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Gobernment of Aladras,

EDUCATIONAL DEPARTMENT.

RSN

Eneclosures
- } 1910,

Spare copies

G.0., No. 538, 10th September 1910.

Standardization of Forms.

Approving the proposal of the Superintendent of Stationery in connection with the — in use
in the office of the Secretary to the Commissioner for Government E saminations.
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2 No. 538, Epvoariovar, 10te Sgpremser 1910,

GOVERNMENT OF MADRAS. -

EDUCATIONAL DEPARTMENT,

Reap—the following paper :— L

Letter—from A. R. Cumming, Esq., I.C.8., Superintendent of Stationery, Madras.
To—the Secretary to Government, Educational Department.

Dated—the 18th August 1910.

No.—R.0.C. No. 2619/G1. of 1909.

On receipt of Government Memorandum No. 2431-1, Financial, dated 5th
November 1909, I called for and obtained from the Secretary to the Commissioner :
for Government Examinations, Madras, lists with specimens of the printed forms of 7
all kinds in use in his office. ,

2. The lists and specimens were scrutinised by the officer on special duty and
the forms classified as usual under the following heads :—

I. Forms special to the office.
TI. Forms common to two or more departments or offices comprising—

(a) Treasury and Account forms. ; |
(b) Miscellaneous forms, such as stock form of letter to Government, ete. !
(¢) Covers and labels. :

3. My present letter concerns only forms which are special to the office of the !
Secretary to the Commissioner for Government Exammathns, Madras. Statement
A attached to this report gives particulars of the forms, 119 in number, which are at
present printed for use in the office under consideration and are special to that office:

: : and statement B, particulars of the forms,

ey o). 83 * in number, which it is proposed to

print hereafter specially for use in the office in question. The “ Remarks » column of

statement A shows how the difference is accounted for, and ecolumn 3 of statement B

the size and description of paper which it is proposed to use in printing the forms
hereafter. Speczimens of the forms are also enclosed. .

4. Forms Nos. 5 and 12 (Stalement A).—On enquiry as to whether form No. 5 e
could not be printed on a plain post-card, and if it could be, whether form No. 12
would not suffice, the Secretary to the Commissioner for Government Examinations Siah
‘has stated that replies to candidates are often long and that both the forms (Nos. 5
land 12) are necessary. The number of copies of form No. 5 required annually is

+ 4,000 and under the circumstances explained, form No. 5 has been allowed to stand.
Form No. 12 may, it seems to me, be treated as a form common to this and other
offices and has accordingly been struck out in statement B.

5. Standard Forms Nos. 15, 20, 29, 34, 62, 6%, 70, 78 and 79 (Statement B).—
The Secretary demurs to my proposal to omit the name of the officer holding office
for the time being on the ground that “ some of these forms, e.g., 15, eontinue to be
“ used as they are without the new officer signing them, the matler therein being of
“the nature 'of ‘standing instructions.’” Government have alread y been pleased
to direct that only the designation need be printed on standard forms—please see
paragraph 4 of my letter R.0.C. No. 2619-Gl. of 1909, dated i3th June 1910, to the
- Public Department, disposed of in G.0., No. 594, Public, dated 11th July 1910—
particularly standard form No. 10 referred to therein. I recommend that the same
course may be followed in respect of the forms under consideration relating to the
office of the Secretary to the Commissioner for Goyernment Hxaminations, Madras.

6. With the exceptions referred to in paragraphs 4 and 5 supra, the Secretary
has agreed to the proposals embodied in statement B, and I have now the honour to
request that you will be so good as to oktain the sanction of Government thereto.
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StareMENT A.—L1sT of special forms in use in the office of the Secre

No. 538, Epucarronar, 10tH Sepremser 1910, 3

ExcLosurEs.

for Government Examinations.

tary to the Commissioner

™ It

2 |

- ? : P | bound, | Average

E Name and deseription of Bize and deso_npthn Whether 'desorip: annual

4 of paper as given in ruled, | Remarks.

2 Tamom; the Sgoret ry's list. |numbered. 5100 Of | consump-

2 D X Srupo binding | tion.

3 | used.

