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INSTRUCTIONS FOR THE
SECRETARIAT.

(@) It a paper is marked to be printed
urgently, the Superintendent of the seetion
concerned should sign the Press slip. The

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

b) Fach letter, memorandum, or order,or set
orders, in the file of correspondence should be
headed in succession with the Roman numeral i B
11, ete., the number being written inred ink

.|or blue chalk above the item. The particalar

apers to be printed in the special issue-copies
hould be indicated by the Roman numeral (I,
1, etc.) by which that item bas been headed in

Number  of copies rbquirod when struck off (not including

Complete
aopies Jor volumes and editors’ table which are retained

correspondence |Notes

correspondence file. All matter, including
marginal remarks 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
re-written distinctly.

(6') For rules yegarding printing of notes,
see the rules in,G‘r.gt:r No. 1220, Il’lgblic dated

"1 80th November 1900,

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

(d) In the absence of speecial instructions to
the Press to keep matter standing fora specified

b
8|2, 2180 © |y tes | PeTiod, ordinary papers of 8 pages and under
/ g |5
S

will be kept standing for one week, and larger
papers for two weeks only. ZThe type of notes
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 Yress 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 tor striking,
When finally returned by Press it should
be filed with the original order or letter.

————

INSTRUCTIONS FOR THE PRESS,

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

(6) Unless a note to the contrary is made
against the matter, pencil entries should nog
be printed. The Superintendent of the Press
may bring to the notice of the Registrar any
instance of incomplete or careless editing.

(¢) Bignature copies of letwers 1o the
Becretary of State or to the Government of
India should be printed on band-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
|are returued corrected and should be fiually

returned {o the Seoretariat when  struck-off
copies are supplied.

(¢) The names of the Secretary snd Members
should Le 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 alone

being printed later.
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