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2 No. 5564, EpvoarioNaL, 26tH May 1915,

GOVERNMENT OF MADRAS.

EDUCATIONAL DEPARTMEN'[‘.

Reap—the following paper :—

Letter—from the ﬂoxx’ble Mr. H. 8. Duwncaw, M.A., Acting Director of Publi
Tnstruction. = :

To--the Secretary to Government, Educational Departme ' :
Accountant-General). , e i i

Dated—Madras, the 28th A pril 1915.
No.—Ref. on Cur. 9300/14.

I have the honour to request that you will be so good as to obtain the sanotion
of Government for the employment, with effect from Ist July next, of an additional
clerk on Rs. 20—1—25 in the Presidency College, Madras.

9. The present clerical establishment of the college consists of y

Rs. 60——2—-513)0 and an assistant clerk and typist on Rsé.; 20--2—30. Z l;)?)?-%igll)e:)l; t?x:;
clerical work is also done by the present sergeant on Rs. 50—6—80. Prior to Qctober
1909 there was but one clerk in the college office and he was assisted by the
gymnastic instructor in the maintenance of tl.le attendance and other registers.
Owing to the introduction of the New Unmiversity Regulations and the consequent
development of the science departments and post-graduate study, the administrative
work of the college had considerably increased and as a single clerk was found
unable to cope with the work, a second clerk was sanctioned in G.0. No. 577
Tducational, dated 22nd October 1909. 1In consequence of the additions to the;
college buildings and of the increase in the number of classes and the professorial
staff, the menial establishment was largely strengthened in 1911, and as it was
~found necessary to have a person who would supervise their work and see to the
cleanliness of the buildings and compound, the post of gymnastic instructor was
abolished and that of sergeant on Rs. 50--6—80 was substituted in G.0. No. 130,
Educational, dated 14th December 1912. Besides the work mentioned above, the
maintenance of the college registers and the preparation of attendance certificates and
numerical statistics, ete., have also been entrusted to this officer.

The Principal states that the existing clerical establishment is already overworked
and that he finds it impossible to effect certain mueh needed reforms in the main-
tenance of the accounts and in the management of the college called for by a recent
departmental audit conducted under the Director’s orders and he points out that the
work of the office of an institution like the Presidency College is quite different from
that of an ordinary Government office and that the amount of it can be estimated
not so much by the number of letters received and despatched as by such items
of work consisting of the collection of fees, disbursements of contingencies,

maintenance of registers, ete., which oceupy a much larger place in the routine of the
It has also been brought to my notice that¥

office than correspondence with outside. : : .

the sergeant’s time is at present mostly taken up by his clerical duties and that the

primary duty of supervising the work of the menial establishment, of noting the

condition of furniture, walls, windows, ete., and of keeping order in the corridors, ete.,

has had to be either neglected or perfunctorily performed. I append herewith a

statement submitted by the Principal showing in detail the present and proposed

% Mot orinted distribution of work among the eclerical

s establishment together with explanatory *

notes on the duties of the head clerk and sergeant and also on the new work
which it is proposed to assign to the additional clerk proposed.

In the circumstances set forth by Mr. Middlemast, I am convinced of the
necessity for the employment of an additional clerk and of there being enough

work for three clerks excluding the sergeant and would suggest that a pay of
Rs. 20—1—25 be fixed for the post in view of the fact that the existing clerical

posts have progressive scales of pay attached to them.

3. The extra cost involved during the eurrent year will be Rs, 160 and T shall
submit a re-appropriation statement on receipt of the Civil Budget Estimates for the
current year. .

StaTEMENT showing the present and proposed distribution of work among the clerical establishment of the Presidency College, Madras.

No. 554, EvpvoaTioNar, 26ra May 1915. 3
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No. 554, EpucATioNAL, 26t May 191

Endorsement No. P.A. 2/2523, dated 5th May 1915.

Forwarded. :
9. There is no audit objection to the proposal being sanctioned by Government.

3. The present clerical establishment of the college, as shown in paragraph 2 of
the Director proceedings, has been compared with the office registers and found

correct. =

4. If the proposal is sanctioned by Government, the necessary reappropriatioh&
funds should be sanctioned to meet the extra expenditure in question before it is
incurred. :

N. SETURANA AYYAR,
hief Superintendent.

I'o the Becretary to Government, Educational Department. “

v

Order—No. 554, Educational, dated 26th May 1915. :

The Government sanction the proposal of the Director of Public Instruction to
employ, with effect from the st July 1915, an additional clerk on Rs. 20—1-—25
(biennial) per mensem in the Presidency dollege, Madras. 'This eclerk will not be
eligible for grain compensation allowance. : ; e

2. This sanetion has been registered as No. 46 of 1915-16.

3. No extra expenditure should be incurred until the necessary reappropri
*  of funds has been sanctioned. o v 7 PPrORy

L

P. RAJAGOPALA ACHARIYAR,

Secretary to Government.

