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. MADRAS PRINTING MANUAL

Issued under the aulhority of the Government of Madvas.
(Revised up to 31st March 1965.)

PART I

RULES REGARDING SANCTION ANI} INDENTS FOR
WORK, SUPPLY OF PUBLICATIONS, ETC,

Government Presses and allocation of work.

L. The Government Printing Department is established lor the
purpose of execuling the printing and binding work of the Govern-
ment of Madras, distribution of certain forms and ihe manulacture
of certain articles of stationery. 'Uhe presses at present existing
for this purpose are the Central Press, Mint Buildings, Madras-1,
the Central Jail Branch Press, ark Town, Madras-3 and the
Governwent Dranch Press, Pudukkottai. A small section of Lie
Press is maintined at the High Court, Madias, for printing the
daily cause lists. A publication book depot is located at No. 166-A,

1 T

| ] Madrag. . 4 - il
i, Madras-Z, 1or [lee 1ssue ol PULiIcalions o Govern-

ment Offices and for sale to the public, All corrgspondence relal-
ing fo Printing, Binding, supply of forms and Rubber Btampe
showid be wddressed o the Ditectop ol Slationery and Printing,

Mint Buildigs, Madras-1 and that relating to supply of hooks and
remubtances [or .J[|]||I af ],"s<_r|_|_1|-.___ ALl i':;?l:uj-: A1101B -Iil_'-!].i-_i be sent
to the Director of Stationery and Printing, Publication Depot,
Government Branch Press, Mount Road, Madvas-2. All Confiden-
tial work and correspondence connected with it should be sent to
the IDirecvor of Station ry atild Printing, Madeas-1, addressed to
Inm by name folly secured with official seals and double covers

vide peragiapl 22 Al references  should  quote the previosus
correspoudence, i any, on the subject. In the case of standardized
torms, the group: nwmber and the serial number of the form in the

group should also e i I No work or correspondence should
be addressed iy subordule of the Press. No person other
than an emplovec of the Press 1s allowed to  eater the Press
Department cxcopt with the  permission of the Guazetted Officer-

in-charge of the Department. Heads of Offices skould not, except
in special cncumstances, depute clerks w the Press to make addi-
tions to pioofs in the Press and wait for copies, etc., unless they
are asked by the Press to depute persons to settle queries or take
delivery of urgent and specia] work.

2. Central Press, Mint Buildings, Madras-1.—This DPress is
allotted with the work of printing Government Orders, Board’s
proceedings, the Fort St. George, Police and Registration Gazeltes,
(Reneral District Gazeite supplements, all confidential rapers,
work in languages other than Iinglish, High Court Documents and
forms, ¢reneral Forms work, covers, labels and flags, generat
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winding and- manufactire of Rubber Stanps. Lypes are available
wi priuting o lunglislt and Tamil,  Swall quantiees ol bypes ares
available in T'elugu, Wannada and Malayalan languages to enable
the Press to handle small items of confidential nature in  these
languages. Work in other characters or posters in ¢ther than
Lnglish and Tamil are not undertaken.  The current weekly
numbers of the Fort St. Gevrge Guzelles wud all papers placed ab

the disposal of the Press are lssucd [rom this Fress. General
correspondence, regarding the lree supply of forms, standardized
forws supplied on payment, l'rivale I'ress Bills, establishincuis,

ete., is dealt with here.

3. Branch Presses.—There are two branch presses, one at
Fuduklkottai and the other at the Central Jail, Madras. A smali
press 1s also wnaintained in the High Court, Madras, for prinung
¢he daily cause lists.

In the Pudukkottai Branch Press, the district Gazettes bolli in
English and Tamil Janguages, the calendars of various Govern-
ment Colleges and certain other ordinary printing and binding
workg are done.

In the Central Jail Branch I’ress, printing and binding stand-
ardized forms for certain departments and manufacture of common
covers ave undertaken. Buesides these, printed copies of forms ot
certain standardized groups are supplied direct to the mdenting
officers from this Branch Press.

Note.—TLe allocation of work belween the various bramnches of the press
is done by the Director of Stationery and Printing in this discretion haying
regard to administrative exigencies and quink execution of the work. it is
likely to vury from time to time.

4. General.--l'he Director of Stationery and Printing Is
empowered to suggest any methods of executing work and is
vested with discretion to refuse to adopt expensive methods of
printing, binding and other wotk uunless specific sanction of Govern-
ment is obtained by the indenting officer.

5. Printirg.-=The priuting work ordinarily undertaken by the
Press is divided into two main classes—

(¢) Ordinary printing such as Government Orders, notes,
circalar letters, proceedings of heads of departments, ete.
(b) Printing of periodicals, reports, returns, ete.

‘

'Whe printing and distribution of stadardized and nou-
standardized forms is dealt with separately.

8. Ordinary printing may be oreded by all officers mentioned
in Appendix A subject to the limitations noted in certain cases ar
to the restrictions in paragraph 16 as regards the minimum number
of copies. Any addition to the list requires the sanction of Govern.

ment.
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4 . . . ) .
7. Reports, Returns, Hstimates, et¢.-——Those «sanctioned for
printing are given in  Appendix B. Any addition to this list
requires the sanction of Government.

8. Works of an wnusual character, Beporls, etc.—The Director
of Stationery and Printing shall exercise his discretion in under-
taking work of this nature and shail requite specific orders of
Government in cases of daubt.

9. Printing for efficers ol the Central Govermment is goveined
by the Government of Iudin Rules for printing and binding and
1s undertaken only with the specific sanction of the Chict Controller
of Printing and Stationery, New Delli. No work as a general rule
shall be taken up unless the expenditure for purposes of IeCover)
ts duly provided for in e appropriations or reapproprintions of
the yeuar in the Centrul Budgets. The revised and (he budget esti-
tes i connection with the printing for the Centeal Officers to
be done af the Stute Press shall be preparved in the Government
Press, Madras, and sent to respective heads of Central Depart-
ments fop meorporation iy their hudgets,

(a) In the case of the following, the worl, may, however, he
taken without the sancticn of the Chief Controller of Stationery,
Now Delhi :—

() Work done on cash payment for Central Officers, who
meet the expenditure frora their grant.

(i) Printing work done for the Superintendent of Census
Operations, Madras, the expenditure involved in printing  being
debitable direct to the Census Department.

(1)) Work done for officers of the Indian Posts and
Telegraphs Department, the expenditure on printing  being
debitable direct to the In<iin Posts and Telegraphs Department.

(b) Recovery of cost for work done for the Central Govern-
menl—"The cost of printing work done for the Central Govern-
ment 18 recovered at cost in the case of Central Officers and with
the addition of 23 per cent extra in the case of Post and Tele-
graphs departments either by cash pavment or by book adjust-
nent through the Accountant-General and the following procedure
will be followed :—

(i) Central Officers.—The cost  of printing and binding
work done for the officers of the Cenbral Government, as sonction-
ed by the Chief Controller of Prinfing and Stationery, New Delhi,
will be worked out and a claim preferred monthly in duplicate, to
the Chief Controller of Printing and Stationery. New Delhi. who
will arrange to draw a chequei/demand draft for the amennt snd
forward the some to this office in  token of settlement of the
transaction. :

807-1 -—14
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(iiy Fost and Telegrapls Depurbiments.—A  statemens ol
cost for work done [or these departments shall be sent to the
respective circles quarterly and if required monthly and on their
approvil. atrd countbersivnature the elaim ghall pe adjusted Ly the
Accountant-General.

Nore.—The provisional monthly and querterly recoveries shell be subject

to final yeur and adjustments with reference to the actusl overhead charges
t/the year,

(i) Printing for Private Bodies.—1In cases where printing
for private bodies is sanctioned by Governwens to be taken up in
the Government Press, tlie cost (either the actual or with 25 per
cent extra as may be ordered hy Govermmnent) shall be recovered
from them, then and there either by cash payment or book adjust-
ment worked oub on the prevailing overhead charges and the
vecovery shall not be subgeet to any fuctustions in the overhicad
charges.

