblicstions ghould slsc be kapt there for
fdn‘:’ 4f customete, Mew publicstions sheuld .l.'.pl.ﬂ
in the show case on elthec side of the sntrance to thi

Counter with s prominent poster "THIE ROWTH'S PUBLICAT IONS®
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Return of Publicetions end Tefundes
The instructions comtained In peregeapha, = 7z

Chapter Trj - ghall sleo spply to tha Sale Counter,
any vafund for excess payment of adyertigenent charges will
elso be mede by the Hesd Erm'- on receipt of the detaeils
from the counter.
Uvarise to sligible staffy
E_E_wrlu to tha eligible smploysee posted st the
Sels Counter will be supplied by the Hesd Office as and
when dus undar the provislons conteimed in ths Hand Book
on uniforms to Group 'C* end Group ‘D' smployess.
amruial Stock Takinmgt
T Tne snmual stock teking of Bhe publicetions end
pariodicels, stocksd in the Sele Counter, generally be
toksn up in the month of April every ysaf, On racelving the
arders From the Hesd OFfice, the Officisting Inchsrgs shall
get the steck werificstion shests prepered for each and
sysry publicetion end peplodical clearly indiceting the
loestion snd ledger balsnca of the respactive pub lication/
pariodical -11'111 tims, He shall hend over sach stock
yerificstion shests te the stock werifying of I iper /etock
Varifying Steff so deputsd by the Controller of Publicstions,
Btock Verifying Officas/staff will physicelly sount
the Publicsticonms end will record the sctusl mumber of esples
in the eppreprists Col, of tha shest, The Stock Verafying
Officer will elss put his stemp, indiceting the date of
varificetion, mumber of coples found ete. in the reapsctive
page of the ledger reglster, The diecrapsncies, 1f any,
should bs reconoiled subsegquently,
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SALES BERANCH
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__ SALES BRANOE (Gemersl) + 275
T Tuis brangh is hesded Wy sm Assistaat Oenireller

{Publicatien) and is respensible for all werk pemungted
with the precessing of Imleats frem the pelui of Tecelpt
frem C.R.T Ssctien or Cash Bectien, =8 the osse may be,
ts the peint er prepering lssus wveuchers and sending them
sn te Retsil Steres Bectlens fer supply of suns time
publicatiens and periedicsls net gevered vy = fixzed
eubsoription, The osmplaints/reminders Tor nex pupply
of Indents ure alse attended to by this Branch.

The felleving yrecedure is te be follawed in
sracessing the indents by the varisus Imdent & Sale
factiena =

a)} Idemtifying the oymbal wumber af the publi=-
catiens and verifying their cerreat price.

») Assertaining frem the retsil sterss
geotien{s) the aveilawility of such publisatiens.

o) In the ceme of indents sccsmpanied By ¢eah
remittanoes or frem parties having Depeait dooeunt,
galeulating the tetal cest ef the publicatiens isdented,
cheocking whether the smeunt remitted severs the cest
sf the erier, smi ia csoe 1t felle shert by may emeunt,
putting up fer erdera te the Agaistent Cesntreller (Salea)
vhather the full srder sheuld e cémplied vith and
V.BE.P, %e sent for the amsunt by which it fells ghart
sr whether sRly ﬁrh;h_ publicatisns sheuld be sent wita-
ia the smeunt Tegelved/svailable wt. Bis oredit snd 4f the
remsittance received im i excesE, prepering 'Befund
¥euchera' and asemiing i1t te the Cash Sectiem umder
Fimancinl Officer fer arreaging refund,

4] TFreparing veuckers im riplicate, quidrepli-
cate, me the goge mAY e (imoluding ceunter feil) fer
the supply of n‘guﬂﬂ.u-. )

e) Beniing veughers e the. retails starss
gencernesd snd Teuting g1l PFDL veuchers threugh the
Aoosunts<IT (Credit and Depesit Aecsunt) Sectisn fer
paating qligﬁ_ the Depanit Aocsuntas of the parky amid
alse similar I.E_H'.l:!:ll l".l.El'Iﬂ-*- of the BAR Agenta.

= :.'.l'] Prepuring ssvering chellans fer the
wveuchers te be pent e the reppective rotail steres
iﬁhnlm: will ‘3o in duplicate im respech of tha
veuchsrs te b reuted thrsugh Acgeumte-Il (Credit &
Depesit Acceunt) Bectisn, :
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g) Bech Supervising Offivcer Incharge of Indent
‘Gales Sectien will submit weekly #s well as menthly

gresr reports indicating the mumber of {ndents and

ther lettere emtalling gerrespendence er scceunt ef
upplied received, dispesed ¢f apd pending &t the clese

% the veek/menth respectively te the Agsistant

o treller (3ales) whe with his ymnt- ghall ferward

s sams te the Deputy Cemtrellsr fer infermatien. He

111 slee take imuediste oteps to wipe eut the arrear
oumulating im any particulsr secticn en the basis ef
teport, e rTecelved, im censultetisn with the Deputy
fantreller of Publicatiens.

%) Bach Supervising Officer will alse maintain

i register in which he will recerd the titles eto. of

fhe puslicatiéne imdented for, whioh sre either genme out
8¢ steck or net available with the Departuent. Assistant
Contreller (Seles) will get the statement censelidated

i mend u cemplete list ef such titles every month
regularly te the Assistant Centreller (Business) fer
“faking suitable sctiem fer reprinting of these publi-
{gatiens im demand with the spemsering Depurtment eor
Mimigtrieas cemesrned after bringlug it te the metice of

' Deputy Centreller.

m:&:.*!.lutiu of werk im vsrieus Indeat & m--

- Sectiens is as fellevael=

i INDENT & SALB-I (Indents frea Geverament Offices)

_ T 1) A1l indents frem effices of the Central

: Gevermment, State Gevernments 28 well ss Unien Territeries
‘ of Ipdia including Tadiam Embagoies/High ﬂ!l‘li.l!’.illl
abresd are cemplied with Wy tlh'mtti-._';,_ﬂ- -'ruillr of
puklicetions te ‘ﬂ_lll‘l’-lrllﬂli B’l]ﬂ.‘tll‘ltl“ on Will bisis

\ sguinet their indents is made if the tetal wvalue ef the
| erder is h.109/= er abeve. Ssle #f such publicetisns
belev k.100/= in effected by Sale III er Sale IV Gections’
" as the case may de. The recevery against these ¥ille

T-righ
-

" 1a wetched by Credit & Depesit iepsunt Sectiem te which
RS of the Will *.'l'il.l-:l"'! on affer the supsly has been
:.I arranged, The Sectien hae te sutmit @ weekly srresr ]
| repert and slse & cemselidated menthly repert shewing
pesition regarding receipt end digpesal of imdents.

Ll
44
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i1) This ssctien alse arronges supply of
puhl:l.#lthn te SR sgents, whe are mermilly State
Elﬂmﬂt Beek hp-h, npinat their imdents umder
‘BAR weuchere. '!hu scceunt of suck supplied is moimtain-
: #ni *y l-nu'-un'a.u-ﬂ (Oredit & Depeait Agosunt) Sectiem em
" the Waslp of veucker sent te them frem this sectien,
§ Tadont & dele-Tric
Indents frem 21l Agents imcluding Fereigm
-mt- end lsgul Ssles Depate/Ceuntera are cemplied
| with Wy 'Ili!lt & Bsles-1I Sectien,
- 1) Indents frem escoh ugent are tut in a
: -nu:nt.i file and esch sgent is required te juste his
miu: n“nr im lll esrrespendence, Bupplisd te
: 1--:1 Bales hptfﬂ-nnr- sguinst their indents sre
| sles erranged by fhls Seetien.
| Chacking of nu&ﬂul-
: 1{} A Onegker posted im this mectien checks all
g - the ﬂ'ﬂﬂiﬁ.‘l Jﬂ#ﬂ in thie “uthl.. ‘He supply ie te
; ! '__n 4*; checker hep checked and initieled
rp. He chesks the oerrecimess of all the
;:‘nlﬂllﬂ.“l {hnﬂ; ot miliﬂtht. t-ill hlllihfhilltr
w*f ﬂju-uﬂ “ﬂi] in =ll- p;le:t ﬂwhlr- or thh
TBilt.I.n ‘Wefere Lesue and alee in the Hn at Iﬁﬂ
l’uﬁu-, vhether Accsunte-Il (Credit smd yﬁuiﬁ
! eAu-m} Bactied his meted the nnp,h 1n the respective
i lﬂliulh -’Hﬂfu th-‘l supply of !l’lliﬂi;iﬂi l.l i'fnntﬂ
| te the sgents, |
| Refund to Agentsi-
'; tlﬂ :ﬂﬁ*ui te Agents i rqulntﬂ n i;ll.ntﬂ
L in the 'Hrii m;mnlitl-ll of the "E‘“" !ﬁ- nluthl
abeut ntm H’ mm ceples within the nh#hﬂ .uin
-u-u.u b6 strictly fellewed amd the mﬁ zr‘-“"n" refunded
n‘i-m !# Hlj.-lhiliﬂ on the sesis H’ 'I-‘.hp H o eriginally
sﬁu"‘ﬂ by thie Department sfter teking fate soceunt
~ the dibgeun  dedusted.
shan Lt 11‘ hiunthln htim ‘I’.ll'
i Geverment Tt tiih aad Dm0 " :
M i ) wii ﬁiﬁﬂﬂ, lp.-nnnli: in uirl te the
- ituhilfi g-r i:nﬂq publiostions betveen: thp twe
Jiiﬁi‘giﬁh vas u]ttiﬂl inte ‘on 111451 qm,mx. 2ccerding
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the Gi‘l’lrl.;li of Indis will semd te this Department
the liste sheving the pyblicetiens =s and whenm breught
eut by them tegether with cspies of amctusl publicatiens.

.' The liste of mevw arrivale tegether with actusl publi-

nt!.u:. ae reseived in this Department, will be ferward=-
ed by this sectien every menth &t the address as may Fy
intimeted by the U,8, Library of Cengress te this
Department from time ts time, :
Indent & MﬁIII L

1) Illll.il frem all Gevernment Departments,
Institutions asd ales frem general public, esking fer
supply ef publicatiens per V.P.P. sre cemplied with by
this Sectiem. The V.P.F. Veuchers alengvith V.P. Heney
erder ferms lltj.,nt indents sre sent te the stere
¢ serned fer ;ﬁuh; them sm te Ciwil Deape toh
Bectien nl«llﬂﬂh publicstions imdented for thelr
deapatch Wy nnm reil, es the case may be, te the

indenter cemgaraed,
11) The ¥.P.P. chargea sre imcluded im 211 the

Y.R.E, Veuchers, In pase Where the value of the
publicatiens mupplied ip less tham . 58/~ the V.F.E.

& Reglstratien ﬁum ¥ill be werme by the indenter inm
| sdditien te pestage levy as detailed helevi-

-

1. Upte 'l’iltlt of ®.20/~ Eﬁglt,f j@‘n -;lﬁ of
2, ::1;: ‘i'!li luﬂ;- . BB/ l‘t *ﬂ,t.t xate
E “ ::1:' ‘ii*lfr -l“"’-'}i;"mi' rate

ies exceeding %.100/= te the ﬁmlﬂ.
ntp,#t-l after ebtmining erders of
.:.-.11-.: Ihhu]. 411 kixd of: rﬂﬂ.

the Apsistent Ou
charges on | Y ﬁilﬁht aver the nin ti‘ lu‘.’i‘f-

will e hm*‘i?*iti ﬂ;mﬁﬂt.
Indent & Eﬂ, 2
Indente tlr t,’lg llrr'!.r of ]uhll.nthu agoomp- .
| ented by prepeld remittences (Memey nmfﬁ-,-x Drart/
'. hiuulﬂiﬂii brder/ ’gpl Btampe ete.) ire complied
with by thig ;ﬁiﬂiﬁh %} supply ageinst g]gg.upj"
peetal nrrvhi-l 1o made enly after the Iﬂllﬂ:r ol
gushment and 'il‘“.llﬂ.lli tkm-r by Cach ‘ilut:l.n. Im

Y. 2ulu. Lfox
public sheuld |
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casss where the amount received falle short, full order
{s sxecuted by VPP for the amount by which it is ahort
with the prior approval of Assistant Controlles/Daputy
controllsr of Publications.

Gemeral Encuiries Sectiont-

e
This section is headed by a Supervising Officar,

Tes functions is to attend and reply to all sort of
enquiries about the ﬂdl:hlll:l.tr. gale price of Govt.
of India Publicationas =tc..

Catalogue Secticn.

This section is headed by a Librarian. The Eunot-

jons of this Secticn are as underi=

1) Preparation of monthly list of Civil Publications
and its distributicn to the parties conc arned.

{1)Praparation of annual supplements to the main
catalogue of Civil Publicationa.

114) calling of synopeis for the publications received
during a year £rom the author Ministries/Departments.

iv) Compiletion of catalogue in Hindi.

v) Preparation of monthly list of hot publications
and sending the same to %M Ssction for submiss=-
fon to the Ministry of Urban Development.

vi) Preparstion of Weekly Fresh Arrival List and its
distribution to the parties including Agents.
vit) Arranging Publicity of Govt, Publication ehrough
DAV, |
vif1) Receiving publicaticns threugh daily lista from
stock R.R Section and returning them Back after
doing the needful with ragard to pﬂplrlt.ln;l of
Catalogue Card etcs
ix) All ﬂﬂﬂlm vork relating to above items
of worke.
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4 fi_:.:l1=r " RULES & ORDERS
Supplies to Central and State Governments,

With the declaring of all the Ministries/Departments
of the Oovernment of india as "Paying Departments’ w.®.f..

. 1,4,1971 vide Ministry of Finance o,M. Mo.F3(43)/Ba70
- dated 5,9,1970, the expesnditure on printing their publicat=_
fopns has to be borne by them, The system of Departmentali=-
sation of Accounts wes aleo introduced wat.f. 1.T7.19T76
digpansing with cthe system of ad fustment of accounts by
book transfer, The rules governing the igsue of priced
publicstions have Leon revised ss undert-

1) All the Mipistcries/Dopartments of the Jowermment
of India have to pay for the purchase of Gove. of India
pubiscpkinmpe stocked and sold by the Departmant of
Publisation. Freoe supply of their ewn publications is
made for their'own use or fof general distribution
ganctioned h:r —

11} aqupuu of publicstion are to be regulated
through t'r- medium of (1) Distribution Lists and (14)
lm Il:.ll!h should be submitted :I.n Govt. of India
lm Form E—l-ﬂ' (Wew). This form should be used
for ﬂlﬂli ﬁpplr as well as for giving standard
m for the regular :lu]:pl]' of Gasette, Journals and
other rlrl,ull.nl. publications.

115} ln 'nhu case of thl inﬂqﬂ.nu mﬂﬂ‘l. free
"mlqﬂlj ﬁl t.hﬂ' m::wuﬂ wh].l.plt.lnn- are made either
: .'lﬂ!l' thﬂr own use or for any gn&rﬂ Hﬂrlhltiﬁll \
| sanctioned by them or by -uu-u: 4n Aministrative
charge of those Departmentsie -
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1. The Army, Adc-force and Navy hut uﬁ:lt:d_inu

the Minisctry of Defence.

2. The Mindstry of Railweys (Railway Board! -
and attached Officess

1. The Posta and Telegraph Departments.

i, Hnﬂ.lr.ll- Stores Depots.

5. Tariff Commission/Board,

6, Committees and Commissions.

7. light Houses and Light Shipe Department.

B. Morthern Indis Sale Revenue Department,

(Mamufacturing Branshl,

9, The Bengal Pilot Service. .

In respect of such supplies to these DeparcmentS,
The Gove. of India, Department of Publication has To
charge these Departments enly a Ihl.l'l of cost Gi
storage, distribution, packing etc. Puhucmmu nt
these Despartments :I.nﬂ-rrt.ui for by other Departmentcs w:ul
e supplied on ]Il]“l'l:. in cash by cheques etc. of the
full published price less _i!_'ﬂ #:I.thmf.. r;grldlv:ﬂtu for such
sales will be -:_uﬁ to these nlplrﬂlntl_mlr sub ject O

_ a deduction of 12% of the puhu';h!i' p;i.'il_ﬂ'lr'tﬁ- cover

sdvertising, cataloguing, otorage, H:_tﬂﬂﬂ:-m etc.
(of, Min, of WaH O.M. No.l=17018/2/72-P11 dated 21.10,.1972
Office Order No.23/0iM dated 21,11,1972).

~for b;- untrnr Hinilt:‘:ﬁﬂ.plﬂllm: for official use will
ba uppu-i on Hp-nt in uug h- cheques etc. of tr-

full published price less 15% commd 881 on,
s

) Publications of one. l.tn.lltl‘]'fn'!'-"m“*- indented
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y) Payment to the Department of Publicetion may be

a by Postal Money Order, Indian Postal Order, Cheque,
Praft, Ordinary Postage Stamps upte a ilimit of Bye 3=
vi) Supply may be made by V.P.P, on demand.

wii) Supply may be made on creait (Bi1l) basis of the
of WaH O.M.

-

alue of supply is above M, 100/= (&£, Min.
Mo, L=17011/6/76-PBN dated 6,7.1978), "
ﬂ.iﬂ The Sale procesds of publications of all Ministries/

~artments other than those mentioned at {14i) above are
dited in full to the Head "05B=Sty. & Ftg. = Sale of

pattes and other Publiqil:l.ml" (ct, C.C.P.& 3, Hemorandum

Mo, 15,/11/71=D.G dated B,3,1972 = P @ Ho,10/75 deted
4.,1975)., 1 ao= of sale procesds of Fublications of
ghe Depaylrents refaerred to at (1144) above, 373% enly

11 bs credited to that Head, the balance being nrﬂl.t;d

Ii o thoses Departments. -

: fx) The cost of publications supplied to the Indian

:.. issions abroad for thelr own use or for free distribution
ta the deserving Institutions Sogleties stc. at thelr
fdiacretion will be payable by the Missions concermed.
Ulof, Min. of WeH O.M, No.L=17019/2/72-P.1I1 dated 21,10.1972
0.0, No,23/0em dated 21.11,1972).

:‘.'Ipplill of Dup.rtmnnul Codes to the IﬂE-H

:. imut and Acocunt *!'.EHI:HI. o

{J‘] l'r:lm publications of Government of India and thlr-l-
. cm;-trnllnr and Auditer ﬂmtnl are supplied to the :h:t-
i of the Audit and Accounts ﬂfﬂm for appearing 1:
Departmentel. Examination at Iﬂlr of the price, 25! nl: t.'hl

| remaining amount being met out of the emtlﬂﬂ*lﬂt 'Fm of
' the office to which the clerks belong and the publishing

| Departments. The concessions should be granted under
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spraific orders of cthe Head of the Office concernad.

U;‘) 25% discount is mllowed by the Govermment of India,
Department of Publication on the price of the publications
issusd by the Mﬂmnt.unt Genersl, Posts and Telegraphs
to bonafide candidates for the Suboxdinats Accounts
Sarvice Eﬂ.’ﬂllﬂ.l.tim betonging to any Posts and Telegraph
Audit and Accounts Offices in India provided that the
purchase is made by them through their respeccive e ads
sf Offices. |CE. letter No,C=889/CR-114 dataod £ gefnd
Decamber, 1937 from the Agcounts Gsneral, Posca and
Talegraphs),

(‘1,'1} The M{litary Accounts Department can puschaas

" without any specific sanction of the Comptroller and
Apditor Geperal from the Government of India Department
of Publication, the Auditor General's Publications on
payment of the publishad price less 25% discount £or its
use amd slso for the use of the candidates appeering for
the Departmental Examinations. {cf. Auditor Ceneral's
deciaion dated 3lst January, 1944 regeived undesr the
M,A,G's. Memorandum No.S51l=G, dated the léth February,1944).
% The Reilway Board's publications epumerated below may
be l'l.l]:pl.‘llll to members ﬂl. the staff in Rallway Audit
Offices under the control ofthe Director of Railway

-'nﬂt ‘st a discount of 25%,

' (\p) Ih_nh':iq.l_.'l-lt.tnnl should be-camplied with chly when
they are signed by the Heads of the Offices concerned
(ct. letter No,123-G, dated 11.7.1931 as supplemented

. by letters of even Mumber dated the 7th October, 1931

:_ -'#ﬁh-:f!i'éjlaz—ﬁ. dated the 26th Sept,,1938 from the Railway
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() 25% dtscsunt mey be slleved te tha stoff of
_ Rellvay Acceumt Uffices en the oot of Railway Besrd's
: publicatiens, srevided the mpplicatien fer such
publinﬂ'ihli are signed by the Hesd of the Office
. cemgermed, (Cf, Hailwsy Bsurde letter Ne.Bd/Fuen/G,
I dated the 25tk Jemuary, 1937). The publicatiens &
: referred to (end memed belaw) are these of referemnce
for the Appendixz "R’ Exsmimstienm vide pare 4 of
Appendix 'D' te Esilvey Beard's Memerandum He .5565-F,
| dsted the Jlet July, 1929 (of latter Ne.19-CHi/E/52<4,
dated the Tth Jenmuscy, 1935, cepy received with letter
He.l2-G/36, doted the 24%h Hevember, 19%& frem the

Usmtreller ef Hailw=zy Acceunts).