@ 1

1 2 3 i 6 et Gl

{ | |
1 | Docket form $DF, 27" X 17% 16 5,000 |} These being such as
f 1b. | ecan be made com-
3 | Note for the— do. 28 1,000 |4 ::;)';r‘fu};l‘:s“ o
| i
1 Ib. | offices will be dealt
3 Note for orders P R B do. do. | Ruled . 2,000 |) with separately.
4  Draft form P do. do. Do. 2,000 | The officer has agreed
to dispense 'thg th
wi e
printing of this form.
5 Endorsement form 3 do. do. 4,000 | Standard form No. 1—
vide remarks against
paragraph 4 of the
coveiing letter.
6 | Letter form ¢ of Eng. ¥'eap .+| Ruled ,. 2,000 |Standard form No. 2.
s "
7 | Endorsement slip v D.F., 27" X 17’ 16 2,000 |) These being such as
1b. : can be made com-
8 | Official memorandum form ,, | } do. do. 2,000 ’ g::;xlrtt‘:n::gsor mo(r:
| offices will be dealt
9 | Record elip .. e B do. do. 2,000 |] with sepaiately.

10 | Endorsement (Medical en- | Post-card size .. 200 | Btandard form No. 3.
trance examination). ‘

11 | Endorsement (general informa- | Do v 600 Do. No. 4.
tion).

12 | Endorsement ‘ Do. 1,000 | Vide paragraph 4 of

‘ the covering letter.

13 | Endorsement (reminder) o | Do. 260 | Vide relnéarks against
terial Nos. 1 to 8
supra.

14 | Objection memorandum form. |4 D.F., 27" X 17", 28 3,000 | Standard form No. 5.

§ 1b.

15 | Statement of particulars re- |} do. do. 300 Do. No. 6
garding Superintendents
who are not Government
servants.

16 | General instruotions to Super- | } do. do. 1,600 Do. No. 7.
intendents. (3 shests).

17 | Report form &3 1 D.F., 27" X 177, 16 1600 Do. No. 8.

1b.

18 | Contingent bill form ., oo | 3 do. do. 2,600 Do. No. 9.

19 | Covering letter to Superinten- $ do. do. 2,000 Do. No. 10.
dents with contingent bill.

20 | Covering letter to Accountant- | } do. do. 500 | Vide remarks against
General with contingent bill. serial Nos. 1 to 3

above.

21 | Slip to be pasted on answer | do. do. = 10,000 | Standard form No. 11.
paper covers,

22 | Letter to Press for spare copies | } do. do. 600) | . :
of notification. ide l“’;’lﬂlﬂl &sazn&st

serial Nos.

23 | Letter to the Deputy Collector | } do. do. 250 ) |. above.

[ for service stamps.

24 | Covering letter to Collectors | 1 do. do. 500 | Standard form No. 12.
with certificates.

25 | Letter to the Director of Public | } do. 28 200 Do. No. 13
Instruetion for issue of certi- | 1b. :
ficates under article 72 of
the Civil Service Regulations

26 | Rules for Examiners .. 4 *lb do. 16 1,000 Do. No. 13 (a).

27 | Covering letter with stipend |} Bl < do. 500 Deo. No. 14
bills. ook

28 | Instruction for cashing stipend | 3 do. do. i 2,000 Do No. 15
bills. . . 16.

29 | Endorsement form to Treasury | 1 do. do. & §0v | Vide :
Officers forwarding treasury :erm"";{\;:- 1‘8:;";
receipts for signature and above.
return

80 | Demi-official letter form (full | 3 F’eap, country, 2 P | : 2,000
sheets sheeta. . ' Standard form No. 16

