CHAPTER XIII.

RETURNS AND FORMS RFLATING TO THE STATIONERY
DEPARTMENT.

167. A list of reports and returns due to and from the
Stationery Department and a list of registers and forms maintained
in the Stationery Department are given below as Annexures A, B
and C. A list of returns due for submission to officers from the
different sections of the Stationery Department is given in
Annexure D.

ANNEXURE A.
List of returns due to the Stationery Department.

Serial pumber and name of Date when Offiger from whom the
the return, due, return is due,
1 Statement of BStationery By the 10th of each Officers in charge of
receipts in several treasuries.  month for transac- treasuries.
tions of the previous
month.
2 Statement showing receipts 8rd of each month for Accountant-General,
on account of XLV— transactions of the
Stationery and Printing— second  preceding
Stationery Receipts. month.
3 Certificate of verification of End of the month (1) Indenting officers
stock of stationery articles. following  each specified in Appen-
quarter. dix IT of Statione
Manual, Volume 1?:
Part L.
(2) Recognized units
of indents.

4 Forecast
demands

of extraordinary

(3) Counter.signing
Officers.

By the 1st of December Indenting Officers,
each year for the
requirements of the
following year.

ANNEXURE B.

List of reports and returns due from the Stationery Department,

Serial number and date on
which due.

1 Tth January of each year

2 31st January of each year

3 81st January of each year

Nature of return
or repork.

Materials for the pre-
paration of Part I of
the State Adminis-
tration Report (for
the month  of
December).

Annual Return under Chief Inspector
Factories Aet in Factories.
Form No. 21.

Annual Return under
Factories Act in
Form No. 23,

To whom due.

Public Works Depart-
ment, \

of

Do,
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ANNEXURE B.—cont.
List of reports and returns due from the Stationery Department—cont.

Serial number and date on
which duoe.

4 81st January of each year
5 3lst January and 31st July of

each year.

6 31st January and 31st July of
each year.

7 15th February of each year. .

8 10th March of each year

9 Tth of April

10 15th April of each year

11 15th April of each year
12 20th April of each year

13 30th April

14 30th April of each year

16 1st May of each year

16 1st June of each year

17 1st August of each year

18 1st September of each year ..

19 1st September of each year ..

Nature of return
or report.

Annual Return under
Factories Act in
Form No. 24.

Half-yearly return under

the Factories Act in
Form No. 22.

Half-yearly return under

the Factories Act in
Form No. 30.

applwatm for sur-
renders, Additional
appropriation and
reappropriation.
Reports regarding any
matenalgaherat.wns
that may be found
necessary in the
revised estimate.
Accepted copies of bills
of cost of st
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To whom due.
Chief Inspector of
Fuctories.

Do.
Do.

Public Works Depart-
ment and Finance

Department,

Public Works Depart-

Finance

Department and

Accountant-General,
Madras.

Inspeeto;; of Muneipal

supplied to District
Panchayat Officers
for the use of Engi-
neering Supervisors
for Panchayat Works
and Panchayat
Overseers.

Permanent  advance

acknowledgment,

Statement of write off,

Detailed statement of
Permanent  Esta-
blishment.

Cost of stationery
supplied to the
Secretarial staff of
the Governor and
the High Court.

and Local
Boards,

Aceountant-General,
Madras.

Do.
Do.

Do.

Fi

Gross pay stat e

List of amendments
issued to Stationery
Manual.

Requisition for white.
washing of BSta-
tionery Stores
Buildings.

Establishment state-
ment of numbers.

(C.P.P.F.)
Department,

Public Works Depart
ment.

Executive Engineer.,
North  Presidency
Division, Madras,

Finance Depn.t-tmant.

Exhibition of losses in Accountant-Gleneral,
Government Account  Madras.

and
account.

Expenditure under 57,

iscellaneous, cost

of books and periodi-
cals (Btate),

appropriation

Finance (Budget Com
pilation) Depart-
ment and Public
Works Department.
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ANNEXURE B—cont.
List of the reports and veturns due from the Stationery Departinent—conl.

Serial number and date Natore of return To whom
on which due or raport. due,
20 1st September of each year .. Expenditure under 57. The Accountant-

Misesllaneous—Cost General, Madras
of books and periodi- and Public Works
cals supplied to High  Department.
Commissioner  for

India (Union).
21 15th September of each year. ~Administration Report. Public Works Depart-
ment.
22 Do. do. .+ Forecast of Btores re- Do.
quired from England.
23 Do. do. .. Budget estimate of Public Works Depart-
charges (State). ment and Finanee
Department.
24 20th September of each year. Budget estimate of, Do.
receipts (State).

25 22nd Beptember of each year. Budget estimate—Sta- Accountant—(eneral,
tionery Receipts Madras.

(Union).

26 1st October of each year .. Requisitiontorefillthe Parry and Company,
fire extipguishers. Madras.

27 31st October of each year .. Requisition for the. Motor Vehicle Ins-

renewal of brake pector,
certificate for Lorry
No. M.B.P. 7747,

28 31st October of each year .. Applieations forlicen- Chief Inspector of
ce under the Factories  Factories, Madras.
Act.

20 10th November of each year.  Manuscript notes Public Works Depart.-
required for the ment.
State Administration
Report.

30 30th November of each year. Requisition for the Motor Vehicle Ins-
renewal of brake pector, Madras.
certificate for Lorry
No. M.S.P. 8492.

31 Tth December of each year .. Materials for the pre- Public Works Depart-
paration of Part I ment.
of the State Admi-
nistration  Report
(for the first eleven

months).
32 30th of the month succeeding Industrial  Statistics Director of Statisties.
each quarter, (Labour) Rules, 1952,

33 156th of the month following Statement showing the Public (Election) De-
each quarter for which the  stock of paper seals. partment.

return relates.
34 10th of the month following List of payments made Assistant Director of
each guarter. to contractors. ection (Income-
tax Collation
Branch, Madras.
35 10th of the third month follow- Cerbificate for reconci- Accountant — General,
ing the month to which the  liation of depart- Madras.
accounts relate, mental figures with
the figures in the
books of the Account-
ant-General.
36 1st August .. 4 ++ Report of the result Public Works Depart-

of stoek verification, ment,
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ANNEXURE C.

(@) Lisl of Stationery Manual forma and registers wased in the Stvltionery

1 8.
2 8.

3 8.

23 8.
24 8.

25 8.
2 S.
97 8.

28 8.
29 8.
30 8.

31 8. Sty.
32 8.
a3 8.

wBm®®

Sty.
Sty.

Sty.

Sty.
Sty.
Bty
Sty.

Bty.

. Bty.
. Bty.
. Bty.

. Bty.
. Sty.
. Sty
. Sty.
. Sty.
. Bty.

. Sty.
. Sty.

. Sty.

. Sty.
. Bty.

Sty.
Sty.

Bty.
Bty.
Sty.

Sty.
Sty.

12
13
14
15
16
17

18
19

20

21
22

29

Sty. 30

Sty.
Sty.

31
32
33

Department, Madras.
Ledger of Daily Receipts and Issues.
Departmental Issue Register and Register of Daily
Totals of issue of stationery.
Register of articles ordered from abroad during the
official year.
Demand Collection and Balance Register.
Chalan book (in triplicate).
Grouping Register Form.
Draft forwarding bill for the supply of stationery to
paying department.
Draft forwarding countersigned bill to  Accountant-
General, Madras.
Letter reminder to expedite settlement of bill.
Acknowledgment of receipt of chalan.
Register of permanent numbers assigned for type-
writers and other machines.
Register of typewriters, Rotary Duplicators and other
machines received.
Ig)lstef of Loan machines (typewriters, Rotary
uplicators, ete.).
Begi‘%tar of typewriting machines supplied to Gazetted
ICETs.

ister of unserviceable typewriters, rotary dupli-

cators, etc.

Form for opening permanent file for typewriters and
other machines.

Draft intimating permanent file number for type-
writers, eti.

Note for repairs to typewriter/duplicators.

Draft accepting estimate for repair received from the
typewriter company.

Draft accepting estimate for repairs received through
the officers.

Office Note for accepting repair bills.

Endorsement to officers in the mufassal to get the
typewriter repaired locally.

Draft arranging supply of loan machine to city offices.

Draft arranging supply of loan machine to mufassal
offices.

Office note for supply of new typewriters.

Draft arranging supply of new machine to city offices.

Draft arranging supply of new machine to mufassal
offices.

Reminder to the Company for supply of new type-
‘writers.

Letter of anthority to take delivery of the machine
from the typewriter company.

Covering letter to send the machine to the typewriter
company for repairs.

Draft acknowledgment for the receipt of the machine.

Draft recalling loan machine.

Draft reminder to typewriter company to expedite
TEpaIT,
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34

35
36
37
38

39

40
41
42
43
44

4

o

46
47

48
49
50
51
52
53
54
56
56
57
58
59

ANNEXURE C—cont.

(a) List of Stationery Manual forms and registers used in the Stationery

8. Bty. 34

S. Sty. 35
§. Bty. 36
8. Sty. 37
S. Bty. 38

8. Sty. 39

8. Bty. 40
8. Sty. 41
8. Bty. 42
8. Sty. 43
8. Sty. 44

8. Bty. 45

8. Sty. 46
8. Sty. 47

8. Sty. 48
S. Sty. 49
8. Sty. 50
8. Bty. 51
8. Sty. 52
S. Sty. 53
S. Sty. 54
8. Sty. 55
S. Sty. 56
8. Sty. 57
S. Sty. 58
S. Sty. 59

60 8. Bty. 60

61
62
63
64

a5
66
67
68
69
70

71
72

73

8. Sty. 61
8. Sty. 62
8. Sty. 63
8. Sty. 64

8. Sty. 65

8. Sty. 66
8. Sty. 67
8. Sty. 68
8. Sty. 69
8. Sty. 70
8. Bty. 71
8. Sty. 72

8. S}.‘y. 73

Department, Madras—cont,

Draft requesting the officer regarding the receipt of
the machine from the typewriter company.

History sheet of the typewriter/duplicator,

Report: of the typewriter mechanie.

Daily Progress Report of Mechanics (in duplicate),

Letter asking local officers to send machine to the
company,

Note asking Store-keeper to allow rvepresentative of
local officers to take delivery of loan machine.

Letter asking companies to supply spare parts.
Letter calling for information regarding ¥. No,
Letter acknowledging receipt of bill.

Draft letter calling for repair bill,

Letter of advice for supply of Metal cover and hase
board (Loeal).

Letter of advice for supply of Metal cover and hase
board (Mufassal).

Return of repair bill of typewriters.

Temporary receipt for the typewriters and duplicators
received in the Stationery Stores.

Register of clothing indents.

Register of clothing orders.

Order form for the supply of finished garments.
Draft order for cumblies, sandals, ete.

Draft calling for acknowledgment of clothing,
Indent register.

Register of outgoing consignments.

Register of shart receipts reported by officers.
Register of returned articles.

Register of articles set apart for auction,

Note form for disposal of returned articles,
Draft for acknowledgment of returned articles.
Adjustment slip.

Balance slip (large 13} x 8}).

Balance slip (small 8% x 63).

Draft objection on indents.

