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tlie Press togetlter with the dates of their publication are given
below : —

Districts. Latest date cLatest date Date of Date of
of receipt  of receipt  publica-  dsspatch
of manu- of manu- tion. from
geript by script in the Press.

Collectors.*  the Press. T
Arcot (North) 19th 21st 5th 3rd
Arcot (South) 11th 13th 28th 26th
Coimbatore 10th 12th 27th 25th
Kanyakumari } 28th 30th 16th 14th
Madras Chingleput 15th 17th st 30th
Madurai 22nd 24th 8th 6th
Nilgiris 15th 17th 1st 30th
Ramanathapuram Tth 9th 24th 22nd
Salem 4th 6th 21st 19th
Thanjavur 25th 27th 11th 9th
Tiruchirappalli 27th 29th 13th 11th
Tirunelveli 31st 3rd 18th 16th

(G.0. Ms, No, 25662, dated 29 September 1951.)
t (G.0.Ms, No 487, Public Works, dated 6 February 1957,)
* Or if the date falls on a Sunday or a Gazetted Holiday on the previons
working day.

+ Or if the date falls on a Sunday or & Gazetted holiday on the next working
day. The second Saturdey is not deemed to ke a holiday as far as the issue of
the Gazette is concerned.

(i) The Gazette should be prefaced by a carefully prepared
.table of contents, giving concisely the purport of each notice oy
article. It should ordinarily contain the following statements :
montlly (1) Cullivation and rainfall, and (2) Price list and annully
(1) Vaccination statemnents, (2) Returns of births and deaths, and
(3) Statement showing the working of hospitals and dispensaries.
The Gazeite should also contain all orders of a general nature;
notices of appointments, promotions, leave of absence, deaths.
resignations, etc., among the district servants, subject to the
exceptions mentioned in paragraph 162 (vi) abridgements or brief
notices of orders of Government or Acts ol the Legislature and
other matiers concerning officials or the public at large, such ag
rolls of unclaimed sums in regimental cash chests: saleg of land;
sale notices, ete., all circulars issued by the local authorities, when
bf the nature of standing orders; circular orders of the Board of
Revenue and of the High Court; changes in postal rules: the
progress of railway and other public works; lists of maps of
villages and taluks in the district available for sale at the Survey
office; the proceedings connected with local exhibitions; advertise-
ments inviting tenders for contracts; notices of the date of pre-
liminare and other heavings in the civil Courts, The places where
the Coilector will hold his cutcherry dnring the ensuring month
and similar items of intelligence should also be notified. Advertise-
ments may be-inserted subject to the provisions‘ of paragraphs 151,



DISTRICT GAZETTES 39

152 and 170. Notifications in respect of ex-stifdents of training
schools who failed to fulfil the conditions of the agreement executed
by them and whose whereaboats are mnot known should be
published in the Gazette of the District cancerned. (G.O. Ms.
No. 713, liducation, dateq 12th May 1942). liditorial articles,
mere news or correspondence on any subject and comments on
the proceedings of the Courts or cutcherries have no place in an
official Gazette.

(ii1) The Collector while at Headquarters, and in his absence
the officer in charge, will be held responsible for all that appears
in the district Gazette. Iverything in the Gazette should gene-
rally be in English and Tamil, and the land acquisition notices
always, but when the officer forwarding a notice is of opinion that
its publication in one language is sufficient no translation should
be printed, unless the Collector considers it desivable to publish
an abstract in Fnglish or in  Tamil as the case may be; the
abstract is then prepared in the Collector’s office. Tt is the duty
of the Colleéctor to sérntinise both the matter and form of the
district Gazette to see that it is correct and useful. All matter
is to be sent to the Press through him and not direct. Notifica-
tions, however, which relate to the Hleetion of Chairman and
Vice-Chairman of Panchayat Union Councils may be sent to the
Assistant Works Manager, Government Branch Presy, Pudu-
kottai, direct by the Presidents of the meeting or by the Election
Officer as the case may be.

Note.—Notifioations, etc., appearing in the general or in any other supple-
ment are not to be republished in the Main Gazette.

158. Marme Notifications.—Notifications ordered for publica-
tion in the District Gazettes will Le issued only in the Maritime
District Gazettes of Kanyakumari, Madras-Chingleput, = Rama-
nathapuram, South Arcot, Thanjavur and Tirunelveli.

159. Supplements to the diztrict Gazette should he avoided as
far as possible, but the following mayv be published when neces-
sary, both in Inglish and Tamil with the exceptions noted. Sueld
supplements must be issued with the ordinary (azette and not
separately at intervals throughout the nonth to take the place
of a Gazette Extraordinary owing to delay in receipt of  the
manuscripts in the Press, etc :—

Trorest supplement containing notifications concerning the
management of forests and abstracts of important orders and
communications of general interest. C

Registration supplement.

Village supplement containing notifications relating to the
Village Panchayats constituted under Madras Act XXXV of 1958
in Tamil.

Police supplement (one only) A and B lists, descriptive roll
of K.Ds. and rewards statements to bYe non-tabular form,
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_ Vo_ter’s lists'for local bodies (final) Tamil (;nly, non-tabular.
A list of changes in the final register of the previous year to be
issued in the Gazette instead of a womplete preliminary roll.

_ Proceedings of Village and Town Panchayats, Panchayat
Union Councils and Municipal Councils in the compressed form
prescribed in G.O. No. 843, M., dated 27th April 1914, and of
Port or Conservancy Boards printed in separate supplements at
the expenses of the Panchayats concerned may be circulated with
the corresponding edition of the district Gazette free of cost.
They must bear the same date as the Gazetts with which they
are circulated. If the proceedings are printed in diglot they
will issue only with the Tamil Hdition. Cyclostyled copies of pro-
ceedings are not accepted for circulation with the district Gazettes.
Separate notifications, notices or other publications or hand bills
sent by the Tiocal Bodies and port authorities are not admitted
for circulation along with the district Gazettes.

Fort St. George Gazette General Lixtract Supplement both
in English and in Tamil.

Village supplement of Fort St. George Gazette Extracts,
including plague notices Tamil only.

Bills of the Government of Madras Tamil only.

Acts of the Government of Madras (Iinglish and Tamil).

Administration Reports of Panchayat Union Councils and
Municipal Councils.

Resettlement scheme reports, with appendices in diglot in
both editions.

Index of (Gazette contents annually at beginning of the year

to be prepared by the Press Clerk of the district.

160, (i) Mid-monthly or other special supplements are to be
published only when sanctioned by the Collector personally, as
they entail additional expenditure which can usuallv be avoided.
provided that notifications under section 18 of the Madras Survey
and Boundaries Act. 1923. may be published in special supple-
ments on the authorisation of special land acquisition officers.
Any supplement whieh is not issued with the main Gazette on the
preseribed date is to have the heading * Extraordinary * printed.
Extraordinary issues are sent only to those receiving the same
supplement and not to all subseribers and officials. The number of
such issues should be reviewed in Part IT of the annual report of
the Stationery and Printing Department submitted to the Govern-
ment vearly by the Director of Staionery and Printing

Gazettes Toxtracrdinary arve not to be issued in cases where
officers have delayed sending notices by due date.

(i) All expense incurred in the issie of lixtraordinary
Gazettes on account of local hodies should he recoverad from those
bodies, but they should not be jssued unless zond reason is shown

on the requisition.
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161, Transtabion of Madras Bills should as a tule, be circulated
with the districr Gazettees as well ag with the Fort Si.  George
Gazelle prior to the Bills being considered by the Select Committee
or Legislative Assembly and Couneil, and instructions should be
obtained by the Collector whether a District Gazette Lixtraordinary
I8 necessary in each case.

Translations of Central Bills.—Translations of Bills affecting
Madras city shall be published in the Madras--Chingleput District
Gazette.

162. Preparationl and Despatch of manuscript.—(i) Matter for
the district gazette should be sent in batches to the Collector and
not divect to the Press as soon as it is ready during thie  month.
Notices that do not reach the I'ress by the dates specified in Para
grapli (157) und lengthy notices for wheih insufficient time lag
been allowed will oedinarily be held over until the [ollowing
montli,  When notifications of exceptional urgency dre received
late and published as a special case, they may be inserted at the
end and not in classified order.