Supplies te Libracies and Inptitutions imcludimg

Usiveraities.
(1) ALY recegnized libreries amd educationcl and

Hedical snd ether imstitutiens imcludinmg Universities

. in Imdie mey be supplied with Goversment of Imdia
Puiuuti-ln gt published rates less a disceunt ef 25%

: _lt".'—irll' digoretion of Depyty Ceatreller/Cemtreller of

l !_'ﬁl'iu:ﬂi..-illn previded their imdents are received threugh
| the Stdte Gevermment cencermed,

1 ﬁu‘.l._i“ te Agenta!

3 ﬁé Bupplies to sgents ure regulsted by the Terms smd
; -'U.iliit-i-;lil of sgenoy repraduced im Appendix; W
| The fellewing specisl arrangements, hewever, exist
with M/e AH, Wheeler and Ce,, Allshabad and M/s
 Higginbothsns, Madras,
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(1) Thene Agente sre allewed }%ﬁ diessunt en all
indents ploced by them amd are reguleted La sther
respectes by the gemerml "Terma of Lgency" which are
applicabls te other agonte, The sssentlisl cenditien.
attached te thie gramt -ﬁf 33-1/3% disceunt 1& that
the firmas will have te exhibit Gevermmeant of India
publicatiens at their wverieus Railway Beekestalls,
regularly, They are raqu!.r-l te make prepayment far
all the publicatiems, they may sbtain frem thie
sffice frem time te tims exoept me previded fer im
(2) badew. :
(2) ipsrt frem the publiocstisms which sre susslisd
to them i..llﬂunlr'llaﬂﬂ# with their imdente whiak ars
derlt with as (1) sbave the publiostions regquirimg
wideat publieity, ot the discretisn of this affics,
are supplied on "Scle & Return' bwapis. {Th-__ publish-
ing Sectien decides which publicetiens cemw. under
thie cstegery smd imtimetes their memes te the supply
and the Agoeunt Ssctiens). After {esue of the
publieetiens the Indemt and Bale H-ntll'lt dntimate te
the Credit & Depenmit Anmmh E-nu“ th- number of
ceples supplied oe well me thu uuuhu aupkér ynder
¥hiech the cepies have beem 1-.nuﬂ. -!hl Credit smd
Depoeit Acceunte Sectiem keeps I._I-lﬂﬂllll.t of the
ceples supplied te the twe firme snd the remittomces
received from them fer such 'F'ﬂ.!.q-tilln-i' snd ebtaimes

i

their 'Sole amd Retura' secsust ia fers Ne.DP 68

Ry

&fter the cless of each fimsmeial yesr).
Gevermment of Imdis publicetioms requirimg wide
publiocity may bes supplied em "Sale owd Retura' basie
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te such ether egents &= The Centreller of P'l:tiliﬂutt-:a
may cemgider mecessary Té seours such publicity =nd
gule, (Of CC&8 letter e .27 4/ 42=-5F duted the 4th
February, 1%44 te the iccsuntant Oemeral Cemtral
Revenue, New Delhl and Geveramsnt of Imiia, Department
of Laweur Hemeranmius Ne.i=526 dated the 20th Jem., 1944
te the Cemtreller of F‘r:.u_n:_:l;; and Statienmerx).
Supplies en 'Sale and HeTturm beaini-

In additiem te =uch supplies in partioular osses

te sgeats aes referred te 1w the preceding paragreph,

supslisa en "Sale snd Fatura’ basis (umder Ferm Na.DF.6)
are alse made te "0 - Gevermmant Bsek ihpl-'-:c- srainet
thelr imdeats reculrisg suak spuppliss ot the 4l geratisn
of the Demtreller of Foklicetiens. All suck mellimg

agencies are reguired te submit their Sale upd feturm
scceunt in Ferm Ne .DF.68 affer the elese of &sch
finenolsl year. Tl.- Credit & ﬂ:ruﬂ Agposunts Sectien
gheuld chegk these scosunts thersughly, verify that the
gale precesds have beoss preperly eredited te this affice
amd witch the settlement eI any sutstonding smeunts.

Gevernment civil publications beth eld snd mew are
supplied te 8ll direct purchasers threughout Irdis
whether at gsuntere er uy pest, 8B well as te agents Bt
- their ﬂ'ﬂ.:li.ilili prices witheut. Ray additiemal charges
- fer. ﬂuﬂu Peotags smnd n;utrltl.u ch#r;-n if the '

charges ere, hevWever, recevered fres the Indentsrs im

ciges Where the value of the erders is upte the wvalue

nl'q?l ‘#f Order 156 abeve -.Elf-. h;i.ntﬂu.-l & h--t::- -
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of 1,50/ which is subject to revision from time Lo
time (CE€ 0.0.Mo.20/0:M/1979) zs detailed balowi=

1) Upte the value of k.20/« 25% of the cost
: of publication.

2) FProm value of m.2l/= ®.8/e at Flat
rate.

3) Prom value of m.4l/= . 10/= =t
flat rate,

4) Value over f.50/- Foatage to bhe

borne by Govt.
The registration or V.P.P. charges upto the
value of =,50/- will bs borne by the indentor in sddité
ion to above said levy. Prepayment is necessa in
the case of all such suppliss, Payment may be-
by any of the following methodat=
la) By Indian Postal Order
(») By Postal Money Order in which case the
Mopey Order receipt granted by the Fost
Offiece should bs zttached with the indent
sent to the Department of Publisation.
(¢) Ordinary postage stamps upte fs.l10/=.
(d) By cheque {the supply iz made only after
the encashment of the cheque).
Supplies are rendered per V.P.P. only when a
specific request to the effect is made and even in
. euch cases at the discretion of the Deputy Controller
" of Publications., If the acceptance of the delivery of
" 4 VEP {o refused, the indentor is lisble to defray the




<38

t= 14 =1

A Deposit Account to the extent of minimum of
fi, 100/~ may be opaned with the Department of
Publication against which mipplies may be rendored.
In such cases supplies are made upto l:l_'u axtent of the
value of the suty deposited and lying at :rrerdij:.' at the
time of supply. In ths event of the crédit ba lance
being insufficient to meet the cost of supplies,
supplies are not made till the Deposit Account 1s
adequately replenished.

Whatever may bs the worth of the publications
indented for 2 signle erder, ne discount 13 admisaible
té the general public (0f Govt. of India lace Depti.
of Industrise ard Labour letter No,A=436, dated the
3lst Jily, 1535),

SUPPLIES TC THE GOVERNMENT OF INDIA SALE DEPOT .,

e -

CALCUTTAS -
=y __ﬂnly uua;h books as are asked for by the Sales
H;:nh aon being in ddmend and, in the case of new
publicaticns, as are considered to have the prospect
of sale at Talcutta are mipplied to the Book Depok,
E.lmt.tn urder & special kind of inunh-r {D.!I!'l In
N the case of puhl.lﬂrl’th‘.lll printed at ﬂﬂlmﬂﬂt of India
- __?rﬂu. Calcutta, arrangements for lifting should be
made locally so that coples may pot be routed via Dalhi.
The Fress should be lm.'tn make dirsct supply.
: __l:hn-d on the ﬂnm_;rn‘.l_‘.__;,ili_i-i_'q order, ilu-ul tha 28th w&
in the £ile contasining the Inspection Report of the
Agsistant Controller, :_.l?‘.ﬂ‘ﬂﬂ}-i

Tha rmiduﬁiﬂun £rom Gevernment of India
Sock Depot, Calcutta should be complied with within &
period of 15 days of its regeipt: If delay is anticipated,

—_



Ol R
A 289

a ™ £

I= 15 =1
it should be specifically brought to the notice of

Asstt. Controller (Storea) if the hold up is in

civil Despatch Section, (CE, % Qo 9/ M,/ T2 dated
5.5,1972),
:rUPF-LI!:‘-u T ""1-|E GD‘I.IT., OF INDIR SALES DEROT,

— e m——

KITAB MAHAL, NEW DELHI AND OTHER SALES
d-_'_'—---_._.
COUNTERS AT NEW DELHII

e —

The progsdurs for supply of publicacions at
local Sales Depot/Sales Counters is the sane as

indicated Iin the precasding paragraph.

SUFFLIES TO INDENTORS ABROAD)

Frepayment of fareign publishsds price 1 to be
rade in 31l cases by the indentors as nc nofl il Jinvoloe
is preferrad tO regover chatges, Fayment may bDe mnade

by Bank Draft or chague to the corresponding value in
Inc;ilr. Currency on Exghange rates t_l_'::;-._::- Zxchangs
Banks and their Branches in India. .rIn cases where
supply is deaired by the indentor to be mhde by ME
Hail, thes actual afmmail Charges are alsc ghargeable
from the indentors in addition to the price of
publications. : :

Supplies tuhn“nlnﬂqll:un on the basis of
cheques upto i, 1000,00 are 6 be made without waiting
for encashment of tha gheque, (CE, Min. of W & H V.0,
No, L=17019/10/74PBN dated 4.9.1975),

SUPFLIES TO UNITED Hhﬂﬁﬂs ORGANTSATION LIBRARIESS
== oy Gl S T T iy
The libraries. at Lake Success and Genava may
| vorwaml {ndent for publicatians, that may be required,
to Controller of mhllm.r Definite Orders of the
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concernsd are to be obtained befors the

publications are supplied by the Department of

Publication to tha Liwraries (cg, Covernment of India

Department

o, A=T49 4

nf Works, MLnes arnd Powsrs Offlce Hemor andum

sred 13th August, 1947 = recel ved under CP&S

L 3

sndorsemert NoO. 46/28/47 «MF, dated the S5ch Sept. «1947).

SUPPLI B5 TG_HE!_#E_ERS OF CENTRAL LECISLATURE:

—_—

Fra

e gupplies to Hembere of the Central

Legislature are mads only on the specific authority of

aponearing

India ar ir

pu‘l:ﬂ {=at )

F--ll '}‘Tr'l e .1"'"'.’ =

gowt. publ

pUPLICATE SUPT

—

l"!l In &

supply mad

M{inistry oF Department of the Covermment of
coordance with distribution list for any
% herwise supplies ars £O e made on pre=
- he publizhed prics of non confidential
{caktl ofs
PLIBS MND WRITE OFFs.
he case of & complaint of non recalipt of

¢ by this Department, the complainant ie

{nformed of the dat® and mode of despatah. If he still

reports non=receipt, and whers ths supply had not baen

made by recistered post ard office is satisfled that a

duplicate

Publicaticeis order are taken for making a second lﬂFPlI.-

Thia suppl

supply i8 justified, Deputy consroller of

-
Bl
-

y, if approved, 18 made by reglistersd post

undar frash voucher which is chargeable oF Gratis nnluu

tha original was and againet which the remarks url.l.thn_

off are noted. The details of the original supply as

well as the duplicate one are entered in the write off

Register as in the case of other sale and 'tltﬁtﬁ"u_llntlin-

ed in the

ssction for obtaining the Deputy controller of

v 4
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Publication & permisaiocn to the write off through the
Accounts Section. In the case of original supplies
made by regiscerad post, postal enquiries are made and
the complisnants are asked to do likewise at his epd,
ltﬁ) Pntrieo in the Write Off Ragister should be
made with the pricr approvel of the Depucy Contreller
of Pyblicationa in each and every case. Each entry
should be irdtiaed by the Clerk making the entry in
the Registsr maintainesa by the Agcounts Section and

attested by the Head of the Section. The necsssacy

records In respece of each write off case should bs

properly mauintained for the satlsiaction of «udit a8 -
and whep reguicsd, The coat of publica Ln cases

where Lhe; ra reported to have bean oo y EhS

party but have not been received in this =, should

not be writcsn of £ until the affice is £ satisfled

that the pubrliceticns were actually lost Ln cransig.

Wecesaary detalls, s.g. refersnce pumbsr stco. undar

which the write off orderd are given by Dspucy Controller
of Publicaticns should be guoted in the wrice off Ragister.

GRATIS SUPFLIES:

Gratis supplies are made to the gquarc=rs goncerned

as per instructiona by the sponsoring Departmants,

INSTRUSTT (113 FOR VOUCHIR WRITERS:

1. Vouchers should be prepared from printed pads
from which che nffi:tlunpiﬂ are not toc be detachzd, The
ﬁf,_ﬂrﬂ copies are tﬂh_ﬁiﬂp‘h:in pads and not as individual
li"-'!.l-ﬂhlrr‘m The F;iﬂl are tﬂﬁu ratummed to Accounte-Il
Bection after ﬂmpllt.l'm-.fpr' further nécessary l-.'_.-r_.l,m--

2, The voucher writing clerks, whether on the

Distribution side or the Casual side, will be held
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individually respensible for the pads issued to them

and will have to account for them pericdically.

3. If any correction 18 to be mde, ths original
fiqure should be struck off with a sipgle line and
{nitialled and dated by the officlal concerned in Red
Ink. Under ne circumstances over-writing shall be '

allowsd. Frasures apnd w&miting-n are ahsolutely

forbidden.
4, In the caze of V.P, supplies, the recoverable

amount should always be written both im figures and
llttu;:u in Bed Ink on sach V.P, vouchers and packat.

5. The symbol numbers of publications are to be
quoted in ';he voeuchers ifnatead of the full titlea,

&, In all cases the voucher writing clerk musc put
hie legible {nicials ‘with i.'u;ﬂ on ®sach voucher prepared
by him,

7. Vouchers in respect of concessional rates of
publications should bs prepared in the following manner
instded of mentioning the actual concessional rates in

the voucherais=

ARt ; i s, Faige
180 coplies of Railway Board Netification
NO... dated_______ &s,2/-
per copy ° 200,00
Lewgs on account of concession :
& 25 paise per copy : —ri 00
L 175,00
Less 25% discount (4if any) 43.75

“it (IR R R N T RN 1:1;3
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8, Im the case of & Prepaid or Depenii Aoceunt
veuchar the reopemsldility fer sscartoining eof halancd
Yests with the veusher-writer gemcerned. Ay eeon LB
guoh & veucher is preparsd, the veucker writer sheuld
gend it te the Deposit leceunt slerk im the Acosunts
Sectien Ter metimg the ameunt im Red Pencil szainst
‘the scosunt. Lf the later reperts that the ameunt 18
aet cevered by the bilancs ot eredit, the veucher
gheuld net we preparesl and the party may be palked te
receup his acceunt.

4, Teucher-writer sugt smter the Full cest of the

puklications mentisned in the veuchers LN gluding
gratis ami subseriptien eto.) at the as price usd
aust alse caleculsted the met dmaunt payssLs allewing

+he digceunt, Wherever oallad far.

16. Pagkimg and pestage chirges, wher@ver Roespary
sheuld be imserted Ap = separits item pelev. the totnl and
them the gramd tetal sheuld be stuck.

11, Veucher-writers should see that earben
impressien em 8ll ceples of veuoharas are distinet sad
legivle emd the prhll ﬂllhi]_tnt.iun, referenge dlary
Numbers, imitisls of "Illl ﬂ'ﬂ:ililr writers smd dates are
distinctly written I.n ﬂ! praper oslumns pravided in
the wveuchers. :

12, I% -hiu:l.-l e ﬂll-nnt that enly fully pre=
paid vnregistered lrjj.ilp: e.g. letters, emvelsped amd
;pnht-i. are ®coeptadle by the Fest Office and thet
tye ocountry of destimation of fereigm imdenter sheuld
pe imveriably sdded te the address after the Fest Tewn

suck ns 'Lenden-England' ete. ste.
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1%, The cnloulatiems im the veuchers should be
deme very sarefully =sand me veuchers fer supplies
sghauld b igsusd uwstlil ths cheokers have checksd amd

initislled them.

14, Cogk Besk Serisl Number (with dutes) 3
sheuld ba mated in prepodd veuchers.

15, The werd, Aet, Oriilncmce, Hegulatiem &ta.
must ke indiceted bafere the Ne. mnd year thersef
againet snch item,

16, The versiem '"Ewglish' 'Himdi' er Diglet
ghould bea imdicated clearly agaimet esch item im
ivery veushar,

« 1T, Dmt wedifiostion I'IIlIJll.i ipveariably
ke imdiceted im the ouse of Aeta.

18, Vhers maim Aot, Weing euf of steck, ocam
ast be supplied, the amending Aets thereef sheuld
ust be veucheresd Ter umnlese the imdenter hawm
specifionlly seked fer the amsniding Acte.

19, Indent He. and date &nd its disry sumber
ghould cleerly be indiosted in the weucher.

28, The nsmes und complste sdiress ef the
indenter sheuld be mentisned im the veucher.

21. Veucher mumber and date gyuider wiich supply
heg boed meds must be indicated sn the imdent.

22, A1l veucher writers sheuld maimtzin =
regloter im the follewing ferm im respect of the
canolled/amended nuh‘_nﬁ_l-_ '

. §AME OF THE SECTION: gl 3

Details of ceuchers canoelled/amended durimg the
month of !-

-ﬁ-—‘— .-d-'_-'- ' '“- - - .—.-—.— . . g W g g .h‘-

Iata Ne. & Date Imitisl of the Imitisl ef {1-1.11:1
ef veucher veucher-vriter the Hemd ef, B!iﬂ



im 21 =§ 230

The Bramnch Officer sheuld easpure that thoe abeve
imstruotiens are Tollewed regldly by mll veuchsr wrliters

and imspsct the veuchers/register at lesst smoer = week,

E?J. Tn onge the imdent centain m large mumbar of
items suy ever 25, the veusher writer skheuld take the
. indeats te Stgra(s) whe vill srrange piekimg up of the
publiocntiens. A seperste veucher fer emch ietail Sters
. should be prapared them and there and them and there
shenld be get posted im the stere ledgers duly werified
by the Imternsl Auditer. The weuchers aleugwith She
publicetiome should be semt te Civil Despaton Geotism
sa the vary dey Tor peating with & priesrit TS
(0f. 0.0. He.17/75 dmted 4.7.1975),
| RETURN OF PUBLICATIONS AND REFUND OF COST:-

Publiocatiens emae purchesed are met covspied
| dack, mer eay refumd em acceunt ef the publiomtisns
purchased alleved exaept.

5) in the cease of purchases by agenis for the
 sale of Geversment of India Fublicatiens in vhese eape

separate terms apd conditiems sre spplicaklae.

i ») vhem & publicatien is preved te the satisfaect-
E ien ef the Deputy Cemtreller of Publiostiems te have been
: purchpsed under 2 migapprehensieon thet it wea wet the ene
 required, |

'; ] e) vasn the muhtti.ql pupplied is foumd te be
defsctive. ] . _
I':l. 2ll camen uﬂ:;i_l by (b) and {c) abeve, in 'Ilhlllh_.
f-llii‘l_.!.utthu supplied by "I:l."__.lf!ﬂllli ef Publicatien are
retursed, they sheuld be returned at the expense of tae

il

party/Depurtment comcerned,
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REPLACEMERT OF DEFECTIVE COPIES:
_ Daf=ative coples sheuld met bs supplied te any
" {ndenter urd s fer me ]-lnl..’llt?' this sheuld be deteched

at the time of supply. Where such ceples had been
supplied in geed faith, they sheuld ke re placed by ey
enzs en the recelpt of the dsmaged/defective ceples.
ADVERTISEMENT THROUGE D.A.V.F:

"_—Ei.h putting up & list of publicstiems (1) fer
advertisement threngh DA V.P, epd (il) fer iuoclusiea in
the fresk arrival list fer circulatien te the agsnts steo.,
Catalerns Ssotion sheuld ebtéim p certificete frem
Publishing Jectien thet the list dees nst cemtaln amy

title which hes met been relesrsed fer sala &T vhess pile

is restricted teo mutherised perseme befere the file is
submitted te Assistent Ceatreller (Sales). The certificate
should hewever be siven ia 2 days' time te the Ostalague
Sectien. The Librariam sheuld sneure that the menthly

list prepersd by Ostalegue Sectiem dece uot centain the
title of any weck which hap met been relezned fer sale

or wkeme sals is resiricted. If for may stremg reassn

it 1s mecessary te imclude im the list the meame of amy such
publiertien, it sheuld be made clear that the publicatien
has met beem released fer sale er it is enly fer ﬂlt:iﬂu'
sale te sutherised ]-lr!in_: and this sheuld e ressrted te

- emly after ebtalming ‘lll specific appreval of the Centreller
| of Publicstiens. (Of. 0.0. Fe.5/75 dated 11.3.1975).

