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TOP SECRET

PARAGRAPHS 288 TO 303

288. Confidential Section (General)—
There are two sections viz. Top Seeret and
Budget (Confidential].

Top Secret Section—Section exccutes
confidential and spectal work for all
Government Departmental and offices and
is under the personal supervision of the
Works Manager. Men of long years of
service with good antecedents are being
allowed to work in this seetion. The Senior
Foreman and the Senior Reader are jointly
responsible for the care of all papers. The
Senior Reader enters the paper account
book. checks the contents of covers and
otherwise assists the Senior Foreman as
directed from time to time.

289. Seven Days Work Compensatory
Allowance.—The Top Secret section shall
work on all days excepting public holidays.
The employees avail their weekly holidays in
tums on specified days.

The employees working in the Top Seeret
section will be paid a compensatory
allowance at the rate of Rs. 5 for those
getting Rs. 300 and above per mensum and
Rs. 3 for these getting below Rs. 300 per
mensum.

(G.0. Ms. No. 25, Transport Department, dated 19th
January 1976.}

Note .— Seven Day week compensatory allowamnce
shall be as follows :

Scale of Pay Rates of Seven Day week
Compensatory ajlowanece

1. Rs. 780-35-1025-40-1385 | Rs.15/-

2. Rs.705-20-745-25-1230 per mensum

3. Rs.555-15-615-20-795-25-970

4. Rs.505-10-555-16-615-20- Rs.12/-

795-25-845 per mensumn

(Vide G.©O. Ms. No.880, Transport dated 29.5.1986)

29¢. Opening and Closing the
Section.—The Scnior Foreman and the
Senior Reader are to be present when the
section is opened or closed . They shall
ensure that all papers and matter are
carefully put away every evening and that
the kevs of the section are given to the
Overseer in a located box, placed in a bag
and sealed with personal seal of the Foreman.
the key of which is retained by the Senior
Foreman. The Senior Foreman is responsible
for all almirahs and racks which have locks
being locked every evening and at other
times when out of use. The Senior Foreman
and the Senior Reader are responsible that .
every person, on entering or leaving the
room at any time during the day when the
section is closed is searched carefully in
addition to the usual scarch at the gate no
one being cxempt and that they bring no
pencils or other writing materials into the
section. No hats, turbans of coats belonging
to Compositors, Machine Minders, Binders,
ete. or other unnecessary articles of clothing,
umbrellas, ete. belonging to any employee
are allowed inside the section.
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291. Compliance of Factory Act.—To
maintain tight securily measures and to
ensure Secrecy, only the employees working
in the section shall enter the section. The
Senior Foreman and Junior Foreman shall
not permit any outsider to have access to
the section. The section shall and exempted
from the provisions of the Factories Act
regarding inspection by the Inspector of
Factories. However, the Works Manager
will inspect the section once a year and
send a report regarding the compliance on
the points raised in the questionnaire by the
Inspector of Factories.

(G.O. Ms. No. 358. Transport, dated 29th June 1977).

292. Charging works—To facilitate
check of outturn, supply of copies for
Volumes and charging of work to
departments, "Care” and ordinary papers
should be distinguished in the work book
by a letter “C” When work is given must be
carefully entered in work book. When
binding or other work is sent for special
reasons to other sections, the proofs, copies,
etc.. should be brought back to the section
every evening but as a rule only the work
which can be completed during a day should
be sent.

When a carc or other paper is marked for
“Press”, distribution copy should be shown
at once to the Works Manager for orders.

293. Compositor’'s Outturn.—The
Composilors and Imposers enter the work
done by them in the daily outturn sheets.
which is checked and initialled by the
Senior Foreman. The Outturn sheets are
given to the Computers for further necessary
action. Ten per cenl of the entries should
be checked by the Works Manager or the
Officer-in-charge. No proof shall be attached
to the outturn sheets.

294. Ordinary Work.—Any ordinary work
done in the Top Secret Section will be taken
in to account in the outturn sheets of the
employees cohcerned in the usual course
under the initial of the Senior Foreman of
this section. He will also note in his work
the section in which the work is to be
charged and obtained the initials of the
Foreman of that section on giving him the
vouchers.

296, Messages.—In all books, Telephone
messages, upto the details of brief so as to
give no clue to its purpose, (i.c.) the number
only and not the subject of a Government
order should be entered.

The hours so engaged on these jobs shall
be charged to the respective sections.

297. Reading Indian Languages—
English compositors may be asked to work
as copy holders. Extra readers required and
the hours so spent shall be charged to the
reading section. When additional readers
are required, order passed by the Works
Manager should be sent to the Head Reader.

Indian Language Compositors will at
times read proofs of their own matter. They
can count for their outturn hours on the
following scale to the nearest one fourth
hour.

Ab size solid

Serial Numbers A4 size

and nature of solid, all Hindustani, Other
proof. languages  Sankrit language
Number and Number
of pages. Marathi of pages.
Number
of pages.
(1) (2) (3) {4)
1. Rough and Fair 2 4 6

Proof per hour.

2. Author's revise 3% 7 10
formes and Press
Order Proofs

Per hour.

298. Despatch of Work.—The Senior
Foreman will see that no confidental paper
is sent out of the section except in an inner
sealed cover marked ‘Confidential’ super-
scribed with the name only of the addresses
and double sealed, enclosed in an outer,
over bearing the name and official
designation of the adressee with single seal
and he will see that receipts are obtained for
all proofs and copies sent out and send
reminders if not acknowledged within a
week from the mofussil or three days from
Madras. Invoices should bear time as well
as date of despatch. '

299. Records and Reference Books.—
All covers in which work is received (if sent
to the section) and letters, slips, etc., about
work will as soon as the instructions have
been entered fully in the workbook, be
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returned to the Works Manager. No files or
reference book of any kind are to be kept
in the section. They can be kept in the
Works Manager's Room.

The pages of all registers, outturn sheets.
ete., must be numbered and the employees
incharge are responsible for any missing
pages or slips.

300. Paper Account.— The Senior Reader
keeps an account of all paper sent for
printing and see that all press proofs,
spoils, waste sheets and other paper. no
matter how small, is accounted for, and
destroyed after check. The quantities
required and the total consumption will be
recheeked by a Gazetted Assistant deputed
by the Works Manager once in three months.

() The exact quantity of paper
required for each work will be estimated by
the Senior Reader and indicated for
scparately. Indents should specify name of
office, number of description of work,
number of pages and number of copies to
enable the Store-keeper to charge the office
for which paper is supplied. The paper.
required for proofs, lympan, etc., shall be
indented for in small quantities daily.

{b) The Senior Reader is in-charge of
the printing paper and will entcer it in the
paper account book immediately it is issued
by the Top Senior Binder to the Press or
Machine men and see that the daily balance
agrees with the quantity in hand.

{d The Top Senior Binder will issuc
and keep an account of the covers. brown
oiled and binding paper received or issued.
Entries must be made at the time the paper
is received or issued.

The entries will be checked up by the
Senior Reader and balanced Paper and
covers ol all descriptions must be Kept  in
locked almirahs. No paper is to pass the
binder's table unless it is actually required
for printing or make ready.

(d} No paper is to be given to the
Minders for friskcts sheets, string must be
used. Ordinary paper is not to be issued
to the Machine man for set-ofl sheets. He
will be given one quire of well oiled paper
to be used over and over again for this

purpose. No new paper is to be issued
except for sheets returend, so that he will
always have 24 of such sheets with him to
be delivered to the Senior Fereman every
evening. This applies to the Minder also,
but he is allowed only 12 sheets of set off
paper.

(e} All paper sent to the section hy
the Store-keeper should be conveyed without
ream wrappers.

(f The use of blotting paper is
prohibited.

301. Dispesal of Proofs.—The proofs
of the Top Secret work afler execution will
be sealed and kept in a locked almirah by
the Senior Reader in-charge. They will be
destroyed in the section incinerator after
obtaining permission {rom the Works
Manager.

302. Selection of Men.—(a) The Top
Secret Section with its Supervising, Reading,
Binding, Machine. Composing. clec.. staffl is
undcr the personal supervision and control
of the Works Manager and is a separate unit
by itself. Appointments and promotions will
be solely guided by suitability of an employec
and nol by any other considcration. For
example, if a Senior Reader has to be -
appointed in that section,a Reader from the
Reading Department or a Transcriber [rom
Top Secret Deparlment. may be chosen,
who in the Works Manager's opinion is most
suitable to do confidential works. and not
the senior most of the Readers although
seniority will also be considered wherce other
things arc cqual. Senior Foreman and
Senior Reader of the Top Secret Section will
submit all papers relating to appointment.
promotion. sclection of staff. leave
memoranda. Readers oul-turn books, etc.,
direct to the Works Manager.

(b} When additional hands are to be
employed in the scetion, the Senior Foreman
and the Senior Reader will be careful that
names are submitted for the Works .
Manager's approval other than those of men
of good antecedents and long services. When
there is no work on hand. the men selected
Jalest are Lo rejoin their respective
departments immediately.
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303. Standing Matter.— No ordinary
matter is to be kept in type longer than a
week after despatch of copies. The type of
question papers and special demi-officials,
etc., will be distributed the same day as
they are printed. Matter likely to be required
by other sections will be kept in locked
forme racks for one month and the Works
Manager's order taken there. When the
type of other papers cannot be distributed

at once, headings should be taken away and
lines transposed, etc.