(i) Spare copies of Notices, postings. ete., vequired for office
use must he ordered when the original manuscript is sent. They
will be supplied by the Press to the Collector lor all offices. As
type is not kept standing after the issue of the Gazette, copies
ordered subsequently cannot be supplied,

(iti) The manuseript of notices sent to the Dress must  be
written clearly and the Gazetfe or supplewwent i which they are
to be published should be stated thercon. 1I nofices nre cyclostyled
or typed, good first impressions should be sent. The translifers-
lion, spelling, ete., given in Parg II of this Manual should be
lollow strictly.

(iv) 'I'ravslations must be on separate sheets of paper for
Tamil. Interlineal diglot manuscripts will be published only in
Tamil.

(vl Notices should be complote Tor eacl ldnguage m order
that o reader wlho knows only the langnage can read the whole of
the notice. Manuseripts incomplete in this respecl (e.g. when an
LEnglish notice relating to a sale appears with only a Tamil list
of items to he sold and is unintelligible to any one nol reading
hoth languages) will be returned unpublished. '

(vi) The matter appearing in the gazettes should he compres-
sed as far as possible adopting non-tabular form wherever feagible.
Notices of the following nature are not to be published, except as
noted :—

. Orders or hudget estimates of local bodies.

Menthly or annual calendars.
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List of pensioners. .
Press notices more often than once a year.
Specimen agreements or application forms.
Vaccination tours only in Village sheets.

Repetition of the same matter in different suppleinents 15
the same issue or in a number of successlve 18Sues.

Appointment, leave, etc., ol officers below the rank of
Deputy Tahsildars m the Revenue Department, of subordinates
in the Forest Department, and of officers in other Departments of
8 lower rank than those notified in the Fort“St. George Gazette,
unless their dealings with the general public are such as to require
publicity to be given to any changes in officers or are required hy
law.

Modified and corrected editions of Acts reprinted only for
sale.

Notices about destruction of documents filed in cases under
Crminal Rules of Practice No. 185 (7) may be published in January
of each year, but this does not apply to papers like casual leave
registers, chalans, etc.

Notifications and appointments which have uo special
relationcto the district, such as those of Members of Councils

-Inspectors of Schools, ete.

Forest statements of receipls and expenditure.

Registration documents unclaimed—in the language of the
document only.

Declarations under section 6 of the I.and Acyuisition Act
need not be published in English.

District and subordinate Courts—ILapsed deposits—Consoli-
dated s*atement of sums liable to be credited to Government—
should be typewritten or prepared in legible manuscript and sent
50 as to reach the Press before the 7th November in the case of
district gazettes published before the 15th Decewber and before
the 20th November in the case of district gazettes published after
the 15th December.

163. Republication.—The rules applicable to the Fort
8t. George Gazette as to the repetition of the same notification in
several issues, the exclusion of tabular forin for appointments, ete.,
the compression of ordinary matter, and the issue of unnecessary
supplements, apply equally to the district gazettes. Tender notices
for the supply of articles of diet, etc., for muffagal hospitals and
mufagsal jails may be published 1 the district gazette in rhe
approved form in one issue only.

Notice of enquiry as to separate assessment under section 2 of
Act T of 1876 are to be published in three successive issues.

Treasure Trove notifications—Four issues.
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164. Nolices published in two or wmore gazetles~Ileads of
Departments when submilting  or ssuing  modifications  which

+ require publication in one or wore district Gazettes will he careful

to nsteuct the Assistuny Works  Manager, Governmeny  Uranch
Press, Pudukottai rvegarding the distriot in which the publication
is required and avoid expenses of resetting.  Ilowever, i (e case
of notifications requiritg pulbiication in the For: St. George
Gazelle as well as in the District Gazette, they will lave to
instruct the Dircetor of Stationery and Printing, Madras, and also
the Assistant Works Manager, Government Branch Uress, Puduk-
kottai.  'Tlie Collectors should also send to the Govermment
Braneh Press, Pudukkottai weekly statements in the following
orm specilymg the notifications or watter appearing in the Fort
St George Gazelle whicl they require to be republished i the
Gazettes of thei districts but which has not been ordered by the
Departiaent concerned :—

Serial No. Date of the Fort Part. Page. Notifi- Subject.
p St. George Gazettes cation
number,

Sucl requisition should reach the Government Branch Press,
Pudukottai, atleast five days before the issue of the district Gazelte
or they will be beld over until the following month.

165. Translations ol all yules and nolifications, lists of plague-
infecled .ureas, ete., which apply (o several districts, algo of the
Bowrd's Standing Ovders affecting (he publie, will be made by
the translators to Governmeny when requested, and copies will he
meluded 1 the monthly supplement hy the Direetor of Stationery
and Printing for issues with the "Uamil editions of the several
district gazettes.  Notices applying to one district only, such as
those  for land acquisition, showd be translated locally.
Translations of draft notifications should e published expedi-
tiously fo ensure publication hefore the dates vrescribed  for
receiving ohjections,

166G. Notificutions jor local and olher bodies.——The following
may be inserted free :—
Election of Chairman and Viee-Chairman of the Panchayat
Union Councils.

167. Distribution of the District Gazette.—() X eopy of every
issue of each distriet Gazette issned and all supplements thereto,
but excluding papers which are supplied from  ihe Government
Press for publication with the District Gazette, such as Tamil
copies of Bills before (he Tiegislative Council, Acts, ete., and
papers with which the Board has no concern, sueh as proceedings
of Tocal and Mumicipal bodies, Tiocal and Municipal Reports and
Qovernment avders theveon, should be submitted on the date of
publication to the Toard of Revenue. They are supplied  gratis
te all officers specified in the ligts given in Appendix K, care,
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being taken to supply only editions in the langnage used for
veference by the officers to whom they are seut. Colloctors way
authorize the supply of more than one copy or a copy in more
than one language to ench of such officers, and copies (o other
officors of State Govermment Deparbments of similar standing not
provided for in the lists when such officers ave serving in their
districts. The [ree distribution of the Gazette should be
restricted as much as possible. '

(ii) The Government Branch Press, Pudukotiai is merely a
printing agency.  The Collector’s Office will receive subserip-
tions for district Gazettes, sell spare copies and recover the cost
of chargeable advertisements, ete., from private parties and
local and other authorities. It will also maintain the distribu-
tion lisls, official and private, prepare and address the wrappers.
and arrange for the posting and local distribution of cnpies by
hand.

168. Subscriptions, etc.—(i) The monthly issues of the district
Gazettes may be supplied on payment of the following subserip-
tions :—

Description and subscription rates to the District Gazette.

Per annum.
Rs. P.

Main Gazette (English Edition) only including general 3.00
supplement.

Main Gazette (Tamil editions) ouly including general 2.25
supplement. .

Village supplement or other suyplements (English) each. 0-75

Village supplement or other supplements (Tamil) cach 0.56
supplement.

Subscriptions should be paid quarterly in advance, either by cash,
money order or treasury chalan, to the Collector. The amount
ig creditable to ‘* XLV. Stationery and Printing—State—1. Sale
of Gazettes and other Government Dublications’ (Secretariat
Presses). Remittances on account of district gazettes should not
be sent to the Director of Stationery and Printing, Madras or to
the Assistant Works Manager, Government Branch Press, Puduk-
kottai. No subscriptions for less than a quarter will be received.

(i) Single copies of the full gazette or of ordinary district
supplements may also be sold separately at the rate of 5 Paise
per sheet of four pages or fraction thereof for Iinglish copies
8 Paise per sheet for copies in Tamil and 3 Paise per sheet for .
Acts and Bills whether in English or in Tamil excluding postage
in each case, but Acts, Bills, Tocal Body supplements or special
or occasional supplements will not usually be available for supply
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with sale coples of the Gazette. Separate spare co'pies of suppie-
ments or proceedings of local and other bodies must be obtained
from the office of the authorities ‘concerned.

