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Standardization of forms.

Approving the -roposals of the Superintendent of Stationery to reduce the number of forms.
now in use in the office of the Superintendent, Government Museum, from 26 to 8. :
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GOVERNMENT OF MADRAS.

EDUCATIONAL DEPARTMENT.

Rrap—the follovtring paper :(—

Letter—from A. R. Commive, HEsq., 1.CS, Superintendent of Sta
Madras,
To—the Chief Becretary to Government.
Dated—the 16th March 1910.
- No.—R 0.C. 2619-G1. of 1909,

On receipt of Government Memorandum No. 2431-1, Financial, dated 5th
November 1909, I called for and obtained from. the Superintendent, Government,
Museum, Madras, a list, with specimens, of the printed forms of all kinds in use in
his office.

2. The list and specimens were serutinised by the Special Deputy Collector, and
as the number of forms hitherto in use in thn Govermnent Museum and special to the
Museum seemed to admit of reduction, certain suggestions were made to the Superin-
tendent, and his reply thereto has been received. '

3. The annexed statement A shows the forms which are now in use in the
office of the Superintendent, Government Museum, and are special to that office, and
for the reasons given in the ‘“ Remarks”’ column thereof it is proposed to reduce the
number from 26 to 8. . ‘

4. The eight forms which it is proposed to print specially for the Superintendent,
Government Museum, hereafter are shown in the statement B, Specimens of these
forms are also enclosed, and column 4 of the statement shows the size and description
of paper on which it is proposed to print them.

6. I have now the honour to request that the Government will he pleased to
accord its formal sanction to the above proposals.
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Consolidated list of special forms in use in the office of the Superintendent, Government
Museum, Madras.
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tter form i i B F’c‘mp. W . S 100 | Standard Form No, 1.
: LS SR IS TNE f Eneee - B = = 600 0. Eor s
The Superintendent has no
objection to his name being
omitted from these forms.
He would have a separate
docket sheet for Standard
Form No. 2. This has been
aﬁllowed—oida Standard Form
: 0. 3.
8 | Demi-official letter form .+ | Octavo. do. P ¥ 2,100 | Standard Form No. 4
4 | Letter of thanks i ol ¥ I;ir;%:- i ERY e ,VumoDo?.the office. onbx'itted
5 | Visitors’ Btatistics statement .. | ¥'cap, Printing | = ., i i i
paper.
:e Library Requisition 8lip forms.. | Octavo, Bo. LK g 11,200 Do . w s
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reduce the number of forms which are now in use in the office of the
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Consolidated list of special forms in use in the office of the Superintendent, Government
Museum, Madras—cont.
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7 | Gallery tickets (eleven kinds)— SizE, Pargr.
i) Amaravati gallery ?
1i) Arms do. o5 (Standard Form No. 8.
(i) Art do. 3 1 | The Superintendent has no
(iv; Bird and objection to using a
Mammal fullery. common form for all the
(v) Botanie gallery .. ; gallerics with a blank
(vi) Tanjore arms gallery .. >Ootavo Print- s Ve 3,600 | ] space for the name of the
(vii) Mineral gallery ¥ ing paper. | <| particular gallery being
(viii) Lambodi and | mserted in  manuscript.
Fabric gallery. Accordingly one common
(ix) Fish gallery form will be printed
(x) Economic gallery | instead of eleven as at
(xi) Butterfly and | present,
Skeleton gallery Ve
8 | Weekly balance sheet of contin- |” F’eap. Do. | Ruled. i 150 | The Superintendent has agreed
gent money. to dispense with this printed
form. He would maintain a
register in manuscript with
fly leaf attached to it on the
lefthand side.
9 | Register of letters oy i Badami, | Do. g 360 sheets| )
10 | Post Despatch book = <+ | B'cap. Printing Do. |Leather/100 do. | i These forms being general
11 | Peon’s diaries .. o o8 paper, to all offices or being such
| Quarto.  Do. Do. Do. 1100 do. l as can be made common
12 | Attendance Register forms sk Badami. Do. Calico | 556 do. to two or wmore depart-
13 | Bill form ., .. i .. | Quarto. Printing E % 25 ments or offices, will bhe
| paper. } dealt with  separately.
14 | Letter form to District Surgeons. Feap. Cr.W. X e 26 They have accordingly
paper. been excluded from the
15 | Indent for Europe stores ¥ Handmade| .. o 12 list of forms special to the
paper. i Government Musenm,
16 | Tonnage certificate F’cap. Printing o &% 6 J
paper.