No compositor is to kecp matter bundled
in paper under this frame or any matter or
galley on his frame except that, on which
he is actually working. All others must be
placed in galley racks or in the places
allotted to them immediately proofs has
been pulled. Excess distribution must be
returned at once Lo the Imposer.

Y
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BUDGET

PARAGRAPHS 304 TO 319

304. Budget (Confidential) Section
(General).—This section is mainly intended
for the printing of the Budget Publications.
It consists of Top Senior foreman, a Top
Senior Reader, a Computer and skeleton
staff to attend to the work relating to the
Budget and other special publications allied
to the Budget. This section is responsible
for the timely publication of the Budget, and
for this purpose the section takes necessary
additional men from the General Sections of
the Press during the peak season of the
Budget work. When ever the section is free,
work of non-confidential nature will be
taken up from the main sections of the
Press. The section shall be under the
personal supervision of the Works Manager.
A Senior Foreman shall be in-charge of each
shift. Only men of long service and good
antecedent will be allowed to work in this
section.

305. Opening and closing.—The
section shall not be opened or closed except
in the presence of the Senior Foremen in-
charge of the shift. In the absence of Senior
Foreman the Junior Foreman in-charge of
the shift shall close the section’ in his
presence.

306. Working days.—This section
works in three shifts on all days including
Sundays. The employees working in this
section avail their weekly holidays in turns
on specified day. The employees are paid
Seven Day Compensatory Allowance.

307. Special Compensatory
Allowance.— To maintain utmost secrecy
and security in the printing of budget
documents, the staff directly connected with
the work will be interned. The entire period
of internment of officers and employees will
be treated as ‘on duty’.

The staff so interned will be granted two
days off excluding holidays and the days of
relief.

The staff will also be paid a special
compensatory allowance at the following
rates :

Deputy Works Manager

|— Rs.15 per day
Assistant Works Manager

Employees Rs. 8 per day.

(G.O. Ms No.34. Transport, dated 20th January 1978.)

308. Supervision.—The Senior
Foremen is responsible to ensure that
almirahs, racks, ctc., are locked carefully in
each shift at other times when not in use.

The Senior Forman is also responsible to
see that every person entering or leaving the
section at any time is searched carefully in
addition to the usual scarch at the gate, no
one being exempt and that they bring no
pencils or other writing materials into the
section. No hats, turbans or coats belonging
to the Compositors, Minders, Binders etc.,
or other unnecessary articles of clothing, -
umbrellas, etc., belonging to any employees
allowed inside the section.
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The employees who leave or enter the
scction should record their timings of
incoming and out going and the purpose of
movement in the movement register for this
purpose.

Similarly the persons coming from
Secretariat  should also record in the
outsider’s register their names, the timings
of incoming and out going and the purpose
for which they have come.

309. Charging works.—When Binding
or other work is sent for special reasons Lo
other scelions the proofs, copics. ele., should
be brought back to the section as soon as
the work is completed.

When a care or other paper is marked for
“Press” distribution, copy should be shown

at once lo the Works Manager for orders. |

310. Compeositor's Outturn.—The
Compositors. Imposers and Mono Operators
enter the work done by them in the daily
outturn sheets, which is checked and
initialled by the Foreman. The outtum
sheets are given to the Computors for
further nceessary action. Ten per cent of
the entrics should be checked by the Works
Manager or by the Officer-in-charge of the
seetion

311. Ordinary Work.—Any ordinary
work done in the confidential (Budget)
section will be taken into account in the
outturn sheets of the employees concerned
in usual course under the initials of the
Foreman of this section  Tle will also note
in his work book the sccelion in which the
work is 1o be charged and obtain the initials
o the Foreman of that section on giving him
the voucher.

312. Messages.—In all books, telephonce
messages receipt. ete., the details of work
must be brief so as to give no clue to its
purport, (e.g.) the number only and not the
subject of a Government order should be
entered.

313. Imposing.—Compositors may bc
required to pull proofs, wash formes and
strikes off copies of confidential work and
all the men in the sections are responsible
for the scerecy of papers.

The hours to be engaged on these jobs
shall be charged to the respective sections.

314. Reading —Compositors may be
asked to work., as Copy holders to extra
readers when required and the hours so
spent shall be e¢harged to the Reading
section.  When additional Readers are
required an order passed by the Works
Manager should be sent to the Head Reader.

315. Despatch of Work.—The Junior
Forcman will sce that no contidential paper
is sent out of the section except in an inner
scaled cover marked “Confidential”
superscribed with the name only of the
addressee and double sealed. enclosed inan |
ouler cover bearing the name and official
designation of the addressee with single
seal and he will see Lthat receipts are obtained
for all proofs and copies sent out and sent
reminders if not received within a week from
the mofussil or three days (rom Madras.
Invoices should bear the time as well as the
dalc of despatch.

316. Records and Reference
Books.—The pages of all registers, outturn
shecets, cte., must be numbered and the
employees in-charge are responsible for any
missing pages or slips.

317. Paper Account.—The Top Senior
Reader keeps an account of all paper sent
for printing and see that all press proofs,
spoils. waste shects and  other paper. no -
matler how small. is accounted for and
destroved after cheek. The quantities
required and total consumption will be
rechecked by an Officer deputed by the
Works Manager onee in three months

ta} The cxact quantity of paper
required for cach work will be estimated by
the Top Scnior Reader and indented for
separately. Indents should specify name of
office, number, deseription of work, number
of pages and number of copies, to cnable
the paper Store-keeper charge the ofliee for
which paper is supplicd. The paper required
for proofs, tympan, ctc., shall be indented
for in small quantitics daily.

(b) The Top Semior Reader is in-charge
of the printing paper and will enier it in the
paper account boek irmanedialtcely it is issued
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by the Junior Binder to the Press or Machine-
men and see that the daily balance agrees
with the quantity in hand.

(d The Junior Binder will issue and
keep an account of the covers, brown, oiled
and binding paper received and used. Entries
must be made at the time the paper is
received or issued. The entries will be
checked by the Top Senior Reader and
balanced. Paper and covers of all
descriptions must be kept in locked almirahs.
No paper is to pass the Binder’s table unless
it is actually required for printing or make
ready.

(d) No paper is to be given to the
Minder for frisket sheets, string must be
used. Ordinary paper is not to be issued
to the Machine-man for set off sheets. He
will be given one quire of well oiled paper
to be used over and over again for this
purpose. No new paper is to be is used
except for sheets returned, So that he will
always have 24 of such sheets with him to
be delivered to the Foreman each evening.
This applies to the Minder also, but he is
allowed only 12 sheets of set off paper.

() All paper sent to the Section by
the paper Store-keeper should be without
ream wrappers.

(# The use of blotting paper is
prohibited.

318. Selection of Men.— (a) The
Budget (Confidential) section with its
Supervising, Reading, Binding, Machine,
Composing, Computing, etc., is under the
personal supervision and control of the
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Works Manager and is a separate unit by
itself. Appointments and promotions will be
solely guided by an employee’s suitability
and not by any other consideration. For
example, if a Top Senior Reader has to be
appointed in that Section, a Top Senior
Reader from the Reading Department may
be chosen, who in the opinion of the Works
Manager is most f[itted to do confidential
work, and not the senior most, although
seniority will also be considered where other
things are equal. Top Senior Foreman and
Top Senior Reader of the Confidential
(Budget) Section will submit all papers
relating to appointment, promotion, selection
of staff, leave memoranda, reader’s outturn
books, ctc., direct to the Works Manager.

(b) When additional hands are to be
employed in the Section, the Top Senior
Foreman and the Top Senior Reader will be
careful that no names are submitted for the
Works Manager's approval other than those
of men of good antecedents and long service.

When there is no work on hand, the men
selected latest are to rejoin their respective
departments immediately.

319. Standing Matter.—The type
matter of the Budget publication is kept
standing for alternation purposes every year.

No Compositor is to keep matter bundled
in paper under his frame, or any matter or
galley on his frame except that on which he -
is actually working. All others must be
placed in galley racks or in the places
allotted to them immediately proof has been
pulled. If excess distribution must be
returned at once to the Imposer.
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RAFFLE TICKET PRINTING

PARAGRAPHS 320 TO 331

320. General.—This section deals with
the printing and other allied operations
involved in the execution of Raflle Tickets.
The Works Manager is in overall charge of
this section. The Assistant Works Manager
(Raffles) who is in direct charge of this
section is responsbible for the maintenance
of secrecy of the operations and processes
involved and securily of the production
involving monetary value. All the requisite
production facilities shall be provided within
the section. The production in each shifi
is under the direct control of a Top Senior
Foreman. 100 per cent check shall be
effected before the tickets leave the press
premises by the stgff of this section and by
the staff deputed by the Director of Raffles
exclusively for this purpose.

321. Security Arrangements.—To
maintlain strict security round the clock
vigil shall be exercised with the help of
Police Guard. Movement of printed materials
if and when taken out to other departments
of the Press shall be escorted by Police and
shall be brought back before the end of the
shift. One Gate Surgeant exclusively posted
to the section in each shift shall exercise
strict vigil on the employees entering and
leaving the section. A movement register
shall be maintained by the Gate Sergeant
and entries made whenever the employees
leave the department while on duty.

Utmost secrecy about the processes and
sequences in operations shall be observed

37315-7p

by all the employees in the section. The
employees shall not disclose any detail or
information to persons not connected with
the work.