&
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e - PERTODICALS ERANCH




= cHAPTER _V]][ =38
PEAIODICAL BRANCH: 2
Thig Branch is headed by an Assiztant Controller
{Mablications). Its functions are to undertake tha
distribution and supprly of various weekly/monthly/ |
uarterly/half yearly =nd yearly pericdicals brought
out by various Departerents/Ministries of the Govermment
" of Indda to the subacribers &t & nﬂﬂﬂhiﬂ gnnupl rates
of mabseription. List of such pariodicals as are being
handled as on 1.4.1986 is given at Appendix ——L| .
Besides this, the Cezette published by this Department
1s slso being distributed/suprlisd from the Main Office
of this Department.
2, Tha ]Iﬂﬂﬂl.ﬂ-l::l hepneh conglsts of the following
Sectiongt=
"™ Fhl::lndiuil Se ction.
ba Oazgtte Section,.
¢: Addressogiraph Ssotion,
d. Store & Despatch (Periodical) Section.
#. Oalette Distribution Unit at Govt. of
" India Preas, Ring Road, lew Delhi.
!.._. m:trl.hlﬂuu of work among the sbove mentioned
Eutlnut As as unders~
Fqﬂm Section i=
 Thip ssotion is headed by a Supervising Officsr,
mm-rﬁn &cﬂﬂmhﬂﬂrh.ﬂﬂum:-
. 1) 1o attend to genersl enquiries regarding
subseription for sll periodicals except
hﬂﬂlﬂl ef India and Dalhi CGazette, which
. are published by this Department.

el
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i1) Enrolment of regulsr subscribers and renswal
of subscriptions yearly for the above mentione
ad p-eri:-di_ua].l.

f44) To maintafin subseription cards, distribution
1ists/registers etes in reapect of gil the
pericdicals hanilsd in the section.

iv) Handling of casual indenta for these pericdlecals.

v) To get address plates of subseribers eaboased/

" amended and to review the saie pericdically.

vi) To obtein address labels and check lists frem
Addressing Section for onward despatch to the
Frese arter through chegking, where the
particular periodical is assigned for printe
ing for distribution to the mubscribems.

vii) To wateh the distribution of periodicels done
by the Fresses and to get the check lists back
after distribution from the Presseu.

viil) To arrenge supply of back issies and current
issgues vhere involwed after the distribution
is made by the Fresses. ;

ix) To maintain records of subseribers on distrie
ution lists of the pericdicals including
check 1ists received fron ihe Presses.

x) o prepare distribution vnudun on receipt of
copies from the Presses and also for casusl
smpply/back sapply ‘ﬂl'mﬂﬂlln Store ledger
aceounts to maintain the accounts of printed

4 Ttpe,

xi) To -;tht-m M_ijt'_mﬁuﬂh-n in respect
of payments made by them and to arrange refunds
of uneutiliced smounts where involves.
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xii) To issus Renswal Notices to subscribers to collect
subscriptions for the snsulng yeal.

xiii) Ta stop supriv of periadicals to iu:h guhacribars
who fall to renew their subseriptions in time and removal
of their address piates £rom the current h:n: of plates in
AMdressogreph Sectidn. i
wivl! Summission of print orders for all pericdicals i1.e

Gagotte, weekly, monthly, quarterly md helf yearly

periodicels.

xv) To wateh their vimaly printing.

wvi) Te get the cost of profuction of periodicsl s £rom the
Presses to work our sale prices according to the praseribsd
farmul .

wvil) To £ix the sale prices ad snnuel retes of subscriptioss
of the periocdica including Gazette of India and Delhd
Gawmotte.

Xviii)To attend tc complaints regarding printing of

periodi cals.

xix) To recover cthe difference of the amcunt of subscriptions
in case of enhancament of snnual subscription of a periodical
with retrospective «ffect.

wt) Pinanefal review of Indlan Trede Journal and other
periodicals. g !

Gazette Sectioh:i-

e — —

This Section im hllll-d by a Supervising Officer,.

g ___mmmﬂthlllﬂumﬂlum

- 4)..-To enlist subscribers for Gasstte of India end ﬂllhl.
'--_Wmmtﬂ tl'“‘l:ﬂﬂlﬂl‘lhim 4in -h-u- -

14) To maintain subscription cards disttibution list and

ng_t.un ote. in respect of both the periocdicals

mentioned above. .
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141) To gat the nams plates of subseribers embossed

by Addreggograph Sectiomny

iv) Te arrenge distribution of Casette of Indis and
Delhd Oazsette (all parts) through the Camette

digtritution Unit gt G.I.P, Ring Rosd, Mew Delhi,

v} To obtain address labels of subscribers from
Mdressograph Section mnd send them to Camette

. pietridution Unit st G.I.P. Ring Aead, Mew Dalhi for
distritution/packing the ismwes of Gezette of Imdia and
Dslhi Casedts.

vi) To arrenge back supply/easusl supply to the
subseribers/indentore.

vil) 7o prepare distribution veuchers as well » 2ok
supply end casual supply wouchore for pogting in “tore
ledgers Acocounta.

viil) To maintain the acoount of the smocunt of

sabsoription received from the subsoribers and to arrange
refund of the un-utilised amount where invelves.

ix) 7o lssue remswel notices to the subseribers.

x) To arvange supply of attested copiss of old Gamette
to interwsted partiss on payments

x1) Production of Cametts Ln courts as por court's

xil) Maintemance of Cametts record from 1969 orwards.
lﬂi} Hm &f difference of the smount of subascription
m-ﬂ- mibseribers in case #m-nt of subgeription
'uﬂa retrompective effects -
dﬁ ‘h attend to complaints nlﬂhrr oorrespondencs on
mhthnﬂhuuﬂm#m-Hnlm Gazette,
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xv. To watch the print erdera in respect of Gamette
of Indla and Dwlhi Cazetts;
xvi. To discomtimue supply in the ewvent of aca-renswal
of subgeiption amd to get the address plates removed
from the cumsnt box in Addressograph Sectiom.
" STORE & DiSPATGH (PERIODICAL) SECTIONj

ll:.'l.l Section is headed by a Deputy Etnrulhlplr.
He is responsible for proper maintenamce of Stores,
Store Account and supply of eoplea of Feriodical amnd
other allied work, The fumetioms of Store & Desputch
(Perfodicsl) Section are brisfly listed belowi-
§) Proper waintsngnes og stores of periodicals
i1) Prﬂp‘ir salintenance of gtore account im the
preseribed store ledgers (U.PA4S-B) 4 respect of
each and every issue of the pericdicals stored thereis.
444) :F-Il.l'lrin,ﬁ, all kinds of issue vouchers in respect
of periodicals supplisd in the couree of general/
initial distribution from the respepective sections
and-pesting them im the stere ledgers.
“d¥) Pleking up the copies of the periodicals

.mlﬂi the indents/vouchers/locsl sale counters slips
* 'in pespect of the casialfbeck mpply, semding them

to Givil Despateh or Section concermed,as the case
‘may be and posting dwﬂuﬁ store ledgers:
'v) Posting of 'Return Forms' dn store ledgers.

" wi) PBreparing of the Gats Passes in respect of the
coples seat to the sections located cutside the main
building.

wii) Giving all sorts of information required om
publishing files in respect of pericdicals.



303
ﬁ s

viil)FPreparing the lists for the periodicels due

for weeding ocut amd ponding the necessary proposale

40 Weeding Qut s-utu‘-; '

ix) OGetting the store ledgers mdited by the

Intermal Asditor eith reeremts to the Pelsvant

youghers/cash memo/return forss, press challan @t6.

and preparing the Pfogressive Store Ascount.

ADDRES SOGRAPH S CTION $=
This secticn is headed by Semior Addressograph

Operator Incharge under the ower all charge of

gupervising officar, periodicsl sectiom. Thye

faction of this section s ai underi=

4. To emboss sddresa plates for sil subscibers.

2, To asend plates om ingtruetions of seotions
concerned. -

§. To retain the removed plates and to keep them
at proper places im ourrent bowes ea instructions
from the section. ;

b h-lllﬂlmn-ltﬂlhlhuhlﬂtbrm
m-mmrnuuqumn and
. heok :I.uhﬂﬁ i P

5e hmﬁmm-nnumnt
instructions from the sections eencermed.

6 7o blak the used plates to hake them re-usable

: : '-d re=gnbods m*nm '

2 T Gt the edress labels on paper eatting
machine for use ﬂﬂm-ﬁl—l.

8; To print sddress labsls with check lists
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ssparately for all periodicals-weekly,monthly
ote. as the case may be. |

9. To print short reply post cards nfter esbossing
plates a8 per materisl supplisd by the sectioms -
conpsrned,

©7 To print pay billsi Te prepare Distribution
Lists of periodicals by taking impressioms of
plates om blank papers etel

49; To esboas and mmimtain Address Flates for Aray
Unfts ssparetsiy snd to keep them in secret boxes
Guly logkad for securdity reascms.

120 Hindi ﬁﬂniﬁa machine is used for Hindd worky
All other items of work as ebeve are applicehle -
to Himdi work also. :

43, To supply sddress labels to seotions consermed
for further distribution.

t4i To sttend to daily olesning/oiling of enbossing/
printing machines ete. in the ssctiomy .

AP REA—E

PERIODICAL & GAZETTE S&CTIOR

GRmcaL PROCTE__

REALISATION OF nnsmnm

) Subgeriptions are to be realised from the |
interegted parties inm cash, by cheques, bank drafts

| and postal erders ete. Subscriptions are scospted by .

nmu Departmsnt for uu-th of India, Delhd

| m and other pﬂm 1.-. weekly, -um.r.

quarterly, helf-yearly (which includes corrections
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and amemdments slips as well) irrespective of
whether the ;lrl.ndul.nr ef those issues 18 regular
or otherwise., Lists of such publications showing
the rates of snmial subscriptioR appears in ea
Appendix I & o the Catalogue of Civil
publications byought out by the Department from
tiee to time; BSubgeripiicas in reppect of the
Gasette of Indis, Delhi Cagsetts, md direct Twues
Balletin are accepited for the fimancial year L.e.
from 1et April to 31at Mareh next year. Subscriptions
in yegpect of other pericdicals excapt Indism Trade
Journal (weekly) are scospted for the calemdar
yoar: In the cape of Indian Trede Jourmal (weelkdy)
the subgeription is cherged from July %o June mext
year: In case of those enlisting thelr nemes =s
gubseribers during the ourrengy of the prescoribed
subseription year, the period of subscriptiom
should mot sxtend beyond the close of the
sabgeriptions are not issued nor subscriptions are
reglised bty V.F.F. Unless subscriptions are
rensved, supply ﬂhtlnur ceases after the
mﬂﬁﬂrhﬂnrﬂlﬁnbmu
ﬂﬂﬂrhﬂlyﬂ mmwlmww
unmm-unmnummuprm
Mmmﬂmmmmumm
mmmu to g1l Qemtral and State
] Covernments es alsc to Semi-Oovt, ingtitutions:
2 {ﬁmwmml-
m-nmuu-mlnrmmn
tise in regpect of & periodical/Cazetts, it should
be moted with full detalls in the card, if already
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If, however, & particular subseribesr has not
slready subseribed, = mew card (D.P.100) sheula
be prepared im his nawe wherein all details
shout his subseription should be noted. The
balance Jeft, in gy, after sdjustasint of
mubseription, should be noted im red ink in the
subgeription card and the party informed that
1t will be adjusted sgainst the subsoription
negt yeur unléss a request for refund is received,
Partisulers of subsoriberg for various pericdicals
and Gasette of Indis should be Baimtained through
mparats Distritutiorm List (D.L. registers)
somtaining full detsils aug. C.B.8. No., remewsl
perded, coples on imdent ete. to facilitete
referencing and angurs aoprest supply. Subeeriberas
are not normally enlisted/re-entisted with
wirospective effect:
-'-H'Illilll the Subseription Card l.t the Cabimet i~

ALl subgeription cards are lﬂ'-rll elphe- 4
botioally im Cabimets. The eadds are elso mumbersd
seriglly with s run-om nusber and indexed Ilﬂ!lll-lﬂ?
4o these musbers., If the nhﬂ'lrl«lll is lllmﬂ-ud.
the ¢ard should be removed from the ﬂuuut-:umt
cards after taking weoegsary actiom in :Iq-nt of
ey balence that might be shown in the card at the
credit of the party. Wo card should be relegated
to the 'Illlll! of the ll.-lﬂltlﬂll Ilhlﬂihlrl
cards il‘.ﬁui firgt refunding the cutstanding
btelaneei It is possible that geme parties may
not reply to the remewal motioe. To take the
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abeve action in those cases, the wvhole Cadimet
of current cards sheuld be examimed once m y®ar
after § months of the comsencemsnt of the subs-
eription year and unyenswsd cards packed cut and
sotion in regpect of the renswal and refumd of
balance smtunt 4f any takem; The removed oards
should norsally be preserved for a peried of
three years?
femwal 0f subseriptions-

|| ) A reminder for payment towards remswal oI
subsoription in form D.P. 41 will be fgmed to ave Ty
subacriber well in MH. The reminders shall
norsally be issusd at least two months priocr to the
expiry of pericd of subsoription. The remindsiw
are to be dssued as & matter of courtesy smd not
in compliamce with any rules and the subscribers
are plso expscted to rensw thelr subscriptions
sus=poto before the begining of the mest subso-
ription year without eaiting for the renswal
notices, ‘hem fssuing remeval moetices, RN amy
alresdy st c¢redit, should be Indicated amd mece-
ssary details furmished! hen the required amcunts
have beem mecsived, the adjustment of the cutstame= "
ding balence sheuld, while moting the remewals,
also bs moted in the previous eclumis of the
-ui:tl.ih uhﬂlllmlﬁiﬁiﬂhulu the

(1)) The rates of subsciption shell norsally be
revised and coepelated with the periodieity of
the periodical/Cazette etc. and intimation to
this effect shall be gent to the mbeeriberfor

i
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interested party ste. wall in time, end not in
between the year of subseription. Here the
subseriber/party has remitted only the subscrip=
tion st the prevaillimg rates, the difference om
socount of enhsnced rutes shgll realised in the
mantioe at the discretion of the Assistunt
Comtroller (Fericdicsi).
Erq.t_h"_dil_lhmt subscriptionsi=

|:'I? A1l enquiriss im respret of subscriptioms,
whethsr about the rates of subseription, reosipts,
sijustaents end balamces etg. or otherviss in
respect of Gametia of India md ether pericdicals
are deslt with by the comoemmed segtiom e.g.
Camstte Seotiom and periodical Sections as T™ha
cage may bo. The comocerned section is elsc sngw
erabls to the subsoribers/pertics om gll matters
ineluding nom=supply and missing lssues etc.
Preparation of addresa lsbels in respect of Subscribers =

(1) After the sddresses to which the copies are
: hhtnlthﬂl been noted by tha Section como=
ermad in the subscribesls 1ists(Registered No.71)
for the different perdodicals along with the serial -
nusbers snd the concermed ssction asks the Addresss
ograph Bection to arrange for eabossing the mees-
ssery sddress plates md retumn the letters with
umn-u of those plated to the section come-
ernsd for further action?
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Supply ef back issues of periodicalsi-

hﬁlmur_uhmpdﬂhm

. gubseribers ecovering the supply of back issues

g8 Bgy be svallsble as also the current issues
m;lhmpdbrﬁ-uﬂiﬂdmmdln
eath seotions

RaSngas-

Apart from what has beem stated in pareg~
rﬂ_ﬂd thts Chapter on the smbject of refunds
it has alpe beer iaild down that Lf the subseriptiom,
is discontimued may, wmdthim thres momths, the sub-

' geriber should be charged the price ef single copies

before allowing the refund of the subseriptions,there
bedng mo Justificutiom for the comesssiom sccording
to the mubseription reted. (Ofi paragraph 2 of the
Comtroller remarks dated the 20th March, 1944 on
ﬁlﬂ!lthm_ﬁlmhnlﬁﬂlﬂiu-
tion Brench for 1042-43=CP & B w/e Noi 23/2/44/A
and F deted the kﬂ! uﬂl.imu
Guolchoig 0 hh-m-

The AMddress lebels received Irom Addresse-
mmnrmwmuﬂpm
umunmmhmwu

. mlﬂ concerned with reference to the dis-
. tribaticn 1ist. further 5% checking of labels may

Hh bty ths Supervisors conocsrned in each I-ﬂi-i‘-
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The sddress labelis duly ohecked up alsmgwith
ﬁlnmﬂnﬁlﬁmtln-nhﬂlw
of Indis Press, where a partisular periodical
(other them Gemewts Of Imdia snd Delni Casette)
hmlllrmtr!hﬂﬁﬂllﬂlﬂﬂl
ﬂﬁtllﬂlhihlﬂhlﬂ'ﬂIHlﬂnﬂlllfﬁlil
1ist vhen dome vithy The Govermment fo Indie
Press eonserssd supply the fames of the perie-
dical st por address lable end check list sent
h'illn:p-rt-ﬂthﬁnhrﬂltﬂhma
the particular issues @d refurn the eheck 1is%
to this Department im token of having distributed -
the coples. The sopies of the issues left after
distritution ere semt to this Departmentd

Conplete distribution 6f the Tndisn Trede
mmuwllﬂﬂﬁWﬂﬂh
Fress, Santragachi, mnmuihht
rnu-uh.u-:ﬁ-mmmhh
Ablication Departasnty The chacked sddress lsbels
slengwith the eheck 1igt for the purpose sheuld o
'hﬂﬂiﬂhhmlllﬂlliﬁhlll
mw:nm-mwm :
80 that ‘lhl llrlllllll li ﬁlll‘l“ without deley

_'uum-l
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') I‘Il.lml:l of Free Ii:l.ltrl.hltln List of
”M uu Poricdicals e

Gme gratis copy each of the Jesette of India
(a1l parts) and slso of ether perdcdicels imcluding
Indian Trade Jourmal ete are supplisd to the
Matiomal Libreries vis~ Contral Librery, Beabay,
Matiomsl Library, Calcitts asd Comnemers Fudlic
Library, Medres sad Delhi RFublie Librery which are
governsd by the delivesy of boeks (Rablic Librardies)
Agt 1954 (Gf 0.0.Ho .90/ 27/96=0 dabed :3.-3.195? and
16/05M/81(30105) dated 15:3.02. The free distri-
wution lists of the pericdicals es mithorissd by
the sponsoring Departssnts are Baimteined by the
regpective sectiomss '

Distribution of weakly s Extra-Ordinasy
{saues of Gezette of Indis end Delhi Gamstie -

Ggzette of Indinm and Delhi Ouzette including
their extre-ordinary issuss are primted ot GCovtl
of India Presees, Ring Rosd, Minte Reed, Now
Delhi emd Faridebadd As per recommsudation of
the DP & 4R contained in pare 99i%s of their IXth
Repert em the wiady of this Departwent, Camedte
Digtribution Unit hes been set up ot Govis of
India Press, Ring Road, Rev Delhi wie.£.15.7.82
(C£.0.0. Ko.8/3/62=Eatt. m*lhf-ﬂ- he ._
ﬂhﬂnﬂ.ﬂh“ﬂﬂhﬁn-lhﬂl "-"
Cazatte ere reccived there from the different
presses for distributien to the subscriberal




a] 5= Lilﬂ

The Oamette Secticm et the maim effios has %o

sond the ehecked lzbels of the Cazette of Imdia
and Delhi Ggzette for the ensuing week, %o the
said unit wll in sdvense ewry week o avoid

deley in distribution to the various agencies.
The sald unit will be respensible for esrrect

distribution of Gasette of India amd Delhi mmd
Delhi Oezetted

e Dreft Motifications to be pablished in
the Ogmette of Indin Extreondimary sre sent for
publication by the spemsoring Department o e
Presses at short notics end its distribition is
intended 0 be made sisultanecusly. Is erder e
avidd Gelay in its distritution, the Mnistriss -
ed Departments concermed ere required to inform
the Rublication Depertment ss soch as pessible
utleast 24 hours before the day om which dlstri~
Dition of Gasette Bxtreerdinary has to be madel
The required intimation to the pablication Dep-
arteent may bo given by on offisisl or unefficisl
csmmmiestion or in emsrgent cases on telepheus
Ary dsparture in tass regard shell be breaght te
108 notles of the Ministry or the Depsrtment

' Coples of the Rxtreordisary Gesette of Indis
stall be madie sveilshle for gele st the Rublication -
Departant Bale Dapot/Caunter as 66w as pessible
after pablicationy
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Acoounting for the coples of each igse of
periedicel supplisd ia the oourss of gemeral
distributions= |

he relsvent mﬁuhnmﬂumﬂr of
each Lamue of periodicals which are distributed by
. @ul: Press, vherothose are printed, are preparad by
the Sectiomns conosrmsd om reesipt of the balames
copies alongwith the Press Chalioms showing the
detaile of eepien supplisd direct o the Inparts
ment concurned, ather ageneies mnd reguler subg=
erdbers (peymest as wll as free) from the Govt.
of Indis Press comcsrned. In cass of Gamettis af
Indis and Deihi wazetie, suth vouchers are prepared
by the Gamette Distribution Umit at Maya Puri, whe
undertake the- distribution, after the famies are
sotually digtidbuted. Ome copy eash of such vouche
erg 4s semt to Store & Despateh (Feriodigal) Seetlenm
mmﬂuummﬂm:ﬁ In oupe of
perisdicple, which are distributed from this
w-'nnmﬂml from the presses,
hmmmmm:-mhh—-u—
mmu:uumunmnﬂ
the required musber of copies to Civil Degpateh
Ssction slemgwith the relevant wouchers for diste
:mﬂ'm coples: hmun-

'_l.tl-'-hlh Stook mmmti-ﬂ-
to stoye & Despatch Section (Pericdiesl) Sectien
for posting im the velevent Btere Ledgersy



.',_.d“
The coplas of the vuchérs are tlss seat 1o

the Asosumts-I aad Cyedit sud Depesit Asesumt
Sgotion 2o the case Nay Do

% mifﬂﬂlﬂlﬂHlﬂmﬂlﬂmﬁ
| & iRtayested parties o paymentie

| were original ecpies of the Gemetts of India
@4 Delhd Casetts (cuprent or weeded eut) cam met
be supplisd, ut the I.Ilhfﬂl'l are in their meed,
the typsd ogpies of the reqaired fssues duly até=
ested by Assistent Comtreller of Fublicatiom may
be supplies on payment of REs1000 per typed page
plus RE.2/= ss attestation fee (G£.0.0. Mo.

