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EDUCATIO‘I AND PUBL C HEALTH Dh.PARTMEN’].‘
(Edueation)

- GO No 856 23rd Aprll 1946 /l/

Seoondary schools ma.mtamed by local bodies—Uniform system of office prooedure—-lnttoduced

e

1Y REaD—the following papers :—
- From the Inspector of ﬁumoxpal Councils and Local Boards, dated 5th December 1945, R.0.C. No. 14982/45-B.2.

5 - From the Director of Public Tnstruction, dated 10th January 1946, R.C. No. 1058-G/45.
i From the Examiner of Local Fund Accounts, L.F. No. 10339, dated 26th March 1946,

*

‘Order—No. 856, Education, dated §3rd April 1946 o

The Inspector of Municipal Councils and Local Boards boards and municipal councils, for dealmg thh the corres-
points out that no uniform system of office procedure is pondence in those schools and suggests that a uniform
being followed in seoondary schools maintained by district gystem as contempl&ted in the District Boa.rd Office




50 .. . No. 856; EGUCATION, 23rp APRIL 1946 .

Ma.nua,l may be prescribed. The Government have

considered the Inspector’s suggestion in consultatign'wibh #
the Directer of Public Instruction and the Examiner of

T A

Local Fund Accounts and they have decided to introduce .

such a system in all secondary schools maintained by local

registers be maintained in thosq schools :—
(1) Personal register. 4

: : dents of District Boards, ol :
Lo ;ﬁgﬁ: O athotities of Municipal Courieils, (through the
o B emen of Municipal Counieils concerned). -

\

v

~ (3) Periodical register.
" (4) Local delivery book. -

(5) Despatch register.
(6) Stamp a.ccouni;;".,

(7) Security register.

_ The headmaster of the school concerned will be respon.-

sible for the proper maintenance of the registers and for the

supervision of the office work,

(By order &:His Excellency the Governor)

MV SUBBAMAN'L{N,’

Secretary to Qovernim
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To the Director of Public Ir struction. bl
TInspetor of Municipal Councils and Local Bo
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Examiner of Local Fund Acecounts.
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: f 8(0; %‘, G ' Sir, &

.................. - Subject:- Office procedure - Jorrespondence. - Tg_klsf School s
under local. boards and municipalitics - Intreduction of Tottenham
T et/ System as contemplated in the Nistrict Board Office lTanual.
. & > N 4

]
e o o

I submit herewith a copy of the letter No.1504-45-3 dated 17-5-45
of the Municipal Commissioncr, Bimlipatam. Bx% By a refefence of the
above letter to all the Deputy Inspectors, it has been found that the |
office procedure for dealing with the papers relabting to correspondenc
is not uniformly followed in all the Aistrict board and municipal highi
2 schools and that it is desiraole 'to prescribe some uniform system ford
B e all such institutions. ' I,consulted thesDirector of Public Instrue-
.‘%1,\.-;;-/'» . {tion for his suggestions. A.-copy of hi's reply in his Re.loe 1058-G-45
R &= dated 19-10-1945 is herewith submitted. The Dircctor of Public Ins-
truction agrees with-me to irftroduce a:uniform system of office _. @
Y " proccdure in-the high aghools, and he; suggests the maintenance of )

' registers mentioned :in ;hi‘-\a‘ lctter. But the maintenance of. a despatel®
‘ ) | register was «dispensed: i n&ds b igs"the same as the local delivery‘ ‘

" book. Murther a fair-copy TeEtster of the fomm IIT(b) of. appendix B¥
to the NDistrictiBdard @ffigce Manual is.necessary for the despateh of
tappals by post.- “gimilaigly a security register for entering the

valuable articles would also be necessary. If personal registers are
'y i~ to be maintained, ,therc ecannot be a personal register withofit the
: s diatribution register. Henge the -fo¥®loWwing registers are toybe - W
Jnaintained: - : S

~7

Seal " We B L

' Pgrsonal regidter, distributiopn register, record issuesregi ster,

fporiodi cal regilster, local delivery, book, security register, #

v call book, stamp account, copy application register and the.
fair-copy reglster.

R 1 Moreover the supervising officer_is to be the headmaster ani he may

be made responsible for the proper supervision of the office work.