To the Director of Public Instruction.
., Accountant-General.
,,  Financial Department.

4
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Explanatory notes on the duties of the Head Clerk,

I, Collection of Money.
(a) College fees (Rs.68,000 in a year)

7 registers, one for each class,are required

to be kept for this purpose, containing columwa

(1) the name of the student (2) Branch or Grou%.

(3) Ordinay fees (4) Fines (5) reading room -
fees and (6) recr;ation fees, DPEntries have

to be made in the one or the other df these
registers before fees can be taken from a<sh
student. Testing silver or examining notes,

and returning in several instances, balhnce’/’
due to students (which sometimes include frac—
tions of a rupee too) takes some time for each
student,

This process has to be pexformed twice for -
about 700 students (in July and January) snd

6 times for about 300 students,

in and initialled for eaéi pgxng@?&nearlx 7000
entries in all in a year), This is #‘uonknfmt
mhich}no time can be spared. There iaaﬁardly'
time enough to do this work at ¢t g”tigg of =
ﬁayment of fees, for if &% is to be dong'thcn
regularly and systematicalkn the progress of
fee collection will be very slow which wilit
af fect the attendance of students,

(b) University Fees (about Rs,12,600),
1,Application fees for admission to the'ﬁva.
Honours Degree Ixamination=!from about 757

studentss amounting to Rs, 3750/-
2,Application fees for admission to the Inter_
mediate Ixamination in Arts - from about 130

students+ amounting to Rs, 3120,

[ — PR R
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(3)

(4)

I1I Disbursement of lMoney.

Application fees fdr admission to .A.(Pass )
Degree Examination = from about 140 students-
amounting to Rs.5, 040,

Application fees for admission to the Honours Preli=-
minary Exsmination - from about 70 studente-amountinﬂ
to Rs,700/- .
Applicationa(ﬁearly 415 in number) to be scrutinized
numberéd and arranged with the requisite certificates,
nominal rolls in triplicate to be prepared for the
remittance of fees into the Bank and transmission to

the Registrar,

A,

C.

Pay of establishment, Rs,3,600 every month to 70
officers and menials,

Scholarships- about Rs,700 every month to about 60
scholarship holders, ‘

The various scholarships tenable in the college are._

(1) Government Scholarships - European and Non-Europeo. .

(2) Bangalore Scholarship

(3) Mysore Scholarship

(4) Conolly Scholarship

(5) Nizam's Scholarship

(6) Parlakimidi Rajah's Scholarship
(7) Pittepur Rajah's Scholarship
(8) Ramnad Ranee's Scholarship

(9) Cochin State Scholarship
Contingent Expenditure-

(1) Pay of menialservants about Rs,100 a month to

16 servants, .
(2) Laboratory contingencies- Rs, 6,000

There are 6 departments under this head. Bills
of expenses from these departments are received
for payment almost daily during term time for

payment and they have to be complied with with
as little delay as possible, This means consi-

derable work- the number of disbursements in a
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year comes to nearly 200,

! (3) Other contingencies (Rs, 15,600 nearly),.

III Remitting money into XK¥ and drawing money from the Banl

These consist of all the other items of expenditure
in the college (eXcluding Eﬁrope 8tores & Freight the
expenditure under which is adjusted by book debit).
The number of disbursements under these heads comes

to neérly 500,

;l IV Maintenance of cash account book of receipts and disbur-

. made up, carried over and brought forward on every =

This has to be done personally by the Head Clerk in
view of the great responsibility it involves, For
5 or 6 days a month the Head Clerk has to spend 2 or 3

hours a day in order to go to the Bank for the pur-

pose of making remittancevs-

ments, 3
Daily cash transactions are to be recorded in this
book every day. The cash balance, to be struck at the
close of each day, has to be actually counted a n d
verified.. This last work alone takes up more than -
one hour daily.

Maintenance of contingent register. This is a
laborious task, considering the number and theramount
of disbursements to be made as detailed above, Be=-
gides entering in'it every item of disbursement, the
total expenditure for each month, the total up to
the end of the previous month and the balance of ale-

lotment available at the end of each month has to be

page.

