THE MADRAS STATIONERY MANUAL.

CHAPTER L

POWERS AND DUTIES OF THE CONTROLLER OF
STATIONERY AND PRINTING.

1. Olasses of articles to be supplied by the Stationery Department.—
The Stationery Department of the Government of Madras is the
Central Organization for the supply to the public offices of the
Government, in the State, of stationery, clothing and liveries
(excluding badges), duplicating machines (including cyclostyle
machines), calculating machines, and typewriters and their acces-
gories required for official purposes. It shall also supply all items of
stationery, etc., to offices of the Union Government, local bodies and
other institutions in the State, to whom the State Government
sanction supply to be made by the Stationery Department from
time to time.

2. Duties of the Controller of Stationery and Printing and his
responsibilities.— The Controller of Stationery and Printing ig the
adviser to Government on all matters connected with stationery and
other articles referred to in rule 1 and their agent for giving effect to
all orders connected therewith. He shall, inthe discharge of his
duties and responsibilities, be assisted by a Gazetted Officer designat-
ed Assistant Controller of Stationery and Printing. The Controller
of Stationery and Printing, may, at his discretion distribute the work
that is purely non-technical or work which is common to the Sta-
tionery and Printing Branches amongst his Gazetted Assistants in
the Stationery and Printing Department, besides utilizing if necessary
the services of the technical officers for all technical matters relating
to the Stationery Branch like testing of paper, boards, ete. The
Controller of Stationery and Printing is responsible for seeing that
the stores are properly stocked and kept, that they are of good
quality and that the issues are limited to the sanctioned scale. It
shall be the duty of the Controller of Stationery and Printing to
watch the expenditure on stationery in all publie offices with a view
to securing the strictest economy compatible with the efficiency of
the administration and to submit proposals to Government for the
reduction of expenditure when he considers such a course feasible.
For this purpose, he is authorized to call for information from any
public officer on matters dealt with either in these rules or in the
scale of supply. It shall also be the duty of the Controller of
Stationery and Printing to bring to the notice of Government any
serious instance of neglect or breach of these rules by any public
officer. '

Tt shall be the duty of the Controller of Stationery and Printing
to stock and supply local fund cheque books and pass hooks to
Treasury Officers on payment of cost and to stock and supply
Departmental Cheque Books to officers in the Madras City free of*
cost.
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8. Controller of Stationery and Printing empowered to examine
stock books of Indenting Officers.—The Controller of Stationery and
Printing may, from time to time, call for the stock books of various
offices in order to check indents and to satisfy himself that the stock
books are being uniformly and properly maintained. In respect of
the offices in the City of Madras, the Controller of Stationery and
Printing and the Assistant Controller of Stationery and Printing
are further authorized to visit these offices to see that the rules and
instructions regarding the custody, issue and use of stationery are
strictly observed.

4, Description of articles of stationery to be supplied by the Stationery
Department.—Appendix I of Stationery Manual, Volume IT, Part I,
contains a complete list of articles which the Controller of Stationery
and Printing is authorized to supply. Subject to the provisions of
rule 8, Chapter II infra, the Controller of Stationery and Printing
shall not add to or subtract from the list without the specific orders
of Government.

Nore.—(i) Rubber stamps aro supplied by the Press Department to which
indents should be made direct, Rubber stamp pad, ink and brush will however, be
supplied by the Stationery Department along with other articles of stationery.

(ii) Indents for forms, standardized or non-standardized, should be made on the
Press Department, also all correspondence connected with their supply, and any
proposals for revision or modification of any form or forms.

5. How purchases are to be made by the Controller of Stationery and
Printing.—Articles of stationery to be supplied by the Controller of
Stationery and Printing shall be purchased by him from the sources
mentioned against each of the following groups :—

(i) Articles of stationery manufactured by other departments
" of Government shall be purchased from them.

(ii) All varieties of paper and boards shall be purchased from
the Indian mills with the sanction of Government through the
Directorate-General of Supplies and Disposals, Government of India,
New Delhi. When special varieties of imported papers are required,
they will be purchased either by calling for tenders locally or by in-
denting on the Director-General of Stores, London, or any other
purchase organization abroad, through the Directorate-General of
Supplies and Disposals, Government of India, New Delhi, with the
prior sanction of Government.

(iii) Typewriters, duplicators including cyclostyle machines,
and caleulating machines shall be purchased in India with the prior
sanction of Government.

(iv) Khadi cloth of all kinds shall be purchased from the
Government Khadi producing centres, through the Department
of Khadi of the Government of Madras. Flannel and serge
shall be purchased either in the local market or from the
Indian mills through the Directorate-General of Supplies and Dis-
posals, Government of India, New Delhi, according to the bulk of
the purchase involved.
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(v) Other articles not covered by groups (i) to (iv) above
including carbon and stencil papers shall be purchased in India by
calling for tenders. Inrespect of carbon and stencil papers, sanction
of Government shall be obtained before final settlement of tenders.

Note.—Articles other than paper, suitable quality of which are not
available in India may be obtained by placing an indent on the Director-General
of Stores, India Store Department, London, or any other purchase organization
abroad through the Directorate-General of Supplies and disposals, New Delhi,
with the prior sanction of Government.

6. Financial powers of the Conmtroller of Stationery and Prin-
ting.—(i) The Controller of Stationery and Printing exercises unlimi-
ted powers for purchase of all stationery except paper and boards
including carbon and stencil papers, typewriters, duplicators inclu-
ding cyclostyle machines, and calculating machines for which
sanction of Government is necessary. The Controller of Stationery
and Printing also exercises unlimited powers in the matter of
sanctioning and payment for repairs to typewriters, duplicators
including cyclostyle machines and calculating machines.

Note.—(i) The Controller of Stationery and Printing is authorized to purchase
paper and boards, except carbon and stencil papers, at a cost not exceeding
Rs, 2,000 at a time, subject to an annual limit of Rs. 10,000, at rates not exceeding
the market rate or the rate at which the dealer sells paper in bulk, whichever is
less, when necessity arises.

(G.0. Ms. No. 4684, Public Works, dated 12th November 1956 and G.0. Ms,
No. 2034, Public Works, dated 23rd May 1957.)

(ii) Cellophane (white) transparent paper 34” X 38" required for manufacture
of transparent covers for depositing wills in the Registration Department and double
-erown greaseproof transparent paper required by Collectors for pasting torn inam
registers may be purchased by the Controller of Stationery and Printing, whenever
necessity arises, :

(iii) The Assistant Controller of Stationery and Printing is authorized to
approve estimates of repairs to. typewriters, duplicators including ecyclostyle
machines, and calculating machines and pass bills connected with such repairs
involving amounts not exceeding Rs. 25 in each case.

(ii) The Controller of Stationery and Printing has power to write
off irrecoverable value of stationery articles lost or damaged up to a
limit of Rs. 300 in each case, when after due enquiry, he is satisfied
that no one can be held responsible for the loss and that it does not,
disclose a defect in the system, the amendment of which requires
the sanc*ion of Government. Such sanction to write off should be
communicated to the Accountant-General with an explanation of
the full circumstances of each case and also with copies of relevant
portions of correspondence connected with the subject.

Nore.—The Assistant Controller of Stationery and Printing is authorized to
write off the value of deficiencies under rule 45 up to a limit of Rs, 5 in each case
subject to an annual limit of Ra. 100.



CHAPTER II.

POWERS OF HEADS OF DEPARTMENTS AND OTHER
OFFICERS IN RESPECT OF STATIONERY ARTICLES.

7. Limits and conditions under which peity purchase by officers is
permissible.—All stationery stores required for use in Government
offices and institutions should be cbtained by indent on the
Stationery Department. Local purchases are strictly forbidden
except in the following cases :—

(i) The authorities specified in Annexure A are authorized
to sanction petty purchases of stationery to which they are entitled
up to an annual limit of Rs. 50 in the case of each article provided
that the need for such articles could not have been-foreseen and
included in their annual indent for stationery and that they are so
urgently required that public interests will suffer by the delay
involved in indenting on the Stationery Department for supply
and also in cases where the article of stationery could not be
supplied in time by the Stationery Department for want of stock.
In cases in which local purchase is necessitated on account of
non-receipt of stationery articles from the Stationery Department,
the officers should consult the Controller of Stationery and Print-
ing before sanctioning the local purchase. In the case of Irriga-
tion, Public Works and Highways Departments, the above limit
will be Rs. 100 only.

Note.—The Divisional Engineers (Highways) are-empowered to purchase
stationery articles up to a limit of Rs. 25 subject to the conditions in rule 7 (i).

ANNEXURE A.
List of Authorities authorized to sanction petty purchases of stationery,
[Rule 7 {i)]

Inspector-General of Registration.

Inspector of Municipal Councils and
Local Boards,

Advocate-General,
Board of Revenue (all Departments).
Chief Conservator of Forests.

Chief Engineers to Government.

Chief Judge, Court of Small Causes.

Chief Presidency Magistrate,

Collectors of Districts.