26/ 0&M/67 dated 16 . 2,68 “ from time o time)

Check owar the llﬂlr‘lt eopies of pnrindi.ﬂlll
ﬁ il h pr.i.lhil-_

——

Me dealing cberks of ¥ Branch concermsd
with the distribusion of the pericdical e.g. e
Gasette of Mdia and Indles Trads Jeurmel wto. shall
be resposidle o mmmwﬂmm
effected md the mumber of laft ower toples exd
tmlhnmﬂwnﬂnuu-rhn-m 1% the
musber of copies to be primted of the future issues,
They sheuld, therefore, st the time of preparing
the comgolidated “rnmﬂ-lll-mt
of the espies u-mm; mn the pericdical
seotion regarding mu'l!h!rh* erder,
if s required.
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Gnhht -hnut nnl-ttuui from the smibasoribereis

s —

E - h:-lnutn regarding nos=receipt of vy part=
! tignlar lesue of the periedicels end Gasettes should
. be lll_lld with this Departesnt withism & fortnight
fron the date om which 4% &8 Qie¥ On receipt of
mch somplainta an enguiry Bay be made either frem
the Despatoh Sectiom or from the Fress & noe rasd
whether the supply in the usmel oourse was Epde
and further actiom takem on the basis of the im=
forsation obtalmed. A reglster ia the followimg
form i3 to be maintained by Feriodical Seotiom amd
Gamette SBsctionmn-

g1.Med Resw Saddreas | Refl No. | Date ou --.a’u:-mi'_‘ Action

of the mabso- | & Date the distrd bue ] taken oR
rlber tiom of fissue | eonplaint.
was Bade .

hnsishrhhhmtuphﬁtm
officer after the ond of sath mouth invariablys

Raturn of copies sent %o regilar subscribarsie

It coplos supplied to the regular receipients
of periodicsls, whe have paid their subseriptios,
are received baock for any reases the faot shsuld
be intimetsd to the partles emmeernsd end am
enquiry made as So vhether they weat the supply
thllﬂtlﬂllrﬁlm-hh-“m
' agais 6% the seme or revised sddressi Such

mmnnm-ml‘“ .
the perisdical section or Gesette Sectiom, as the

¢age may be, for taking action ms stated above.
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In case the packet is received back undslivered
dus to ineosplete address printed om the address
label, it should be re=despstehed gilving the oorrect
amd conplats address om the lgbely Other-wiss the
packet should be sent to Stoek RAR Sectica with
mecessery ingtruotioms o prepare the °Retumm Fora’
and nocessary credit be afferded to the subscrider
under intination to him
k. WV ﬂm{f_ﬂmﬁ[ﬂljl_ﬁlimmm
j Jn;ﬁ_.!ll- o =

e

[

Banple coples of Indism Trede Jeurnsl nay b
supplied free of oost to imtending subsaribers at
the diseretion of Daputy Goatrollsr/ Centrollar of
Fublicationsi Sueh gopies will be sapplied on gretis
voucher to be prepared by Ferlodisal Soctioms under
intinetion to the Aooeumis Seotiem! (C¥.Ne.3226=Fub.
dated 18.5.1951 frem the D.G.C.I.8. Caleutta)d

Fization of Btandsrd Sele Price snd Subseri~

Periodicals are having different periodieity
@egs woekly (Camstte sad Indism Frede Jourmsl)
menthly, quarterly end half yearly: ‘ails the
price of Gasette of Indis s fixed by the Depart-
ment of Publication but the price fixption efether
perdedicals is dem by the spemsoring Departmnts
" based om the predustion cest factors & per assess-
price of Camette is fixed fn April md that ef




Indias Trede Jourmal im Jly every year, WWile
calcilating the price formula, the Departesnt of
Rablication ghall odd GOK or mere of noat of
preduction (ascertained from the Frepeos concer-
ned) as Dpparitseatal cherges and aponsoring Depa=
rtenta informed pocordimgly for thelr comourT@ROR.
The spoasorisg Departmsats may approve the prioe

" 80 srrived at or fix the sam at subssidized rates
in case of smy particular periodival so sa to beest
up sales thereoef, depending upen the mature of the
partisilar perisdicsl etc, The subsoription is gense
rally fiwed pfter multiplying the musber of issaed
sxpacted %9 be published during the yeer by the
standard price of cach Leme.

T fi.l_lll Supply of Ferisdieals i~

The isdeats Jor sagiel supply ef perdedicals
are alsc to bo ltﬁﬂdhhhﬂﬂlﬂlﬂlm
or Gagette Sectiom om prepayment. Supplies arw
dnuh!-uhrv.r.r.-.mum rogEest
from the iadentor where the veluo of order is
HHHII..W-*

mwummmm

e ether poriediealste
. The fimsmeisl position of Indien Trede Jourasl
hhﬁﬂmwﬂuhﬁlmm—rﬂ
. '-"HMHI-I. Intalligencs sad Statistics,
- JeCounedl House Street, Celeutta~700001 vnder

intimation to the Mimistry of Werks & Hsuping,
md Malstry of Commeres, New Delhi. Fer this




olfe J18
parpess as soem =ms @ Flasselal year is over, imfaye
Bation regardimg varicus ftems for that yoar shall
be srranged to be collegted frem diffursnt soures
o0 thet & stotesewt ahoving the expeaditure imcurred
and the revesus derdved Suping twe conpeeutive yoars
mey be drews up smd forwapled with suitable remarks?
ii.l.'l..'.l.lr setion is takem fia respect of ether parie-
diesls as md when the spmsering Deperimsnts review
the pesition about comsideretiem of printing the
periodisals.
GRS
munh:ﬁ...a.mmm SECTEOR

This sectiom is hesded by Semioy 4ddpexsograph
Operator Imgharge under the ever all suipervision of
supervising Officer of the Reriodical Sectiowm. The
Mdresssgraph Section s designated ms a secret
seotion; Ne-bedy other then the mesbers of the
staif of the section 1s allgwd adeiviencs o
it This restriction imwh hovever, epply
%o. the n-rruumr"i-iiﬁuhmnnh
required to bring $0 or taks from the sectiom
officlal papers om offislal Wusiness: The Arny
mnﬁ“mhmmnhh
Hﬂﬂiﬂwﬁlww All files
or notel ia ccmmeotion with the Army Unit im the
SBeetion should be submitted by the Seotion
Ingharge to the Assistant Comtroller (Stores)
through the said Suprimtendenty
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Compating of labeals i=-
After the labels are printed er writben by
hand, The sddressegreph Ssotiom will somd them wl
the Seetiom concermed (Uemette/Fariedical Army) fer
gheoking up the same for sy omissiom and alse to
exghine whethar the labeis have beem primtsd im
reapedet of Atemg ae per distribution lists The
Spotionms comeermed will also arrengs to imsert the
oode susber and the sumber of o0pies em mich lapbels,
whare mecessary .
% hﬂllj the Se © Addre ssogragh Ope ru tor
! Inshargs 1=
™he dutiss of he Senlsr Addressegraph Ope-
rator Incharge conalst in geeing that the relovest
plates maimtaimed in the pectiom are duly essadsd
viioneder changes are Intimated Dy the comoeraed
secticns and the labels are properly ussd, watchimg
the recelipt and disposel of distribution list threugh
relavant registers, inapoctig dally ell the machines
~ (Brefss Priating, enbossiag md paper eutting Mechines)
in the seotion md arrangimg for mtting them in oprder
a8 80CR a5 possible. Feeping c1¢es watoh en the
 stook of pupers, plates, vatshing proper counting
~ of mashisne parts received @rom Gemerel Byanmch.
mm Branch end taking proper care of
stourity md secret dosuments 1iks List of Arey
Units etel It 45 Lncumbent om the Incharge of the




Mdressergaph Sectiom to sse that the List of Unitas
is mot 1eaked out to sy maber of the ztafr whe i
mot comcermed with i%. He should als enmire that
the coplas of the List 15 depesited with him wheme-
ver Senier Addressegraph Operator im the sectiom
who uses it, leaves his seati aem the Imcharge
himgelf lsaves his seat ;, he should leawe amuch
instruotions with the Semier Addressograph Opse
rator te ses that the List In the gection is mnet
handled by sy unsutherised personi He is alse
respend ble for makimg negesssy srrangemsm® vhereby
the 145t may mot be kept en the tables whem the
eperators are mot in thelr seats. At the cund of
the day, the List should be kept by him usmdsr lownk
and key amd the gams got gealed in his pregsnce’

Embogsing sad maimtenance ef plates:-

The Semior Addressograph Operator emscsees plates
on the Bradme Esbossing Mechime? He is alee respe-
Reible for maintaining the plates properly, iuser-
ting mew plates whemever required, amd taking out
the plates that become obsolate or worm sut, Hs
is further respomsible for the maintensmes of the
plates in the respectiw bexes in the pigeom-hels
eleirah fn such & manwer as to emable him to take
out the plates and agein pit thes back inthedir
proper placesy The plates are required to be
arranged pocording @9 the Distritutiomn List ef
publicstion/pericdicals? An index showing their



thelr logatiom should be maintsined im & propar
Register]

- Pristing ant proparstism of Jubels, cheek
e/ lists and postesrd eteis-

he Junior Addressegraph Operater;, who work
under the direction of Uw Senier Addressograph
Operator end also helps him in his day-to~day werk,
is required to aperate tw Bradma Printing Machine
snd labels are printed A8 per requigition submitted
by the comoermed pections (Gemette/Fericdiosi/arwy
ats.

The labels should de printed and msde resdy
acodrding o s requiressnts of the seciions
comeernel, in the gcase of nemeperiodicsi publice-
tions anf elgo im respect of parties for whem
plates hawe mot beem embogsed, labels shoud be
written by hand by staff in the seotions comesrued
according to the Distrilution List availeble with
.thems For eheck Lists Both sides of papes sheuld

' B uged, Por this purpbst brews kyeft, imitetion
or such other type of paper sheuld be useds

As labols ave prepared in lakhs by the Addres
ssograph Sectiom, their omgisption should be clesely
watched in the hﬂﬂﬂ“'m-ﬂ_ﬂ'- l_mpr'
" atount in & Reglster showing the paper received
end cosumed every month ghould be maimtaimed by
the Addressograph Seetiond
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Hanking cut of plates for re-use t=

Tae Civi] plates vhich ere in goed comdition
and can be ro-used, sheuld be Blamked out completely
by the Semier mn.w Oparater for re-use in
the interest of -_-{* A proper ascoust of sich
plates should be mefntained by the Section.

Medntensnos of Bredws esbossing, Printing end

- Paper Gutting Nachinesd~

The Semior Addressegraph Operetor rectifies
the aimer defoota in ell the machises. He is pese
pomsible fur clesming, eiling amd maimtaining
properly the Sradmes BEubssping Mpohise , wikile the
JuBior Addrescegreph Opereters are required: €o
extond helping hand Yo the Semiers in the maim
tenmed of those machimesi Inm the svent of amy
major repairs o the sathimes, the mattsr sheuld
b reperted to the Cemeral Sectiom for takimg
peotgsary actieay :

Iadents for spare partsie %

hmm-wulﬂnhﬁhlﬂ,nn
uﬂltmnm“lnlmuﬂ-rhh
Gemersl Sectiom. The Gémerd) Shotiem Will
proces: such cases ﬂwumm
nrhmmhﬂuﬂ @md eutting
'mswhm mmm---r
the memfacturing mﬂ~“ machines ete.
In llﬂﬂ'i-w“ arts should be pre=
cired under the WH"I Centroller of
Fublieations tn-ﬁlm other than the
samifastiring comcers, 1f meed be.
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Sporecy to be observedie

Meation has slready been made of the specianl
gare 0 b takesm shbout the Lists of Army ity
and also of the regtrictions ea the sntyy or
menbora of ethar sectioms im this Ssetiem:s 111
Iabels snd plates should be properly hamdled im
the section md every member of the sectiom aheould
taks partisular sare te ste that thsge do met fall
in amy uvnmitheris: hands? ?

S 3?::: & Despaten ti_i:ll!.lf Seatien)

: e Store & Dmspateh (Feriediecsl) Seation

is headed by o Deputy Store Keeperi The Sutiss mad

funotions of this ssotion are byeadly explaimed

balowie

£ [\_'9 Ml mtenames «f Stores .
The Stors ddwapatoh (Ferdedieal) Section is

responsibie for meintonasnce ef stoves of the peri-

edicals handled by this depertasnt in the follo-

wing menmeri-

1) Alithe recks eracted in godown as wedl
thelir shalves should be got mumbered.

11) The stparats recks, as far as possible,
should be allotted to ench pericdiesly -,

111) Eyery periodical should be stored im its
allotted resks systematisally keepimg inm

_ visw the year, mouth and fssmie there ofy

i) The losstion of cech and svery isme of the

© perioficel gheuld be indieated om the res- °

poctive ledger headi

v) The indioatiom ef the perfodicel stored may
also be given om the respective racks)
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vi) Though it will be the duty of each stere
alsrk %o get hia store dusted reguler
inorder o keop the bocks meat sid clean,
but the Dy. Store Keeper is slso responsible
for proper oalutenance of stores rMelating to
il the stors ¢lerks im his sectiom:

13 (2) Metatenance of Store ledgers

 Btore sccount of cach md every isms of
etach pericdical should be maintmined in the pres-
eribed store lodpers (D.P.=iS.B) o recsipt of &
fresh arrival, the lsdger headings should be
epend in scocrdamcs with the respactive Fress

Ghallan/0ffiow Challen; ss the Ilﬂ.ﬂll'r b .

The meeemcary entries in respeet of direct

mipply/imitis]l distritotion ete. sheuld be

recarded im the stere Isdgers and the sams

should be got verdfisd and imitiated by the

Intersal mditor attached to the sectiom.

Om recsipt Ilfﬂllhfhﬁlﬂ in respeat
of camisl/back supply, the comoermed store

glerk should make the neosssary entriss im the

respective store ledgers sad pass oR the sams

slengwith the relevant wuchers to the Imtermal

Mditer for verification of the entries in the

store ledgers emd putting his initisls om both

#he voucher and store ladger at the appropriate

places in tolem of haviag the entriss werifisd/

sudited by himi '
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Ficking up the coples from the stoyesi-

After the vouchers are verified aad Imitiated
by the Intermal Asditer, the stocre clerk sheuld
gok the required coples pieked up from the
stores through the indent pleking staifl aad
pass them om to Civil Despetohedy the section
soncerned, as the case Nay Be, slomgwith the rél
relsvent veuchers after s through cheokimg.

Cme eopy of the sech veusher shauld be retained
in the sectiom for records

fupply of copies to Bale Counter ot main Officels
M_m.l,;ni‘:ﬂ:l_i.lﬂlﬂ!r of periodicals unu_u.h.-:ind by the
Sale Cmmber at main Offies aa Indent siip In
triplicats, the store clerk sheuld kesp the thim
copy of thé slip and supply the reguised musber
of capies per bearer of the alip alomgwiih e

firat apd second copy of the slips The secomd

eopy of the alip should be retaimed by the watech
Flwmmﬂﬂﬁlﬂ: a reoript of the
mspective cash mmo fron the sales coammter,

£l _ll'é-nr elerk should make mecessary entriss im etore

" ladgers md get the same verified snd initiated

"ty the Imtermal Auditor. The copy ef cash mems,

50 received, sheuld be pressrved by the store
clark eoncermedy

- Freparution of ths Gate Fasa (out puss)

l—_l-'_‘-'_._._-_-_-—I_‘___-_-_-—._|—-_-_._-—_—'_._._.-

wem the copiss of pericdicsls agaimst the
vouchers are required to be sent to the sections

located cutgide the mein tuilding (Stere wWing),
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the stere clerk concermed should prepare the
prescribed gate ]Illl (D.P.51) imd: cating the
Vouchsr mumber end the mumbsy of copiss supplied
againet 1ty The gate pass (eut Pass) sheuld bear the
nanr and sddress sad llﬁuhar- of the persom
I.I.ﬂtl;rillﬂ. to carry the copiss. The gate paxs
The gate pass should Imvarisbly be checked by
the Daputy Store Keeper md aigned st the app=
ropriate place and passed em to A, (. {Store)/
A.C. (E'nr.lndi.ui]u the cast may be, for his

i gature. Aftep petting the gate pass & lgeed
by the Assistant Comtreller af Fuli catiom oome
cermad, The gate pass alomgwithk the cupies
sheuld be hended sver to the Freos suthoriged
b0 take out the sopleal The gate puas should
be given to the wateh ad ward staff poated

at the gate end the ooumterfoi] should remsis
im the gate pass pad for verigication im feture
vhen needed. The staff posted at the gate fer
checking the copies sheuld eheck/count the geples
with nnmn_ ’h,ﬁl gate pass berfere elleving
the persem to, hlii hi‘til copiesy

On nﬂlﬂ of & 'htun hm‘ alongwith the
coples memtiomed ‘llli.rll. the store elerk shayld
male n-nu? entries in the respeative gtope
ledgers in receipt side and get the entriss
verified md imitiated by the Intermal Auditer,
The copies so recelved should be merged in the storey
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Hiﬂ Wediag cut of periedical b

20 stere slszk should prepare the list®
of much periscdicnls whick have become @ue for
weoding out umder the presoribed weding sut
Riles 1978 and send Recessary propesal %o
wseding out Sectiom. Whem the distrilutios/
tranafor/reduction order im yegpest of peric~—
dical, are reoeived from the weding sut Swo-
tiom, mecessary motiom gheuld be taken ecoord-

ing to the destruction/transfer/redugtion erdere
and the required sumber of copiss should be
taken out ¢f the gvoreg and hamded over o the
Weeding Qut Section under preper reosipt for

further mecoseary aotiond
—};}l kj mt:l.ﬂ-n uf HToredts

Hﬁl #nd of vach fimsmelsl year every
gtore olark should osloulate the total walu~
ation of the emtrirs gtere of periodisals im
his charge. The Deputy Store laeper should
eompelidats the valustiem of ptores seloulated
by the store olerks and fumish the game to
Actounts~]l Se¢ctiom within & reasomable time;
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STORE BRANCH
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The Stere Breamchk of the Department of Publicstiom
fumotieas under the akargs of Agslatant Centreller &f
Publicetiens (3teres) amd cemeists eof the majer sterss
i.e. (1) Civil Steres smd (11) irmy Steres.
Civil Steres
GREBRAL RULES & PROCEDURE
DIVISION OF CIVIL STORE
The Civil 3tere cemsists of the fellavwing Sectismmi-
2) Steock Receipt snd Returam Seotien
®) Whele Sale Stere Seotiem (Umder D.5.X..I)
o) Heteil Stere ! (umder D,3.X.1I)
d) Fetail Stere 1! (umder D,5.X-IV)
e) Civil Deepatck Ssetiem.
DUTIES OF THE STORE KEEPEA.Ise

Tl LR s

2, The Stere Zseper Lo in cemplete charge of the Steock
Heoelpt and Returs Ssctien im additien, ke exercises gemeral
supecvisien gver the Vasle Ssle Stere amd Oivil Retsil Steres-
II amd IV as well, All the cases of Civil Bteck Wimg are te
puss threugh him, The tramsfer of Bteck (after imitiel
distribution ;urrl.r} %o vhole sule sters and Retail Sieres
is supervised by hin. He is respensible for msintsmssce ef
lnqiul_'i_ii" !Ii_ packing cuses and gumay bage received im

B gtock Receist & Returam Sectien. He is alss ¢ meimtaim the

-lttn'lunl of the office cerpemter mlemgvith ather staff

- werking under his charge. He has te get the distributiem

of veelsd _lui'- publicatiens dens scoerding te the imstructieme
.l'lﬂll.i‘.l'ﬂ.frlll_. Veeding Out Hntiﬂ_.._jl_- lhull garry sut

. preper check of stere ledgers and the verk deme by the clerks

under kis supervisisn. The sut of steck statement are te be
submitted threugh him.
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: DEE'IIH OF THE DY. STOHE IIEIH:
| %: There are three Dy, Btere lﬂﬂrl inckerge «f the
Sberes of Civil Fublicutiems:, Ome Depyty Sters Teeper is
“Incharge of the Yeole Bteres, The ether twe sre Imcharge
-.-f two Hebail Steres. The Dy, Stere Keeper osrries dut
. preper cheak of store Lladgers amd of the werk deme by the
clerk under his supervisien, BHes i® alee respessibles te
sent 'sut of steck' statements te the Fubliskiag Jectien
| through” the Stere Keeper~I fer gettimg the publicatienm
| reprinted, He ls 2lse te keep m olese wetok sbeut the
cleanlinges and preperty eof lilﬂi. rackes atecking »7 the
steres in recke etc. He shall alee be reguired ta
furaish the steck pesitiem ':I.III'II.:LI.; Vhele O itere
balemoe) of & partioular publicatien stecked im.si= sters
and and vhem required, He shall alse preparc =« list im April
. o8ch your abeut the publioatiens whick have becems due fer
- Weedlag eut as per "Weedimg Out Rules, 1978 uppocriag im
. -H-]npnli.hr The prepeosal fer weedlnmg sut ll.}l‘.ll Fi.h]:i#il"iil-li
sheuld ke seat te the Weeding Out Seotiem threugh Asstt,
| - Cemtreller (Steres) by 0tk #pr}l.i each yeor fer meceasfry
: actien, Necessary prepasal fer vesding eut = publication
should be submitted durimg the curremoy of year, if =
- revised editien theresf is recelved ;.;}'i:'r' IIEI.-.
. 4o llni stere clerks is :uupi_..t‘hl- fer preper
Ii-ﬂ:l;l l:l' H’ili#ltlm entrusted te H;; checking ef
. I'I]]]-il'l 'I-Hh imdente/veuchers, making --trl.-- in stere
Lledgers getting the entries verified and initialed By
Internel Audifer, submiseien of ‘Out of Steck' stetoments
im respect ef the publicatiens mesrinmg exhasustiem,
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the cepicn from Vhele Sals Btere When the cepieg in reteiy
#tere lu roagpesct of amy item Ll sxhauasted, Eiving the

