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PRESIDENCY COLLEGE = Madras = Employment of
an additional clerk:

* 3k k

ROC. No. 348 K.2/47

Station. . MADRAS ........... y Dated the . .17th .

Szom (SCame)..

(Devigmation) .D..I.REc.T.oB..__QE___..RU;BL._I__Q_...ma:r:nuc.m.on.,mm’.

So She Szcwlctm‘;/ to the Sovernment of NCadzas,

EDUCATION AND PUBLIC HEALTH ‘Sopaztmm’c.

—
\ * '

I have the honour to request that Government may

poe ..“W“

be pleased to sanction the employment of &% additional [b

"E:
0,
\.'lwe,r divisiqn clerk 1n the Presidency College, Madras, o ‘
' ‘with effect from 1st July 1947 in the following circum-
. =l S‘l?anees!‘.'»- : .f-g{ il ) sl 4 y 4
' 10& GL\_T ;\lk 2. In their Memorandum N°°4’8959‘A/46-4, Edueatiem, w8 *}'
t dated the 29th January 1947, Government have directed ‘

(o é—lhﬂ

that students in Government colleges may be permitted to
N 1.

Ray term fees in two instalments from the academic year

. -i947-p48. + The Principal points out that the system of
%ilébting fees in Instalments

2

will involve additional




work to the Headclerk who is in charge of the fee collec-
tion as well as general supervision of the work of the

other clerks and that an additional clerk to assist the

Headclerk in this work is necessary. He has also request-
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ed that a separate clerk may-be‘éanctioned for the maintain-

ing the attendance registers. He points out that the

number of students has increased nearly to 1450 on 3lst P40 A

March 1947 and likely to increase further in 1947--48 and

that the system of keeping daily attendance registers

involves laborious work and takes the time of a clerk. He

states that attendance is not at present satisfactorily
done and there is delay in posting the registers from the

several‘qubsidiary registers which are about 180 in number

¢
to a perman*t register. I am satisfied that an additional

(SN

clerk is essential for the extra work of fee collections

| éndﬁzpr'the.maintenanceAOf attendance registers and I re-

gqueste that the employment of a lower division clerk may be

sanctioned. BRERE | by BT TR
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life insurances, (6) increment certificates, (7) income tax statements of
all the officers, [8) T.A. Bills for both gazetted and non gazetted staff, (9)
pension applications and connected correspondences, . (10) preparation of budget
estimates, (11) monthly statements of expenditure and liabilities and other
accounts and (12) other miscellanecus work in connection with the establishment.
In adéition to the above he has also been engaged in refixing of salaries
of all the non gazetled staff as per the revised scale of pay sanctioned in
(G.0.Nc, 78 ¥, dated 6-2-1847, Jear after year the strength of the staff has been
increasing in numbers. The present staff of this college is 22 gazetted, 47
8,E.8., %4 subordinate gervices including ministerial and attenders, 26 inferior,
50 menials paid from contingencies, The total strength comes to 219 of which
about 70 are temporery. MNo doubt it is very difficult te attend to &ll these
items of work by himself withoul any asesistance. The nature of work of this
gsection naturally, requires one Upper Division Clerk, with 2 Lower Division
clerks in.the ordinary course as is now in practice in sther big offices with
such a large establishment. It 1s needless to say that all tluese work cannot
"be expected of him teo be done by himself alens., To meintain speedy work with
aceurcey at least one assistance to him is an immediate necessity,

Of the 3 lower division clerks, the first elerk being the senior is -

keepin g the records, and puts up all the previous references, -He maintains

the disposal register. He attends te the cireulation of pepers among the

members of staff, deals with the correspondences relating te the acceptance

of remmuneration by the staff, This being a premier college in the Fresidency

several Professors and Assistent Professors are engaged, in University and other

examinations within and oubside tliis presidency, They are also engaged in Radio

Talks, Number of correspuondences swell like anything due to the increase

in the strength of staff. He has bewn given the work in connection with the en- .

dowmerts and prizes, . There are as.many as 50 endovments, He is also keeping

the stock of stationery and attending Lo the allied correspondences and indents.