Letter of advice to Local Officer to take delivery of
stationery articles on annual indent,

Letter of advice to Local officer to take delivery of
balance of stationery due on annual indent. :

Contents slip (folio size).

Contents slip (quarto size).

Acknowledgment for the receipt of dealwood cases,
Draft forwarding contents ®lip to Mufassal Officers,
Draft forwarding list of articles supplied to city offices,
Reminder post card to get certificate of receipt.

Memorandum to packers calling for explanation for
discrepancy.

Stationery Committee book,
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(a) List of Station

74 §. Sty. 74
76 8. Sty. 75
76 S. Sty. 76

77 8. Sty. 77
78 §. Sty. 78
79 8. Bty. 79
86 8. Sty. 80
81 8. Sty. 81
82 8. Bty. 82
83 8. Sty. 83
84 H, Sty. 84
85 S. Sty. 85
86 8. Sty. 86
87 §. Pty 87
88 8. 8ty. 88
89 S. Sty. 89
90 8. Sty. 90
91 8. Sty. 91

THE MADRAS STATIONERY MANUAL

ANNEXURE C—conti.

ery Manual forms and registers wscd in the Stutionery

Department Madras— cont.

Direct Delivery slip.
Note form for sending samples of paper for test.

Statement showing the supply of paper and Loards
to the Government Press.

Register of all receipts of consignments in stores.
Bulk Stock Book.

Loose Stock Book.

Store Register.

Godown Voucher Book.

Intra Store Transfer Voucher.

Balance Register.

Register of purchases made from contingencies.
Index card.

Check register of orders and supplies.

Draft supply order for supply of stationery articles.
Note to Head Accountant for passing jail invoice.
Transit Register.

Letter forwarding demand draft to parties.
Letter sending stamped receipt,

(b) Lsst of cheque bools and pass books stacked and suppitcd by the Statiowery

92 §. Sty. 92
93 8. Sty. 93
094 §, Sty. 94
95 8. Sty. 95
96 8. Sty. 96
97 8. 8ty. 97
98 . Sty. 98
99 8. Sty. 99

100 8. Sty. 100

101 8. Sty, 101

Deseription of article,

Stock book page.

..

Department.

Local Fund Cheque Book.

Public Warks Department Cheque Book.
Cash Order Cheque Book.

Personal Ledger Accounts Cheque Book.
Forest Department Cheque Book.

Civil Department Cheque Book.

Local Fund Pass Book.

Letter of advice for Local Fund Cheque hooks and
pass books.

Letter of advice for other than.Loeal Fund Cheque
books.

Letter calling for acknowlegement of cheque books
and pass books.

S. Sty. 1.

LepeeEr or Damny Rucmrprs anp TssuEs.

Number in Appendix I of the Stationery Manual, Volume II, Part I.

Balance

L Balance
Date. Received. Issued. on Date. Received. Issued. on
hand. hand.

(1) (2)

(8) (4) (n 2) (3) (4)
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S. Sty. 2.
DuparTMENTAL lssUuE REcisTER AND REGisTEr oF Damwy Torars oF
IssUE.
Number Date of Papers writing.
of supply in the To whom Station.
indents. month of supplied. Tmperial, M.M., B.L.721b.

REAMS. SHEETS,

e o W W

e =~ &

10
11
12
13
14
15
16
17
18
19

31

Headings to following eolumns as per list of articles stocked ror supply—
Vide Appendix I of the Stationery Manual, Volume II, Part I,
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8. Sty. 8.

REGISTER OF ARTICLES ORDERED FROM ABROAD DURING THE OFFICIAL YEAR,

Order number and date.

‘SYaBwe

"IS0YO Jo B[BIU]
*en[eA uBIpUY [¥10,
"sa3avyo 19730

*eadna
Jod -pre 98 enyeA oeIpuy

*enyea Jurely
‘ejed egroAUY
"I9010 Jo s|BIgiul
*oljo} 3jooq 0031y
‘ofjoj Ie8psry

*qunooor
0] TO{B} YOIYM UO eje(

‘poalevar L3nyuent)
‘e4Ep

puB JIegUNU  ©JTOAUT
pus [esSeA  JO ewBN

"100T30 Jo S[enIUL

‘paiepio Ajjuenb pus
eprjre: jo wordiosecy

zequInu [eueg

S. Sty. 4.

Demanp, CoLLECTION AND BArANCE REGISTER.

*SHIVUIOY]
"1001J0 JO SpBLIUY
‘onp esuB[ug

IUnouIY

made towards bill.
A

‘e)up puw
Isquunu  @ouexejely

Particulars of payment

-

“I001J0 JO sTeI U]

‘
‘esog,

«Luw J1 ‘sefiero
T30 pus Furjosg

‘sedivyo [equUaTL
-jredep queD
sod  ouo-Aquem],

Amount of bill,

018
‘£romol1eIE Jo enje A

r

*quss eI [[Iq TIoqMm
03 1800 U3 JO ewBN

‘I1q 2y 03 Suigepes
Jecumu eoueIejeyy

“IoqUINU [BII0g
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S. Sty. 5.

CEATAN Book.
(In triplicate.)
ORIGINAL.

OrrpicE oF THE CONTROLLER OF
STATIONERY AND PRINTING.

STATIONERY DEPARTMENT,

Mapras,
Dated
STATE.
To
The Manager,
Reserve Bank of India, Madras.
Sir,
Please receive to the credit of the Madras Government Rs. Cheque for

8. collected in this office on the following accounts and credit it to
XLV. Stationery and Printing—Stationery Receipts—State/56 C. deduct value of
stationery supplied to other Governments and paying departments.

On what account. Amount. Remarks,
RS. NP,
Sale-proceeds of stationery .. v
Sale-proceeds of stationery boxes, ete. .. “
Sale-proceeds of unserviceable articles .. i

Recoveries from subordinates on account of
stationery lost

Total

DUPLICATE.
TRIPLICATE,

Controller of Stationery and Printing.

S. Sty. 6.
GrovriNg REcistor Fora.

g E Balance on . Balance on
g2 st April Hausiple: Texuse, 31st March, .
.g‘g é,uem " ' éuim ! ' Euam Value. Eua ) Val - '§
‘ 2 . i n- ue. 2
A tity, velue iy Value tity. K
(2 (3) (4) (5) (6) (7) (8) (9) (10)

R8, NP. RS. NP. RS, NP, Re. -NP.
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5. Sty. 7.

DRAFT FORWARDING BILL FOR THE SUPPLY OF STATIONERY TO
Paving DEPARTMENT.

From To
The Controller of Stationery
and Printing,
Madras,
R.C. No.
D.C.B. No. Dated
Bir,
[Subject.—Stationery/Typewriter/ Duplicator/Clothing—Supply —Cost—Adjust-
ment of.]
[Reference.—Your ]

I send herewith a bill in triplicate for stationery/Typewriter/Duplicator/
Clothing supplied to you on the above.

Please countersign and return & copy to me at a very early date for adjustment
with the account head of debit noted therein.

Please remit the amount under the account heads indicated in the bill and
send the chalan, at an early date.

Coniroller of Stationery and Printing.
Bill for supply of Stationery.

Typewriter/Duplicator/Clothing.
Sub-head of Account.

ms, NP,
Value of Stationery ‘* Sale-proceeds of Stationery .
Add 21 per cont commission ** Miscellaneous ™.
Add Packing charges
Add Bales tax. “* XTIL. Other Taxes and Duties "’

(separate chalan).

Controller of Stationery and Printing.

8. Sty. 8.

DrAr? FORWARDING COUNTERSIGNED BIir To AccouNTaNT-
GENERAL, MADRAS,

From To
The Controller of Stationery The Accountant-General,
and Printing, Madras.
Madras.
R.C. No.
D.C.B. No. Dated
Sir,
[Subject.—Stationery/Typewriter/Duplicator/Clothing—Supply—Cost—Adjust-
ment of.]
I enclose a duly countersigned bill for Rs. . Please adjust the amount

as reduction in expenditure under ““ 56 C. Deduct value of Stationery supplied to
other Governments: and paying Departments *’ and inform me.

Controller of Stationery and Printing.
Enclosure,
Ome counter signed bill.
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8. Sty. 9.
Lerrer REMINDER TO EXFEDITE SETTLEMENT OF BILL.

From To

The Controller of Stationery The
and Printing,

Madras-1.
No. 8y. D.C.B. » dated
Bir,
[Subject.—Stationery—Stationery—/Clothing—Supplied—Adjustment: for-
Payment of cost.]
[Reference.—This office bill No. D.C.B. .

A bill for Rs. waa sent to you in this office D.C.B. No. dated
towards the cost of Stationery 'Clothing supplied to you. Please arrange to sebtle
vhe bill at an early date as it remains unsettled for a very long time.

Controller of Stationery and Printing.

8. Sty. 10.
ACKNOWLEDGMENT OF RECEIPT OF CHALAN.
From To
Thz Controller of Stationery
and Printing,
Madras-1.
No. 8y. D.C.B. , dated
Sir,
[Suhject.—Stationery—Stationery/Clothing—Supplied—Payment of cost. |
[Reference.—Your letter No. .
The receipt of chalan No. , dated for Rs. sent with
your lotter eited is acknowledged.
Please arrange to pay the balance of Rs. still due from you.
Coniroller of Stationery and Printing
S. Sty. 11.
RucisTER oF PERMANENT NUMBERS ASSIGNED FOR TYPEWRITERS
AND OTHER MACHINES,
o & ; o ®
= k- k: k- S
4 g B . A%
B 1~ ) : (=] o- W o
£ ek @ % 258
A A -
@ g g 3 et g
g S £ g i we
‘g 3 g E o =2 2 g E g E
g o 8 5 L .23 g
-3 Eﬁ § S8 E
E “ 3 = a “ E-‘.a
3 & & & ES E
-1 [N =] (=} 9]
(03] (2) (3) (4) &) (6) (7
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S. Sty. 12.
REGISTER oF TYPEWRITERS, ROTARY DUPLICATORS AND OTHER MACHINES
RECEIVED.
55385
.g g%;m'ﬂs
& -_(0'55:.
- ggoe;ﬁ- o .
g =°""‘8_§“-g
52 B,
; 5 ofE8EES
: £ 2 =) F
& § 35 ¥ 4 o§E-fet
§ & E 2 FE v & S£BgESE
g % § 5 EQ g .2 gnﬂnm'ﬁ
5 2 A E 2, ] g§RS Qo032 @
=] [ E = Fi ] e = . -q‘pk A
= s g & 1B ° 5 EggviEt i
i £ S g 2 g g £ &88wsfe E
2 B & 8 : 12 A & =
8. Sty. 13.

Recisrer oF LoAN MacHINES (TyPEWRITERS, RoTARY DUPLICATORE, EIC.)
Pattern, Model Number and Serial Number.

Ttem number To whom Reference Date of  Period for  Due date of
in TR.R, issued, number, issue.  which issued. return,

F. No.

If condemned.
A

r hl
Reference number  Date of receipt.  Date of Ttem number
calling back the condemnation. in the register =~ Remarks.
machine, of condemned
machines,
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5. Sty. 14.