31 | Demi-official letter form (half do. 1 ‘ < 1,000} ST I A

[ sheet). sheet.
i
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No. 538, EpvoarioNar, 10TH SepTEMBER 1910,
Statement A.—List of special forms in use in the office of the Secretary to the
Commissioner for Government Examinations—cont,
1 '
- | 5 1f
| ! AR Si d T ound, | Average
5 ll Neame an(} desoription of o;l;as;;r g::’;;g:?: “:‘l:fgl:ifr ] descrip- | annual Roinkk
il i the Secretary’s list. numbered.’ ti00 of | consump- g
3 | binding | tion.
& used
b | k 3
1| 2 3 4 5 § b e
| =
32 | Cooly receipt form §bD.F., Y18 8,000 | Standaxd form No. 17.
33 | Money receipt formn H do. do. 1,000 | Pide remarks uéainst
serial Nos. 1 to 3
. ! above.
$4 | Lotter to Examiners offering do. 28 " 260 | Btandacd form No. 18
exawminership. 1b. .
85 | Application form oo : b do. 16 % 10,000 Do, No. 19,
36 | Treasury receipt form v do. do. . § 50,000 Do. No. 20.
87 | Letter to Collectors regarding | % do, do. ¥ A 150 Do. No. 91
appointment of Civilians as e
Chief Saperintendents.
38 | Letter to Colloctors regarding | % do. do. i 200 Do. No. 23.
appointment of (hief and .
Assistant Saperintendents.
89 | Letter to Suoperintendents | } do. do. o 160 Do. No. 23.
approving of their nomina-
tion.
40 | Letter to Assistant Superinten- | } do, do. Vs 400 Do. No. 24.
dents approving of their
nomination.
41 | Official memorandumn giving | } do. do. Ve 100 o. No. 25.
names of Asasistant Superin-
tendents.
42 | Letter to Examiners regarding | } do. do. 250 Do. No. 26.
the date of submission of
results, 5
43 | Officia] memorandnm permit- | } do. do. 500 Do. No. 27.
ting candidates to appear at
risk.
-44 | Statement showing names of do. do. 60 Do. No. 28
Superintendents. 5
45 | Special instructions to Superin- do. do. - 250 Do. No. 29
tendents. R 3 2 6 y
46 | Bpecial instructions to Tas 0. 0. o e 0 | | his does not fall
Superintendents. the class of lta::ilf:g
forms as it has to be
revised from year to
year ; it is aocordingly
ot!:u;tod from  the
statement B,
47 | Absentee statement .. do. do. o & 3,000 | Stand
48 | lime-table (red ink) .. T s ! : e m“’rﬂ;gf;ﬂm LS
s Do. (bluck ink) do. do, o ks o } . A
50 | Endorsement regarding dupli- do. do. o 600 | Standard form N
; s 0. 31.
cate certificates. I'he officer has agreed
to amalgamate forms
Nos. 50 and 88 into
51 | Instructions regarding Précis | § do. do. i 1,000 T(l):i]: ; being & reprint
i o of the nmotification
published in  the
Gazette every year,
the requisite = num-
ber of copies can be
ol tained on indent on
Superintendent, Gov-
emma;xt Press, ut the
time of its publieation.
52 | Meworandum to acoompany | } do. do. : |
answer papers. . | 10,000 |Btandard form No. 82.
53 | 8lip to be pinned fo answer | g do. do. SR SR 40,000 Do No. 83
papers, g D06
64 | Statement showing work done. i» do. do. g } 150 Do Wi
66 | Instructions to tabulstors do. do. : f 25 | vide ru.mrh u:u'm.t
4 ial No.
56 | Letter of advice form . b iy do. do. 3 ! % 260 gt.:?.lra gor‘m.g’?eis
57 | Printed form to post-office (as | } do. do, e B 26 T Yide: Yeminshe ag.u‘n;\
in manuscript). serial No. 4 above
#8 | Memorandum  showing the | } do. do. - 100 | Standard form No. s¢
number of question paper 7
packets sent (confidential).

-

No. 538, EpucatioNar, 10tH SeprEMBER 1910.
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Statement A.—List of special forms in use in the office of the Secretary to the Commissioner
for Government Examinations—cont.

