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Spare copies

G.0. No. 162, 26th February 1912.

Mr. Murray Stuart.

Informing the Director of Public Instruction that the Government of India decline to
sanction any inorease to the emoluments of —.
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Complete

INSTRUCTIONS FOR THE
SECRETARIAT.

(¢) If a paper 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. 3

, (6) Each letter, memorandum, or order,or set
ol grders, in the file of correspondence should. be
ded in suceession with the Roman numeral L
11, 111, ete., the number being written in red ink
or blue chalk above the item. 71he particular
papers to be printed in the special issue-copies
should be indicated by the Koman numeral L,
L1, ete.) by which that item has been headed in
the correspondence file. All matter, including

rginal remarks or references, to be printed
should be written in ink and matter which shonld
not be printed should be encircled. Initialshnd
signatures that are not quite legible should be
%g-:ritten distinetly. A

(6') For rules regarding printing of notes,
see the rules in 3.0., No. 1220, Public, dated
30th November 1900,

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

(d) In the absence of special instructions to
the Press to keep matter standing fora specified
period, ordinary papers of 8 pages and under
will be kept standing for one week, and larger
papers for fwo weeks only. The type of motes
and of all confidential papers is distributed

-« | immediately after striking.

(¢) This slip, properly and completely
filled in, should accorspany every paper sent to
Press; it will be returned by the Fress when
proofs are furnished ; it should be sent to the
Press 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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INSTRUCTIONS FOR THE PRESS.

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

(6) Unless a note to the contrary is mads
against the matter, pencil entries sbould nos
be printed. I'be Superintendent of the Press
may bring to the notice of the Deputy Kepistar
any instance of incomplete or careless editing.

(¢) Signavure copies of iettess to the
Secretary of State or to the Government of

* | India should be printed on hand-made paper.

(@) 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 returuvd corrected and should be finally
returned to the Secretariat when struck-oft
copies are supplied.

(¢) The names of the Seeretary and Members
should be printed in full when they oceur on
the right hand side, but only the first time when
they appear on the left side, the initials aione
being printed later.
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Proof returned corrected. Please strike | As the matter is clear manuseript and
has been carefully edited, (6) proof need
not be sent. Please prmt and supply

number of eopies as indicated.
Type may be released after usual interval.

Please send proof in_triplicate. The
papers have been earef y edited. | off and send number of copies as indicated.

after usual interval
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(6) Three copies of proof of all notcs should be sent for approval, except when instructions are given to the eontrary.
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