Commissioner for Government Exam-
inations.

Commissioner of Excise and Prohibition.

Commissioner of Labour.

Commissioner of Police.

Commissioner of -Agricultural Income-

Tax.

onservator of Forests.\”
Director 1eulture.
Director of Industries and Commerce.
Director of Public Health.
Director of Public Instruetion.
Director of Animal Husbandry.
Director of Town-Planning,.
District and Seasmcons t.J udges.

istrar, High Court.

&s%?;:tor—&eneral of Police (for both

Police and Fire Services).
Deputy Inspectors-General of Police.
Inspeoctor-General of Prigons.

Judge, City Civil Court.
Registrar of Co-operative Societies.
Becretaries to Government (in respect of
their office establishments and offices
for which they are Heads of Depart-
ments),
Secretary to the Madras Legislature.
Superintending Engineers.
Buperintendent, Government Pregs.
Director of Medical Services.
ChiefElectrical Inspector to Government.
Examiner of Local Fund Accounts.
‘Women's Welfare Officer, Madras.
Secretary, State Transport Authority.
Transport Commissioner.
%a&t(ti!emant Officers.
io Engineer, State Broadcasti
Dapartmg]nx;. 8
Controller of Stationery and Printing,
Pay and Accounts Officer, Madras.
Chief Inspector of Certified Schools and
Vigilance Servioce.
Deputy Commijssioners of Commercial
'axes,
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(it} Tho officers spocified in Annoxure B are empowered to
archase articles of stationery whether they are obtainable or not
fum the Stationery Department.

ANNEXURE B,

List of Authorities empowered to purchase articles of stationery whether they are
obtainable or not from the Stationsry Departmend.

[Rule T (i)}

o) Diesator  of  Tudustries and Up to an annual fimit of s, 100 and Re, 50

commeren and  tho  officors in
charzo of comnpreinl institutions
in the Tndustries Doparbmont.,

by Assistant Dircctor of Fishoriea
(Const ).

respoetivoly in pogard 6o onch  natitution
in eases ol smorgoeney,

Up to nlimit of Ra. 5 in onch cnse in respect of
villngo sehonls miunagoed hy tho Dopartment
ol Trulustriog and Conunorco,

(¢} Deputy  Inspeetor-Goneral — of - Quink ink not oxconding 372 ouncos nnnually

Police,  BRailways and  C.1.D.,

Madms,

for v with shoethnnd pons used by the
Ihspioetors itnd Roportors of tho Shorthand

Burenua, Vollore,
{G.0.Ms, No, 932, TTomo, dalod 8th April 1957.)

(iii) Local purchase of articles not stocked by the Stationery
Department is permittod in tho cases spocified in Annexure C,

ANNEXURE ¢,

List of Cases {n which local purchase of articles not stocked by the Stationery
Department is permitted.,
[Rule 7 (iii)]

Dapartmants or OMeers
sothorised Lo puichade,

pirector of Agriculture.

Articles to bo purchased,

(1) Six yords el fine mus-
Tin powe nnmnn,

(2) Twoelve  slraps (or
riLZor por mlnm.

(3) Musdin

For whom and for what purposs,

Locturing and Systematic Bota.
niat Noetions,

For experimontal and research
1"“'}!(]?"!.‘!.

Cotton specialist and Cotton

Specinl sewing thread
Brooding Stalions,

Tho concerned officors
for solfing votton pliiits,

i the Agriealtiue ]
Departmont,

Collector of Nilgiris . . For intoc-losving the sheats of
rovanun  ivdheive stimpn
Lo provont thom [rom stioke
ing togothor during the mon.
O s,

Gazettod Oftivers' wae,

Waxed papor

pistrict  Superinten- Blotting pads or mater-

dents of Police. ials for maonufactur-
ing thom.
High Court Any stationory article up Honourable the Judges,
to an annual limit of
Ra. (0.
superintendont, Binding matorinls ++ Binding Department.
Government Press,
Principal, Agricul- (1) Printing ink  yollow

tural College.
(2) Proas Blanketting. Printi .
(3) Palotto  knives 15 [ rinting Section of the College,
inches up to the value
of Rs, 20 & vear,
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Departmeants or officors
sathorlzed to purchaso,

Director of Public
Health.

Direotor of Public
Instruction,

Doputy Direotor of
Burvey Lund
Reocords.

Distriet Colleators

Superintendent,
overnment
Museum.

Deputy Inspactor-
eneral of Poline,
Railways snd C.1D,

Direotor of Industries
and Commerco.

Director of Indus-
trisa and Commerce
or Additional
Director of Indus-
tries and Commorne
whoever doals
with * Fishorios,""

Principal  Librarian,
Connemara Mublic
Library,

Secretary to Govern-
ment, Finance
Department.

Board of Revenue

Conservator of
TForeats, Whorking
Plans Cirole.

Artleles to Lo puichaged. For whom and for what purpose.

(1) Miteholls® It Brond
point nibs up to s mexi-
mitin of 12 por anuam,

(2) Brushos for  damp.
ing up Lo o maximum
of bwo por nnnmn,

(%) Hwan ol of difforent” Vital Statistics sections,
eolonrs,

(4) Bodkins .. .. Tor stitohing records.

Embroidery cotton Inmueh guantitics as may be
thread of sorte not  roquired by tho Inspector of
atockod by tho Station- Anglo-lndinn  Sohoola fol
ory Doportment, meiminnbion plurposes.

Double Crown 30" x 20" Burvey Office.
tracing papor glazed.

For artists and draughtemen,

Blotting pads or materials Gazetted Oﬂ‘lcan use,

for manufacturing
them.
(1) 100  sbiff white For mounting insect collections,

boards, every year.

(2) Waxed paper or For use in tho Government
oloth 02" wide and Museum, :
amall eyclostylo roller. '

Adhesive callod *“Qrip For tho wse of the Criminal
fix " (not more than Invoatigation  Department

100 tins annually). stall stationed st Madras,
Dhanustikedi and  Pondi-
cherry.

Bable hair brushes of For School of Arts and Crafts,
sizes not atooked by the Madras, for painting worlk.
Stationery Department.

|
Parchmeont poaper, Labelling fish specimens.
8 quires por annam.

(1Yt pmper (b)) .. |
() Blaek bwing -
{4} |l|r|lIi!i_j{ hammor,
(1) Panlleini,
() Dpesa {eopying).

1 incling press mnehine,

For binding work.

Carbon papers nnd type= Personal clerks to the Hon'ble
writor ribbons (special Ministera.
varioty) for noiselesa

typowriters,

Corbon  papers and For the use of noiseless type.
typowritor ribbons. writers.

25 Instantaneous For filing loose control forms.

bindors annually.
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‘.'.ﬂ'ié.‘:.‘:}‘:..ﬁuﬁ,’ﬂ.?- Artloles £ Le purchascd: For whom and for what purpose.
rinoipal Central (1) Paper, printing
rl'oj;.rlur:‘lmit!, Madras., Double Crown (307x

207), 28 |b. i

(2) Paper, printing,
Iﬁrl;nﬁt;riul {307 x 22%) ¢ Wor uso in the Prinling Section,

(3) Roal  art  pupor,
Daoiibile Crown
(307 ¢ 207) G0 1D,

Madras Camol  hair  bruglios For tho use of the monding

m;d Offlou. of spooinl varivly. sockion, ;
Director, King Loboratory graph nole- Wor the uso in the Government
Institute, Guindy.  books, Analysts’ Bection,

(G.0. Ms. No. 3846, Hoalth, datod 21st Docombor 1955).

Chief Inspector of Articlos of stationery TFor tho use of the pupila.in
Certified Schools not obtainable from tho institutions wunder the
and Vigilance  the Stationery Depart-  control of Chief Inspector.
Bervico. ment.

(G.0. Ms. No, 3020, P.W., dated 6th July 1960.)

(iv) Authorization for the purchase of spocial stationery
articles may be obtainod without consulting the Stationory Depart-
ment in the cases specifiod in Annoxure D, :

ANNEXURE D.

Cases in which Stakionery articlées may be obinined withous
consulling the Stationery Dep sriment,

[Rule 7 (iv)T

(@) Chalk, chamois skin and ono quiro of section paper, divided into centimetze
millimetre for the Government Museum.

(b) Twine required for experimentsl and research purpose by the Agrioultural
.

(o) Btationery required for apprentices (Bar Council) examination, provided
that no part of the expenditure in connection with such examination falls on the
Government.

{d) Btationery required for Village Offic:r’s Special Teat Examination, if the
cost 18 met from the fees realized, .

{¢) The following stationery required by the Govornment Pross, Madras :—

Enamaol and fancy ond papors.
Gilt marbls pulpur.
Wiping papor for embossing muchine,

Paper rolls for time recordors,

Manilla poaper for paoking eylinder privting mochine.
Jupanves tiksue paper.

Steroo hm‘k.ing]pupc.‘r.

Monotype spool paper.

