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CHAPTER 16
OFFSET AND
BLOCK MAKING
PARAGRAPHS 407 TO 417
407. (a) Offset Section (General).— for the prompt execution of all jobs received

The work done in this section consists of

setting on Rotamasta, Rotalim, Romayor or
other plates. taking the plates by
photographic process and printing on the
Rotaprint machines. The nature of work
undertaken in this scction is such that no
proofs shall be sent to author for approval
as the matter sets directly on sensitized
plates. Jobs, for which no prools are
required such as weekly indices. annual
indiccs of the Scceretariat departments and
record indices of other Heads of departments.
non-standardiscd forms, cte.. shall be taken
up by this process. Other jobs, which arc
sent. as thev should appear in print. shall
also be undertaken for exccution by this
process

(b) Block Making Section
(General).— Line, halftone, line and tone
combined and multicolour blocks are
manufactured in this section. The process
consists of the following operations:-

1. Preparation of Negatives:
Printing-down;

Etching;
Finishing and Retouching;

Engraving; and

o o0

Mounting.

408. The Supervisor, Offset section shall
be the charge of the Block Making Section.
The Supervisor shall directly be responsible

in this scetion. The Junior Foreman shall
assist the Supervisor in the discharge of his
dutices.

409. Duties of Supervisor.—(1) He
shall be responsible to ensure that the
departments, namely Block Making and
Offsel scetions are managed efficiently and
all urgent items of work are executed
promptly and that all time schedules are got
ready in timec.

(2) He shall scrutinize the items of
work in regard to their suitability before
taking up for execulion.

{3) ¢ shall appropriately instruct
and guide the stafl in the section in tases
ol difficultics, brought 1o his notice in e
actual cxceution ol jobs

{4) 11c shall supervisc the work of the
Junior Foreman.

(5) Ilc shall go on rounds frequently
and give necessary instructions to the staff
in the execution of work.

{6) He shall bce responsible for
investigating cascs of dereliction of duty on
the part of any subordinate and report the
matter to the Officer-in-charge for necessary
action.

{7} He shall pass the first proof of .

every f{inished work with his dated initials
except minor items, which shall be done by
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the Junior Foreman. Proofs ol important
and complicated items of work shall,
however, be passed by the Officer-in-charge.

(8) He shall instruct the staff in the
best method of producing qualily of work.

(9) He shall check up the proper use
of materials for the items of work reccived
for execution and sec that waslage is avoided.
He shall also see to the mainlenance of
stock of all articles required in the section.

(10) He shall arrangc to post
operatives on the machines, when the
operatives absent themselves. he shall also
maintain smooth flow of work.

11.He shall reccive the tappals and
other requisitions and Block orders for
execution.

12.He shall test the suitability of
chemicals and other articles and submit
reports through the Officer-in-charge.

13.He shall see that the Registers
prescribed are maintained properly.

14.He shall be responsible for the
collection of datla, compilation and
submission of wecekly progress report. cte.,
in form No. GM.W.—11.

15.11e shall appraise the Officer-in-
charge of any practical dilficulties or
problems that arise in actual working and
take instructions.

410. Duties of Junior Foreman —
1. e shall receive the dob Order Dockets
from Planning Scction and issuc strike
orders of jobs that arc rcady lor printing
alter obtlaining nccessary endorsement in
the Job Order Dockets/Computing slip from
the stores, for the issuc of paper.

2. He shall sce thal the works
received are executed properly in time,
without wastage of malerials.

3. He shall be responsible for the
maintenance of the following registers in
this section:-

Work Register,
Production Register.
Attendance Register,
Outturn Registers, cte,

4. Each Junior Forcman in shift
shall be responsible for the proper working
of the section in his shifl.

5. He shall supervisc the work of the
operatives and sce that machines are
properly maintained and handed over to
SUCCESSOTS.

6. Ilc shall also ensure that the
operalives laking over from the operatives
in the previous shift duly acknowledge the
position set out in the shifl sheets.

7. Cascs requiring disciplinary action
should be promptly reported in writing o
the Supervisor. Offset Section.

8. He shall sce that proper discipline
is maintainced in the section.

9. Al the closure of the shifl. Junior
Foreman shall furnish the dctails of jobs to
be executed in other shilts in the instruction
book maintained in the section.

411. Duties of Adler Operators.—They
shall be in-charge of Adler machines under
their charge and be responsible for their
upkeep in good and clean condition with
liability Lo pay the cost of repair or for any
damage done to the machine if caused by
their carclessness, allowance being made
for fair wear and tear. They shall see to the
neat exccution of setting work done by
them. They shall attend to the prompt and
clean erasing of mistakes in the plate. They
shall bce responsible: for the care of
manuscripts and other papers entrusted to
theme They shall return the plates 1o the
Foreman alter scilling and carrving out
corrections. They shall sce that plates and
other accessories in their custody are not
wasted and minders and others do not
make improper use ol them.

412. Rotaprint Operatives and Machine
Minders.— They shall be responsible for the
printing work done by them and for the
condition of the machine under their charge.
They shall be liable Lo pay the cost of repairs
or for any damage donc to the machines,
which may be due to carelessness or
wrongful usc. allowance being made for fair
wear and tear. Before starting work. they
shall cxaminc and sec that all parts of the
machines arc properly adjusted and they
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arc 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 machine to the Junior Forcman for
necessary acltion. Electric motlors attached
to the machincs shall be under the direct
charge of the E. and M.E.. who shall see to
their being kept in working order and the
Minders shall not interfere with them.
Motors shall be stopped immediately on
finishing a work. They shall make-ready
each plate applying correct chemicals watch
the sheets as they are printed for registers,
scum, etc.. compare with the colour sheet
of the work, regulate the work, cte. Before
striking commences they shall briefly survey
the machine 1o sce that cverything is in
order lo avoid any possibility of damage.
After striking copics the standing plates
should be applied with the nccessary
chemicals, arranged and handed over to the
Junior Foreman. They shall give specific
instructions to his successor so that there
may not be any difficulty, to proceed with
the work in the next shift. They shall be
responsible for the proper maintenance and
upkeep of the tools and accessories entru sted
to them. They shall be responsible for
receiving paper from stores to the correct
size, quality and quantity. They shall sce
that there is no undue wastage.

413. Cameraman and Assistant
Cameraman.— Thev shall be in-charge of
the camera and other articles i the Camera
seeiion and be responsibice lor ther proper
upkeep in good and clean condition with
liability to pay the cost of repair or lor any
damage done Lo the machinery. if caused
by Lheir carclessness. They shall see Lo the
neat exccution of work entrusted to them.
They shall be responsible for the proper care
of the originals and photos cnirusted Lo
them. They shall see that the chemicals
and accessories in their custody are properly
used.

414. Printers.—They are in-charge of
the printing down frames plate guilotine
and other accessorics and Fe responsible for
their proper upkeep in good and clean
condition with liability to pay the cost of

repair or for any damage done to the
accessorices, if caused by their carelessness.
They shall be responsible for all the negatives
received from the Camera section and keep
them in ordcr. They shall cut the plates to
the required size, coat them and take prints
on them and do other connected operations.
The plates shall be in-charge of printer.
upto the process of handing over them to
the ctehers for etching operations.  They
shall sec to the neat execution of work done
by them. They shall be responsible for

v ppessserics erirusted fo their care and that

they are properly put to use. They are also
responsible for “stripping” the negatives for
printing down of lin¢ and tone combined
reproduction.

415. Etchers.—Thc etchers shall be in-
charge of the plates during the etching
operations.  They shall be in-charge of
etching machines and other accessories, be -
responsible [or their proper upkeep in good
and clean condition, with liability to pay the
cost of repair or for any damage done to the
machines and other items, if caused by
their carclessness.  They shall carry-out
retouching and other connected operations
in the platc. They shall see¢ that the
chemicals and acceessories in their custody
are putl lo proper usc.

416. Retoucher and Engravers.—The
retoucher shall give the final touch in the
finishing operations of the block
manufacturc. The engravers will remove
unwanted portions by routing or cutting out
{he portions of plate Thev shali see to the
neat exceution of the work done by them.
Thev shall sce that tools and accessorices
under their custody are properly made use

of.

417. Mounters.—Thc Mounters (Senior
and Junior) shall be attached to the Block
Making Section and shall work under the
instructions of the supervising staff in Block
Making Section. They shall be responsible
for cutting, bevelling and mounting the
blocks. Thev shall see that the originals
and blocks cntrusted to them are kept
salely. They shall execute the work neatly.
They shall ensure that tools and accessories
in their custody are put o proper use.
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BINDING

PARAGRAPHS 418 TO 440

418. General.— All the book binding
operations subsequent to printing and re-
binding of books, dicstamping, manufacture
of envelops and other stalioncery articles are
donc by this scetion. The production Officer-
in-charge of this section shall be assisted by
Shop Floor Officers in the Cadre of Assistant
Works Manager in cach shifi.

419. Receipt of work.—All the work
without cxception as reccived shall be
registered in “Work reccipt Register”
W.M.G.P. No. 153 and a scparate register
number in serial order of receipt assigned
for each job. This number shall also be
marked on the originals to avoid mistakes.
In the case of repair work, the number shall
also be marked in pencil to admit crasure
belore the book is finally despatched. Details
of binding to be exccuted shall always be
obtained in advance before proceeding with
the work. Work returned for want of
authorisation or transferred to other units
for exccution shall be kept noted in the
remarks column of the register. The progress
of work at cach stage shall be recorded in
this register and watched till finally
despatched which should be noted in the
column provided for it. Central and Cost
Recoverable items shall be underlined
distinctly in red ink to ensurc that they arc
charged. A list of pending items shall be
prepared fortnightly and submitted to the
officer-in-charge.

420. Scheduling section.—The
Scheduling Section shall function under the

direct control of the Production Officer. He
shall receive instructions directly from the
Planning Scetion regarding programme for
exceution, priority, processes and other
aspects.  On receipts of J.0.D. the works
shall be registered in the Binding Work
Register. The data [urnished in the J.0.D.
by the Planning Section shall be scrutinised
before the work is taken up for execution
with reference to the availability of men and
machinery, the nature of process involved
and the work load.

The Scheduling Section shall
communicale the despatch particulars of
jobs to the Planning Section daily,
immediately after the despatch of copies.
The J.O.Ds. shall be returned back 1o the
production Planning Scction with all the
requisite particulars and printed specimen.

421. Correct Receipting of Printed
Copies for Binding.—The printed copics
reccived for binding shall immediately be
counted and shortages reported. Otherwise
the Binders in-charge shall be held
responsible. The actual number of good
copies reccived from the printing department
shall be¢ noted with the initials of the
receiver on the Strike Order of each form.

422. Printed Paper Warehouse.—All
items of work on complction of printing
shall be retained in the prinled paper
warehouse till the work is taken up for
execution as determined by the production
Planning and Scheduling Sections.
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The Warchousceman in-charge of the printed
paper warchousc shall record all receipts, in
the register maintained for the purposc and
1ssuc the quantity required for production
according to the instructions issuced by the
Scheduling  Scction  under proper
acknowledgement from (he Binders. The
warchouseman in-charge of the printed
paper warchouse shall also arrange [or the
Pre-binding operations like ruling,
perforating, cle. as per instructions given in
the Job Order Docket following the
scquences ol operation.

While the printed sheets are received
after printing, he shall ensurc that the
actual quantity required for delivery together
with the allowances for wastages are also
rceeived and that they are free from whites
and delectively printed sheets. TTe shall also
record separately the quantity received
towards wastage [rom printing department.
He shall be responsible for the printed
copics stocked in the warchousces till they
are issucd [or processing.