REegisTER OF TYPEWRITING MACHINES SUPPLIED TO
Gazertep OFFICERS,

Pattern, and
o Current Name and Date of serial number
Serial number. number, designation purchase or of the
of officer, order, typewriter.
Item number Number assigined to the
Cost of the machine, Amount of in the D.C.B. machine in t%e i
commission, . Eagshor
i register, of permanent number.
8. Sty. 15.
REGISTER OF UNSERVICEABLE 1'YPEWRITERS, RorARYy DUPLICATORS, ETC.
Make and -
Serial serial Date of Initials of
mnnber, number of 1eference. Age. condemna- Assistant
the machine, : tion. Controller.
(1) (2) (3) (4) (5) (6)
Amount of Date of -
Date of sale. sale credit, in the Initials of Remarks,
proeeeds, cash book, ~ Manager. .

n (8) 9) (10) (11)
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5. Sty. 16.
ForM FOR OPENING PERMANENT FILE ror TYPEWRITERS AND OTHER
MACHINES,
No. 8y. F. No.
Pattern of the machine. .
Serial number,
Date of supply.
Cost of the machine. Rs.
To whom supplied.
By whom supplied,
Assistant Controllery
S. Sty. 17,
DrAFT INTIMATING PERMANENT Firk wuMBER ¥orR TYPEWRITERS, ETC

From

The Controller of Stationery and Printing,

Madras,

To

The

No, S_v.l , dated

Hir,

[Subject.—Typewriter/Duplicator—New Machine, No. — Permanent!

File number intimated.]

The above machine supplied to you has been assigned “ ¥, No.
as its permanent filo number. Please guote thiz file number in all your future
correspoidences relating to this machine.

Clontroller of Stationery and Printing,
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S. Sty. 18.
No. By.
NoTE voR REPAIRS TO TY¥PEWRITERS—DUPLICAT O,
1 Pattern.
2 Bize.

3 Berial number,

4 Date of supply.

& Age[normal life.

6 Original cost, Rs.

7 With whom the machine is at present.

8§ Amount spent on its repairs so far, Ra.

9 Date of last repairs.
10 Amount spent at the time of last repairs, Ra.
11 Amount of present estimate, Rs.
12 Value of broken and misssing parts, Rs,

Remares.—The estimate may be accepted for Rs,
Subject to orders, a draft letter is submitted for approval,
After issue the papers may be added to F.

5. Sty. 19.

DRAFT ACOEPTING ESTIMATE FOR muram‘nncmvnn FROM THE TYPEWRITER
ComMpanyY,

From

The Controller of Stationery and Printing,

Madras-1.

To

The

No. ::lnt,nd_
Sir,
[Subject—Typewriter—Repairs A

[Reference—Your letter No, dated

fq rding tl
estimate of the company.] e e

I have accepted the estimate for Re. furnished by
to repair the above machine,

Pleage enTt]:us!; the re ?lilm to them &ndbget the machine duly repaired by the
company. e repair may please be forwarded to me with th i
certificate endorsed on, all the copies of the hills, h RHSNISR

Controller of Stationery and Printing,
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§. Sty. 20.

’ DRAFT ACOEPTING ESTIMATE FOR REPAIRS RECFIVED THROUGH THE OFFICERS.

From

The Controller of Stationery and Printing,

Madras,
To
No, , dated
Bir,
[Subject.—Typewritor— 3
[Reference.— ]

The estimate No. , dated , for

Rs. given by the company/mechanic has been accepted for Rs,

on condition, that the company/mechanic should give a written guarantee for
the good working condition of the above machine for a period of one yoar from the
date of repairs and they/he should also be willing to repair the machine free of
cost during that guarantee period, if the machine falls into disrepairs again,

On obtaining the said guarantes you may arrange to entrust the repairs to
the above machine to the above firm/mechanic. After completion, of repairs, please
inform this office of the sutisfactory working of the ahove machine and also
forward the repair bill to this office for payment along with the working report
endorsed on, all the copies of the bills,

The duplicate of the estimate is returned herewith,

Controller of Stationery and Printing.

8, Sty. 21.
OFFICE NOTE FOR ACCEPTING REFAIR BILLS.

Office note.
No. 8y.
[Subject.—Typewriter/Duplicator No, belonging to the
Repair bills—Payment of.]

Pleage see the bill of

No. , dated
for Rs. being the charges for having repaired, overhauled and adjusted the
above machine,

In his letter No, dated ,» the Officer has

forwarded the bills and certified on the bills that tho machine is in, perfect working
order, after repair,
Submitited for oyders whether the bills may be accepted for Rs.
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S, Sty. 22.

ENDORSEMENT TO OFFICERS IN THE MUFASSAL T0 GET THE TYPEWRITER
REPATRED LOOALLY,
-N, Dis, B,

Returned,

Please have the repairs carried out by provided the company
guarantes for the good working of the machine for a period of one year from
the date of completion of repairs and forward the bill of repairs to this office with
your report regarding the good working condition, of the machine. If the company
do not attend to the repiars of the machine within a reasonable time, the matter may
be brought to my notice.

If the cost of repairs exceeds Rs. 25 please obtain and forward the estimate of
repairs to this office for scrutiny and approval,

When forwarding the bill or estimate please quote this office correspondence
number, relating to the original supply of the machine or thisoffice correspondence
number in, which subsequent repairs were dealt with or this office “F. No."” if already
intimated to you.

Controller of Stationery and Printing.

To
The

8. Sty. 23,
DRAPT ARRANGING SUPPLY OF LOAN MACHINE TO CITY OFFICE.

From
The Controller of St&tiormfy and Printing,
Ag-
To
No, 8y. B dated
Bir,
[Subject.—Typewriter—Loan machine—Supply of.]
[Reference.— 1
I request that a typist with a letter of authority may be deputed to test and
take delivery of a loan typewriter from the Stationery Stores, First Line Beach,
Madras-1. Its receipt may be acknowledged on arrival,

The machine should be returned to this office on receipt of your office machine
after repairs or when the need for it is over.

Controller of Stationery and Printing.

Copy to the Store-keeper, Stationery Stores, Madras, to intimate the serial number
and T.R.R. number after issue.
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S. Sty. 24,
DRAFT ARRANGING SUPPLY OF LOAN MACHINE TO MUFASSAY. OFFICYS,
From
The Controller of Stationery and Printing,
Madras-i,
To
No. B. , dated
[Subject.—Typewriter/Duplicator—Loan—supply of 1
[ Peference.—Your letter No, , dated 1
One typewriter/Duplicator. . is being sent to you separately. Please

acknowledge receipt of the same on receipt. The machine should be returned as
soon as your office machine is got repaired.

Controller of Stationery and Printing.

Copy to Store-keeper for information and necessary action.

The machine has been entered as item No, in T.R.R,
This may please be despatched to the officor urgently.
Copy to SBtock Clerk, ¢ D * Section, for information.

Controller of Stationery and Printing.

§. Sty. 25.
OFFICE NOTE FOR SUPPLY OF NEW TYPEWRITERS.
No. 8y. STATIONERY DEPARTMENT,
OFFICE NOTE.
[Sujbect—Typewriter—Supply to ]
[ Reference.— 1

In G.O. dated
Government have sanctioned the supply of a size
typewriter to the

The Officer in his letter No. , dated

has requested that the machine may be supplied.
The stock position of typewriters is as follows :—
The pattern of typewriter to be supplied to the officer may please be
indicated.
Pattern of typewriter. Quota, Ordered. Balance.
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8. Biy. 26,
DRATT ARRANGING SUPPLY OF NEW MACHINE T0 CITY OFFICES.
From To
The Controller of Stationery
and Printing,
adras,
No. , dated
Birs,
[Subject.—Typewriter—New
Supply to
Ordered.]
Please supply one new at the accepted rate of
Rs. to ;

Please instal the machine and get a certificate of its satisfactory working condition
and serid it to this office along with your bills,

Controller of Stationery and Pri

Copy to
with reference to his letter No,

Please acknowledge receipt of the machine as soon as it is supplied to you
and ecommunicate its serial number.

The existing old machine with you may be sent to

8. Sty. 27,
DRAFT ARRANGING SUPPLY OF NEW MACHINE TO MUFASSAL OFFICES.
From To
The Controller of Stationery
and Printing,
Madras.
No. dated
Birs,

[Subject.—Typewriter—New
Supply to
ggdarad.]
Please supply one new at the accepted rate of Rs,
to

The consignment should be booked to the Officer by Ppassenger train freight
to pay. FPlease instal the machine and get a certificate of its satisfactory working
condition and send it to this office along with your bills,

Controller of Stationery and Printi

Copy t with reference to

0
his letter No,
Please acknowledge receipt of the machine as soon as it is supplied to you and
communicate its serial number.

The existing old machine with you may be sent by passenger train securely
packed and freight paid to
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8. Sty. 28.
REMINDER TO THE COMPANY FOR SUPPLY OF NEW TYPEWRITERS.

OrrFi0oE oF THE CONTROLLER OF STATIONERY AND PRINTING,

Mapras-1,
No. 8y. Dated
To
Birs,
[Subject.—Typewriters—Supply—Requested— o]
[Reference.—This Office supply order No. Sy. B—
dated ]

Please arrange to supply urgently a new typewriterto
a8 ordered in the reference cited.
Coniéroller of Stationery and Printing,
Copy to

He is requested to intimate the serial number and the working condition of the
typewriter as soon as the machine is installed in his office by the company.

S. Sty. 29,

LETTER OF AUTHORITY TO TAKE DELIVERY OF THE MACHINE
FROM THE TYPEWRITER COMPANY.

No. 8y.

From To
The Controller of Stationery and Printing,
Madras.

Sir,
[Subject.—Typewriter/Duplicator N |
[ Reference.—Your letter No. dated and this
Office letter No. B dated o]

Please hand over the above machine to the bearer this office messenger.

Controller of Stationery and Printing.
Copy to Storekeeper.
Copy to messenger through Storekeeper.
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S. Sty. 30.

COVERING LETTER TO SEND THE MacmEiNE 10 THE TYPEWRITER
CoMPANY FOR REPAIRS.

From To
The Controller of Stationery
and Printing,
Madras.
No. , dated
Bir,
[Subject.—Typewriters/Duplicators,
Repairs to ]
[Reference.— .1

‘The above machine is sent herewith through a messenger of my office. Please
examine it thoroughly and send an estimate of repairs, Please also let me know
how long the machine will serve if repaired at the estimated cost.

Coniroller of Stationery and Printing,

Copy to Storekeeper, Please issue item No. in the register of type-
writers received.
Copy to u ger through Storekeep
8. Sty. 31,

DpAPT ACKNOWLEDGMENT FOR THE RECEIPT OF THE MACHINE,
From To
The Controller of Stationery and Printing, The
Madras.

No. , dated
Sir,

[Subject.—Typewriter/Duplicator No.
Returned—Receipt—Acknowledgment furnished. ]
[Reference.— I
The receipt of the above machine is acknowledged.

Controller of Stationery and Printing.