He also deals with.the papers relating tc the improvements to buildings genera:
- and electrical, He is alse in charge of the micellaneous correspondences,

The sscond lower Division Clerk is designated’students and attendance
clerk. He maintains admission reglsters, permanent attendance register, class
altendance registers, leave applications of students and issues of transfer
sonduet, intermediate, age certificates, soumy arrenges for the conduct of ':,he
terminal examinations and maintains marks registers, registers of intermediats
and 8.9.L.C, Certificates, and generally all matters regarding to University
stock book of forms, and prepares indents of all kinds of forms. He deals ’
with scholarship applications and prepares the scholarship bills., He has to
attend to the distribution of students by wards for Tutorial superwision.

-

has to wreparc xll thestatistles conneeted with s tudents. In the be Hzr
the agademic year, his whole time is taken in with the issue of different . ’
kinds of ecertificates etc., required by students ineluding for railway 'cdme“ioﬁ. {

gommmal sehelarships ete., In the preparation of attendance and other
registers he has beon assisted hy the attonder. He has to colleet applications
fron studsnte for University examlnation in Merch and, Septoxber each year and
send them te the University after proper semitiny, e has also to serutinise
that all the students satisfy the University regulations, wherever necessary

he has to attend to the regularisation of any defectn etc.,

' . The third Clerk i3 desigmated as registeriug dnd cespatehing elerk,

He is maintaining the current regigters, I atiends Lo the desputeching wezlk .
In addition to’ that he also atiends to the Telephone, recgl’dng and d9spateiing
'fclaphone messages, He alan fair (uy]‘;j_(:'j statencnts whick Cowtd not be t{?’md.
He masinbaine tie causal leave register. le essists the Head clerk in 4hg
preparation of the endorsed bills.

The_sbeno dist is solely athtached to the Prineipal 2s hig »ou

glerk, Hence he could neot attend to any other work except atte ¥ .0::]'

persenal and eonfidential e cerreepondsnoes and sush papers as relatin

%o the resognitien of foreign examinations, aesisting the aitendanee g

the scrutimy of apslicatdens for University examingti 4 16e clerk in
(2 4 0!13 e 'c EY) He prepmﬂ

adginisbration reports, He attends 4o the Tala:
=3 = L LA & 1@ 34 3 AT q
the desgetehing clexk, , telephone worle in the absenes of

: The Typist ie attending %c the fair eopying work

. The atéenggy” assists the Head

#n fes receipts, and term fe
tla oftands o4 ba .
Jeettos® 16 [he (FENE
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Glerk in the Pee Collection wo ‘
* e Fee Collectie rk and writes
e reglaters ete., and slec assists other ¢lerks.
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ciwem wals

' 48 & dfferent cne from that of other officss.

(because of the disposal no, &

the Coliege from deveral departments of which the professors are heads,
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fe attends Lo ths work connected with t he railuay concessicns,.
® sjow cue Tamporary clerk has boen sunctioned for 6 monthe from £1-4-1947 "’ ;
o atbend to the aduission work.

. mhe above allocation of work will show that the work of a collsge

£ canacty ba judged on

the vasls of inceming and outgoing pepars wore work i3 connected with the,
intemnal eduinistration of the insbitutich. fThe figures givea cnly representd
the number of evbiects (i.e) s ngle separate subjests such in ftsalfl =~

vetem adopted in this College) recelved fram outside
snd thees dlsposed of, . The followlng are the mpeoicl nature of work
not. applicable to cther offficess

Besides gereral COrresLonasncos:

i*:.eu;-ﬁuitien ferr Poyms for aduission akeul 8000

{s) ‘uemdes regarding admission by pest - 8GO

(3) Registration of applications for adulsslons - 300G

(4) leave applicatiens From sbudents - 15000

5) Ieave applications from stafl = 2500

EG) To abtend to the entulxy of atudents alone shott 00 Aadlye’

transfer certificates eto., April,

{7) ®aguiries pelaving %o admlsaslon,
May and June sbout 100 dadldy.
(8) Gollacbion'of reglstration Zsas.

Tn sddition, tha of fica-hes to attend to the correspondences withi nA ,
s
ne general obtroazbh af Lhe shudasbs insrease year alter year, the gsaeral

and t 2aching stalf also inereases wihowt any appreciable inerease in the

strangth of tho alerienl ataff of he office which is directly under the

Principel,the Administretive lead. - The offics staff is working overtime

due to inercascd work. It would be more appropriate to allot a separate

‘clerk for ahswering the enquiries as i3 dene in the inlversity office.