423. Priority of Worlk.—All work
promised by a specified time of periodical
papers for which due dates.have been fixed
shall be arranged to be finished and
despalched on the dates promised and duc.
Urgent work shall be specially deall with.
Current papers shall be stitched as soon as
received and other book work, proceedings,
volumes, elc., taken up as soon as the last
sheets as printed off.  Preference shall be
given to all gazette work and sufticient men
shall be kept allotted sufficiently m advance
lor the work to avoid delav. Repair works
except urgent ones shall be taken up in the
scquence of their reecipt first consideration
being given to current work.

424. Care and Confidential Work.—Care
and Confidential work shall be executed
under the direct supervision of the Top
Senior Foreman. He shall exercise personal
supervision over the work and prepare
himself the tabulation slip and take all
wastc or spare copics to the officer-in-
charge for destruction in his presence. Te
shall ensure that no file or sparc copy ol this
class of work is kept by anyonce. Works of
confidential naturc shall be entrusted to the
senior men in the section.

425. Envelope Making.—All indents
for cover work shall be registered in “Cover
Work Book” scrially numbered and recorded
in the *Job Order Docket”. The details as Lo
the distribution of work to the machine,
hand opcrations and the total covers
manulactured shall be kept noted in the -
J.0.D. [rom which the¢ oulturn of cach
individual showing the number and size of
the covers made shall be abstracied in a
regisier.

426. Material Stores.—Thc Warchouse-
man incharge of the malterials stores in
Binding scction of receipt of the Job Order
Dockel from the Unit Foreman shall work
oul the required quantily of matcrials for
cach item of work. T1e shall prepare indents
for the quantity required and place the
requisition in the prescribed register and
draw thc matcrials from the General Stores.
e shall keep the matcerials under safc
custody. Ilc shall account for the materials
drawn from the slores. issues made and
stock on hand. he shall arrange to stock
the boards, calico, cloth, rexine, gold foil,
embossing ink, ¢te. Tle shall arrange to cut
the board, calico. cle., to the actual sizes
and spccifications in advance Lo commence
production without delay. materials required
for general usc ol machine such as oil,
cotton waslte, leather bell. etle., shall be
drawn dircctly by the Foreman from the
General Stores.  From (he indents, the
regisler of delailed issucs of binding materials
shall be posted and (allicd monthlv with the
total ol the Stores issued. carrving (orward
Any Hems not 1ssuca

ITe shall maintain the following
registers:—

1. Indent for binding materials.
Register for articles reccived.

Register of indents.

e N

Register for stores—
(a) Consumable.
(b) Sparc parts.

{d Petly plant.

(d) Decad stock.

5. Papcr indents.
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427. Indents for Materials.—Thc cxacl
quantity of binding malcrials required for
cach work reccived shall be computed by
the Junior Forcman before the work is pul
in hand and the indents made out in
W.M.G.P>. No 167. The indents shall be
scrulinized and approved by the Top Senior
Foreman. Al convenient inlervals and as
nceessity arises the requirements ol these
indents shall be consolidated and an indent
in the usual form put up to Stores lor issuc
{o malerials.

From the indents, the register ol detailed
issues ol binding matcrials shall be posted
and agrced monthly with the total of the
stores issued carrying forward any items
not issued.

Any item of stores included in the
requisition but not issued shall at once be
scored out under the initials of the Foreman.
Any malerials indented for in excess for any
work shall immedialely be returned to the
Store obtaining a signed reccipt for the
same.  The Store-keeper shall be keep
informed regarding the reccipt of works
requiring any large supply of binding cloth,
ete., to enable him  to reserve a sufficient
quantity of the required materials.

Note.—Arucles of common usce in the section such
as wire, thread, twine.giue, gum. turpentine, varmsh.
ete.. shall be obtained in bulk to cover the nceds of
the department for a week on direct requisition from
the stores under the sanction of the Works Manager.
Flour may be obtained once m every two or three days

428. Valuation of Binding Work
done —The outturn i the Binding scetion
shail be posied from the work reeeipl register
1o ihe binding valuation rvegister
(W.M.G.P.No. 169} and valucd according to
the scales based on Operatives wages only
(i.c.) excluding cost of binding mat erials and
overhead charges (Appendix).

Two books (i) for Central and Coslt
Recoverable Offices and (ii) for Stale Offices,
shall be maintained. The yearly total cost
worked oul according to the scale shall be
made 1o agree with the actuals of operatives’
wagcs by a pereentage addition or reduction
and o this figurc the pereentage ol overhead
charges on account of cosl of supcrvision.
administration. contingencies, such slores
of common usc as wire, thread, twine, clc.,
shall .bc added to arrive at the cost of
production.

In cascs of special works lor which rates
arc not given in the scale, the rate as
approved by the General Manager shall be
adopted. I the cost is required before the
end of the year. the pereentages of the
previous year both with regard to Operat ives'
wages and overhead charges shall be
followed. The matcerials given below shall be
scparately valued and exhibited in Statement
1 of the annual report:—

Cloth. book binders  Skin Skiver
Sheep Royal
Straw Board 3 Ibs.

Evelet boxes
Foil books

Gold leafl books Do. 2V lbs.
I[Head band, cotton Do. 2 Ibs.
[Head band. silk Do. 1% Ibs.
Khadi cloth Do. Yy b,
Khadi mull. lining Do. 1 lb.
Tape. Europe red
Rexince

Note.—{i) ‘The valuation of current work shall be
done m detail in the current valuation book W.M.G.P’
No. 171 and the monthly total posted in the man
valuation book.

(ii) “The valuation of confidential binding work
shall be done by the Computing Section, with the
assistance of binding clerk, 1he 1otals being added 16
the Binding Valuation Register monthly

429. Binding bill book.—The personal
accounts of cach office for binding work
done shall be maintained in this book. Two
sets ol bill books shall be opened one for
State Oflices and the other lor Central and
Cost Recoverable Offices. The entries 1in
this register shall be posted dircet from the
Binding Valuation Register and the Register
ol Issuc of Binding Malcrials.

430. Machine work and care of
Machines.— No work that can be done
cconomically by machine shall be done by
hand without spccial instructions from the
Scheduling Scetion. The several classes of
machincs in usc in the scction are each in
charge ol a binder who is responsible for its
being kept clean and well-oiled.  Before
starting the machine workmen shall carefully
oil and clcan the machines and satisfy
themsclves, Lhat every thing is in order. The
machines should be left by the operatives
in such a condilion that it shall be in a fit
and ready condition for work by the next
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shifl operative. he shall not interfere with
machinces while in motion on any account.
Any brcakage shall immediatcly be
reported and the liability to recover the cost
from the person responsible adjudged. Any
delects noticed in the working of the machine
shall atance be reported to the Foreman
who shall send a requisition to the
maintcnance stafl. The maintenance stafl
shall personally sce that no time is lost Lo
sparc the scrvices of a mechanic to avoid
stoppage of machines.

431. Despatch work.—Copics shall be
checked before despatech and handed over
to the Despatching Section or to the
Publication Depot.  Distribution to more
than one Office will be done in batches to
facilitale recheck in despatch. A reccipt
shall be obtained for all work even il handed
over to another scetion in the Press. This
is cspecially necessary in the casc ol books,
Gazcltes and publicalions ol saleablc value
dclivered Lo the Publication Store-keeper,
Head Despatcher. ete. Only the cxact
number of copics of Gazette and Law Reports
ordered should be struck off.  No extra
copies shall be printed without authority.
File copics for Gazette Indexer, Works
Manager. cte.. shall be included in the
distribution list and therefore. included in
the number ordcred. A receipt shall be
obtained (rom the publication Storc-keeper,
Head Despatcher or Publicalion Clerk for
Acts, books. forms. ctc., no maltler how
small the number of copics delivered to
them.  In the casce of forms. cte.. given Lo
the Head Despatcher or Sceond Despaleher.
thevy may be sorted and counted mto lots
and the batches counted and marked off
and dclivered correctly for immediale
despatch. Bound copics of proceedings
volumes or leather or cloth bound books
shall be shown (o the Officer-in-charge for
approval.

432. Samples.—Size boards shall be
kept near cach cutting machine to ensure
that all books and forms arc of standard
sizes are trimmed exactly uniform. A
specimen copy shall be kept or a ruling of
the letlering and full description taken with
the sample of cloth, cle., of all books of
more than one volume and those sent lor
approval.

433. Clerical Work.— Binders shall
not be engaged on any account in clerical
work. Warchouseman shall attend to the
following dutics:—

1. Maintaining account books of the
scelion such as work reccipt register,
valuation register, machine outturn books, '
bill books, ctc.

2. To attend 1o the despatch of all
finished work to the indenting Officers
Provincial. Central and cosl recoverable,
cither direet or through the Despatching
Section after noting the date of despatch on
the originals.

3. To valuc¢ the binding work done
for State, Central and cost recoverable offices
in accordance with approved scale.

4. To sceure specimen copies or other
particutars for filc.

5. To prepare and check sheets
verifying the entries from the overtime orders
book and with the altendance register.

6. To consolidate indents and make
out “requisition for stores” for actual quantity
of binding malerials required.

7. To maintamn record ol work sent
to other branches and of the receipt of
maps, diagrams, clc.

8. To fumish {igurcs regarding the
dailv despaich of books and job work.

9. To prepare the monthly abstract
of work donce in the departnwent

i0.To cullect the originals ol jobs 1o
be handed over to the despatehing section
when copies are originally despaiched.

11.To send periodical reminders for
acknowledgements for binding works sent '
out and not returned duly recetpted in time.
The inveices acknowledged shall be pasted
along with the originals for records.

12.To keep in safe custody the
sectional records properly arranged for casy
relerence.

13.To furnish monthly abstract of
daily work turned out by the scveral
machincs togcether with the names of the
operatives working on them.
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14.To lurnish necessary figures
required from the Binding Scction for
incorporation in the annual administration
report.

15.To atlend to the Scetional
correspondence.

434. Opening and Closing.—The
department shall be openced by the Top
Scnior Forcman and in his lay abscnce
Senior Foreman or Junior Foreman. At the
close of third shift of Saturdays and the day
prior to Public Ilolidays cither the Top
Senior Forecman or Scnior or Junior
Foreman-in-charge shall sec that work in
progress is lefl in good order, lights arc put
out and the department is closcd.

435. Assessment of Performance—
The Junior Foreman attached to the Binding
Section shall have close scrutiny over the
dailv oulturn of the staff working in all the
shifts. Irregularitics, if any noticed by them
should be brought to the notice of the
officer-in-charge of the Department through
the Top Senior Foreman.

436. Outurn.—Every employee shall take
up binding, ruling, numbering, or any other
operation as and when assigned. in
respeetive of his designation or pay. The
quaniity and quality of work done will be
taken into consideration when the
individual's annual incremenl is sanctioned.
The employces are expected Lo produce the
outturn specified in the scale as indicated
in Appendix.  The emplovees concerned
shall be responsible (or the low and poor
performance. The outturn on machines for
works such as [olding, stitching, cnvelop
making, ctc.. shall be in accordance with
the scale indicated in Appendix. (X1

Note:—Blind workers in the binding department of
the Stalionery and Printing Department shall be given
thelr normal increment provided their outturn is not

less than 75% of the outturn fixed for the normal
persons.

(Vide G.O. Ms. No. 1341, Transport.dated 1s1
November 1983).

