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(Puq:ose:- To urge on the Government the necessity to
| ‘ economise the use of stationery and forms znd .
‘ | . ) to anpoint a Special Officer for the purpHse)

After the war broke out in 1939, paper became difficult

Sy

“ : : ' btain and went up a great deal ¥n price. Imnorts of paper W

-

had to rely for their paper requirements on the production

ian Mills alone.

b ©5 | z
| were foreed to 2dopt string\ent econormies in the use of paper, This
sures they proposed to adopt themselves. During the years
B (w«t;,:_ PEE Lu,' VAR BAus2) Wrene acdoidal |
i | 7 - 945, numerous—inttructions were iSsucd by Goverament—for
, % d RS ), | s l Ll 0 )
in-the—use—of @afgeﬁ-mé'ﬁ.ey are briefly La.s-ﬁe%l-aws-e--
s (1) The S.GeP. Was authorised to examine all forms and other
A : A . 3 . 3 § 2 A a
‘ Lo work sent to-him for printing to seec if cheaper paper or binding can be
‘Jifa.rl'viﬁ;*) {
e substituted;
. =
4 (2) Purchase of coloured pasper was discontinued a:nd Glazed
or white printing paper substituted ins‘tead."
P . - (3) Manufacture of red flat file cases was discontinued.
Renewals of filat file cases Was restricted to one-half of the number
y STV AP :
renewed |[during the Jlees three years;
| (4) Fair copies of 1etter4’ orders, etc were ordered to be
<t typed with single spacing. instead of double spacing as fommerly;-
- (6) Smallest sheets consistent with the dignity and reduire-
ments of the communicsation wegeordered tn be used for correspondence;
‘l (6) Obsolete foms, old statements, Chalans, tenders,
l s s
: B e 2 B ot iy s . el T unwanted notes, the blani sides of surplus roneo forms and Spare O
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."W’?F‘g;- é’i‘d%r‘;d to be used as f@r as possible for noting and

fts of a routine nature were ordered to be writben on the back of PR Y

4 % = - - - - £ .
urrents whenever possible, serarate shests being used only when |sufficient

&

204 closer and margins reduced;

‘ed j;j'ng:te’a,d; & o Q;g,.e e ,ﬂfﬁl <

m Btg size:D;0, cCOVers were dl:;COTltlnlle(l. 1910 CoversLaeeLr‘ade of ’> 2
1

brown psper instead of white paper and reduced in size. Econt?r:y labels

i Ll'a;re té be used for these covers ih suita“gle cases. D.0. covers of white memesrs
| paper-are to be supphed only to H.,®. and certain selected Officers;

(11) Longz Tear-off blocks Were dﬂcontmued and hslf size blocl

ited instead;

-t

(12) Swrply of blank stationery to Govt., Offic@#® including the Sectt, $dis
' J o “. 5 - ),
@ff1 cefa was restricted to 70% of the Sverage su-ply in past three years.

 Similarly, supply of blotting paper was reduced by 33 1 /3%

are not confdl. and wluch do not exceed two .m.eets was dispensed with.,  They

| are to be folded in the form of envelopes and econory labels pasted pver therm;

‘ tmﬁ td whor t‘rﬂ’_are essential;

R
of pasting down the flap so that the covers may be usaﬁ over againg

N n - 3 iodic s choal s
as cloth, board/etc, revinding of Journsls zna periodicals for schools,

colleges, etc wss restricted;

%

(17) Free supply of publications was cut down to the barest mzr;mum X

possible;

(18) The suggestion of the Papsr Rconomy Officer that slates/be suppligd 04

7

to sections in 'Govt Offices wmch hrave to do eslculation work ww approved by
\Government, -

ok
- Prom 1943844, the paper requiresentessf—this Gevernmen) are

obtained through the Contmﬂ,ler of Printing and Stationery, India (hn Officer
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@8) All Tuled sheets and forms including note and draft sheets '\Yem ruled -(}5'731:

(9) Use of costly paper was strictly restricted and inferior paper substi- d‘ 28

F.‘.
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for
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of the 'd~8- ond; J’:ZG‘] £ F

)'0 Use of envelopes in deSpatchm: single r"ernorandur'*s or lett ers which d>é7 SR

(14) Despatch entries in communications are to be vestricted to those #/3949{_5];

- (15) Economy labels are to be used for confdl. communications instead GL?&.ES‘F-

Lol ‘(16) In view of the difficulty in obvaining E;-Lf;% materialls such QLIS-S"SF
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Indian-Mill production thereby releasing 30% for non-Govt. needs. The e

system of |obtaining psper through the Controldar oL Brincins 'a:nd Stazlon“

India, is (an yindirect check on the consumption of parer by this Govt.

. .«Be  [The am in ! S ; : :
8 g/ amount of paper used in 'forms! is eight or nine times the

mantity used as blank paper and hence the imperative need for economy
1

in this dilrection was impressed unon all Heads of Departments in FebmarY i\

1942, Subsequently in Feb, 1943, Govt. found Tie % the action taken by

. Heads of Departments in this direction was generally very unsatisfactory

ﬁ;w
and ordered Fhe—leade—oi Domaxioonsy to t ake upfthe work of exsmination

forms with| their existing staff. In order that this work might be carrpdd

o .
out tiroughly and promptly, the Govt. sanctioned the employment of s

Superintendent ir“'he Office of each of the nineteen Weads of Devartments *

or

el

i -

which use a large amount of paper through forms. One Supdt. and 2 typis t (

were employed in the Central Cash Bureau, Sectt, for the Scrutlny of

-
the common|and ﬁA forms. ABaper ﬁconornj-olﬁccr of the grade of g

Deputy Colkector was appointed in thé" S‘é&b f‘gr 2 period of four months
: aa

from 18-2-1943 to supervise the work of the Superintendents mentioned abowe

b =~

and he was !‘%ﬁected to examine also possibilities of economy in

recurriiié 131‘1'?‘1“L ing vork (e.z.} pu‘ahcxtlons of Stk
< F I '

Departr:entq) The varioeus me%heé-a——eﬁ-, &co~1orm’e ffected by mmuwghmeﬂy '
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g~ Ly A v ®

]

'ea.lth and Agrl cu_ ml

n{ :
oy

et 7y

o o e Sl W g il S 4 o

'of phper of chesper quality wherever possible was enforced, Registers

were recoms nended to be used year after year, The printing of departmen~ ‘
l
|
|

tal publicitions posters, leaflets, etc were restricted to subjects

pertaining [to war efforts, food production drive, enforeement of the

Test Act anid essentisl activities of the P.H. Deptt. Obsolete forms Wee

recomrz:endedj for adoption with slight alteration whever possible, On
the Whole)r ‘12,514 forms and 574 periodicals and publicstions w
ised by the P.B.0. Of this number, 1998 forms were &hatsanad

nised by i » 1998 forms were abolished, 7484
forms and 199 periodicals and publicetions were econnmised
tage of savings Worked out to 4og,

tH\ Govt, Bave 1aif “am
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ministfe:%ﬁiﬂ, Officers should be made Eesponsible for their strict observance, ; 5
’ The 'S"lfrge‘rizltenden’é and the Aset. Superintendent of Stationery have been ._ e @7
“‘- y{' : . 4 %
authorised to pay periodical visits to Officefg in the city to see that the
8 . A
= : e el . (
Tubes and instructionfregarding the custody, issue and use of siationery are % Vie w0
o | |
= 1 v ™ / el s
strictly observed, / !

_é.— It will be seen that all possibdle economies that could be effected

;' in the consumption of 'paper’and 'forms! have sl ready ‘beeye‘f}”ectlici'by Govt,

- > - (
\ L}‘o useful purpose would therefore be served by the appointment ofySpecial Officer C S

now, /| The cut motion msy be opposed. S
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The file may be circulated to H.M. (®in.)
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t
e expendityy, already incurrey April 1946
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