Interleaving paper for illustrations.
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China papor,

Papor tape, gununed,

Tulk, printing of nll eolours,

Throild, eovded,

Reirsors, ook hinders,

Noodles, book hinders,

Packing matorinla (ropes and mats).

Twino hompon md othor special bwino roquired for binding.

([} Stationery required for use ol the various examinations conducted by the
Madras Public Sorvieo Cormmission,

{g) Staplo piny, up Lo an annual limit of Rs, 20 for use in tho office of Director
of Public Inatrnction, whenover noeod arises,

(G.0. R, Nao, 576, Bducation, dated 21st Soptembor 1033.)

(h) The Sverotary of the Stato Legilnbure is authorized to purchase locally
1.0, covers nnd note papers infended for snlo to tho Members of the Legislature,
aa and whon required.  The paymunt of the hill of cost in rvespeet of such local
purchases will, bowover, ho made hy the Controller of Stationery and Printing.
{G.0. Ms, No, 1711, P.W,, dated 2nd May 1056.)

(4) Good guality copying pencil for writing Motor Veliicles Tuxation Licenco,
for use Ly nll lisonsing olficors wod in tho offico of the Depaty Commissioner of
Police (Traflie mwl Licensing), tho expenditure being mel (rom the office
contingeneles of tho respoclive offices, (G.O. Ma. No. 167G, Home, dated
19h June 1947.) .

8. Powers of corlain officers in vespeet of articles mot provided
Sor in the appendiz.—The officers specified in Annexuro A to rule
7 (i) with the exeeption of the Conmissioner of Tolice, are authorized
to indont on the Stationery Department or to sanction supply
to officers subordinato to  them of such articles of  stationery
spumerated in Appeadix T of the Stationery Manual as are not
gpocifieally marked for supply to them, in order to meet casual
as opposod Lo reenrring demands subject however, to the condition
that the total value of the arlicle or articles supplied does not
oxeond Rs, 60, The snpply will be limited o the year of indont
and must not ho ropeated without the sanetion of Government,

Nare.—This power shall nevee be exercised in respeet: of articles supplied on &
fixod sode or For claled periods.

9. Perpeis o) |r_,'."|l'.r'. e be Akl raff Tossra {meer gl ,||,rJHr ndiz: 238

of Hhe  Mwdros Poncneed e Volawe 00, —The authorities
spocified in Annexore 19 have been empowered  to write off irreco-
verable value  of  stationery articles lost or damaged up to the
amounts speciliod in ench ease; where the value exceeds these
apmounts, tho sanetion of Government is nocessary. These powers
are subjeet to the restrietions imposed by similar rules in the
Madras Finnneinl Code, viz., that the loss does not disclose (i) a
defect of system or in the rules, the amondment of which, would
require the orders of higher antliority or (ii) serious negligence on
the part of one or more Government servants that might possibly
call for diseiplinary netion requiring the orders of a higher authority.

Every sanction to write ofl’ should be communicated at once
to the Accountant-Cleneral with an explanation of the circumstances
and with copics of relevant portions of the correspondence relating
to the subjcet.
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TOWERS OF NEADS OF DEPARTMTENTS AND OTHER
OFFICERS IN RESPECT OF STATIONERY ARTICLES

ANNEXURE E.

List of autheritics empowered to write-off irrecoverable value of
stationery articles lost or danaged,

{(Rulo 9}

Authority competent to sanctlon write-off.

Bonrd of Rovenuo {n) : = W 7 o
Chiel Conservator ol 12 o:(-nta - i i i o
Conservator of Forests e - i - i
Chicl Bngineers - o )
Direetar of Imllm!ruw l.IIH| (mmnnl:c . s es f
High Courk i = i L
luspector-Gene m] of I (:llvn i i o e ‘e v
Tospector-CGenernl of Prisons i W 2%
Thiroe of Medieal Sorviees i - o i .
Commissioner of Lahour - ¥ . 5 9
Collee o - v ¥E .
mq.uu ¢ lor l{u\-ulnlnun!. I'.xuuumltuun o - -

jxsioner ol Molico sy e ¥
Commissioner, [Tindu l{vh;.,mux urul {}hlu-itnbln Tndlowmonts
(Administration) Deporliment.

Diveetor of Apriculturo i s ik e P i
Divector of Publiv Health L, o i 4 i W
Dyivevtor ol P'ablie Tusteaelion .t _— . -
Priveetor of Aol Husbandey R 4 ) &, - r
Towistrar o Co-opernlive Socicolies, | e

Sty ogioeer i i i 7 = . o
sSeerelarios o Governmenl i e = ey -
Seerctary (o Legisluture -
sSuperintending Kuginoers in Ihl' l‘uhlm “'UI"I\H ])npnrfhmnt .
Chied’ Eleetrieal Tnspeetor to Governmonl, - - sl
Controller of Stulionery and Peinting i i i e
Administrator-Cleneral and Oficial T'rustoo e o ;
MibvoeateCieneral , . ] i N ;
Chuet Jdge, Court of ‘\mnll. I HUACH i ik e i
Chicl Presidency Magistealo o e i o . 1
District and Sessions Judges .w e - - -
Tnspector-General of Rogistration .. . ‘e - .
Judge, City Civil Court i 5 it Vi -t .

Deputy Inspector-General of Polico

Deputy Commissioner of Exeise and T’rohlhlzion. ;
Daputy Commissioners of Coinmercial Taxes .,
Di=triet Medieal Officers

v isional ]ndpm tors of Sehools

Exventine Kogineers

Doan, College of Integrated Modicine

Deans, Medieal (‘0"{‘.21‘8 ¥ : : i i =)
Superintendent, Government Pross i i i i
Superintendents of Government l{mspltnlﬂ s Wik e
Director, King Institute, Guindy .. v a W i
Eleetrical Inspoetor to Government - - e .
Distriet Foreat Officors . - ved
Principal, Agricultural Co!lego, Coimbatora (b} e . e
Electrical Engineer, General e R we v
Radio Engineer i 532 i o .. e e
SBuperintendents of Police .. i i 1 i G

Principals, P'olico Training Se hon!n
Heads of officos of the Agricultural anu.rtmont of and a'hovs

the rank of Assistant Director of Agriculture (c). .
Livestock Development Officer (e) .. e
Superintendent, Livestock Research Stat-lon. Hcaur fc) as s
Principal, Madras Veterinary College (¢) .. 5 vel

Assistant Controllor of Stationery and Printing [a‘) . B

Maximum
lhnlt of
sanction
In rach
onse.

Ha.
5,000
5,000
1,000

300

200

160

100

20

10
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NoTs,—{s) The orders of the Full Board should ba obtalusd for writing off any amount thab
exceeda Ra, 1,000 p
(t) and (o) The wers of write-off are subject to the reatriotions Imposcd In the remarks
polumn sgalnst itom @ in Appendix 28 of the Madras Flnanolal Cnds, Volume IL

{d) The totsl amount writton-of should noj excocd Rs. 100 In any one yoear,

10, Powers of an officer holding more than one office.—When
an officer holds more than one office, the powers given to him
in his principal office exfend to the subsidiary ones also; for
example, oné of the Members of the Board of Revenue is also the
Commissioner of Exciso and Prohibition.

11. Reference to speoial chaplers on the initial supply of type-
writers, ete.—The powersol heads of departments in respoct of the
first supply of rvotary duplicators and eyclostyle machines are
desoribod in the special chapter dealing with them. Tho first
supply of typewriters, howovoer, roquires sanetion of Government,

12. How special sanctions and demands thercunder to be comauni-
cated to the Stationery  Department—Sanctions  aeccorded by the
wuthorities roferrod to in this chapler and in the special chapters
roforred to in role 11 supra shall ho conchod in spocifie terms and
the rules of the Stationory Mannal under whioh tho sanction is
necorded shall be quoted. T no caso shall an applieation from
& subordinate officer bo merely Torwardid  to the Stationory
Department for compliance.



CHAPTER III.

OFFICERS AUTHORIZED TO INDENT ON THE
STATIONERY DEPARTMENT.

18. (i) Officers authorized to indent on the Stationery Depart-
meut for supply of stationery {ree of cost—

Appendix 11 of the Stationery Manual, Volume 1I, Part I,
contains w list of the officers who are authorized to indent on the
Stationery Department and oblain supplies frec of charge and
ghows also the officers by whom these indents shall be counter-
signed aud fransmitted to the Stationery Departinent,

(ii) Units of indents and supply wilh centres.—Besides this,
a list of vflicers fixed as units of indent und supply of stationery in
each department and the centres together with the officers or
offices grouped therein are given in the departinental appendices—
vide Part 11 of Volume 11 Indents received only {rom recognized
centres and units will be admitted by the Stationery Department,
the rest will be returned for revision and retransmission. These
gnits and ecentres arve first introduced with the sanclion of Govern-
ment, bul subsequent alterations in the group of officers or units
and other modifieations, are earriecd out by ithe Controller of
Stationery and Printing himself, in consullation with the officers
or heads of departments concerned, under the powers vested in
bim by Government, o reference being made Lo Government only
in such eases in which the Controller of Stationery and DPrinting
and the oflicer concerned do nob agree,

Nore,—Tlio officers of the Rovenuo Department are not requirod to send
annunl indonts to the Stationory Dopartment. Buach Taluk, Divisional and
Collector's offlce is supghed atnhomr fmnunlly on n senlo fixed for each office by
the Government. ) loqmmmnn sl any offioe in any parlioulay year very
from the standard senle, the posaibilitics of ad justing stocks within the distriet or
among tho distriots ary explored by the Collector and Duard of Revenue
respoctively. If no such adjustment s pomsible, an indent for the additional

supply 18 placed on a Stute basis by the Board of Revenuc with the Stationery
Department bofore the 31st Dossmbar of osch year,

(G.0. No. 3048, Revenuo, datod 6th October 1955.)