The Supervisory stafl shall keep all the
record under their personal custody. No
record shall be kept openly and accessible
to others.

322. Overseer {Raffles)-Assists the
Assistant Works Manager in discharging
the duties as follows :-

(i) Maintenance or records of
production in the shifts.

(ii) Co-ordination of production in the
shifts.

(iii) Forecasting requirements of paper
inks and other materials.

(iv) Production programming including
utilisation of spare capacity in the various
operations during lean periods.

{v) Co-ordination with the production
and maintenance staff for optimum
utilisation of men and machinery.

323. Supervision in Shifts.—A Top
Senior Foreman shall be in-charge of the
shift. He shall assist the Overseer in the
discharge of the duties as follows :-

{i) exercising control over the .
utilisation of manpower, machinery and
materials ;
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(ii) exercising security measures
during production ;

(iii) accounting for the materials
drawn, consumed in production

(iv) arranging for the quantity to be
printed within the permissible tolerance
limit for the delivery requirments without
resorting to reprinting and accounting for
the tolerance ;

(v) appraising the management of all
data required on production and allied
matters through prescribed returns and
records.

324. Stores— (a) Consumable
Stores.— The consumable stores shall be
procured sufficiently in advance and kept in
safe custody till issues are made.

(b) Paper.—The paper required for
printing shall be checked and counted by
the Binders deputed for the purpose in the
paper stores itsclf. Sheets, torn, wavy
edged or otherwise not suitable for being fed
on the printing machines shall be removed
and handed over to the Paper Store-Keeper.
Usable quantity of paper alone shall be
separately recounted, bundled, sealed and
kept under the custody of the Paper Store-
Keeper. The requisite quantity of paper
shall be drawn by the Ware House Clerk not
exceeding the quantity indicated in the
respective job orders. The quantity required
to be printed alone shall be supplied with
out anv excess or shortage. For this
purposc the officer-in-charge shall arange
to draw paper additionally not exceeding 6
per cent over the actual requirements.
Specific orders of the Director of Stationery
and Printing shall be obtained where the
tolerance limil of 6 per cent is not considered
as sufficient. The Ware House Clerk shall
maintain the stock accounts for the paper
drawn and issued and render accounts in
respect of cach job order.

325. Custoy of Spoiled and Excess
Copies.—All defectively printed sheets,
spoiled or damaged during the printing and
binding opecrations, discarded by the staff
authorised for taking delivery, including
those which have been printed within the
tolerance limil bul not delivered shall be

kept in safe custody by the Overseer till the
work is completed.

326. Despatch.—The Raffle Tickets
which are ready for delivery shall be handed
over to the Chief Despatcher by the Senior
Foreman, Binding. The register maintained
for the purpose of handing over shall be
scrutinized by the Overseer for details and
accuracy and altested by the Officer-in-
charge cvery day.

No rectification of defects of any nature
shall be undertaken after the tickets are
accepted by movement staff deputed by the
Director of Raffles for the purpose. The stafl
under the control of the Chief Despatcher
shall render assistance in packing for the
delivery of the sealed boxes to the Movement
staff of the Director of Tamil Nadu Raffle for
personal delivery of the boxes to all the
districts with Police escort.

327. Destruction of unused papers,
tickets, etc.— Immediately on handing
over the quantity ordered to be printed and
on settlement of the paper account, all the
quantity of unused papers, tickets, etc.,
shall be destroyed by fire, in the presence
of the officer-in-charge and a completion
report sent to Government.

328. Spare Capacity.—The spare
capacity available during the lean seasons
shall be estimated in advance and intimated
to the Planning Section by the Officer-in-
charge and arrangements made to utilise
the spare capacity available in the several
processes Lo the best advantage.

329. Opening and closing of the
section.—The section shall be opened by
the Top Senior Foreman on duty in the
presence of the Gate Sergeant and the
securily stafl. After closure of the section,
the main entrance shall be locked and
sealed. The key shall be kept in a sealed
box and handed over to the Overseer on
duty at the Gate under acknowledgement in
the key Register.

330. Selection of Men.—Men of long
service with good antecedents who are
considered it to do work maintaining secrecy
and security alone will be considered and |
seniority considered where other things are
equal.
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331. Assistant Works Manager
(Raffle).-—The Officer-in-charge of Raflle shall
assisl the Works Manager in the discharge
of the lollowing functions :

(i) To arrange for printing the Raflle
Tickets with secrecy.

(i) To plan and deliver the required
quantity according to the pre-determined
dates.

(iii) To keep under his personal
custody unused papers. tickets and other

73-157Jc

documents involving sccrecy till they are
destroyed by fire.

(iv) To [urnish reports on production
and working and the section {o the higher
authoritics on all aspects relating to the
printing of Rallle lickets.

(v)] To offer technical opinion on the
genuineness or otherwise of the prize winning
tickets referred to by the Director of Raffles.

(vi) To print the tickets maintaining
quality specifications and designs prescribed.
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TYPE STORES

PARAGRAPHS 332 TO 343

332. General.—Thereserve stock of all
types. leads, printing materials, etc., is held
in this section. The main functions of the
type stores are—

1. To receive duly checked stock of
types, etc., and issue them on indents.

2. To issue materials such as type,
high numbering boxes, frames, galleys.
imposing stones, etc.. to the Composing
Sectlion.

3. To receive unserviceable types,
etc. (Old metal) from the Composing Seclions
and issue metal to the foundry for being
cast into fresh types.

4. To keep in safe custody moulds,
matrices. and punches used in hand casting
machines. slereo types, blocks, cle.

5. To sort out irregular furniture
received from the Composing Section, cut
them to regular size for reissue.

333. Opening and Closing.—The Store
shall be opened and closed by the Junior
Foreman incharge of each shift.

334. Casting order for types.—The
storage of types. ectc. shall be kept at a
minimum to avoid locking up ol capital.
The last order shall be regulated with
reference Lo slock balances and the
requirements of the pending indents. The
order for casting shall be made out of Form
No.W.M.G.P.181 and sanctioned by the
Officer-in-charge.

373-15-8

335. Receipt and issue of types,
etc.—The types received from the foundry
shall be examined carefully (especially) as to
height, line, size and finish any defective
casting being reported to the Officer-in-
charge for being rejected, if necessary. If
correct, they shall be weighed and added to
stock. No material however urgently wanted
shall be sent direct to a composing section
from the foundry. The types and other
materials shall be issuced on properly made
out indents passed by the Officer-in-charge
(and countersigned by the Works Manager).
Every issue shall be supported by vouchers
acknowledging the quantity. Both issues
shall be accounted for in the register ‘Receipt
and issues of types’

336. Unserviceable materials.—Thc
receipt of broken and unserviceable types
and other malerials received in the Type
store shall be acknowledged in Form
No.W.M.G.P.184. The old type as received
shall be weighed and brought to receipt. An
account of the quantity received from the
different sections and its issue to foundry
and no other accounts as dead stock for
Lino type and Mono type departments shall
be maintained in the register of “old metals
received and issued”. Other unserviceable
articles such as chases which are irrepairable
shall be handed over to the Store-Keeper.

337. Metal issues to Foundry—The

unserviceable types, leads, etc., shall be .
issued to the foundry by this section on
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indents passed by the Officer-in-charge of
Composing. The quantity of metal issued
shall not generally be in excess of weight
sanctioned by the Officer-in-charge to be
cast {o avoid accumulation of balances in
the foundry.

338. Blocks.—The half-lone and line
blocks used in the publications received
after printing shall be returned to the
concerned offices from whom the printing
order were received, together with the blocks.
The blocks manufactured by the press for
future use shall be kept in safe custody.
Blocks which are not required or work out
shall be sent to the Stores for disposal.

339. Moulds, Matrices and
punches.—They shall be kept under lock
and key and issued to the foundry on signed
requisition having first ascertained that
they are required for an order for type
passed by the Officer-in-charge. Their return
after the work in the foundry is finished
shall carefully be watched.

340. Issues to Outside Offices.—When
types sent to other offices on loan, it shall
be the responsibility of the Type Store-
Keeper to keeps watch over their return and
sent reminders, if necessary. Any delay in
their return shall be reported to the Works
Manager or to the Officer-in-charge for
necessary action.

341. Works for Private Presses.—The
Tamil Nadu State emblem shall be made
availablc 10 (he departments of Secretariat
and other Government departments for
printing Government works and not for
private presses. The M.L.A and M.L.C.

emblems shall also be made available to the
Legislature Secrctariat.

The Stereos shall be made available at
the following rates :—

Stercos whether plate Rs. 5.75 (G.O.Ms.
or Stereos of any per No. 483,
description.— ' 100 Transport.

square dated
c.m. 16th June
1978.)

342. Disposal of Old Types and
Leads.—Old types and leads shall be
collected by the Senior Foreman, Type Stores
from the composing section and issued to
type foundry for recasting. The totlal of such
receipt and the quantity of types and leads
cast shall be accounted for in the register *
maintained for the purpose.