& S -
< Size and deseription | Whether | 20Und; | Average
g Name and description of of paper as givgn = ruled, (E::;r:}f)- 3 :;l;::l i
,: TORR; the Becretary’s list. |numbered.| . ding tion.p‘
B used.
8 —
1 2 3 4 Foa EOR | 7
59 | Confidential memorandum |} D.F., 27"X17", 281b 50 | Standard form No. 87.
showing the subjects «cf
special tests. :
60 | List of Examiners % do. do. 60 | Vide remarks against
serial No. 46 supra.
61 | Pass list form 1 do. do. |[Ruled .. 160 | Standard form No. 38.
62 | Nominal list form o P do. 16 1b. | Do. 300 Do. No 39.
63 | Certificate form (special test).. [} do. 28 1b. S 2,500 | Do. No. 40.
64 | Covering letters to officers |3  do. 16 1b. 200 Do. No. 41,
permitting their subordinates ‘
to appear at risk. e
65 | Special instrnctions regarding |4  do. do. 1,000 | Vide remarks against
contingent bills (general). serial No. ¢ supra.
66 | Objection memorandum 1e- | } do. do. 500 | Standard form No. 43.
garding coutingent bills. .
67 | Receipt register form (as in |1 of Eng. F'cap . | Ruled . 600 Vide remarks againet
manuscript), general. k ‘ serial Noe. 1 to 3
68 | Despatch register form lof do. | Do. 600 | above.
69 | Covering letter to Super-| % D.F.,27"X17", 161b. 100 | Standard form No. 48.
intendents. i
70 | List of Examiners t - do, do. 100 | ¥ide rewurks against
| serial No. 46 supra,
[ These forma being
required only for
71 | Certificate form (Special U pper | § blue laid, F’cap oy 10 the issue of dupli-
Primary). Y cate certificates, the
72 | Certificate  form  (Middle | do. 25 | officer has agreed to
| =echool) '[ get sufficient nume-
i ber of copies printed
[ onee for all.
73 | Certificate  form  (Higher | % do. 10 | Standard form No. 44.
examination for women)
78a. Certificate form (Lower Secon- | § do. e | 50 Vide remarks against
dary, four kinds). - Serial Nos. 71 and
738| Certificate form (Hand-writing | 4 do. - 26 72 supra.
and Dictation test). t
74 | Certificate form (Elementary y # H.M., bluelaid, 151b. 8,200 | Standard form No. 45,
grade).
75 Certi:ioate form {Iutermediate | § do. do. 1,300 Dec. No. 486,
grade).
76 Certiﬂdcate form (Advanced |4 do. do. 200 Do. No. 47.
grade).
77 | Group certificate form . Not given = 100 |} These being litho
| copies taken at the
v Survey office are
{ omitted from the list
78 | Diploma furm .. Do. 25 |) of standard forms
79 | Endorsement form to Chairmen | § D.F., 27"X17", 16 1b. 100 | Standard form No. 48.
of Board or single subject {
examiners,
80 | Letter offering chairmanship. . do. do. 50 | Do. No. 40,
81 Do. membership do. do. 100 | Do, No. 50.
82 | Letter to Chairman to set ques- do. do. 50 Do. No. 51.
tion papers (giving names l
and grades of subjects in |
details). 3 |
83 | Letter offering examinership |} do 28 1b. 35 50 Do No. 52.
(oral and practical examina-
tions),
84 | Slip to be pasted outside answer |y  do. 16 1b. 3,000 Do. No. 53.
paper covers.
85 | Memorandum to be placed | § do. do. 3,000 Do. No. 54.
within answer paper covers.
86 | Letter to Chief Superinten- |} do do. ; 100 Do. No. 55.
dents advising despatech of
question paper parcels.
87 | Examiner’s work statement |}  do. do. 2 200 Do. No. 56.
form.
88 | Endorsement about duplicate | } do. do 100 Vide remarks against
certificate. \ serial No. 50 above.
538 Edl.—3
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No. 638, Entcuxouu, 10re SeprEMBER 1910,

Statement A.—List of special Jorms in use in the office of the Secretary to the Commissioner
for Government Examinations—cont.

— |’ Serial number.

Name and deseription of
forms.

Size and dessription
of paper as given in
the Secretary’s lists.

Whether

ruled,

numbered

If
bound,
desorip-
tion of
binding
used,

Average
annual
eonsump
tion,

Remarks,

90
91

92
93
94

95

96

97

98

99
100

101
102

103

104
106
106
107
108
109

110

111

112

Objection memorandum to be
returned requiring candidates
to sapply omission

Oral and practical examinations
mark sheet,

Application form for admission
to the technical examina-
tions.