Preparation of contingent bills, Owing to the small-

ness of the permanent advance th;se have to be made
up at least three times in a month, Voucheré have to
be checked, numbered, arranged,cancelled and filed, |
Receiptes obtained for disburseménts to be forwarded

to the Accountant General in adjustment of the amount .

drawn, In short, before the disbursement of t h e ii

¥



amount drawn on contingent bill have been made the prepara-
tion of another contingent bill becomes necessary, In

this .way, this work continu&%ly engages attention throughou! ;
term time: almost daily there are monitary transactions in :

gome form or other - collection, remittance, withdrawal and

disburdement - which take up the best portion of the ===

=/
e

regular office hours with the result that the remaining -
portion of the office work cannot be get through without

undue strain by working long out of college hours and on

holidays, etc,

VII Maintenance of scholarship registers,

—————s =

. B ‘
¢ | L |
| VIII Preparation of schooarship bills. Separate bills have

to be prepared for different scholarships - Govermment,

Bangalore, Mysore, ESenior Conolly, ete, - its nﬁmes and

some other particulars are not to be furnished in the f\
scholarship bill foms under the revisecd rules, a aepdi}e

. o register for this purpose has to be mainteined,

IX Preparation of Pay Bills, ete,

| ) Separate bills have 1o be made for different sections

of establishment,

I 1. Assistant Professors (2) Temporary Asst. Professor’ e

[3.) Masters and Teachers and Clerks and servants (4)

Demmonstrators, é

\ “
T e e T TS

(b) Absentee statements

e L s B

_ : %
" B (c) General Provident Fund shedules
H 3; (d) Postal Life Insurance fund schedules, {

X Maintenance and verification of servife books.

(a) There are about 70 officers and servants for whom
these books have to be maintained, Hesides the sever'

changes which have to be recorded therein as they occu»

all the books have to be verified annually and a :
certificate to that effect recorded in each book,
(b) A record of service maintained by each officer in

superior service (about 50 in number) has to be =

compared annually with the original service books apé
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and a certificate of such comparison recorded in each boa'lL
The maintenance and verification of these two sets of
books entail no small amount of labour, espeéially when
they have to be done in April, each year, up to the 31st
March preceding., At this time the pressure of work is

so great that there is hardly time to attend to this -
work, Thé collection of materials for the administration
report due by the 15th April, the preparation of annual
returns, monthly statements, quarterly statements a n d

some other similar duties press heavily on the office.

Preparation of periodical returns and statements.-

There are several of these - monthly, quarterly and annus .
to be submitted in a year, Most of them such as D.C.B,
statements, financial statements of receipts and charges
departmental annual returns, annual returns of establish-
ment to the Accountant Ueneral, Stationerytgﬁ% bther =
indents, Budget estimates, etc, require a great deal of
time and care in ﬁbig institution like the Presidency
College.
Cor respondence
This work too is heavy enough, The number of communi-
cations received, sent out and otherwise dealt with per
annum being nearly 5000 (excluding the nunber‘of papers

to be dealt with in connection with the admission of

students at the beginning of each academical year =

The entries on this account come to nearly 2000, For

mnt £ of time to attend to this portion of work during

the regular college hours, largely due to the pressure

Ms sl <

of other work such as collection of fees, disbursement
of scholarships, etc, which can only be done shen t h e

students are present, it is done out of office hours {

and on holidays, ete,

XIII General supervision, direction and scrutiny of the work

of the Agsistant Clerk, ZZl/hL;dJQQ44@~Al/

Ao Pres Prinecipal,

Ao sy o LN AT R R *0.__,“
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Explanatory notes on the duties of the Serges

10

/ Permanent Attendance Registerr These are bound books one§

Attendance Sheets:- At the beginning of each academic year
register sheets are to be written for each group or branch
of each newly formed class, When the classes are finally
settled the attendance sheets are printed, The manuscript
sheets are needed for the following classes,
| Group I .. 5 copies (1i,ii(a),ii(b) & 2 Lang.)

1st year " II .., 6 copies (ii(a),ii(v),1ii(a),1ii(D)
Eng., and 2 Lang,

class " III .. 5 copies (History 2 copies,Logic,
) Bng, and 2nd Lang,)

Branch 1 4 copies (1,2(a), 1&2 (a) Eng.
a 5 copies (2 ,2b, 1%2a Eng.

|

! ii |

i b 5 copies % » w “

3rd year
la 5 copies (3a,3b,3c, & "
class iii lb 5 copies " " oon "

!¢ 5 copies " " n -

]

{ iv 3 copies

] v 4 copies (History & " )

3rd year] Similar to 3rd year P a s s.
Honours )

3

for each class in which about 700 names are written everygi
month. The register sheets distributed to all the Profes-
gors and Assistant Professors are collected as time permits

and posted in these permanent registers with necessary -

alterations according to the leave applications sent by the
students,

Leave application,- The 1eéve'applied for is posted in the

permanent register and the application filed ror future -

reference, These average between 4,000 and 5,000 per term,
to prepare for their ready posting these application§ as
soon as received have to be sorted in pigeon holes in alpha-
betical order, |
The attendance sheets for the students of this college who

attedd the Christian college in the 3rd,4th and 5th year

classes (Honours) in ®nglish Language and Literature and



Mental and lMoral science are to be written & sent to

the Christian College, These are returned at the end
of the month when they are also posted in the permanent
register, :