343. Duties of the Senior Foreman,
Type Stores.—Scnior Foreman, shall be in-
charge of the type store and be responsible
for the receipt of all types, till they are
issued. e shall also assist the store-keeper
in testing the accuracy and quality of all
chases and other composing materials before
they are accepted, initialling the receipts in
token of verification by him. He shall
personally see to the examination and
weighing ol all types, plates, metal, etc.
received into or issued to the Type store or
the Composing section. He shall be in-
charge of the Technical Library maintaining
a regiser and a catalogue of available books
dulv corrected and regulating the receipt
and issuc¢ of books. magazines. etc. in
accordance with the rules in appendix XVi
of this Manual. Ile¢ shall be assisted bv a
Junior Foreman in three shifts. He shall be
in overall charge of the Type Foundry also.
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FOUNDRY

PARAGRAPHS 344 TO 356

344. General.—The work done in this
section shall consist of type casting by
hand, sterco lyping, engraving and rubber
stamp making. This scetion shall be under
{he overall charge of the Type Store-keeper.
The Junior Foremen who are in-charge ol
the section in the shifts shall be responsible
for (i) metal issued for casting, ete., (ii) care
and custody of all implements, moulds.
matrices and punches obtained for use in
the section. (iii) for the condition of all
machines, (iv) Precautionary and safety
measures for guarding against fire. Their
duties arc :

1. To examine the accuracy of types.
cast. cut or made :

9. To sce that the department is kept
clean and that no accumulation of metal 1s
allowed anvwhere in the room.

3. To indent for old metal on the type
stores and for other articles on the General
Stores on properly made out indents.

345. Opening and closing—1Thc Foundry
shall be opened by a Caster in turn and
shall attend at the same time to light the
fires, etc.. for commencing work in time.

346. Work orders.—No type or other
material shall be cast except under the
authority of a requisition signed by the

Officer-in-charge. The orders for casting ol

special lypes other than produced by the
Mono Casting machines shall be made oul
in the ‘Type-Stores in accordance with the
instructions contained in paragraph (334)

of this Manual. Orders lor the manufacture
of engravings and stereos shall be prepared
by the department concerned in W.M.G.P.
Form No.182 under the sanction of the
Officer-in-charge.

The work orders for rubber stamps shall
be made out by the Rubber Stamp Clerk.
These orders on receipt in the foundry shall
be field chronologically and the work taken
up in the order of receipt preference being
given to the urgent requircments indicated
in the orders.

The details of despatch of finished
materials to the Type-store together with
the dale of completion of the order shall be
kept noted on the reverse of the cast orders
or mdents and verilied with the entries in
the Type store register. "eeeipt and issuc
of types”.  When taking stercos ol
standardized lorms. an cxtra flong of each
of them, unless otherwise ordered. shall be
{aken and stored carefully a register being
maintained for the same. The flongs shall
be kept in a special rack.

347. Approval of work.—The final
proofs of the type formes for the manufacture
of slercos and rubber stamps shall be
approved by the Officer-in-charge of
Composing before the manufacture is taken
up. The prools ol the diagrams cul.
stereolypes cast and rubber stamps made
and other work done in the foundry shall
be passed by the Officer-in-charge of the -
Foundry.
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348. Despatch of finished worl.—Before
delivery,. the materials shall be carefully
examined by the Junior Foreman as to the
accuracy and finish of the product and
delivered to the Type Store, after obtaining
necessary acknowledgement. All materials
shall be weighed before deliver and again
rechecked before receipt in the Type Store.
No material shall be sent direct to the
Composing Department. In cases of extreme
urgency, this may be done after carefully
weighing the materials and sending a note
to the Type Stores keeper for entry in his
books.

The rubber stamps shall be delivered to
the Rubber stamp clerk obtaining necessary
acknowledgement.

349. Care of moulds, matrices and
punches.—They shall be obtained, as and
when required from the Type Store, and
returned immediately after use. Only those
required for a day’s work shall be kept in
the Foundry.

350. Requisition for Metal and other
articles.—The required quantity of metal
with reference to the casting orders, etc., on
hand, shall be computed by the Foreman
and a requisition sent to in the case of old
metal to the Type Store in W.M.G.P. Form
No0.101 and in the case of fresh and other
materials, in the usual store requisition
form. The indents shall be passed by the
Officer-in-charge.

351. Clerical Work.—The Junior
Foreman working in the Tvpe Store Section
shall render necessary help in this respect.
He shall check the receipt of metal and
issue of types, stereos etc., from this section,
prepare monthly statements of the receipt
and issue of types together with the yearly
abstract of the same and the details required
for the Proforma account “Type Foundry” to
be appended to the Annual Administration
Report regarding foundry manufacture. The
unit cost of types, etc., manufactured and
exhibited under the PROFORMA account
shall be worked out in accordance with the
instructions contained in Chapter (II)
paragraph (127) Type Foundry.

352. Rubber Stamp.—All requisitions
shall be recorded in the “Work Register of

Rubber Stamps”. Indents either for repairs
and renewals or for fresh supply in W.M.G.P.
224 shall be prepared and sanctioned by
the Officer-in-charge. The work requiring
fresh composition shall be sent to the
Composing Department for setting and in
other cases direct to the Foundry. The proof
of the matter set up shall first be approved
by the Officer-in-charge,before sending the
work to the Foundry.

353. Indent-Rubber Stamps.—Indent
for the rubber stamps shall be received from
the officers authorised to place such indents.
The indents on receipt shall be scrutinized
by the G.P.R. Section to ensure confirmity
of the sizes to anyone of the standardised
sizes, before placing orders for the |
manufacture of rubber stamps by the
Foundry.

354. Use of Old Materials.—The old
rubber stamp as received shall first be
examined and if they are worthy repairing,
they shall be dealt with accordingly.
Otherwise they shall be dismantled.and
useful parts retained and the rest returned
to Stores as unserviceable for being sold in
auction.

355. Requisition for Rubber Stamp
Materials.—The quantity and quality of
rubber stamp materials required on each
indent shall be computed by the Foreman
and a requisition in the prescribed form and
sanction obtained from the Officer-in-charge
to draw the required articles from the Stores.
On the reverse of the indent. full particulars
of the materials required on cach of the
indents, and the old materials proposed to
be used shall be kept noted. The total of
new and old materials shall be tallied with
the total of the materials required on indents
covered in the requisition.

356. Supply of Face Masks and Gum-
Boots to Employees Working in Metal
Melting Sections.—The employees working
in the Lino, Mono metal melting sections
and casting of types and stereos in the Type
foundry section will be provided with face
masks and gum boots once in two years to
protect themselves from danger fumes and
injury from metal particles.

(G.O. Ms. No.1377, Public Works, dated 19th June .
1978.)
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COMPUTING SECTION

PARAGRAPHS 357 TO 380

357. General.—The functions of the
Computing Section mainly relate to the
assessment of the performance of the
employees involved in the direct production
units, working out the cost of work executed
for the various Government Offices;
rendering technical advise and settlement of
bills relating to the works done at the
Private Press. The functions are attended
to by the following sub-sections.

358. Standards Section.—(i)
Scrutinizing the performance recorded in
the outturn sheets furnished by the
employees and assessment of performance
with reference to the norms laid down in
Appendix XI and accepted.

(ii) Arriving at the variations in
performances of each employee in Hand and
Machine Composition Sections.

(iii) Assessing the excess of production
turned out by compositors, Lino and Mono
Operators over and above the norms
prescribed.

(iv) Declaring Bonus for such
employees turning out excess production at
the rates prescribed.

(v) Furnishing the requisite data
relating to the production to the
management.

(vi) Furnishing the list of employees
who have not furnished the prescribed
minimum output to the Administration
Section for taking necessary administrative
action.

359. Costing.—{(i) Furnishing the cost of
printing work including binding to the heads
of departments on request.

{iy Furnishing periodical return on
the expenditure incurred towards the
printing and binding work done in connection
with election work.

(iii) Furnishing the estimated cost of
printing on probable orders for obtaining
sanction of Government to the heads of
departments.

{(iv) Pre-determining the cost of
products.

v) Determining the actual cost of the
job and fixing the price of all salable
publications.

{(vi) Furnishing the particulars for
recovery from cost recoverable departments
in respect of the jobs executed.

(vi) Compilation of the cost of
composition, printing and binding of each
job.

{viii) Arriving at the toal cost of printing
and services rendered in respect of each
department every year under the respective
budget heads.

(ix) To raise bills of cost from the
departments cither for prepayment or for
necessary book adjustments. (0.0.No.22 of
19773.
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360. Bills Section.—(i) Scrutinizing the
bills received from private printers in respect
of the works entrusted by the heads of
departments for which the expenditure is
borne under the relevant budget heads
other than Stationery and Printling
Department.

(i) Scrutinizing the bills received from
private printers and to authorise payments
to the private printers meeting from the
Budget head of the Stationery and Printing
Department for works authorised by
Government to be entrusted to be printed
at private presses.

(iii) Scrutinizing the bills reccived
from the private printers for the work
entrusted by the Autonomous bodies.
whenever referred to by Government for
scttlement and to raise commission charges
as contemplated under paragraph 234 of
Printing Manual, Part I.

(iv} Rendcring technical advice to
Government for according financial sanction
to incur expenditure for local printing
whenever required.

(v) Scrutinizing lenders relating to
the printing and binding work.

(vi) Rendering technical opinion on
the objections raised by Local Fund Audit
regarding settlement of bill relating o local
bodies.

(vii) Revision and pre-determination
of dates and rates for the printing of
Electoral Rolls and Judgements of the
Sessions Courts and notification of such
rates under orders of Government for
adoption by private printers.