Consolidated list of the forms to be printed and supplied hereafter specially for the office of the
Superintendent, Government Museum, Madras,

Berial | I ﬁ:sx‘-]l:{gie Size and description |
Stk Name and deseription of forms. ! consump- | _ ©f Paper to be used ! Remarks.
i e P ' in printing the forms. i
At | B s
1 L " 1 5
| 1
SIZE. Parer,

1 Letter form (with subseription) 100 Pg. D.F., 28 1b.

2 Do. (without do. 600 Do.

3 Docket form s o & Do.

4 Demi-official letter form 2,100 1 Crown Vellam.

b Letter of thanks . = 100 : Pg. D.F., 16 1b.

6 Visitors’ Statistics statement 80 Do.

7 Library Requisition Slip forms 11,200 i Pg. D.F.,281b. | D.F. 28 Ib. paper 1s sug-
gested for this form at the
special request of the
Superintendent.

8 Gallery tiokets .. o Ve 5 3,600 Ys  Pg D.F., 161b. { (Manilla).

Order—No, 234, Educational, dated 4th May 1910.

The Government approve the proposals of the Superintendent of Stationery to
Superintendent,-
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Government Museum, and which are special to that office, from 26 to 8 and to print
for the future use of the Museum the eight forms specified in statement B submitted
with his letter read above.