4

requiremsntes im respect of sale queta of & paklication on
- pablishing files. Btere clerks shall eigm l‘lil“ avsry
' remsrkas Like "Out of Bteock' 'Net Aveilable' on indents,

| f1les, lotters sad veuchsrs etc. . Sters Clerks shall he

! held Poroemally respeasidle f'lil_‘ emigeion about th.l

| imfermatien with regard te the steck position of the
publicatisns 2o and when furnishaed., Theay muot verify

each amd svery item ia the siatements by checkimg the
coumting nade by the Indent Plokers, Daftries ete,
Bach et wE sheuld meintain d0ily eut turs {a the
f-.'l.l-nw-.-.,_ mi
FURN
L 4 part fer

Hame of the Btere = I Dlated
Nams of the Stere Olerk

L |

Sigmature of stere elerk__

ltnnu- of D.3.K,

e e e AR S o e g g o gt T,
.Ter the purpese of mhr ¢f titles referred in m
Ferm, the kind of publicatisns er the nusber of fssugg of

fursisking imfermatien absut the stsck balanoes, drayips

He. of weuchera WNe, of Tetal r&'.gE.u‘F_ Be. of

rought forverd veuchers (1 ®: of voushers
roeceived or Nes. +titles in =
furing CavVer- h}.nu :
the day, od ;

- e e et e ol l-i-l-'*i"l-l-----i-i-‘- iy - I-l"ri'lilq._-.p.-u- "
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periedieale will cemstitute the Ne. ot titles, The
D.8.X cencermed sheuld slss emgure that tha daily eut
furs Feres are maimtaimed ¥y eacgh atere clerk apd
emkbmitted te Asstt, Centroller (Sterss) snce a vesk
peaEitively.
DUTIES OF IFDENT Hnmaj'ﬁlumn KBEP] A5/ DAFTRIBS:

5. The Imdent Pickexs/Recerd Keeper s/ Daftries in
steres are required te plok up the pubiicatisns frem

steres with referemce te Indente/iosuec vauchers, The
eteck in hand aheuld gEenarally telly »1th tha balamoes
ahewn in the nterg ledgers., Ir BNy ' pomoy 1y
Teund in certauis capes, it should » ot te the
metice of the stere olerk semcermed | L reosncils
the disorepemoy by chedking the leds woss with
reafearssas te satries made thereim. - ¢ aloe
required te wick up the Weeded Out 'uviios: ions frem

the stores ss per instructions glven in the destruptien/
Reduotion/Trensfer Orders received frem the Weedimg Out
Sectien.

ARRAMGEMENT OF STO0K:

H—-i: The steck of ll.-huﬂtiilif“rreatlanu reseing vith
the steck RER. Seotiem wntil their distributien is
cenpleted. The resldusl steck is them sent te the retail
Sterss snd/ er Wiele Bale Steres th:un:;t & ohellan indieste
ing the NHe. of cepies Teoelved, Ne. of cevies supplied
direet frem the Pross Jill alse supplied im the “urln of
iaitial digtribution/supply. frem this Department by Steck
R&R Bsctism te be kapt gl_n the racks., Thne Fablicatiens
sheuld be arranged socerding te the Depurtment and urder
each Department Rooording te the Serial Nes. im their
eymbels, Where cerrectioms ef amendmente te a particulasr
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Publicatien ere very fev im mnumber, they may be stecked
by the side ¢ the pudlicatiem iteeslfy i v relavant
_ltlrl for facility ef supply alemguith the publicaties,
In the cape of cerrectismns issued reguiarly snd im lerge
aumbers, they sheuld bs kept separately in the raoke
meant for cerrectisns amd amendments. Carrectiens te sxe
piblication sheuld met be mixed up with these of sthers.
The cerrsctiome te every publioatiem should we kept

arranged Serially eor sccerdimg te the dutes of issus
separately. 1m thae esae of perrectisns cpod umder
Sectiema e.g. where = simgle list ceut=i: srrections
te saveral pubklicatiemn, the samm sheu st Erranged

accerding te the sonth of their issus
STOREAGE ACOOMMODATION FIGURES:

e L e
Te In canneatien with the preparatie: the warking
cest statement, the Acosunts Sectiems reyuires every year

the stersge sccommedatien figures im respoct of publicet-
femn of differemt Ministries snd Deparimentu. Thess
figures sheuld be werked sut by actusl messurament thsreef
ecoupled by the Stere Keeper and Deputy Jtare Lsepers
cencerned persomelly mnd sheuld be threughly acouratse.
MAIRTENANCE OF STORE LEDGERSs

8. Separate stere ledgers are preacribed te be
meintained by Retell Bteres, Weele Sals Stere amd Steck
B, .'Ii Beetion. The ledgers sheuld be prepaved & fresh
&Very yeor earryimg i‘lmrl tll elssing Belemoes te th-
next years ledgeres. hlll uhnl iugur- should be -Ii
te Acosunt-I Section fer mecessery sotiem and :unrl.




e & =1 444

- The lecatism o7 esuch and every publicstien
should e imdicsted on the respective ledger heads,
fer this purpsse il the rseks/shelves should be geot
sunbared.

ISTERFAL AUDIT OF sr-:;r_m LEDGERS:

9. Buok sud svery eatry mades by the stexe
slerks im stere ledgers should be geot chesked by
$hs imtermsl suditer with referemce te the relevent
receipt or issue veuoher. The Iatermel suditer iw
required te imitisl beth the veuchers and ths Llesdger
at the apprepriute placie im tesken ef his having
ahecked the smtriss.
HAINTENHARCE QI‘ REC '.F‘ TOUCHERS

B

1" Th- h\- L NP (M -f ‘-u .“i- .'t "‘.1“-*

returas snd issue «.o. sheuld be maintaimed im the
relevant reteil sterces or im Whels Sale Shere and
thelr 'l.l'l;i'lltili muy be erdered snly cafter gettinmg
reserds of ‘tln gteres (imeluding Publiestiem Stere
Ageeunt) by the Audit Farty depubed by the Dirscter
of Commerginl Audit.

TALUATION OF STOMES:

e i

AL AT, 11, The valustiem of fresh receiyt 2o well &

: ‘ht“ug publication should be werked evt by the Steck
R&R Ssetion smd intimated te Asseounte-I Seetien Teor

' ,I:I:Iﬂ'.l:lﬂ.ll. of the publicatien Btere Acoeumt. 4As

| far ae tll vilaatien ef nmnu-n I.ar!.:; in the
r?ltll.l Steres amd Whele Sale Stere st the end of
-n:,r yeer, the Deputy Stere l;hjﬂ- ef the retail
gteres na well as of the Vhele Sale SGtere shall
prepare the statements shewing the belonces struck
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out &t the sud ef every your amd the sale pries per
oeFy 1m reapsct ef the etch item peparately, The
lﬂtltﬂ-uf'r_‘.ta ee prepared sheuld be mont te Ascesunts=l
Sectien Ter celeulatien of the total valuatien,
Ti; valuntion werked sut by Bteck R&R Ssctienm
sheould wlse be t::uhl »y loceumteel Gection em the
cempieometire machine. Um-priced publicatisme, if amy,
Should met be oxhibited in the Publiceatiem Stere
dggeunt.
I?'EE_‘PDHJ_LL OF DAHAGED COFIES:

12, Ceopies wvith their cevers slightly

damaged say be got remsvated by sending them te the
press, LT, mewever, they are badly doamegesd thetir

gost mey be Hrittlr-:l off with the Inu'w-."-_.-_ ef the Dy,
Usatreller or the Jemtreller of Publicationn as the

OERe =ay be .
FROTHOTION OF STO0K AGAINST WHITE ui& ETC.
D Gt sloanliness of rasks sid_saelves)
e 13, Hegulsr watoh sheuld be kept ever the
steckes smd all pessible steps taken' by the Fters
Teepors/Tepusy Sters Keepers cescermed fer ihe
pretection of steck fram ihui 1.1111- ete. The racks
and shelves sheuld be Ill‘l.lii"'llrl.lgltd in regular
turne by the farashes ltt!ih’l te the Steres
partioularly fer the PUrpece, Te pafeguerd the
stecks frem vkite utl.iil. D.D.T, sheunld be
eprinkled ever the -.l-ii_ﬂll ﬂnllrh.
VWEEDING OUT OF PUBLICATIONS:

At the i].l-ll_'l-'! firamcial year the stere
clerk shall prepare & list of publicatiens whiek
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have becemp due for weedlng eut as per Weeding Out
Rulee,1978. The propesal for vesding eut such

- publiontiens sheuld ke submitted te Dy. Sters Kesper
cencersed by 15th April, esch year fer serutimy amd
envard traasmiseien te the vesding eut sectise
threugk the Llsstt. Contreller (Steres).

| PROORDURE WITH EEGARD 70 RECHIFT OF NEW PUBLICATIONS:

The primted coeplee of Civil hilhnﬂ.nif

FPeriedical agd Correctiens sre received fream the

different Presses alengwith challams giving detaile
abeut the gseples sent te the Deptt. of hﬂiﬂttl;l amd
nlee supplied/distributed dicectly. The Gevt. Pressas
mermelly use ahallam fora Hs .29 for the purpese and
the private presses uwse their swn Forms. Ome ospy im te
be returmed te¢ the pross duly sokmewledged amd signed.
In the oape of receipt frem the Govt. of Indis Presses,
the methed of counting the coeples adeopted is te count
the centents of ene bumdle and wmultiply the figzure thus
ehteimed by the tetal Ne. ¢f wundles received, The
receipte frem the privete preosses should heverer be
esunted in respect of the cemtents of sach Wundle
separately Wy the ceumters. Where the printed cepies
ere reasived witheut & preper challan, sm effice
challan im the mmlh; form is prepared by the
receipt elerk here. The Stere Keoper I/0 (Recsipt amd
Returm) Seotien should sve that me challam frem such
}illﬂl.'-ll'_liil'l_'llll:lﬂ. ustil amd unless the tetal :
sunker of ﬁ]i'll entered there-im are rhysieally nr!.ﬂ-.l
by setual oceunting. Im cesesm where the No. of cepies
received frem the prese dees met tally with the Ne. of
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ospliee sheva ia the okellsw, that pertleular chellen must
ks returned 18t later tham ths Fellewinmg doy with a
sapearate letter oigmed by the Asett. Contreller (Stere)
roperting the shertage. The challan %e %o returned sheuld
shew soturl Ne, of veceipte sw "Heceived gepion."

[-“) Conpignments cemtuining publieatiems, periedicals
apd ceorrectiems primted st the FPresses sutside Delhi,
New Delhi and Feridebad sre semt by then by reil., The
Railway Receipts are handlsd sy the Civil Despatoh Seotiem

end other relevant papers/veuchers by Steck (RER) Sectien.

The ateok (ressipt mmd returs) seotisn is sles reguired ts
nsimtein & reglater (D.F.67 recerd the receipt of
comsignments, n the bagie » purs/yeuchers rascelved
frem C.R.7, Ssotien, Im the svemt of inmerdimats delay
(mot sxoseding 4-6 weeka) for wst reseipt of any cemsigi-

=omt, the matter sheuld be reperted te the mensgement in
writimg fer eMaining mecensary erders fer preferring
elaims ste, agalimet Hallwayes.

[”1) Bach eatry im the cemsigument reglster im the
Sectien must v slgmed by the receipt elerk comcermed im
token of having reseived the comsignment, The duty of the
elerk mainteining the register ip te ses thet the smtriess
ere duly signed ir the respective receipt olerks. Amy -.
deviatien te this precedures Ehould be breught te the

llti'.'_.l'\t_l_ of Btere Keepsr cemcermed.

'| The reseipt elerke shsuld at the tims ef receiv-

ing the ooples 4f publication verify that thl csrreat
symbel Ne, appeare su them #md the sale price hss beenm

cerreotly primted. Theresfter they sheuld make mocossary
emtries im receipt register (D.P,45-D) vhioh sheuld
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invariably e got choocked amd siguned by thes Intermal
Auditer. The Imtermal Auditer is alse requirsd te miga
the recsipt veuchers im teken of having checksd the
relavant entries im the receipt regiater.

5;1.'_ The receist olerks are alss ﬂiﬂtsi‘hln for
lumediate supply of sdvanse cepy of avery mnev publi-
oatien (with the exceptien ef cenfidentisl) clesgwith
The daily liet te Librariss emd Publishing Ssotiem
(for periedical - Poriediosl Sectiem) fer necessary awd
immediate action abeut imitial supply/distributisnm etae.
One cepy of the duily list sheuld slse be sant te each
of Comtreller of Publiontiens/Dy. Centrsller af
Pyblications/Aaatt. Cemtreller (8ales) & Asstt. Centreller
(8terea) far their imformetien, Im the cuos & cemfidential
or due date publicavtions the sdvance cepy sheuld met be
sent bt lemediate Istimatien regerding receipt must be
eent te the Sectisn cemcermed. The returm of thess
sdvance cepies frem the seotione oencerned sheuld be
watched by the reosipt olerk threugh @ register maimtaimed
in fthie cemmection.

DISTRIBUTION VCUCHERS: .

Un receipt of distributien/imitial supply : :
veuckers frem the sectiems cemcermed, the Bteck (R&) °~ ...
destion mhould supply the ceples sgainet them after
removing the ledger cepy of the veucheres imd pest the.
issuee in the receipt register (D.P.i5:D). The -t:ulzl
.nuh: of the ﬂﬁ.ﬂllrll__lllil_l‘ll‘iii the n_‘lij.lnti_-'m .i-ull
thersafter be made ever te Oivil Despeteh Sectiew fer
further actien. The ledger cepies ﬁﬂl.ll be mads ever
iamediately te the retail sters cemcermed fer further

necegpary sctiem amd recsrd,
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TRARSFER OF RESIDUAL STOCES TO THE HETAIL STORES

AFD MHOLE SALE STOHBs
Pl et
Aftor the distrivutien/imiticl supply vhatever

eteck of jublication is left that sheuld be made ever
te the reteil stores cemeermed. Whers the residusl
steck of & publiostien is Reavy, seme pertiem thersef
miy be made :111: te retail sters amd the remsining te
Vhele sale sters., A challam iu respect «f syoh
transmissien of repidusl steck shall be prapared ia
the premoribved preforma By the redelipt clerk cemoermed
shewing sll the details abeut the oéBlem rsoeived (m
this offics, supplied direct frem the Erews, cenies
supplied ia the ceurss of distributien /tattial upely,
eto. End mede over te retall steres comsermed =g well
s te vhele sale sters,

RETURE OF HBI.I_GJ.TID_H' ]

v F,J The publicatien reseived Gs Heturas may be
eirefully checked by the returm clerks Gnd & repert

88 te the ceples received lews or ir excess or net
regeived be made te the party immsdistely. The

] shonlete or weeded sut nl!_.:l.nlt:l.-n sheuld met be takem

“8 return but emly currest pyhlicstien stecked i

this effice should we emtered in Retura Ferme (D.2.4d).
ﬂthr rublications, 1T received sheuld bs kept
nju.-n-]ar and the pﬂ; l.ltu'lll te wdvies thedir
-lil]l-l.l. within = sp-ulﬂll plﬂ.ﬂ. failing which it
may be suggested that thay Vi1l be diepeced of to the
best advemiage of the Gevt. The steok (RR) Sectien

.: should be very carefully im hapdling the return steek
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frem dgeate and lecsl ocustemers. Under the erms of
egency umseld nirlu upte o maximum of 258 of the Ne.
@l aoples of esach publicetiems purchased may be taksz
buck within 5 menths frem the date of despatch of the
publicatisn frem this effice provided that thay are
;tauiwi baok im satiefaotery (Saleabla) senditienm,
und pestege/freight pald. The umseld sepiss s8 returm-
ed by the Agent sheuld met hesr mmy rubber stamp either
of thelr firm er the custemers. Im the capes ef
deapitohed cepies the decisionm of the Dy, Oemtreller
or fer Cemtreller of the Fublicatiems shell be fimsl.
The wprice of u“:l-; of ppbliontien asocoepted aps Eetura
frem the sgents, will hr; radibed te the Agents depeait
accounts In eage of lecul custemers purchasing cepias
sgninzt gash sele weuchers, we returan sheuld bde scoepted
unless the Centreller/Dy. Cemtreller of Pablicstions
has specifienlly apgreved the acceptence of the Returm.

( ;.:) Return of ceples of the Iupert Pelicy ebtsined
lecally er despetched by pest within lst seven days of
ite relesss will mét be scospted. Returms sgainst the
eupplien tnrlui?hr may hewevar, be accepted te & maximum
of 25% IlitH,i @ périvd of 3 mentha of 'Il-i:'mﬂ; ar
the last li}ﬂ'-bi-h‘ menth precesding the menth upte
which the policy is valid whiokever is esrlier, Returs
against supply of less then feur asples will met be
luu-ﬂ-i. _hn 'ﬁ:lﬂhll. will met at 21l be accepted
[T rﬁm; Hewaver, 'u the ceples of mlﬂlﬂl- :
supplied in the csurss ef gameral distributien are
received bick usdslivered, the r-tm-i_ packet should
be sent te the Periedienl/Gasette Sectiom, 2s the ease
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may be, whe vill verify the rseseme for Bes-delivery
#1 the pooket te the zddressese amd take mecegaary
aotion, The Baturm Ferm (DP.44) ia respect of suyck
periedlioal sheuld Be yrepured om writtem sxders of
the Asstt. Cemtreller (Feriedicals) ceples scoeumtsd
Tor sheuld B Eede ever te the vetell steres csmcormed
alengvith sme gopy of returm Ferm under which ther have
been ccesunted for. Ths ssid otere will put the copiss
in the relevamt ‘racks after making necessary eantries
Lm the sters ledger under due attestation Wy the
stersnl Auditer,
The sefvices sf coumtars in the Bteck [ER).
ctien shall be ugtilised, whemever necessary, for
srting ovt the returs publisstiena,
The HKetura greup ia alse required to handle mnll
ckety centainiag 'puslicetions vhether received Wy
srElRery or registered psst, Seme of these packets
may oeatein pablieetiens sther than the retura enes.
Cententa of every pascket sheuld, therefere, be examimned
Ehorsughly, PFaokete ceutaiming mew publicatiens e
carrections, 1f smy, sheuld be made ever te the n;eipt
clerk comcermed fer wecessary action and taege Iill.tilil—
iug returmed publicatiens dezlt with h__-"i‘n_' igﬂli.ri- ;'rnl..
P:-;;ur recerd shewld be meimtoimed ef the mmber ﬂ
All packets received and their dispessl.
DX EHJBLI- U!' DI.I.'I FACEING OLZES AND GUENY. 'H.MH BIC .1
Am utmt of ¢ld pucking. ¢ases shall be
l-:.ltulﬂ in DuFu 124 Ferm and iiljille them of

neoerding te eriere on the nruhjllh _
The mocount of eld gummy bage is 2les te be

maintained by Bteck RER Ssotien im regieter Ne.57(Audited).
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A physionl Verificatien met ezoeseding § perceat of The
reaidual steck is te ke mude by the Asstt. Centrellar
{Btere) sace & yesr., Inec ssrviceshle bage left ever at
the emd of the yeur ares te we willized te the bost
sdvantige of Govt, 2md unserviceable bags be dlgpesed
of by suctiom threugh General Sectien. (0f paragraph 29
of C0.P.&2.8 letter Fe.2"/6/4T-4A4F duted F8th Dec,.,1947
te the A.G.C.R), .
GGEHIGMNEB_I-TIIE UNDELIVEEED AT THE LOCAL
!.LII_NEI_._HTL'IIGHIt o

Vhile the v =k im Oivil Decpatok Sectien
is respensible fer itul s Livery of amd h!!.!gi_nf T3
elffice all gemnalgwsis wikioh he Bes received
Rajilway Recelpts from - U,8,%, Beotien, there are
aften socwmuletion seigements ot the lecal .