Tetter from heads of schools
in Malras to the Bank of

RMadras.
eceipt granted by the Bank
of Isfmg'u for fgeu received
from heads of schools.

Special rules for the examina-
tion in drawing.

Endorsement reply to candi-
dates perwmitting them to
come up for technical exami-
nations.

Letter to heids of schools and
others granting permission
to their candidates to come
up for teebnical examina-
tions.

Memorandum to Chief SBuperin-
tendents for the translation
of question papers on the
spot.

Letter acking the use of boild-
ings for oral and practioal
examinations.

Letter offering Chief Superin-
tendentship.

Memorandum to Chief Superin- | }
despatoh of |

tendents for
question papers in certain
subjects to the Examiners
concerned.

Special instructions to Chief |}

Superintendents,

Instroctions to Superintendents
conducting oral examina-
tions.

Memorandum containing gene-
ral information about tech-
nical examinations.

Statement of particulars to
Chairmen for preparing pro-
gramme for oral and prac-
tical examinations.

Scheme for the oral and prac-
tical examinations to be
submitted by Chairmen and
single subject examiners.

Nominal list form

Pass list form . % o

Slip (confidential) to be pasted
on big covers containing
drawing, ete., question

Japers.

Instructions for the guidance
of Examiners conducting the
oral and practical examina-
tions (for April only).

Special instructions to Super-
intendents for the examina-
tions in Book-keeping, etc.
(for April only).

Inéormatiuz:l
ents and others regardin
oubinet-making, ete. .

Instruetions to Superintendents
in eabinet-waking, etc.

for Superinten- | }

$ do.
1b. (2 shoets).

DS ST ACTE 1S
1b.

P do. do.

3 do. do.

} do 28
1b. (2 sheets).

3 do. do.

do. 16

i
1b.
$ do. do.

e

do. do.
$ do. o do.

1b.
do. 16

*lb. ;
do. do.

do. do.

£ 40, do.

do. do.

[N

do. do.

=

do. do.
28

2 do.
(3 sheets).

do. 16.
1b.

3 do, do.

Ruled.

Ruled ..

Do.

5=

Doy

500

1,000
20,000

200

100

75
300

100

26

75

160
40

100
100

1,000

60

300

300

100

600

100

160

60

50

Standard form No. 57.

Do. No. 58,
Do. No. 59.

Do. No. 60.

Do No. 632.
* Do. No. 68.

Vide remarks against
serial No. 4 above.

| Standard form No. 65,

7,

Do. No. 66.
Do. No. 67.

Do.  No. 68.

Do. No. 70.

Do. No. 71.

De. 'No. 78.

Do. No. 76.

l Vide remarks against
{ serial No. 46 supra,
J

Standard form No, 76.

Do. No. 717.

< 13
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‘Btatement A.—List of special forms in use in the office of the Secretary to the Commissioner for
Government Examinations—cont.

— ] Serial namber.

115
116
117
118
119

/
/

) (I

% it bound, | Average
P Size and deseription | Whether e
Name ancfi description of of paper ss givgn 7 ruled, %::x?:};- ‘r e:::l‘;l';] ; Dt
s the Secretary’s list. numbered. binding Rresy P
used. |
|
2 3 e e
Instruetious 0 ¥xaminers in |3 D.F., 27 "X 17", 16 50 |sStandard form No.78.
surveying and levelling field | 1b.
works,
Instructions to Superinten- | + do. do. 30 Do. No. 79.
dents for tailoring.
Drawing or special - paper | % do. do. 78 Do. No. 80.
statement {April).
Drawing or speciul paper sta'e- | } do. 28 75 Do. No. 81,
ment (November). 1b.
List of Examiners with their |} do. 16. 100 | Vide remarks against
addresses (April). 1b. (2 sheets). serial No. 46 supra.
List of Examiners with their | 2 do. do. 100
addresses (November). ;
Memorandum to the - reasury | Not given. Marble. 1,000 | Standard form No. 82.
Officer to receive examination bound r
fees. ‘

¥ Srarement B.— List of the forms to be printed and supplied hereafter specially for use in the
office of the Secretary to the Commissioner for Government Examinations.