437. Duties of Binders.—Opecralives
working on machines and hand opcralion in
binding department shall record in detail
the actual quantity of books of printed
copies kept near the machine.

373-15-%a

The binders working on hand operation
groups shall sce that the printed sheets and
books c¢ntrusted to them arc properly
accounted for and correct information given
Lo the binders who take over charge of the
next shift.

They shall also sce that the completed -
jobs arc rcmoved for the next operations
then and there.

The operatives shall note the actual
quantity of work done and the unfinished
portion of the job and handover to the
operator in the next shilt and in his absence
to the Supervisor ol the group.

The operatives on machine and hand
operation groups shall lcave the required
inlormation to the Junior Foreman belore
they leave the premisces.

It shall bce the responsibility of each
binder to verily the particulars noted with
regard Lo the quantily and number of items
ofjobs Iefl at the machine or hand operation
groups by the previous shilt operatives and -
il any discrepancy is noticed, it should be
brought to thc notice of the Foreman
immediatcly before commencing work in the
shifl. The Top Scenior Foreman will settle
the matter on the spot.

Any operative found 1o give incorrect
particulars will be dealt with severely.

438. Supervision.—To co-ordinate the
functions ol the front line supcervisors in the
shifts. a Top Scnior Foreman shall be in-
charpce ol the shilt Ie shall assist the
Officer-in-charge ol the shilt as follows:—

439. The Duties and responsibilities.—
Higher level co-ordinating Supervisor (Top
Senior Foreman).—(1) To co-ordinate
production among the groups and the timely |
exccution ol all works entrusted.

(2) To furnish feedback information
to the Scheduling Scction.

(8) To reccommend or refuse leave to
men under his command.

(4) To initiate disciplinary action.

(B5) To re-allocale men between the
groups with reference to the availability of
machines and exccution of work.
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(6) To make random checking of the
jobs under progress to maintain uniform
quality.

{7) To investigale cascs of dereliction
of duty on the part of any subordinate and
reporl cascs o the Shop Floor Officer-in-
charge of the shilt.

(8) To inspect and ensurc work of
other supervisors and guidc them whenever
there are doubts.

(9) To test the suitability af lﬁmgngq
materials and othcer articles and turnis
reports through the Production Officer.

(10) To ensure that cach job is
executed according to the specifications.

(11) To cxamine the finish of all
works and also submit a fcw samples to
the Production Officer.

(12) To check and initial indents of
binding malerials prepared by the
Warehousemen.

440. Front line Supervisors (Senior
and Junior Foreman)—The f[ront line
supervisors shall exercise close supervision
over the production of men and machinc
and assist thc Top Senior Foreman as
follows: —

(1) To maintain discipline within his
group.

(2) To maintain regularity and
attendance of the cmplovecs under his
control.

(3) To allocate men (o machines and
tablcs.

(4) To allocate work Lo machines and
tables as directed by the Scheduling Section.

(5) To account for production turned
out by his group of men at his command.

(6) To maintain production time-
sheets of production turned outl in his
group.

(7) To furnish production records to

the Schedulng Section and the Computing
Section.

(8) To ensure quality of production.

(9) To provide materials required for
binding.

(10) To account for materials drawn
and issued to men and machinery.

(11) To arrange {or the safety of the
finished products till they are handed over
to despatch.

(12) To account {or all jobs entrusted
for execution.

(13} To recommend or refuse leaves
for men under his command.

{14) To furnish feedback information
to scheduling Scction.

(15) To furnish returns prescribed for
the first line supervisor.

(16) To exccule jobs as per schedule.
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441. General.—The Maintenance Wing
consists of Electrical, Mechanical, Civil and
Carpentary Scctions. These sections are
under the overall control of Deputy Works
Manager (Maintcnance) and under the
immediate charge of Assistant Engincers.

442. Functions of the Section.—This
section shall attend to the following:-

(1) Attending to the repairs (o the
machinery as and when requisitions are
received.

(2) Analysing the causc for [requent
breakdown and adopting methods for
prevention and recurrences

(3) Forccasting the  probable
requirement of spares basced on condition ol
the machinery and the frequency ol
breakdowns.

(4) Inspection of the parts received
with reference to the specifications.

(5) Entrustment of repairs or for
fabrication of parts to outside agencics
whenever required.

{6) Scrutinizing the correctness of the
bills and to incur expenditure for the works
so enirusted o outside agencics.

(7} Maintenance of the buildings in

good condition by attending lo repairs not
coming under the purview of the P.W.D.

373-15-9b

(8) To supply ol wooden furniture for
the press branch other than [urniture
required for office use.

(9) Ercction of machinery.

443. Functions of Deputy Works
Manager (Maintenance).—
Works Manager (Maintenance) shall be
assisted by the Assistant Engincers.,
Elcetrical and Mechanical and Civil, he
shall—

(1) Inspect all the units under the
Directorate periodically and assist the
Gencral Manager for rendering optimum
number of machine for production purposes.

(2) Assist the General Manager in the
sclecetion. location and operation oi the
machincrv

(3) Excrcisc technical scerutiny ol the
works Lo be entrusted Lo outside agencics.

{4) Recommend machines for
condemnation.

(5) Forccast the requirement of spares

for plant and machincry in the Directorate.

(6) Co-ordinate the functioning of the
Maintenance Wing consisting of Elcetrical,
mechanical, Carpentary and Civil stafl.

(7) Scrulinize periodical maintenance
reports received from the units and issuc
suitable instructions to the Unit Officers.

(8) Fix responsibility for  the
breakdowns.

[he Deputy

g
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444. Electrical Section.—This scelion
consists ol one Assistant Enginecr (Electrical)
and Chicl Electricians, Scnior Elcclricians
and Junior Elcetricians. Chicel Electrician is
the head of the section who shall help the
Deputy Works Manager (Maintenance).

The Chief Eleetrician is in overall charge
of all the clectrical installations and
equipments in the central Press and its
branches in the City. He shall attend to the
swilching on and olf of the mains. Tle shall
also attend to the power housce. the cleaning
ol motors, Jamps, clc.

[is scrvices shall always be available for
urgent works as he is provided with quarters
near the Press. Tle is responsible for the
ercction and repair of the switch-gear, motor
and connceted electrical installations of the
printing machines and other connceled
machinery and do any other clectrical work
on receipt of intimation in writing from the
departments concerned for minor works,
major works being attended to when such
intimation is duly signed by the Ollicer-in-
chargce of the Department and countersigned
by the Works Manager. Ilc is in immediatce
charge of the shifl and is responsible for the
plant and storc articles in his custody.
Time sheets shall be maintained for all work
done daily. He shall record daily the meter
readings for the current consumed. entlering
them in the books kept lor the purpose. At
the end ol cach month he shall total them
to help verification of the monthly claims for
the current consumed (rom the Tamil Nadu
State Electricity soarc. The books shall be
submitted te the Depuly Works Manager
(Maintenance)  and the Works Manager
every month [or information cxplaining
briclly the reasons lor abnormal varialions,
il any, between the actuals and the average
for the previous months.  He shall
immediatcly report to Deputy Works Manager
(Maintenance) any defect noticed or
suspected in the meters likely to lead to
faulty readings. in order to get them repaired
or replaced by the Tamil Nadu Stalc
Elcctricity Board. Ie is responsible for the
work turncd outl by his assistants in his
section. e shall also assist the Dcepuly
Works Manager (Maintenance) whenever so
dirccted, as his responsibilities are confined
{0 the clectrical installations.

445. The Scnior Electrician shall work
undcr lhe Chicel’ Eleetrician and be
responsible lor the proper discharge ol work
cntrusted to him by the Chicel Electrician.
In carrying out the duties allotted to him he
shall be assisted by the Junior Statf.

446. Junior Electricians.—They shall
help the Chicl Eleetrician when so directed '
and atiend Lo the swilching on and offl of
the mains and also attend to the power
housc, the cleaning ol motors, lamps, clc.,
taking up thce repairs ol minor wiring.

Junior Elcetricians shall under no
circumstances climb clectrie posts or cause
others to do so without the permission of
the Assistant Elcetrical Engincer or Chief
Elcetrician/Scnior Elcetrician and Power
Housc Opcerators. It is safc to do so after
the switches controlling the supply o the
said post arc isolated and caution boards
arc hung over the said swilches, when
repair works are being carried out.

The Junior Eleetricians working in the
power house arce provided. with quarters
ncar the Government Press whose services |
shall always be available to the Press.

447. Electrical Motors and their
maintenance.—Thce Chicl Electricians of
the shifts shall be joint responsible for the
¢llicienl maintenance and working of all
clectrical motors. The Chicel Electrician of
cach shill shall supervise the work of his
assistants and cnsurce that all motors and
other cleetrical equipments are maintained
in a state of cfficicney. Tt shall be the
responsibilitv of the Chicl Eleetrician of
cach shilt o arrange o reclily ommer
clectrical delecrs reported 1o him by the
departments.  Repairs ol a major naturc
shall be carried out undcer the supervision
of the Chicl Electrician (o whom the work
is particularly assigned by the Deputy Works
Manager (Maintenance). Such cases shall
be reported to the Deputy Works Manager '
(Maintcnance) and Works Manager also.

448. Rewinding of Motors and Simple
reparis.— The [ollowing procedure shall be
adopted in the casc of breakdown
maintecnance of simple items. where the
cost does nol exceed Rs. 1.500 in cach case.

In the casc of simple and straight forward
repairs to machinery, repairs Lo electrical
equipment, rewinding ol moltors, cte.
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(i) Where the brcakdown
maintenance can be altended by the
mainicnance stall of the Press the Director
of Stationcry and printing may be vested
with powers Lo sanction purchasc or
manufacturc of sparce parts. cle., required
for replacement by local quotations system
(by local and oral enquiry) gghere the total
cost of the items required®for cach work
does not exceed Rs. 1,500 and

(ii) Where the breakdown maint enance
cannol be atiended to by (he Press
maintenance stalf, for want of workshop
facilitics, cte. and has to be entrusted to
outside repairers. The Government Press
may maintain a pancl of repairers approved
by the Director of Stationcry and printing to
entrust cxccution of repairs to machinery,
etc., to any one in the approved list of
repairers at his discretion, subject to the
time schedule for completion as may be
fixed.

(G.O. Ms. No. 412. Transport. dated 6th July 1973.)
{(Rule 7 under Appendix 8-M.F.C.—Valume 11

449. Requisition for Stores.— In all
cases ol general renewals. a note for such
renewals should be received [rom the Sceetion
Ieads of the Department concerned by the
Flectrical Scetion 1lead  in-charge of the
shift for any renewal. A report shall be senl
to the Deputy Works Manager (Maintenance)
after renewal, but all major items shall be
renewed after obtaining prior approval of
the Deputy Works Manager (Maintenance).
The minor items shall be renewed on
intimation and cxamination by the Section
Ticads themselves wineh shall be got ratified
bv the {eputy Works Manager {(Maintenancc}
whose counter signaturce shall be obtained
later, on the advance indents on the Stores
in the usual store requisition forms. In all
cases of addilions Lo the existing circuits
the Chief Electrician shall first preparce a list
of the several articles required and get it
approved by the Depuly Works Manager
(Maintenance) and Works Manager. The
articles shall then be indented for on the
stores in the usual store requisition from
duly countersigned by the Deputy Works
Manager (Maintcnance).