169. Oficial and free advertisements-—The instructions con-
tained in pavagraph 147 of this manual regarding admission of
nouees, elt., Loy wsertion in the Horg Si, George Gazetie, received
{rom officers of State Government, Union Officers, other Htate
Governments and Local Administrations shall apply  muleba
mutandis in cases of similar publications in the District (fazettes.
In regard to notices, advertisernents, proceedings, aud reports
and all matters relating to local bodies or the Hiudu [teligious
and Charitable Endowments (Administration) Brepartment whkich
ander pary Act or rule have to be published in the district guzettes,
no charge will be made lor cireulation with the ordinary 1ssues of
the district gazette and vhe option is given of getling them printed
either at the Government Press or in any private press provided
the paper used is of the same size and of about the same quality
as that of the gazette concerned. When these bodies prefer to
get the printing done in the Government Press astual cost plus
25 per cent will be charged. 1If a Guazette s_:;\iti.lm'limalry lag to be
issned the cost of packing and postage will be recovered, Matter
thus civeulated for local bodies will form the Local and Municipal
Section of the District Gazette.

Nore.— Local bodies while sending notices, ete., for circulation in the
district gazettes free of cost shall print the section of the law or rule whioch
requires the publication of such metter in the d.strict Bazette as,

Notifications under

Section
rules under seotion  ©F Aoty
170. (i) Private advertisemen!: ‘ublished on pevment in
the Tort St. George uud distric zedile . 151
and 152) should appear under a - eading ut the end of the
main gazette, Iinglish or Tamil a il be charged as foliows : —

For a line of average number of words in :—

Single col. Daouble col.
printing on printing on
foolscap fooleonp
folio. folio,
per line, per line,
RB. P, RS. P,
Firat insertion .. e e 2 3:50 1-50
Second insertion .. . = n 2-60 1-30
Third insertion .. i ‘i i 2-20 1-10
For every subsequent insertion .. ‘o 1-80 0-90

507~1-—3
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Tabular matter to be charged at double the rates for the
sdme number of words, Payment should be made in advance.

(ii) For the purpose of charging advertisements in advance
before they are put in type, the average number of words equi-
valent to a line in English and Tamil are given below, no matter
how many lines the advertisements occupies in print. Any excess
over a multiple of these numbers should be charged as a full line.
Iiach group of initials or figures should be counted as a word.

Single Double
olumn column
printing., prinng.
93] (2)
English it - o 19 9
Tamil - e . 8 4

Police Gazette.

171, This is published weekly on Saturdays in bwo parts. The
first part 18 devoted to departmental orders and the second to
appointments, promotions and reversiohs, rewards, leave, ele., ol

officers both superior and subordinate. BExtracts from the Tndian

[ieport 1 et publighed separatel ipplernent
Only notices received through the Tuspeefor-General ol Police are
imserted.  Copies ure nob supplied by the Press.

The rates of subscription for the ‘‘ Madras Police Gazette ™’

will be as follows :—
Peor annum.

rs. P.

Part I 00 .o . e .. 3 00
Part IT .. 00 50 50 a0 1 00
0 50

Supplement .o

n advan { the begmmning ol each vea ippfly of  the
(Qazette is restricted to officials.

179. Private notices tn the ‘‘Police Gazette'' are charged for
except in the following cases :—(1) notice of property lost in
criminal cases : (2) notice of disappearance of persons where
there is gronnd to suspeet [‘_H!l [sr:t..‘.a". (3) nolice of the loss or

recovery of arms and ammunition It eases of doubt, reference

:-»']||-||||E 1 I-|.||i| to  the l.’!:':_"""|:"1'-[lll neral of l’i]“l':" who ‘.'\'lH

decide whether any recovery aliould be made. "The cosl of

advertising such private notices is recovered by the Inspector
q1 af Police and eredited to ' XTuV. Stationery and Printing

Sfﬁfe—c. ‘Other Press Receipts—Secretariat Presses.”
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Registration Gazette.

178. (i) ¢ Registration Gazette ’, issued on the second Saturday
of every month, includes notifications regarding limits of "listrcts
and sub-districts and transfers of villages; liegistration rules and
table of fees; notifications under the Stamp Act; extracts from
the Fort St, George Guazelte relating to the appointments of
Sub-Regisivars as Special Magstrates. Appowtmenis, postings
and leave of Sub-Registrars, District Regisfrar's orders regard-
ing leave to Sub-Hegstrars and acting appontments, the firat
general notification. regarding holidays under the Negotiable
Instruments Act relating to a year and special notifications
announcing holidays not included in the general notification;
orders of general application to the depatiment; extracts from
Law Reports and copies of judgments containing rulings bearing
on Registration and Stemp Laws; and rulings of {he Accountani-
General, No private advertisements are ingerted. All manus-
cripts are due in the Press not later than the evening of the
Wednesday preceding the issue and any received later is withheld
till the following issue. Tf a Press holiday should occur between
Wednesday and Friday in the week of publicalion all [resh matter
gshould be sent to the Press I ."“""“'"I""f" evening ‘.“.“i""‘ are
distributed by the Inspector-General of Registration, Madras.

(i) Notification in the Fort St. George Gazette under the
Tndian Companies Act, the Provident Insurance Societies Act
and Departmental ovders relating to these Acts, and any other
matters with which the District Registrars alone are concerned,
will be publishel on a separate supplemental sheet headed
“Supplement to the Registration Gazette” under the signature
of the Inspector-General of Registration and distributed to

District Registrars only.

Book Binding.

174. Classes of work.—The work which may ordinarily be
bound at Government expense, except for Secretariat offices, 1s
divided into three classes :—

(a) Publications, veports, manuals, etc., printed at the
Government Press and issued bound in a style suitable for the
purpose for which they are intended; they are not to be rebound
in a different or more expensive style in any press, library or office
without the sanction of Government.

(b) Standard forms which are preseribed for nse as registers,
ate., and blank books for permanent records which are treated as
stationorv items can be obtained on respeetive indents from the
office of the Director of Stationery and Printing. No loose forms
ghould be returned to the office of the Director of Stationery and
Printing or sent to Jails or private firms to be bound.

507-1—5A
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(c) Périodical publications, orders or papers which it is
Lecessary to preserve [or permanent reference and those included
m tie hist in Appenddix F; any addition to this appendix requires
the sanction of Government,.

175, The binding at Government expense of other classes of
papers or documents such ax those mentioned below is prohibited;
files of correspondence, . manuscript inspection notes, circulars
and orders, petitions, disposals, attendance and absentee lists,
taluk records, April returns, price lists, manuscript indexes, etc.
Should it be necessary to preserve in handy form these papers or
standard forms supplied in sheets, such as acquiftance rolls after
they have been filled up, they should be stitched In strong
wrappers in the office concerned or enclosed in hinged file boards
or filing slips.

176. Indenting officers.—Heads of departments and officers
mentioned in Appendix A are authorised to order binding subject
to these rules. Any addition to the list requires the sanction of
Government.

177.  Binding by privale agency.—In cases, where a special
gtaff for binding and the supply of materials are not sanctioned,
libraries of Government educational institutions should ordinarily
entrust their binding work to the cheapest private agency in the
locality concerned, useless the Government Press or the jails
mentioned in paragraph 179 require the work to be sent to them
at any time. Kvery officer ordering binding works through
private agencies shall invite competitive tenders with reference
to the work to be executed giving full details as to the style, size,
ete.. ol the volumes to be bound and send them to the Director
of Stationery and Printing, for scrutiny and advice regarding
selection of acceptance of the tender. His opinion shall be final

in this respect  The final work charges on this account are
also subject to the verification of the Director of Stationery and
Printing.  The Connemara Public Libvary, the Government

Oriental Manuscripts Tiibrary, the High Court and the Commis-
sioner for Government Hxaminations, may subject to the same
conditions. entrust their binding work to private agency or to
the Government Press, Madras, as is convenient to them.

178. Registration records.—Such as registers and original and
duplicate indices, thumb-impression and settlement registers (but
not other forms, manuals or correspondence) may be hound and
repaired in the offices concerned in the prescribed style, subject
to the condition of inviting tenders, its final acceptance by th»
Director of Statiorerv and Printing, and the usual check of
work charges as detailed in the paragraph above.
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179. (1) Binding work of the classes authorised for all offices
in the following districts shall be sent to the jails noted against
them :— .

Chingleput o 0c Central Jail Branch Press, Madras.

Coimbatore and The Central Jail, Coimbatore.
Nilgiris,

Madurai .. 50 0 District Jail, Madurai.

North Arcot oo 00 Central Jail, Vellore,

Ramansthapuram ac Diastriot Jail, Madurei.

Salem 38 .. B0 Central Jail, Salem.

South Arcot a0 og District Jail, Cuddalore.

