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WY @yl EJQA Chepauk, Madras,
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| 15th May 1246.
I’"“’ttéc«}ff‘m*' 1a1s'acction )y the Education & Public Health

& Sample Kpgévased in the Govermment of India.

T‘”G-ﬂ 11"'(’33 Lwc 1ol used when papers have Lo be sent by Bal way
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train or mst th afficers Gk tour,® but only these flaps saving
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I 1 . considerable weight and volume. They are also used for what
arel called, 'ephemeral [f£iles’ . The proper style’ file=bo=rds ‘
are. used only Tor m_wtantLbulky Eide sl ; ¢1

; : - That 12.
I would venture to sug.‘gsfe, the adoption of this sample
S i Madinr TEg |
flap w»iesel might result in cmsldcrable ccon:)rny m publlc f"
expenditure. If the suggestion is adopted, may B [

first consignment of-‘“B'O F1af8s for Ty use?"'L
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e - o5 = Central Range. :
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_ ,4‘ : The Secretary to Government, _
b _-, (M.V. Subrahmanyam Esqr., I.C.S.,)
v .~ Rducation & Public Health Department, \
iy Fort 5t. George, Madras. " ‘;,.
> | { ‘clu: 1 sample flap. ;
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I recommend. the cdovtLon of the flaps jin

Madras as suggested by the Dopuuy Commissioner of
Civil Supp;ies, Central Rang Zee 'Wedtrgas, I could
make them il the Superlnuendent of Stationery wgf
to place an indent for them,

The Seeretary to Govt.,
Edn, & P.H. Deptt.
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|’ Madras, ’ A
| 29-5-'46. 3 Superintendent.
J’" gL " i ﬂ
?-To ﬁYﬂ[
I

i Thro' ‘the Superintendent qf %tationery,
Y 8803 dasspil . .

Stationery Office,
Guindy, Saidapet P Ol

June 1946,

Forwarded;‘

2/ Sanction of Government may kindly be accorded to. aincl d-" {
tape white and red" to the list of articles authorised tg geAgiggkgéth.. X

and supplied by the Superlntendent of St =

Stationery Manual Vol.IT part 1 atlonery vide appendis I‘Of
3/ 1 Have no objection to supply them to a
have to send papers by rail.
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: Current Nolbt&'lg-dated...-,ﬁ ..... vt INSTRUCTIONS FOR (st _ :
> G.0. No...:!ﬁ].ﬂ, dated....... “‘3”‘5 odone ' SECRETARIAT.
'\‘3( A L) ] (X
Ol CO[‘NQ?%H ENCO..euseess OLOOBCACAO00C0000 (@) If a paper is marked to be printed
Number of MS. pages sent () ‘| urgently or as special the Superintendent of
N . - |the section concerned should sign the Press
El —_ slip. The Superintendent should exercise &
SéEc / e T ccareful discretion in the matter.
Ca.—ﬁz f(b)dEa,ch letter, memorgid'um, or order, ﬁrsﬁ
ol SUDTECE gy oo s s s fusnogrproseneses ot orders, in the file of correspondence shou
gl ﬁ( be headed in successienr-r%;lp& the Roman
@ c numeral I, II, III, etc., the number being
g of c;pies req_uir}ad w len stru;:l; regouis;&glgsofor cor?eg;?ﬁgi;ce Notes g}x;itten in red ink or blue chalk above the item.
off (not including copies for volunes a + e particular papers to be printed in the
editors’ table which are retained inthe Press). purcgsg?i gy the| and orders. special Thae:copies should bs indicatediby the
: 1) (2) (3) (4) | Roman numeral (I, IT, etc.) by which that item
? gaﬂd been headed in the correspondence file.
E matter, including marginal remarks or
EOETRECORD ref;rences, to be printed should be written in ix}lé
‘Madras CY L Sotnmoo0on db Sl biesomronn and matter which should not be printed shou
1%IM ~R61:g§3;ds o oot S0 | ROSEEOE a0 nosanas be encircled. TInitials and signatures that are
For%iling with ofiéinal b L AR o) bk s o] o not quite legible should be re-written distinctly.
(¢) For rules regarding printing of notes,
Total «', . see the chapter cn printing and proof correc-
tion in the Secretariat Office Manual. : ;
o b) 5 . 9
For IssuE. 5 e ) (d) The number of copies and the details of i
! [ |l SEesig e FREIRSS distribution should be filled in by the Superin-
5 |2 : @ | tendent or clerk concerned.