14, Indents complied with on cash paymeni and book adjust-
ment.—Appendix IIT of the Stationery Manual, Volume II, Part
I, consists of two parts. Part T contains u list of officers who are
entitled to obtain supplies from the Stationery Department, on
payment of cash. TPart IT contains a list of officers who are entitled
to obtain supplies from the Stationery Department by book nd;usfs-
ment of value.

15, Restrictions of supply tmposed on payment indents,—
Officers specified in Appendix 11T will be supplied by the Stationery
Departmient only with such articles as are generally stocked in the
Htalionery Stores. But the Stationery Department is not bound
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to supply them to the full exient of their indents, if by so doing,
the supply required for officers included in Appendix IT will be
affected. In case of non-supply of any article or articles, the
officers shall make their own arrangements to procure them else-
where.

Nown,—(i) Guardians of wards under tho court of wards may be suppliod with
stationory on paymoent; the Court of Wards Collootors, Divisional Ofiloars and
osher Govornmont, officinls who wro ex-offleio estata Colloctors or Manngers and
aro enlrusted with the sapervision of cstates or any other duty connected with
the management may, on the other hand, be supplied with stationery free of
oharge.

Manageras of estates nppointed undoer tho Tstates Abolition Aot may be
aupplied with stalionery nrticles freo of cost.

(G.0. R, No. 183, Tducation, datod 25th April 1052.)

(ii) Tho Btate Port Offieor shull mako a conselidated indoent for the require-
monts of tho soveral ports and lighthouses in tho State and shall hiwself distribute
the stationory suppliod on the indont.

(ifi) Town Hurvayors of munioipalitios may be supplicd with stationery on
the nosle asnetionod for e Land Ransords staff, a portion - of the nost (bwoethirds
fin tho enso of mufasan] municipnlilics and ono-fonrth in the easo of Madros) being
roopverod from*municipal funds, Supply of stutionery to Town Burveyors, froe
af cost from the stook licld by Collontors of districts, is prohibitad,

(iv) Panchayst Burveyors ean bo supplind wilh stationery roquired for their
uee, on indenty countorsignod by the Colleelors of the distriels —one-llurd of the
cost of the article suppliod will bo recovored from the local bodies concerned.

(v) Bupplies of st ulionory made to Government commercial concerns speoi-
fied below should bo charged for, and petty supplios costing not moro than Res. 60
should be mado to such soncorns only on paymont of cash ;—

(a) Industrial Engincering Workshop, Madras.
(4) Cinchona Plantations, Ootacomund.

(¢) Government Transport Central Workshop, Chromopet.



CHAPTER 1V.

ESTIMATES, INDENTS AND SUPPLEMENTARY INDENTS.

18, Forecast of evtraordinary demands by indenting officers.—
Annual estimates of oflicers ure furnished in their indents but an
anticipated extraordinary demand of any arlicle whether of Indian
or foreign manufacture in any year should be intimated  to the
Controller of Stationery and Printing by the 1st of December of
the previous year, to enable him o arrange for the procurement of
adequate quantity of that article.

17, Submission of indenls to the Conlraller of Slationery and
Printing.—Indents on the Stationery. Departnent. shall ordinarily
b suade only onee wnoyear sand the indents should always be sent
to the Stationery Depaetinent on the die dale, so that ivvegnulurities
that may be noticed by tat depariinent wny be seb vight in time,
Phe indentingg offieer will bee hedd vesponsible for any ineonveni-
ence it ey cesult frome the belibed subinssion: ol imdents. The
following tuble shows the Tatest dites by which the indents of
the soveral depurtments shall reach the Stationery  Department,
the Intest dates by which the Sttwonery Departent shiall comply
with them, as also the peeiod duving which the supplios shall e
Brote b o nse in e severnd deparctinents. N the programme
of supply by the Stationery  Department covers the whole year
other than the portion set apart lor repoirs of buildings, arrange-
ments of stock and stock taking, punctuslity in the transmission
of indents is essential.  Supplumentary indents should be sont as
sparingly as possible and full reasons should be given justilying
their subinission.

Nore ~=The officors of the Revenuo Departmont are not roquired to send
sisaal fnudente to the Stationery Department.) Liaoh Tiluk, Divisional nnd
Colletor s offtee m supplicd stationory annundly on o neale fixed for anch offoe hy
the Government. 11 the roquiromenta of any ollivs, in any partionlnr  voar, vary
from the standand genlo, (o posibilitios of ndjusting slovks within the distriet or
among Uhe distriots nre  explored by the Colloctor and iho Board of Rovenue
rospoctivoly. IF mo wuch adjustment iw  poguible, an indont for the additional
supply is placed on a Stato bawis by tho Bourd of Rovenue with tho Stationery
Departmont beforo tho 31at Devembor of onch year.

Programme of supply by the Stationery Department.

“ Lasb dalo for ———

3 Department as shown In L A - urin
Itecolpt of fodont  Bupply by (1 whieh the suppllea

g Appendx 1L, ki flid statlonery St .,;Zr,“’ shall be brought

A department. department. Into uee.

1 10, Forest .. ¢ v+ lst June .. HletJuly .. lst Auguet to

dlst July.
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Dapartment a8 shown In
. Appendix II.

2
20, Polios

80, Publio Health .. .
11. Registration ..

88, Medical .. . -
41, Animal Husbandry

7. Land IRevenue (Hettle-
ment fHoors,
Director of Burvoy

and Survey Parties).
8. Btato Excize ..

4 Agricultural Income-tax.

80, Boientific Dopartment. .
40, Agrioulturo

47, Miscellancous .. -

28, Jaily and Conviota Bettle-
mente.

42, Co.operative  Depart.
ment.

: .88, Gemerssl Adminietration
. other than Revenue
Dapertment offices.

0. Biamps* .r

50, UCivii Works (Publio
Works  Department)
othor than Highways.

56. Btationery and Printing.

97, Administration of
Justice, °

37, Eduocation wi

48. Industries . s

13, Commnieroial Taxes

B0. Civil Works (Highwaya).

12. Motor . Vehioles Tax
Administration,

STATIONYRY MANUAL

- Yast dato for o b du:l:ﬁ
Tteceipt of Indent Supply by the K suppties
e h hall be bropght
ot depanimant. tuto e,
(3) (#) (8)
1st June Blat Tuly.
Do. Do.
Do. Do,
Do, Do, 1st August to,
w 1
Do. Do. 815&%_% [
Do. Do.
Do. Do,
18t August .. 30th'Septem- ]
ber.
Do. Do.
Do, Do.
1st Ootober
i Bs, " to  30th
Do. Do. Beptember.
Do, Do.
Do. Do,
J
1st October. 30th Novem. |
ber,
Do. Do.
Do, Do.

; lat Decembet
pm Do. ta 30th
Do. Do. November.
Do, Do,

Do, Da.
Do. De,
Do. Do,
i J

sNorr-—The roguirements of the Gonorel Stamp offico will bo inoluded in the

indent of tho Colloctor ol Mut
ing unit in G0, Ma. No. 4b11,
oo undor hin control.

|rua who haa been constituted nn a soparate indemt.
Public Works, dated 23rd Decomber 1054, for the



ESTIMATES, INDENTS AND 8SU:PLEMENTARY INDENTS 15.

: Last datn for Perlod durlnﬁ
¥ Department a8 shown in X 1 ' which the supplics
2 Reecipl of Indent  Supply by the
£ Appendix 1. in I.Iui:h'uu.lnm:ry Bt Lionery "hsij,a.? S::"gh"
£ dopartnient, epartment. '
(1) ) (3) (N (6)
4 Sale Departinents—
Block Doevelopmont
Oflicers.
Community Projoct
Offivers. i
Jails (Mannfuctory Flst  Docomns 8lat Junuory. lst February
Section). Lor, to 3lst
Local Library Authority. January.

Town Survoyors ..
Othor officors not ine !u:]cnl
in tho above,

6 Offlecos of the Revonue 3lst  Verom- 26th Fobru- Jst April to
departent, Lor.* ury. 318t March,

* Son nobo undor rule 17.