10, Indents.—All matters sent to the Press must be accompa-
nied by an official memorandum or indent addressed to the Direc-
tor of Stationery and Printing, Madras, showing the name ol the
oftice and signed by the Head of the Olfice sending the work, ‘The
memoiandum will state the nature of the material sens, whether
it is complete or otherwise, the size and style of printing and the
number of copies (signature, spire, cle.), which will eventually be

required aud whether the tvpe is to be kept landing; il po, the
date when and for what worx [uriher copies or extracls will be
wanted. The Director of Stationery und I'rinting shinll vxercise

hig discretion in keeping such mafter standing or otherwise. For
blank ‘books the number of leaves should be stated, If a form is
gent direct, the memorandum should quote the authority exempt-
ing it from the general rules of supply. Work sent fo the Press
mcomplete in these respects may be returned.

Lovery otficer placiug an indent lor printing should furnish a
cortficate in his own hand to the effect that he is personally satis-
fied that the number of ceptes indented for is really necessary and
has been fixed with due regard to the actual need for the public or
the Government Indents not accompanied by the certificate will

not be complied with.

11, Gopernment Orders and Proceedings.—When — papers are
e Press enclosed in dockets, or with Press slips, no
memorandum need be sent but clear instructions as  to
what papers ave to be [31‘i]li!--f1, whether in full, in abstract or head-k
: the order in which they are to appear and whether
I should be noted on the docket when the mnus-
y the Press torether with the number of spave

gent Lo

separa Le

I]]'|2:: |j\:\;i- .
T\r:'mrq are prenuire
'l | .‘II-\. 1 :. 1 1 |

and signature copies rey ired
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12. When complete files are sent, it will be understood that all
currents, annexures and enclosures are to be printed unless clear
Inscriictions are given on the memorandum as to what papers are
0 be printed in full or n abstract and in what order they should
pe printed. '

13. When any part of a paper is to be published in the Gazette
or issued in another form, a separate note must be sent or the order
should be communicated to the Press separately as action cannot
be taken on papers sent for printing only.

4. The crder for priuting the full number of signature, spare,
Press circulation and other copies should be given at one and the
sanie tme.  The practice of printing of copies in small batches
causes delay, increases the cost considerably and leads to errors.

15. Printing up of Secretariat Notes, Intermediate correspon-
dence, etc.—Advaniage should he taken of any interval in the
progress ol immportant cases, caused by the postponement of orders,
relerences [or further information, ete., to print up the notes ard
correspondences. Type should not be kept standing longer than
three months special orders signed by the Secretary of the Depart-
ment concerned, and whenever the circumstances of the case
permits the matter should he printed off and not kept in proof.
Copies of incomplete notes, etc., that may ke printed in  instal-
ments will be kept in the Press till the whole case is completed.

16. Number of copies—No work shall be printed at any
Government or private press unless at least fifty copies are actually
required.  Matter which can be conveniently or more cheaply
copied by typewriting or duplicating machines should not be printed
e.g., annual indexs of which only a limited number of copies
is required. Exception iz made to this rule in cerfain cases where
a few copies of returns or forms are required to be submitted in
print to the Government of India. The restriction as to the
minimum number of copies does not apply to Government Orders,
Board’s proceedings or memorandum or work ineinded in
Appendix B.

17. The number of printed copies required of anv paper or form
should be calculated carefully for all anticipated requirements so
that unnecessary reprinting may be avoided.

18. Reprints or Additional copies of Reports, etc.—The reprint
in full of proceedings of ane departroent in the proceedings, circu.
lars or office orders of another department or office should he
avoided. Circulars hased on Government Orders should contain
only a precis of the subject-matter and not the Government Order
itself with connected correspondence. ~ To prevent unnecessary
vesetting of tvpe, sufficient spare copies of the final orders should
be asked for when submitting proposals to Government nr other
authority. A note stating the number of spare copies required
shall he made in red ink at the foot of the originals of all important
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letters or rgports to Government or the Board or of the orders
thereon, if a large number of spare copies than usual is required.
Pov annual reports, the Board will arrange to give intimation to
the press of the full number of gopies to be printed immediately
alter the reports have been submitted to Government. Sanction
of the authority issuing the order or publication may be required
for reprinting copies when the course 18 not followed, or when the,
type has been broken up. See also paragraph 208 (e) for
proceaare 1n the case of reports circulated to the Press before
review.

19. When the Board of Revenue commuflicates Government
Orders in full to subordinate authorities the proceedings should
usually be printed on a separate leaf to which spare copies of the
text of the Government Order can be stitched, except in cases of
shoir orders o1 a large number of copies when the press will adopt
the most convenient course. The press should, in such cases, be
mformed, nmmedintely after the report has heen submitted, of the
full nuwmber of copies required ol the Government Order and of any
report by the Board, also if the type will be required for other
purposes such as Gazebtes, manuals or eireulars.

20. Reprints and Revised Editions of Manuals, Code, etc.,
require the sanction of Gevernment. Such work and other old
records and indexes of the different collectorates should, as far as
possible be sent to the Press during the months of April to
September. They are liable to be delayed in other months by
more pressing work.

Nnte.—The Board of Revenue, Madras is empoworgl to * reprint the
following publications in consultation with the Director of Stationery and
Printing.

1. B.8.0. Volume I to IV,

Famine Code.

Security Manual.

Loans (Takkavi) Manual.

Revenue Accounts and Regulations.
Stamp Manual.

Settlement and Survey Manual.
M.F.C. Volume II.

. M.T.C.

10. M.A.C. Volume L .
11. Budget Manual.

12. F.R.

13. Manual of Special Pay and Allowances

14. Pension Code.
(G.0. Ms. No. 1893, Revenue, doted 31st May 1963.)
(6.0, Ms. Na, 3209, Public Works, dated 10th December 1964,)

© PN oo w0
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21. Confidentia} printing costs nearly twice as much ‘as ordinary ‘
pristing and should be avoided as far as possible.” Papers which
are temporarily confidential and ordinary class examination papers
can usuaily be printed with safety in the Press as * care ' or Semi-
confidential papers at ordinary rates. xamination results are not
treated as confidential in the Press. As few copies as possible
should be printed of confidential papers.

@2, Lonlidential papers shall be enclosed in double covers, she
mner cover e ill],.'_ eialed, marked ““Coniidential’’ and superscribed
“only with the name of the Director ol Stationery and Printing,
the onter cover being addressed to him at Mint Buildings by his
official designation. " Care " and similar papers should be enclosed

in single covers marked '‘ personal . All instructions should be
written on the first }ag2 of the manuscript or proofs sent, and
signed and dated, all sheets numbered and all blank sheets renoved .
Lefore such work is s:ut to the Press. When this is done, the
separate memorandum reflerred to in paragraph 10 is not required
lor confidential work.

23. Type and paper.-—"The kind of type and the size and quality
of paper will ordinarily be decided by the Director of Stationery
and Printing, the work being arranged to suit some regular frac-
tion of a standard size to avoid cutting slips to waste, etc.. the
quality being the cheapest, commensurate with the lmportance of
the wotk and the period for which it is to be preserved. It should
be noted that the cost of paper of the same kind is proportionate to
its weight and thickness as expressed in  Kilograms per ream.
Uniformity-of size of type will not be observed by the Press when
.t is economical to use standing matter, e.g., when a gazette notifi-
cation appears as a resolution, etc. Government Orders which
occupy half or less than half of a foolscap size page should be
printed in quarto size paper, copies required for binding purposes
along being printed in foolscap folio size paper. \When matter that
might suitably be printed in double columns is received in the
press. the Director of Stationery and Printing  should on  the
specific case raise the question of printing it in double columns for
the decision of the head of office concerned.