450. Carpentry Section.—Thc¢ main
function of this section is (o manufacture
Printing furniturc such as reglets, side and
foot sicks. quoins, ctc.. required for the

37315-9%¢

printing departments and to attend all wood
work required for printing such as mounting
ol stereos. cle.

451. Maistry.—This scetion is under
the direct supervision ol the Carpentry
Maistry assisted by the Scnior Carpenters
and Junior Carpenters in cach shift. The
Carpeniry Maistry shall work under the '
orders of the cleetrical  and Mechanical
Engiriccr_ and shall co-ordinate the work of
each shilt wilh the assistance ol a Junior
Carpenter. who shall work in a normal
hours. The Carpentry Maistry shall be
responsible for all (he plant and stores
articles in his custody. Fleis also responsible
for the work turncd out daily in the scction.
Time sheets shall be maintained for all work
turned outl daily in the scction.

452. Senior Carpenters are in
immediate charge of the shifts being assisted
by Junior Carpenters.  They shall be
responsible for the manufacture of reglets.
furniture, side and footsticks. quoins and
other miscellancous wood work required for
printing purposcs. cntrusted to them by the
Carpenter Maistry and watch the proper
supply and utilisation of matcrials to the
Junior Carpenters.  They shall also be’
responsible for the extraction and quick
completion of (hc work entrusted to them.

453. Junior Carpenters shall work
under the dircet Supervision of  Senior
Carpenter ol the shifl under orders of the
Carpentry Maistry and be responsible for
the quick compliction of the work relating Lo
printing furniture. block mounting, packing
casces. and repairs of farniturc. etc
entrusted to them Theyv shall also attend
to the manufacture of handles for rubber
stamps whenever necessary.

454. Mechanical Section.—The main
function of the scetion is to attend to
crection and repairs of the presses and -
machines, shafling, cle. sharpen the cutting
machine knives, oil shafting, bcarings.
attend to other metal work of minor nature
on receipt of intimation in writing from the
Scetion Heads of the department concerned
and major works when such intimation is
duly countersigned by the Officer-in-charge
of the department. )

455. Foreman (Mechanical).—The
Machanical section is under the direct
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supervision of the Foreman (Mechanical)
assisted by the Fitter Maistries in immediate
charge ol the shilts. Tle shall be responsible
for the erection and repairs of (he Pressces,
machines., shallings. cte.. sharpening ol
culling machinc knives., oil shallings,
bearings and for any other metal work in
the Government Press and ils branches
except Lino and Mono Department where
scparate mechanics look afler repairs
neeessary.  [Towever, necessary workshop
facilitics shall be given for Lino and Mono
mechanics. The Foreman (Mcechanical) shall
be assisled by Filter Maistries in immediale
charge ol the shifls and other mechanics
and shall be responsible for all the plant
and storce arlicles in his custody. Time
shects shall be maintained by him for the
work donc daily in his scction. [1e¢ shall be
responsible for the work turned oul by his
assistants. He shall work dircetly under the
orders of the Deputly Works Manager
(Maintcnance). Ile shall work in normal
hours and co-ordinate the works ol cach
shilt with the assistance ol a Junior
Mcchanic.

456. Fitter Maistry shall be in
immediate charge of the scection for Lhe shift
and shall be responsible forthe work turned
out in his shilt (viz.) crection. repairs.
shaflings. oiling, testing ol wcighing
machines. cte., and of the several machines
in the press and its branches. For this
purpose. he shall be assisted by Head
General Mechanic, Welder-cum-Mcchanic.,
Turner. Fitter. Blacksmilh and Junior
Mechanic. He shall work direetlv under the
control ol the Foreman (Mechanical)

457. Head General Mechanic shall
work under the direct supervision of the
Fitter Maistry of the shift and shall attend
lo all major brcakdowns, minor rcpairs,
cte., to printing and binding machines,
dismantling and re-crection ol machinery
shall be carried out by him. [le shall be
assisted by one or lwo Junior Mcchanics.

458. Welder-cum-Mechanic shall work
under the direct supervision of the Fitter
Maistry of the shift and shall be responsible
for all gas and electric welding works carried
oul in the Machanical Scction including
Lino, Mono, Casting, ctc., departments. Tle
shall also attend Lo the [iling and sharping

and other machining works. Tle shall be
assisted by one or more Junior Mechanies.

459. Turner shall work dircctly under
the Supervision of the Fitter Maistry of the
shifl and shall be responsible for the
manulacture of several sizes ol parts for
machines including Lino, Mono. casting,
Ticket Prinling, ele.. machines of the Central
press and its branches.

460. Fitter shall work under the direct
supervision ol the Fitter Maistry ol the shift.
IT¢ shall attend (o the filing, cutting,
machining of partls perlaining to all types of
machines o cnable the various sections
including Lino. Mono and Casting to attend
Lo major and minor repairs to machines. Tle
shall be assisled by one or more Junior or
Auxiliary Mcchanics.

461. Blacksmith shall work under the
direct supervision ol the Filler Maistry of
the shilt and be responsible for all smithy
works such as making ol clamps. brackets,
cle., and (o assist the seetion in major and
minor repairs ol various types ol machines.

462. Junior Mechanic shall work under *
the direct supcervision of the [ead General
Mechanic Welder-cum-Mechanie, Turner and
Fitter under orders ol the Filler Maistry of
the shift. e shall be responsible to attend
Lo miscellancous minor repairs (o the various
machines giving necessary assistance to the
above Scnior stall as dirceted. TTe shall also
attend o minor repairs of metal melting
furnaces of Lino and Mono Departments.
galley presses, Office trucks, tvpe high
numbering  boxces. nand numbering
machinces, Olfice cvele, casting machines.
composing sticks. chascs, ctc.

463. Breakdown of Machines.—The
maintenance scclion shall maintain the
History Cards for all machinery showing the
type and make of the machines, yvear of
purchasc. cost, amount spent on periodical
repairs, cte. This shall be maintained for
all different kinds of machinery used in the
several scelions of the Press and maintained
up to date. This scelion shall attend to all
breakdowns cxpeditiously to reduce
machinery remaining idle on account of
repairs and investigate into the nature and
(rcquency of repairs.

(0.0. No. 9 of 1963, dated 30th March 1963.)
(0.0. No. 1979, dated 3rd March 1979.)
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PARAGRAPHS 464 TO 485

464. Stores-General.—All items of Stores
are received in this section and issues are
made after entries are made in the registers
maintained for the purpose. The main work
of the Storcs shall be as follows:-

1. Preparation of annual forecast and
annual indents for the paper and boards
required.

2. Preparation of procurement slips
for the articles to be procured for
replenishment. of stock.

3. Prepartion of Goods Received
Sheets and maintenance of other records.

4. Issue of articles on requisition
and accounting for the samc.

5. Maintenance of accounts of
unserviceable stores through the
Unserviceable Registers and their storage
till they are disposed off.

6. Receiving all items of parcels and
goods and handing them over to the sections
concerned.

7. Inspection of all Store articles
received in accordance with the specifications
prescribed in the procurement slip.

465. General Stores Classification.—
all purchases or other receipts of materials
are classified with reference to their utility

A
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as follows and the Stores Ledgers maintained
accordingly:-

Dead stock.

Petty plant.

Consumable stores.

Rubber stamp materials.
Contingent stores.

Binding materials.

Sparc parts.

Offset and block making materials.
Rotaprint stores.

©XNOT RN =
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Repair.
11. Electrical goods.

A list of articles under each of these
heads is given in Appendix XIII of Press
Office Manual and anv alteration in the list
shall be made only with the sanction of the
Gencral Manager.

466. Classification of Stores—The
Stores shall be classified under the following
main heads:-

(i) Consumable Stores for production.

(ii) Renewals and repairs for
machinery.

(iif) Maintenance of stores for building,
etc., other than those for repairs to
machinery.

(iv) Tools and petty plant and

(v) Plant and Machinery.

(G.O. Ms. No. 604, Soclal Welfare, dated 15th May
1979.)

-1
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467. Codification of Stores.— 'The
consumablce and other categorics ol slores
shall be codified by letters and numbers
according 1o the CARDEX system, to facilitate
identification of articles in storage and issuc.

(G.0. Ms.No.604, Social Wcelfare, dated 15th May
1979.)

468. Goods Received Sheet (W.M.G.P.
No. 31).— Stlores are rceeived {rom the
suppliers along with dclivery notes.  On
receipt of such stores, store-keepers shall
check the items with the delivery notes and
arrange for approval. Committee books arc
mainlained in the stores for getting the
approval of the supplies of stores by the

sub-committece (I commitiec) consisting of

Oflicer-in-charge ol stores, one of the Deputy
Works Manager, Electrical and Mcchanical
Engincer and Chief Store Keeper.  After
approval of articles, whether purchased
locally or (rom abroad shall be written in the
primary record of Goods Received shects
which shall be prepared in quadruplicate
with all details of the name of the company,
relevant order No. in which the supply was
ordered, supplics invoice or dclivery note
No. and dale, quantity received, bin card
No. and Store stock book folio No. The
Goods Received Sheets drawn by Store-
Keepers shall be counter signed by the Chiel
Store Keeper. Goods Received shects shall
be used for the receipl of arlicles,
manufactured in the carpentry section for
arlicles received back from companies after
repair and for articles returned by
Departments. The original sheet shall be
sent to the Commercial Accounts Scetion
for immediate entry in the stores received
books. the second copy to the procurcement
section for information. the third copy
retained in the stores and the fourth copy
to the Supply Bills Clerk along with the
supply bill.

Note.—Scparate book shall be used for articles
imported from abroad.

469. Requisition for Stores (W.M.G.P.
Nos. 35 to 35G) Hcads of scclions requiring
stores articles shall make oul their indent
in the prescribed requisition detailed below
in triplicate according to the classification
of the articles. Completle details regarding
the description of articles, the quantity and
quality required and the section requiring
them shall be noted in the requisition. The

triplicale copy of the requisition approved
by the concerned oflicer shall be retained in
the indent book. The original and duplicate
shall be sent Lo the stores. On receipl of
the requisitions the Store-Keeper shall issuc
the articles indented for and obtain the
signaturce ol the reecipicnt ol the stores on
the requisitions and in the siock books. he
shall then enter the issucs in the bin card
and slock book and then fill up the remaining
columns in (he requisilions and send the
original copy to the Commcrcial Accounts
Section for being posted in the Monthly
Summary ol Stores Consumed Book. The
duplicate copy shall be retained in the
slores.

W.M.G.I’. Na. 35-Requisition for Stores
Consumablc stores.

W.M.G.P. No. 35-A-Requisition lor Stores
Elcctrical goods.

W.M.G.P. No. 35-I3-Requisition for Stores
Rubber Stamp malterials.

W.M.G.P. No. 35-C-Requisition [or Stores
Spare parts. '

W.M.G.P. No. 35-D-Requisition for Store
Contingent stores.

W.M.G.P. No. 35-E-Requisition lor Stores
Binding maltcrials.

W.M.G.P. No. 35-F-Requisition lor Stores
Pelty plant.

W.M.G.P. No. 35-G-Requisition [or Stores
Dead stock.

Note: (1) In the case of dead stock and petty plam
articles, it should be nored whethey the requisthon s
for Mresh supply or for replacement

Note: (2) Articles not in stock shall be cancelled
both in the original and duphcate under the initials
of the head of the section (Store-Keeper).

Note: (3) Requusition for additions or replacements
of machinery will be approved by the General Manager,
Directorate of Stationery and Printing and orders
involving special purchase like Tin mgots, piglead, Lino
and Mono type metal. sheep skin will be approved by
the General Manager. Directorate of Stanonery and
Printing.