18, Morm of annual indenls Lo be used.—Annual indents for
stationery shull be prepared in (C.1% 312) the form given in the
Stationery Manual, Volune 11, Part 1. Tlor indents for drawing
aper and Inﬂ.t.elm]ca Common l“cum 342 (e¢) should be used. Tor
wmall indents containing fewer items C.1%. 342 (b) should be used.
These forms of ]nd(:ni. may be obtained from the Government
Press, Madras, on their annual indents {or comwmon {orms.
Indents for stationery need nob be sent in duplicate but an office
copy shall he kept by the indenting officers.

19, Cure in the preparabion of indenls necessary.—Indenting
Officers shall sce that the utmost care is exercised in the prepara-
tion and checking ol indents, as it is only by exercising such care
that supplementary indents can be avoided. Ivery effort should
be made to restrict indents for expensive articles to the minimum,
They should persupally zheck demands for the supply of periodical
articles such as penknives, scissors, cte., which are very durable
but nevertheless frequantly replaced at short intervals on the plea
of having been worn out or used np. The Controller of Stationery
gnd Lrinting shall bring to the nolice of Heads of Departinents
concerned, cases in w!ml\ in Lis opinion, indents have not been

properly prepared.

20. Method of indenling [or ariicles not printed in the indent
form.—Where an article which is included in Appendix I but is
not printed in the indent form is indented for, it shall be described
by the number and nomenclature assigned to it in the appendix,
and the unit according to which the demand is made, i.e., num-
bers, dozens, grosses, etc., shall be clearly stated. These precau-
tions are necessary lo secure that the precise article and quantity
indented for are issued by the Stationery Department and thereby
prevent subsequent applications for exchanges, return of surpluses
or further supplies. Indents nol Iulh[lmlr these conditions shall
be returned for revision.
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81, How articles supplied on a fized scale and for stated periods
to be indented for.—(i) Appendix IV contains lists (A) of the
articles issued on a fixed scalé and (13) of those that are issued for
slated periods.  Where o standard allowance has been fixed,
nothing in excess of thal nllowance shall be indented for or passed
by the Stationery Department. ‘T'he Controller of Stationery and
Printing should see that indents Tor articles supplied on o fixed
weale are not complied with as @ naiter of course on the basis of
that seule, irvespective of actual previons consumption; the supply
should in suel eases be alwuys regulaled on the basis of actual
consumption, the fixed seale being  udopted as the maximum
admissible. :

1) Articles issued for stated poriods, Appendix IV (B), shall
not be renewed until the expiry of Lhe period prescribed for their
use, and even then shall be renewed only on a certificate signed by
the indenting officers to the lollowing elleel :—

“ I hereby certily that the included in this indent
ig/are required to replice which wus/were supplied in
the year and that I have personally ascertained that the

hag/have heen worn out by fair usage.”

93 How atticles wol consumed by wse should be indented.—
Appendix V contains a Tish of articles which are not consumed
by use and may ordinarily be expected to lust for an indefinite
period. Nao first supply or rencwal of any article appearing in this
appendix shall be made without o full explunution of 1he necessily
for the demand.

88. Method of indenting for periodical  arlicles dumaged or
destroyed.—Defore  indenting  Tor - uny urticle mentioned  in
Appendices IV (31 oV, which has been  lost, damaged  or
destroyed, o report of the fuets shall be mide 1o the Mead of the
Dapartiment, whise ity o will be o imvestignte imtn the wmntter
and fix the responsalnlity Tor the Jose ar dhiniagae, reeover the value
of the articlos o wrde it ofl the aceonnts, as the ¢ase may be, and
forward w eopy of Ticoaeder Lo the mulenting offieer for trapsmission
to the Controflor of Stationery and Printing along with the indent.
But eyelostyle rollers, evelosiyls pens, ronen pens and finger print
rollers iy be gol renewed by Tuenishing a eerlificate in the form
montioned in rala 21 supra,

24. Mcthod of indenling for articles supplied on the basis of
average conswmphon.—In vespeet of articles for whieh no standurd
allowance hns been fixed, indents shall ordinarily he baged an the
average of the netuals of the three aapply years preceding that in
which the indent is forwarded and shall be for fhe quantities errived
at by applying the formmnl 8= A4 (AJ12x M)— 13, where 8 _
represents the sapply required; A, the average annual consnmption
of the three supply years preceding that o which the indent is
forwarded ; M, the number of the remaining months of *he year in
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whieh the indent is forwarded; and 13, the balanee on date of the
indent, und, in the absence of explanation, no demand in exicess
of that figure shall be admitled by Lhe Stationery Departinent;
where there is reason to anticipale extra demands on account of
inerease of work, due provision shall be made by indenling oliicers
aud Lol explunation Furnished in bransimitting the indent.

25.\Dulies of the Conlroller of Slulionery and Printing and
Ig of Departments in cuses  of unusual expenditure.—1'he
Controller of Stationery and Printing shall bring to the notice of
Govermment any instunces of excessive dewands or unusual
expenditure, whick are not satislactorily explained when the
attention ol the ollicers concerned is  deawn to the naiter.,
Co-operation and constant vigilines on the parl of the tHends of
the Depavtments and offices are essentinl to keep down all unneces-
gary expenditure i statonery wd Government velies on all oflicers
fo pay speeinl allention to this  matter. 1'he Controller of
Stationery and Printing may, in a few typieal cuses, every year,
compare the indents of all similar ollices to sce whether the demapds
made ate similur and where the claun of one ollice is excessite,
whether there are reasons for such excessive demand as compared
with situilav oflices in other localilics.

26, dlarled wvariations in the demand for stationery articles
should bLe explained.—The uclual consumption of all articles of
stationery in the three previous years, whether indented for or not,
ghall be shown in the colmung provided for the purpose in the
indent form. U'he actual stock on hand under each item on the
Jate ol indent should also be shown in column (7), viz., ** Balance
on band on date of indeut ', In cases where the indent includes
the requirements of subordinate olfices, the balance shown
in this column should be the consolidated balances on a specified
date ol all the ollices comprised in the indent.  ‘Ihese figures shall
be entered with thy greatest care, as they are the only means which
the Stationery Department has, ol checking the quantities claimed.
Txplanation of any marked variation in the consumpiion of the
preceding yeurs, as indicated by the figures in columns (2) to (4)
of the indent or of any marked variation between the consumption
of these years and the quantities claimed in column (10) of the
indent, shall be given in the remarks column of the indent.

In support of the claim for typewriter accessories, the number
of typewriters together with {heir pattern (whether standard or
ortable) in use in the ollice or oflices attached to the indenting unit
ghall bo furnished.

97. Date and wvalue of previous indents should be entered in all
indents.—Indenting olficers Mall enter the date of the last annual
indent and the number and date of any supplementary indents and
the value of each indent made during the preceding supply year
in the space provided for the purpose in the indent form.

S.M.—2
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28. Al indents lo be priced.—All items in an indent should be
serially  numbered.  Kaeh item “should ulso be  priced by the
indenting officer aceording (o the most recent list of vates published
nder vule 148 infin. The total of enelt page should he carvied
forward Lo the nest page.  Ivery alteration in an indent should
ilso be initialled by the mndenting ofticer or other responsible ofieer
of the office concerncd. 'The total value of the indent shall be
compared with the total vilues of the indent for the two yrevious
years and of uny supplementary indents made in those years and
"satisfactory explanation shall be furnished for any marked excess
or deficiency. No indent in which these instructions are not fully
"observed shall be complied with by the Controller of Stutionery and
Printing. Copies of the price lists muay be obtained on requisition
direct, diwect from the Stationery Depuarlinent.

29. Sanctioned strength of the office should be shown in Lhe
distribution statement.—'he cstablishment to be entered in the
distribution statement attuched to. the indent, sldl repeesent the
sanctioned scale under each cluss or grade of officers ns shown in
{he annual establishiment list submitted to the Accountant-General.
Ag these details are the only means of cheek in the hands of the
Controller of Stationery and Printing for regulating the supply of
articles issued, on a fixed scale, ncenracy is essentinl. Clerks
shall on no account be shown as acconntants or vice versa; voucher
clerks in offices of ncecount may, however, be shown us aceountants.

801 Dutics of countersigning officers und Heads of Departments.
—Iy he ease of indents made diveet on the Stationery Departinent,
indenting oflicers  shall il up columne (2) Lo (12) of the Jorm
leuving eolumn (13) hlank: when the indent has to be sent through
a countersigning oflicer, colwnn  (13) shall be filled up by the
countersigning oflicer, whose duty it will be fo see that the indent
lias been prepared with due regard to the requirements of the
indenting officer and in strict accordanee with the provisions of the
Stationery  Mamual,  All  Turthier correspondence,  excepl of o
pureiy routine  charaeter, <hnll  bae between  the ('n!_ll!m!lvr ol
Stationery and Printing and the countersigning officer.  The various
Heuds of Departments shonld muke every yenr a compuricon of the
last indent submitted hy 10 per cent of the subordinate offices with
referenee o the stall enplayed and the husiness returns whicl will
give ab least some diealion of the amount of corvespondence.
When they bave dome so, they shonbld issue orders o ot down
waste und overindenting in offices where it is suspected.