361. Computing.—The outturn of
compositors including Imposers shall be
recorded individually in the form prescribed
and shall be collected every day and sent to
the Computing (Standards) Section, where
these outturn sheets shall be scrutinized
with reference to actual ‘cast up’ of work
done and the labour equivalent hours
allowed. The daily shortage or excess
outturn of each compositor shall be kepl
noted in the outlurn sheets. The file of
rough proofs with initials of the Compositors
and the Foreman concerned together with
all vouchers duly attached should be sent

along with the outlurn sheets. The scale of
outturn for setting work done for different
grades of employcees is dealt with in Chapter
[ ] under “scale of outturn”. The
employeces arc personally responsible to see
that their respective outturn sheets are duly
handed over lo persons responsible for
receiving them and if any are not forthcoming
or traceable, such losses shall be reported
to the individual concerned to put up
duplicate if they can. If the outturn sheets
are still omitted to be produced, the hours
shall be treated as loss in outturn of the
individual concerned. Foreman, being
responsible for the collective outturn of
their respective sections, shall also take
interest in the collection of the outturn
sheets of the employees under them and see .
that they are duly and properly handed over
Lo the Compuling (Standards) Section.

In respect of oullurn by machine
Composition prescribed daily outturn sheet
shall be used. Hours on account of defect
in machine or other reasons should be
included in the outturn accounts only under
atlested authorisation of Gazetted Officers.
In respect of computation of hour value for
work done. the principles given in paragraph
above will equally apply in this case also.

362. Monthly Abstract.—The daily
hours of outturn allowed to cach Compositor,
Imposer or Operator as labour equivalent on
their respective daily outturn sheets shall
be posted in the Monthly Abstract form by
dates and totalled at the end of each month.
The total number ol hours worked bv the
Compositor. Imposer or Operator shall be
extracted the altendance register and the
difference as between labour equivalent
hours and the hours worked will be registered
as excess or deficiency in the monthly
abstracts against each employee. A
statement of excess or deficiency in outturn
shall be separately made out and circulated
to Officers for nccessary administrative
action.

363. Work Valuation.—The ordinary
hours allowed in respect of each job in the
outturn sheets shall be taken as labour
equivalent and valued with reference to the
average cosl of the scale of pay of
Compositors or Operators doing the work.
Similar procedure is adopted for an operator.
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As for the time spent on indirect operations.
it shall similarly be valued and totalled at
the end of each month and distributed to
various jobs on a pro-rata basis with
reference to the cost of production of each
job.

364. Valuation of individual work.—The
valuation allowed in the outl-lurn sheets as
per instructions above will be abstracted in
the work. Valuation Sheet and shall be
maintained with reference 1o cach work.
The entries in these sheets shall be totalled
at the end of cach month and posted in the
existing ledgers both Slate and other cost
recoverable offices under different heads.

365. Computing Slip.—The slips printed
in different colour papers to dilfereniate
betwecen the State, Central and Cost
Recoverable Offices (W.M.G.P. New No.30,
29 and 28 respectively). Complete details
showing the budget head, name of office,
description of work, authority, ctc., charges
on account ol composition. machinery,
binding, value of paper and binding
materials, ete., used on cach job shall be
posted concurrently by the respective
departments with the progress of work at
cach stage till it is despatched. The work

charges for the various processes shall be’

computed in accordancc with the
instructions contained in the respective
chapter. The entrics shall finally be checked
with the specimen of completed work and
work valuation voucher.

366. Ledgers —The personal accounts
ol cach office for work done shall be
maintainca in this book.. arranged in the
order of scrial numbers assigned to it Two
ledgers shall be opened, one for State Offices
and the other for Union and Cost Recoverable
Offices. The details in the former shall be
confined to the total cost of composition
and machinery and that for the latter with
full description of work charges on account
of composition, mechining, binding, value
of materials used, diagrams, cte., forwarding
charges, addition of percentage over actuals,
ete., to be posted and closed cither monthly
quarterly or half-yearly to cffect recovery on
pre-payment in accordance with the rules
or other instructions on the subject. The
ledgers shall be posted direct from work
valualion voucher and Compuling slips.

367. Calculation of Charges.—The total
cost of printing shall includes :
(i) Operative's wages
(i) Overhead charges
(iii} Cost of paper and binding materials

(iv) Cost of diagrams, etc.

The overhead charges for cach year is
worked out in the Analysis of Press Costs,
Statement I appended to the Administration
Report of the Department.  In cases where
figures of valuation for work done are
required in advance, (¢g. monthly statement
of claims for work done for the offices of
the Central Government) where the cost is
to be recovered then and there (eg. claims
for work in respect of local bodies and other
cosl recoverable offices of the State
Government) the calculation of overhead -
charges shall be in the percentage of the
preceding vear.

368. Bills (W.M.G.P. 10).—Thcse forms
are used as invoices to give dctails of
charges and supplics made. Particulars
regarding the heads of credit should be
noted on the reverse of the invoice to
facilitate remittances by the parties
concerned {o the Treasury or Bank under
correct heads of account of Stationery and
Printing Department.

369. Debit Slip.-—Either in duplicate or
triplicatc according to the nature of
adjustment to be effected shall be made out
in bill form No.W.M.G.P.10. Paragraph 75
of this Manual may bc relerred to for full
details

370. Head Computers.—Shall check
the cost of printing worked out by computors
for State, Central and cost recoverable
officers. and then post them in the ledgers
under different offices according to Budget
heads, prepare Lthe work sheet and the bill
of cost for the work done for Central and
cost recoverable and certain State officers,
local bodics for necessary adjustment of
accounts either monthly, quarterly, half-
yearly or annually in accordance with the
standing instructions, scrutinize and check
the privalce press bills, advice bills. University
Bills, scrutinize lenders for the printing
work to be done by private presses for local
bodies, Police and Registration Departments.
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They should work out cost of forms to be
supplied to cost recoverable departments
and furnish cost to enable departments to
remit cost in advance. They shall also sent
periodical intimation of printing cost for
Hospitals, P.W. Workshops, Election
expenditure Statcments. etc., check bills
and offer remarks on disputes referred to by
the Municipalities, prepare and submit the
Bonus amount payable to the Lino and
Mono Opertors.  Compositors, prepare
certain paragraphs and the distribution of
work charges in Statement Il appended to
the Annual Administration Report, assist
the Chief Computor, in supervising the
section and in checking the trip sheets of
the computing Section.

371. Computers.—Shall be solely
responsible for assessing the production of
the operators of the Lino, Mono, Hand
Composing and Binding Sections, correct
cast up of all lino accounts, observing the
instructions laid down in the various
chapters of the Office Manual and orders
issued bv the Government as well as
Director, Valuation of hour accounts,
alterations, etc. They shall also be
responsible for preparing the daily minus
or plus out-turn of each of the above said
operators and maintain the monthly day
sheel abstract. (The valuation allowed in
the out-turn sheets as per instructions
above will be abstracted in the work
valuation slip and maintain with reference
to each work both State and cost recoverable
offices inclusive of central Officers under
different heads of Accounts). They shall
checek the vaiuation liles received along with
the Computing slip and with work charges
entered by the respective departments with
work register book maintained by the
respective Composing groups, checking the
charges furnished. by the concerned
department with the specimen of the
completed work, {ixing the prices of saleable
publications and working out the estimations
for new publications.

372. Book Debit Ledger (W.M.G.P.
No.9).— All credit supplies made o and
printing work done for the sevcral
departments of the State Government
brought under the Commercial concerns,
other State Governments, Government of

vt

India and Quasi Government institutions
shall be noted in this book. The claims as
scttled shall be noted against respective
items. Reminders shall be sent out to
expedite recoveries.  Long outstanding
accounts shall be reported to Government
for orders.

373. Claims.—The settlement of the
claim may be cither by (1) remittances into
the treasury or bank accompanied by
chalans, (2) cash payment by means of
money orders. cheques or (3) by book
transter through the Accountant-General
Tamil Nadu.

Note. (i} In the case of payments by book transfers,
bill will be prepared in riplicate of which the original
shall be returned duly accepted and countersigned by
the Officer supplied. These bills will then be forwarded
to the Accountant-General either separately or In .
groups as it best suits the Accountant-General's
procedure of sectional audit with endorsements showing
the detailed heads of credit under “508"Stationery and
Printing to which they should be credited. A separate
register is kept in manuscript with details as to the
dates of despatch 10 the Accountant-General, the
month of adjustment and the number and date of his
Memorandum advising adjustment.

Note (i) to paragraph ‘373 - CLAIMS' of the
Government Press Office Manual.

The Offices entitled 1o the supply of Stationery and
forms on payment of cast., by book adjustments. or
cash payment. shall pay in advance, the cost of articles
and forms in respect of the transaction detailed below:

(i) Printing of non-standardised forms
(if) Publication 6f Gazette notification and
(iii} Supply of rubber stamps.

The accounts procedure shall be
modified as follows:

When requisitions for printing work cte.
are recceived rom the cost recoverable offices,
the stationery and printing department will
prepare bills of cost and send o the officers
concerned by Calculating composing,
machincry and binding charges together
with overhead charges at the rate given in
the analysis to the press cost statement
plus 15% Lo cover any possible increase in
the rates duc to wage increase cte. besides
adding the cost of paper and binding
materials, il any, as soon as the intimation
of payment or adjustment is received from
the indenting olficers, Services may be
rendered and supplics made.
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(b) The mode of payment of the bill of
cost may be adopted as indicated below as
the case may be.

i) Payment by cheques or Dralt drawn
in favour of Works Manager. Government
Central Press, Chennai or by remitting the
cash at the cash counter of the Govt
Central Press, Chennai between 11.00 am
and 3.00 pm on working days.