1 } Serial number.

= oo

S o

o ©

11
12

18(a)
14

Endorsement form
Letter form

examination).

ation).

intendents.
Report form

paper covers,
with certificates.

Iustruction for

tions.

bills.

15

16|
17 |
18 |

bills.
Demi-official lstter form
Cocly receipt form

{
1 :
¥ Bt bound |
Siae s desipion o | Whother || 1o
ipti e A ! ti f X
Name and deseription of forms. used in printing the n;r‘:xl:e?ed. b{r(:gizg congump- Remarks,
forms to be tion.
used. 1
2 ' 3 4 5 $ 7
i Pg. D.F., 16 Ib. 5,000
S ; a0, 381D, 2,000
Endorsement (Medical entrance | Post-oard “ v . 200
Endorsement (general inform- Do. R 500
Objection memorandum form. Pg. D.F., 16 1h. 3,000
Statercent of particulars re- do. 300
garding Superintendents who
arenot Government servants,
General instructions to Super- | 2 do. . 1,600
) ; o oe do. 1,500
Contingent biil form .. 9 do. o 2,600
Covering letter to Superintend- do. s Vs 2,000
ents with contingent bill.
Slip to be pasted on answer | ¢, do. S 10,000
Covering letter to Collectors | ; do. o 500
Letter to the Director of Public | } do 200
issue of
certificates under article 72
of the Civil Service Regula-
Rules for Examiners .. e ld do. e 1,000
Covering letter with stipend | § do. 3 & 500
[
Instrnetion for cashing stipend | 3 do. ik 2,000 |
1 crown vellum . 3,000 i
st 3 Pg. DY, 18 1b, - 1< 3,000 |
Letter to Examiners offering | § do. o ve o 250 I
1 do. e 10,000 |
S do. . ; 50,000 |

| examineiship.
)019 Application form . o
b Freasury receipt form . . i

h NG

D



Statement B.—List of the forms to be printed and sup
office of the Secretary to the Commissioner for

No. 538, EpvcartoNar, 10te Spremsrr 1910,

lied hereafter specially for use in the-
overnment examinations—cont,

3 1f
1
Sis vt boun,
'§ Name and description of of p: a:-] :;:::g t:: t{w Whother detori‘:)'- Average
g forms. used in printing the ruled, 1 tion of souu Remarks
pe forms. numbered | binding | *ORSMM™P- :
‘s to be tion.
(B used.
1 2 3 4 5 6 7
21 | Letter to Collectors regarding | $ Pg. D.F., 16 1b.
appointment of Civilians as 160
Chief Superintendents. .
22 | Letter to Collectors regarding | do.
appointment of Chief an o " o
Asgistant Superintendents.
23 | Letter to Superintendents | } do.
approving of their nomina- > i
tion.
24 | Letter to Assistant ~uperin- |} do.
tendents approving of their i
nomination,
25 | Official memorandum giving | § do.
names of Assistant Supeiin- o e
% Lef:mdents.
ter to Examiners regardin, do. v
the date of submiafi:; o% ' & .
37 | offen ¥ d
cial memorandum permit- do. (
ting oandidates to upl;’:u at ' ! o
38 | Statemont, sh
ment showing names of do. et
T Supt]n-intendents.s ! il . "
pecial instructions to Superin- | 2
tendents. o 5 gifishe st
30 | Absentee statement .. R ¥ do. Ruled 3.000
31 | Endorsement regarding dupli- | Post-caxd,
cate oertiﬂoatog. e i 1 s b -
32 | Memorandum to accompany |} Pg. D.F., 16 1b. 10
answer papers. ' 3 iz
38 [ Slip to be pinned to answer | % do. & 40
str:pe"'t z . oo ,000
34 ement showing work done. .
36 | Letter of advice fugxm i b i gg. S & L
36 | Memorandum  showing the | 1 do. . : = o
number of question paper i i A0
packets sent (confidential).
87 ! Confidential memorandum | 4 do.
showing the subjects of ¥ 3 ! o
i Pspelqia;l ftest's.
ass list form ,, 1 Pg. Demy
39 | Nominal list form .. .. |1Pg D.F. R ol i e
40 | Certificate form (special test).. |3 ~ do. 2416 .| . | e
41 | Covering letter to officers | } do. 16 1b. i & 2,500
permitting their subordinates ; i 200
to appear at risk.
42 | Objection memorandum re- | 1 do. [ [ e
o gardjngloonﬁngont bills 500
43 | Covering letter to Superinten- do. . I
denu.s p 3 0 do: . . 100
44 | Certificate form (Higher ex- |} F’cap, C.W., 14 Ib. 5
amination for women). - 10 | To be dprintod and sup-
i lied o i
45 | Certificate form (Elementary |4 do.  do. ;9“" e 0
pestoncy : . 3,200
4¢ | Certificate form (Intermediate | do. do.
grade). 1,300
47 | Certificate form (Advanced | do.  do.
grade). e "oy
48 | Endorsement form to Chairmen | § Pg. D,F., 16 1b. .,
of Board or single subject : : s
examiners,
49 | Letter offering cbairmanship,, i do, do. v
50 Do. memberehip. i PR B =
51 | Letter to Chairmen to set ques- | 4 a0 do. o 7 2 4l
tion papers (giving names & g 50
! and grades of subjec's in
details).
53 | Letter offering examinership | do. do.
(oral and practical examina- 3 s = o4
tions). i
63 | 8lip to be pasted outside answer | 1% do. do.
Faper covers. 5, =" o 8,000
64 | Memoarndum to be placed |} do. [ P e
within answer paper covers, s e 3,000 il