Railwsey Btatiems fer wniock me rallway regeipte are
regoived in thies offias. Indeninity bends may e
iegued by the Jash Hectien te the Vam Olerk for suadk ef
these censignments s kave olear merks meted em them amd
Ter vhich imtimatien are givem 4o him by the Heilway

autherities.
CLAIMS FOR SHORT OR HUN DELIVERIES:

'i"li_:l.:_i-h Oivil Il;r-'ltﬂ Sectien 10 reapensible
for prefering cleim, sgsimst the Railwsye sutherities
fer nsm-receipt ef any cemsigument me = vaole, claime
fer shert delivery i.e. im the onmse of ::'mipt of tlu.
bexes against three im & cemsigmment, are te Wo preferred
By the Steck (Receipt nmd Return) Sectien. Fer thil,
the time limit of siz menthe within which £ll claime muwst

be preferred sheuld be kept im view,
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OIVIL RETAIL STORES:
f—Th:n-t_u_‘l: l-tnrar.: ara respenslble fer preper
saiatonance #f preseribed sters ledgers (D.F.45-5)

their im end supply, theo ceples agaimet imeus veucharsa

indente received frem wvurisus Sale Sectiens, U=
receiving the veuchers Jrem Sale Seotiems, the store
clerk sheuld meke sniries im the cencermed eters lLeodzerse
sad give $he leigers snd give the ledger smd yeuchers

te the muditer vhe shesuld 'l'lt_'ifjf t_‘n sntries =nd

jpitinte weth tha veuchers aud the ledger at the
apprepriste pleces amd returm the ledgers amd ol
te the retall stexrs slerk, Theresfter cleck will.

sut the besks frem the wieres and pepe them o=

packing end Deapatob Bection. The suditer skev 2@

™

chock smd imitiel entriss wheut receipt omd reivin o7
._ﬂhyﬂ#ii“l usde by _ur reteil stere olerk., Thus

all i:trl-_n; -:Ll these retail steres ledpers skonls e
contimususely sudited end the reglster sheunld &lwiye

e neourate emd upte-dote. The Stere 0lerk skeuld

slge chesk steck physiocally smd telly with the

walances cheva ’T‘ the ledgers, In eepe epy dlscrepency
is feund, it sheuld be reosuciled,

REPLENIGHMENT OF STOUK: -

‘Back Stere Clerk should see that the steck of &
]ﬂgﬂilll is inverisbly intimated te the ppenser Lng
Ninlgtey or Department immedistely threugh Publiching
geotlon 8z and Whem it i= radueed te 16 pergert of the
totsl mumber of cepies primted, Fer this purpose each
sters clerk sheuld semtimuensly cheak the steck bBolances
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af the publications in his charge and gubmit the eut ef
atook statement in Form Fe.D.Fud7 o Publishing Section
‘whe snall promptly take the gase with the apensering
Department. vaile submitting the out of atock statement,
negessary remarks te thle effect should invariably be
kept on the relevant ledger. Purther & separate reglster
gheuld bhe mainteined in each retall stere indicating the
symbel numbers md 1itles of the publication in reapact

af vhiczh nrt of Stook' statement has been submitted.

The munper and date of the (Out eof Stock' astatement should
also be indlicated against each. 4 c2py af tha Out ef
Stock statememt sheuld alse invariably be sent te Asstit.
gentrel Ler (Sales) for infermatlon.

PURNLE [ NG INPORMATICN REGARDLNG ST -;.':. B il HCES

OF CIVLiL J.-r*uﬂ.l.-i'i‘.'LTIHIl
F_-l Thers are some Ministries and Departments who
have standing instructions with the Department of Publi=
eation fer inferming them pericdically sbout the stook
peeition of certaln categeries of thelr publieations.
Seme other Minletries and Department can oall for such
infermation from time to time. In addition such infermat=.
jon is mlse reguired to be sent ic ithe Puhliﬁi.n; Section
for getting publications reprinted. Such inferaation on
eanh ocoasions m_,.-'alrrnﬂlr md aoourstely be furnished
after personally -uhlukiﬂa' by the Store Clerk.
SUPPLY OF THE WEEDED OUT PUBLIOATIONG '

Each retail stere ie slse responsible for nppl.;r

of weeded out publications to the Department goncerned
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or ether parties as per advice regeived from the weeding
eut seotien, The coples indiocated in the advioe lettars

should be ploked up and the same slengwiih the relevant

adviee letters handed over to the Despatch Seotion fer
further necessery action. The Ne, of ceples of a publi~
cation lying with wholesale stors should else be taken
inte acesunt while handing ever the weeded eut publical=

ien to Weeding Out Section. =
WHOLE SALE EE.’E i

o —

The Whole Sale Stere Sestion has te maintain the
presoribed Stere Ledger (D.F.45) in respect of ihe
publigations transferred te them by the Stook LB&R)
ssotion end te supply the coples 10 various retall

L

stores en receipt of their requisitioch -in ihe prescribed
proforma. Each and every entyy regarding receipt and
! {ssus made in the store ladger should be verified by the
Tnternsl Auditer with reference $0 the hallans and
requisitions received from Stesk B&R Seotion md retall
Stores respectively. The mn- in the 3tore Ledger
as well as the Challan er nmminn. a8 the case may be,
should be intisled by the Internmal Aumditer in teken of
his having varified the same,
The weeded sut publigations lying with Whoele
Sale Stere oan be handed ever %o 'l-'lli Weeding Out Section
straightway but an intimation with regard te the number ’
of copies handed over should invariably be given teo the
relevant retall stere to keep a nete of 1t in the
revelant stere ledger. | ki
The functiona to be nj_!'fmlfl by the Stock
Reoeipt & Return Section, whole lnl.- Stores, Retail
Stere-I and Retail Stere II as per rules and progedure
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presoribed in the oreceding paragraphe are briﬂﬂﬁ'

mentioned belew:-
ﬂtm R-unul.pt & RH#'I.J.I’."D dection 1

-The atock rzuuip;_.mﬁ Return Eaet!"“ is headed
by Stere Keeper—I., The punctions of this sect jon ars
ligted belowi—

1. Teo recelve new arrivals of oivid

-

Publisations and Feriodicale frem different Govie of
Indis aes well au Frivate Freosses atd alep frof Hpnnnll'
ing H.'Iniﬂ*rl.um Departmentts

2. Te enter the new publicatlion in e
prespgribed recel ool ster under attestatiod 9
Internal Audites

5. 1o give intimaklion of receipt of ©OW

arrivals 0 the sections ooncerned and alac ofLi0ex8

through uaﬂy List for their information and further

neseasary eotion regarding preparation of youcher® o

initial supply/distribution ebos

= 4, To make arrangement for ingtiel supphy/

H:‘l‘.rihqtinn as per vouchers received from the section®

._umwnlﬂ gnd nanding over the required nuabel ef
copiss-te Civil Despatch Segtion alengwiih pelevant

vouchers for pedcing and -:Inﬂtﬂ the gopless

5, Te transfer the residual oopl®® of
publisation/pericdical to wisle Sale Stores Retail
store 1 and II or Store and Despstoch (Perisaiced?
Seotion, ap the case may hl_., unhr an effice® challal
{Mﬁ.ﬁ...} mtumug u;. partioulars oF
copies printed, supplied nmn fron the Presss
supplied by that sestion 10 'Ih! course of gnitial

supply/dletribution ete,
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6. To send sne oopy of the Presg thallan er
Offiss Challen, s the oase may be, te the respective
Retall Stere .I t 11 om Stere/Despatoh (Periodicall
Seatien/Acosunts-1 Seotion for nesessary action =nd
recerd fer the purpose of preparation of Fregresalve
Stere Acoount. §
7. Te asospt the returnel publicatlion/periadi-
cals, asoerding to the prescribed precedure méd %o
prepare necessary Return Form {D.P.44) in respect

thersof.

8., Te send one copy of the Réturn Perm 1o
Asgounte=1 E;unt: = and the other aopy alongwit! ' nhe
publication| s) v the Retail Stores senoerno

g, Te de valuation ef new p‘u‘nliua,ti.uru
periodlopls recglved and E..t.I;I returns and to intimate
tha sme to Acocunta=I Sestion at the end &f =
finansial year. .

10, Te msl ntain the Aseeunt of Receipt and
Dispesal of all pacikcing oases and gunny bagbs

11, Te cempile = list of print exrders paiiding
with the Presses fer more than 3 ﬁnthﬂ nml send the
samé to Publishing Sectlion to remind I,];t _:pr!llsﬁpn. The
Publiehing Seeticn ghould persus such n;ii:'u-nn their
relevat files sad return the list to Stook RER ssotion
after recording necessary remarks thereom. Thie list
should be brought up' te ll“'h:r ltui RER dection every
__ lnu'lh by the 10th end shown te- m:l.ldrl.l.; Section
. regularly (Ofe C.O0.. 25/75 mu 28,7.1975).

12, Te prepare avery llnﬂ:. a st ef publications
held up in that eectieon ilu H non-receipt of release
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imptructiens from Publishing Seatien snd memnd the same
ta A,C0,(Pusiness) te expadite the relemse imstructions.
YHOLE 9ALE aru:—.t_ SEOTIONR 3

p——

¥hals Szle Stere Sectien is hesied by a Dep.ty

Sters Keeper., The fumctions eof this Sectiem a&rs as
under which are te bs perfermed aggerding te g=asrel
Bules and Precedurea presorided im the pragesdlung
paragraphsl-

1. Te recsive and atere the bulk supply of
publicatiens tremsferrsd te this Sectiem by the Steek
Receipt smi Returan Section.

2. Te receive amd sters the reserve gteck er
publisstions tramaferred by Steck R&E Sectien
stherwisge se per iast ":m:l:i.i!ll of the spemseriag
Departmenta.

3, Te maintsim stere ledgeres in reapect =
publigatiens received im the Seotiem duly veriiiod &y
the Intermal Auditer with referemce te the press
ehallens/effice ohallims eto,

4. Te supply cepies of the puklicatiens as
requisitiened by the Reteil Steres I & I1 amd Stere
and Desprteh (Periedical) Sectlien,

5. Te turm ever the n-'llilﬂiul mlllinlllr is
srider te aveid emy dsmage/memace,

6. Te handed -r-r te the coples te wesding eout '

gectisn a3s per ﬁ-tﬂ-tiﬁrﬂmlﬂﬂuﬂg ewders

_ desued by ﬂui: section in respect of veeded out sboelete

ﬂi]:;l.lliiili.
IIHII.'- STORES I & II I
e ]
Beth the Reteil Stere I & II Ilﬂi.lll are headed
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by the Deputy Stera Eeepers. A4All publications
(Bxeept the periedicals esversi by & Tixed subscrip-
tien) of the felleving Mimistries/Departments, who
generally issus cerrsctiens/amendments, srs siorsd im
Retail Stere II Ssctiomis

1., Mipietry of Law (Publioatiens ané Aois)

2. Blectien Coumissien

3., Minigtry of Fimadme

4. Comptreller & Auditer Gemeral

5, Ministry of Heilway (vith specifiontions ).

6, D.G.5.8.D, (with specifiomtians)

7. Qaptral Beurd of Eevemue.

8. Perte nnd Telagraphs

8, Migiatry o7 Urbam Develspasnt.

18. All kimds of carrectlens.

The pphlicstisn (excspt periedicals ceversd by @
fixed pybedription) of all ether Mimistries, Jepactments
whe nermally de met issus cerrectiens) mre stersd im
Retail Stere I Sscotiem (Of, 0.0, We.l of 1.1.1974),

The duties end fumatiens of beth the Hstall Shere
I &I are similer amd they are givem balew whick are
te be performed mecerdimg te the gemesral rules =nd
precedure pregeribved 1m the preceedimg parsgraphai-

1) Te receive h’ll‘l.lltﬁﬂ alengvith the relevamt
challems Bemt by Steok RER Sectien. i

11) Te epen amd maintain stere ledgers (D.F.45) ia
respect of All publicatiens received im sters duly
verified by the Interamal lﬂitn.,

111) Te maintain the steres ef all pyblicatisms
preperly amd get the same dusted regularly,
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iv) Te supply ceples of publicatisns as por
veouchers/indents received frem differsat Indent &
Sale Sectisna.

v) To maimtsin recerd of all challams, umder
vhick espien are received. frem Steck RER Ssotiem.

vi) Te meintein racerd ef all kind of fasus
veuchers agiimet which cepies have been pupplied Frem
the steres. :

vii) Te prapere gote pase in respect of capies of
pablicstione whioh awre reguired teo bs semt mlangwith

the relevant weuche adenta te the Bectiems lesanted
sutside the main [« vulilding of this Depsriment.
viii) Te euicu ke wvalustisn of the entire

stere evailabkle iw sieak at the emd of emch fiunmednl
yaar,

ix) Te sttend vie esaguiries sbeut the svail.
ability, s=ls Aries sze. ¢f publisctiens,

x) Te submit sut of steek stotement te Publisk-

ing Dectiem im time whew the steck of & pyblicatiem
is reduced te 104,
xi) Te suimit propeassls fer weeling eut of
shselete ?ﬁ?ua-nua te wesding sut sectisn.
. .. st OIVIL DESPASCE SECTION.
[H"m'iii Dasystek sm e Hend Clerk,
Specinl duties of the Head of Despateh Sectient
1. ‘h-l Tellewing ere the speeinl duties asnd respemai-
Il.l'l.‘tlll li' the Hesd of the Despater Heotlen im additiem
t- the mermal duties sa the Heai of the Sectien.
2) Meintemamee of moceumts for servies and
erdinary pestage stempe.
b) Persemal supervisism ef the packing ef due
éate and comfidentinl pyblisations.
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s) Bupervisions of %the gespatch of censigmments
by rail.

d) Observance oL Soonémy in the use ef packing
paper, pamte, jute tvine aml ether packing
materials. - -

e) Preper sbservance of priority in all cases.

£) Keaping nimself theroughly cemversent wiib
gll postal rules and rates tariff.

g) Arrangements for delivery of local paciketi.

h) Begular po2tlng af all articles required %@ ba
ﬂuﬁntuha-u in convenient instalments through=
out the 4sy by personal contact with %the

lesal postai sutherities, where=evss uSCHsgary.

i DISTRIBUT IUH
e m-n-mr'qn;i T pu.hliﬂtinnfpuriudlcu.- iw roceived
E in this offioe and 18 raguired to be dissribuled, e

publishing eeotion =nd Pariodiesl Ssetion will make
over the veusher for the raguired number of ooples 1.‘
{ the stéok (Reseipt & Return) Sestion and the addresses
- graghed labels to the hespatoh Secticn. The stoock
{Receipt & Return) saction will then halll over the
- required aumber of copies te Bespatch Eﬁtiﬂl te oarry
out the l:l..wlﬂ.h::u.nn ssserding to the ‘Lalth receiveds
in the case ef pericdlicals the distributicn must be
 completed within the ¢ime lald down, Any delsy in the
despatch of copiee of ﬂg:lstmﬁ pericdiesle ul:-l.l mean
':-r-ﬂ'nﬂm of the prlvﬂlsl of the ﬂmnluul rate
adnipeible under the pestal rules against thelr
registration arranged by the Department of Publication.
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, The Deepatoh Ssction 18 required to maintain
a register (Ne,58 ¥iao ghowing indiomting the detalls

of poeples distributec.
INDENE POR ETAMPSE :

be Requigitiona rer Ordinary pestage stamp is made

sut in Ferm Meo,D, P24 in dupliests of iriplicate
pooarding te the mount of stamps intended for at =
time @2l 24000 oxr nors. Tha muill.ﬂll ia te be
gubnitted teo the Acoou 4 == Seotien fer cheekting mnd

pasaing it en the Ceon jestisn after getting it algned
by the Pinsmcial X e Lf the Oush Seatlon hms @
gellesticn ln han -gunt, of stamps regedos]

effics ag remiiic . senrds the cont of publioaloOnE,
that Seotivn gan oo rer the requisite guantisy #%
stezps indented I'v e Deapatel Ssatlohn alsnEwith a
obpy Bf the yeaulelticr, The recerd copy of ThE

regiiaition fseued ne cupperting poucher for the coatin=
gent bill te be prepared By Cash Seetions The third aepy
l;'ﬂm remdatticn, which ia Fi"lpnrﬂ;! snly when the ceet
of Mmllu gnfénted is over .20/« is semt with the
coptingent bill of Gasn Scotion 8 the Pay & Acceunte Qffice,
5 Ordinary pestace stampsy wiileh are indented fex nﬂ
the 0,P,0, by the Osst Seotion en the basis of despatch
M:Lun 8 requisitions l.es shere the gelleation in hand
| Hﬂf pot mest the rejulrementa l! Despateh Seotlens are
I:u‘l in the custedy of Gash Bantien md are supplied as
W on receipt of requisition yeusher iz B, F.110. The
- ﬂmﬂhn youchers are mm to the Aoceunts ﬂlﬂim.
.' mw'ﬁh# Sectlion n!ll:ll‘l sver to the Cash Seotien fer
compliange efter the Financial officer has signed.
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6. Service postmge stamps are requisitioned in Ferm
No.T.R:%5 In quadruplicate. This reguialtion 1=
submitted by Despatoh Section 46 the Aseounts
Section vho cheeks it and passes on te Cash Section
after getting it sigmsd by Pinanclal Officer. A
contingent bill ie prepared by Cash Seotiom en rogelipt
of thie requieition, twe copies of which are semi
alengwith the bill t¢ the Pay & Agcounte Offloe, one
copy reteined on Cash Section and the feurth coo:
returned 40 Despatoh Section queting the comilmend
bill Mo, etes Unlike the ordimary pestage stz

gervice postage stomp- when—ever recelved frov

Psat Offioe ave made over to the bulk te Despatch Sectiow.
STAMP AQODOUNTSE

T The stamp accounts for ordimsry and asrvice pestage

stampe ere malotaiosd in twe aeparate regisiers - sue
showing ebstracts of lssue of service stamps cellwscted
fvom differsmt rezisters and the other for erdinsry
postage stamps only. The menthly sccounts of all kinds
of atamps prepared by the Despatoh Sestion in the firat
week of svery menth in respeet of the previous momin are
cheeksd by Ascounts Ssaction and submitted te Assistant
Cemtreller (Stere) for hie signature. The stock of
ordinary pertage stonps is physloally werified by Assit.
Comtreller (Store) every months. The physical werifioat-
ien ll;ﬂ!ﬂll pestage stamps is ﬂln {H.Irtlrl;f by Assth.
Gontreller (Stere). 4 copy ef the verified statement ©f
the balsnoe held in stoek sheuld be submitted by Despatch

Seotieon te the Acceunte Seotlion, The hesd ef Decpateh
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Seotion is eles required to verify the smeunt eof the
erdinsry psstage stamps used in each registered
paocket issued by this office with the peatal receipts
on the date of issus. A check te the extent af Z5%
in this cenansction is alse te be done by Accounts -
Seotion en the fellswing day.
PAKING &
e
8. The Head of the Despatoh Geotlion should satisfy
 himself persenally that all presautionary mn
have besn sdopted in the matter of packing publications
geing eut af the Deptt. »f Publisation.
9. Ter the purpoas of packing and despateh the
pablications ;rn devided inte three greups I-
A) Beard, Cloth sr Lesther beund publisaticns
with ar ui-t.huuu plates,
B) Paper cover publioations vitk plates.
@) Faper eover Fublioatiens witheut plates.
Tor (4) "I_H.J wvhen @ent by pest =
Befere preparing paokets, Card Beards of a
slightly bigger sise should be placed sbeve and balewi=
a) Publlivations priced st met less than M, 10/=-
Il} I'thliut.'l.nns sre oonteining plates printed on
Iﬂ paper richly beund with eleth or leather.
]ir the rest, discretien may be applied in previding
oard pesrde, previous erders being teken im all dsubtful
oases. The use of water preef packing paper, fer
irnluﬂ'l.t-n grouped in (a) and (b) is permisaible #hen
‘sending packets everseas during the vinter Hlﬂll and
- for Inland paskets centaining similar publicatien im
ralny sesson. After completion ef this process, the
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puckats sheuld be wrapped with peckimg paper im several
srs where wecegeary scoeriing te the size, welght and
impesrtence of the publicetion.

(11) Veea wemnt by Traimi-

%) Bexes = FPugkimg Paper sheuld be spared em ull
sides and books placed im packets of aveilable
sizes, water preef packimg paper beimg used iz
the oclreumstamces wemtiomed im (1) abeve, Ian mne
sirsumstancas publicstions sheuld We placed lsese
within the bexes, sll smpty spaces ghould be
Tilled up Yempletely with poper cuttings bafere
the bexes are fimally clesed.