(ii) By remitting the amount into the
treasury under the head of account 0058
Stationery and Printing - 200 Other Press
receipts - AD. Misc. receipts D.P. Code No.
0058 00 200 AD 0O0O08.

(iii) By presenting ad adjustment bill
into the Pay and Accounts Office, Chennai
to the credit head of account “2058 -
Stationery and Printing - I - Non - Plan 103
Govt. Pressecs AH Recoveries from other
Govt. Departments towards the cost of
printing work done for them 71 Printing
charges (2) Cost of printing work done for
other Govt. Departments of Tamil Nadu.

(D.P. Code No. 2058 00 103 AH 7107)

(c) In case of urgency and unaviodable
circumstances, the above procedure may be
relaxed by the Works Manager, Government
Central Press, Chennai on an undertaking
given by the Identing Officer that the bill of
cost will be settled within a month,
immediately on the completion of the work
and on receipt of bill of cost from the Works
Manager. Government Central Press,
Chennai.

(d) If there is anv slight variation in the
number of lines actually printed agains!
estimation it may be ignored whether it is
more or less.

(Vide G.O. Ms. No. 665 Transport dated 27.10.1973
G.0. Ms. No. 1127 Transport dated 16.9.1983)

374. Costing.—This section shall attend
to—

(1) Periodical revision of subscription
rales, and page rates of Tamil Nadu
Government Gazette, District Gazelle, Indian
Law Reports and other Publications for
which subscriptions are collected;

(2) Fixation of prices ol publication
printed al the Branch and Regional Presses.

(3) Publication of the Administration
Report of the department of Stationery and -
Printing.

(4) Periodical revision of rates for
adopt on by Private Printers for the work
donc by them (Appendix 'J’ rates included
in Printing Manual Part I).

375. Sale Prices.— The selling prices of
publications, correction slips to Codes and
Manuals, Calenders, Act, etc., shall be fixed
in accordance with the special or general
instructions contained in paragraph 191 of
the Printing Manual I. Generally the selling
price of any publication not covered by
exceptions shall be worked out as follows :-

Detlails of Costs Rs. P.

Total number of copies
printed

Cost of Composition (Fresh
sctting hours account,
author’s corrections, etc).

Plus overhead charges

Cost of striking (including
make ready the minimum
numbcr of impressions 1o
be charged shall be 250
including make rcady
hours).

Binding charges (including
overhead)

Cost of paper and binding
malerials

Plus 21 pcer cent
Cost of diagram. clc,

And cxtra 50 per cent to
cover commission Lo Agents,
ete.

Sale Price

Note 1.—"In cases where a report is printed primarily
for offical usc. and a few copies for which are placed
for sale, the pricing of copies for sale shall be fixed
without the element of the composition charpes”

Note 2.—In cases where more than 2.000 copies for
any books arc published of which a certain number
of copics are placed for sale. the composition charges
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shall be taken into account while working out the cost
price and sale price of the book.

(G.O.Ms. No. 729, Transport, dated 12th September
1972).

Note 3.—Selling price of Acts shall be fixed at 10
paise per leal of 2 pages in A4 size or 4 pages in A5
size or part thereof.

(G.O.Ms. No0.40,Tr
1978).

ort, dated 24th January

Nole 4.—Fixation of rate for sale price of Government
Publications shall be revised once in two years.

(G.O.Ms. No.32, I1&T (S&P3) dated 12th February
1992).

Note 5.—The basis of pricing be revised mnclusive
of the Composition charges irrespective of the number
of copies printed.

Note 6.—A reduction in price or discount (to be
fixed by Government) be allowed in respect of
publications released to the promotion of Education,
Public Health, Family Planning, Adi-Dravidar and
Tribal Welfare etc., and these for which Government
issue specific orders at the time of issue of printing
orders.

{G.O0.Ms. No0.329. Transport, dated 15th March
1982),

Note 7.—Page rate in A5 size shall be fixed al
Rs.0.12 per page and page rate in A-4 size shall be
fixed at Rs.0.22 per page.

(G.O. Ms. No.32, I&T (S&P3) dated 12th February
1992}

376. Principles to be Adopted in Price
SJixation.— The prices of publications,
periodicals printed in the Government
presses and cosl recoverable notifications
published in the Gazeltes, clc., shall be
revised in the month ol February once in
two vears bv adopting one or more of the
following mcthods

(i) Price per copy on the basis ol job
wise cost in the case of Codes Manuals, cte.

(i) Price per issue or copy on the
basis of a page rate calculated on the
average number of pages or per issue for
periodical Publications.

(iii) Rate per line or per page as the
case may be in regard to cost recoverable
and private adverlisements published in the
Gazettes.

(G.O.Ms. No.273,Transport Department, dated
17th May 1973.)

The cost should be realistic and project
the trend in the increase of Labour charges,

materials and over heads for the three years
preceding the official year.

377. Private Printing and Recoveries.—
The list of works for private and other local
bodies. the printing of which at the
Government press has becen sanctioned by
Government subject to the exigencies of
Government works is contained in Appendix-
J of the printing Manual 1. The recovery of
cost is to be regulated in accordance with
the instructions given in paragraph 232 of
the Printing Manual [ and as noted against
each item in the appendix itself.

378. Printing works done for Local
Bodies, etc.—Tenders for the printing to be
exccuted shall be called for and contract
entered into after obtaining the advice of the
Director of Stationery and Printing (vide
Paragraph 226, Printing Manual I} A fee at 3
per cent shall be levied on the claim preferred
for checking bills for printing and other work
done on behalf of the other Local Bodies (Vide
paragraph 233, Printing Manual ).

Note : The commission {or technical scrutiny of the
bills of the Private printers, entrusted by the
Municipalities, Corporation and Market Committees
and other Local bodies with the Director of Stationery
and Printing, Madras be increased from 3 per cent to
5 per cent.

(Vide G.O Ms. Nu.453. [&I' (S&P 1) dated 5th
October 1990).

379. Entrustment of work to other
Units.—(i) The Press branch will divert
suitable items of work to Amril Nagar Colony
Press. Tambaram and keep it endaged. The
requisite prninting materials for the Amrit
Nagar Colonv Press. Tambaran: snall be
supplicd by the Press branch and the cos
of articles shall be rzcovered inchuding cost
of paper.

(G.O. Ms. No.2684, lealth, dated 28th Sepicmber

1954.}

(G.O. Ms. N0.2552 (Health) Health. anc Family Planming
Department, dated 16th November 1974.)

The manufacture of History sheets. pads
and llat file cases, binding of all kinds, wire
stitching, page numbering, ctc., may be
entrusted to the "Envelope making unit™ of
the Madras Cily Police lines as and when
considered necessary, at the rates calculated
at 75 per cent of the actual cost of work 1f
done at the Government Press, Madras.
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(G.O. Ms. No.1641, P.W., dated 27 June 1971.)

The manufacture of covers may be
entrusted to the “Pattinapakkam Magalir
Mandram” Madras-28 at the rates calculated
at 75 per cent of the actual cost of work
if done at the Government Press, Madras.

(G.O. Ms. No.583, Transport, dated 13th October
1976.)

Note .—80 per cent of the rates of Appendix J* shall
be adopted for the printing and binding works entrusted
to the Police Welfare Units and Soclal Welfare Units
etc., by the Director of Stationery and Printing, subject
to the following conditions :

(1) Since the number of Welfare Units
demanding work from the Stationery and Printing
Department, has of last increased, it is left to the
discretion of the Director of Statlonery and Printing to
entrust any work to the Welfare Units which will
depend upon the exigencles of circumstances only. No
work can be clatmed from the Stationery and Printing
Department, as a matter of right with reference, to the
above orders of the Government.

373-15-8a

(i) The bills of Welfare Units for the printing
and binding work entrusted by the Stationery and |
printing Department will be serutinised by the Director
of Statlonery and Printing, before payment is made.

(ifi) The Director of Stationery and Printing,
will entrust works of printing and binding of the
Stationery and printing Department only to those
welfare units recognised by him with reference to
norms and guidelines approved in G.O. MS. No.1183.
Transport, dated 27th September 1983.)

(Vide G.O. Ms, No.908. Transport. dated 31st July
1984.)

380. The Chief Computer.—Shall be in-
charge of Computing (Bills) and be
responsible for its efficient working. He
shall scrutinise the bills received from the
printers and advice the admissible rates for
payment against the claims and the paper
accounts furnished by the private printers.

He shall examine the rates quoted by the |
private printers and advice the Heads of
departments for the acceptance of rates and
for the settlement of tenders.
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PRESS AND MACHINE

PARAGRAPHS 381 TO 406

381. General. —This Department deals
with the pulling of proofs for corrections
and final striking of copies. The hand
presses are distributed to the several
composing sections for pulling proofs.

382. Receipt of work.—All the items of
work without exception shall be registered
in the work Receipt Register W.M.G.P. (153)
and a separate number in serial order of
receipt assigned for each job. Separate
registers shall be maintained for
standardized items of work and another for
Non-Standardized items of work.