(True Extract.) -

L. M. Wynow,
Ag. Secretary to Government,

To the Superintendent of stationery.
S y Government M useum,
y»  Financial Department.
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INSTRUCTIONS ¥OR 'THE
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‘ :’ GO No,,g .zidatedn- 0-.04.., seesas oo s0i rnnr vnrann "'19/0' 1, ais_E’/(}I%E'!‘A_RIA
b S, ; ®) | (a) If a paper is markéd~to-be printed
| ' inoludi 7 i urgently, P ndent of the section
y : COH°3P°11‘d°n°° Inoluding order or Orders | eoncerned should sign the Press -slip. The
ot Number of MS. pages sent H Superintendent should exercise a careful discre-
| i . ' : Notes.....-.......... --------- $8es s ssassines gy . tion in the matter.
i : Q; A 'ﬁ Mﬁ—{(‘; #’ o, () Each letter, memorandum, or order,or set
i Docket..d. LEkan48451 “ 7 of orders, in the file of correspondence should be
‘ ; oA A i viver v ¢ Fix K 4 headed in succession with the Roman numeral I,
] . ,_ v " 11, I11, ete., the number being written in red ink
,‘, ” or blue chalk above the item. The particular
papers to be printed in the special issue-copies
should be indicated by the Roman numeral (I,
--------------------------------------- 11, ete.) by which that item bas been headed in
- the correspondence file. All matter, including
% Nmﬁel.' (o) of copies required when struck off (ot including Complete mm-ginal reruarks or references, to be print.od :
E “eopias for volumes and editors’ tabls which are retained oomsg:g:;noe Notes | should be written in ink and watter which shonld
: : in the Frem). : not be printed should be encircled. Initials and
T \ : . 7 signatures that are not quite legible should be
E S For Rrcorp. / _[Tre-vritten distinetly.
- : Bl } ,,,, On. weer| (6') For rules regarding printing of notes,
- Madras Records £ ... |see the rules in G.0.,No. 1220, Public, dated -
- Ooty Records & gkt  Hoadt 30th November 1900.
g For filing with original Wt s 2 BV S oo g /, (¢) The number of copies and the details of
= Total {3({1 distribution should be ﬁﬁed in by the Superin-
: | o tendent or Referencer concerned.
: o 3 (@) In the absence of special instructions to
For Issur.t —E-‘ Bpeoial issue oopi‘ez / the Press to keep matter standing fora specified
%d of G.0. Notes.| Period, ordinary papers of 8 pages and under
5; 86 | Wo.| Papers. will be kept standing for one week, and larger
B for two weeks only. The fype of motes
:, e ' qnd of all conﬁdev'ttial papers s distributed
- F Bignatum OOPieSn ............... R 1) CRERY EEE TS BT PR TR T RPN T ...-.i- 'mmed'h‘tﬂ'ly af{‘r ‘tnking'
- € TR S T R B N R O reisemeentongen | {6} This slip, peoperly . and - eeplitess
f Tndia Poptl.oho el 7 ..., | filled in, should accompany every paper sent to
Govt. of India...... o A eyl Press ; it will be returned by.the Press when
: w Public Department..........ccoiceocnanfosrelenli o Gaees roofs are fun;i:lhed; it nh;mld be sent to the
‘ : B Oioihl Dobartinont. ... viumsssivoe s sotbonsolionistive vvoees | Press when a call is made for revised proofs or
SR o} santdde doei 3 o5 { Fl: i 1]§pa:rtmont ............. vveoidvi | when a corrected proof is sent for striking.
: EAINALATIORQEVRLOIS verrdmutey aomsavs SR Sal0 s Helaparye When finally returned by Press it should
. ‘V ! . « Revenue Department........c...coonforeshiiindil, P LR PR *** | be filed with the original order or letter.
' o anr R 1 | Public Works Department........ ..co.foeeenfions ) PPN PPTRPRITTPPUI PYPRe
o icipal Depart , U R i (SEIE, TR T T Ko g
: % T st S ‘“"“Dept i """ INSTRUCTIONS FOR THE PRESS.
: (@) If,in the opinion of the Superintendent of
: Jie the Press, a paper has been marked
/ Total ——| unnecessarily, he should send the Press slip to
g ' the Deputy Registrar with a remark to that
§ & o eﬁ .
. B W . . ; : g (b) Unless a note to the contrary is made
' ; < : é. The Director of Publw Ins.tructtlon... ............ ool inet the mitter, pastil etie-shoul A
: » P < The Comr: for Govt. E gltans....f ool sesfesssesisnssenesiones | b printed. The Superintendent of the Press
i The Superintendent, t Wi woitia & 5 ousv edunes n s singen +es+:000 | may bring to the notice of the Deputy Registrar
b ¥ ;‘;Y % 24 Tre‘snrgeomeneral---!s-'c~ouo¢--onvun- CEER TR -:.-rc:- --------- LR o ....... nnJ ’mtanoe of inoomplm or m‘m diﬁn‘.
: : t‘G al...-.:—.:‘. cvevliavenn]ses silisusnn]on eseneeesiernetanss (c) s%mﬁm wpi“ or bm to u :
The gqiountanf s et Secretary of State or to the Government of
3 "‘.‘hel 0. eotor O30 i s bas b Mo Ty AR es o 8 s 1A ne olse o widesaTwe ..."'.'...‘..‘.f...‘. Indm should be pr‘m‘d on hud.mde m.
? The P. D- B...---ﬁ-nn...n-.-u,.n.'uou ......... e P R L Y (d) Thiu‘lip.ho‘ddmmmed by &e Pm
Tho IR R esenabanssessnnsrresssievenraes]ecine]rienonelesss R R P PR T Y tothe Semwi‘t 'hen pmf‘miumi’hed;i‘
The.....-....‘-....'.-'-".......-... L L I O T B R R LR Wﬂl be ”nt mk w the Prw 'hen m
g . : S A R e : are returued correctea and should be finally
i ‘.:Th.eo’-ﬂnn-vucsucu-uono.uuu- CEET TR FEREREN RS PR : R R L L TR returned to the Smutiat ‘hen strn*
: ; ~off
.;Ml,a‘p‘.'.-cof‘ ..... eeinneee eve eosnnesesfianresferenaelii sl o s ivhe sivanvnsesasns oopies are supprmd_ ;
f.mk.:..."m,.n"-‘¢..-a;\.o¢>::..o P R R R L T Y T (e) l‘he names of the SW md Mem
l"‘_;:_m;..u."....b.o"n‘t-n10--:--------...0- FLEEEEY CEOR S CE R s sesNNeR RN ‘hould be Prin“d in fnll'hen mey mn
m...... ‘..c.:“nooinnlo‘--t --------- LR PR SRR PR DL the rlght hmd'ide’bntmy theﬁm"ima'h
i O i e they appear on the left side, the initials alone
_....'.....‘ ..... CRRERRY Crcasesnan L CE ) R -.: R ) beins Pl’l.nted. latel'.
L TotAl ..
* Copies distributed ouue..ivoiiiiian, saeshinetes aasssnsisissvarse (R 700 Olork.)
f oopieﬂ dls‘l‘ib\lted Onuc ----------------- COrannnnatinninn ---...u.unuun.m“patoher.)
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‘Pleue send proof in tri hoate The| Proof returned corrected. Pleasestrike | As the matter is clear manusoript and

plpera have been carefully edited. off and send number of copies as indicated. | hasbeen carefully edited, (b) proof need
oS o 3 not be sent. Pleage print and supply

: after usual interval,| number of copies as indicated.
TP e et at once. Type may be released after 1@«1 interval.
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