"7"_ 41 I request that®lovernment may be pleased to issue necessary
| i . orders in the matter:

,Ai x { : “" / %‘_
5 w. o7

’ , "0 anaet
s : | {,Vf T nqucuox‘g]%
Y « Y CBpy BF letter Re.Mo.1504-45-B dated 17-5-1945 from the Commi s-
- PR - glener, Bimlipatan Munieipality, to this office. L

- SNA Sub:- Office proecedurc - Gorrespondence - Bimilipatam Mity. -

< Maintenance of ‘records in the munieipal high school.- Tainten-
‘_ “ance of certain registers - Prescribed by the District Board

£ Office Manual - Permmission - reguested.

-
e

g LI s e

The cor‘resmonﬂencé'z\nd records relating to the Munieipal Hisgh
Sehool, Bimlipatam are not maintained in agecordance with any appreoved
gsystem as the disposal or Tottenham System. The presen® praectiece is
to.open gertaln subject files as staff, fee concessions, misecellane-
/ . oua gsenodarships ete. and run that corrcsponienece ti
yearser bill, %®hc correspondence on all the subjeets

clozcd .and then pigk up important ordersg and sive therm numberg aa
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y?ipqat%icO of maintaining ﬁéqcrﬂs ra-mhdésirablb,gw'naper3'
erdoftelavay with at any time wi'thout biinga noticed. ®mence 1
submlt}@&h@ the in@rdﬁdﬁmion 0l the Pottenhdw System of 'e0 rrie sponden e ¢
and mq;gzepﬁgée['~g?eco;ds is necessary for'the"correspphiéncé*wokk y : '
1n~ﬁhe,§chooﬁ also. The high achool workxz xﬁ.is-attemﬁéd to'only.by : i
one cler and zo +the maintenance of all registers prescribed inethe 4 i :
{ DLSBERCE Board Office Fanudl is not Neeessary. 1 reguest that T may
| beze pemitted tof arder the opening of the following registers and.
tqelr;malntenance acg vding-mg the instquctions contained in. tho o
District Board Offic Tanual in the Muni'eipal Highf@chool,Bimlip&tam;i
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1, Di'stribution register.

register. 4. Call. book.. 5. Local delivery book. é. Stamp
1 Seeurity rogister@k s ke gty
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-1945 from the Directorqo
office. , N

. Copy of Re.No.1058-G-45 dateq 19210
Fublic Instruction, Madras, to this

7 2 -
Sub:- Office procedure - Sorrespondence - High schools
local bodies ~ Proposal

1 system -~ Tour lﬁttGCQFOC

_ under

for ‘the introductioq of a uniform

- 14982/45.B2 dated 17-7.45.

I agree generally with your Proposal regarding the»introduction
ystem of office procedure in high schools under local

' But in view of the limited staff 4n the high -schools, 4+ ia

notidesiraole to' saddle the institutions with too manJ-Fegiste}s su ch

as those suggested by you, as‘gll op themvare: not. quitd necessary for

a school. * I therefore suggest that i1 will-Be ‘enouwgh if thg folloyw

ing rezisters are maintained, IR TR R AT A W %
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L B o O0ffice of the DBirector of Public ilgstl‘ucti)on, i
2%653: G/45. Madras, Yated 10th  January 1946,
! LA - ’ ,? > $
 eCO T RS gehoola. nunder Local A
" Subject:- Office procedure- Secondary se 5] |
BB JCE : ggg%ss g Uniform system = Introduction Qf. ‘
| o | 708 B 7. dated {
(eference ; Government endorsement No,, 56708 3.7. dated !
Hgigense '1281552% referring for remarks the lettellr - g- o
No. 14982/45 dated 5?12-§5 of “the Ingpector o i
> . j boar E -l
Municipal Cls. & Local oards. i f?
L, . g
Legubmit ted, ; |
3 - s a toxr - .
: cady stated in my letter to the Inspec
T wi?ia{pgiveciéfgégyLocal Poards, &, ¥.No. 1058‘.9435_ [2 & e
g*+2511§-10-45 that, in view of the limited gtaff in téi ‘
Hilh schools it ic not desirable to saddle them with s &
maiy ;epistefs, which are not necessary for a school. i
otill hold the same view., 4
For Director of Publie Instruchion. ,i
§
vecretary to Yovernment, | 8-
Luecation and Public Health Depﬂltfi X Jf
lMadras . e o &
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