Note: (4) The Depuly Works Manager will pass
requisition for additions and replacements of plants
(other than . machinery or special purchase} spare
parts or petty plant or special repairs.

Note: {5) Requisitions for articles other than those

metioned above will be passed by the Officer-in-
charge.
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470. Stock Book.—Entrics in this book
shall be posted from the Goods Received
Sheets and Requisitions for Stores. Separate
books shall be maintained for the various
classification of stores mentioned in
paragraph 100 and each transaction of
receipts and issuc shall be signed by the
Storekeeper.

471. Register showing the disposal of
condemned articles.—Dclails regarding
empties, packing cases, ete., shall be entered
in this register and disposced off in public
auction as in the case of other condemned
articles.

472. Register showing the detailed
issue of binding materials from stores
(W.M.G.P. No. 16).— This register shall be
maintained in the stores section issues of
binding materials shall be posted in this
register against the consuming officers and
their total valuc ascertained.  Scparatce
pages shall be allotted for cach department.

473. Stores received book (W.M.G.P.
No. 34).— Entries in this book shall be
posted from the goods received sheets.
Separate folios shall be allotted to correspond
to the stores ledgers. The price of the
articles o be noted in this register shall be
taken at invoice value or at the rate quote
with other ilems in the quotation.

474. Monthly summary of Stores
Consumed (W.M.G.P. No. 37).—The names
of the articles issued shall be entered in the
column marked “Desenption”. Separate folios
shall be allotied 1oy the several seetions ol
the press with additional lolios for 1. issucs
{o be brought on to the plant ledger; 2
issues Lo branches and 3 issues lo other
offices. The issucs shall be posted against
each date under respective head of account
and totalled at the end of each month to be
taken to the respective credit side of the
ledger account.

475. Valuation of Stores.—Valuc of
articles as noted in the stores Received
Book shall be posted on the debit side of the
Stores ledgers. The Stores Issucd {credit
side) shall be valued in the first in and first
oul method. Values of stores issued shall
be then carried to the Monthly Summary of
Stores Consumed Books.

476. Monthly Summary of Stores
Consumed (W.M.G.P. No. 37).—The value
of issues made under cach requisition be
entered with the requisition number and
date of issuc under classification columns.
Separate [olios shall be allotted for the
several scetions of the press with additional
olios for (i) issues to branches and (ii) '
issues Lo other officer. The issucs shall be
posted under the respective head of account
and totalled at the end of each month.

477. Valuation of Issue of
Stores.—Average rate should be adopted at
the time of issuc. Closing Balance of stock
should be arrived with quantity and value
after each transaction. The value so arrived
be adopted to value the issue of stores and
be noted in the requisition as well as in the
Summary Book and in the issuc side of the
Stock Book.

478. Ledger for Stores
consumed.—Thc Production Departments
shall maintain a ledger for articles received
(rom the Stores, 1ssued [or daily production |
indicating daily balance on hand. As far as
possible the issue of materials should be
accounted job wise. The total consumption
for cach month of the dillerent stores and
the monthly outpul should be compared
with the results of the previous months in
order 1o achieve maximum cconomy in the
expenditure of stores for a given unit of out
put.

(G.0. Ms. No. 612, Social Welfare Department. dated
151h May 1971

479. Verification of Stock —The
balance of stock in stores shall be veritied
once in a vear by the Stock Verification
Officer of the Stationery and Printing
Department on a programme drawn to cover
the verilication of all articles in stock duly
approved by the Director. The new stock '
books shall be opened with the actual stock
on hand as on 1st April annually. Excesses
and deficiencies noticed in the stock
verification shall be reported to Government
and orders obtained to take the excesses to
stock and regularise the deficiencies from
the Stork books. The value of excess stock
shall be taken as other receipts and the
value of deficiency distributed to the various
departments of the press. If the articles
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found in deficit are stocked for the use of
a particular department then the deficil
value shall be added to the cost of that
department.

480. Missing Stores.—Any dclalcation
or fradulent loss of plant or stores for which
account are maintained shall at once be
reported to the Accountant-Genceral even
when such loss has been made good by the
person responsible for it, and when the
matler has bcen finally cnquired into a
further and complete report should be
submitted of the nature and the extent of
loss showing the error or neglect of rules by
which such loss was rendered possible and
the prospect of effecting a recovery. The
submission of a report to the Accountant-
General docs not defer the concerned officer-
in-charge of lhe unit presses from taking
any further action which may be deemed
neceesary.

481. Stock taking of Plant and
Machinery.—The stock of the plant and
machinerv in all the units of the press
branch shall be taken Quinquennially by a
Stock Taking Officer. He shall be assisted
by necessary ministerial and technical staff.
Revaluation at actual market value shall be
made and report submitted'to Government.
The difference found shall be added or
written of the plant ledgers and a
corresponding adjustment shall be made in
the depreciation fund account under orders
of Government.

482. Condemnation of Machinery —
Machinery which have rendered service for
morce than 30 vears on a single shift basis
and where the own time on the account ol
repairs durin? the previous year exceeds 50
per cent of the shifl hours may be condemned
and disposed off with the approval of the
purchasc committee. Where the book value
exceed Rs. 5,000 specilic sanction of
Government shall be obtained.

(G.O. Ms. No. 799, Social Welfare, dated 5th July

1971.) ,

483. Condemnation of Unserviceable
articles.— (a) Plant or stores articles which
become unserviceable shall be condemned.
All the section and departments in the
Central press and ils branches in the
Chennai City and mofussil which propose
to condemn unserviceable articles shall send

their proposals with [ull delails or description
such as classification of stores, make. size,
cte. in part [ the form in triplicate through
the officer concerned and the Deputy Works
Manager (Maintenance) to the commercial
Accounts section alter handing over the
unserviceable articles to the General Store-
Keeper along with a copy of proposal on or .
before 15th of every month. Acknowledge-
ment for the receipt of unscrviceable articles
should be obtained from the General Store
Keeper.

General Store keeper arrange to keep
the unserviceable articles received by him
seperatcely lor inspection by the Director of
Stationery and Printing, Madras.

(b} Commercial Accountls Secction
shall collect all such proposals and prepare
proceedings for condemnation of
unscrviceable article in Part 1T of the form
given below duly furnishing required
particulars and submit such cases whose
book value is Rs. 5,000/- and less. with
consolidated [irst of unserviceable articles
concerned by the proceedings submitted -
and with a note to the Director of Stationery
and Printing through concerned
departmental officers, General Manager and
Joint Direclor by 20th ol every month for
the inspection of the unscrviceable articles
by the Director and approve their
condemnation.

(0 Alter approval, the Commercial
Accounts section shall send the triplicate
copv of the proceedings to the sections and
department concerned for miormaton and
record. the duplicate copy to the Chief Store
Keeper who on receipt will arrange to make
neeessary cntrics in the register showing
the disposal of condemned articles (CF 119)
and arrange [or their disposal in the manner
specified in the proceedings of the Director |
of Stationery and Printing, Chennai. The
Commercial Accounts section will retain the
orginal copy of the proceedings with the
concerned file.

(d) As regards the proposals for
condemnalion ol unserviceable articles, if
the book value exceeds Rs.5,000/- sanction
of Government for condemnation shall be
obtained by the Commercial Accounts
section.
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() The Commercial Accounts Section
shall maintain a register and enter all the
proposals [or condemnation of unserviceable
articles received from the sections and
departments and sece that the quantity and
value of condemned plant, machines and
furniture written off are correctly recorded
in the concerned plant ledgers. This register
shall be submitied to the Oflicers-in-charge
on last working day of every month for
perusal and to attest in the memo of
inspection in the first page of the register.
The Section shall arrange {o send a monthly
report on the value of stores condemned to
Government by the 19th of succeedings
month duly indicating briefly the reasons
for such condemnation.

(i The articles proposed for
condemnation shall be kept separatcly lor
inspection in the concerned presses. The
Director of Stationery and printing shall
inspect personally all such items at the time
of his annual inspection and approve their
condemnation.  After approval of the
condemnation, the fact shall be intimated to
the Commercial Accounts Section in the
Central press for making necessary entries
in the concerned plant ledgers. The
condemned articles shall be disposed off

after making nccessary entries in the register
showing thc disposal of condemned articles
(CF. 119).

484. Disposal of condemned
articles.— All articles condemned as
unserviceable shall be sold in public auction
al convcnicnt intervals alter issuing an
advertisement in the dailies. Il however, the
bidders arc likely Lo form a ring in the open
auction and control the bid at a low figures
for the purchasce of obsolcte and
unscrviceable machinery. tender shall be
called for by advertisement [urnishing details
of the parts. the years scrved and the
present condition of and machinery. If
private offers arc more [avourable and if it
is proposed to accept them, the previous
sanction of Government shall be obtained.

485. Disposal of Empty Ink Tins, Oil
Barrels, Drums, Bottles, Gunnys etc.—
Empty ink lins, oil barrels, drums, bottles,
gunny, clc.. shall be disposed of once in
thrce months by public auction notifying
the articles Lo be condemned in the Tamil
Nadu Government Gazettee, in the local -
dailies and through Auction Notices to the
dealers.

{G.O. Ms. No. 3177. P.W.D., dated 13th November
1965.)
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PAPER STORES

PARAGRAPHS 486 TO 500

486. Paper Stores-Described.—In
order to facilitate the supply of paper and
boards by the Productive departments which
work in shifts the stores have been bifurcated
into as many sections, as (here are shilts.
For purposcs of correspondence and control,
cach store seclion deals with all matters
relating to while and unbleached paper and
special paper.  The Officer-in-charge of
paper store section shall be in overall charde
af all the sections of the stores, Any varicty
of paper available in one sfores and not in
the other. shall be obtained by inter-scetional
transfer.

487. Annual Forecast.—Annual
forecast of paper and boards required by the
Government Central Press shall be prepared
by the Senior Warchousce Clerk of the Annual
Administration report section and lorwarded
to the Deputy Director ol Stationery on or
before 31st December of cach year. Annual
indent for papcr boards and Stationery
articles shall be prepared by the General
stores and forwarded to the Deputy Director
of Stationery before the 1st April cach year.
Similarly annual forecast of paper boards
and stationery articles required by cach
unit in the city and mofusils shall be
prepared by the respective Heads of Officers
and forwarded to the Deputy Director of
Stationerv on the due dates. Consolidated
requisitions for cach varicty of paper and
boards shall be prepared by the Central
Press and forwarded to the Deputy Director
of Stlationery in advance for reserving such
stocks.

488. Issue Slips.—Issue slips shall be
sent Lo the Deputy Director of Stationery for
the supply of paper 1o the press branch as
and when required to be adjusted against
consolidated requisilion sent in advance.
The supplics ol paper on receipt shall be
acknowledged afler due verification by the
paper Storc-keeper or Warchouse Clerks -
concerned in the godown slips.

489. Receipts.—All teceips ol paper
and boards shall be accounied for in the
stock book. The Warehouse Clerk shall
¢nter the receipt of paper in the stock book.
The Senior Warehouse Clerk shall maintain
the consolidated account of the paper issued
in the shifts in the paper Ledger (W.M.G.P.
No. 49)

490. Issues.—Thc issucs ol paper shall
be classified as follows:

1. Paper for printing.
2. Paper for Binding.
3. Paper for proof-pulling.

4. paper for make-ready spoilage,
shortage in the contents of the ream.