24. Supply of paper.—The Government Press is authorised to
get from the Stationery Stores all kinds ol paper, etc., required for
printing standardized forms and other worlk relating to all Govern-
ment Departments and local bodies. For {kis purpose the Press
Jranch will send an Annual indent in the prescribed form to the
Stationery Branch which will pass it. As there are no facilities in
the Press for storing the paper, the Press Branch shall receive the
paper in small instalments. TFor this purpose the Press Branch
shall send separate rvequisition for supplies required for immediate
use. The quantities issued on the requisitions shall be set off,
against the quantities passed on the Annual Indent. The requisi-
fion shall be sent in triplicate in the form prescribed for the
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parpose. ‘The cost should be debited to the departments concerned
at the end of each year. Heads of departments and offices except
in cases where the printing of any kind is authorised by Govern-
ment 1o be done under vheir direet control should not indent on
the Stationery Branch for paper required in their departments or
offices for printing.

Wastage Allowance.—Ixcept for cheques or water marked
paper, additional paper to allow for printing wastage is calculated
at the following scale :—

(1) Works requiring operation either in machine room or in
binding :—
Under 500 impressions up to 1 per cent. 500 to 1,000
impressions up to } per cent. Kvery additional 1,000 impressions
up to % per cent.

(2) Works requiring operation both in machine room anqd in
bindery :—
Under 1,000 impressions 2 per cent.  Kvery additional
1,000 impressions 1 per cent.
Norm (1).—Spoilage shall be allowed in excess of the above scale where a

high standard of exeoution is required, at the digeretion «f the Officer in
charge of the department.

(G.O. Ms. No. 843, Education, dated 15th April 1952.)

Note (2).—In the case of small jobs, where the quantity of paper allowed
for spoilage works out io less than one sheet, & minimum of one sheet
shall {e allowed.

(G.0. Ms. No. 2780, Public Works, dated 18th June 1956.)

95 Urent Waork 1s considerably more expensive than ordinary
printing, aud no work will be treated as urgent, unless it 1s
orwat overinge letter or with the press slip signed by
the head of the Office concerned, or in the Secretariat by an Officer
of not lower in rank than an Assisiant Secretary, who will take
proper measures to see that the Tress is not asked to print papers
wroently when such @ coursa can be avoided. Call for immediate
nrinting or for work timed for return within 24 hours shall ke made
only by a oazetted officer and not by another officer for him.
[rf'f.l'1||l-|'1h'n' messages will not be accepted as equivalent to the
grerned meriorandnm nnless confirimed. and no n()tice WllL be ta-ken
in (e Press of nnsigned requisitions for urgent treatment. When
the item is large, or the necessity for urgency is not clear, the
Director of Stationery and Printing, may refer the question to the

head of the department concerned.

96. Overtime work is more costly and is never so well done as
fhat executed during ordinary hours. Working overtime is at the
Aiseretion of the Director of Stationery and Printing, the hours of
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work are limited .under the Fuctories Act, 1948 o 9 liours per iday

und 18 'nours per week [or each emiployee.  Lixemption from  all
or any ol the provisions of the Aet can be granted only by thg
Government by notification in-the fforl St. George Gazette. I'he
Chiel lnspector ol actories has ulso certain limited powers for
granting exemption. In order to place a check on  overtime
payment, Government direct thal demands for ;~:|1ui|1|\,. early

printing should be mude only in cases of real neces iI\ by t1he
Secr Hl\, it the departinent concerned and that g r,l:ulul\ reburn

be submitted showing the occasions on which special overtime hes
been worked and '||.- department which sent the “wrgent” wr_:r‘J(
and was responsible  for  thie overtime, Departments  of  the
Secretariat should, when printing work is likely to  be required

urgently, furnish definite information to the Director of Blationery
and Printing of the amount of work to be done and the time whet
it will reach the press. Failure to do this will involve a risk of the
printing work not heing executed by the required time for which
the Director will not be held responsible.

27. The Central Press at Mint Buildings, works in two shifis
as follows :(—

First Shift.

Week days. Saturday.
6-15 a.m. to 10 a.m. 6-46 a.m. to 10 a,m,
and and
18-30 a.m. to 2 p.m. 10-30 a.m. to 2 p.m.

Second Shift.

2 p.m, to 5-30 p.m, 2p.m. to 5-30 p.m.
and and
6 p.m. to 9-45 p.m. 6 p.m. to 9-15 p.m.

Some sections of the Central Press work in normal working
hours as follows :—

Week days. Saturday.
845 a.m. to 1 pm. 10 a.m. to 1 p.m.
and and
2 p.m. to 5-30 p.m. 2 p.m. to 3-15 p.m.

The working hours of the branch presses are given below :—

CENTRAL JAIL PRESS, MADRAS.

Week Days other than Wednesday Wednesday.
but including Saturday.
7 a.m. io 11 a.m. 7-45 a.m, to 11 a.m
and and

12.30 p.m. to 4-30 p.m 12-30 p.m. to 4-30 p.m
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HIGH, COURT CAUSE I.IST PRESS,, MADRAS.
COMPOSING AND READING DEPARTMENTS.

Week Days. ‘ Saturday.

10 a.m. fo 1-30 p.m. 10 a.m. to 1 p.m
250 p.m.. to 7 p.m,

MACHINE AND DB INDING.

11 a.m. to 2-30 p.m. 10 a.m. to 1 p.m.

3 30 p.m. to 8 00 p.m. .

JCOVERNMENT BRANCH PRESS. PUDUKKOTTAL
Week Days. Saturday.

-4 a.n. to 1 p.n. 8-45 a.m. to 1 p.m.
2 M pan. to 5-30 p.m.
Instructions regarding special work should reach the Press
at least half an hour before the normal closing hours.

28. Sundays.—As under the Factories Act no worker shall
be allowed to work on a Sunday unless he has had or will have a
holiday for a whole day on one of the three days immediately
before or after that Sunday with due notice to the Inspector of
Fagtories, no work will be possible under ordinary circumstances
and even in cases where it may be permissible by the interven-
mg hoiidays the work done on Sundays is expected to involve
additional expenditure on account of overtime payments. The
Press will not he open on Sundays, nor on the holidays mentioned,
in the following paragraph, unless a Secretary to Governmnt of
the Private Secretary to the Governor certifies that a special work
is so urgent that it must he done on that day. Orders for holiday
work at other times will be given at the diseretion of the Director
of Stationery and Printing.

29. Holidays.—The Press will be closed on all public Nolidavs
as declared bv Government, subiject to arrangements being made
tor wrgent and special works

NoTe.—Permisgion to atiand offle
at the discretion of tha Dirortor
day or any days requiring 1ol
from work-rs, but such pormn
the condition that tho hours
days.

r to leave early may be granted
i'nery and Printing, on any festival
un performanco or any dsy for valid reqnests
should  he  grented subjoct necessarily to

at chould be made up on subs-quent

Preparation of Manuscripts and style of ordinary printing.

3(. Preparation of Manuscripts for Press.—Defective arranga-
ments on the part of those who send work to the press cause-delay
and expense. The time required for the execution of printing
largely depends on the proper preparation of the copy. 'The
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Director, may at hlb discretion, refuse defective matevials stating
P reasons w1 a celter addressed to the head ol the oftice. aul
ucads of olhces should personally sec that the tendency to sena
unpericet manuseript to the press and to call for repeated proors
is checked.

3l. With the exception of notes and proceedings of Govern-
ment all materials sent to the Press must, as a rule, be complete,
and m all cases the manuscripts should be typewritten it possibis
cn one side of the paper only, if urgent with the pages numbere

and arranged in (,onqecutive order, and the matter carefully
edited with mames, pa1a01aph numbers, notes and other veferences
inserted exactly as required in the final copies. Names, designa-
tions, headings, etc., to enclosures or letters should be edited
whether to be run on in one paragraph in abstract or as a head-
ing in each case. Foot notes should ordinarily be written next
to the lines to which they refer and not at the foot of the pag.
of manauascript. A duplicate copy of printed matter should he
sent when both sides are to he reprinted.

32. 'whe press cannot trace out or supply sheets of gazettes
other publications as copy for compositors nor fill in figures cr
references for indexes, ete.