B %2 |Eg |No.| Papers. ;28; (e) In the absence of special instructions to 2
L ) Hil| 2 the Press to keep matter standing for a specified ’
R A : | period, ordinary papers of 8 pages and under
i 'mh}%l&at’ure cQW*""’“"'" PP T (LU KCRER A EOTIGo BOOC AR D0 OGS Willbe kept 'Bt&nding fotqne Week, mﬁm,‘ RN "N
e TR ’Ihdia;nOﬁice ....................... GRoBGo0o00N BEI0C0 ) IS PogR) IR e Al S50 pape ; fo;i-ltwoweeks on]y. - The typde Of notes "

“ | o = RPN o Dept, |eeeeee]eeneen]eone o L e ck e-eoe| G0 of all confidential papers is lisiribuled

' ‘&(ﬂ} #w‘?ill??artm?ent Bt 1 A e A R ...|smmediaiely after siriking.
1 BNUE. DB PATHITOIT.S sossssisns s osenesilznsss|cwbezsfconesloasstesastasens \ (f) This slip p‘foperl . i en
G Vs esoses|ssscsslssvses]acocessnsossansioeccne o\ Tmadn? y an comp © y e
| Public Works Department........ o \ [>-.|in,. should accompany every paper sent tc
LOG&D AdministratiOn Depa;;tment.“ ..aa... ......................... befesasae Press; . it wﬂl be returned by tha Pf.;tss e , ‘:_.“’;
Tducation Public Health Dept. [+ecee:| oo otaod el EDN S e o -.-«| proofs are furnished ; it should be sent to the i
e el i R el Press when a call is made for revis® proofs or < -
BUbLCTAEPET. -+ 8 i e - when a corrected proof is semt for striking.
HomeDept;..;...................v..._........ SQUO00 ';' """"""""""""""""" ‘ When ﬁna]ly returned by Press it should be #
j Dev. Dept "."“‘ ......... oo e T N T e A e GaS000|asaoao filed with the original ‘Qrder or letter. S
m.nance"? 3 "‘“:::::”::""""""':"" .-‘n ° i ;:-u&: ....... evessseo|coe 600 :
ma,l”. : -2 .°"' H'A"""""""“""“‘»"" 000000foco ¢ lv 900000l 0000000000090 |00 O 23 ; ; .
Sectt.,of the Madras Legislature...... [+« oev|® seesjseeeesjeeeconnereneescioe: INSTRUCTIONS FOR THE PRESS.
| Sk " . . Bk F ; i e ‘i
(@) If, in the opinion of the Superintendent, g
of the Press, a paper has been marked special
of urgent unnecessarily, he should send the
Press slip to the Assistant Secretary with a
remark to that effect.
(8) Unless a note to the contrary is made A
against the matter, pencil entries should not
be printed. The Superintendent of the Press -
**| may bring to the notice of the Assistant
.- | Secretary any instance of incomplete or
. | carelesse diting. 4
v (¢) Signature copies of letters to the Secre- i
| tary of State or tg the Government of India
should be printed on hand-made paper. e
| (d) This slip should be returned by the Press.
| to the Secretariat when proofs arg furnished :
it will be sent back to the Press when proofs
| TH are returned corrected and should be finally
‘ﬁﬂ 'tr’-fn-o!il.‘ltno.O.-iin'..lltf‘d-‘.l,’-‘-“a‘_i‘)ii re ed to the seomtui&t When s 7"" bh;‘-@ A " 4 '
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occur on the right hand side, only
Total first time when ‘bhe‘y appear on the left side,
| the initials alone being printed later,
' ' ferk
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Please send proof in duplicate. The Proof returned corrected. RPlease | As the matter is clear manuscriptand °

¢ liv edited. | strike off and sznd number of copies as has been carefully edited, (b) proof
S S iufilic:ted. 5 need not be sent. Please print and

- supply number of copies a8 indicated.
* after usual interval. | Type may be released after usual
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. o : i \  Stationery—Supply of “4flap with tape white and red “—Included in the list of artic] Tod by t e
’f- y ) tendent of Sbat.ion}o?l?yy ¥ ; tigloe. mEpERabY thé Su?erln
’ {) ‘ » Al ; — 3
"-;'x ) _ T e ; / READ—the following papers :—
RO : Dty ¢ ~ : j From Mr. S. R. Kaiwar, I.C.S., Deputy Commissioner of Civil Supplies, dated 15th April 1946.
+ i 28 From the Superintendent, Government Press, Endorsement, dated 29th May 1946. -
fv,. ; il From the Superintendent of Stationery, dated 18th June 1946, No. B-1602/46.
: A il ) ;
WRRE s - il A Order—No. 1371, Education, dated 16th July _194@. ' ’ {
o ‘ - 3 A Tt has been brought to the notice of this Government Superintendent Government P. . d : i
' y that flap file boards are not used in the Goverament of India Stationery, sanction the inclrue:i?)znof SB%?;H t\?vrilg}fn:a o:'
_Secretariat where papers have to be sent by Railway train white and red” to the list of articles authorized to ge
or post to officers on tour but only flaps with tapes white stocked and supplied by the-Superintendent of Stationery-
: W o . : o orred are used, saving considerable weight and volume. —Appendex I of Stationery Manual Volume II, Part I.
70 BE FILILED IN BY THE PRESS. They « are also used for what are called ephemeral files. It 2. All indenting officers are informed that the Superi
: 5 has been suggested that the adoption of this kind of flaps tendent of Station e 1€ ’ at the Superin-
- s P in Madras: will result in considerable economy of public  these flaps up to 50 per cent of t?heiist(i};;::)nd‘;oz ;;b]imuge
A b it i . : : ; : : oards
Diasy. S X pﬁi’ﬁﬁc‘iﬁl. : expenditure. The GOjernment;, in consultation with-the jfthey do not include this item in their Indents.