491. Issue of paper for printing.—
Paper shall be issued to the machine
department on reeeipt of strike order proofs
accompanied by the Job Order Docket,
signed by the Foreman in the Composing
Department. For jobs which do not have
dockets, a separate requisition for paper
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issuc containing the [ollowing details shall
be sent by the composing [oreman.

{i) No. of formes (Text).

(ii) Group No.

(iii) Olfice No.

(iv) Job No.

(v] No. of copies required.

(vi) Colour of wrapper. if required.

Each issue of paper shall be noted in the
stock book, getling the acknowledgement of
the machine operator. minder concerned.
The Warchouse Clerk of each stores shall
make c¢nirics in the Job Order Dockets
scparalely in the prescribed form and also
on the Press Orders. The Proofls shall also
be stamped ‘issued’. The job Order Dockets
shall be sent back to machine room for
transmission (o computing section. The
paper issuc slip detailing the particulars of
paper issued on each job and the press
order shall be kept in the section itself for
producing Lo the audil party. Special
attention shall be paid to the computation
of correct quantity of paper, description of
paper, size, weight and colour to be uscd
furnished by the Production Planning Section
and foreman of the composing section
concerned.

492. Off-cuts.—When it is nccessary
to cut paper to suit a particular job. the off-
cuts shall be carefully preserved and utilised
al the first opportunity.  When small jobs
arc rcceived lor printing, the loreman
concerned shall {irst enquire about the
availability of off-cuts in Storc and arrange
to get the matter set up in such a way as
to facilitate absorbing the stock on hand
withoul any consideration of saving ol
impressions.  If work consisting ol scveral
forms is received for issuce of paper in the
Stores. paper required for each form shall
be issued and accounted for daily without
wailing for the completion, of the job.

493. Paper for Binding.—The paper
required for binding purposes shall be issued
on requisitions from the Departments duly
sanctioned by the officer-in-charge. The
supply shall be accounted for separaicly in
the books.

494. Paper for pulling proofs (Galley
and Forme).—Thc required quantity of paper
shall be issucd only on production of signed
requisitions furnishing the quality and
quantily ol paper issued by the Foreman of
the composing scetions concerned.  The
Foreman shall verily al the time of each
indent the quantily used including the
shects spoiled by the pressman. The foreman -
shall rcporl abnormal wastages by the
pressman for necessary action to the
production Olficers.

When the proof'is required on any special
paper, or when the number of proof copics
exceed three, the supply of paper shall be
made only on an indent in the revised
prools under the Foreman's initials for the
quantily required which shall be treated as
issues for printing.

495. Paper for make ready, Spoilage,
etc.—(a) The paper required for make-ready
on proof presses and machines shall be
supplied on requisitions signed by the
foreman. The Top Senior Foreman of the
Machine Department through the Machine -
Maistry, shall sce that the issue of paper to
Machine Minders is regulated in accordance
with the scale laid down in the Chapter
Press and machine’.

(b) The proof required to replace the
spoiled sheets or o make good deficiencies
in reams shall be supplied by the Stores
subject to the conditions laid down in
paragraph (404) on spoilage. The scale for
calcutating spoilage ol machining s given in
chapter Press and Machine'. The spoilage
allowed lor binding shall be supplied in
advance along with the fotal quantity of
papcer duc onjobs. The sheets so given shall
be entered in the Torn and Spoilage Book
(New No. 43) as well as the Stock Book and
(W.M.G.P. No. 50A) acknowledgement of the .
minder obtainced in both the books.

496. Record of issues.—Three Day
Books arc maintained (1) for standardised
forms; (2) [or State work and (3) Salcable,
Cosl Recoverable Central., Slationery and
Printing and Translers. From the Press
orders entrics shall be made in the respeclive
Paper Issue Day Books according to Budget
Heads.
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497. Issues to Top Secret, Budget
and Raffle Sections.— Papcr shall be
supplied without ream wrappers to these
sections only on indents passed by the
Officer-in-charge after the physical count by
Storc-keeper. Before issue paper shall be
cut 1o size to exclude waste. Torn and wavy
edged papers shall be removed. No spoilage
or waste sheets shall be allowed.

498. Paper issue Register (W.M.G.P.
New No. 48).—The monihly lotal issucs
from the day books shall be posted in this
register month-war according to Budgel
heads to arrive at the tolal quantity
consumed in a year by several department
and their cost worked out.

499. Paper Ledger (W.M.G.P. New No.
49).— Reccipls shall be entered in this
stock ledgers from Lorry Trip Book and
Goods Receipt sheets, Issucs shall be entered
from thc Day issue Books.

Note.—Goods Receipt sheets shall be maintained in
respeet of purchases made through open  market.

500. Stocking of Paper.—Wooden
pallets shall be provided and paper reams
should be stocked over them to prevent
damagc to the paper from any dampaess of
the floor. Stock cards should be prepared
and provided for cach stock and for every
variely of paper for casy reference and
replenishment.

(G.O.Ms. No. 611, S.W., dated 15th May 1971))
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FORMS

PARAGRAPHS 501 TO 505

501. Forms Section Functions.—This
section shall attend to :-

(1) Standardization of Forms and
Registers.

(2) Assessment of work load involved
therein.

(3) Determination of style of binding
specification for paper, size, reduction of
enlargement depending upon the usage of
forms in consultation with the Heads of
Departments. ’

(4) Periodical revision of forms taking
carc for thc removal of obsolete forms,
introduction of new forms, conversion of
non-standardized of voluminous nature and
thosc required to be printed frequently

(5) Re-distribution of work Lo various
units depending upon the work load.

(6) Revision of the quantity to be
printed in respect of each standardized
forms at regular intervals in consultation
with the consuming departments and the
Heads of Departments concerned.

To discharge the above functions this
scction shall maintain :

(1) An up-lo-date list. of standardized

forms section, incorporating forms newly

standardized deleling all the obsolcte [orms.

(2) An up-to-date list of addresses of
all the units for the despatch of forms,
correspondence, etce., shall also be

373-15-10a

maintained in this scction duly corrected
up-to-dale.

(3) A file of permanent instructions
issucd on the subject.

502. Substitution of or Alteration in
the Existing Forms.—New [forms
standardized shall be given a serial number
in the standard list with particulars noted '
as 1o size and description of paper to be
used. All new forms shall be in a scries of
paper in metric size.  All changes in the
standard list of forms shall be communicated
to all Offices concerned and they shall be
given cffeet to only alter the supply of the
annual indent next alter the introduction of
the change.

503. Economy in the use of
standardized forms.—Strictest cconomy
shall be observed in all matters connected
with the printing and distribution of these
forms and orders of Government shall be
obtained on questions requiring their
consideration.

504. Printing orders—The requirements |
for printing shall be determined based on—

(1) annual average requirements;

(2) intimation if any received from
the consuming oflicers regarding the stock
availability;

(3) the supplies effected previously:

(4) stock availability in thc scctions
of the press:
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(5) utility of the forms:

(6) reports received from the Stock
Verification Officer.

Before issuing printing orders the [cads
of units shall ensure that the changes
contemplated have been carried out.

505. Supply of Standard Forms.—The
quantity to be printed shall be based on the

consolidated requirecments of ecach forme
furnished by the Hceads of Departments.
The supply for a calendar year shall be
madec directly to the head of the office from
the press according 1o the scales of supply
nolified by the hcads ol dcepartments.
The supply of forms and registers to be
made in cach quarler will be done in
consultation with the heads of departments

concerned. '
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DESPATCH

PARAGRAPHS 506 TO 521

506. Despatch Section.—This scction
attends to :

(i) onward transmission of printed
forms and registers to the consignees.

(i) delivery/despatch of proofs to the
concerned Offices.

(iii) receipt of consignments from the
Railways/Roadways

(iv) scrutiny of the bills presented by
the Contractors in respect of consignments
booked or cleared for effecting payment by
the supply Bills section.

507. Mode of Despatch.—Thebundles
packed for onward transmission to the
consignees are booked cither through the
Railwavs or Roadwavs Despatehes (o
Govenment Offices in the cily arc arranged
through contractors appointed for purposc.
The consignments arc delivered at the press
premises to the persons authorised to take
delivery of the consignments on production
of the requisite documents undcer
acknowledgement.

508. Booking of Parcels.—Booking of
parcels/packages shall be arranged to be
done immediatcly on receipt from the

- production section without accumulations

and declays.

Consignments booked through Railways
shall be removed by the Contractors
appointed for the purpose or by the staff

373-15-10b

employed in the despatch section.  The
employees of the press when deputed for the
purpose shall not do the work of railway
employees such as loading, etc. They are
merely to assist them prior to weighment.
The same procedure shall be adopted while
booking consignments through approved
Contraclors for Transport through
Roadways.

509. Receipt of Consignments.—The
receipl of consignments from the Railway
stations or from the dclivery stations of
Roadways shall be cleared (on receipt of way
bills/Railway receipts) by the Despatching
Clerks where the work is not undertaken by
the Contractors appointed for the purpose.

510. Charges by Rail/Road.—Parcels
containing lorms shall be despatched on
pavment svstem (o all Government
Departments when they are booked through
Railway. Il they are booked through sthe
Roadways the system of “To pay” shall be
followed.

511. Local Deliveries.—Packets and
letters recieved for transmission through |
local delivery shall be accompanied by
Delivery Books to be initialled by the
Despatching clerk. In case of special
despatches advance intimation shall be sent
to the Despatching clerk (I.-D) to enable him
to arrange for the speedy delivery. Small
bundles less than weighing 20 kgs., shall
be sent through the office messengers.
Bundles weighing more than 20 kgs. may
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be sent through the cartl contractors through
the office lorry as the case may be depending
on the urgency.

Local despatehes shall be regulated in
accordance with the instructions contained
in paragraph 100 of the Printing Manual,
Part 1.

The Despatching Clerk shall arrange Lo
entrust the local bundles of more than 20
kgs. in weight to the carl contractors duly
weighed and bill prepared according to the
rates stipulated in paragraph () of the
Press Office Manual for local delivery subject
to counter check by Head Despatcher and
approved by the Overseer before they are
sent to outside offices for payment.

512. Packing and Cartage.—All parcels
shall be made up by the packets attached
to Despatch Section.  After weighment of
cach parcel they shall be sent Lo the Booking
Offices.

513. Receipt and Despatch of
Copies.—Forms and RRegisters as received
shall be noted with indent number in the
Stock Book and distribulted to the
Despatchers.  After distribution, the
particulars regarding the date of despatch
shall be recorded in the Distribution Lists
and thc Work Book. The¢ contents of a
parcel prepare by one Despatcher shall be
checked by another and the percentage
check on all, c¢xercised by the Ilead
Despatcher 1o avoid mistakes.  The
Despatchiers will be held personally
responsible for anv shortages. il noticed at
the other end

514. Weighment Register.—All
outgoing consignments sent through
Railways/Roadways or through local
Contractors shall be recorded in the
weighment Register (W.M.G.P.—84).

The settlement of bills presented by the
Roadways and local carting contractors shall
be in accordance with the terms of
agrecment. Necessary cross entries shall be
madc in this register in respect of cach bill
settled.