;) Gummy Cleths= The precedure imdioated im (4) (1)
above pheuld be Tellswed pufguardimg the bscders
with twvieted card Beardsz ms pretectliem agaimet
rough handling sm-reute. The packets may thon-
be seven Witk cloth.

for(B) = (1) waem sent by posti=
The metheds suggested at (4) (1) aweve should be
felleved, *

{ii) Whem mexnt by Tredmt- :
(e) Bexees= Same as inm -l{tll {l] lh-n
‘{») Gummy Oletk: Packets il 56 We ‘prepured
first im sccerdamce with the methed
suggented at A(1) abeve. Hecesasry
-fll:mll weing kept for the berders
_as ut A(11) (v) abeve,

for {ﬂ} (1) ¥iem wedt by posts=
Ordimary Wrapper er packimg Illll' may be used
fer the preparation of packetis,
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(44) Vhem sent By traim ie
(a) Bexzes 5 The preocedure shewa im (4) (11) sheuld be
ebperved excepting the use of water preef pucking
paper.
(b) Gunag Cleths- Packets sheuld e }rlplh-l with
thick puckiag puper befere these are wrapped
in oletk, the board beimg specinlly pretected
with tvieted card boards us at (4) (11) (v) aweve.
18. The packers in Despetok Sectiem mre grouped tabkle-
wise axd the packets packed om sach takle are stamped with
= rubber staap givisng o particulars Serisl Humber ss that
in the svent of amy compleimt nbeut bad pucking, the
partieulsr greup of puckers respeasidle for the bud werk
may e found sut em the basis of the Serinl Humber staumped
¢u the libel received with the osmplaint, Indentificetism
af the Greup leads evemtuslly te the ii“uiﬂw&ti;a oT the
imdividual packer at fault.
STANDP APFIXING s
11, The stomp Affizer im the Ssotiem weight =ll
packets a the weighing machines amd fix the stamps of the
required amevit en them, If a lesser mumber of stamp of
Righer deneminetions serves the purpese in » particulsr
crge, it m ke preferred te the -I.!'fixl]‘ -:I'.'_l greater
mumber of stamps of smeller dememizatisns, El:r*r;.nl Featage
Stampas are affixed om all 1;1&-1 pickets, Ordimary pestage
stampe are affixed em packets teo we seat abreoad,
ACCOUN§ OF PACKING MATEATALS
12, | The moceunt of packinmg casee, wire, mails agyd @.I,
wiire, erders for which sre te e pluced by the Asosumts
Sectien iz the follewing ferm are maimtained (im Ferms
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Ne. D.F.125, 126 and 12T7) »r that seotlen a= nlriul;;r:daénrtui:..

1, Order Ne.

2. Date

3« Balemce im hand

4, h'l.t'l.:_u gepsumptien per menth.

5. Daseriptisn »f msterinl requirsd.

6. Ne. or the gusmtity reguired.
13« The kead of the Despatch Seotiem is to submit
requisitien (D.P,138) fer the packing omses, wire msils amd
@.1. Wire required by him threugh the Agstt. Cemtreller
({Sters) whe will persenclly verify the demamd with rsferemoe
te the pudlicatiens te be despateh. If in the spenion of the
Asstt. Cemtreller (Stere), pecking cames are net required smd
runny packing will de, ke will amend the demend. Th s quisit-
ien 2o appreved by the Aestt. Cemtreller (Stere) 1a s« :....H: o
te the Asstt. Cemtreller (Admw.) whe shall arramgs the supply/
Leaue of required metericl.
14, The requisitien kecks used by the Despatoh Jectisn
are perlally mumbered ami the requisitiens inm esch besk sre
slme mumbered gerislly. The requisitiems (D.P.110 duly
adepted is in il.ll. fellevwing Fermi-

O T g g e g e e e e e

Kegquigi- Date \rticles required BSigmeture BReceipt by
tien Ne, a)Facking cases of the  the head
3 n He. Supit. of thes
u:-t::;,.l- {Jl:#::tuh
iR e
e} E‘I. Wire Ne. i
of Celile-
quantity.
B T g g g g S e
(2) - 4f)- .. () (4) (5)

i 1 1
B W g g g e e e g g

The requisitien books sheuld be kept by the Head
ef the Dezpateh Seotiem whe will siga fer them, All used
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up beeks are te be retursed te the Agceunti~l Seotlen. The
bevks ﬂw?l be used cenmmemoimg from Br. Ne.l. The Hezd ar
the Despatos Sectiom sheuld muimtaim am sgoeunt of receijptas
and 1osues of eld smd uew packing onses, @.l. Wire mmd wWirg-
mails in Ferms D.F.121, 122 snd 123 respectively in ekreselegi-
gal erder. A weight ef 50 grems ef 2 inck maile ami 60 .;r.-.-
of G.I. Vire is sllewed per wex of 38" X 15f X 12% sige.
'h'irul gpeiled in the ceurse of wire bimding shsuld be rececded =~
sa such im hie scosunt By the head ¢f Deppatoh Beotiemn., 4t
the end of ench day the Asstt. Cemtreller (8tere) sheuld we
sheck the mumber of wexes =g cntersd im the Despatch Gectiom
amd imitinl the empries therein, The physiesl verifiostiem
¢f steck ghould e cemducted st the end of sach fimamoim)
yasr, Wy the dsstt. Cogtreller (Stere). A4 sertificate te
tket affeot 1e to be recerded im the regisier.
' An. ssosuat (Register He.57-Mise.) of pasking paper
(Beth wig anid Bmaldy gics@) ressived frem the Gemerml Seatien
snd cengumed deily,” with the daily walenges shewh in respsoct
ef enech size is tllu lli.l'll',l.lll im the Despatck Seotlsm aud
is submitted threugh the Acceuntant te Asstt. Centreller
(S8tere) smee in t:'lllti for imepectien, Other packimg
muterial like -J‘IZ‘IE-I[ Twine, hesgizm cleth, ¢ard weards, paste
etec, are Mnnl- for by the Degpaten Bectisn frem Gemeral
B.utiﬂ a8 they are reguired,
]llil‘.l.!l'ﬂﬁ OF Wﬂiﬂm-ﬂ BY RAIL »
1l. Bexes nd Gunny ll;l duly packed snd pasted with the
eddrese lable sre mede ever, alemgwith ferwarding _l'lil.'l!
~ (D.E34) shoving detalls ef censigaments, stc. snd oredit metes
. where simissible te the Vem Clerk whe is required te osrry
them te the Railway Statiem, te besk them freight paid Wy the
first svailsble passenger traim or Geeds Traim waless seme




= 31 =1 "}"13

spescific traim is mentiomss by effice, He shall preducs
2 railway receipt £er sech consignment booked te this
effice. The weight, Ereight. sthar details etc. et el
an the railway receipt sheuld be recordsd by the
pespateh Sectien in-a register (D.F.54),
DTSPOSAL OF RATLMAY RECEIPTS 1 .
17. The Rallway receipts, duly recorded in the
fenister menticned im the precesding parigraph, aleng-
with the papers of the sectiss concerned are mads ever
+o the Ssotion at whese imstance the Despateh was
srranged. The latter prepares the advice Memss in
e Ne.P.MeA, writes the farvarding cevers for degpstob
r e reseipte by fegistered pasc and makes ever =11
pors duly completed and ready £ar degparch on the vely,
{ay to Central Registry & Type Sewtiom whe shall gst It
wred after affixifg the requisite stasps aml ertering
in dak register. Any éslay in getting cthe Railway -
Receipt by the consignees would mean censsquent n_1q-
in effecting clearance of the consignments at the
destinsticn steticons and sccurual of demurrage charges.
Therefors, handling of reilwey receipt in all its !Tiiqﬂ
in the effice should receive high prierity,
LOCAL DELIVERIES 3 :
18, Packets fntended for delivery to 1:;-1 ofiicas
in Delhi and New Delhi are semt through effice Wan/Truck.
POSTAL NOTICES MID CIRCULARS & : |
T Poestal Netites and Circulars eirculated hr Pestal
autharitjes are :thnl in Civil’ ﬂnplhuh Hﬂlm
direct sr thrn.h the Ilm-:ll Ei::tlﬂh The Head of
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Degpatch Sectiem should De thersughly famillar with the
ceontenty of these netlicas amd circulers and ses that

they are properly brougne ©s the netice of all concermed

{n his segtion. He ahould also supeiviss Chet sny

changes intreduces by Lhess circulars are being properly
fellewed by every bady in nhis sectlon. 5
DESPATCH OF PACKEIS 1

mléﬂf sy this Departmeat are g=nszally
despatched by erdinscy or registersd bask past. The labels

are lnvariably written by sales sacticing, ﬁubliﬂhing sectien

andl Periodical Sect! = =stc. Unlaes thero aie sxceptional
reafons to the contra all packets (oftler thaa V.P. racketa)
containing public. jsrth belew w.10/= sheuld Do «snt

by erdinery bwok

DESPATCH OF PACKET- ¥ INDIA 1

21, The pagkets o e fersign privace purtiss ace sent
by post. The packecs meant for Indian mplenetic Missions/
Anbaseies in fereign countries are semt Dy Biplewatic bag
threugh the Mianistry =f External Affairs.

DISPOSAL OF WOUCHERS
ﬁ. The date ef despsteh sheuld be stemped em copies eof
the veucher meapt fer Lhe Asceunte=l Sectien and these
copfes sheuld be serially acranged, entersd im a transit
I'-:?lmf and sent €aily to the AgceuntseI’ Sectiom by
Despatch Section.

rmmur OF PACKETS TO THE POST OFFICE &

; "“ﬂn-_ _ All the Imland packets sther tham V.P. Packets which. .

m Jmir after pesting im the relevast’ m:l.mn should u

,lqtti l'mu-u-n Searting Office im batches thrlunh ot

tl;r__.g_l_,nh Despatch Sectiom with the help of the Trelleys
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drawn by Labourers. The packets te be sent te Farsign
Countries ard all V.P. Packets are pested at Civil
lines, Post Office, Delhi.

INSURSD AND AIR MATL ARTICLE 1

e —

24. Whanever any packsts 1s to be sant by Alr Mail

writtesn orders of the Deputy Centreller ef Publication
(ar during his absence, of the Asstt. Centreller ( Starel
should always be obtulined befere-hand.

CLEARANCE OF INCOMING CONSIGNMENTS FROM LOCAL
il —— - -
RATLMAY STATION 1

—

25, Tha Van Clark attached te Civil Despatch Sactiom

i3 respensiBls for collacting 4ll the inceming consigm-
monts from the lecal Mailway Statiens and chels aslivery
to the Bactions concaerped. In case &y -‘.t-‘»}rml-.:n.n.'. nt in

respect of any Railway Receipt ia met recalvec withln @
reaaspable time, the matter Sheuld be refsrrsd ta Che
Railway sutherities prafering the claims wichin the
prescribed time limit of six menths.

GENERAL INSTBUCTT N FOR LESPATCH SECTION

26, The tﬁu limit faer the receipt of packets,
cansignments ete, by Despatch Section is upte 5.30 F.N,

(in respect of eensignmants) and upee clese of che
eftice (in respact of packets).

47, TFvery Clerk im rhe Despatoch Section should be
thﬂﬂ,ﬂh@; setversant with the provisions =f ;p;l'l'.u and
Telegraph Guide. It is net suffieient merely te stamp
the aover with the rubbsr -tuq- of l'.ha affice but the
mmm mist also affix a&.n uqmtm er initial the
the m.fﬂﬁ.ﬂ-ll.lh.:ﬂlﬁunﬁuhlln‘lm dated 10.10,1944

from Gove, of India, Home Department).



Jb2
= Jd =1

INFORMATION REQUIRED ABOUT THE DATE OF DESPATCH 1@

-

98, 'The date of despateh of a packet is stamped on
the copy of the Veushsr concerned meant fer Acceupts-I
Sectien, In the case of general @istribution/initial
supply of a pub_l:lcaum when a uunﬂum:tll..vlmhér. has
been prepared erd &lgo where Lhe distributlion is spresd
over several days, infermstion regarding the actual @ace
of daspatch in any particular case of cemplaint ei nEn-
receipt of supplies may be calleé fer from Despatch
Sectiom whe sheuld find sut the ectusl pesting of the
partioular serial Ne, of che c2eeiptsnt from the dak
r~yistar befere furnishianc the informatiom to the
Section soncernsd.

VaPs JOURNAL 1 -
i e ———

26, Tha Sivil Lines Fost OEfice have allotted te chis
affice 500 mumbears of V.P, Acticle Slipe to be pasted

en the packets sent hy this office per VeP.P. The V.P.¥,
Jeurnal 15 made sut in duplicate apd is semt alongwith

the packets with postege stamps apd V.P. Articles siips
duly affiwed thereon to the Pest Uffice for stamping ene
of the ceples and returning the sane to this effice for
use. as- office ‘eopy of the Jeurnal feor the purpese of
ﬁgi:énj-i_t.l:]n"t_.r;i Depertment of Fublicatigms. The sxiginal
copy ihi;gﬂ:lth the packets is accepted by the Fest CUfiice
far necessary scticm in respect of the V.P. Pickets while
the effica copy duly stamped is received fl:_-nk. It is made
ever by the Civil Despatch Sectisn to the Cash Secilen fer
ﬂtuhim the paymant and far keeping mh-iu recerd, Te
lnlnn-nt the Pestal Articles with the relevant records ef
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this effice, the Civil ﬂllpliﬂi Section Bhall nete
doun the V.P, Veuchers Nes. sgainst each article Ne,
im the Jeurnal and alse the correspesding -icle
number em the V.P. Memey Opder Fernm,
Wr BOND 1 Sl
10, When iatimatien are received absut conuignments
lying undlelivered at the legsl rellway statioms sguinst
which me railwsy receipt has bes received in this
Department, necessary detalls are entersd in a ssparate
register called the Indemnity Bend Register, wharein
the same celumn headings are &8 thess Iin tne Aal lway
Recoipt Reglsters. An Indesnity Bend (ebte! ebis frem
Rallyay Authsrities! of cach censigmment an
detaile, se for as pussible, are entered tn - iw

Register, Whnem thd censigmemmts agalnst tne Sords
are fecelved, further details te cemplete che ini lway
Reeeipe Register may bo noted dewm. The weighe in
the Register should hewover, be put dewn by the van
Clerk by actual welghment of the censigmments, whesn
received,

ARMY STORES

DIVISICN OF ARMY STORES ¢ * © ' |
The Army Stere r:ml.:lrn.il ﬂu fellowing
.-:t‘.lﬂiii -
1. Ammy Sectiom.
2. Mebilisatien Sectien
‘3. Ammy Seeres.
4. "‘“’ Despatch Soction.
SUPPLY OF MILITARY PUBLICATION
1. OGenersl Rules and Orders =

General Restrictiens.
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1. Except im tha case of a few publications, thers
are gensrsl restricticons an the issue of Military
publicatiens. 0fficlel indants fer publicatisan sf the
General Staff Branch, Dirscterage of Medical Servicea
and Air Hesdguartsrs, Tndia and fer technical publlicate
{ens af the Master Cenewal of Ordinance Branch are 3
cemplied with enly with the prier permissions ef the
respective Departmenta. The parties whe send their
{ndepts direct te this Department are advimed te

appreach the spensoEing Separtment fer permissica
through preopec ~hannel. Indenters fer publications
{asusd by sther brancnes of Ammy Headquarters sr the
pafence Ministr) siomd to apply te the Mrectar of
Mylicary Regulat: 4 Ferwms of the cencerned Leparts=
ment of Aony Head rer@, a8 the cass may be., L& view
of the grewing pub. i neerast in military training.

¢the Gevernment of Lndiz have howevar, agreed te lEsus af
General Scaffi Training publications en payment te
Civilian Organisations ineluded by the Department
cencerned in the relevant distritution list.
SUPPLIEDT O CENTRAL/STATE QOVERMMENT OFFICES »
] 2. Sypplies of militaxy publications te the Central
Gevernment Offices unlege autherised by the preper
autheritigs te be made free of cest, are made en cash
payment of the published price less 15% disceunt.
mﬂﬂ TO THE HIGH cmmm FOR INDIA 3
“l._ The High Cemmissiener fer India is supplied free
of pll'l: with such number of mp-h: -! a pirt..l.nu!.lr
publicatien as are autherised te -h!.n in t;hl iht-.ﬂ.l:uu.u
1ist for that publication. casual indents received
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frem the High Cemmissioner fer Indis for supply af oy
publication for sale are referred by this Dspartment ta
the proper sutherities of the Defence Dap- + far

' necessary ecrders, Such supplies, where approved by them,

are made under Form D.P.17 as in the cass of Ciwil
publications. _ ;
; IS
e o - iy YorieR 4
Bt B L
: =
N
BE -

SUPPLIES OF DEPARTMENTAL CODES TO THE ST A
HILITARY AUDIT AMD ADCOUNTS OFTICES 1

5 A rebate of 258 is allwwed en the

publications centrelled by the Cencralle: al of
Defepce Accounts purchased by them ans = = g
Centrellers of Defence Agosunts, ALr Fercs swal Amy
Factery Acceunts, and ethers amd Awdit Dfsiccs fer the

use of capdidates appearing in the Departoc: ol Examinate
ioms lcg, Letter Ne.5lleAcctts~0, dated 1c.1:.1943 frem
the Flnancial Adviser, Military Fimance). “imilar
rebate is allewsd en the purchase, by the «beve efficers,
of Military publications contrellsd by the Defsnce
Minigtry fer the same purpose, (C£.G,0.I, Dufence Deptt,
letter Fe.785/III/1/PF&S dated 01-12-1943), 25%
comnission {8 not, hewever, allewed en the cestc eof
-Iﬂhl,l.-qltl.lnl supplied tlthlulﬂiilttl for 5.A.8,
Baamination (Cf. Meme. Ne.5130=R deved 7.12.1942 frew .-
the Military Acctt, Generall,
SUPPLIES TO THE PUBLIC IN INDIA &

6. As llﬁal;r stated in pllrlgtlph 2 of the chapter
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there are saly a few pubklicetiens ¥hich are epem Tor
sele, 'huu- publications c=m Be supplied at their
full publighed price te thne generil public. Im the
cese of ether publicetiems om which there sre rlk't?in--
tieas the lndenters sre imferammi thet the same ocun met
be supplied vithout srewssr actherity frem the Sponsor=
ing Department. .
Mﬁ OF NOMINAL PEICEHS 3

Unpriced IEHEIJ puil:l.fl_lthu are .i_.l. Esme special

oages autherised te be supplied en payment, The neminzl
(L.0. ussesped) prices te be chargzed im the veucher “im
such O&ses 8re roquired Le be get fixed by the Publisking

Sectlen.
JUFPLIED OF COFIBE TO THE MINISTRY OR DEPAKTMENT

IR cenmeetien with reprinting srrungemente 1

Te IT for reprinting purpssss any Brunch ef tns
hArmy E-i'liql-ﬂﬂl.'ri wr tike Defeonoe Ministry wents & cepy
of ita ewa publicstion, it is supplied umder a Grutis

N

'8, In the case of = cemplalxt ef Aem-recelpt ef
I'H]]Jf._ mhde by this Departmemt, the cemplaint is infermed
of the dute and mede of despetch and ssked te meke
enguiries ut his end., If ke still reperte sbout nen-
I“l-ﬂ_l‘].ﬂ-lﬂ the supply hsd met beon made by Registered
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sest snd effice is satisfied thet a duplieste supply is
justified, Deputy Centreller's erders are takem Ter
I.I:ﬂ-'k;.n!; a secend supsly. This supply, 1T appreved, is
made hg Hegister=i Peat usder a fresh veusker whioh im
a ohargesble er gratis eme e The eriginal ‘ifl‘l.lﬂhlr-hflﬂn
and sgeinat vhick th; remarks 'Writtem off' are metad
The details of the erigimal supply %a well s the dupli-
ocate sme ure emtered im the write off regleter meintained
im this sestism fer ebtaiming the Deputy Centreller’a
pernigsien thrsugch Acceunts Seotien.

AEPLACE OF DEFLCTIVE OOFIES »

—

10. Defective cepies recsived Inf in affice semll

we repleced by fresh esmcs previded that there is

reasen to doubi thii they Wers se at the time of Bupply,
by this Departmemt. The steok sedtiem should, Revaver
srrenge te take further wotiem ruirﬂ.l'.!; the write oI
sr the csmpletisn of the defective Il;ﬂ.El nooeridlag es
the press is umeble sr able e print the seples of The

pigas miseing.

PRANSMISSION OF IKDENTS TO ARMY RETALL-STORE
Fll. The Army E;_nau passes ¢i the imdente
centaining mere them 25 :I.tlli'. i.'l.‘l.pl are admitted fer
cempliamce, to the Army Hetnil- ﬁhl:l vith the mecesssry
marking Gr. B¥., P.FP.. etc. ﬂihnt lthal:l.u any
veuchers simply fer -uraptiu of stere, Veuckhers are
prepared by drmy Seotien afterverds.

30MEB IIETEIJD!IE]EH 70 TDH’E!H:-HEI!IHE 1I

._-——_-"'_
12, The l.utmnthn te nnﬁﬂ -lr:l.tnr- em the Civil

oupply side as in Chapter ji'_ pare _”ﬂ:ﬂ__. sheuld
— —
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alze be fellewesd by the veucher writers sm the Army side
alae, Apert frem the geoneral instryctlsns Ter vaucCEsC
writars, the veucker writers im Army Seotiem axre e
follev the fellevisg specisl imstructiemsi=-
i) The cest of priced g-pl.‘u:nti.ul EREL Wa 4
eatered in the veuchers imeludimg gretia veucaers.
i1) In cese of chargimg the wemimal priee, olear
remark 'Feminal Frice' nuet e glver juatl sa

the ter of prices &f veuthers fer cearrect

paosunting.,
131) The publiemtionns vioich &re Wt prived sheulid be
ghowvm mg N/ F ske veuoher.
CONSTITUTION OF THE MY SBOTION 3
1%, Airmy supply sectiem cemsista ef three divisisas,
Ume of the divieiens 4 n: with the distributien &

publiostisns cemtrallied by the Geperal Stuff bBranok, The
quérter Mester Gemarsl's Sramch and the Baglmeesr-is-
Chief's Branch snd of the perisiicsls viz. irmy imstruct=
iena, Army srders amd Extraet frem Gagette. It slse deals
withk the wasusl iwdests amd the esrrespemdence relating te

the abeve, Amsther divisien ie cencermed With the werk ol

. the rest of the Military ppklicatiens amd slse with =il

cages of cerrespemdsnce Ir-ll-lttl‘ therete, The remeiming

divigien deals vith the proparation ¢f veuchers agaimst

copusl imdents.