Thanjavur . 50 Borstel School, Thanjavur.

Tirunelveli eand IKanya- Boratal School, Palayamkottai.
kumari.

Tiruchirappalli .. o0 Central Jail, Tiruchirappalli.

In Madras, the binding work should be sent to the Govern-
ment Press, Madras, or if they can undertake the work, to jails,
or in the last resort entrusted to private agencies.  Professional
book-binders should not be employed in Collector's office, nor
shall any muchi or menial be employed exclusively on binding
work,

(i) Rough binding or stitching of files and records should
be carried out by muchis or attenders attached to the office
concerned.

(iii) When records are destroyed, the boards, rejected and
not required for filing should be sent to the Government Press,
Mint Buildings, or to the office authorised to do binding work, to
be utilised again.

(iv) All the binding work of Police Department may be
sent to Government Care Camp and Care Home at Melapakkam.

(v) The Government offices in the district of Chingleput,
South Arcot and North Arcot, may send their hinding work to
the Government After Care Home for Bovs at (hingleput.

180. Binding materials for offices allowed to bind their own
books and for stitching rough records in other oftices are supplied
by the Director of Stationery and Printing with the annual
indents for stationery, etc., and should not he purchased locally.

181. Style of binding.—The nature of the binding is left to the
discretion of the Director of Stationery and Printing. He may,
however, consult, as far as practicable the wishes of the officers
concerned, having regard to the locality, the nature of the papers
and the purposes for which they are required. In cases of those

offices for w'hh.-'h_ binding ‘I.W ;'»_r%\-':lf'v agency is allowed, heads
of offices are not to permit extravagance in the style of binding
and In the number of papers bound Gilt-lettering should not

he adopted for homnd forme. manuseripts, ete. Ti.may be 2sed
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for manuals, etcs, issued by the press, for librdry works, and for
Government orders and other permanent printed papers for the
Secretariat and the Board’s office. Papers lubels may be
printed at the time when books ol other deseriptions nre bound,
but not for sttched office files of forms, correspondence, ete. 1n
olher enses the restriction as to printing of less thau filty coples
applies equally to labels for books. The jail Dbinderies can
neither undertake gilt-lettexing nor print paper-labels.

182. Indents for binding must be signed by the head of the
oflice, or in the case ol routine work for subordinate offices a
copy of the order of the head of the department sunclioning the
binding, should be attached.  Orders for printed forms should
specily the number of leaves requived per houlk. Printed
journals and periodicals, the binding of which has Dbeen sane-
fioned, should be carefully examined and arranged before
despateh to the press, and no volume of gazettes, Acts, ionrnals,
periodicals, ete., that is incomplete should be  forw arded, IE,
however, GGovernment have ordered the supply of the missing
parts by the Press, copies thereof ghould firsl he obtained from
the Government Publication Depot of the Stationery and Trint-
ing Department, Mount Road, Madras, by furmshing copy of the
Government order and added to complete the volume to he hound,
before 1t is forwarded for hinding, The books sheuld bear the
office name or stamp for purposes of indentification.

If the books are to be bound to match a particular style, a
gpecimen copy should be sent. Consignment must be prepaid.
A duplicate list of the papers should be gent, one copy of which
will be signed and returned to the indenting officer.

183. Copies of notes and diagrams or separate parts of a paper
ghould not be returned to the press merely to be stitched or pasted,
together, nor should work be sent merely to be stitched in paper
eovers.

12(. Rates of binding.—The rates paid to private agencies for

Ml neluding ne sNppi YLEeT1818 f he with refernece
to lowest quotations offered while calling far tenders and the rates
shall not exceed as far as possible than those specified in
Appendix J, The decision of the Director of BStationery and

Printing shall be final in all cases of dispute.

Miscellaneous Supplies.

185. Letter flags.—Tlagn are treated as forms and are snpplied
by the Director of Stationery and Printing on ~ongolidated:
apnual indents. Heads of departments should not indent for flags
for subordinate not in the sanctioned list and should see that
ynnecessary destruction is avoided.
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186. Trays, cases* and racks for forms, statiouery cards, ete.,
are not supplied by the Stationery and Printing Departmens, they
ghould be made of wood or tin and treated as office furniture.

187. Flat file cases L sory and flaps, described as itens 813 lo
317 of appendix I of the Madras Stationery Manual, Volime II,
Part 1, hinged file boards, file books, filing slips and hlank books
are manufactured in the Press Dranch of Slationery and Printing
Department but supplies are made by the Stationery Branch to the
pllicers entitled to the supply, on indents for stationery. The
printing or pasting of names of office on the flat file cages of Loavds
ig prohibited.

188. Flat-file cases are not to be used for the maintenance of
records or for despatch of papers nor ave they to be made in offices
oul of strawboards. ‘Where papers have to be sent by railway frain
or post to ollices on tour, flaps with tape white und red included in
Appendix T of the Madras Stationery Manual, Volume TT, Part T
may be used, All ordinary repairs to fat file cases, and flaps shall
be arranged for locally by the ofticers themselves.  Warnout flat
file cases and flaps, shall however, be sent to the Press Branch of
the Stationery and Printing Department, Madras, for repairs.
Wornout cases may be destroyed by the Press Branch of the
Stationery and Printing Department, when beyond econdmical
repair and the fact intimated fo the officers who sent them. Cages
which are beyond economical repairs and destroyed as such by the
Press Branch of the Stationery and Printing Department, shall
oe replaced by the Stationery Branch of the Sutionery aud
Printing Department on he furnishing of a certificate to that
effect by the officers. 'Tlie provisions of rule 29 of the Stationerv
Mannai, Volume I, shall apply in case of loss or damage. The Press
Brancir of the Stationerv and Printing Department, ig authorised to
relurn cases sent to it for repairs. if it considers that thev are fit foo
farther nse withont repairs,

189, Blank books arc not to he used lor purposes for which
inrms are supplied.

190 Tear of! biocks foolscap octavo 4 inches by 6 inches (10.5
cro. by 14.8 em.) manufactured in the Press Branch of Stationery
snd Printing Department are supplied by the Stationery Branch
as an article of stationery on Stationery indents, to the officers
entitled to the supply. The Press Branch is authorised to supply
the Central Cash Bureau, Secretariat the following varicties of
coloured tear off blocks for the use of ministers :—

Pink (urgent) (small and big size).

Blue (special) (small and big size).
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Supply of publications, Books and ‘Manuals.

191. (a) Prices—State Government Publications.—All publica~
tions intended for sale whether printed at a Government or private
press should have' the selling price printed on the cover, half-title
or title page, and the names and addresses of the agents for sale of
the Government puhlications should be printed on the back of the
half-title if there is one or on any other spars page; olher non-
confidential publications should have the words ‘ For official use
only * or ‘ Gratis’ printed on wrapper or title. The price i§
calculated by dividing the press cost by the full number of copies
printed and adding a percentage to cover the commission paid to
selling agents. When other expenses in addition to the ordinary
charges of administration have been incurred or when it is
required that literary works should be charged at ordinary
publisher’s rates, the previous orders of Government should be
taken before fixing the price. In other cases, the instructions of
the office concerned should be taken before placing books on sale.

(b) Correction slips to Codes, Manuals, etc.—The selling
prices of correction slips to codes, manuals, etc., are fixed in ac-
cordance with the method adopted for the pricing of books.

(c) Special publications, college calendars, etc.—- Spesial
prices irrespective of cost arve fixed for Acts, Bills, proceedings of.
the Legislature, the final State Budget, Gazettes, Madras Informa-
tion, Village calendar, Ind-Com. Journal, Sowbagyam, Grama-
nalam, Mezhichelvam, etc., and printed on the publications. The
sale price of calendars and lLiibrary catalogues of Government
schools and colleges shall be fixed at the actual cost of production.

(d) Government orders, etc. —The selling prices of Govern-
ment orders and smaller reports are at the rate of € Paise per 8
pages or fraction thereof and 3 TPaise for everv diagram, but such
vrices are not printed on the copies. Technical circulars of the
Chief Tneineer, not exceeding 30 naces will he nriced st one Runce
per copv for supply tn private parties and non-Government hodies.