33. All ufficers who correspond with  Government will give
attention to the way in which their letters are copied. They
should be if not typed, written in a clear, bold hand without era-
sure, in dark coloured ink, properly punctuated and paragraphed.
i that  they may be ina  state fit to be put at once into the
printer’s hands. Marginal notes and entries should be avoided
e fai as possible

34. The paper on which manuscripts for the Press are pre-
pared shall normally be 13 inches (33 cms.) in length and 8%
inches (21'5 cms.) in width; in cases where wider paper is found
necessary the width shall be some multiple of 8% inches (215
cms.).  Iinclosures shall be on paper of similar size. except where
there ix speciad cause for varlation, (e.g., in the case of sketch or
nlan).

35. Spelling and Transliteration of IEnglish.——Terms intn
other languages, names of places, persons, etc., in manuscripts
sent to the Press should be in accordance with the recognised
systerr and ine instructions in Part IT of this Manual, the use of
syinbols, other than those which denote the long and short vowel
i 2ine discontinued in ordinary publications. When the work of
several writers is to appear in one publication (such as enclosures
1o a report) all spellings should be edited and made uniform with
‘he body of the publication before the manuscript is sent to the
Press. DPapers are liable to delay when this has to be done in the
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proof. T'his applies also to the use of capitals, italics, punctuation
unusual or teclknical abbreviations, side headings, notes, chapter
and section headings, etc., and to the form of ofticial address used
i correspondence. Unless speciad instructions are given on the
signed memorandum’ which accompanies the work when it ig
frzt sett to the Press, or the work is one ol a special series,
subsequent alterations of “‘style’” in the proof by the Author wii
not be attended to by the Press.

56. Manuscripl for statements and periodical  returns.—Tns
type of tabular matter in annual reports is usually kept standing
and it will save time and tend to ensure accuracy, if paper is
pasted over the columns that require alteration in the statement
st veoated, and the altered figures are written thereon, usiay

one swe only, inetead of writing [vesh stuternents in full. Tws
method of altering reprint matter to serve as manuscript for the
press is equally economical, in the case of periodical retarns,

establishment lists, ete., algo for a series of statistics of the same
kind when all cannot be put in type at onge.

37. The reprinting of statements, with the figures in some of
the columns removed for office purposes is as expensive as ve-
setting type, causes mistakes, and is not allowed except in the
cage of Finance budget estimates. Paper can be pasted over the
figures not required and the new fignres written thereon as sug-
gested in paragraph 36.

38. Tabular matter isan expensive form of printing which
can in many cases be saved, if the contents of the statement or
“table’’ are run on as ordinary letter Press. The expense of
tabular printing should be avoided whenever ii, is possible to do se.
In tabular statements which are prepared in a prescribed form,
Nil columns and items should as far as possible be omitted; a few
entries of remarks can be inserted as footnotes. District and
taluk names or other matter common to two or more pages or
colnmns can be arranged as a headline instead of placing each
a blank column, etc. Much space mav at times bhe saved by
converting the column matter into the heading and vice versa.
The omission of lines hetween ‘' rupees and paise '’, ‘‘ acres and
cents ’ and “ month and day of the month” will reduce the
naniber of columns, save time and money and add to the Tegibility
of the statements. The smaller the number of columns and the
fewer the blank spaces, the lower will be the cost nnd the more
quicklv will the work be printed. Before preseribing the form
of heavy statements which will have to be put in type. the office
concerned should consult the Press as to the best form for

printine  purposes.  If  tahular getting is nnavaidable, printed
I'T]‘r"‘: ]H‘-‘f"“f"‘f"l? ””.’ T'.']]"TI"II'IE" (Tﬂ]"ln]”-i iﬂ "‘111"]} "4-'1"I"T1'1|"|"“! »‘_lhr\‘ﬂ‘] |1n"
"‘TI'1‘|”I"'] l-"l't'\\Jil-!i'l-i H T\“. '[',\['if‘.\'.'.”l.]r" fo 4-11\ N \\'Hh,--,”',_ g:u-]—;ﬁr-h',?

clearness.
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39. Numbering' of columns is rarely required in a prinied
sidieient und will be omitted unless there are special reasons [or
its use. Sesting of large blanks for future corrections in tables
such as establishiment lists, etc., 1s nearly as-expensive as reading
matter.  Such blanks are not permitted; interleaved copies can
be used for corrections.

41, l'ables ol statishics should not appenr in the |_pud'_\,' of a
report, and in other cases should wot be printed lengthways on
a page unless distinet economy of space resulls thereby. Lhey
should be prronged as [ue as possible to fil] pages without aproai-
Mg ee the ope by ulinecessary gaps between the lines.  The
,"""tJ,".-L\.T~|r fouo size lends itgell easlty Lo Lhe printing of tables witls

their heading across instoad of along ftue lenglh of the page
Gr;pt.(’.llﬂl}f i remarks, ¢le., dre I 5'.'_L_':=1|':| o thei proper }_1!_;1‘_-;_-_ 2
footnotes.

41. The Director of Stationery and Drinting will make
saggestions for compression of matter sent to him for printing
such as (a) the deletion of ‘ nil ’ statements and unnecessary will
titles papers, etc., (b) the reduction or re-arrangement of table
matter and (c¢) the omission of column leadings in registers and
stiould refer the matter for the orders of Government if his
suggestion is disapproved by the Officer ordering the printing.

42. In the case of reports for incorporation in the State
Administration Report all tabular matter not absolutely necessary
should be scrupulosuly climinated even in appendices.

43. Non-tabular Form.—This style is to be adopted for
electoral rolls, lists of voters and of candidates, abstract state-
ents of proceedings, disposal lists, catalogues of books, notifi-
cations of appointments, notifications under section 6 of the lLiand
Acquisition Act. indexes and for most establishment list, when
{his~ form is cconomical.

44. Specimen forms appended to rules or prescribed in orders,
ete., need nov be printed in full size but should be compressed.
The trbular form will not cften be neeessary and headings ean le
rambered and run on as text matter especiallv in the case o©f
sample forms of application for appointments in advertisementis.
This does not refer to the preparation for the printer, of copy of
the actnal forms to he used, which should be carefullv drawn out
to tice.

45, Marzinal noles and entries and references entail mucl:
trouble, increase the cost and should 'be avoided as far as possible
in preparing the manuscripts for printing. The subject heading
of rules or paragraphs can be more legibly inserted in smail
capitals or italics as a side heading run on with the text, and
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Government Orders or other authorities quotéd can generally,
with equal advantage, be inserted at the end of the last line of
the paragraph enclosed between. parentheses or brackets. 'The

. 10 which suth notes are lo be iransferred in print should
be cleaily marked in the manuscript. If marginal notes are
absolutely necessary, they should be preference be cut in the text

46. Printing in half margin is also expensive method for which
sanction of Government is required except for Madras Bill.

47. Treport perivdicals, cte., Sizes, Type ~and papers.—The
body of a report should be almost entirely 1 narrative form. it
will occaslonally be necessary, to introduce tables or comparative
slatistics into the narrative put such tables should be brief an

simple and  their number 1igidly restricted.  All works shall
ustally be printed in sizes of foolscap folio or Royal octavo, other
sizes being adopted when it is found essentially necessary. DPress
commiuaryies shail be printed in octavo size. When maps arz
given, itk conveinent to place them al the heginuing or at Ui
end of the voluwme, but the nwmber should be vestricted. The
number of pages fixed as the maximum it of e report glydel
not he exceeded.  When reports or relurns are p imted  hefore
submigsion to Government, the earhiest dale they alould bhear 1w
the date on which the list mabugeripls are sent  to the Tress

g he o alle adopted i the printing of Admintadra-
tion Reports, 15 |\|]|1||||nl|| Lists. ete., are given in Appendix 3
nd in '--|:»-.-| of olther e riodienls and [l]ri-“[‘:';l'lln:-- they are
oyven helny —

(1) Fort St. George Guzelle, ineluding  the  guark i
catalorue of books ana publications rstered in i _ I_' '
SQtate. Distriet Gazettes, Police and € [.D. Gazettes and ||;,.__.|‘:!.
abion Gazette: Gazettes extraordinary are {o be printed in

Lnoint tvne for the text of the Giazettes and G-pomn fype  1or
coliedules and tables of figures.