Attendance of the Lady students of the Women's colleg
is also to be prepared and sent monthly,

Attendancesgheess of the Christian college students
of the jrd, 4th, and 5th year classes (Honours) are to be
written, attendance entered and sent to the Christian -
college monthly,

On the admission of students being closed lists of

students of each group or branch of each class has to be

prepared in manuscript arranged in alphabetical order,
sent to the press, proof obtained, corrected and returned
for striking clean copies,

Attendance register of the coliege staft.- This is to

be written monthly and the casual leave enjoyed noted,

Attendance certificates required by the University are

,/

to beprepared for each candidate sent for a University -

ination, According to the new regulations the time
involved in preparing and despatching these certificates
is doupnle that of according to the old regmlations,

Fresh forms are necessary for each year's course for the
Intemmediate Examination and fresh certificates for the
practical courses for the B,A,. Pass and Honours classes,
To prepare these certificates a summary of each student's

Aattendance has to be made up beforehand,

Transfer Uertificates.~ Requisition for these is very
ffeqnent durin® the first five working days of the year,

For the preparation of each certificate references must be

. made to the Fee Register, Attendaance register and Admission

register and further the class, date of leaving, reason -
for leaving and the college to which the student has gone
have to be noted in the admission register, The average -

number of certificates issued per day will, be about 10,

1
.



&

Identification certificatés.-

Many students who do not claim their University certi-
ficates within the notified time apply to the Registrar,
who requires them to produce certificates of identification
These are written (on the average 6 per month) and despatch _

ed with the Principal's signature,

Conduct Certificates, -

Many of these are to be prepared and despatched to
students on application, The average number of certificate.
issued per day will be 2,

Certificate of age, -

Extracts from the admission register regarding the date
of birth are also called for every now and then by old stﬁ-
dents. The students on application for these certificates
1n many cases do not give the necesséry particulars, hence
it involves a good lot of time in the way of references to
various registers, The average number of certificates issuecdt

month will be 5.

Admission register, -

The name of each student and all information regarding
that student required by 14 headings has to be written,

This involves about 400 entries every year,

Fee Register.-

This register is written twice a year, once in the lony
term and once in the short term, Rach time the analysis ;f
of payment and total for each class is to be ﬁade at the
end of that class and at the end of the term the grand -

total and final summary is made up so that it may be compar-

ed with the Bank Chalan of remittance to the Treasury,
Annual return No,lI Sa}.

Classification of students according to

1. District to which they belong
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2, Wealth of parent or guardian

5, Vaccination

4, Nationality

5. Occupation of parent or guardian
6. Average number on the rolls and average attendance
7. Different languages,

8. Different science branches taken up

9, The results of examinations,

The preparation of this return involves about 2,43, 600

entries a year,

The Presidency College,%

Madrasﬁﬁfdanuary 1915, § Principal,

Ay

T a i aa il
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: Explanatory notes on the new work assigned to the Kaﬁitional Clerk.

1. Maintenance of history of students., As already sketched

in this office letter R,C. No.232/14, dated 11th August
1914, this would have to be maintained in the form of a

card catalogue in which each s$udent's college career -

would be recorded- his promotions, detentions, passes or
- : : . failures on the University Examinations, prizes or scholar-

ships secured, etc, for about’700 students,

2, Maintenance of examination mark book. At present the marks

obtained by students at the various periodical examinations

>L¢ z.lhéld at the college are not recorded“collectively in a

book, But each professor keeps with him for 2 time only

a rough list of such marks from which he is enabled %o

form his opinion of a student's progress in his particular

&
P
.

subject only., It is very important, however, that the

marks obtained by a student in all the subjects exemined
should be cbllected from the Professors concerned and -

: : consolidated in a book, so that his general progress at

| any time may be ascertained at a glance, Requisition from
E | parents for such particulars about students, #hich a r e
/

frequently received, cannot be complied 'ith without the

aid of such a register,

The maintenance of such a register for about 700 students

will surely involve a great deal of clerical labour,
5. Jork connected with the distribution of the Presidency
,4 ‘ 3 College Bulletin

This work involves compilation and maintenance of a list

of institutions supplied and correspondence connected

therewith, cor respondence with the Press, monthly despatch.

of bulletins, etec,

The Presidency College, | Ziafh‘444bt i
- |

HadrasX?WJanuary 1915, | Principal,
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