(¢v Prices ~Union Government  Publications —The  sale
price and the nuwber of copies 1o be printed of al' Union Depart-
ment publiceiions printed at the Government Press will be fixed up
bv the Manager. Government of India, Central Publication
Branch. Delhi. Tar this pirnose. the Director of Stationery and
Printing will as ~oon as a publication is readv for wrinting, inform
the branch of :—

(a) the cost incurred,
(b) an estimate of all further costs including paper, binding
materials, blocks, plates, ete.

The sale of anv pnblication at a nrice, lower than the pres
arihed rateg 18 nrohihited withont special sanction of the Manader,
Government of India, Central Publication Branch, Delhi, aud such
sanction will 'in no case bhe given unless it is applied for and full
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reasons given for depature from the rulss whert the original requi-
sition is submitted. Ong first proof copy of every publication will
be sent as soon as ready to the Central Publication Branch by the
Director of Stationery and Printing. .

192. Report of issue of publications.—When any new non-
confidential publication not in either of the three standard lists (see
paragraph 163) is about to issue, the Director of Stationery and
Printing, in the case of works done at the Government Press or the
head of Depavbment concerned in the case of publications printed
at a private press will report the fact a fortnight before such issue
to the adminstrative department of the Secretarviat, which will
consider whether copies for information and foreign publieity
¢hould be sent to the High Commissioner of India in London and
intimate the decision to the Director of Stationery and Printing
of the head of the Department concerned, as the case may be. A
Yist of selected publications and subsequently copies of the selected
publications shall be sent to the British Museum on exchange
basis, through the High Commissioner of United Kingdom in
Delhi. Tn the case of publications printed for the Union Govern-
ment, the actual intimation need not be sent by the Press.

193. Recurring and periodical publications.—The standaril
lists include three classes :—(a) Publications which are Invariably
gent; () Tphemeral publications which as a rule are not sent;
and () unimportant publications which need not be sent. Cior-
rection slipg shall be freated in the same wav as the original publi-
cations to which they relate without reference, and their 18811
need not be intimated. No intimation is required for publication in
these lists, but officers having work done af any press other {han
the Government Press, are vesponsible that advance copies are
senf to the Diveelor of Stationery and Printing lor despateh to
the High Commissioner for Tndia. Tiondon. Copieg of reprints
without corrections need not he sent to the High Commissioner of

India, T,endm

194, No new publications shonld be forwarded direct to anv
addressee outside India, to rench its destination hefore a copy has
been received in the Tndian Embassy in the country in which tha
addressee vesides. Tf, for any reason, addressed copies are sent
to a foreign country, for distribution. in advanee of the nsual
supply for the Tndian Timbassv, at least one copy should be sent at
the same fime to the Tndian Embassy for record purposes.

L

195. The Figh Commissioner for Indin, London ig {o he
snpplied immediatelv after issne with at least one copv of every
Government Puhlication excepting those of ephemeral or eunfiden-
tin] nature as ver standard lists (or white paner conies of reporta
which are of the nature of proofs. hut including eorrecticn glipg
and revised editions.  Tn the ease of publieations which are confi-
dential or are intended for official use only, two copies, should be
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sent to the keeper, of the records of the Goverrment of India,
Calcutta, by his designation. Confidential publications should,
however, be placed in double covers, the inner cover being marked
confidential in bold letters. One of two copies may also be
required by the Registrar of Books, Madras and officers should
allow for these four copies when fixing the number to be printed.
1f two editions of a report are issued, one with the proceedings
of Government and the other without, copies of both ave to he
forwarded to the High Commissioner of India, Liondon. In the
case of British Museum, copies should be sent on exchange basig,
through the High Commissioner for United Kingdom in Delhi.

196. Supply and distribution of New Works or of periodical
publications.—Only publications and reports (not in Governmen$
order form) published by the Secretariats, Special Parliamentary
papers Aets, Madras Law Reports, Gazettes, publications of other
Governments or private publications for which speeial distribution
lists have been sanctioned by Government, are despatched by the
Press. The Director of Fisheries, may as an exception, add to or
alter the distribution lists of Fishery pamphlets and bulleting
which have been sanctioned by Government. Copies of Govern-
ment orders (except for issue to editors) Departmental iuanuals,
returns, reports, ete., are distributed to subordinates and others
by the Departinents responsible for their issue. In the case of
certain publicationg of other Governments, the department which
receives the bulk of the copies distributes the reminder to Madras
Officials. Copies of publications intended for sale and for distribu-
tion in the United Kingdom for official use should be sent direct
to the High Commissioner for India, Liondon. Advance copies of
General Administration and other annual reports should be zent
the High Commissioner for India, Tiondon by post. The copied
intended for free distribution fo private individuals and institutions
in the United Kingdom should be packed and addressed in the
Press and sent to the Hich Commissioner for India. Liondon in
hox packets with ordinarv invoice forms and with a distribution
list. TIn lforwarding io the Tioh Commnuissioner for Tndia. Tondon,
official publications intended (o0 ivee distribution to private indi-
viduals and institutions in the United Iingdom the instructions
communicated in G.0. No. 302, I'inance, dated 12th April 1894
should be followed. Copies for distribulion in the continents of
America, Australia, ete.., should be sent to the departments of the
Secretariate. Separate invoices marked ‘‘Unioisi Revenues' should
‘e sent with publications of the Government of India so as to
eniable the High Commissioner for India, London to mainfain
separate accounts for such publications.. Agents abroad obfain
copies for sale through the High Commissioner for India, Liondon.
In the case «{ British Museum copies shall he sent on exchange
basis through the Hig Commissioner for TUnited Kindom in

Delhi.



SUPPLW QF PUBLICATIONS, BOOKS AND MANUALS® i

206. Copyright.~~(1) Under the provision of section 17 (d) of
the Copyright Act, 1957 (Act No. 14 of 1957), Copyright in Govern-
tent Publications vests in the .Government concerned and any
reproduction, withcut consent, of the Governient concerned, of
a work first published by Government, ordinarily constitutes an
imringement of copyright. The Union Government consider it
desirabie that the public should be at liberty to reproduce certain
Government publications, and they are pleased to grant general
permission to reproduce.

(@) Any wmatter which hag appeared in the Gazette of India
except—
(i) Acts of the Parliament of India;

(i) Matter not first published by the TUnion Govern-
ment;

(b) Acts of the Parliament of India subject to the condi-
tion that these are reproduced together with original material,
e.g., commentaries ;

(c) Regional language translations of Acts and Bills of the
Parliament of India : and

(d) Reporws of any committee appointed by the Union
Government or the Parliament of India.

(2) Permission to reproduce other Government publications
will be given in special circumstances.  Applications for permis-
sion should be forwarded to the Director, Map Publications,
Survey of India.  Dehra Dun in the case of snaps, charts, plans
and other documents published by or on behalf of the Survey of
"ndia and to the Ministry of the Union Government dealing with
Industries and Labour in all other cases,

(3) In the case of work first published by State Govern-
ments, application for permission to reproduce such works should
be madc. in the absence of anv special orders passed bv the State
(tovernment. o the State Governmnents concerned.

(4) Any reproduction without consent, of a work, first pub-
lished by the Madras Jovernment Museum constitutes an infringe-
ment of copyright. Copyright of all photographs of objects in the
nuseum also vests in the Government. Application for permis-
sion to reproduce anything published, oy illustrations or photo-
graphs, by the museum should be made to the Superintendent,
Government Museun.

207. Government orders reports, ete., in Government order

‘or proceedings formi are =not distributed to addresses and officials

by the office of the Director of Stationery and Printing. Tndents

for spare copies of such pspers should he sent to the Secretariat
Departments concerned. :

.
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IEXCEPTIONS.—A few coples of some report on special distri-
bution lists are sent direct hy the office of the Director of Statio-
nery and Printing.

208,  Papers pluced at the disposal of the Press—(n) Govern-
ment orders, ebe , which are th.I[J|I1il'f] Lo cortaln BEWSPAPErs direck
from the Press, and arve sold to the publie, are soid to be ' placed
al the disposal of the Press' . They are of two clusses : (A) of
general importance and interest and (B) of local 1mportance and
interest, the lottey not heing sent to journals and institutions out-
side thig State.