(9) Proceedines of Governmen( and — Secrctarial notes in
11-point tvpe (enclosures and statements to be printed in sizes
smaller than 11-point).

(3) Administration and special reports in 1l-point tvpe fer
the text of the reports and 8-point or 6-point type as may be con-
venient in each case for statements and appendices.

(4) In the case of vreports such as those of the ' Public
Accounts Committee 12-point type may be used where necessary
in order to distingnish between the report proper and extracts
from notes already get in 11-point tvpe When Administration
Reports are printed in foolscap folio size, the text matter should
be set in two columns.

(6) Codes and Manuals 11-point type should be regarded as
the maximum unless there are special reasons to the contrary
when 12-point may be used. )
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40, Lnclosures shiould be omitted as far as pussible, thew
substunce bemg embodied in the coveriy order, letter or report.
When necessury, enclosures und appendices o Government Orders
should be printed mmediately after the ovder. In the printing
ol cortespondence read in a Governwent OUrder, the aniount ol
Hitter should be reduged ws much as possible by caveful editivg.

Lk nob hecessury Lo print replics of  routine nalure, nop engul-
ries seeking infuiation on mutier of 1ninor mportance.  Wlen
possible, also, the Govermment Order should he made sell con-
tantsedd, Lhius obyvianing the dweeessity for the [:|'|:1iing ol any pre-
vieus  correspordence. 1 an  origingl paper or un enclosure
appears in full and agam without waterial alteration as an annexure
or appendix, it need only be quoted in the frst instunce and printed
m full as an annexure.

19, Standing wuiler.—Type will be kep stitiding at the dis-
crefion of the Divector of Stitionery and Printing.  As a rule,
ordinary Government orders of eight pages and under will be
sepy e bype for seven days and largey papers two weeks alter the
despatch of final copies. The type of Board's Proceedings, job
work, books and manuals disposal lists, indexes and contenls is
Aistributed immediately copies are printed, but insteactions will
be taken lefere, the type of technical publieations of the Cliel
Hngineer, Pubiie Works Department is broken up. When it is
evident from the subject-matter or address lines that a paper
making more than two pages will be printed ngain by she same
or another department (as and when dralt rules are to be congi-
dered at a later date, when a veport is submitted to Government
for orders, or when a length paper ol one ¢ i
ticatod (o another, ete.) the E\I.“' may be kept standing for one
wonth. “Type of papers comtunicated fo the Board of Revenue,
Dircetor of Medical Services ar the Divector of Public Instruetion
will be kept for fourteen days in case the papers are 1equired for
procecdings or circulars, after which time (1= tvpe will b dli-gri-

i-—'ll.i"'lnln.'[ll 15 COnmn-

huted without notice. Registration and ["licc Neiilicntion: are
kept nnin nlv tul the next jss the Regiatration or Polie
Gazetins, tespent thies gile palices aneral

kept i tvpe after the issue of the next district wuzettes and any
spare copies required must be asked for at the time when {he

notice is sent for publication.

60. The type of Madras RBills is also kept standing ill it.is
required to be put into Act form. Targe statements for reports,
establishment lists, ete., reprinted periodically within intervals
of twelve months are kept standing permanently as far as possible.

51. The head of the office should state on the indent when a
work is first sent to the Press, whether copies will be required for
any other purpose, and if the Press is for reason stated asked to
keep the tvpe standing, the type may, if it can be spared. he kept
for two months but no longer.
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o2, Lleselting type.—'1'he Director of Stationery and Printing
may order resetting of type matter wlen ype is required to be
reset owing to intimation to keen standing wot  having  been
given or owing fo delay longer than fourteen days in  sending
Government orders, nolifieations, ete., to be reprinted in Board's
proceedings civeulars, correction slips, gazettes, ete.

od. Colowred inks.—A word or even a letter printed in a
different colour from the text of the work causes an additional
printing operation and is not permitted excepl lor special reasons,
Wheve it is desived to give prominence to a paragraph or note, it
can be printed in the same colour in bolder bype or  underlined.
Such words as " Confidential™ or “For record' on covers or docket
of preceedings ean be privted boldly in hlack instead of in ink ol
another colour. A second printing on forms and otlier  works
requires the sanetion of Government.

oo Indeves and lists of contents o manuals, reports, efe.,
cantiot be prepared or ehecked in e Pregs. They wre to ha
printed in narrow columns in non-tabular form and should be as
briel as possible consistent with indieating the purport of the
text. Indexes or lists of Government Ovders, lotters, efe.. roceived
in an office dre not to be printed.

55. Proofs should not ordinarily be called for in the case of
Government Orders, notes, resolutions, ete.

56 Proofs of matter already in print should rarely be required
and the Director of Stationery and Printing, is authorized to ask
that the orders of Government should be taken in any case .
which he may be asked for proofs of printed wmatter.

e

57. Number of copies of proofs.—Ordinarily enly one copy
of each proof will be supplied. Not more than two copies of a
proof shall be applied for except over the gignature of a guzetterd
officer, provided also the special circumstances under which more
than two proofs are called -.f'c\!'_ are fully explamed {o the Director

Stationerv and Printine [his restriction to twa cobies annlie
vlien ipplemental 1ndént

: .
he indiseriminate ealline for mans

ame set of proofs are made | ;
copes ol proots causes considerable delay and involves extra labeur
in the Press and consequent expense to Government,
Nore.—More than two copies of proofa may be sent in respegt of the
following publications +—

(i) Law Reports (one set of 10).

(1) Madras Legislative Assembly and Council Questions and
Answers (4 each).

(iii) Madras ILegislative Assembly and Council Debates (6
each),

(iv) Working Plans, P.W.D., A few extra copies as may he
requisitioned.
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58. Form of proofs.—The supply of prools in book form causes
delay and leads to errors. Proofs will be sent im loose sheets,
printed on one side only of thin [double foolscap 16 Ib: (7-3
iSiios)] paper (not bound o stitched) uad subsequent clean proofs,
if any, will also be sent in the saine form, unless iy is inconveni-
ent to the Dress, except for finul white paper coples of veports for
Government. When work contains columns or headings inserted
on several pages of the same description, prools of the varying
columng or headings only will be sent. ' Made ready '" proofs
of colour work or illustrations are not submitted,

59. Corrections.—It may cost more to make extensive altera.
tions in a proof than to reset the type. Manuscript matter should
therefore be carefully and completely edited before it is sent to the
Press for proof. The attention of Lieads of departments is specially
drawn to the necessity of avoiding excessive ‘‘anthor’s corrections '’
in proofs. A statement of avoidable expenditure from this cauge
Is given annually in the press report. To avoid mistakes, correc-
tions should be marked strictly in accordance with the list of proof-
reader’s signs and the instructiong given in Part II. When the
same matter has to be corrected by more than one person, the
changes made should neatly and carefully  transferred to one
proof so that only one is returned to the Press. If proofs are re-
called from the Press, any additional corrections should be made in
ink of a different colour to prevent mistakes. Proofs should not be
correeted in peneil,

Additions of material at the proof stage involve uundue labour
and should never be resorted to. All major alterations should be
elffected in the manuscript stage itsell in order to avoid delay and
waste of labour.

The Director of Stationery and Printing will bring to the notice
of Government any case where extensive alterations or additions
have been made to any proof.