8. Sty. 32,
DrA¥r RECALLING LoAx MACHINE.
From To
The Controller of Stationery
and Printing,
Madras.
No. B. . dated
[Subject,—Typewriter—Loan machine— .
[Reference.— ]

The above loan machine was issued to you only for temporary use, Please make
immediate arrangements to return the same to this office.

Early action is requested.
Controller of Stationery and Printing,
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8. Sty. 33.
DRAFT REMINDER T0 TYPEWRITER COMPANY To EXPEDITE REPAIR,

From To

The Controller of Btationery

and Printing,
Madras.

Sir,

[Subject.—Typewriter/Duplicator .

[Reference.— 4

Please let me know whether the repairs to the above machine have since been
carried out and the machine returned to the officer. Urgent steps may please be taken
to repair the machine, if not already done,

Controller of Stationery and Printing.

Copy to
8. Sty. 34.
DRA¥T REQUESTING THE OFFICER REGARDING THE RECEIPT
or THE MACHINE FROM THE TYPEWRITER COMPANY,
From To
The Controller of SBtationery
and Printing,
Madras,
No. B. , dated
Sir,
[Subject.—Typewriter/Duplicator—Repairs |
[Reference.— 3

Please let me know whether you have since received the above machine.duly
repaired and, if so, whether it is now working satisfactorily.

The repair bill of the company, if received, may be forwarded to this office together
with your certificate of satisfactory working condition of the machine for payment.

An early reply is requested.

Controller of Stationery and Printing.
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5. Sty. 35.
Hisrory SEHEET oF THE TyPEWRITER/DUPLICATOR.

OrricE oF THE CONTROLLEE OF BPATIONERY AND PRINTING,

RAS-1,
No. 8y. B.
Pattern. Bize
Serial number.
Date of supply.
To whom supplied.
Original cost.
FParticulars of repairs carried out.
Designation of Amount of Bill
Date. Officer using the accepted esti- number An:}l)qi.;nt °f Remarks.
machine, mate. and date. .
(1) (2) (3) (4) (6) (8)
RS, RE,
§. Sty. 38.
ORIGINAL.

(To be handed over to the office to which the machine belongs.)
STATIONERY AND PRINTING DEPARTMENT.
Report of the Typewriter Mechanic.
1 Office to which the machine belongs
Report number, Date
Serial number in requisition register.
2 Particulars of the hi

(a) Pattern. (b) Size.

(¢) Serial number, (d) File number  allot-
ted to the machine
(if available).

3 Date and number of the requisition from the
officer or authorization from the Stationery
Office.

4 Date on which the machine was examined.
5 Result of the examination.
6 Recommendation of the mechanic.

(To state specifically whether the repairs will be attended to by him in that
office itself on supply of the parts, whether the machine should be sent to Station
Stores or to the Company for carrying out the repairs or whether the machine is
beyond economical repairs and requires tobe replaced—Brief reasons to be

furnished,

DUPLICATE.
(To be sent to Stationery Office.)

TRIPLICATE.
(To be retained by the mechanie,)
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8, Siy. 87.

DAILY PROIRESS REPORT OF MEOHANICS
(1N DUFLICATE).

ORIGINAL TO BE RETAINED.

Pattern and serial
Serial Date number of the machine S t_A'?it'endeds?gm
number. £ and the name of the officer Bonory
to whom it belongs. or at local offices.
Reference number. Nature of the Report of the mechanie.
defecta.
DUPLICATE 170 BE SENT TO OFFICE.
Machine belongs to  Attended at Stationery
Serial number, Date. and machine Stores or at local
serial number. offices,
Office reference Nature of the Report of the
or telephonic message, defects. mechanic.
8. Sty. 88.

Lerrer AsgiNg Looal OFFIOER TO SEND MACHINE To THE COMPANY.

Oxrice oF THE CONTROLLER OF STATIONERY AND PRINTING, MADRAS-1.

From
The Controller of Stationery and Printing,
Madras-1.
To
No. 8y. , dated
[Subject.—Typewriter,
No. Repairs.

The above typewriter requires workshop attention. Tt may be sent to
for examination and
preparation of estimate. If the estimate does not exceed Rs. 25 the company
may be instructed to carry out the repairs and the bill in duplicate may be sent
to this office with the certificate of the working condition of the machine after
repairs endorsed on all the copies of the bill for payment.

1If the estimate exceeds Rs. 25, it may please be sent to this office for serutiny
and approval before repairs o the machine are ordered.

Controller of Stationery and Printing.
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8. Sty. 89
NOTE ASKING STORE-KEEPER TO ALLOW REPRESENTATIVE OF
Locar, OFFICERS TO TAKE DELIVERY OF LOAN MACHINE.
U. 0. By.
[Subject.—Typewriter—Loan machine—Supply to .]
[Reference.— «J
The Store-keeper is requested to allow the bearer Sri

to test and take delivery of one loan ty; iter from the Stationery Stores and
intimate the T.R.R. No. and serial num of the machine.

(Ofe)

Controller.

Orrroe oF THE CONTROLLER OF STATIONERY AND PRINTING.

No. 8y. Dated
U.0. Note.
[Subject.—Typewriter—Loan machine,—Supply to .1
[Re, 8. — .]

The Store-keeper is requested to sallow the bearer Sri
to test and take delivery of one loan typewriter from the Stationery Stores and
intimate the T.R.R. No, and serial number of the machine.

Condroller of Stationery and Printing,

S, Bty. 40.
Lerrer askine COMPANIES TO SUPPLY SPARE PARmTs.

From

The Controller of Stationery and Printing,
Madras-1.

To
No. Sy. B. , dated
Sirs,
[Subject—Typewriter—
belonging to
spare parts—Supply of.]

Please supply the following spare parts suitable to the above typewriter
through this office mechanic t}vho will call at your office and send the bill of
cost to this office for payment#through the

Controller of Stationery and Printing.

Copy to
with reference to his letter No. , dated

The bill of cost may be forwarded with the necessary certificate of the working
condition of the machine after repairs, endorsed on all the copies.

Copy to the Btore-keeper, Stationery Stores, Madras, for necessary action.

Copy to the mechanic through the Store-keeper to take delivery of the spare parts,
from the company and fix $hem fo the above machine afid report to this office,
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5. Sty. 41,

LETTER CATLING FOR INFomrmaTion mumcarDING F. No.
From

The Controlleér of Stationery and Printing,
Madras-1.

To
The
No. 8y. B. , dated
Sir,
[Subject.—Typewriter No.
Repairs to— i
[Reference.— Y our letter No. .

I request that File Number allotted by this office to the above machine may
be intimated for further action in the matter.

Controller of Stationery and Printing.

8. Sty. 42.

LETTER ACKNOWLEDGING RECEIPT oF BILL.

From ) To the
The Controller of Stationery
and Printing,
Madras-1.
No. Sy. , dated

Sir,

[Subject.—Typewriter/Duplicator No.
Bill —receipt—Acknowledgment. |
[Reference.— o]

I acknowledge the receipt of the bill No. dated of
sent in the reference cited.

Controller of Stationery and Printing.

S. Sty. 438.
DrAFPT LETTER CALLING FOR REPATR BILL.
From To
The Controller of Stationery The
and Printing,
Madras-1.
No. By. , dated

8ir,
[Subject.—Typewriter/Duplicator No,
Bill —Payment.]
[Reference.— )
With reference to the letter cited, I request that the bill referred to therein may
be sent to this office with the certificate of working condition of the machine
after repairs endorsed on all copies, for payment.

Controller of Stationery and Printing

Copy to
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8. Bty. 44,

LETTER OF ADVICE FOR SUPPLY OF MuTAL Cover a¥p Bask Boarp (Looar).

From To
The Controller of Stationery The
and Prinbing,
Madras-1.
No. By. , dated
Sir,
[Subject.—Metal cover and base board for typewriter
No. Supply of.]
[Reference.— 1

I request that a responsible person with a letter of authority may be deputed
to take delivery of one set of metal cover and base board suitable for the above
typewriter from the Stationery Stores, First Line Beach, Madras. Its receipt
may be acknowledged on arrival.

Controller of Stationery snd Printing.

S, Bty. 45,
LETTER OF ADVICE FOR SUFPLY OF MITAL Cover aND BasE BoaArD (MUFASSAL).
From To
The Controller of Stationery The
and Printing,
Marras-1.
Letter No. Sy. , dated

L. No.

Sir,

[Subject.—Typewriter—size—Metal cover and hase board—Supply of.]
[Reference—Your letter ]

A set of metal cover and baseboard suitable for the above t riter has been

passed for supply. Please acknowldge its receipt on arrival and return the certifi-
cate of recoipt duly filled in.

Coniroller of Stationery and Printing.
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8. Sty. 46.

RerURN oF REpAtR Binn or TYPEWRITERS
From To
The Controller of Stationery The
and Printing,
Madras-1.
Letter No. Sy. , dated
Sir,
[Subject.—Typewriter/Duplicator—Repairs bill for Rs.

Returned ~for furnishing certificate regarding the working condition
of the machine after repair.]

[Reference.—Your letter No. .]

The bill for Rs. received with your letter cited is enclosed. Please
retransmit the bill to this office with the cerfificate regarding the working
condition of the machine duly endorsed on all copies of the bill. This may please
be treated as very urgent.

Controller of Stationery and Printing.
Copy to

8. Bty. 47.

Temporary RecerpT voR TYPEWRITERS AND DurLicATORS RECEIVED
1IN STATIONERY STORES, MADRAS.

Serial No.
OrFICE OF THE CONTROLLER OF STATIONERY AND PRINTING, MADRAS-1.
Dated 19
1 Pattern and serial number of the machine.
2 From whom received.
3 Stationery Office File number if known,
4 Whether machine was received with metal cover and base

.

5 Item number in the T.R.R.
Store-keeper, Government Stationery Stores,
Madras:

8. Sty. 48.
RecisTeER oF CLoTHING INDENTS.

Serial No. Current Date of Name of
(C.I. No.) number. receipt. officer.

Berial number
Indenting Officer’s Date of order to in the regis- Forascha
Number and date. tailor, jails ter of clothing WARTES:
orders
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8. Sty. 49.
Reaster oF CrorEiNg ORDERS.
: ‘With wh
ber in ith whom
; ) Current TR, Name of
Serial number. bdiitins the_c‘lobh:ng officer. m.
register.
(1) (2) (3) (4) (5)
. Date of
Date of Bill number :
Date of order. compliance. and date. pa;:nbg uﬁf Remarks.,
(6) (7) (8) (9) (10)

s- St.‘;'. 50.
OrpER ForM FOorR THE BurrLy or FINISHED GARMENTS,
From
To
The Controller of Stationery and Printing,
Madras-1.
No. Sy. dated
C. I. No.
Sir,
[Subject.—Clothing—Supply |

Please stitch the clothing as detailed on the reverse and deliver them at the
Stationery Stores, First Line Beach, Madras-1, under advice to this office. The
made-up garments should be delivered at the Stores within seven days from the
date of receipt of the clothing materials.

The clothing materials have been passed for supply and they may be taken deli-
very of from the Stationery Stores at First Line Beach, Madras-1.

Controller of Stationsry and Printing.