(By order of HisExcellency the Governor)

Reo_eived in Press Ol cecsccsssasanssonsassioes SRR LR o 5 e : - : 2L B - ’ s S. R. KATWAR, g
_ N Deputy Secretary to Governmend.
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Corrected prodf réceived for striking om:........

e,
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Tirst proof furnished OML......cceessacseerciere:

To the Departments of Secretariat. To the Superintendent of Stationery.

& o ol phe s ol EbRtnents S ¥/ : s Superintendent, Government Press.

e

Call for revised proof received OD......ccovesosrirorecsssrecenrerens

Revised proof furnighed OTL.....cccesnscevressesions
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Pinal copies supplied on%‘g"\‘“ a
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i, (d) ‘“ Press’’ copies

Number of copies reduiréd when strack tosupplyon | Complete

off (not including copies for volumes and  |requisitions for|correspondence | Notes,
editors’ table -whigli are retained in the Press). |purchase by the| and orders.

f AN Aa) ¥ L blic. o ’A
. A (1; N ) RM 8%2)? 'J,J'*(g),_’ 1‘(4)

Qoty Records ... " '™

e R e e % A e B o T i e
! ' / (@
.?‘*‘ " PRESS SLIP o I} b ( H @ _Wepth, YI-29—,000—{R~10-8p,
o oy ! °
ORDINARY. URGENT (a). o SPEGIAL (). l@f,
‘ M.‘......;....DEPABMNT.§. ' 6\\ ek N
{ il L0 i k
cay2)
t No. it e (A R S /81944, : £
O No R s o i % ¢ CTIONS FOR THE
L G.0. No....‘.l.é.‘];l, datediz. haitieesess ..................é..;.‘:...lQé‘. ETARIAT.
-' (0) 7
f: ; Corregpondsncesisoe. oy, .00 (@) If a paper is marked to be printed
‘ Number of MS. pages sent N(:g urgently or as special the Superintendent of
i - OUBBessscesssacnnessssssssansee seisevecrtoseces the section concerned should sign the Press
r 5'6.4..5 2 MMG (’AL ~Wtls|slip. The Superintendent should exercise &
i o U ‘ g - 2 careful discretion in the matter.
. %" (b) Each letter, memorandum, or order, orset
Brief subject.,. oY : 4 1%

of orders, in the file of correspondence should

| be headed in succession with the Roman

numeral I, II, ITT, etc., the number being
written in red ink or blue chalk above the item.
The particular papers to be printed in the
special issue-copies should«pe indicated by the
Roman numeral (I, II, ete. by which that item
had been headed in the 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. IQitia_ls and signatures that are
not qujtf legible should be re-written distinctly.

() 'FOMEQ?&‘E’{; printing of notes,
see the chapter cn printing and proof correc-
tion in' the Secretariat Office Manual.

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

(e) 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 iype of notes
t_md of oll confidential papers is distyibuied
vmmediately after siriking.

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

INSTRUCTIONS FOR THE PRESS.

(@) 11, in the opinion of th& Superintendent
of the Press, a paper has heen marked special
of urgent unnecessarily, he should send the
Press slip to the Assistant Secretary with a
. | remark to that effect.

.| (b) Unless a note to the confrary is made
against the matter, pencil entries should not
be printed. ' The Superintendent of the Press
may bring to the notice of the Assistant

- | Secretary any instance of incomplete or
. | carelesse diting. >

.................. «.| (¢) Signature copies of letters to the Secre-

tary of State or to the Government of India
should be printed on hand-made paper.

(¢) This slip should be returne
to the Secretag'iat when proofs aiebﬁ};?sﬁ?ﬁ
it will be sent back to the Press when proots ™
are returned corrected and should he fipg|l
returned to the Secretariad When stryok.oft
copies are supplied.

(2 The names of the Secretary and Ministers
or Advisers should be printed in full when
they occur on the right hand side, only the
first time when they appear on the loft side,

the initisls alone being printed later,

For filing with original e s i bl e L
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