60. Leeturn of proofs.—Proots sent rrection should be
returned prowmptly.  In cases ol delay i W a week the
Director will send a remindey and in cases of unusug] delay he

will bring the matter to the notice of Grovernment,

To afford check on ihe delay in the return of prool to the Pross
the Director of Stationery and Printing will send to each Govern
ment Department every fortnicht a list of prools belongin
the department, which have been seni out of Press and
returned within seven days.

not

61. Printing and distribution of forms  definition.—-1

“orms
include any printed works in whicls additional matter hag to he
filled in; also labels, envelopes, * fAlags ™ and bound recigters, i
printed, colour embossed, or ruled circulars, ete., which ape

used regularly by the indenting offices.  Jolh vworl includes notiges
507-1—2
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handbills, tirculrs, invitations, memoranda Office orders, étc.,
which are complete in themselves or are required only on special
occasions. Forms and job work may subject to the rules in this
Manual, be printed when it is nlore economical to resort to
printing than to employ clerical labour, or when return of forms
have to be submitted to Government, in print.

62. Classification of Standard furms.—Standardized forms dealt
with in this manuval are classified as under :—

(i} General, or common, ‘‘i.e, Common to two or ore
departments or offices for supply en anuual indents to
certain offices as Units of consumption or for further
distribution where necessary.

(@) General forms, as above, on biennial indents when
the number required does ot justify prniting more
frequently. :

(b) General forms on triennial indents, if the number
required warrants if.

(¢) General forms on gquinquennial indents, if the number
required warrants it.

(ii) Standardized—Departmental.—Special to a department,

or common to two or more departments or offices,

arranged in groups according to their nature, and
suuplied on indent as class (i) above.

(iii) Standardized—Temporary.—Such as plague, settlement
or famine forms, the necessity for which cannot be
toreseen at the time when the annual indents are sub-
mitted and in regard to which the period during which
they will be required in not known. They are supplied
on special indents as required.

(iv) Special.—Forms which for departmental reasons have
been excluded, from the above lists or the printing of

which on accasional Indents has been sanctioed by
Government (Appendix I). These involve considerably
areater expenditure than the printing of standard forms
and they should be restricted as much as possible.

(v) Ytock Forms.—As per list (Appendix G) and other

C

standardized forms contained in a general price list:

which have been prescribed by Government for supply
to local bodies at any time on requisition. Thode forms
stock at the Government ¥Press, Mint IBuildings,
which are for sale are printed in advance and kept in
stock at the Governmeunt Press, Mint Buildings,
Madras. Certain forms under the Indian Christian
Marriage Act, 1872 are stocked at the Iublication
Depot, Mount Road and supplied [ree of cost to
Marriage Registrar and sold to the licensees on
payment of cost.

¢
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(vi) Forms supplied on payment.—In the case of forms such
ag those for the Port and Marine Funds, Commercial
concerns under the Industries, IMisheries or other depart-
wents (vide Appendix 1), ete., the cost of which is
recovered divect or debited to the deparbiment concerned
the indenty are seng direct to the Dress and are
complied with as received, but it is more economical for
the offices to send only annual indents. The State
Port Officer, Madras also keeps a stock of forms for

G sale to merchants . . ., etc., (Appendix G).

(vii) A list of standard forms prescribed for ase in the
various offices or departments is given Part IIT of the

Printing Manual.

63. Authority to Sanction new Standard Forms and Alterations
in the Lgisting Forms—Forms, as a rule, are standardised by
Government and any alterations, in or additions to them, require
the sanction of the same authority. Certain heads of departments
and other officers included in Appendix M have, however been
authorised to sanction modifications in existing forms or the
standardisation of new forms for Offices subordinate to them to
the extent indicated by letter I against their names in Appendix A.

C

In all such cases the officers sanctioning the standardisation of:
forms should be careful to see that the general rules governing the
printing of forms are not infringed and that (except in. special
cases the reasons for which should be recorded in the sanctioning
orders) no forms is printed unless alleast fifty copies of it are
required per annum. 'The Director of Stationery and Printing
should bring to the notice of the Government any cases in which
he considers the spirit of the rule is being inlringed.

The rule regarding the minimum number of copies to be printed
does not however apply to cases where returns of forms have to be
submitted in print to the State Government or the Union Govern-
ment. The minimum number admissible for printing envelopes as
variant is a total on the whole of 400 of each kind and for uther
standardised forms a total of 2,000 annually. Matter which can
be conveniently or more cheaply copied by typewriter or dupli-
cating machine should not be printed. There are, however, certain
forms whith with Government sanction can be printed biennically,
triennially or quinnquennially when the number of copies consumed
per annum is not sufficiently large to justify annual printing.

64. Periodical Alterations in Forms.—In the few cases in which
niinor alterations are required to be made periodically in standard
forms, such as the change of fasli years in R.F. No, ITI-A-53 the
head of the department or the consolidating Officer, should forward
a corrected form with the indent in order that the standing form

507-1—2a
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may be altered. The fact that sanction for the alteration of such
form has beent obtained is to be entered in the indent form, or the
Press is hikely to print coples without carrying out the alterations. .

65. Introduction.of new Irorms and when they should be brought
wto use.~—A copy of every Government Proceedings standardising
a new form shall be communicated to the Director of Stationery
and Printing, through the Public Works Secretariat. Ifach new
form shall be given a Serial number in the standard list with parti-
culars as to the size and description of paper, etc., to be used, such
additions to the numbers being intimated to the IP’ress and to the
Officers or heads of departments concerned. In the absence of
specific instructions for immediate introduction of the form in the
Government Order or Proceedings, such formn shall only be supplied
on the next annual indent.  Where 1mmniediate introduction is
ordered, information as to the number likely to be required for
each officer concerned as shown in Appendix M for the first year
of supply, shall be [urnished to the Director of Stationery and
Printing. The new form should bear in small type in an
inconspicuous position initials showing the department or group
number, the form number and variant leiter, if any, in the stand-
ard list, the number of copies printed and the dale of printing and
number of ruling pattern or number of size of cover, e.g.
Y RO IILA. 16 (a) 1,000-1-2-1961 (4) ** indicates Revenue Form,
Village Accounts General No. 16, Variant (a) 1,000 copies printed
1st February 1961 pattern 4 ruling, or if a cover, size 14-3/8 inches
(365 c.w.) by 5% inches (133 c.m.). The number is needed only in
one part of a form. The group number and letter as.vell as the
name are to be mentioned in all correspondence to avoid muastakes.

66. Standardised forms printing and source of supply.-—The
standard forms included in the approved lists of standardised forms
shall be oblained onh indent from the Director of Stationery and
Printing, and shall on nc account be printed at any private I'ress,
whatever the number required nor may any additions he over-
printed at such presses on any form supplied {ron the Government
Press, Madras. The Director of Stationery and Drinting, is
authorised to sanction, with the concurvence of heads of depart-
ments or other officers concerned (i) Changes in forms, where suchy
changes do not substantially alter the formns as a whole and (ii) the
substitution of cheaper kinds of paper for these authorised forms.

67. Use of Standardised form.—Standard forms are not in any
case to be prescribed contrary to the general orders detailed in this
Manual such as the restrictions as {o the minimwum number
required annually, overprinting on forms, printing in ink of more
than one colour die-stamping wide snacing, names in columns of
registers and lists, etc. The addition of such forms to the standard-
lists requires the sanction of Government even when heads of
departments have been authorised to sanction the printing of forms
for subordinate offices.
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68, Modified forins.—~When one standardised form is orderea
to be modified or substituted for another, the change shall except in
special ewreumstances, effected oply et the time of the next apnual
indent.  As long notice as possible should be given, hofore the
revigion of any form is ordered, so that old stocks in offices may be
used up. Ag the forms arve stereotyped, trivial alterations should be
avoided as they necessitate resetting type and the destruction of
sfocks in offices. I one department wishes to modily a  form,
which is used by it in common with arother department, if should
be done in consultation with the other department, obtaining the
sunction of Government when necessary.

69. Proofs of new or modified forms can be furnished only after
the indent for the supply of copies is received. :

70. Style and size of wew forms.—Manuseripts of new and
modified forms should be of the same size as the paper on which
the forms are to be printed with sample entries filled in, in the
columns so as to enable the Press {o judge the width of each
column. The forms prescribed should be drawn np to suit one of
the standard sizes of paper and the headings shonld be compressed
as much ag possible, II' headings cmtaining long particulars are
necessary, bhe items can often be inserted in a list of instructions
prefixed to the vegister, with the column number or a brief absiract
only in the headings, thus giving space for more items in each
page. When a form is intended for a single enlry or for fewer
entries than the number of colnmms., it is usually hetter to nrrange
the usual headings in lines at the left hand side in colimns with
the column matter as a heading. Numbers to columns are rarelv
wanted and they encroach on the space for entries.