(b) (1) Papers placed at the disposal of the * Press” and the
Uiate Administration Keport will be classified and priced as
tollows :—

Price
Olassification. Pgr Postags.
annum.
(H (2)
nS, P, RS, P.
1. All Administration Reports Madras State and 35 00 4 50
Government Departments
2. All Administration Reports Government 1 00 0o 37
Colleges, etec.
3. All Administration Roports local bodies -. T 00 3 37
10 00 2 80

4. All Govern nent orders of General interest .

In the case of departmental veports in item (1) and of reports

in items (&

are included. The

Madras Legislative Couneil and Assembly proceedings
Jiould be obtained separately on payment.

(2) (i) The papers will be delivered in Madras [ree and

i noled apainst each clasg will be sharged extra for

and 3, the orders of the Govermment on the reporvs
above rates do not include the price of the

which

Ll LR il v
Director of Stationers nd Printing on

wmpplied post-free by thi
payment of Iis. 50 per annum in advance.

(i) These orders will not affect any newspapers,
periodicals, institutiong, ete., supplied with papers placed abt the
disposal of the ‘Press [ree of charge or supplied with the Btate
Administration Report gratis or any newspeper selected from time
to time by the Government for free supply of press communigques.

(¢) An advanca copv of the report shonld he sent by the
Divector of Stationery and Printing, to the Chief Secretary to
Government a week before the date fixed for the publication spéei-
fying the date on whieh the veport will be publishd. Another

copv should be sent at the same time fo the Directoy of Tnformas-
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tion and Publicity through the Department of the Secretariat con-
cerned. The Department of the Secretariat concerned should
transmit it without delay te the Director of Information and
Publicity together with a memorandum wriften in narrative style
summarising the points in the reports to which it is considered
that the atteution of newspapers should be drawn. 'I'he memo-

randmm should not merely draw albtention (o certairn paragraphs
i the veport, In cases where the report is published in advance
belore 1118 reviewed by the Governtent, (he memorandum should

he FJIW:!l:l['r.i a4 soon as tlie J'l'!-tr!'i_. I8 recelved In the Secretariat z‘md
in other cases as sdon as the review is approved so that it will be
ready when the report has been printed. The draft of the menio-
randum should be sent to the Director of Information and Publi-
city in advance so that he may suggest changes, if any, are at all
culled for. The Departments of the Secretariat are also requested
to prepare and supply to the Director of Information and publicity
[or use of newspapers brief summaries of orders reviewing the
report it such orders ar long or complicated.

Advance copies of the reports intended for distribution to the
T, et sent by the Direc.tor of Stationery and Printing,
mitran, The Mail, l€Wspapers mentioned in the margin should be
_ﬁ:ﬂgzﬁ ]IEE}’;:;LI::, Ei) the Director of Information .an Publieity,
. » three clear days before the date specified [or
T the pub]icatiozl. (Public  Election II!:.'-p:u-:.me:nt,
Mensorandum No. 42157-A2, dated 29th November 1041.)

(d) No copy of any report or comununication which is sub-
iltved to Governwent, or of any Government order, should be
supplied by the Director of Stationery and Printing to newspapers

t others admitted to the privileges of Press papera, until it Las
hoen nasaed by Governmen

wtld be printed al the same time s those quired for the press
go ag to enable the press {o distribufe the type at once, 'These
eopies ghould, unless orders to the contrary are issued. contain the
tull reporf ineluding any matter which may have been exeised
froim copies o Le ‘-!Iill'“-". to the Press. The review gshoild be

printed geparately.

() Instractions  to supply copies to newspapers and the
public are nsually given by the insertion of fhe word * Pregs ? ac
ar addréss line on the original: g duplicate Fair nranf of PANErs S0
marked redd label Pre paper ' attached, ghall he sent

by 1l Direr

ool Blaklonery and Printing, to- the department
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cencerned which Wwill check and pass it for issue. Papers contain-
g no instructions on the copy as to ' Press ’ are treated by the
Director of Stationery and Printing, as ‘ not for Press’. 1f the
‘ F'ress paper’ proof retwrns before the ordinary proof, copies are
net printed before the return of the later, but it may be issued
before it appears in the gazette list. :

(g) Lhe inclusion of a Governmeut order of any department
iy the weekly gazelle list is sufticient authority for placing it at
the disposal of the I'ress, but the usual proof with coloured slip
i5 sent belore issue. When sending the manugeript list for publi-
cailon in the Gazelle, eack department will mark againgt each

entry the number of pages and diagrams so that the selling price
may be fixed.

(h) Special editions jor Press.—Any department may require
a special set printed for Press distribution, whether order only, or
part of the order. Tu such editions the address line ‘ Press’® is
printed in thick type, other addresses being deleted. Special com-
muaicaiions for the newspapers are ai times issued by the Secre-
tariats as a Press commumque or nole. Prools may be required,
Lut the papers may be supplied to editors without [urther instrue-
tions when the order to slrike copies is received.

209. Supply of publications, etc., to members of the Madras
Legislative Assembly and Council.—The members of the Madras
Legislative Assembly and Council will be supplied by the Director.
of Stationery and Printing, free of cost and without application
being made, with the copies of the following publications :-—

(i) Proceedings of the Madras Legislative Assembly and
Council;

(i) all published reports of the various branches of the
administration of the Madras State, including the State Adminis-
tration Report; and

(1i) the Fort Sl. Georye Gazette including supplements, the
supply of supplements and Act: in Regional languages being
limited to one language.

The Director of Stationery and Printing, will supply members
of the Madras Legislative Assembly and Council Press
communiques whenever issued, and any papers placed at the dis-
posal of the Press on receipt of intimation fromn a member, of his
requirements, within ten days of the publication of the list of
papers in the Fort St. George Gazette.

The members will be supplied by the Secretary, Madras
Legislature free of cost with any other publication of the classes
ugnally avallable to the public, for which they may specially apply

Seeretary to  the Legislature.  For this purpose, the
Madras Liegislafure may obtain from the Director of
. Btationery and Prinfing and stock a dozen copies in each of these
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publications at a time. The Director of Stationery and Printing
shall supply copies of these publications to the Fecretary, Madras

" Legislature on indent. The stock af the Legisluture Library may

be replenished as and when it is necessa ry. The Secretury, Madras
Liegislature will maintain an account of the publications received
from the Director of Stabionery and Printing, and  subsequent
transactions with the members of the Legislature.

Nore—(i) The supply will be restricted to publications dealing with wdininis-
trative matters and likely to be needed by a member in the exercise of his

funotion and will not permit the supply of books merely of general or literary
‘interest.

(ir) Buch of the pula]ima_!‘.ion& as mentioned in the lagh pawgraph in
paragraph 209 supplied to the members of the Legislature should be retwrned hy

the members concerned at their own cost bo the Mecretary, Madras Logislature,
on the terminstion of the tenure of their ofijce, The Becretary, Madraa
Logislature should exarcise & watch to ses Lhat the members return the books
when they esnse to be membors of the Legislabure,

210, Sule of books and publications.—Save in g few cages,
Government publications intended for sale to the public are gold
at the Publication Depot, Mount Road, or by agents appointed by
the Divector of Stationery and Printing, Madras. Fresh arrivals
of publications at the Depot are published in the Fort St. George
Gazelle 1n the first week of every month.

211. Receipts.—Receipts for services done or gmounts due to
the Press shall ordinarily be realised as laid down in subsidiary
rule 1 (@) of Treasury Ltule 10 of the Madras 'I'reasu ry  Code.
Remittance Transfer Receipta, Treasury chalans, Demand drafts,
crossed or open cheque, postage and reveuues sipmnps of 10 . on
lower denominations are also accepted siubjeck in  the case of
cheques to the condition that eredit can be taken by the press only
on their clearance by the bank and in the case of niuflasal cheques
to the payment of necessary discount that may he chatged for their
clearance prepayment of the price and forwa rding charge is
necessary for publications supplied to local bodies, private indi-

wnals anc mefitations bu! vol for publiont pplied

ment 1o other Governments or Government institutions, 1f o
renuttance is sent, books are seni per valne-payable post to local
bodies and approved customers,

212. Copies on loan.—Publications are not sent out by the
Press for reference and return, nor can they be used as copy for
compositors.

213, Supplies by other offices.—The [vee supply to Goevernments
officers of the undermentioned publications is nol, made by the
office of the Director of Stationery and Printing, Lut by the office
specified against each. All purely depairtmental mannuals, publi-
cations and reports are distributed by the department which
publishes them.