A
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Statement B.—List of the forms to be printed and supplied hereafter specially for use in the
office of the Secretary to the Commissioner for Government Examinations—cont.

Name and description of
forms.

Size and description
of paper proposed to be
used in printing the

forms.

Whether
ruled,
numbered.

If
bound,
deserip-
tion of
binding
to be
used.

Average

eonsump-

annual

tion.

Remarks.

-84

<65

66
87

68
69

70

731

72

78

76

76

77
78

79

80
81
82

dents advising despatch of
question paper parcels.
Examiner’s work statement
form.

Objection memorandum to be
returned requiring candi-
dates to supply omissions.

i

g

mark sheet.

to «the techmnical examina-
ti ms.

Letter from heads of schools
in Madras to the Bank of
Madras.

Receipt granted by the Bank
of Madras for fees received
from heads of schools.

tion in drawing.
Endorsement reply to candi-
dates permitting them to
come up for technical exami-
nations.
Letter to heads of schools and
others granting permission
to their candidates to come
up for techmical examina-
tions.
Lietter asking the use of build-
ings for oral and practical
examinations.
Letter offering Chief Super.
intendentship.
Memorandum to Chief Superin-
tendents for despatch of
question papers in certain
subjeets to the Examiners
concerned.
Special instructions "o Chief
Superintendents.
Instructions to Superintendents
conducting oral examina-
tions.
Memorandum containing gene-
ral information about teckni-
cal examinations.
Btatement of particulars to
Chairmen for preparing pro-
gramme for oral and prac-
tical examinations.

tical examinations to be sub-
mitted by Chairmen and
single subject examiners.
Nominal list form
Pass list form .. == S
Slip (confidential) to be pasted
on big covers containing
drawing, etc.,  question
papers.
Information for Superinten-
dents and others regarding
cabinet=making, ete..
Instructions to Superinten-
dents in cabinet-making, ete.
Instructions to Examiners in
surveying and levelling field
works.
Instroctions to Superinten-
dents for tailoring.

Drawing or special paper
statement (April).
Drawing or special paper
statement (November).
Memorandum to the Treasury
Officer to receive examination

Oral and practical examinations | }

Application form for admission |

@

Special rules for the examina- | i

Post-card

Scheme for the oral and prac- |

Wi

ks o

——

fees.

do.

do.

do.
do.

do.

do.

do.

Do.

do.
do.

do.
do.

do.

do.

do.

do.

do.

do.

do.
do.

do.

do.
do.
do.