81. Lapsc of balunces.—Any balances of stationery articles |

auppliable annually which have nob Been issued by the close of the
supply year for which they are demanded, shall lapse.

82, How supplementary indents should be sent.—Supplemen-
tary indents are, as a rule, inndmissible. T, as required by rule
19, annual indenls are carefally  framed, all expenditure of
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qutiotery can, except in rure instances, be lurescen.” In the ture
sslunces where .suppl‘cluuutury indents ave found necessary, they
dould be made n OI% 343 in Appeudix VIL  The ollicer
pwking  such an indent shall Turnish [ull  explanution of  the
pecessity  for it and of lis failure lo inake proper provision
i his annual indent. 10 his indents have to be countersigned hy
a superior officer, any supplementary indents shall also be counter-
signed by that officer and it shall b the duty of that efficer to sce (i)
that the supply is absolutely necessary for use hefore the date fixed
in rule 17 supra for compliance with the next annual indent, (ii). that
the explanation given for the [uilure to make proper provision in
the last annual indent is satisfactory, or if it is not, that due notice
is taken of the conduct of the officer responsible and (iii) that the
demand cannot be met from the slock of his own office or from that
of any other office under his control. .

88. Discretion of the Conlroller of Stalionery and Printing
regarding supplementary indents.—The Controller of Stutionery
and Printing shall not comply with supplementary indenis unless
he is satisfied with the explanation referred o in rule 52 supra.
He shall request the indenting or countersigning oflicer, vs the cuse
may be, (o obtain the sanction of Government through the head
of his depurtinent, the application for sanction being forwarded
(hirough the Conlroller. C - :



CHAPTER V.
FLAT-FILE CASES.

34 Purpose for which flal-file cases are to be used.—I"lat-file
cases referred to in Appendix 1 of the Stationery Manual, Volume
11, Part 1, shall be used Lor papers under disposal and nob for the
maintenanca of records after disposal or for the despatch of papers"
vy post. Where papers have to be sent by railway train or post 10
officers on tour, flaps with tape white and red, included in Appendix
1 of Btationery Manual, Volume LI, Part 1, have to be used.  These
dapa should also be used for files of ephemeral nature under disposal.

85, Scale of supply of flal-file cases and procedure to be follow-
ed by the indenting officers Jor supplies reguired by Uiem.—The
gcale of supply of lat-file cases and flaps to the vavious oflices is
embodied in the departmental appendices in 'art 11 of Volume 11
of the Btationery Manual. As they are not arficles supplied on the
basis of averags annual consumption except for Seeretariat ollices,
the Stationary Department has no means of checking the stocks in
use. 1t shall be the duty of the indenting officers to furnish in their
annual indents information regarding the original supply and addi-
tional supply sanctioned Lo thom from time to time. 'They shall
further certily that all the fal-lile cases supplied to them until the
date of subnussion of their annual indent are i good condition and
in use.

86. Responsibilities of Hcads of Departments in respect of
additional supply of flat-file cases and authorities emvowered to
amend the scals.—'The Stationery Department has no means of
ehacking whe addisiona) demands for flag-file cases and tlaps. ““he
responsibility Tor sxamiming the need for additionsl supply, there
fore, rests with the Feads of Departments who reconunend the
supply. Any addition or alteration in the prescribed scale of
supply requires specific sanction of Government, except in the case
of the High Court, the Board of Revenue, the Commissioner of
Jixeise and P’rolibition, the Chief Conservator of I'orests and offi-
cers subordinate to them in respect of whom sanction of these Heads
af Departments is sufficient.

87. Repairs and renewals of flai-file cases.—All ordinary repairs
to flat-file cases and flaps shall be arranged for locally by the olficers
themselves. Worn-out flat-files and flaps shall, however, be sent
to the Government Press, Madras, for repairs. Cases which are
beyond economical repairs and condemned as sucll by the Press
Branch shall be renewed by the Stationery Branch, on furnishiog
o cerbificate to that elleet, by the oflicers. The provisions of
rule 23 of the Munual shall apply in cases of loss or damage.
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The Press Department is authorized lo return flat-file cases and
flaps sent to it for repairs if it considers that they are fit for [urther
use, without repairs.

38. Manufacture of flal-files in oflices prohibited.—TFlat-file cases
shall not be got manulactured cither hy the office muchi or anybody
else from the straw-boards supplied by the Stationery Department

{or other purposcs.



CHAPTER VI

VERIFICATION OF STORES SUPPLIED BY THE STATIONERY
DEPARTMENT.

MUFASSAL INDENTS.

89, Advice of despateh of consignments and wethods of securing
delivery.—'I'he indenling oflicors should state clearly on indents
the correct address and the neavest railway station to which the
atationery indented for by them shall be despalehied.  After the
constgnments have heen hooked, the Controller of Stationery and
Printing will despuleh to Hie officors concerned the eilway receipts
anel one copy of the contents slips which are propaved by the packers
in Iriplicate showing the details of articles pucked in cach easo com-
prising the consigmment by registered post.  On reeeipt, the indent-
g oflicer shall nrrange Lo take delivery of the eonsignment,  Bhould
there be any error in the nddress lo which (he stationery has been
despatehed as mentioned on the prekages and in the rilway receipts
or should the consignment not renel itz destination in dug *wurse,
the indenting officer shall infimate the fack with the least possible
delay to the Controller of Stationery nnd Printing and take such
further action, us muay be necessary, for securing delivery of the
consignment. In cases of delay in receiving the railway receipt, "
or non-receipt thercol, the indenting officer should, on veceipt of
arrival notice from the railway, take delivery of the consignment,
on production of an indernnity bond, before demurrage accrues.

40, Precautions to be observed in taking delivery of consign-
ments,—On the arrival of the consignment, the indenting officer
shall have the packages carvelnlly surveyed and the actual weight
of the packages, as given in the railway receipt verified tefore
taking delivery; and on taking delivery, hie shall have them slored
in a dry and properly protected pluce. 1f there be any discrepancy
between the weight noted in the railway receipt and that {ound at
the time of taking delivery, open delivery must be taken and the
articles checked in the presence of the Railway authorities end:
compared with the contents ‘slip allached to the railway receipt
and cluim for any shorlage preferred against the railway. Where
thin proceedure hay nob heen followed, no claim for shortages will
be admitted by the Slationery Department.

41,/ How consignmnents are to be verified.—Usnally consignments
ol stationery shall he opened within three days of taking delivery of
them and the contents of each package counted out and compared
with the contents slip nccompanying the railway receipt in the
immediate presence of the indenting officer or an oflicer dnly zutho-
rized in this hehall who shall wateh the process and sign the certi-
ficate enclosed lo the contents slip. A list of diserepancies found
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during the course of the verification o the consigmments shidl
inmediately he sent to the Stationery Department, Tailing which,
the indenting ofticer will be held primarily responsible for the vhort
reeipts. The transwission of the disercpaney report shull, on no
geeonnt, be deluyeld.  Special allention is invited to this rule as,
where the rle has been strietly complied with, by any recenving
ollicer, the value of short receipts reported by Tim-is recovered Trom
the picker  depnted to paek the  consignment in the  Stationery
Department.,

42 Officers aulhorized to verify consigments and acknowledye
seceipl.—Oficers who have gazetled subordinates ol headguarters
may depute them {o supervise the unpacking and checking of con-
gignments of stationery.  In other oflices the opening and (‘llucLuW
ol the consignments shall nob he made over fo o ministerial 0[?'1((,1,
unless the indenting ofticer is nnavoidably absent during the entire
period of three days referved o in rule - H stprie and inosueh 4 caso
the receipt shall be signed by the officer who actnally checks (he
consizniment and countersigned by ihe indenting offieer whio shall
furnish a eerlifiente as Lo his nnavoidable absence during the period
of three duys abave referred o,

Ereeption—(i) "T'he nnpacking and cheeking of consigniments
shall, however, be attended (o by non-gazetted olticers i they are
recognized unllu of supply for any 'm]now-d cenlre.

(ii) The officers noted below are authorized Lo verily the eon-
tents of stationery bales and eases sent fram the Stationery Depart-
ment  to mulassal  offices and  acknowledge their  receipt, the
acknowledgment being conntersigned hy the head of tle ollice
concerned :(—

Officeras who can verify

Mufassal offices, Kaloi and adkds.
(m (2)
District and Scssions Judgos - .. Sarishtadars.
Superintending Engineers .. i .. Managers.
Colleotors .. o i .. Sarishtadars,
Conservators of Forosbu i i .. Manager.
Superintendent of Police .. . Store Inspector.

* Deputy Commissioner of Commcrc:a] Manager.
Taxes, except Madras.

* (G.0.Ms. No. 3703, P.W,, daied 26th October 1064.)