Copy to the Store-keeper, Stationery Stores, Madras, for information. The receipt
of the garments from the contractor may be intimated to the office.
Copy to the
The unstitched articles claimed in the indent and mentioned below * have been
passed for supply.
A clerk with a letter of authority may be deputed to take delivery of them from
the Stationery Stores, Old High Court Buildings, First Line Beach, Madras-1.
They will be despatched to you shortly, Please acknowledge receipt on arrival,
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Descriptio d
Indent register  Clothing order Office. Number of e:fgb;rl:]?n
number. register number. persons. liveries.

() (&) (3) (4) (5)

Details of measurements.

L3 T |
For coat, shirt and sherwani, For troussrs and short.
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Controller of Stationery and Printing
§. Sty. 51.
DRAFT ORDER FOR CUMBLIES, SANDALS, ETC.
From To
The Controller of The Superintendent,
Stationery and Printing, Central Jail.
Madras-1.
No. Sy. dated
C. I. No.
Hir,
[Subject.—Clothing—Warm—Cumbly/Cumblies—Black ammunition boots/
Chrome sandals—Supply of.]
[Reference.— .
Pleass manufacture cumbly/oumblies, ammunition boots/Chrome

sandals and despatch them direct to the address mentioned below under advice to
this office.

2. The relative supply invoice in triplicate may be sent to this office after the
supply is effected.

The foot tracings required will be sent to you direct by the indenting officer,
Controller of Stationery and Printing.
Copy to
The receipt of the article may be intimated to this office,
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8. Sty. 52.
DrA¥T CALLING FOR ACENOWLEDGMENT OF CLOTHING.
From To
The Controller of Stationery and Printing,
Madras-1.

R. C. No.

C.I. No. , dated

Sir,

[Subject,—Clothing—Ordinary/Warm—Supply of.]
[Reference.— .1

The following articles of clothing were despatched to you under R.R.No.
dated

Please arrange to take delivery of the eonsignment on arrival there and
acknowledge receipt of the articles item by item.

Controller of Stationery and Printing.

8. Sty. 53.
InpENT REGISTER.
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8. Sty. 56.

RE@IsTER o SHORT RECEIPTS REPORTED BY OFFIOERS.
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8. Sty. 56.

RecisTER OF RETURNED ARTICLES.

*§3IBTIOY

..ﬂmﬂs
-3U0)) JUBISISSY JO S[RITUL

‘uorgon® Joj reds
908 S9[91348 JO Io3sIHel Ut
Jaquunu We3l JI0 0098
03 Pepp® USYM JSGTUNU
ofed Iesi8ex jooys esooy

‘[esodsip jo eange Ny

‘saforgae yo uordiosa(y

Aue
Jroeyep i Jequmu
JUALINO PUB PIUIMIAI
wroym AQ I90IFO JO OTUBN

IequInu
JueLmd oo AToworgBly

I9qUINT [BII3G

8, Sty. 57.

REGISTER OF ARTICLES SET APART FOR AUCTION,
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5. Sty. b8.
Noti ForM FOR DisPosaL OF RETURNED ARTICLES.
C. No.
[Subject.—Stationery—Returned articles—Repl t—Proposals.]
[Reference.—From the o]

Please see the correspondence in the current file.

The has
retul::eg the following articles of stationery and he has requested that they may be
replaced :—

The articles returned by the officer are good/unserviceable., They may therefore
he added to stock/condemned and set apart for auction. Subject to orders draft
letter to the officer, adjustment slip and issue slip are submitted for approval.

This case has been entered as item No. in the Register of
returned articles and as item No. in the Register of condemmed
articles/Register of articles set apart for auction.

8. Sty. 59,
DraFr ¥OR ACKNOWLEDGMENT OF RETURNED ARTICLES.
Letter No. Sy.
dated 19
To
The
Sir,
[Subject.—Stationery—Returned articles—Acknowledgment—Replace-
ment.]
[Reference.—Your letter No, N
The receipt of the sent with reference to your letter

vited, is acknowledged.

2, . hasfhave been passed for supply in
replacement of the articles referred to in paragraph 1 above. It/They will be
despatched shortly. Please arrange to take delivery of it/them from the Stationery
Stores, First Line Beach, Madras, and acknowledge its/their receipt on arrival
and return the certificate of receipt duly filled in.

Controller of Stationery and Printing,
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S. Sty. 60.
ADJUsTMENT BLIP,
No. Date.
AT e 5]
N |
® @ ) :.:“ g
Flor ¢ : i
] = & o .
Tvgidady B2 g
898 upem g S
g3 B :EFE E . b 2
g -g—"g Ll g - it it
£585898¢F & E 3
/& o <7 [«
gzatl;mery Office, Madras, Controller of Stationery and Printing.
te
8. Bty. 61.
Barance Srre (Lamrem 131 X 63).
Issue =
Balance, e,
) By Goods train. Serial No. 1. No.
y Passenger train, Cr. No.

Date of charging
(ii) Date up to which
this slip is valid
To
1 Designation, of officer to whom supply is intended,
2 Nearest Postal Town,
3 Nearest Railway Station.

Acknowledgment of

Serial Quantity Quantity person, receiving the
num-  Description of articles. passed for actually article (in the case

ber. supply. supplied. of local indents only

in words).

48] (2) (3) (4) (8)
Stationery Department,
Madras, 19 Assistant Controller of Stationery and Printing.

(Reverse side,)

Name of packer deputed to Date of transfer of slip

pack the consignmont. to Indent Section.

Number Credit note  Bignature and designation,

Description, of packages, of number and
packages, date,

1) (2) (3)

of the officer signing
the credit note.

(4)
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8. Sty. 62.
Bavanoe Sure (Bmann 8% x 64.)
I_"' 8K
Balance © 10"
2B Goods train, Serial No, 1. No.
@ By Pagsenger train,. Date of oharging, Cr. No.
(ii) Date up to which this
slip is valid
To
1 Designation of officer to whom supply is intended.
2 Nearest Postal Town.
8 Nearest Railway Station,.
Acknowledgment of
Berial Quantity Quantity person, receiving the

num- Description, of article.  passed for actually article (in the case
ber. supply. supplied. of local indents only

in words.)
(1) 2) (3) (4) (5)
Stati y Department,
Madras, 19 Assistant Controller of Stationery and Printing
(Reverse side,)
Name of packer deputed to Date of transfer of elip
pack the eonsignment, to Indent Section
Number Credit note  Bignature and designation
Description, of packages, of number and of the officer signmg
packages, date. the credit note,
(1) (2) (3) (4)
8. Sty. e8.

DRAFT OBJECTION ON INDENTS.

From To
The Controller of
Stationery and Printing,
Madras,

L No.
0 No , dated

Sir,

Your annual/Supplementary indent No. , dated has been passed

subject to the objection noted below.

Separate intimation will follow regarding the date on which articles may he

taken, delivery of from the Stationery Store.

The articles will be despatched to you at an, early date,
Controller of Stationery and Printing.

* Nature of objection.
1 Being the excess of the three years average.
2 Passed as per scale fixed.
3 Not previously indented for, Reasong for the
claim to be stated.
4 Not stocked and supplied by Stationery Office,
5 Supply discontinued.
6 Balance on, hand taken into consideration in
passing your claim.
7 Claim disallowed for want of Government sanction.
8 Correct description of the article to be stated,

Item number of the article
in the indent.
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8. Sty..64.

LeETTER OF ADVICE TO LocArn OFFIOER TO TAKE DELIVERY OF
STATIONERY ARTIOLES ON ANNUAL INDENT.

From To

The-Controller of
Stationery and Printing,
M

No. 8y. , dated
Sir,
Subject.—[Stationery articles—Taking delivery—Requested.]

Your annual indent for the year has been
passed for supply. Please depute & clerk of your office to the Government Stationery
Stores, First Line Beach, Madras with & letter of authority to take delivery of the
available articles on

Controller of Stationery and Printing.

S. Sty. 65.

Lerrer oF ADVIOE To LocAn OFFIOER TO TAKE DELIVERY OF BALANOCE
OF STATIONERY DUE ON ANNUAL INDENTS,

From To
The Controller of
Stationery and Printing,
Madras-1,
No. Sy. , dated
8ir,
An, issue slip for the supply of is ready for compliance,

Please depute a clerk of your office at 10 a.m. to the Government Statiowery Store,
First Line Beach, Madras with a letter of authority to take delivery of the article/
arbicles within a week as it/some of them is/are likely to be oxhausted by supply
to other officers and its/their replenishment may take considerable time.

Coniroller of Stationery and Printing

8. Sty. 686,

CoNTENTS SLIP (FOLIO SIZE),
STATIONERY AND PrinTing DEPARTMENT.
GOVERNMENT STATIONERY STORES, MADRAS-1,

Contents slip, dated 19 , in respect of Indent No.
relating to the which was transferred to Stores on
19 , and charged on 19 under No.
and the articles were despatched under credit Note No,

Details of the articles supplied,

ngxﬁ: Description of the articles, Quantity supplied.
(1) (2) (3)

Nore.—Please return the empty dealwood cases to the Controller of Stationery
and Printing, Stationery Stores, Madras-1.
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5. Sty. 67

ConrENTs SL1P (QUARTO SIZE).
STATIONERY AND PRINTING DEPARTMENT.
GOVERNMENT STATIONERY STORES, MADRAS-1,
Contents slip, dated 19 , in respect of Indeat No,

relating to the which was transferred to Stores on
19 , and articles were despatchad under Credit Note No.

Details of the articles supplied.

HE:?;II' Daseriptio of ths articlos, Quan®ity supplied.

(1) (2) (3)

Nore,—Please return the empty dealwood cases to the Coatroller of Stationery
and Printing, Stationery Stores, Madras-1,

8. Sty. 68,

ACENOWLEDGMENT FOR THE RECEIFT OF DEALWOOD CASES,
From To
The Controller of The
Stationery and Printing,
Madras-1.
No. L, Dis, dated 19
Sir,

[Subject,—Stationery—Empty dealwood cases—Receipt—
Acknowledgment of.]

[Reference.—Your letter No. J

I acknowledge receipt of ompty dealwood cases sent with
reference to your letter cited.

Condtroller of Stationery and Printing.
(On, the reverse side.)

To
The
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5. Bty. 69,
DRAFT FORWARDING CONTENTS SLIF To MuFAassar OFFICERS.

From To

The Contraller of
Stationery and Printing,
Madras-1.

No. » dated

Sir,

I enclose the contents slip of the packings relating to your indent/supplemental
indent, dated with railway receipt No. and a
blank certificate of receipt. Please return the contents slip duly acknowledged
along with the certificate duly filled in and signed at an, early date, Please quote
this office current No. in all correspondence while claiming balances.

Coniroller of Stationery and Printing.

Enclosures—
1 Contents slip.
2 Railway receipt.
3 Certificate of receipt (Blank form)

Certificate of receipt.