383. Scheduling section.—The
Scheduling section shall function under the
direct control of the Production Officer.
fnstructions shall be received directly from
the Production Planning and Control Section
regarding programme for execution priority
and work load. On receipt of the J.0.Ds.
the works shall be registered and the work
load analysed with the probables indicated
in the Assessment Form furnished by the
Production Planning and Control Section.
Taking the availability of the machines into
consideration, the nature of the work and
the time available for the execution, the type
forms received shall be distributed to the
various machines and their progress
watched. Immediately on completion of
printing, the Scheduling Section shall
communicate the completion of Printing to
the Production Planning and Control Section
and intimate the Binding Section about the
completion of work at the printing stage.

373-15-8b
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384. Forms and registers.—The .
following records shall be maintained by the
Scheduling Section for the purpose of
documentation, logging, scheduling and for
monitoring the progress of works in the
Printing Section-

(i) Work Register.

(i) Work Log Sheet.

(iii) Work Load Chart.

(iv) Feed Back information Book.

385. Assistant Works Manager (Shop-
Floor Officer).—The Assistant Works
Manager (Shop-Floor Officer) in each shift
shall be in over all charge of the Machine
Deaprtment and shall be directly responsible
10 the Production Officer-in-charge. [t shali
be his ultimate responsiblity 1o ensure that
the department is managed cfficiently and
all urgent works executed promptly during
his shift. He shall also be responsible for
the care of all printing machines and hand
presses and see that they are kept in a clean
and serviceable condition, immediately
reporting cases of breakdowns, to the
Production Officer-in-charge. He shall in
addition to general supervision of the
Machine Department, attend to the following
duties:-

1. To pass the first sheet of every
work with his dated initials except minor
items to be passed by machine maistries,
special work being passed by the Production
Officer-in-charge or Works Manager.
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2. To bring to the notice of the
Officer-in-charge any shortage of work of
full formes for large machines or when
machines run short of work and also report
formes sentl in a bad condition for printing
or incorrectly imposed.

3. To instruct men in the best method
of producing good work.

4. To investigate cases of derelictions
of duty on the part of any subordinate and
report cascs to the Productlion Officer-in-
charge where necessary.

5. To (est the suitabilily of inks,
paper and other tendered articles and submit
reports.

6. To maintain the dcpartmental
plant and petly plant registers up to date
and also watch that the unserviceable plant
and petty plant articles are condemncd
observing the formalities.

7. To maintain the Machine
Breakdown Register up to date with all
particulars and connected files of the various
machines and pursue action promptly in
cascs ol repair work inside the press.

8. To furnish periodical returns and
information required by the management.

9. To ensurc that all the prescribed
registers are maintained with entries posted
promptly and correctly.

386. Duties and responsibilities of
Higher Level Co-ordinating Supervisor
(Top Senior Foreman).—

1 To arrange lor the receipt of formes
irom the Composing scelions, arranges o
clear ihem and provide them rcadv for
printing.

2. To arrange to have the printed
formes washed and returned to the respective
Composing scctions. ’

3. To co-ordinate production in the
shifts and for the timcely execution of all
works entrusted.

4. To provide all the materials
required in the shifts including good quality
rollers.

5. To co-ordinate the production and
the maintenance wings lor rendering
optimum machincs available for production.

6. To arrange (or the Pre-make-ready
operations.

7. To furnish the feed back
particulars and other particulars to the
Scheduling section.

8. To reccommend/refuse leave for
the men working under his command.

9. To initiale disciplinary action.

10. To depute men to the Composing
Department {or pulling proofs on galley and
hand presses in rotation once in three
months.

11. To exercise control and supervision
over the cutters working on the paper
cutting machines in the machine
department.

12. To reallocate men between the
groups in respect of the excesses or shortages
in man power reported by the first line
supervisor.

387. Duties and responsibilities of :
the First Line Supervisors (Senior
Foreman/Junior Foreman/Maistry).—

1. To maintain discipline within his
group.

2. To maintain regularity in
attendance of the employees under his
control.

3. To allocatc men Lo the machines
within his group.

4. To allocate work to the machines
as direcled by the Scheduling section.

5. To account for production turned
out bv his group of men at his command.

4. To lumnish Time Sheets in triplicate
0i the proauction turncd out in respect oi
cach machmce undcer his control.

7. T'o tfurnish production records to
the compuling section altached to the
Planning scetion (one copy to the scheduling
section, another to the computing section
and another to be retained in the Department
for communication in between the shifts).

8. To ensure quality of production.

9. To provide paper and pulp boards
required for printing.

10.To account for paper and boards
drawn and issued to men under his control.

11.To arrange lor the safcty of the
printed sheets till they are handed over to
the Binding Department.
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12.To account for all the J.O.Ds.
entrustled for execution.

13.to recommend/refusc leave
application of the employees working under
him.

14.To [urnish feed back particulars
lo the Scheduling Sectlion.

15.To furnish the returns prescribed
for the first line supervisor al the end of
each shift under intimation to his successor.

16. To execute the jobs as per
schedule.

388. Care of Machines.—The
operatives working on the machines shall
report immediately all breakdowns to the
First Line Supervising stafl. Specific requcests
in the prescribed form shall be sent through
the First Line Supervisor requisitioning the
services of mechanics to atlend to the
repairs. The mechanics shall start repairs
without any loss of time on receipt of the
requisition.  The responsibility for the
breakdowns should be fixed and the
question of recovery of cost wherever
necessary should be decided and recorded.

389. Breakdown Register.—A register
indicating the details of all breakdowns
shall be maintained in W.M.G.P. No. and a
monthly summary shall be struck in respect
of each machine.

390. Classification of the operatives
and their duties.—Operatives shall bc
classificd departmentally as

jaj Machine Operators.

(bl Machine Minders.

{¢) Machine Minders working on hand
presses.

(d) Machine Minders working on
Galley presses. )

(¢) Machine Minders working as
Forme carriers.

(f) Machine Minders working in Roller
Casting section.

391. Machine Operators/Machine
Minders.—shall be responsibie for the
printing of the work done by them and for
the condition of the machines under their
charge. They shall be liable to pay the cost
of repairs or for any damage done to the
machines, which may be due to carelessness

' 373-15-8¢

or wrongful use, allowance being made for
fair wear and tear.

1. Belore commencing work, every
machine operator /minder should carefully
scrutinize the particulars, examined the
condition of the machine, countersign the
shift sheet and hand it over to the first line
supcervisor. Any incorrect entry, dis-
agreement, doubt or matters of controversy
in regard to the details recorded in the shift
sheet should be immediately brought to the
notice of the supervising staff.

2. Itshall be the duty of the Machine
Operators/Minder in cach shilt to continue
the work, from the point at which it has
been left by his predecessor in the other
shift. There may be occasions when the
make-ready of a forme my be half done at
the closce of a shift. The work should be
continued in the f{ollowing shift and no |
remake-ready or operations involving work
for which time has already been claimed in
other shift should be done without the
specified writlen approval ol the Top Senior
Foreman on the outturn copy. As far as
possible, when work is distributed, it should
be done in such a way such a time that
make-ready will be completed within the
shift. In other words, half {inished make-
ready should be avoided.

3. Each Machine Operator/Minders
shall be responsible for the work done
by him in his shift and also any repair or
breakages to machines due to his
carclessness or negligence. In cases where
the breakage is traced (o (he carclessness
or necgligence ol the operatives such
operalives shall be jointly held responsible -
for the breakage, damage or loss through
bad work. Il is, therefore, imperative that
the machine operator/minder should furnish
correct information in the outturn sheet
and also scrulinize the predecessor's outturn
sheet carefully before taking over.

4. Machine operator/Minders at the
close of the shift should invariably leave the
machine in its home position. Care should
be taken to sce that the duct feed roller is
free of contact either with the slab or the
ink duct. All the other rollers should be
lifted clear off contact with the slab or the
forme. The machine Operator/minder in
the first shift must invariably check the
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machine properly set the rollers in position,
watch for any extraneous material and
carefully remove from the machine by hand
and ensurce that everything is alright before
switching on power. If any wilful foul play
is suspected it should be immediately
brought to the notice of the Top Senior
Foreman.

5. They shall also examine to see
that all parts of the machines are properly
adjusted and they are throughly cleaned
and all working parts and bearings carefully
oiled; parts subject to excessive friction
being oiled as frequently as may be
necessary. They shall report immediately
on noticing any defect in the machines to
the Top Senior Foreman for necessary action.

They shall make ready each forme, watch
the sheets as they are printed for register,
spaces rising up, etc., compare them with
a colour sheel of the work, regulate the ink,
etc. Before striking commences, they shall
briefly survey the machine to sec that
everything is in order to avoid any possibility
of damages.

6. Electric motors attached to the
machines shall be under the direct charge
of the Electrical and Mechanical Engineer
who shall see to their being kept in working
order and minders shall not interfere with
them. Motors shall be stopped immediately
on finishing work.

392. Machine Minders working on
hand presses and galley presses.—shall bc
incharge of hand presses and be responsible
for their upkeep in good and clean condition
with liability to payv the cost of repair or for
any damage done to the presses, il caused
by their carelessness, allowance being made
for fair wear and tear. They shall see to the
neat execution of printing work done by
them. they shall attend to the prompt and
clean pulling of proofs required by the
Composing and Reading Departments. They
shall return the formes cither to the Foreman
or the Imposer after printing copies and the
galley either to the Compositor who brought
them or to the rack from which they were
taken before pulling proofs. They shall be
responsible for the care of proof and other
papers entrusted to them. They shall sce
that paper in their custody is not wasted
and that Compositors and others do not

make improper use of them. Capable
pressmen may also be required to work at
time on machines.