43. Damage in transit and excess or deficiency n consignment
to be reported immediately,—If the contents of the packages differ
from those given in the contents slip accompunying the railway
receipt, or if they have been damaged in transit to such an extent
as to render them unfil for use, the indenting officer shall st once
infimate the facts in detail fo the Confroller of Stationery and
Printing, together with n report as fo the outward condition of tiy
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package ar packages which appear to have been earelessly pucked
or badly soldered or to have been multreated ov tampered witn in
{ransit, as the case may be.- Slight breakages or other dclects of
trivial nature need not, however, be reported. The Coulrollor of
Stationery and Printing shall take suitable steps lo prevent =
recurrence of any proved neglect on the part of his stafl in packing
the stationery cases which might have led to such a damage.

44, How complaints aboul qualily of supplies should be made to
and entertained by the Controller of Slationery and Printing.—
Complaints as to (he quality of supplies received shall be accormnpa-
nied by an avernge samnple of the arficle in question duly atlested
by the complaining officer as being part of the supply made by the
Stationery Deparbment. on n speeified date, porbiculars as to the
marks on the articles or covering of the prekages being also veported.
To prevent fraudulent, substitution ol other than  Governmentb
supplies, such complaints shall be admitted by the Controller of
Ylationery and Printing only when they are preferved within three
days of the opening of the cases.

45. Adjustment of deficiencies—Short receipts are classified
under three heads and shall be embodied in a register maintained
under these three hends by fhe Contraller of Stationerv  and
Printing :—

(@) In this statement ghall be included the value of deficien-
cies occasioned by excusable accident or other similar eivennistances.
The value of such deficiencies up to a limit of Rs. 300 in cach case,
may be written ofl under the orders of the Controller of Slationery
and Printing alter e has satished himsell, thal no one 2an be leld
personally responsible for the loss.

(b) In this statement shall be included deliciencies m cases
in which the provisions of rules 40 to 43 supra have been sirietly
observed. In such cases the liability resis with the Contvoller of
Stationery and Printing and his emplovees and the amount shall
stand to the debit of the Controbler walbil reeoveral by Siv from the
party responsible,

(e) In this statement stadl be inednded the valne of defieeneies
m cases in which the provisions of rules 40 fo 13 sopra have not
been strictly observed.  In sneh cises the receiving officer ¢hall he
vesponsible and the amount shall stand to the debit of the receivirg
officer, until it is recovered. '

Norg-~~The Conleollar of Skatiopory and Printing is ompowaered to waive
recovoriod [or shortugoes, up Lo alimil of rupoo ons i all ciwed, b his diserotjon,

STATH IIEADQUARTERS INDENTS.

46, How local indents should be complied with.—TIn the case
of indents from offices at the State headquarters, the Controller
shall appoint o day for the delivery of the articles passed thercon
and the indenting oflicer shall depnie a responsible clerk to attend
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iz the Stationery Stores, on the date 20 appoaied, ke charge of
tre supplies, fill in column (16) of the indent form in words and
(pen in the indent in token of the receipt of the urticles.  Buch
'-wprcsenmli\'es shall also bring with them the recepineles to fiold
ahe various arlicles of stulionery o be taken dolivery of by theia.
|{)h]w:limls on the part of the indenting oflicers wust e made by
Hle persort reeeiving the sapply  before Luking  them Trome the
Eationery Stores promises aud onless so dsale <hall pos e enler-
[.,;Iled.

It is not the duty of the Siatiovery Department {o store
stotionery arteles which lave heen prissend Tor <upply lo e oflices
it the State Teadquariers and on no aceomnt shall any delay ‘he
pade by such oflicers in Laking delivery of slafionery articles whieh
e due fo them.

After obtaiming  the avkpowledgment of (e receving elerk
s list of articles supplied will be sent by the Stationery Departinent
g the indenting afficer who shall verify fhe supply i enrlily
ghat all the articles aetually fsswal by (e Sionery ] daprrhment
lwee been praperly accounted for in the proseribed stock books
within seven days ol their receipt hy him.

47. How nacking cases, bottles, ete. to be dealt with.—Pack-
big cases, hattles, ele., received in mulfasal affices from  {he
Sgationery Department, shall he sold s tha prrocecds ecdited Lo
the head of the aceount corvesponding (o the departinent o (o
“ XLV Miscellancous ™ when (lie sules ave effcetod by deprt -
ments for whicl theve are no corresponding receipl lends Paekiper
gnsns, battles, and other arvticles belomsange 1o e Sthinner y
Department — shall be vebwrned  fo0it, by all offices o6 (o St
keadquarters and when the Controller of Stationery and i'rinting so
desires by mufassal offices also.

Nore,—Wnasatp paper acoumulated in mufnsenl ofiees and in the ofieen nb the

gtate hoad guarters shall be disposcd of in necordanco with  tho ordors of Govern-
el from time to timn,  Poe thin peposn wasle pupine wneludes old

mant

puzoties, old nevwapapers, pross entbings (whioli Lsen exelodes pape cottines from
pinting prossos) Loken  from newspapoes in ofices, mageurinos,  aobsolote ok,
dimosal  Hiles, othor phifieations coel wasle pegore ot wenbnl in Hovernmont

afires,  Other peeords in Uovernmont oflicos such na omgastocinl roeoeds sod mvil
eourt Treards, jutienal vonords in tho Hich Court, records mnder the Batates Land
Act, ote.. do not came under the definition of tho Lo ** wanto piapor ' unleas
the officora cancorned choose to treat thow oy waste pupor.  These shoold  ordi-
parily be torn up under tho vulea in faree, regarding the mothod of destruction of
ach records,  Obzolote oloctoral rol's nmil eloetion papers do rot vomne undor the
definition of wastu papor.  Pieces of wasto papera which nro thrown in the wasto
paper buslect i Governmont offices and waate papor eollonted feom the awe pinga
in Government. officea may also be trontod aa wuslo japer and dispos d of.  All
disposnls in CGovernment offices which in tho o inion of the heada of offices av
gonsiclrod confidentind or sperol should wot bo threwn open to the jublie,  Such
pupers may, hm_vuwr. bo ordorod Lo bo destroyod by burning when they bocomo
tipn for dostruetion,

48, How straw-board covers of old reqisters ete., to be used. -
gyraw-board covers of old regislers, cle., set apart for destruction
¢hould be preserved, and the instrnctions of the Controller of
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Stationery -and Drinting (Press Departinent) or of the wilicer-in-
charge of the nearest distriel press taken regarding their disposal.
Straw-board should nol be ent to waste or thrown away 'T'hose
used for pasting notices, printed charls, plans, sketehes of trees
animals, maps, ole., should not be prematurely discarded as soon
as these maps, ole., becorme unservicenhle owing to their being out
of date or illegible.  The use of these boards Tor binding purposes
will effect econmmy in the consumption of slraw-boards and the
procedure Taid down ahove in the ease of straw-board covers of old
regasters should be adopted.  Straw-boards nsed [or binding records
should not be thrown away, when the files for which they are nsed
are destroyed but should be wsed until they become completely nn-
serviceable.



CHAPTER VI,

CUSTODY AND EXAMINATION OF STOCK BY
RECEIVING OFFICERS.

49, lrrangements Jor custody and isswe of stalionery arlicles.-—
stores received Trom the Stationery: Department shall be properly
arranged and placed in (he custody of a responsible ofticer. Suppliey
from stock shonld be made, only on indents signed by heads of
seetiong, who should see that there s no misuse of Govermnent
stationery,

50. Ilow stock books of stativiery Lo be Lepl, Two stock hooks
shall beemadnbadned incevery oflice—one for aetieles fssned vequently
and the other Tor arficlos which qre only perindieally or ovensionally
wstted. e Books shadl T Kept in CUO0 3105 s griven in Appendix
VI, books wille o Fewer pages being used Tor the latter purpose
aned new Doakse <hall bee apened andy swhien the old ones have heen
completely used up.

51. Quarlerly verifiealion of stock in public  oflices.-—Iivory
snpply ol stationery shall, immeditely on veeeipt, be entered m
the proper stock hook and issues therefrom regularly posted, ..,
el e o indent s complicd with or o Tresh supply boreccived,
an enfry of the issue ar reeeipt, as the case may be, shall imme-
diafely be e in the stoek book coneeried and the haianee struek
then and there. The guantity of stock on any given dale will thexy
hee veadily aseertainable by relerenee (o the gloek hook. A"l isenes
must he aeknowledged in the appropriate colunm of 1he stoek regrs-
ter.  The stock hooks shull he exmmined and inilialled onee a quatter
by the head of the office. Towever, in 1he Board of Revenue, the
]'.ﬁ;{]l Court and the office of the Dircelor of Public TTealth, this duty
may be performed by the Office Managers, and in the ease of officers
who have gazetted subordinates at the headquarters by a guzetted
subordinate.  In the Government Seerclarvind (inance CL0.13.) tue
stock beoks shall bhe examined and initialled onee o quarter by the
Assistant Seeretary to Government, who is in admimistrative eharee
of the CLOUTL section.

Nori (1).-—Tho Conservators of Iorests liave been permitted na n special
ras* to verify thu stock of stationory annually instend of quarterly.