I hereby certify that I have received in good condition the items of Stationery
noted in the contents slip relating to the consignment despatched under B.R. No.
dated . I further certify that the cases were opened and
their contents were counted out and compared with the entries in the contents slip
in my presence, as required under rule 41 of Stationery Manual and that all the
articles actually issued by the Stationery Office have been properly accounted for
in the prescribed stock baoks. The consignment reached the station on

Date Signature

Station Designation,

(To be filled in where the Stationery has not been counted out and examined by the
indenting officer or by & Gazetted officer on his behalf),

I hereby certify that I was unavoidably absent from headquarters during a
period of t{rea days subsequent to the arrival of the consignment of Stationery
above referred to and that the consignment was opened by the

under my orders,

Date Signature

Station Designation
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8. Sty. 70.
DRAFT FORWARDING LIST OF ARTICLES SUPPLIED To City Orrices,
To
The antroliar of
Stationery and Pmﬂn&%} -

Sir
’ [Subject—Stationery—Annual indent/Supplemental indent—Compliance—
Certificate of receipt—Requested.]

I enclose herewith a list of articles of Stationery delivered to your representative
8ri on, and a k certifi-
cate of receipt. Please return the list duly acknowledged along with the
certificate duly filled in and signed. Please quote this office current No. in
all correspondence, while claiming balances.

Controller of Stationery and Printing.
Enclosure—

1 List.
2 Certificate,

Oertificate of receipt.

1 hereby certify that I have received in good condition the articles enumerated
in the list, and taken delivery of by my representative Sri
on, . er certify that all articles actually issued by the
Stationery Office bave been properly accounted for in the prescribed stock books.

Date Signature
Station, Designation.

B. Sfy. 71.
REMINDER POST CARD TO GET CERTIFICATE OF RECEIPT.
Reminder Post card.

OrricE oF THE CONTROLLER OF
STATIONERY AND PRINTING, MADRAS,
R.C, No.

I. No.

Memo.

The Controller of Stationery and Printing requests that the certificate of receipt
relating to the stationery articles despatched under R.R. No.
dated relating to your indent No. dated
may be returned to this office duly signed at an early date,
along with the relative contents slip duly acknowledged.

Coniroller of Stationeryand Printing.
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S. Sty. 72.
MEMORANDUM TO PACKERS CALLING FOR EXPLANATION FOR DISCREPANCY,

Sy.
OrricE oF THE CONTROLLER OF

1. No. STATIONERY AND PRINTING, MADRAS-1.
Memo.
[Subject.—Stationery—Supplied to the —~Complaint—
~—Shert receipt of.]
[Reference.— k

While acknowledging the receipt of articles in contents slip bearing I. No,
ﬁ::' t;fﬁoar has reported short receipt in respect of the following items of stationery
drticles.
Packer
who packed the consignment is directed to explain the discrepancy within a week
from the date of receipt of this memo. and show canse against the recovery of the
cost of the articles,

Controller of Stationery and Printing.

To
Packer
; A Quantity actually
Name of the articles. Quantity issued, acknowledged.
5. Sty. 73.
StaTIONERY CoMMITTEE BOOE.
o g Q B ¥
8% % 85, ¢ & &
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= § §§F i4g i°% e E% 4% 8
2 § sﬁ 3 g @ O = Ea 5 g = i
g+ = = = o0 5 @ 5 ....E B
i & & & C a : A~



RETUBRNS AND FORMS RELATING TO THE STATIONERY DEPARTMENT 1 19

S. Bty. 74
DivEcr DELIVERY SLIP.
Sy.
Stores to bring under receipt and issue of

supplied to the

direct by

at cost of Ra. plus sales tax
ag per this office letter No, Sy. , dated

Ofc
Controller of Stationery and Printing.

Dirror DErivery SLIP.

Stores to bring under receipt and issue of o
supplied to the
direct by
at a cost of Rs. plus sales tax
ag per this office letter No. Sy. , dated ,

Controller of Stationery and Printing.

8. Sty. 75.
Nore ForM FOR EENDING SAMPLES OF PAPER TOR TEST,

Orrice oF TEE CONTROLLER OF
STATIONERY AND PRINTING,
By. BTATIONERY STORES.

Subject—[Btationery—FPaper—
Tast and acceptance—Proposals.]
From
The invoice with samples taken from the following consignment is submibted
for test by Assistant Superintendent (Press) :— =
" Name of the mill.
Variety of paper.
Quantity received.
Invoice number and date.
Railway recoipt number and date,
Date of clearance.

It is for orders whether the consignment :I:l’.‘li;y be accepted and taken into accounts
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8. Sty. 76.
STA.TED[ENT BHOWING THE SUFPFLY OF PAFPER AND BOARDS TO THE

MixT BUinpings

GovERNMENT PRESS, MADRAS, ON: ——19
CENTRAL JAIL
Tesuo slip Numbor of  Gate 4
number and Description, of paper. Quantity, in thi:ﬂ pass 3
date, despatched. number, §
(1) (2) (3) (4) (5) (6)
Store-keeper,
Stationery Stores, .Zlaf.adraa-l.
To
The Store-keeper,
Mint Buildings
Government Press, , Madrag,
Central Jail
8. Sty. 77.
REcIsTER OF ALL RECEIPTS 0F CONSIGNMENTS IN STORES.
b = 4 oOHa®
; XE . F £ 288
< b ] o g E g E
© aE 2 'a ° % A=E
B 52 g 8 = S4B
] B a = 2 B g RS
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© AE i B Eof
5 . E i g e X -Sﬁhm ]
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8. Sty. 78.
Burk Stocx Boox.

Description, of article,

Ledger page. Average issue,
Open stock account page, Minimum stock.
Number in Appendix I of the Stationery Manual,
Receipts. Issues. Balance.
r A = r A ] [ A 2]
5§ o : 3 ;3 1
B 3 e - £
¥ 5 g g & 8 g g 2 ; §
s & 8 8 8 & g g 8 e x
s 5 2 . § ® Z 42§ k8
o bl ] T8 A “ o, | & L IR H 4
i 84 5 g8 2 oz 58 B ¢ 2§ B S
s §8 2 is 0 4 f8 2 % 13 & 18
: ¢f f %2 3 ¢ Es § % Es @ if
| [ = z [« “ 4 [« Zz z (=4 =
S. Sty. 79.
Loose Sroox Boox.
Description of articles.
Ledger page. Average issue.
Unopened stock account page. Minimum stock.
Number in Appendix I of the Stationery Manual,
Initials of
Tk ; store-keeper
‘erence for : in case of
Month and date. receipts or Recoipts. Issues.  Balance, receipts and
lesues. Quantity. Quantity. Quantity, Packerin

case of
issues,
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8. Sty. 82,
(To be in duplicate and written up with copying ink pencil and
carbon paper.)
ORIGINAL.
IntrA SToRE TRANSFER VOUCHER.
Indent number. Section.
Short deseription of the indent. Date.
Serial Deseription of Quantit Quantity Acknowledgment.
number. articles. required. issued.
Date Store-keeper,
DUPLICATE.
InTRA SToRE TRANSFER VOUCHER.
Indent number. Seection
Short deseription of the indent. Date
Serial Deseription of Quantity  Quantity Acknowledg-
number, articles. required. issued. ment.
Date Store-keeper.
S. Sty. 83.
BarawcE REGISTER.
by o @g o
i, 43 f s 434
o 2 = g3 =
e =] g" b a [+ : g
2 ; @ 5 5 8 w 3
0§ %3 gy ., 8 &S -
i 3 5 o2 F ws ggg &
A g E B $.§ g g b 2 .E £ § % )
e D .
T 0% gk 19% §§ 0§ 2y £3dF &
& s 3 & 2 & A k e
(1) (2) (3 (4) (5) (8) (7 (8) (o

S. Bty. 84.
REGSTER OF PURCHASES MADE FROM CONTINGENCIES.
- & B i}
§£§° g .
§ ﬁ%mg El §
« T & g
g wBEEE ] &
9 o= g g 5 g
& ség EE o g '
g S.8 u] 2 g g
- OUEocmpy Gl
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8. Biy. 86.

InpEx CARD.

Name of the article. Date. Receipts. Issues. Balances.

8. Bty. 86.

CEECE REGISTER OF OBDERS AND SUPPLIES.
Name of the article.
Name and address of the contractor.
Reference number. Rate

and accepted.

C. B. number and
date.

Quantity received

Quantity ordered.
Quantity advised

Balance due.
Remarks.

8. Sty. 87.
DrarT SUPPLY ORDER YOR SUPPLY OF STATIONERY ARTICLES.
By Registered Post—Acknowledgment due.

From To
The Controller of Stationery
and Printing, Madras-1.
No. 8y. dated
Bir,
Subject,—[Stationery
Requirements for —Supply—Ordered—
Reference.—Your tender, dated i |
. [Your offer to supply at Rs.
is accepted.]
Please supply
at the accepted rate and as per the accepted sample. The supply should commence
after and should be comlpeted on or before

as already notified in the tender notice.

The supply orders for additional requirements will be placed with you as and
when necessity arises.

The value of goods ordered from you now, works out to Rs.
Please deposit & sum of Rs. being 10 per cent of the total value of the articles
ordered in the Post Office Savings Bank Account pledging the amount to the
Controller of 8tationery and Printing, Madras-1, and send the relative Pass Book
to this office as a security for the faithful performance of the contract within a
week from the date of the receipt of this letter.

Please also send with the Pass Book a sum of Rs.
(Rupees only) in cash to this office towards
the stamp duty for the agreement which should be executed by you within 30 days
from this date. Your attention is invited to the condition of tl};a tender notification
regarding the failure to pay the security deposit or execution of the agreement,.

Please acknowledge receipt of this order.
Coniroller of Stationery and Printing.
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S. Biy. 88.
No. 8y. 19

Head Accountant,

Please return the following invoice of the Buperintendent, Central Jail, duly
countersigned ;—

Description
B.R. C.B. I Dt of the Quantity. Amount.
number. number. number. artiele.

Ofe
Manager, Stationery.

No. 8y. 19

Head Accountant,

Please return the following invoice of the Superintendent, Central Jail, duly
countersigned :—

Description
B.R. C.B. I. Dt. of the Quantity. Amount.
number. number. number, article.
Manager, Stationery.
S. Sty. 89.

TrANSIT REGISTER.

Signature of the
Date, Reference number To whom sent, concerned person.
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8. Sty. 90,
LETTER FORWARDING DEMAND DRAFT TO PARTIES.
From To
The Controller of Stationery The

and Printing, Madras, ~ ...... Craeeeaas .

No. 8y./ oy dated
Sirs,
[Reference.—Your bill No. , dated
for Ras. ]

I encloge a demand draft on the Reserve Bank of Indm,fSt.nte Bank of Tndia
bearing No. dated r Rs.

in payment of your above bills.
Please send a stamped receipt at an early date,

Controller of Stationery and Printing.
Enclosure : I.D.D.

5. Siy. 91.
Lerrer SENDING STAMPED RECEIPT.
From To
The Controller of Stationery The Pay and Accounts Officer,
and Printing, Madras-1. a8,
8v
No. Sy.! v dated
Sir,
[Rafsrsﬂaw—-Contmgent bill for Rs.
Token No. dated 1
I send herewith a stamped receipt for Rs. in respect of the
contingent bill noted above.

Coniroller of Stationery and Printing.
Enclosure : Stamped receipt.