' work sabisfactorily with the limited number of clerks.

ATelerk o agsist theletbondeaes clark.

i

- With eallectlions wad T

Undar the chove cireumstinges It is very diffisult te cupé up with the ofrice
The imediaté need
is onpo dlork to neaist tbe leed Clerk and to attend te¢ the attendunce work
etC., a8 rojuosted dn ny Jetter € Mo, 498/47, dated R8-4~1947 and anather
I therefore recuest you-te be good
.enough to addrese Coverrment, to sunation the employuerd of two clerks
aedistelys It will not he out of placa to ywntien thal the whole office
sba’l heg to be engaged in the Suflagex golloction of fees from all students
afior saupening: of Yhé ccllsge after the holidaye and in Déoauber and
Jomanry for the University examlnabion fesse O olse the eollection work |
could. rot be done within the stipuloted peried of 5 days as emunciated dn
the M,4.3, Hence the whole office genaral work of the week had Lo be taken
P wferwards aleng Wil ihe nomral work of the efflce with preat styain.
Herce it.wnld be sugpeshed that a separate cccount rechion e sel wp to deal
6e of the o
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I onecs more sbrear that the work in the office cannet possibly

by defined as.is done in the case of Leschingstaff whers the University
reculated the nuaber of Leashias houes per weslt pr Mrofeaser or Assistant
Professor and the numbsr of aerrectien wardr aad Jabaratory work. The number of
houre of work of bthe tesehing shall alse depanda on the e ections ine ach alass
with refspence +0 2 limited mwmbar of stadonts 1n oach asellon, “hen the

viaubor of studante Inerasse the mether of tesching hours Jncresnd, and so mueh
30 tha oumber of toashing staff alse inervase gorvespondingly teo sa% isfy the
University resuiations, Bub #dwr in the cnee of olerdesl stalf it is a different
one, For the smooth effisiant administrativfiesrk there has to be the
gafficient nuater of ministerial staff,

Hence,

-
T3
.

kv St dne.
Fens Harh 1. Sehann,

1 awe? opinien thet 1o nddition Lo the above nentisied Snovease in

atalt, for the proper condwet of the aduinistrebive werk ef the Gollege,

the head giérk is e be ralloved ol tho vash transsetions work Wy appointing

& FENRDELS ulhiﬁr Y iu‘)eg in 1]})})‘2,"1' Plvision elerk'e cadre, to enable him & :nz;‘y
17 atventlon to the proper supervision on the work o the eierks and att

:.‘:t he proper condust of the gemeral effine work and to attend to the saveral
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despatching clerk has got comparatively less work; and his
.work is of a routine nature. It seems possible that some
c mﬁre duties can be entrusted to this clerk. The proposal now :
made is for the enployment ofjiwo additionai Lower Division
Clerks; one for assisting the Headclerk and to attend to the
attendance work and another to assist the establiéhment clerk,
This department may agree to allow one L.D.Cléfk for a éeriod
of one year. e
2. With the above additional clerk there will be/s éierks b
besides the Headclerk in the College Office. If the work is
& Mo Neanclsae
properly distributed among these 6 cl°rksﬁphe entire work can
be managed without any further additional staff,
3. Subject to the above remark the draft order on p.la:£;F

may be accepted. (Phe extra cost for 1 L.D.Clerk will be

% 1,100/~ per annum.) /@ujz-

: : arf1 w7

S;’,@'T-q"v}]"l //

| : =Py (A)
| P JM,ﬁlf é\A«Q&a—V\ M%/}L' ad= /gls‘vd—-&'
A0 o dfved . M

L

el

| \}\A :
iﬁ?Ja“@ 04@ l lLf1 fg ' H Tﬂ?QJ7j§3 (C%'/)



. ) ~ b
: : 3 z
- = z
» . ... W -
. _ =
. .
&
i SN
- ’ »
" * .
= 5 N

'

= |

. = Lo &
B

-
- . £ P
- 2 e
" 7 R >
* - -
5 \\\ - =
| A
Y % w
P {
. RE - 2 !
- ; 3 8 4 ey
+ * J
- - . < M ¢ -
. — -
é - & P
” ’ o n
2 =
, - ) :

CEeah

T
.
.

¥




