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urgently, the Superintendent of the section
concerned should sign the Press slip. The
Superintendent should exercise a careful disero-
« | tion in the matter.

i AN AL T ) Bach letter, memorandum, ox order, or set

IOl e s | 0f/Grders, in the file of correspondence should be

;. Aeaded in succession with the Roman numeral I

-------- - |11, 10T, ete., the number being written in red ink

" or blue chalk above the item. The particular
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— — ¢ | the correspondence file, All matter, including
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spic or alnss wnd adiors bl which e rtuined |« Corrosgondence  Notes | should be written in ink and matter which should
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IR end ars. not be printed should be encircled. Initials and

" | signatures that are not quite legible should be
re-written distinetly.

(6)) For rules regarding printing of notes,
see the rules in @.0., No. 1220, Public, dated
‘| 80th November 1900. .

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

@ | . (@ In the absence of special instiuctions to
the Press to keep matter standing fora specified
Notes, Period, ordinary papers of 8 pages and under
will be kept standing for one week, and larger
papers for two weeks only. The type 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 Fress when
Pproofs are furnished ; it should be sent to the
Pross 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.
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() If, in the opinion of the Superintendent of
the Press, a paper has been marked urgent
unnegassarily, he should send the Press slip to
—— | the Deputy Registrar with a remark to that

offect. .

(b) Unless a mote to the contrary is made
against the matter, pencil entries should nos
be printed. The Superintendent of the Press
may bring to the notice of tne Deputy Kegisiar
any instance of incomplete or careless editing.

(¢) Signavure copies of letters o tne
* [ 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

will be sent back to the Press when proofs
*are returned corrected and should be fiually
* | revurned to ‘the Secretariat when struck-oft
op;ies are supplied.

““¢) The names of the Scerotary and Members
should be printed in full when they oceur on
the right hand side, but only the first time when
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The Director of Public Instruction..
The Comr. for Govt. Examinations.
The Superintendent, Govt. Museum
The Surgeon-General.....
The Accountant-Genera
The Collector of.

"""""""""" ‘" | they appear on the left sido, the initials alone
Total .. being printed later.
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