S. Sty. 92,

LOCAL FUND CHEQUE BOOK,
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8. Sty. 99.
LETTER OF ADVIOE FOR LocArn Funp UrEQUE Booxs aND Pass Book,
From

The Controller of To
Stationeryand Printing, The
Madras-1.
No. 8y. Dated
Sir,
[Subject.—Local Fund Cheque Books—Supply of — 1
[Reference.— 1

Local Fund Cheque Books and Local Fund Pass Books have been passed
for supply and they are under despatch. Please acknowledge their receipt on
arrival and return the contents slip duly signed,

Controller of Stationery and Pri

8. Sty. 100.
LETTER OF ADVICE FOR OTHER THAN Locar Fuwnp Creque Boogs.
From To
The Controller of The
Stationery and Printing,
Madras-1.
No. 8y. Dated
Sir,
[8ubject,—Cheque Books ]
[Reference.— 1

Cheque books of 50/100 leaves each has/have been passed for supply. Please
depute a responsible person with & letter of authority to take delivery of it/them
and to acknowledge receipt.

Conitroller of Stationery and Printing
S. Sty. 101,
LETTER CALLING FOR ACENOWLEDGMENT OF CHEQUE BOOKS AND PASS
BOOKS,
From To
The Controller of Btationery
and Printing, Madras-1.
No. 8y. dated 19
Sir,
[Subject.—L.F. Cheque Books and Pass Books—Supply of—Acknowledgment
—Called for.]
[Reference.—This Office letter Sy. No. 1
Please acknowledge receipt of L.F. Cheque Books bearing Nos.
and

L.F. Pass Books despatched to you under Railway Receipt

No. dated and return the Invoice and the Certificate

of receipt duly signed.

Controller of Stationery and Printing.



RETURNS AND FORMS RELATING TO THE STATIONERY DEPARTMENT 149

ANNEXURE D.

List of returns due for submission to officers from the sections of the
Stationery Department geriodically.

Serial nnmber and
name of return.

m

1 Btatement showing the list
of persons due for re-
tirement in the year,

2 Annual Indent for T.
& A, forms.

3 Report on the Burprise
inspection of stationery
_stores by the Assistant
Controller.

4 Annual Indent for Com-
mon Forma,

5 Annual Indent for 8. Sty.
Forma.

6 Annual Indent for covers,
and Economy labels,

7 Indent for Press made
articles.

8 Annual Indent for Sta-
tionery articles.

9 Progress made on the
disposal of indents in
the store,

10 Progress made on the
work of carpenters.

11 Progress made on the
despatch of consign-

menta.

12 Report on the consump-
tion of petrol for
lorries.

13 Statement showing num-
ber of consignments
received during every

fortnight and their
accounting.

14 Btatements showi the

. paper issued during

every fortnight under
suspense account,

15 Certificate on the main-
tenance of the foreign

receipts register.
16 Certificate on the inain-
tenance of  stock

registers for packing
materials.

Date when
due.

(2)

15th Jaxiu&ry
of each year.

‘15th March of

each year.

16th March of
every year,

16th April of
each year.
15th May
each year.

16th Beptember
of each year.

80th Beptember
of each year.

1st October of
each year.

Every Monday.

of

Do.

Every Saturday.

Do.

5th and 20th of
each month.

10th of every
month.

Do.

From whom
due.

8

Establishment
clerk.

Record-keeper.

Asgistant Con-

troller,

Record-keeper.

Do.

Do.
B 10 Clerk.
Record-keeper.

Btore-keeper.

Do.

To whom
due.

4
Controller,

Presa Branch.

Co-ordination
Bection,

Press Branch.
Do.
Do.
Do.

Aggistant Con-
troller.

Controller thro.
ugh Aspig-
tant Control-
ler.

Do.

Do,

Asgigtant
troller.

Con-

Controller.

Asggistant Con-

troller.
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ANNEXURE D—cont.

List of returns due for submission to officers from the sections of the

Stationery Department ;1:1e:'wit:n:fik:c;.!.!y'-—i::nmt-f

Serial nomber and
name of the return.

(¢}]

17 Statement showing pro-
gress in the sanction
of inerement to the
members of the staff
in stores.

18 Review of balance regis-
ter.

19 Certificate of reconcilia-
tion of day-books and
stock books.

20 Quarterly Certificate of
sufficiency of stock.

21 Certificate of quarterly
verification of atock.

22 Review on the main-
tenance of typewriters
received inthe Statio-
nery Stores.

23 Review on the payment
of Tax under M.V.T.
Act for two lorries.

24 Income-Tax—Verification
eertificate for clearance
of—Exemption granted
to certain companies—
particulars of contract
given during the guar-
ter.

25 Importe—By Govern-
ment and Semi-Govern-
ment Institutions,
Local Bodiea ete.—
Constitution of Public
Sector—Information
required by Reserve
Bank of India—
Quarterly reports,

26 Materials—Purchased for
election purposes—
stocking — Accounting
and wverification of-——

Certificate—Half yearly.

27 Statement showing the
appointments made
under rule 10 (a) (i) in
respect of L.D. clerk.

28 CO.P.P.F. withdrawal for
¢ bscribing to the In-
surance Policies.

Date when From whom
due. du

(2) 3)
10th of every Btore-keeper,
month.

Do. Do.
Do Do.
Gth day of last Do,
month in each
quarter.
156th day of Do.
April, July,
October and
January.
10th of each Do,
month.
10th of the Do,

month follow-
ing each quar-
ter.

Do. Manager,

10th of the month Manager, Head

following each Accountant
half year. and  Store-
lkeeper.
7th of every Establishment

month Clerk.

2nd of every Do,
month,

To wh
due.

4)

Aggistant Cone
troller.

Do,
Controller.

Do.

Aggistant  Con-

troller.

Controller thro-

ugh Apgsis-
tant Control-
ler.

Co-ordination
Bection,

Do,

Do,
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ANNEXURE D—cont.

List of returns due for submission to officers from the sections of the

Stationery Department periodically—cont.

Serial number and Date when From whom To whom
name of the return. due. due, due.
(1) (2) (&) [C)]

29 Attendance  register— O5th of every Clerkmaintaining Controller thro-
Closing of and review  month. the attend-  ugh Assist-
of late attendance and ance register. ant Control.
of absence. ler,

3) Review on the maintenance 10th ‘of every

Head of section

Asgigstant Con-
of the Register showing month, in charge of troller.
the typewriters and corregpondence
duplicators issued on relating  to
loan. maintenance
of typewriters
and duplica-
tors.

31 Statement showing the Do. Accounts Sec- Co-ordination
details of expenditure tion, Section.
incurred in connection
with election and re-
ceipts in connection
with election.

32 Certificate regarding send- 15th of each D.C.B. Clerk. Agsistant Con-
ing of bills for cost of

month,
stationery suppiied.

33 Review of the special re-
gister, showing the re-
ferences received from
Government and the

1st and 15th of
every month.

Section Heads.

troller or other
gazetted ofl’-
cer in charge.

Assistant Con-
troller or other
gazotted offi-

cers in charge
Board of Revenue of sections.
(Fortnighsly),
34 Monthly arrear list On dates fixed Do. Do.
for each sec-
tion,
35 Statement of contracts 20th of each B 8 clerk, Co-ordination
involving import of month.

goods on defiggred pay-
ment terms,

Section.






INDEX.

AccouNTs—
Duties of — Section
Monthly reconciliation of
Periodieal check on .. i .x .
Posting of issues in the departmental register
Posting of igsues in the daily totals register

ACENOWLED GMENT—
How articles of Stationery received by officers to be acknow-
ledged.

ADJUSTMENTS—-

Due to annual stock-taking iia o ) s

Due to deficiencies in consi ents of stationery ..

Of bills for stationery supplied by other departments

Of daily ledger and stock-book ¥ i ols i =

Of discrepancies between contents of cases of imported stores
and packing account,

slip for articles returned by officers -

ADVANCES—

Death of officers to whom advances for typewriter granted—to
be reported to Government.

For the purchase of typewriters 2 .

Grant of—for buying second-hand typewriter

Period of recovery of .. = il i iss . -

To Superintendents in Seeretariat Offices and Legislature

Secretariat.
To whom not permitted

ADVICE—
Of despatch of consignments

ARTICLES—

Classes of—to be supplied by the Stationery Department
Custody and issue of Stationery — arrangement for
Damaged — disposal of .o o s vi
Damaged and missing — write off . e e .
Description of — to be supplied by Stationery Department.
Disposal of — issued to temporary staff

For which no standard allowance is fixed ;.Meth:;d of I;l'dentir;é.

Indian Manufacture — Arrangements for supplies

Indian Manufacture — Instructions to regulate supply .. ..
Periodical, damaged or destroyed — How to be indented for ..
Periodical — Replacement of i o 5 Wi
Return of — To the Stationery Department

Sources from which — Are obtained -

Surplus — Disposal of acs Vs

Unserviceable — disposal of .. - s

Issued on a fixed scale and for stated periods 5 wss
Marked variation in the demand for — to he explained ..

not approved by the committee o e .

not consumed by use, how indented. . o

not printed in the indent form, how indented

out of stock — Bupply on replenishment .. ais o
returned to Stationery Department, how to be dealt with

Averion—
Sale of unserviceable articles — by public ..

RULES

112 (g)
147
143
145
146

41

165

140
147
123

151

68 (v)
68 (ii)

61 (Note).
b

59

152 and 153
21

26

120

a2

20

135

151

153
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B
BALANCE—
Instructions for suply of — of stationery
Lapse of — of Stationery .
Reduction of — in loose stock befors stock- ‘I;aklng
Register of — for articles out of stock
Binrs—

Adjustment of— of other departments
Checking of —for stationery pumheaed
Cost of sale indents — for ..
Payment of — for clothing
Payment of — for stationery pumlmaed
Bupeer—

Preparation of — estimates ..

c
CarcuraTIiNG MACHINES—
Patterna preseribed for supply
Sanction of Government regarding supply of
Casgs—

Containing two or more imported articles .. i
Imported, damaged or with traces of tampering ..

CERTIFICATE—

Articles issued for stated periods to ba aupphed ona—
Clothing to be renewed on 8 —

Disposal of damaged articles — for .

Form of — to be given by Stock- verification Officer
Monthly reconciliation of accounts — for .
Quarterly—of sufficiency of stock

Quarterly verification — by indenting officers
Quarterly verification — by the Store-keeper

CLOTHING—

Alteration in the scale of -—-Authm::ty competent to make
Classes of gervants to whom — is supplmd

Conditions for renewal of ..

Delegation of powers regarding

Extent of Governments hold on — aupphed

Method of obtaining

Powers of Director of Medical Semces mga:d.mg
Preservation of—during the period of non-use
Procurement of khadi .

Supply to income-tax department.

CoyrraryT—

About quality of supplies

About damages in transit .

About short receipt, ete. —how t0 be dealt with
About imported articles .
About supply made by pnvat-e dealers

CoNSIGNMENTS OF STATIONERY—
Adjustment of deficiency in ..
Advice of despatch of -
Booking of
Damages, deﬁmemcy and e:wesu in—to be reportexi at once
Method of securing delivery of
Offcers authorized to verify .
I’recautions to he observad in takmg dehvery of .
Vorifieation of ..

e

o

RULES

135
166
135

149
149
138 (b)
101
149

112

93
93

124
123

97 (ii5)
100
95
97 (ii)
99

103
102

41,126 (c)



INDEX

C—cont.