515. Cartage Rates.—Consignments
delivered to the Offices situated within the
city of Madras through the Contractors
appointed for the purpose shall be paid at

the rales ol 15 paise per 20 kgs. The rales
furnished in Appendix XVII shall be adopted.
{G.O. Ms. No.32. Transport. dated 24th January 1977.)
Note.—A scceurity deposil of Rs.100 should be
colleeted from the Contractor (o enforee care and
vigilance in the (ransport of the consignments.
516. Distribution of work—Forms
Despatch Section.—(Central Press) (i) Forms
Despateh Scection shall be under the control
of the Chicl Despatchers. Te is assisted by
[icad Despatchers for the supply of
Standardiscd and Non-standardised Forms
and Registers.  Ile shall be responsible for
the distribution of Raffle Tickets to the
movement stall deputed by the Director of
Raflles, Madras. He shall arrange for the
printing and supply of the {following non-
slandardised items (Sccurily items) to
various offices and lor dealing with the
correspondence pertaining to the above
subjccts.
Cheque Books
Panchavat Pay Order Book
Calendcers
Pamphlcts
Motor vehicles Act, and Licences
Civil Credit Noles
G.P.F. Pass Books
Milk Cards
Ration Cards

Bus Season Tickets

-0 © X N3O0

Stamp Papers. cte

et

Sceurity Papers and Ballot Papers

o

In addition to this. he shall be responsible
lor the storage and supply of forms and
registers on payment of cost to Local Boards.
Municipalities, cle., and for the maintenance
of proper account lor the same.

517. (ii) Head Despatchers. (I)—The
Head Despatchers shall be general charge
of the entire Despatch  Sections of ©
standardiscd groups of forms and registers.
He shall be responsible for the supply of all
kinds of forms and registers of standardised
ilems o all Government Officers, weighment
and booking of parcel thorugh Roadways or
Railways, maintenance of Work Book,
Specimen and Stock Books and dealing
with the Correspondence pertaining to the
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above subjects. T1e shall also be responsible
for mainlaining proper accounts lor
standardiscd items of forms and registers.
The Head Despatehers shall sce that all
parcels are cleared up daily and no arrcars
arc allowed 1o be accumulated. All additions
and corrections to the list of addresses shall
be communicated by him to the despatchers
in the Central Press and the branches in the
Madras City and mofussil.

(iii) Head Despatcher, (II.).—11c shall
be responsible for the supply of non-
standardiscd forms and registers to all the
Government Officers, Election forms to the
indenting officers as per the instructions of
Government. Gazette proof, Weekly Gazette
and Extraordinary issue of Gazcttes to all
Government Offices and the subscribers
and dcaling with the correspondence
pertaining (o the above subjects. [ shall
also be responsible for maintaining proper
accounts for non-standardised ilems of
forms and registers. The Tead Despatehers
shall sce that all parcels are cleared up daily
and no arrcars arc allowed to be
accumulated.

518. Despatching Clerks.—Thcy shall
function under the control of Chiefl
Despatcher. They shall be responsible for

(i) thc reccipt of all ilems of work
from the productlion scetion.

(ii) preparation of invoices in
(W.M.G.P. No.100) to the consignecs for the

373-15-10¢c

accuracy of (he quantity to be supplied and
corrcelions of addresscs.

(iii) accounting for the reecipt,
despateh and stock  of printed forms and
registers.

519. The First Despatcher.—Thc lirst
despalcher (1.1).) shall be in-charge of the
despatch ol letters and bundles to local
offices. 1Te shall maintain Receiving Register
of Articles (packets and bundles) and
Despateh Delivery Books promptly subject
to the approval of the officer-in-Charge of
the scetion daily.  Tle shall also maintain
Cycle Register. e shall arrange for the
delivery ol articles marked "Special” and
“Urgent” immediately on receipts through
special messengers.

520. The Second Despatcher.—The
Sceond Despatcher (I1-D) shall be in-charge
of mofussil despateh of non-standardised
items. such as Gazelle prools. specimen
malcrials, sparcs copics ol notifications.
annual rcport of Distriet Boards and
Municipalitics. Ile shall arrange for the
printing and supply of Election Forms.

521. Return of Vouchers.—Thereturn
of acknowledgements lor forms. ete..
despatched shall be walched and reminders
senl il not received within a weck from
Madras and fourtcen davs form molussil.
In the casc of confidential papers, this
period is further limited (o three or four
days respectively.
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PUBLICATION BRANCH

PARAGRAPHS 522 TO 545

522. General.—The Publication Branch
of the Stationery and Printing Department
shall (i) render all the salcable publications
of the State available to the public.

(i) function as an agent for the sale
of Government of India Publications.

(iii) effect distribution of the
publications in accordance with the specific
orders of Government issucd prescribing
the scales of supply or based on the general
orders governing the supplies to be made as
laid down in paragraphs 191 (o 296 of the
Printing Manual, Part L.

(iv) forccast requirements ol the
publication depending upon the trend of
sales. oblain order of Government and place
the printing orders lor reprinting.

523. The Assistant Dircctor shall be in-
charge of the Publication Branch. He shall
be responsible for :

(i) the administration and
management as a head of the office.

(ii) replenishment of publications to
avoid stockouts.

(iii) destruction of obsolete and
unwanted publications according to the
“Tamil Nadu Disposal of Surplus Publication
Rules, 1977".

(ivi notifying the probable
requirements of publications required for
sale 1o the public. )

(v) furnishing data on the activities
of the branch through returns periodically.

The Assistant Director shall be assisted
by the Superintendents on matters relating
to the administration of the branch: by an
Accountlant on matters relating to cash and
other financial transactions: by a Store-
keeper for receipt, sales and stock accounting
of the publications.

524. Working Hours—The business
hours for the sale ol publications to the
public shall be as follows :

Publication Depot.—(Anna Salai)-
Monday {o Friday .. 10 am to 1.30 pm

2 p.m. to 5.30 p.m.

Saturday. Sunday & olther  Government
[Holidavs arc Tlolidavs.
Note —The office of the Assistant Director

Publication Depot will function [rom 10.00 a.m. to 5.45
p-m. with an tnterval of half-an-hour between 1.30
p.m. and 2 p.m.

Sales Sub-Depot., High Court Buildings.—
The Sales Depot at High Court Buildings
will transact business during 10.00 a.m. to
1.30 p.m. and 2 p.m. to 5.30 p.m. on all
week days including Saturdays. Saturdays,
Sundays and other government Holidays
are Holidays.

Note.—Thc¢ Ministerial staff will attend office from

10.00 a.m. to 5.45 p.m. with lunch on interval of half
an hour bctween 1.30 p.m. and 2 p.m.
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525. Cash transactions at the Sales
Sub-Depot.—The Cash transactions relating
to the Sales Sub-Depolt shall be reflected in
the Cash Book maintained by the Branch
Managr. Causclist Press, High Court. The
Branch Manager. Causclist Press shall at
the specified intervals intimate the Sales
Officer on the sale proceeds, and particulars
of remillances.

526. Registers.—Scparale sct ol books
consisting of register of valuables, cash
book together with the abstract cash book,
etc., shall be maintained in the Publication
Depot and the general instructions alrecady
given shall be followed.

527. Receipt books (W.M.G.P.)
No.69).—All publications received in the
Depot shall be receipted in this book with
full particulars regarding the number ol
copies, size, price of the publication and the
Department from which they have been
received. If the supply is followed by an
invoice, only the foil necd be filled in and
the invoice returned to the department or
office concerned duly acknowledged. In
other cases both the foils shall be made oul,
the original retained for office records and
the duplicate given as acknowledgement.

528. Issue vouchers.—They can be
classified as-

(1) Sales at the counter.

(2) Sales on receipt of monev in
advance.

(3) Salcs bhv V.P.I

(4) Free issucs

529. Cash receipts (W.M.G.P.
No.13).—Shall be drawn in duplicate, the
original to be retained in the book and the
duplicate to be given to the customer.

530. Invoices in triplicate.—Shall be
made out for all publications issues under
items (2), (3) and (4) and above, the original
to be retained in the book. The duplicate
and the triplicate copies shall be sent along
with the supplies.

531. A debit slip.—Eithcr in duplicate
or triplicate according to the naturc of
adjustment to be effected shall be madce out
in bill form W.M.G.P. No.10. Paragraph 75

of this Manual may bc referred to for full
details.

532. Day book.—Thc instructions for
the maintenance of Day Books are given in
paragraph 544.

533. Chalan (W.M.G.P.No.1).—
Remiltance account of sales of Government
of India Publications shall be effected by
means of Demand, Draft drawn on the
Reserve Bank of India. New Delhi and
forwarded to the Finance Advisor,
Government of India Publication, New Delhi.

534. Publication Ledgers.-—The
account shall be maintained in these books
individually [or cach item of publication and
corrcelions slips, cte. Placed on sale. The
receipt shall be posted direet [rom receipt
books and issucs [rom issucs vouchers
deals with in paragraphs 527 and 528. The
issues shall be posted. classified as “Sales -
Free Issucs” "Sales by Agents” “R.V." etc.
The ledgers shall be balanced yearly and the
actual stock balanced shall be taken as the
opening stock ol the next year after effecting
necessary adjustment with reference to the
figures obtlainced in the yearly stock Laking.

535. Stock taking.—The stock on hand
of all publications, Acts. Corection slips and
Gazetles., cle. shall be taken afier the close
of each [inanical year by somce employees of
the Cenlral Press including men working
in the publications depot and finished with
in 4 days. During the period of stock taking
the tansactins in the publication depot and
the sales Sub Depot.. ai iligh Court shall
be kept suspended. The emplovees who arc
deputed for stock taking shall make out a
statement ol actual stock by count
indenpendently without  any reference to
book balances. The ledger balances together
with the actual stock taken shall be posted
in the stock lists with excess and deficiency
worked out and a statement furnished to
the Dircctor to obtain his sanction for
adjusting the difference in the closing
balance ol the year in the ledger.

536. Disposal of Superseded/Surplus
publications.—All the superseded and
surplus publications shall be disposed off
as laid down wundcer this Tamil Nadu
Disposal ol Surplus [Publications Rules,
1977. (Appendix XTV).
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537. Defalcation or Fradulant loss of
publications.—Thc rule applicable to general
stores contained in paragraph 480 shall
apply mutatis mutandis.

538. Miscellaneous.—Dcspatch ol
Publications to the High Commissioner of
India, London. cte., Instruclions as given in
the relevant Paragraphs in Printing Manual
shall be followed.

539. Distribution Register (W.M.G.P.
No.73)—The list of Officers to whom free
supply of Publications have been sanctioned
by Government shall be copicd in this
register and kept up to datec with
amendments issued to them. This register
shall be put up to the ollicer-in-charge once
in 3 months for perusal. The publications
as received shall be reccipted in the "Register
of publications received for distribution
"(Form attached) and distributed in
accordance with the Register noting the
date of distribution of copics to cach
individual officials and the total worked out.
The number of copies received, distributed
and balance if any shall be posted in the
last pages of the register of publications
specially provided. The receipt of
acknowledged copy of duplicate invoices
from concerned parties shall be watched in
the “Register for watching the receipt of
acknowledged invoices” (Form altached).

540. Balance Register. —This register
shall be maintained in the prescribed forms
Whenever publications sanctioned by the
Government lov suppiy to individuai vitictals
in the State and ior other States irce ol
cost are oul ol stock. necessary entnes shall
be made in column Nos. 1 to 4 in the
register as specified therein and the
concerned files closed as D.Dis. and sent to
record scction. As and when such
publications comc available. supply shallbe
effected on the basis of the entries made in
the Register.  On effecting supply, the
relevant invoice number and date shall be
noted in coloumn 5. The date of receipt of

155

acknowledgement from concerned parties
shall be watched and noted in column 6
with the initials ol the Section Head in
column 7. )

541. Orders for reprint.—Orders for
reprint shall be obtained sulficiently in
advance before the stock ol publications
such as Manuals, Codes, cle.. 1s exhausted
or nearly so. Lo avoid inconvenienee caused
by keeping them long out of stock.