(1) Madras Supplement to the Civil Service Regulations
—Accountant-General, '

507-1--8 . .
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(2) Jail and Sub-Jail Manuals—Inspector-Geeneral of Prisons.

‘ (8) Board’s standing orders—Board of Revenue (Liand
Revenue).

(4) Rules and codes framed by the High Court—Registrar,
High Court,

(b) Agricultural leaflets and calendars—Director of Agricul-
ture; also sold at the Government Publication Depot.

214 (1) Priced publications of the Govtrnment of India both
belonging to the paying and non-paying Departments should be
obtained on payment by book adjustments by placing an indent on
the Manager of Publications, Government of India, Publication
Branch Civil 1ines, Deihi-6. 'The head of the account and the
name of the Accounts Officer should invariably be indicated on the
indents. 'The publications indented shall be supplied by the
Manager of Publil.‘.illlell;-‘ Delhi ap discount of 25 per cen ¢cn a
reciprocal Lasis to the indenting office/department duly supporied
by two copies of BBoole Debil Vouchers out of which one copy is
to be forwarded to lhe Accounts Officer of the Indentor and the
UCLLRVIIED Y oL gy De Jat |.-I fod reCoid 1 Wie Aeniol s oddlece. Ll
Mpngzer of Publications, Delhi  will realise necessury delita
apainst the indenting office,departiment by submitting monthly

debit slatements duly gopported by tssue  voucher indieating
ihercon the number and date of the Railway Receipl/Registered
] | | have hetg
| :-':"i."‘.i UL the _f||"_’J|':I: ol whieh MY ll".." und Aceotings Ulheer,
Ministry of Works, Housing and  Supply, New Delbhi  will raise
debhit awainst Accounls Ofieers of the intentors without waiting
i.: i RETE eee | t il a1 ' ||'\'--'!"'J el (81} |.i:- Lo |!| i-i:l: [1 '|| :.'I_'\
Tndia. Nn i Worlk L onas
ol e ta thos |||'|‘l'I o which an annua
|II . - 1 1] 1
serintion is fixed. e.a., corrections to Codes, Rules. ete., or when

a fixed deposit is entertained annually fo ensure reonlar supply.

Military Publications.

Supplies of the mlitary publications unless authorised by the
proper autl orities will riot Be made by the Manager of Tublications
Dielhi Howi 25 per ecent discount will be allowed on milifary

hlicntions when the authority concerned sanchions lol the 1ssus
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(i) The procedure that should be adopted in respect of the
*sale of Government of India Acts and Publications is prescribad
below :—

(@) Government of India Publications issued to State
Government Book Depots or Presses for sale to the Public will
be issued on sale and return basis on sale and return vouchers.

(b) State Government Book Depots and Presses will
credit all sales less 25 per cenl commission to the Central Head
8. Deposits and advances—Part 1V- Suspense—Pay  and
Accounts Officer—Suspense transactions—Adjustable with Pay
and Accounts Officers, Ministry ol Works, Housing and Bupply .
I'he Pay and Accounts Officer will finally credit the amount to
the Head " XIV. Stationery and Printing "—COentral--Bale of
Gazelie and otlier publications,

(c) State Government [l Deposils or  Prosses will
forward to the Manager, Govertment of India, Central Publicu-
tion Branch, Civil Lines, Delhi, in August, every year an annual
stock return showing stocks receipt and sales during the year for
eacl publication in the following forms ;—

(1) Number in Stock at commencement of the year,

v . 3 . ¢

(i) Receipts during the year (with reference Lo
voucher).

(iif) Total.

(iv) Number of copies sold during the year.

(v) Price of publication.

(vi) Sale-proceeds.

(vii) Amount credited to Central Revenues.

(vii) Number of copies returned to Central Publication
Branch (with reference to voucher).

(ix) Balance at the end of the year.
() Remarks.

N.B.—Issues may be made to the State Government
ofhcers from sale stccks provided that value (less 25 per cent
comimission) is credited to Central Revenues.

(d) In the case of important publications, Acts, ste., the
Munager, Government of India, Centrol Publication Branch, will
issue copies for sole to Blate Government Book Depots or Presses
and will use his diseretion as regards the number to be sent
with regard to the importance of the publicalion and the location
of Book Depot. In the ecase of less important publications will
wsue only on indents received from the Book Depots.

¢ (e) Book Depots or Presses will be supplied with copies
of all catalogues, lists and leaflets of mew publications and
announcements of future publications as soon as issued to enabla
them (o indeni [ny steels,
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(f) State CGovernment Book Depots or Presses may
arrange to return stocks no longer required for sale at any time,
and the Manager, Central Publidation Branch, will be responsible
for ||_'-t'u-\=1'i|l_:;'“:r.|i ansold o P from wslate Book Depols _u'l'iln-!‘
to replenish his slocke or when no [urther local demuand exists.

Publication of other State Governments.

915. The conditions under which priced publications of each

State Government are supplied by them

to officers of Madrag®

State and the officers in charge of sale"of publications of the
respective Governments are given below. This does not confer
on heads of Departments any power of sanction in excess of those

at present enjoyed by them.

Name of State
Government.

)

Glovernment of Andhra

{Oonditions of
supply.
2
On payment of
cost.

Officers in-charge of
the sale of
publication,

3)

The Director, Government
Printing and Publication

Pradesh. Bureau, Vicarul Umra

Palace, Begumpet,
Secunderabad.
M = On prepayment Officer-in-charge, Assam
Goverrinent of As of oost. Government ’ Book
Depot, Shillong.
Bihar .. On cash pay- Superintendent, Govern-
Government of Bi ment. mant Stationary Stores
garboagh |
Gujerat «» On payment, Direotor, Government
Government of Guj Printing I
Btationery, Ahmed-
abad.
ol
Government of Menipur On payment of cost. Superintendent,
Government Press,
Manipur,
ent of Lacoadive On acjustment Administrator,
G?:énﬁiniooy Islands. through the  (overnment of

Acoountant.General, Luccadive and Minicoy

Kerala. Islands, Calicut,
Himaochal On peyment of cost. The
Himachal -
Administrative Press,

Simla-3.



PUBLICATION

Name of State
Government.
(1)

Government of Kerala

Government of

Pradesh.

OF OTHER STATE GOVERNMENT#®

Oondition of
supply.

2

On payment of cosb in
advance Free supply
on specifio orders of
Government in each
caseo.

{ Medpya On peyment w

v5

o Officers imecharge
of the aale
of Publication,

3

Superintendent
Government
Presses, Korala
State, Trivandrum
and the Agsistant

of

tlents,

and Publications at

Hlationery

Bhopal el

Governmant of Meharashtra., On payment only by (1) Director of Govern-

preferring bills,

ment Printing and

Stationery, Charni
Road, Garden
Bombay.

(?) Bupervisor, Govern-

ment Sol Depot,

LS. Building, Wort,
Bombay-1 (liera the
eale 18 on oounter
ouly).

(3) Manager, (overns
ment « Photozinco
Press, Poona,.

(4) The Manager,
Government Press

and Book Depot,
Nagpur,

Depot and Baok Dapot

On cash payient in

advance.

On payment in cash
or through e change
accounts,

On pasyment of price
and other charges in
advance. If required
for official use (1) on
peyment of price and
postage charges, eto,,
(2) reoiprocal basis,
(8) Free of cost with
prior approval of the
Punjab State
Finance Department.,

Book adjustment
basis if required for
office use. If for
personal cash
payment.

use

A\urangahad,

Direotor of Printing
Btationery and
Publications,
Bangejore.

Superintendents,
grnua N?ovemment
eas,(Madhupat
Cuttack,  Tore)

Agsistant

A Director,
Printing

and

Stationery Depart-
mend
Chandigarh,

Punjab,




Name of Gtate
Government.

1
Government of Uttar Pradesh.

Government of West Bangal.

Government of Delhi State

Condition of
supply.

(2)

On cost recoverable
basis, free supply or
on reciprocal
basis on specifio
orders of Govern-
ment.

On cash payment ..

No reciprocal arrange-
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Offloers in-charge
of the sale
of Publfoation.
3
Superintendent,
Printing and

Stationery, Uttar
Pradesh, Allahabad.