393. (1) Machine Minders.—(1) shall
feed the sheets on machine, load papers on
the fecd board on automatic printing
machines, carry formes., wash rollers and
formes and assist the operators in keeping
the machine well oiled and cleaned. Machine
Minder in addition to their duties will also
help machine operators generaly with a
view to get themselves trained in the work
so that they may work on such machines.

{2) They shall also assist the machine
operators on automatic printing machines
by watching the printed copies for colour
and correciness of quality. It shall be their
duty to implicilly obey the instructions
given to them by the machine operator in
charge and other superiors.

(3) It shall be the duty of the Machine
Minder to watch the printing when he is not
feeding the machine and look out for defects
such as bad colour. spaces rising and other
inaccuracies.

394. Machine Minders working as
forme carriers.—shall bring all formes as
directed by the Top Senior Foreman incharge
of the shift from the composing sections and
deliver them to Machines.

They shall wash the [ormes before and
after printing and return them to the
respective composing sections. Theyv shall
be held responsible for any damage to
formes and formes reporled as not received
cither by machine minders or the composing
department.

395. Machine Minders working in
presses in shifts.—shall sce that all the
formes and galleys received during their
shift period are printed and handed over.
Any complaint from composing department
regarding carclessness or inefficiency against
them will be severely dealt with.

396. Machine Minders working in
Roller Casting Section.—shall cast and
keep the presses, cte., well supplied with
good rollers. They shall be responsible to
keep all machines and presses well equipped
with good and seasoned rollers. They shall
be responsible to keep spare rollers on hand
ready for the machines.
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397. Machine Computors.—Thcy shall
render clerical assistance by maintaining
the outturn registers. and other production
records of the department. They shall [ill
in the strike order, the hours taken on cach
work. Statistics regarding machinc averages
shall be kept noted in the Register
No.W.M.G.P.151. The total outturn of cach
mindcr including particulars regarding
make-ready hours and other delays shall be
abstracted in the Register NoW.M.G.P.146
and totalled monthly to show the outturn
hours e¢ngaged on make ready and other
delays. The strike order files and the
Memorandum given by the Scetion Heads
for composing delays are carcfully pasted
and bundled to make them easily available
for audit and the Machine Compulors shall
be responsible for their safc custody. They
shall bring to the notice of the Officer-in-
charge all delays alleged to have been
causcd (o Machine Minders by Compositors,
Readers and Maistries. They shall arrange
to obtain a signed memorandum from the
scclion heads for the time delayed for
correetions. cle.

398. Strike Orders.—No work shall be
taken up for printing until a ‘strike order
proof bearing the forme reviser's initials
and the number of copics sign above, spare.
ete., has been received.  The Top Senior
Foreman or the first line Supervisors shall
when distributing the strike orders, write
the names of the machine minders to whom
the work is given and the number of Lhe
machine. The machine operator/minder,
whilc the previous forme is being washed
and copies counted. shall present the strike
order proof or dockel with the origimal, il
anv. to the warchousemen attached to the
paper storcs who shall arrange for the issue
of paper, posling the entrics in the issuc
book, at the same time noting on the strike
order proof or docket, the description and
quantity of paper issued together with the
date of issue under his initials. The machine
operator/minder shall present the strike
order proof or docket to the maistry of the
section to note the time of beginning and
finishings. After the printing work is
furnished the strike order slips  together
with proof sheets with the entries of time on
various processces like make-ready, printing,
ete., for cach work shall be recorded in the
consolidaled book under the guidance of
the Top Scnior Foreman. The original, if
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any and other prool shall be returned with
printed copies after obtlaining
acknowledgement on the strike order proof
ol docket.

399. Machine Revises.—When types
fallout, the Compositor or Imposcr shall be
called 10 replace them and the first proof of
(he forme printed shall be taken to the Head
Reader to arrange for the extra revision with
the strike order when make-ready is in
progress. Revises shall also be taken for
accounts, bills and other special works
when instructed on the strike order. The
cosl of re-striking, il any, conscequent on
men neglecling to carry out this instruction
shall be liable Lo be recovered from those at
fault.

400. “Care” Papers.—A slip initialled
by the Foreman takes the place of the strike
order given to the maistry and this strike
order together with all make-ready and
spoill. copics and tympon sheets shall be -
returned to the Scction Tlead. NO FILE
COPY IS TO BE KEPT IBY ANYONE.

401. Passing First Sheets.—The make-
ready copy ol proceedings and forms work
shall be shown to the maistry for marking
the defects. Other work shall be dealt with
by the Top Senior Foreman. the first sheet
or hall tone blocks and the best book and
job works. cte.. being passed by the Officer-
on-duty before proceeding with printing.

402. Outturn.—The machine
operators/minders of machine Department
shall enter the time taken for printing cach
work analyscd under the various processes
(viz.j, make-readyv. running time, waiting for
iorme. delay by Composing Department.
cleaning machines or roller washing, motor,
machine or bell repairs. A scale fixing the
approximatc minimum time for make-ready
and the number of impressions per hour is
appended to this Chapter.  Any variation
between the lime taken and time shown in
the appendix for make-recady and in the
production of the number of impressions
shall be explained in the outturn sheets
giving out clearly the reasons for extra time
taken and for the short outturn, which
should be duly authenticated by the Officer-
on-duty.

403. Delay by Compositors charged

on the Machine time sheets.—The hours
charged on the machine time shects under
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the heading “delay by compositors”shall be
kept al @ minimum. It long delay can be
traced Lo the carclessness of any particular
Compositor or Imposer, he shall do the
corrections free of cost and when this is not
possible, the charges shal be adjusted
against the department.

404. Spoilage.—Proofs sheets and two
shects of paper on which the work is to be
printed shall be allowed for make-ready and
in striking off copics, spoilages shall be
allowed as under :-

(1) Jobs requiring opcrations in
Machine room only, that is, loose copies of
all classes of work under 1,000 impressions
1 per cent.  For every additional 1.000
impression 1/2 per cent.

{2) Jobs requiring operations both in
machine room and in Binding :
Under 1.000 impressions 2 per cent
For every additional 1,000

impressions I per cent.

Note.—(a) Rules (1) and {2) shall not be apphied in
cases of High Court cases and other jobs which are
below 50 copies. One full sheet will be allowed [or each
form of 16 pages or 8 pages or 4 pages or 2 pages. In
case of ruled sheets requiring operation of ruling
machines and punching machines %2 per cent shall be
allowed for cevery 1,000 impressions.

{b) In case of automatic feed printing machine,
the spoilage shall be allowed at the rate of two times
the quantity mentioned under rules (1} and (2).

{d In the case of spoilage in the machine
room for half sheet work. fresh sheets shall be supplied
only on the return of those spoiled 1o the limit
mentened above

id) Additional sheets 10 make up the spoilage
allowed tor bindine., and lor machine in the casc of
prnting full sheet shall be supplied 1 advance

te} The cost of paper spoiled in excess of
what allowed shall be charged 10 the workmen to
blame.

() When any special water-marked  paper
usced for printing Cheque Books and Raffle-Ticker is
spoilt in printing or binding the spoiled shecis shall
immediately be handed over 1o the Officer-in-charge to
write off the value  in accordance with paragraph 9 of
the Stationery Manual. Volume | and 1o certify that
spoilt sheets cqual 10 the number written off have
personally been destroyed by him: The order shall be
in the following form.

"Sanction is accorded under Paragraph 9
of the Stationery Manual, Volume I to write
off as damaged..............................shcels of
Speeial  Watermarked [Paper  value
RS which have been spoilt
in Printing/B3inding.”

(3) Spoilage shall be allowed in excess
of the above scale where a high standard of
exccution is required at the discretion of the
Officer-in-charge of the Department.

When the forms are taken up on Faleon
machine half-an-hour extra mayv be allowed
and when takenup on (Automatic printing)
machincs one hour extra may be allowed {or
locking up and unlocking of the formes on
the machines chase. The extra time spent
on colour jobs or off work of special and
intricate nature such as printing with of
numbering boxes. cheque printing, cte.,
may bc allowed at the discretion of the
Officer-in-charge of the Department.

405. Checking of printed sheets in
Automatic machine.—Chccking of printed
sheets at the rate of 7 minutes for everv
1.000 copices 1s being allowed for the formes
printed in Iewdelberg and other automatic
machines installed at the Central Press.
Mint and at the Branch Press. Choolai.

406. APPROXIMATE MAKE READY HOURS.

Type Electro and Stereo
Hand and Half tone
Machine Wooden Metal and line blocks. Impressions.
sel Mount Mount
HM. H.M. H.M.
(m (2 (3) 4) (5) (6)
Foolscap folio or under 200 On the merit of cach Average number of
Sq. inches and less 1.00 1.30 1.15 case, the make- impressions should
ready time to the not be less than the
allowed by the fixed one. The Officer-
ffonlgeap and (Crovm e 145 180 OfTiccrAin-(:h};rge of in-charge of the
Double foolscap, demy royal the Department. Departmen!  may
and double crown. 1.45 3.30 3.00 allow any variation
Quad foolscap. double royal 2.30 5.00 4.30 according to the
and quad crown. nature of the work
involved.