Letter to Chief Superinten- |} Pg. D.F., 16 Ib.

do.
do.

do.
do.

21 1b.

16 1b.

do.

% Pg. D.F,, 16 Ib.

do.
do.

do.
do.

do.

do.

do.

do.
do:
do.

do.
do.

do.

do.
do.
do.

Ruled ..

.

200
500

1,000

20,000

200

100

75

300

100

100
40

100
100

1,000

50

300

Marble
bound.

300
100
600

50

75

1,000

To be printed and sup-
plied once in two
years.

To be printed and sup-
plied once in two
years,

|

O
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Order—No, 538, Educational, dated 10th September 1910,

The Government approve the proposals of the Superintendent of Stationery to-
reduce the number of forms which are now in use in the office of the Secretary to the
Commissioner for Government Examinations and which are special to the office, with.
the exception of those made in paragraphs 4 and 5 of his letter read above.

(True Extract.)

e —~
< s g q W

L. M. Wynch,
Secretary to Government.

To the Buperintendent of Stationery.
,» Commissioner for Government Examinations,
»» . Finaneial Department.
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Madras Records

For filing with original

Num:er 4 of eopies required when struck off (not including Complete
copies Jor volumes and editors’ table which are retained correspondence  |Notes
> in the Press), and orders.
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Ooty Records 55 e %
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The Director of Public Instruction, .
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{will be sent

INSTRUorioNs FoR THE
w AL, SECRETARIAT.,

(a) TF7x Papor is marked to be printed
urgently, the Superintendent of the section
concerned should sign the Press slip. The

Superintendent should exercise a careful discre-
tion in the matter.

(b) Each letter, memorandum, or order,or set
of orders, in the file of correspondence should be
headed in succession with the Roman numeral I,
I1, I11, ete., the number being written inred 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,
II, ete.) by which that item has been headed in
the correspondence file. All matter, including
marginal remiarks or references, to be printed
should be written in ink and matter which should
not be printed should be encircled. Initials and
signatures that are not quite legible should be
mze-written distinetly. Wy

(8') For rules regarding printing of notes,
see the rules in G.O., pa
30th November 1900,

(¢) The number of copies and the details of .
distribution should be ﬁfled in by the Superin-
tendent or Referencer concerned.

(dj In the absence of special instructions to
the Press to keep matter standing for a specified
period, ordinary papers of 8 pages and under
will be kept standing for one week, and larger
papers for two weeks only. The fype of motes
and of all confidential papers is distributed
immediately after striking.

(¢) This slip, properly and completely
filled in, should accompany every paper sent to
Press; it will be returned by the Press when

roofs are furnished ; it should be sent to the
Bress when a call is made for revised proofs or
when a corrected proof is sent for striking.
When finally returned by Press it should
be filed with the original order or letter.

b g
R

INSTRUCTIONS FOR THE PRESS.

(a) If,in the opinion of the Superintendent of
the Press, a paper has been marked
unnecessarily, he should send the Press slip to
the Deputy Registrar with a remark to that
effect.

() Unless a note to the con is made
against the matter, pencil entries should net
be printed. T'he Superintendent of the Press
may bring to the notice of the Deputy Registrar
any instance of incomplete or careless editing.

~ (¢) Signature ocopies of letters to the
Secretary of State or to the Government of
India should be printed on hand-made paper.
(d) This slip should be returned by the Press
to the Secretariat when proofs are furnished ; it
ek to the Press when )
are returned corfected and should be finally
returned to the Secretariat when struck-off
copies are supplied.
(¢) The names of the 8 and Members
should be printed in full when they oceur on
the right hand side, but only the first {ime when

they appear on the left side, the initials alone
being printed later.

® To bs smitialled and dased.

* Oopies diﬂtﬂbuted DI ehicis svnsomissasne. sosbiessonie un-nun\-cuu.(Pre' OIOYk.)
f Oopieﬂ dlstl‘ibutod On...................-.........‘......-.....-..._m-.-m‘(Deﬂpltohel'.)

- TR S Y SR Tre

No. 1220, Public, dated

£1.0. l
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