_ DUTIES OF AENY SUPERINTENDENT §

14, The Army Superintendest ig emtrusted ¥ith the
genarsl supervisien em the thres greups of irmy Sectlem.
He alse marke the dak of the seotien indicating the
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reguleite prierity Smd watohes the dispepal
ﬁlllll acosrding teo the prierity imdicated theoercozm.
!hi--im-pﬁirl sf the work deme Wy the Addr-one-
graph Seatien iz alme teo e supervieed by the ‘rmy
El]_ﬂ?i.‘ltiﬂllt.

.. 15. hl-lrl:.r Suverintendeat osm migun fe: the
Contreller of Pyhlications, the reutime corr- rendence
addrvessed te umite eto. Drafta fer cerrsepe S@
sldzoaoed t# the Fimiotries of the Seveorams: [adis

Eng ﬂ:'w Eesdgquerters &8 put up by the

Jeotien sheuld paa th reugh ARy Juperint
skanald Loovwe sver the sigmature #f thwe Dap réller
Ehﬂﬂil‘} ar the moelstant Cestreller (51 Thea

Army Superiutemdésn Lo met mutherlasd te Lo

‘hlli#’,p- aver hio sigmuture sr te imsstruot © wy
Despateh Ssotien te deospatoh smy packet Wy il imdil.
CASUAL INDENHTS @

MII:&_G WITH THE CASUAL INDENZS

16, Oasusl indests for militery publicstions are

marked with the preper clmssifloatien ef priccitics te
the reapective desling olerks, Whe deal with thes

distribution of the partiouler publicetions indcmted Tor,

The lﬂlhl alerks shall rlirl# #i guch ¢f the Ladenta ag
mm be complied with due te either restrictioms en
: tlh“llh' of the pu‘-hl.'l.llﬂiﬂ lt the Bosks boing net
‘syaileble in steck, Thase l.liﬂtl vaioh sre Téumd te
be gﬁ-ﬂni or can be complied with sffely sre merked
ih:i -.lﬂ!l.'l.-g ¢lerk s Or. F.P,, V.P, o%o. snd papaoed
¢k te the vweucher writer fer preporatien #f veucher
socerdingly, These veuchera gheuld be passed em te the
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Army Retall Stare., Om receipt of the indents for mare
tham 25 fteme back wich bosks the vousher writing group
shall prepare tha kinds of veuchsrs frem the pada
scoarding te the markings Gr, P.P,, 9@y etc., & -
sam® and alse mote the serlal numbers of thé Army Setcail
Stores fjust abave the wsucher Nes. and emcircle them. The
affice copies of the vouchers sheuld met be detached frem
the pads by the veucher writers, The Acceunts Section'e
copies should alse be ssnt te the Amy Deapatch Secciam
alongwith the packets containing beoks fer despatch.
After deapatch of the packets, Acceunts copy sheuld be
sant to Acceunts Section nating the datd of deapa:
Ragistersd Me, stc,
BPETONITIES 1

> '_l‘hl_—ﬂ_i.r-t- ¢ kimnds of Eha pPlerities i.w. B, C,
and O The detalls regarding which appear in Bule 7 of
the niles te ensure prempt supplies of Ammy publicacioms
a8 reproduced in Appendlx XI-B te this mamual. Although
ne time limit has been mentioned ageimst prierity D,
qlﬂl;allr 10 dayas are taken te cemply with the Ilnd=nta

_.'¢1q-l=n;l urder that prierity.

< 7. HOW 'THEY ARE OBSERVED:

R 1

All indents received in Army Section are classified
to the different priorities and thelr dispesal withim the
time limit is watched by the Superintendent (Army) through
the ferward Register Sheets, (D.P,50), All Sections
required te deal with the indents in I-I' phase sr ethar
sheuld see that prierity indents particularly those marked
A,B,C are on ne account delayed in any aspect of their
dispesal and that the time limits fixed inm regard te their
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cempiiance by the effice as a whele are berm in mind.
Further details about the ebasrvance of tha eysteam are
preferred te in the rules mentiocped in the precsding

paragrapha,

1T, in complving with the indents, the voucher
uril:un shall take proper nnl:it:i of the class -f
prierity marked n;: the indenta and see that the time
limit for that class is not exceeded. The indents
after compliance sheuld e sent back by the veuchsr
writers te the dealing clerk comncerned fer any further
action ta be ti;lk!'.'i'l if any. er issue iﬁill erders.,

18, CHECKING OF VOUCHERS 1

L

Ne veuchars far payment nm'.:uu sheuld issue

until the Superintendent (Army) has checked ams

initisled them, ‘Tha payment wvouchers heinu snall in

mimber en the Army side, Superintepdent (Army) can check
them for the eas heur in the Army '-F_nunher wrlting QrouUPa
The nature of the check te be -!hnt:_ﬁ by the Superintendent
is to check the cerrsctness of all calculations (cest eof
publications, total, admissibilicy ef disceunt etc.’ im all
payment vouchers and alse te checkithe cerrect kind of
vouchers used in particular ::l;ll.ll- :

Oa receipt of vnm-h.-r- l'_l.-!!a:ﬂth beoks back te Army
Sectien, the books are paciosd h;rthi packer sttached te
Army Section amd the packets are sent te Army Despatch fer
affiwing stamp after weighing the packets and then despatch,

_ ' DISTRIBYTION
GENERAL PROCEDURE OF -_EII.ITE—H?;I!"IEII"I_ '

o —— T ¥

19. =« As sson as the army store (Receipt and Returnm)

Segtien furnishes sn advance copy of any new publication er
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cerractien list to Ammy section, steps are taken to
sbeain the distribucion list for the spensering Departe=
ment Lf net already cecelved L0 start distribution. The
Addressegraph Section l8 osked immediately to fuﬁd.lh the
printed labels accerding te the distribution list by &
stipulated date, Thess |absls ace scrutinised in Armye
section en raceipt by labels preparation group with the
list and the number of coples OR each 1.1'-::1 ia written
by hand by Bable preparatisn groupe ‘At the same time
rubber stamp bEarino ~pde number of the distritution and
numbsr of items, which afe TO he digtriluted are afflixs=d
an the labels and then passed en ul.'l:h- Army Despatch
section fer necessaly ACLLON. A consolideted distrdbut-
1iomn ?ﬂl:‘hl:r js alse prepars=d and sent te Army Stars { RE)
section alengwith the advance cepies of publicatioma
sigultanecusly with cne= sapaing of labels te the AITE)
Despateh Section elenguitil & proforma of cempletian r=park,
The Army Despatch Sectiom {nforme the Army Sectiom aboul
the cempletion of the discribucien in the prescribed
proferme (D.P.Xd, These reporcs of mllt:l:-l af
distribution are signed by rhe Head Clerk of Azmy Deapatch

Section. Cech distributicn clerk shall _ni.nuin a register

o howing scticm taken by him in respect ef the distribution

of the publicstion. e

20, The di stribucion of General staff Branch training

manuale should be compléted within ent waek of the date

i of their 'n:-.'lpt in this Departments The Army ‘-'qr.-tl.un

ahould sse that this tine table is accupately felloued.
As regards the publicatiom sther than training

puhllu-;slm. the distributiom should be cempleted a8

Eoon a8 F'_‘-lu-'-
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2l. After the distribution accerding te tha
distribution lists is conpleted, the supply te ragular
creceipiants whoe are earellesc subsequently should be

taken up,
MAIHTENANCE OF DISTRIBUTICN LISTS AND
LISTS OF UNITS

e

-

22. {1) A1l digtribution lists are treated as
confidential apd shall be kept under leck amd key in
the Almirah of the Army Superintendent. The distribuc-
ion clerk sheuld handle the lista with such proper o
as fa required to he taken far the ceafidential decu-
MuEntS,.

11) Beme of the distributien lists have hear
standardised while gimilar agtion may be takea in due
course by the Defence Autheritcies in respect ef the
remaining entg e far as pesnsible. In such casss no
amendment 1s made witheut the specific Inscructions
£rem the cempetent autherity.

411) In the case of publigations, the centrel of
which is the respensibility ef DMRF, when & publication
i®s fssued te a fermation unit the party should be placsa
on the distritution list feor the same unless instructions
are issued to ':th- contrary by the D.M.R.F,

iv) The list of units is & secret decliment and
should be kept with the Assistamt Centreller (Sterss)
under leck and key when ever it is not in uee in the
-'.Ilc:-l‘.;[-l or st the clese of each day. The Army
Superintendent is te ses that the 1ist is net lesked inte
by any of the staff net cennected with it. The list ef
units is cerrected by hami in the Army Sectien by the
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__dealing clerk cencermned en the autherity of the amendment

lists received frem the prepsr autherity, When & new

ivion of the list 1s recs=ived, the old sditien sheuld D=

taken te the Assistant Centreller (Steres) and destreyed
by burning in M; pressnce. A néft'.tf.‘l:l:—l__ﬁ"t.i this Iﬁffect
is furnished to defence autherities cenceimes ever ths
signatures of Head of Office er ghe autherity so
autherised by Head ef Department by specific erdeca.

CHECKTING OF -LADELS 1

23, Afcer preparacion and initial check ef the lebels
n che Addressegraph Sectlen, the labels sheuld be sent

che distribution clecrks in Acmy Sectlon fer furthes

il

sotion, The label preparing Sreup in Ammy Sectiom is ©w
cheok =ach any every lable with the relevant distributlion
and mark number ef coples on eech label, Simultanmous-

rubber stamp bearing ceds pumber and number ef items

b |

cantalned are affixed therson,

. MOBILIZRATION GECTION

SPECTIAL FURCTIONS OF THIS SECTION

=l L

24, . The Meblligation Section shall maintain & limited
reserve stock of certain Military publications fer Bupply
te ur_::l_ltl and fermations sgainst special orders of the

I = . l:ur-n_el luthl_rl‘.tlnl. -T"lfI' Section Ilﬂ:lﬂ't_h_lt cepies of
ad] - skdninenin published te each and every editien ef the
publicatiens stecked by it are placed (loess) inside the
cavers of the booka, /
MATNTENANCE OF STOCK 1

25, Steck should be maintained in il-uuilu- Section
according te twe lists of publicetiens, & tittle ever
500 cepies each of the publicatiens included in ene ef the
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lists ard abeout 150 cerie= of these in the ether ene kept
in reserve in Mobilization Section. Whenever the stock ef
any publication is reduced by & good number of coples, mere
copiea shall ke brought ever fram the Stock Section te
eplanish the steck. :

DISPOSAL OF INDENTS :

— A

iﬁ. The Nebilizatien Section deals with the indents fer

initial supply in accerdance with the prescribed scalea of
issge te newly ralsed units, oversesas units which have
ceturned te India, end units re-erganised and convsrted
from War Etahu:hum;n te peace establislments stc.

Those special indents are «ll cegtired te be appreved oy
the Defence Mimistry, 41! subseguent supplies asual ar
sthérwise except in respect eof publications which have net
neen supplied at all initiel ly are made to thas= unita by
che Army Section,

27 The packing werk in ruumc.-t""nf. these :I..HdE:nt.tl
cemplied with by the Mobilizatien Section is done in Ehat
ssction itself end peckets ars sent te Army Despatch
Jection after entering them in a tranait reglster,

IS5UES 3 1

iy All issues from this I'I-nlﬂll_ﬂt.'l.m Section iga.lu-r.
indents shall be . qunlnur _nra:ll unlur Gratis m::h-r All
such veuchers lssu=d by that -'-m:um sheuld be atamped
Mobd1li satien Section and sent te :Iuct Saction, immnediately .
a3 they sre preparsd, The Mobilizatisn Sectien sheuld alse
use ene Veucher pad only at a .tﬁl and voucher for cepies
as IT.-_-:"t_hi;.-#-ﬂhnn down from the racks except in
very rate cases in which cepies are kept ready for issue
pending receipt of final instructions frem the Ministry.
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19- ;npie.- =* publications mppl_'lud by the Hibﬂinl:iﬂu
Section snly being reoceived back fram tha units fer ene
rsasen er ether ahould net be taken back im the Mobilisat=
fon 3ection. Thay shall ba Teceived hu this Stock Sectien
as in the return of ether puklications. A copy of the
Retury Ferm will hewevar by sent teo Mebilisatiun Section

for necessary actleon,

SECRSCY TO BE OBSERVED &

30, e Hohi l1{sasion Section has been deasignated as &

‘sueret' Sectiom. MNe body ether than the members of the,

w ]l B i o P

2f rhe gection fo-allewed asnittanctE L it. In

fact the =nery im the sectism by others is crastel &8 an
affencm, It come times happens that Military Officars
fram wuc o= to this Section te tale Looks oI @R

helr sfficdiel business. They sheuld be raguirsd to prowe

their henafides by prodveing thelir Identity Canrds Sr Hfﬂ'
gthsr dacumsntia

51.  The Mehilizatien Section should send every 'Secret
Papar' fer deapatch in closed cevers, with all ptl'll..!.ﬂl;l’-

{es 1ike aidressing sealing ete, duly completed threugh

the ctransit reglstsr, i 7

iz, No bedy in the “Mobilization Section should uninr
any clroumstances remove any sfficial paper from this
Department. Any pressure of yerk or arrears should ‘h
coped with by internal e justment.

@F} Army Sc'ctinnr._un_tr E.tm Em!._m snd Addressegraph
Secticn havealss been declared as Secret Sectians. As a
mumﬂlﬁ sscurity, the entry te these sectiens is

restrictsd ehly te such of the empleyees, whe zare werking
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there. The peens and laleurers ef scher sectiens whe

are reguired te deliver the efficial dak etc, are,

- howsver, permitted to enter these sections en efficial

business. Aay ether persens requiring to enter thess
sections on officlal tusiness is required te take
permission frem the Superintendent €Asmy). -

Outside efficials from Defence service etc, whe
c#ll at these sectiems in cennectien with eofficial werk
should invariably be asked te preduce their -Illhutlr.r
Cards any they should be checked by the Supsrintendent
(Army) befare he attepds te them, They should alse be
required te sign in the register which shesuld be malntain-
el with the Supdt, (Ammy) with the fellowing hesdingai-
1 AT
“s. Full signature of the afficial
i, Desfonation apd office address
4. rurpose of vislt
5. Time of arrival
6, Time of departure
Any one found vielating the abeve imstructions will
render himself liable te severe disciplinary action as may
be permissible under the rules (Cf. T.0. Ne,l15/5M/7]1 dated
.11.:11. 1971) .

DISTRI BUTT GN/SUPPLY OF ARMY ORDERS/INSTRUCTI ONS
:__,_\_\_\_‘__ e R S e e, R

TO ARMY HEADOQUARTSRS AND OTHER LOCAL UNITS 1

Army -rﬁ-rlf:nlt;u_m etc. should invariably
be sant te Army Head OQuarters amd eother lecal units
by cenveyance immediately en rlun_:i.pt from the Pregses and
accerding top prierity, (C£.9.0,Ne.23/74 dated 1,8,1974).
FUNCTIONS 1

The functiens of the Sections in Army aide are
briefly given balewis=
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ARMY SECTIOM 1 : L e

Army section {8 headed by Sypserintendent (Army).

This sectien 18 respensible te psrform tha fellewing

= functionai= - e

1Y HMaintenance of distribution lists apd
lists of unite.

11} Arranging distributien and casual supply of
all Army poblications accerding te the
pragscribed precedure snd rules.

141 Undauﬂﬂng all serts of carrespasdance
relating te army publicationsa,

iw “heacking of lakels apd ociving ocede numbar
of distribution, number of {cvams, somber
mf ceples sto. thersen.

Preparing all serts of | ssus= veaochérs in
respect of Army publicaelone.

vi) Semding such packets” of Army publications .
which are packed im Army Section te Army

Deapatch Sections,

-
.

wiil Atvending te any Hn.rk connectaed with Army

Publicatien Es

ARMY STORTS smm :

Y

Army Stere Section is’ headed by a Store Kesper. The
functions of this sectien areas followste
il Te recetve all ﬂ.f.'llh army publications frem
the presses or rthnrnin.
_ 1i} Te 'lﬂ advance copies eof new army puhll.uatim:
5 te Ju:n; Bection fer infermatiom and further action
regarding their distribution/supply etc.
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1if1) Te recedve all und Blluntﬂftl’btl!ﬂlﬂ_.ﬂﬁ.l_l_'i;-hlr
Publicetisns, te prepsrs the presceibed ‘Rsturn’
farm in resspect = tha sams ahd L8 marge it in

i ——=
fy) Te ssnd sil the Fetuen Fares te Acsy Sectisn Fec
Purther sctien.
v) Te n-i-.i.nhd.n presoribacd Feceipt Register in
fespect ef wll Azey pub licatiens,
vi] Te supply the mumier oF ceplss of Army publicstisns
ts Army Daspatch Sectlien se par digtributisn
‘-I.I'lunl‘lll.' regmlvec (rwem Apmy Sectlish, -

vil) Te steck the residusl ceples in steres onc te
meintain aters lsdys: iR cespect ef gmph ano -
avery Rrmy pubilicetions in the ssms wiy &8 is
date §n Civil fstuil Sterssy

wiil) Te pick up ano supply cepies of Rpmy putlisatiens
against casusl supply weuchere/indente,

i,-]l Te past all ssrts of leous weuchaza in the
reapective aters lLedgere duly wverifled I! ths

Internal AUCIiLE&L,

X) Ta submit sut of steck Itlﬁ_l'ﬂ:lll‘l :“pint of

Azpy publicstisns when th-i.tnil.-ulnlqi dewn te
10% te Apmy Sectien whe sheuld pesg trulu'rlth
their remarks ts publishing ssctien fer furthes
necessaly ‘msatisn,

zi) Te wesdout the .n--ut- ﬁllr ll.bunm.rnl an per
preecribed rulee snd precedurs,

xii] Furnishing infarmstien sbeut Aray publicstiens.

x1il) Submigsien af steck baelsnce statessnts,
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xiy) The ganeral duties enu rospengibilities ef Sters
Keepar end Stere Clsric in Army Sters srs the
same s are in Civil Steres,
ARMY DESPATCH SECTION g :
m im headed Gy a Head Clerk, This

.
Sectien ig respsngdble fer pecking anc dmepatch |l"' Rroy .
publications sm per issus veucher: rocelved Fran bz my

Sectien, The duties and Functiens o this Sectieh sre

Chie soms =9 are of Civil Despatcr Sactlen, Over snd sbhgys e
Army Cuapatch Sectien Is te Lniac zrmy Seetisn sbeut
Ene cemplatien o diptributies = it licatiswng in the

proacs ibed preferss,

+Sharse™



= Hindi Section

Hindi Seection had come into exiglsteance _-.
the ysar 1975 with the creation of ome post <
Hindl Translator. One poat of Hindi Typist

_Ili!ﬁi;r.ﬁiﬂ.i_&teda The section was plated uncerg (\ata Trs =
the charge of Asstt. Centreller (4dmm, ). y. fsale
One pogt of Hindl Officsr mow re-designated “ﬂ“{:
as Assistent Director (Official Lamguage) wnd ° sl
more posta of HirMli Translators were subseque!tl] b =
cregted w.e.froo 1,3,1981 and the Hindi Section FHE Borafe
startad functioning under the charge of Hindi o)

Officer on his appeintment w.e, from 1.8,1%8
Functiong of Hindi Seetion and the dut
of the Assigtant Director (Officlesl Languag:
Department of Fublicgtion, Delhi:ie
Hindi Secticon comprises of One& Assis
Director (0.L) and four bimdl Translators
The dutiez of Asstt, Director (0.L) 1s
angures inplementstion of Govt.'s Eplicy, B =
Schemes and Ordsrs lssued by the Govt. Irol
te time with regard to the propagation, prow
acceleration and use of Hindi in the oificie K
in the Department of Fablicatiom, i
1, To conduct workshop te ensuring practlce
the uge of Hindi by the offieclals possessin g
working knowledge of Hindl as prescribec
2, To conduct/convens meetings of the Uff|
Language Implementation Commjitiee oI the= ,
Department of Fublication, - ' 2
3, To assist the Contreller of Fublications To ’
attend the similar meetings held at hign=: \
level viz, Meeting of the Hindl Salahakar |
Sgmiti of the Govt, of Imdia Ministry of |
Urban Development, Mew Delhi and other ||
meetings convenéd by the Department of
Official Languagee =
4, To attend similar meetings of the Ministry
of Urban Development,
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5. To arrange obligatory training in Hindi
Iyping for ti= ‘als of the Department
= of Rblication.
6, — Ta conduct inscection/to help conduct of
.t.ﬁspu-ﬂtinn by the Branch Officers to watch
the progress in the use of Hindi in the
gections under thneir charge and to engure
implemsntion of the orderg on the sabject,

7:« To compile amd suomit the periodical returns
to tha Ministry of Urban Development/Minigt
eries for'the crogressive use of Hindl in
the work of the Lenartaent,

8, To implement (:=n Award Scheme regarding
promotion of

a, To superviege the g iom, to vet the trangls—
tion done h'tr}r the Hindi Translators and to
control the work of r'll-ndi Typing.

10 To supervise anc control the library of
Hindi literatu.e purchased with a view to
promote Hr.i.u:li.
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