Superintendent,
Government Prin-
ting, West Bengal,
38, Gopalnagar
Road, Calcutta-27,

The Director, Publio

ments for supply of Relations, Delhi
priced publications, Administration,
Block No. 9,
Old Secretariat,
Delhi.,
Government of Andaman end Supply on reciprocal or Seoretary to the Chief
Niocober Administration, Port complimentary basis. Commissioner,
Blair. Andamean and
Nicobar Islands,
Port Blair.
Government of Pondicherry. Supply made on Director, Government
requisition and cost Press, No. 3,
recovered on receipt of  Ruo del’ Eveche,
acknowledgment  for Pondicherry-1.
supplies.

Supplles to officers of other Governments.

216. Priced publications of the Madras Government will be
supplied to officers of Union Departments by the Director of Sta-
tionery and Printing on requisitions, received from the officers
direct. A debit less 25 per cent discount should be raised by the
Director of Stationery and Printing against the Central officers, at
the time of issue and this will be finally adjusted against the Union
Government by book debit at the end of the financial year. The
salme prineiple applies 1o the supply of priced publications to
otiier State Governmenr and Administrations but the supplies
will be made on DBill of cost either payable in cash or hy Book
Adjustment without discount.

Prior payment shall be insisted for supply of publications to
the officers of the Andhra Government (vide G.O. Ms. No. 470,
Education, dated 12th April 1954).

Exceptions.—The Delhi Administrations may be supplied
with the Madras Government’s priced publications at a discouns
of 25 per cent.

No debit should be raised against the Governments of Madhya
Pradesh, Bihar, Orissa, West Bengal and of the Union for the
supply of priced publications in cases where _the amount of a
single voucher does not exceed 25 P. excepting corrections to
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codes and manuals or regular supply of new Acts or pericdical
publications, the cost of which should be adjusted irrespective of
their prices at the time of issu¢ at the end of each financial year
against the officers concerned either by Book Debit or cash pay-
ment if the total claim exceeds 25 P.

Free distribution of publications to the High Commissioner of
India, London, States in the Union, Private individuals and
institutions will continue in accordance with Government orders
issued from time to time.

A copy in each Government Publications which are not meant
exclusively for official use, shall be supplied to the Public libraries
gpecified in the Delivery of Book (Public Libraries) Act, 1954
(Central Act No. 27 of 1954) in accordance with the orders in.
(3.0. No. 1701, Health, IHducation and Iiocal Administration
(Education), dated Tth October 1955 as amended from time fo
time if the supply is not included in the existing orders.

Rubber Stamps.

217. Rubber stamps are supplied free from the Government
Press on indent to the officers specified in Appendix ‘ A’ if their
supply has been sanctioned in the first instance by the Deputy
Secretaries to Covernment, the High Court, Board of ‘Revenue
and Heads of Departments specified in Appendix * H *.

Supply of rubber stamps on indents received from the Health
Inspectors and District Health Officers should be free of cost.

218. Facsimile of signature stamps are not made at Govern-
ment expense and payment for their purchase or repair by private
firms is prohibited.

919. Indents for rubber stamps shall be made on the Press
Branch of the Stationery and Printing TDepartment in the
prescribed  form (C.F. 161). Pad, ink and hrushes, will be
obtained from the Stationery Branch of the Stationery and
Printing Department. The Press Branch shall comply with the
indents only after it is satisfied with the explanation of the
indenting officer,. otherwise the sanction must be obtained by
the officer concerned.

290. Tnstructions should be legibly written in ink to avoid
mistakes. TProofs of atamps will be sent only in special cases.
Mhe selection of type for all stamps i left to the discretion of
the Director of Gtoticnery and Priuting.

091, Repairs to rubber stamps supplied to public officers are
carried out by the Press Branch of the Stationery and Printing

Pepartment. Stamps requiring repair or old stamps for which

new ones are to be supplied, may be forwarded by any gazetted
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officer with an indent, or if, in the later case, this is found incon-
venient, an impression shall be made on the indent form. Tf
duplicate stamps are required, full explanation of the necessity
for the same shall be furnished. Old and obsolete stamps shall be
vetmmed to  the Press Branch of the Stationery and Printing
Department on receipt of new ones. :

222. The Director of Stationery and Printing will bring to
the notice of the sanctioning authority, or the head of department,
any instance in ‘which a stamp has been misused, or when indents
are excessive, and may stop the supply pending sanction.

223. Brass seals are not necessary where rubber stamps are
prescribed, nor are they manufactured by the Press.

224. Supplies on payment.—Rubber stamps, etc., for the use
of local bodies and municipal councils from which the cost is
recoverable may be supplied and charged for at cost price plus
a 25 per cent addition.

225. Care of stamps.—Should the dates at any time fail to
make an impression, bring the date bar to a level with the face
of the rubber stamp by loosening the side screws and raising on
lowering the date bar as may be necessary. When level, screw
up tigh$ to avoid slipping. To ensure a good impression, press
the stamp firmly and evenly on the paper and under no circum-
stances beat or hit hard on the paper, otherwise the stamp will
give a blurred appearance. A few drops of ink well soaked into
the pad will be sufficient to give a hundred impressions; too
much ink will fil] up the letters and make the impression illegible.
After the day’s use the stamp should be gently wiped with a
damp soft rag and put back. The stamp should not be left face
downwards in contact with the pad, but should be hung up cr
turned on end when not in use.

Work at outside Presses and forPrivates Partie, etc.

926. Printing at private presses.—In all  but  urgent cases
before entrusting the work of printing and binding, including
ruling or die stamping, to private presses, the departments
concerned shall make a reference to the Director of Stationery
and Printing and get his sanction for the execution of such
works outside.  Under exceptional circumstances, however
printing and binding are permitted to be done at private presses
subject to the ratifications of such actions by the Director of
Stationery and Printing, and in the case of binding to the limit of
appropriations of the department concerned for the purpose, On

every hill for  binding, including  embossing, ete., executed by
private presses o onlside ageneies therg should he a declaration
oned either by the Director of Stationery and Printing, or by

ne T'CSTON 1l Whoer [ Tail |.I-"l arlment to the E'H""f ":‘hfiil

he work could'not have heen undertaken either by the Government
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Press or by the Jail binderies. The vrinfing * of standardized
forms, which are snpplied L'y the Government Press at private
presses s atrietly prohibited save under very exceptional
cirenmstances (vide also pavagraph 66) subject to the conditions
laid down in  the several paragraphs under the sublead
Printing — and distribusion of forms of this manual., The
expenditure in respect of payment of bills for printing work done
at private presses will be met from the appropriation under ** 56.
Stationery and Printing "' and that for binding from the conti-
gent alloftnent of fthe offices eoncerned. All printing for the
Criminal Tnvestigation Department, should, however, be done at
the Centra] Press, Madras.

Bizgeptions—The printing of the following items of work are
permitied (o be done at pirvate presses without previous reference
and sanction of the Director of Stationeny and Printing, Madras.
Iixcept those done by the Judicial Department the usual proce-
dure of cailing for tender ghould be followed. Their serutiny and
acceptance is left to the Director.

(a) Sessions judgments subject to the condition that the
charges do not exceed the rates specified in Appendix J.

(b) Lists of stolen property, lost property, rewards or
similar notices of special character in  Regional langnages that
demand immediate circulation for the Superintendents of Police,
and the monthly news sheets intended for ecirenlation among
members of the village vigilance committee.

227, Whenever the printing of any Government publications
18 necessary, and it is not possible for the Government Press to
undertake the work and it becomes necessary to enfrust the work
to private presses, the following procedure ghall be adopted :—

(i) Open tenders for the printing of the publication should
be invited in consultation with the Director of Stationery and
Printing; and

(i) If it is found on a scrutiny of the tenders that the
terms offered by more {han one tender are satisfactory, the
printing work shall be distributed among such tenderers.

228. Verification of bills—Binding, including ruling, ete,—-
The bills of charges for binding, ruling, ete., at private firms
must be verified by the Director of Stationery and Prin fing. To
engure strict complinnee with the rule, every bill of whatever
amount for such work executed at a private press in India shall.
in addition to the declaration referred to in paragraph 226 aliove,
bear a cerfificate by the Director of Stationery and Printing,
Madras that the charges have been verified and passed by him.
Full details as to the size, and number of the leaves, the thickness
of the volume, the nature of the binding and the kind of lettering.
etc., should be furnished with the bill along with a declaration