542. Receipt and despatch of Spare
copies of Government Orders.—
Government Orders as and when printed
shall be stacked in the Publication Depot for
sale. An account for the record of receipt
and issues of such Government orders shall
be maintained in & scparate regisler
(W.M.G.P. No.75).

543. Sale of Spare Copies of
Government Orders.—Thc sclling price per -
copy ol the Government Orders will be 10
{ten paise per leal ol 2 printed pages in A4
size and 10 (ten) paise per 4 printed pages
in A5 size or part thereol rounded to the
nearest 5 (five) paise with a minimum ol 10
(len) paise.

544. Day Book of Acts, ete. Supplied
on Credit by V.P.P. (W.M.G.P. New
No.72).—Supplics made by value pavable
post shall be entered in this book and
recoveries watched, Postage incurred in the
despateh ol the vahu pavable articles if
retirned unclaimed shall be reeovered in all
possible cases from the parties concerned.

545. Indian Law Reports.—hcissues
of LL.IR. arc sold to thce Public at the sales
counter. The issucs are also despatched to -
the Subscribers cnlisted in the mailing list.

The cash and stock accounts of this
publication shall be accounted for through
day book of cash sales, ledgers for old and
current volumes, the subscribers list and
the tree distribution lists.

(G.O. Rt. No.186, S W.D.. dated 21st January 1971.)
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APPENDIX I

DELEGATION OF FINANCIAL, ADMINISTRATIVE AND EXECUTIVE POWERS TO
DIRECTOR OF STATIONERY AND PRINTING.
(Vide Paragraph 6)
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Serial
number Items. Restrictions (If any). Authority.
(1) ) ©) @)
1. To sanction Ex-gratia Refuncs Appendix 2, M.F.C.
Volume [l under Article
32 of M.F.C. Volume L.

2. To sanction refunds 10 which a claimant Appendix 2. M.F.C.

is legally cntitled Volume [I, under article
32 of M.F.C. Volume 1.

3. To cxectte contract, agreement, mortgage Appendix 3, M.F.C.
deeds, security bonds, lease of lands and Volume 11, under article
buildings. cte. Bond and agreement 51(b) of M.F.C.
extend with Governmenl! scrvants and Volume 1.
other instruments. cle.

4. To purchase apparalus insiruments, - item 4, Appendix 5 of
machinery and equipnients (including M.F.C. Volume II, under
spare parts and accessories) and repairs article 93 of M.F.C. |
thereto subjeet to budgel provision. Volume L.

5. To accord sanction for the initial supply = ltem 6, Appendix 5 of
of bicycles and for the purchasc of new M.F.C. Volume I. under
bicycles in the place of condemned ones artictke 93 of M.F.C.
and for expenditure on repairs. Volume |

6. To purchase official priced publications ltem 8. Appendix 5 of
{for the supply such publications (o the M.F.C. Volume II. under
very important persors. article 93 of M.F.C.

Volume 1.

7. To purchase copies of Administration = Item 8 (3). Appendix 5
Reports and the like issued by the M.F.C. Volume L. under
corresponding departments ol other Slate article 93 of M.F.C.
Governmenls on an exchange basis, or if Volume L
the department of the other Government
does not agree 1o exchape. en pavmeni

5. Tosanction purchasc ol books in respect lem 8-13 (1} Appendix 5 of
of Non Government publication for official M.F.C. Volume Il, under
usc. Article 93 of M.F.C.

Volume 1.

9. o sanclion purchasc of periodicals and ltem 8-B(2) 1 (b). Appendix

NCWSpapers. ‘ 5 of M.F.C. Volume 1,
under article 93 of
M.F.C. Volume L

10. To subscribe newspapers at Government  Any four of the approved ltem 8-B (2) 1 (b), Appendix

cost. list of Newspapers. 5 of M.F.C. Volume 11,
under article 93 of

M.F.C. Volume .
11. To sanction the payment of actual Item 11 (a}, Appendix 5 of

conveyance charges (o A&B Officers in
the city and mofussil.

M.F.C. Volume I, under
article 93 of M.F.C.
Volume .
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APPENDIX I—cond.

Serial

number Items.

{1)

(2)

Restrictions (If any).

Authority.
(4)

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

To sanction conveyance charges {o the
C&D Officer.

To sanction expenditure on the pruchase
and repairs of furnitures (including
Record racks. Coir maits, blinds table
clocks, table cloths and time picces, fire
fighting cquipments, officc scales and
weights and portable traffic umbrellas).

To incur expenditure for the departmental
meeting, annual conferences. Press
conferences Advisory Commitlee
meelings.

To hire private lorries for use in
Government Stationery Stores whenever
the departmental lorries are either under
repairs or not sufficient to attend to the
clearance of paper wagons and other
articles of stationery and for transport of
consignments to the Railway Stores for
despalch and for transport of paper to
the Government Press.

To sanction expenditure on hiring of
office furniture, eclectric fans. heaters,
coolers, clocks, call bells.

To incur expenditure on repairs 1o motor
vehicles including the cost of purchase of
spare parts, tyres and tubes.

To sanction hol and cold weather charges

according the scales ol the supply.

To incur charges on office expenditure.

To incur advertisement charges.

To incur Money Order charges

ltem 11 (b), Appendix 5 of
M.F.C. Volume Il, under
article 93 of M.F.C.
Volume 1.

Item 20-1, Appendix 5 of
M.F.C. Volume Il, under
article 93 of M.F.C.
Volume I.

ltem 31 of Appendix 5,
M.F.C. Volume I, under
article 93 of M.F.C.
Volume |[.

Item 33-A, Appendix 5 of
M.F.C. Volume Il under
article 93 of M.F.C. .
Volume [.

[tem 20-1I1, Appendix 5 of
M.F.C. Volume Il under
article 93 of M.F.C.
Volume 1.

[tem 33-3. Appendix 5 of
M.F.C. Volume Il under
articlc 93 of M.F.C.
Volume 1.

ltem 25. Appendix 5 of
M.F.C. Volume Il under
article 93 of M.F.C.
Volume 1.

liem 34 (1). Appendix 5 of
M.F.C. Volume Il under
article 93 of M.F.C.
Volume |.

llem 34(2), Appendix 5 of
M.F.C. Volume Il under
article 93 of M.F.C.
Volume 1.

ltem 34 (2) (iv), Appendix
5 of M.F.C. Volume 11
under article 93 of
M.F.C. Volume .
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Serial
number [tems. Restrictions (If any). Authority.
{1 2 (3) (4)
22. To purchase portraits. ltems 39, Appendix 5 of
M.F.C. Volume Il under
article 93 of M.F.C.
Volume [

23. To incur cxpenditure lowards postal - ltem 40, Appendix 5 of
charges in connection with the franking M.F.C. Volume Il under
machinces. arlicle 93 of M.F.C.

Volume 1.

24. To sanction advance payment for the = llem 41, Appendix 5 of

seitlement of bills of Police Department. M.F.C. Volume Il under
arlicic 93 of M.F.C.
Volume |[.

25. To reni private buildings for office ltem 44-1l (a), Appendix 5

accommodation in the city or mofussil. of M.F.C. Volume Il
under article 93 of
M.F.C. Volume 1.

26. To incur expenditure towards installation = ltlem 49(2). Appendix 5 of -
of telephone sanctioned by the M.F.C. Volume Il under
Government in Madras City and mofussil article 93 of M.F.C.
and shifting telephones one place to Volume [
another. ’

27. To incur expenditure in connection with -- item 55, Appendix 5 of
inaugural function and foundaltion stone M.F.C. Volume Il under
laying ccremony. article 93 of M.F.C.

Volume I.

28. To draw a temporary advance of Rs.5.000 Rule 1, Appendix 6 of
each month for the purchase of 20 bags M.F.C. Volume Il under
of maida flour on the basis of the article 93 of M.F.C.
permit issued by the Commissioner of Volume 1.

Civil Supplies.
29. To sanclion purchase ol sparc par(s. Rs.30.000 with the Rule 7 (b) 11-2 (i) Appendix
approval ol local 8 ol M.F.C. Vol.Il & G.O.
purchase Commitlcc. No.78. 1 & T (S& P 11),
dated 3rd March 1993.

30. To sanction estimate for expenditure on - Appendix 11, part [ of .

the construction and repairs of buildings. M.F.C. Vol. 1ll, under
articles 158 and 185 of
M.F.C. Vol.l.

31. To sanction addition, improvement and - Appendix 13, M.F.C. Vol.
alterations fo existing electrical 1I. under article 201 of
installations. M.F.C. Vol. L.

To sanclion repairs to machines. Rs.5,000 with the Rule7 (b) -2 [)) Appendix

32.

approval of the purchase
commilice.

89 M.F.C. Vol.ll and
Governinent  Letler
No.321, | & T, (S&iiy/
93-4, dated 10th
Fecbruary 1994.
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Serial
ruamber. Items. Restrictions (if anyl. Authority.

(1 (2) (3 (4)

33. To sanction payment of claim to ltem 3 (B3), Appendix 14 of
compensalion under the Workman M.F.C. Vol. lI, under article
Comipensation Act, 1923. 209 of M.F.C. Vol. |.

34. To sanction compensation for accidents Item 3(C), Appendix 14 of
in which Government vehicles arce involved M.F.C. Vol.il. under
for the settlement of cases quickly out of anlicle 209 of M.F.C.
court. Voll.

35. To incur expenditure on any single ltem 9, Appendix 14 of
Exhibition. Seminar or [air. M.F.C. Vollil. under

article 209 of M.F.C.
Vol.l.

36. To sanciion fees to private council ltemn VO(E), Appendix 14
engaged lor defence of Government of M.F.C. Vol. Il. under
servants in criminal cascs. article 209 of M.F.C.

Vol. i

37. To sanciion fees to the Lawyer for the Note under item 10 (E) (iii}
defence of Government servant on civil (a). Appendix 14 of
Ccases. M.F.C. Volll, under

article 209 of M.F.C.
Vol.l.

38. To write off the losses o.n account of non- Item 31 (b). Appendix 21,
realisation of sums due to the Government M.F.C. Vol. 1l. under
in respect of irrecoverable cost awarded article 279 of M.F.C.
to the Government servants in civil suits Vol. |
in which their defence has been
sanciioned at public expenses.

39. To sanction awards for best suggestions Ttem 18 (1 in Appendix 14
madc by any employee for the prevention of M.F.C. Vol il
of accidents. Up to Rs.500 per annuim

40. To wnoite off losses on zccount of non item S (o) Appepdix 21
realisation of sums duc 1o the Government M.EC Vol Il. under
relating (o the irrecoverable compensation article 279 of MF.C.
awarded by Courts to Governmem Vol. |
servants in which their defence has been
sanctioned al the public expenses.

41. To exercise the lunctions as a lead of Appendix 2 of M.F.C. Vol.
the Department. Il. Appendix I, Part 1 of

F.R.

42. To sanction all petly claims against Article 52 of M.F.C. Vol. |
Government.

43. To authorise the Accountant-General 1o Article 54 of M.F.C. Voll
investigate and sanclion payment of ) .

— - For.a period not excecding
six years.
44. To disposc off appcals. C.C.A. Rules.
45. To grant leave to all Gazetted Officers Appendix M, Part | of

under his control.

Provided the sanction: does
not involve exira cost lo

F.R.G68.