CONTRACT—
Settlement of — for indigenous articles

CONTRACTORS—

Delay in supply by — to be brought to the notice of the Controller
of Stationery and Printing.
Direet correspondence by officers with — prohibited

CORRESPONDENCE—

Arising out of an indent to t'h.l.ld pam:as
Relating to supplies ..

Relating to imported artileles

CosT—
Bill of— for sale indenis ;
Recovery of — of deficiency or (Iamaga
Recovery of — short receipt .

CusTopy—

Of keys of store-room during stock verification i
Of stationery articles in other offices. = e v

CYCLOSTYLES—

Authority compatemt to sanction first sup‘p]} of
Purchase of

Repairs and renewals to .
Styles for — cannot be repaired . .. . Le
Bupply of — restricted to small offices s i .

D
Damage—

Articles damaged in transit

Cost of damage or missing nrt.leles-—Recovcry or write off

Treatment of damages discovered during quarterly verification by
Store-keeper .

Wilful —to a tyjpawntm to be 1eporbed to heads of dapartmentq

DEFICIENCY—

Caused by excusable accident, how to be dealt with
Caused by careless packing . e
Due to non-observance of rules by officers ..
Found during verification of stock by officors

DurricaTomrs—

First supply of — officers empowered to sanction.

Patterns of — preseribed for use .

Patterns to be selected — by Controller of Stahonexy and Prmtmg

Purchase of ..

Renewal of — left to the dlseretaon of the Controll»r of S‘ramonery
and Printing

Durms—

Of the Accounts section

Of the Clothing section

Of the Current section

Of the Establishment section.,
Of the Fair Copy section

Of the Indent section ..

Of the Procurement section ..
Of she Stores Branch ..

RULES

115,116

116.
105

105

114, 115 and
116

113

136 (b)
144
45

157
49 and 52,

85 and 86.
Note under
rule 87.
87
87
84

43
60

144
9

45 (a)
45 (b)
45 (c)
55

112 (g)

112-(f)

112 (a)

112 (b)

112 (h)

112 (e), 132,
134,

112 (o)
112 (a)
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RULES
D—condt.
Duries—cont.
Of the Typewriter section . .. .. 112 (d)
Of the Assistant Controller of Bf.atmnary and Prmt.mg o3 .. 181, 133, 154.
Of the Committee members .. i .. 128,129,
Of the Head Accountant v . v e i .. 149
Of the Assistant Store-keeper % LG ] e Wi 11182:'7 120,
Of the Store-keeper .. e v v - 4 .o 121 1'27, 137,
144 and
145.
Of Countersigning Officers .. o .. .. .. .. 30
Of the Ledger Clerk .. v a s it va wa L. 147
Of the Packers .o .o W Ve sis i .. 137, 138 and
139.
Of the Posting Clerk .. i s a i .. 145 and 146.
Of the Stock Clerks .. o it - - .. 162
Of the Stock Verification Officer .. - s .. 158 to 163.
Of the Controller of Stationery and Pnnf.mg . . .. 2,8, 25, 107,
115, 129
. and 164.
Of Heads of Departments .. i ae 4% % .. 25, 30 and
106.
E
Emprims—
How — in mufassal offices to be dealt with - oo 47
How — in State headquarters offices to be dealt with .. oo 4T
Return of — to Stationery Department when desired .. . 47
ESTIMATES—
Annual — from officers 2in s s .- i .. 16
Budget — preparation of .. o oin vi . .. 112 (g
EXOESS—
Statement of — and deficiency in stock verification s .. 162
Supply in — of demand to be reported at once .. i .. 43
Supply in — of orders to be rejected oo 129
Treatment of — discovered during guarter ly verification.. . .. B5b and 144,
EXCHANGE OF STATIONERY—
Conditions for the grant of .. Wi 4 i e .. 61
ExPENDITURE—
Duty of Controller of Stationery and Prmtmg in cases of
unusual 25
Duty of mdentmg officers in cases of unusual 1A . .. 25
F
Frar Fine Casus—
Authorities empowered to amend the seale of we ves ww B8
Deseription of — to be stocked . . .. . .. 34
Manufacture of — in offices prohlbﬂ.ad iy o e .. 38
Purpose for which — should be used s o i .. 34
Repairs and renewals of 37
Scale of supply of — and procedura ‘tobe followe by mdentmg
officers
FoRECAST—
Of extraordinary demands .. as - - . .o 16
Forms—
Annual indent for Stationery forms to be used for wn .. 18
Forms special to Stationery department and their specimen .. 167

(Annexure C).



INDEX

InpENTING OFFICERS—

Stock bool of — to be examined by Coni.ro]ler of S’bn.nonary and
Printing y
Who — are supplied on payment

IxpENTE—

All should be priced

Care in the preparation of

Correspondence relating to ..

Discretion of Controller of St.nt.mnary and Pu.ntmg rega.rd.mg
supplementary ¥

How local — are comp}.:ed with

How supplies are made on

Instruetions for checking 24

Issue of paper to Government Press

Passing of — by Assistant Controller

Payment — restrictions imposed on

Procedure to be adopted in respect of sale indents

Supplementary — instruetions for sending in

Transfer of — to stores

Value and date of previous — “%0 be entered in all indents
0
OBIECTION—
Promptitude in replymg to — by mdent.lng officers in the State
headquarters .
OFFICERS—

Authorized to indent for stationery free of charge
Authorized to indent for stationery on payment or ad]uatmant.
By whom certiflcates of verification should be sent .

P
PacxagEs—

Actual weight to be noted when taking delivery

Open delivery of — when to be taken A

Opening of — in the presence of indenting officer

Opening of — should not he made over to Ministerial officers

PAcRERS—
-Booking of consignments by ..

Issue of articles to .
Preparation of eredit note 'by

ParER—

Accounting of consignments
Examination — by Committee memhers .,
Sanction of Government to be obtained before purohase of

Powers—

Financial — of Controller of Stationery and Prmtmg
Of an officer holding more than one post

Of certain officers in respect of artwles not prmded for in
AppendixI .. .e .

Of officers to write off losses

Of Controller of Stationery and Prmt.mg in respect of ata.t.mnery
indents .

Regarding amendments to the Stu.tmnery Manual

Priom LisT—
Date of publication of

Preparation of — for utationery

Sup}l}unof copies of ..
‘Working of rates for the

157

RULES

3
14

28
19 and 29.
130

33
46 and 141,
137
132
142
133
15
136
32
134
27

46

18 (i).
14
54

137
138 and 139,
137

126 (b)
128
5 (i)

=R}

109
110

148
148

148
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P—cont,
PROGRAMME OF SUPPLY FOR BTATIONERY ., w

PURCHASE—
Local purchases by officers forblddan
Petty purchases of stationery "

Special purchases in India ..
Tgfgugh the Director-General of Stores

R
Rares—

Of departmental charges levied on sale indents
Of departmental charges levied on sale of typowriters
Of interest chargeable on advance to typewriter

ReCEIPT—
All entries in stock book and ledger to he attested by HStore-
kooper
Entriesin eommltf:ee hook and ledger and stack boo]-u, vhould be un
the same date i
RECORDS — Preservation ot'

ReromrTs—

Extraordinary demands for Indian or forei articles to be
reported to the Controller of Stationery and %;lmt\mg
Regarding abolition or creation of offices ..

Stoek Verification - date of submission to Government |

REPRISENTATIONS—
In regard to scale of supply

5
SANCTIONS—
How to be communicated to the Contrnllar of Stationery and
Printing . . v . .
SECTRITY—

Assistant Store-keeper should furnish Rs, 2,000
Czch-keeper should furnish Rs. 2,000

Stock clerks should furnish persomﬂ — of Rs. 250
Store-keeper should furnish Rs. 5,000

BraTioNERY—

Disposal of — supplied to temporary staff .
Economy in the use of i
Extent of reserve stock of — to be kapt
Stock book for — how to be kapt .
Verification of stock of i

STATIONERY MANUAL—
Alterations in the rules of the : i
Amendments to the — to be issued once a. yem: e
‘BraTronery Orrioe—
Accounts Section — duties of
Forms and registers used in the

Functions, in brief of the
Indent Section, duties of

Reports and returns due to . .
Reports and returns due from

RULES

143 (d)
38 (ii)

127

126
166

16
106
164

104

12

111 A (2)

111 (4) (3)
111 (A) (4)
111 (A) (1)

62
108
143
50
Al



INDEX

S—cont.
Stock—

Aunnual verifieation of

Arrangement of bulk

Arrangement of loose

Certificate of sufficiency of ..

Result of verification of — to whom reportoed
Quarterly verifieation of — by Store-keeper

STOCK-BOOK—

Basis for entering average annual consumption in
How supplies to subordinate offices to be recorded in
Inspection of — in subordinate offices

STOCK-VERIFICATION—

Duration of .
Receipt and issues durmg to ba suspended
Rules for .

SToRES—
Accounting of printing and other papers
Acknowledgment of imported stores raceived
Arrangement of stores
Excess supplies of — how to ‘e treated .
Imported stores — receipt and aceounting ‘of
Indian made — how 1cce1pted ..
Periodical checks on

TENDERS—

Issue of notices calling for ..

Publication of — in the Fort St. George Gazme
Publication of — in Trade Joum.al

Settlement of i

TYPEWRITERS—

Accessories for private —, supply
Accessories for typewriter, use of .
Advance for the purchase of .. - e e

Condition of supply of — to Educational Instltutlons
First supply of :
Gazetted Officers’ person.al u.se, ﬁupply of

Method of supply of

Maintenance of

Renewal of — by Controller of Statlonary and Pnntmg N

Pattern of typewriters supplied

Purpose for which typewriters are smpphad
Repairs to

Ribbons for — colour to be used
Second.-hand, lending of

Selection of pattern of — to be done by tha Controller of

Stationery and Printing
Transport of typewriters =6 e e 50
Up-keep of typewriters by typists .. i .
U
Unrre or INDENT AND SUPPLY—

Constitution of centres for — requires sanction of Government .
Indents received only from recognized — should be complied

with

Subsequent correction in — can be ca.mad out by Contmller of

Stationery and Printing

1569

RULES

155
118
119
143
55

144

56
57
a7

1556
155
157 to 163.

128

125

117

129

121 and 122,
126 (a)

143

114
114
114
115

76

80

88 (ii), 69 (ii)
and 70,

72

11 and 67
88 (ii)

64

78 and 79,
74

63

66

81 and 82,

ki
75

73
83
79

13

13



160 INDEX

RULE&
v
VERIFICATION—
Of articles received in the stores .. e e e .. 112, 124,
Of daily ledger and stock-book . we - .. 147
Of foreign invoices and packing accounts .. e . .. 125
Of stock by Btore-keeper . e 144
Of Btock-books, in subordinate Uﬂices . 57
w

WasTe PAPER—
Definition of .. e e = .
Disposal of an . . .
Saleof .. e - e o

. - o 47 (Nreta).
o . «« 47 (Note).
. . «o 47 (Note).
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