{G.O. No. 321, Financo, dated 13th June 1916.)

Not# (ii).—In tho offices of the anthoritics specificd in Annexurn A to
rulo 7 (i) the actual checking may be dono by the senior ministerial officers.  Such
eliook by w ministerinl offfioer will not diminiah the rosponsibility of the hend of
tho office, and Lhe mwnlba of the yorifiention should be ocheelind Uﬂl!rl.kilah.l]y l;,y the
head of the ofMioo or whoro Lhis can he nreanged, by tho Controllor of Stutionory
and Printing, or his Awnsistant, and any surious nogleot reportod to Governmont,
(Otficera othor than thoss spocilied in Annexure A Lo rule 7 (i) must make the
quartor ly verification themsol ves,

Nore (iit).—"Tho Sarishtadars in tho offices of Revenun Sotilemcent Parties arn
authorize’l to worily tho stock of atationery in their offlece when no gozotted
pasfstants o tho Settlement Officors aro availnblo.

(G.0. Ms, No, 097, Finance, dated 2lat Decembor 1932,)
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b2, Special care in the custody and issue of stationery.—The
various depurbments shonld exercise speeiel care in the enstody and,
issue of stationery arficles as enjoined in rule 51 supra. Itach head
of an ollice shonld adopt the particular method best suiled to the,
conditions of his office, to ensure that cach section head really
scrutinizes a demand before it is included in the indent.

B8, Responsibility for receipt and issue entered in account.—
'I'ha receipt and issues of stationery should be correctly brought to
account. Heads of offices, when acknowledging the receipt of the
quantities snpplied on the indent should also initial the stock book
aiminst the ontries Tor sneh  reecipls.  Arficles issued for an
olleer's use shonld ordinarily he through the personal clerk of the
ollicer eoncerned and i the officor hag no porsonal clerk, the ottice
clerls dealing with stabionery mullers may be made responsible for
the supply.

B4, When and by whom certificates of verification of stock
should be furnished.—The indenting officers specified in Appendix
1T of the Manual and the recognized unite of indent relerred to ia
rule 18 or in the cases of officers whose indents are countersignad:
by superior officers, the countersigning officers shall forward a
certificate once a quarter, to the Controller of —Stationery and
Printing, to the following effect, viz :—

“T hercby eertily—
(1) that the stoek of stalionery arvlicles has been examined;

(2) that oneh and every ilom of stationery reccived during
the quarter either fvom the Stationery Deparfment or from sny
other source finds place in the stock book;

(8) that every urbicle of stationery in stock has o page or
pages allotted to it in the stock book and that the stoek semally
agress with the quaniity shown as bnlanee in the stock book:

(1) thai no oflieer or other Government servint hag besan
sapplied during the gquavier with any article in exeess of (he senln
annetioned Tor Bim oo respeel of periodienl artieles amd in respest
of all artidles thay he lus not been supplied in excess of actual
requirements;

() thiat every issue has been acknowledged by the recipiont
in the stock book and has been minde only on demand:

(6) that acknowledgment has been duly obtained for 2ach
and every article issued Lo other offices;

(1) that all balanees shown in old stack books liave Boen
correetly brought forward in the new stock hook ;

(8) that paper is duly accounted for in the stock books in
reams of 500 shecls:

(9) that no articles linble fo deterioration have been kepl
in stock for long periods without issue; and

(10) that 1 lave oblained similar certificates from my sub-

ordinate officers.”
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The certificate for the quarter in which the annual indent is
transmitted shall be embodied in the indent itself .

Nore.—The submission of the quarterly verification certificatos of stationery by
the District Forest Officers to the Conservator of Foresis has been dispensed with.

(G.0. Ms, Ne. 776, Education and Public Health, dated 20th May 1941.)

85. Resulls of verification to be reported to Head of Department
and to Controller of Stationery and Printing.—If any excess or defi-
ciency in any article is discovered at the quarterly examination, a
statement in the form prescribed im Appendix VII of Stationery
Manual, Volume IT, Part I, shall be forwarded to the Head of the
Department specified in annexure te the rule 9 supra and the fact
reported, in the quarterly certificate, to the Controller of Stationery
and Printing. Excess shall be brought to stock and deficiencies
dealt with by Heads of Departments as prescribed in rule 60 infra.

56, Basis for entering average annual comsumption in slock
books.—The average annual consumption entered in the stock
books of any supply year shall be based on the figure furnished to
the Stationery Department in the indent for that year. By refe-
rence to this entry, attention will at once be drawn to any abnormal
consumption. ’

57. How supply of stationery to subordinate officers jrom the
head offices or from the recognized wunits of supply of officers
comprised in a centre should be recorded in stock book.—Where an
indenting officer referred to in rule 13 (i) or an officer constituted
as & unit of indent under rule 13 (ii) has to include in his own
indent the stationery required for his subordinate offices cr offices
for which he is a recognized unit, issue of stationery to such offices
in bulk shall be entered in the stock books of the head office or of
the indenting unit’s office. Separate stock books shall- be main-
tained in each such office receiving supply of stationery either
thirough fhe head office or the unit office and the quarterly certifi-
cate referred to in rule 54 supra and an annual return showiug
receipts, issues and balances in the common form given in Appendix
VII sent by each such office to the head office or the unit office as
would be appropriate. Indenting and countersigning officer shall
inspect the stock books of subordinate offices in the course of
periodical inspections.

Ezception.—The Range Officer in the Forest Department need
not maintain the stock registers of stationery, unless he is a sup-

plying unit for any office other than his own, in the scheme of
revised unit.

58. Steps to be taken to include periodical articles in anrusl
indent when replacement is required.—During the quarterly exa-
iMnation of stock prescribed in rule 51 supra special attention shall
be given to the condition of all articles included in Appendices IV-B
and V with a view to the order referred to in rule 23 being sbtained
in time to admit of the inclusion in the annual indent, of any
articles required to replace lost or damaged ones.



CHAPTER VIIL

ARTICLES NOT REQUIRED, UNSERVICEABLE, DAMAGED
OR LOST.

59. Orders of the Coniroller of Stationery and Printing to be
cbtained for disposal of articles not wanted or ?ﬁkely to deteriorate.—
When an indenting officer finds that any article supplied by the
Stationery Department has not been used or is not likely to bs used
for the purpose for which it was obtained or is likely to deteriorase
before coming into use, he shall without delay, report to the Con-
troller of Stationery and Printing, the date when, and ‘he cir-
cumstances under which the article was indented for, and the
Controller of Stationery and Printing shall pass such orders as he
deems fit, in the matter.

60. Cost of damaged and missing articles to be written off by
proper authority.—When any article of stationery becomes damaged
or is found missing, the officer to whom it was supplied on indeut
shall endeavour to trace the cause of damage or loss and report
the fact, through the proper channel, to the head of the depart-
ment referred to in rule 9 whose duty it will be to investigate the
matter, recover the value of the articles if the loss or damage was
due to carelessness or neglect of rules, or write the value off the
accounts if irrecoverable.

61. Conditions for the grant of exchange of stationery articles.—
As a rule exchange of stationery once supplied is strictly forbidden
and requisition from officers for such exchange shall not be con-
sidered unless—

(i) the articles proposed to be returned were issued from the
Stationery Department for use during the year in which the appli-
cation is made;

(ii) they have not deteriorated since issue; and

(iii) there are special grounds for the exchange, which should
be stated.

Nore.—Unless the article supplied by the Controller of Stationery and
Printing satisfies any of the conditions referred to in rules 59 and 60 it should
not be returned to the Controller of Stationery and Printing. Tnno case should
any article be returned without prior consultation with the Controller,

62. Method of disposal of articles issued to temporary establish-
ments and offices.—When articles have been supplied from the
Stationery Department to temporary establishments, the officer to
whom they were supplied shall, before the completion of the period,
intimate to the Heads of Departments for whom the temporary
establishments were sanctioned so as to enable them to take prompt
action for the disposal of the stationery articles including tvpe-
weiters and clothing. Heads of Departments concerned will be
responsible for the prompt intimation to the Controller of Stationery
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and Printing at least 15 days before the expiry of the period of
employment of the temporary staff and obtain instructions from
han for the disposal of the articles. Special attention shall, in this
conmnexion, be given to articles appearing in Appendices 1V-13 and
V of the Manual and also to cyclostyle machines, duplicators, type-
v1iiers and flat file cases, for the disposal of which, the instructions
of the Controller of Stationery and Printing, shall Le obtained.



	xyz 1
	xyz 2
	xyz 3
	xyz 4
	xyz 5
	xyz 6
	xyz 7
	xyz 8
	xyz 9
	xyz 10
	xyz 11
	xyz 12
	xyz 13
	xyz 14
	xyz 15
	xyz 16
	xyz 17
	xyz 18
	xyz 19
	xyz 20
	xyz 21
	xyz 22
	xyz 23
	xyz 24
	xyz 25
	xyz 26
	xyz 27
	xyz 28
	xyz 29
	xyz 30
	xyz 31