71. Inner Sheets.—In the case of forms containing a number
of sheets with a common heading, the inner sheets should rot be
cut in order to have one heading for all the sheets, hut the heading
should be printed in each sheet.

ept lor correspondence with  Gover
» and the Board of Revenue, quurto forms should always be
i preference fo folio size, and all forms in foolseap, quarte
» should as far as possible, be printed lengthways of the page
for couvenience in filing with folio sheets of the same width.

73. Printing of Half-width dockets.—Talf-width dockets are
to be printed always on the lelt hand side of the folio sheet and
on the back of a printed sheet intended only for one page letters.
The practice of attaching a separate printed half swidth docket
sheet to manuscript papers having the last page blank is wasteful.

74. Special modifications of forms or job work, such as prirting
in a different size and style for office copies, the insertion of a
name, designation or place of an office in a standard or stock form;
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overprintiig on printed forms; printing of names in attendance
registers, acquittance rolls, village lists, registers, subscription
books and similar lists; inserting i{he date or year in standard
forms; printing or alteration of higures representing years in any
form; indents for the same formy more than once in a year; or
printing of addresses on labels and envelopes of which less than
400 copies are used annually, are pronibited for every department.
lixceptions are specified in Appendix K.

75. Maintenance of files of standard jorms.—The Director of
Stationery and Printing shall maintain files of the standard forrus
specified in Part IIT of the Printing Manual and carry out all
alterations ordered therein, from time to time. The Director of
Stationery and Printing shall maintain files of the standard forms
of correction slips. Iivery officer whose office is included 1in,
Appendix M shall also maintain files of all forms sanctioned for
used in his own office and in all offices subordinate to him, arranged:
according to the groups in which they appear and the numbers
they bear ip the standard list,

76. Sizes.—All form work except those already standardized
shkall be in one of the following sizes —Doubls foolscap, 27 inches
by 17:inches (60cm. by 43 cm.); foolscap, 17 inches hy 13} inches
(43 cm. by 34.5 cm.); {foolscap folio, 13} inches by 8} inches
(84.5 cm. by 21.5 cm.); foolsscap quarto, 8% inches by 6% inch
(21.5 cm. by 17.3 em.); foolscap octavo 62 inches hy 4} inches
(17.3 cm. by 10.8 cm.) also for cheques and receipt books foolscap
long quarto 134 inches by 44 inches (34.5 cm. by 10.8 cm.); foolscap
long Ociova 8} inches by 3-3/8 inches (21.5 cm. by 8.6 cm.)
The width of papers used for official and demi-official correspond-
ence shall be ordinarily 8% inches (21.5 cm.) if le-s, 4} inches (10.8
cm.) if wider any multiple of 8% inches (21.5 cin.). The use of
royal paper (24 inches by 25 inches) (51 cm. by 63.5 em.) for
registration volumes, acquittance rolls, ete.. where it is more
convenient may be permitted, but such sizes as demy, medium
and imperial are inadmissible.

[7. Variants.—The following are instances of variants: when
paper of more than one size or («uality is required for any
reason for the same form or eover: when copies  are r'vi||.li1'r".-.l'i
in more than one language of a standard form: whenln minor
variafions, such as in the franking of a cover or in the address
have been permitted; when the same form is printed in inks of

different colours, etc., variants require the same sanction for
printing as the original form. They bear the original U”m!,}.'l..
hut are distinguished by fhe addition of letters in italics. Mhe
restriction that, f"f\'(‘[']!| in .‘3Ii11-.’_=i-'i! cases, it is 1101 }J""l'll.'itfi]'lil' {0y
print any envelope of which less thaa 400 copies are required
annually and less than 2,000 in case of forms, applies equallv to

arianta
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78. Method of jpreparing indents and quantities of standard:
forms to be indented for.—The Officers authorised to indent on the
office of the Director of Stationery and Printing are given in
Appendix M of this Manual and they may send their indents
prepared m C.I'. No. 168 to the Director of Stdtionery and Printing,
Madras by the dates noted in the cycle of indents in Appendix L.
1t will be the duty of all officers, entitled to indent on the office
of the Director of Stationery and  Trinting to  obtain:
indents from their  subordinates and to  consolidate  them,
Distribution statements in C.I. No, 168, showing how the fornis
included in the consolidated indent are to be distributed among the
several recognised units of supply, shall accompany the consolidated
indent. Indents shall be prepared for the groups as shown in the
eycle of indents in Appendix L. Printed forms of idents are nof
supplied in all cases of standard forms and are unnecessary  for
officers who have very few or no subordinates. t'he indents shall
ordinarily be based on the average consunption of the two supply

years preceding that in which the indent is wade and shall be
for quantities which, fogatlier with the balanee expected to remain
ont hand on the first day of the supply year following, will suffice
for the consumpiion ol fwelve months in the ease of ordinary
ey | two, three and v vears 1n the case ol hiennial,
triennial and -|m|'|r'|1|r11||:|| forms. 1In the case ol forms special to
the Registration Departiment, the indent should be made 1o bring
the stock up to clehteen months' average -'..m_-nlrnl:‘iiru:. A Ligrgern
or smaller quantity than that heve preseribed, may, however, be
indented for if there are gpecial reasons, for doing so_ which slould

be specified in the remarks column of the indent, in sufficient
detail to enable the Director of Staticnery and Printing to fnrm an

independent opinion as to the necessity lor the demand. [fiach
distribution list should contain tbe postal address and nearest
ratlwoy station ol |\||!' nllices mentioned therein or ol 1|if' lforw |i[!'-'|".r

1 i sl O [

s1ven below :(—

Serial No. Grouo and name of Book of Total consumption
{1the standard form as per leaves. during the years.
list. standard list. I A \
19 19 19 19
(1) (2) (28) (3) (4
Average Balance Number required Number Remearks and
annusl con-  actually on  during reminder ~ now claimed, number passed
sumption, hand at of supply year i-e. column (7) when alterations
date of i.e., usually + column (5) are made by
indent. column (5)=(12)  — column (G). checking
X number of officers.

months remaining.

(6) (7) (8) (9)
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“ . INSTRUCTIONSR. ‘

1. Care must be taken to gee that columns (2a) to (7) are fllad in, in respect
of every form sanctioned for the officer whether any claim is made in column (8)
or not. If, in any case, it is found impousrible (o fill in colymns (2a) to (7), the
the reason should be stated, and if forms sre claimed in oolumy (8), the date on
which the quantity claimed has been caleulated, should he oxplained, in the
remarks column,

2, In the case of forms supplied in books and loose forms it should be clearly
stated whether the claim against such item is in books or in loose sheets.

3. A corroct list of excess stock of formsg, if any available for transfer elsewhere
should be sent along with the indent.

4. All indents should be ocarefully prepared so as to avoid supplementary
indents. o

5. Where more than the one language is recognised in o district, ey, Tami
and Telugu particulars as to the number to be printed in cach langungs should be
furnished in the case of all Indian languages or diglot forms, Inthe case of
P.W.D, XI-34 the particular language in which tho forms are fo be printed should
be specified.

6. No forms should he added in manusoripl unless they have been specially

ganctioned by the Covernment or Heatl of gle Department in respect of sub-
ordinate offices. The number and date of the order should be quoted.

