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Crovernment

EDUCATION AND PUBLIC HRALTH DEPARTMENT
. (Education)

et

s G.0. No. 1704, 20th July 1947

Typewriters—Government offices—Careful handling and maintenance—Further instrub(;ions issued.

' Order —No. 1704, Education, dated 29th July 1947.

According to rule 79 of the Stationery Manual, Volume
1, the responsibility for the proper care and upkeep of
typewriters in Governmenty offices is thrown upon the
typist or stemographer using the machine. This system
has not worked well in practice. The Government, there-
fore, direct that the head typist or senior typist of each
office or department of the Secretariat should sec that the
ypists carry out the following instructions in rule 79

daily :— .

2

(1) Cleaning the machine before commencing work
and carrying out the instructions issued by the makers fo
cleaning and oiling the machine ; and e

(2) locking the cover of the machine before leaving
office. G

The head or senior typist should attend office early
and leave it after all the typists leave office so that he

may check whether the typists are observing
tructions. He should bring to the notice of ¢
Ministerial Officer then and there fa on the

any typist to observe the instructi He also
submit a weekly report to the Head Ministerial Offiger
certifying that the instructions are being carried out by
the typists. : S RS 2 s

~ 2. The existing provisions of rules 78 and 79 of the
Stationery Manual are considered sufficient in the cage
of offices with only one typist or in the case of steno.
graphers or personal clerks attached to officers.

3. Government direct that, as far as Practicable, each
machine should be kept in charge of one and the same
person, as in that cise it is generally maintained in g
good condition. g i

4, Necessary amendments to the Stationery Manual
will be issued by the Superintendent of Stationery,

(By order of His Excellency the Governor)

he Superintondent of Stationery.
To:llleﬂea%s of Deparbments,
" a1l Collegtors

(22

M. V. SU‘BB ANIAN,
Secretary to Government,
To all Departments of the Secretariat.
,, the Chief Secretariat (with extract of notes).
'4
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16th July, 1946.

5480 T 77 Haki oo Hatda, Tags, |
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‘ 5ﬁ“‘ j g I ‘ : The Assistant Secretary to Government
n&pﬁﬁ-R&&ngﬁpdth'fyaﬂla?n‘ Chief Secretariat, 4
: Mmms.. ¥ uf RPN ‘}_. , . Government of Madras,
? Madras.

: ‘ Kasturiz iri'

,Ehmﬁthﬁl Garu,_
3 ] v ('_z._,

Dear Slr;
| REPAIRS TO REMINGTON STD.NO.lZAfLX-G?SSO.. 47.: o b
- ~With reference to your letter No.150 6-2 dated the

19th ultimo, we have carefully examined the above quoted type-a+

writer and our charge for thoroughly overhauling this typewriter

will be Bs,15/- only. The machine does not require any parts.
Kindly let us know whether this estimate meets with your approval.

Yours faithfully,
IINGTON RAND INC.,

. Fpy * A
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TYPEWRITERS - Govie. Offlces‘i Carexul handling and main-

tenance - Purther 1nstruct10ns issued. 6‘» AIL
€.0. |70 4 EDN., DATED A7 -7- 1947. [/t7 :

Ps. 3 o é;25 b

According to Rule 79 of the tati

9 ; L / |
the reoponsiblllty for the proper care ane upkeep of type-

writers in Govte. Offices 1s thrown upon the'ﬁ%plst or atsmo-
; Li el -
grapher using the machine. This system has not workeé weiIk

 The Govt.'therefore{dlrect that the ﬁsad ﬁyplst or genior

ﬂ&pist of each Qffice or Dept. of the Sectt. should see thau-
the-fypists carry éut the following instructions in Rule 79 |
dailys-—

(1) cleaning‘the machine before cbmmen@ing work aﬁd
carrying out the instructions issued by the makers for
clcaning and oilihé the machine; and

(2) locking the cover of the machine before leaving

+

The £§ad or senior'iﬁﬂlst should attend office oarly and
leave it after all the’ﬁypists leave office so that they
may check whether thc'fypists are observiné the instruc;:
tions. He should bring to the notice of the Head Minis-
, Gerial Offlcer theh and there failure on the part of any
fﬁplst to observe the instructions. He shall alkso submit
weekly réport to the Hcad Ministerial Officer certifying
that the nﬁtructibns are being carried out by the'1§blstc

B

2; The existing provisions of Rules 78 and 79 of &l
Stationery Manual are considered sufficient in the case o

officéfs with ~only one’f?pist or in the case of BAtenogra;

—Or Personal @lerks attach@d to officers. 4 3
i |
4
3, Govt. 3%3339 that, as far as.&t:iﬁagractlcable
L S s

machinol shoula be kept in charge of onejpe rson &as in tt

~
L)

5 w o . o s
case teew—ane genarally maintalned in a good conditlom.

4, Necessary amendments to the Stationsry

( N Manuel
be issued by the S. of B. u
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A,3, through C.P, IT. e b i
Remington Tynewriter Wo. X 67830 - Repair. ‘p

. 1 £
The above tybewr ter has been sent to this section by

Pub, (Spl. bect10ﬁZ§n nThce of the Woodstock typewriter brought
down by me from there with the consent of the Superintendent,

“0.,F, II, in— a%s =) I really shed tears at the plight of

the machine., It appears to have[EEEﬁ\gQ;Jin constent use --

but I understand it has been -- and handled very negligently.

No . part .of it . is free from dust, and especially the key leyer
passages in the segment are so dirty that they do not help the
swift movement of the carriage. The most Intricate paris are

also to vbe attedded to with a mechanic's care. The cleaning

of the segment, the dogs and of the tension wheel and spring ; .
cannot generally be done by the operator. =uven to give'a ™
general gieaning outward cleaning proper tools are not avail- -
able in the sggtion or in any of the neighbouring sections.
“owever, I have given it namesake cleaning with the help of a

pin ahd*my hand-kerchief.

-
-

The metal cover and base board suppiiled are‘th§§¢ of
- =, g 4 . Ty T o S T .
a Toodstock machine which do not suit this machine. -
L 4
’I

I request that steps may be taken to overhai* the machine
and in the meanwhile its proper baseboard Lnd cCOvVer may be .
suwolied. : : ) Wl

o

that in future a set of suitable toolsa (accorcing to-.lhe mike

wof the machine) including a piece of cloth to each typewriter
maybe supplied and machines periodically iAspected to see
whether they are kept in a sound condition,

( AT NG L inle o should be inclined, ,nc1ﬁentallv to sugrcs¢

iy &
Sl
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Ve il PRESS SLIP. ./ | - ;
Yecee el SO ) i’
/ °  ORDINARY. URGENT (a). \ \ ./ SPECIAL (a). l/L’
i, W J ‘ S
.......................... DEPARTMENT. a
% Gurrent No’]?&,,/ Gl ot v 8 o 7" sitesiseen. 194 INSTRUGTIONS FOR THE
G.0. NO..'.] -(.)..é’-/; Goceeaceese 2.-7{ ..... ..IZ-'. ........... Soteea0 19477, oy . SECRETARIAT.
i | (b) N ;
Correspondence.......ccoovensescencans e (a) If a paper is marked.to be printed

Number of MS. pages sent {N (e)

urgently or as special the Superintendent of
the section concerned should sign the Press
slip. The Superintendent should exercise .a .
careful discretion in the matter. :

(b) Each letter, memorandum, or order, or set
of orders, in the file of correspondence should
tbe headed in succession with the Roman

G ‘ ‘ EPies tori _ numeral I, II, IIT, etc., the number being
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