7. Indents not prepared in accordance with these instiuctions will be
returned.

8. The following certificate should be furnished on the lash page of the
indent :—

i ¢ I oertify that T oxamined the stock of forms on , and
found the same vorivet aecording (o the book balance oxcept in the case of forms
J shown in the acuompanying statement.”

k (

C.F.168.—
Group and Language. Address Address Address Address Address
gerial of the of the of the of the of the
number in officer. officer, officer, officer. officer.
the e A A — A ——A—
gttla.ndard No. date. No. date: No. date. No. date. No. date.
ist.
(1) (2) (3) (4) (6) (6) {7)

Address Address Address Address Address 2
of the of the of the of the of the 5
officer. officer, officer. officor. officer. g

= A A — A ——, ,-_{'_3,
No. date: No. date. No. date. No. date. No. date. Forms. Books.

(1) (2) (3) (4) (5) (6) (7)

79. Punctualily in submission of indents  insisted on. -1t is
essential that officers inr:loming on the Director of Stationery and
Printing, should forward their indents by the due dates and reply
with the utmost promptitude to objections issued from the office of
the Director of Stationery and Printine. If indents are not reeeived

on due dates, it shall be left to the Director of Siutionery and
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.

Printing, to pusy by the requirements of officers while consolidating
the indents for supplies. The Director of Stationery and Printing
shall bring to the notice of the Government any case of abnormal
delay in the submission of indents on fhe part ol the indenting
olficers,

80. Accuracy in the preparation of indents required, it is also
essential that indenting officers should gee that their annual indents
are correctly and completely prepared so as to rvender  [further
reference from the office of the Director of Stationery and Printing,
as [ar as possible, unnecessary. A few general instructions are
printed under the spocimen form under paragiaph 78 ol this
manual.  When the Direclor of Stationery and Printing, considers
that the demand for the treasury or aceount form g unnecessary
or excessive, he should report the case to  the administrative
authority immediately superior fo the indenting officer concerned.

81 Supplementary indents for for-uw.—-SuppIenmu['-m'y indents
are as a rule inadmissible, and will be passed for supply only after
full explanation. 1f the explanation is considered unsutisfactory.
the indent shall be complied with only alter the sanetion of
Government has been obtained by the officer concerned. Supple-
mmental indents due to an exceptional  demand can neually  he
avoided by obfaining a loan of the copies required from another
office in the same locality, though the practice should be avoided
ns much as possible. As no stocks of any standard forms are
kept in the Press, suel indents necessitate special printing which
may cause delay in supply.

Nars.—Tho Chiel Conservator of Forests may send his supplementary

index for forest permit. ferms to the Director of Stationery and Printing,

which will immediately he complied with provided the spirif of “the rules is not
inany way infringer,

82. Period of use.—The forims shall not be brought into use
before the commencement of tl:. periods for which they

were
indented for. The supply of forms on indents can normallv be
expected within six months fron: (e o )L indents, If on
SCCOUNE o exigencies of work m other divections m the press, the

supply has to be postponed to the supply year, the period for whichl
the oflice or offices were able to carry on withous such supplies
should be taken into consideration in indents for supplies  foy
Turthey indenting periods.

83. Method of checking indents for standard forms.—The indents
received shall be checked in the office of the Director of Sty tlonery
and Printing and objection slips issued in respect of any material
defects, ervors or omissions therein. Any vetrenchments op altera-
tions shall be notified to the offices coneerned, Wherens iy the case
of indents from Collectors. Distriet Magistrates, ete., and indents
for forms common to two or more offices or departments, further
zonsolidation is necessary, it will be carried out by the Director of
Stationery and Printing. A final statement of demands, shall be
made out by the office of the Director of Stationery and Printing
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accordance to which supplies will be regulated.c The check shall
be effective and the printing orders in respect of the forms inden-
ted for should be issued within a period not exceeding two months
n any case.

81. Supply of forms.—Copies of forms are supplied by the Press
to ofticers and subordinates according to the distribution lists accom-
panving the indents. The Director of Stulionery and Printing is
authorised to make any change in the unit of supply in congultation
with the TTead of the Departinent concerned. In cases ol disngree-
ment, the matter should be veferred to the Government [or orders.
Iudenting offices are to ensure that the disteibution statements are
correetly prepared and that no copies are supplied from a Central
Departinental office to subordinate offices which are units of direct
supply from the Press. [fvery nitempt shall be made to arrange
supplies in advance of the period of use. In urgent cases, the autho-
vitv directing the printing of a new or modified form may also
order immediate supply ol thatl form. Belore fixing a date for the
introduction of a new system requiring a large number of forms,
ete., enquiries should be made whether the press ean geb {he
eopies ready in time.

as  Feonomy in the wse of standard forme.—The Divector of
Qrationery and Printing, shall he responsible for seeing that the
elrictest economy 1s observed in all mabter conneefed with forms
and shall refer to Government any question connected therewith
on which he congiders the orders of Government necessary.

an. Custody of forms—Printed forms will be placed in the
ciistody ol 2 responsible ofheer. He shall maintain a stock book
in dorm (CUTY, {5—specimen given below) for all forms received
and ehall see that they are carefnlly stocked and properly arranged,
aach lIu.-t-l'iMi:Hl of form being kept -“"l-']'“""ti' and labelled with the
name and nomber of the form, lo facilitate identification.

Return of cxpenditure of Printed Forms of the Office of
in the year 19

Articles Balance on First Quarter Second Quarter
of form hand at et s e et — s e et
Number. the Receipts. Issues. Balance. Receipts. Issucs. Balanoe.
commences
ment of
the year.
(1) (2) (3) (4) (6) (8) (7) (8)
Third Quarter Fourth Quarter
— A e e et r " ke -
Receipts. Tsgues. Bealance. Receipts. Tssues. Balance,
9 (10) (1) (12) (18) (14)

Nore.—The stock of printed orms in the districts and permanent sub.
Courts may be in tho custody of the Head Clerks of the courts concerned, the
annusl verification being done by the Sarishtadar.
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87. Verificatioh of stock of forms.--The Director of Stationvﬂ'f
and Printing is authorised to arrange, if necessary for the ins-
pection of stock books and stogks of forms in ag many offices as
possible in the city. He may arrange for the mspection of one or
two important olfices in % District to see whether stock bools have
been properly maintained. The defects noticed should be brought
to the notice of the head™of the Department and if the Director of
Stationery and DPrinting, considers that the action taken by the
head of the Department is inadequate, the matter should be

reported for ¢the orders of Government. _.__.\

88, How obsolele forms to be treated and used.—Qbsolete
forms shall be transferred fo a specinl head under that designation
in the stoclk-book of forms, and utilised for pucking purposes.
Whenever possible, obsolete foring should also be nsed us el
slips.

89. How damaged wnd nssing  forms are to be dealt with.—
When an indenting officer finds that any form supplied by the
Director of Stationery and Printing, has not been used or is no}
likely to be used for the purpose for which it was obtained or is
likely to deteriorate before coming mto use, he shall without,
delay, veport to the Director of slationery and Printing the date
when, and the circumstances under which, the forms' were
indented for, and the Director of Sia tionery and Printing, shall
bass such orders as he deems fit in the matter. When any stock
of forms becomes damaged or is [ound missing, the officer to
whom it was supplied on indent shall endeavour to trace the cause
of damage or loss and report the fact through proper channel to
the Head of Department whose duty it will be to investigate the
matter and order recovery if ihe loss or damage was due careless-
ness or neglect of rules or write off the value if irecoverable.

90. Restrictions imposed on printing non-standardized forms.—
No form not included in the sanctioned list of standardized {orms
shall be printed at the Government Press, Madras, without the
sanction of Government or in the case of departiuents  specified
below, ol the Lead of those Departments, when any such sanction
is accorded by the Head of Departments, a copy of the order and
of the form or forms referred to therein. chall be communicated to
the Director of Btationery and Printing. The manuscripts of any
new forms sanctioned shall be prepared in accordance with the
ingtructions contained in paragraph 70 of this Manual. Heads of
Departments shall report to the Director of Stationery and Printing
on' the following points when they make an indent :—

(1) whether the form is required periodically and if so, why
_it has not been standardized;
(2) whether the form is required only {emporarily and if so,
for how long; and
(8) whether the form could not he treated as biennial or
triennial, even if temporary to save printing costs.

.



