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R gw‘h_;xAL::T“ B 7 / ' y R Mo T )] " From: C.W.Tremenheere, Esq.,M.B.E., | i

: e s L ek S : Ll Superintendent Qf°Stationery, I The Secretary to Government,

Madras at Guindy, X Education and Public Health
Saidapet P.O.. X Department, M a d r a s.

No.A2.1602/46 dated 18th July 1946.
ESTABLISHMENT - Fair copying section - Increase in work :-
additional establishment - sanction - requested. o~

\

| Government U.O.NoteMNo.§3014-C2/46-1 Edn. dated 22-4-4€ and
' Memo,No,23014-C2/46-2 Edn,. dated 23-5-46.

——

- = =
X 1 Government in their U.O. Note“@gﬂﬂMQQQ;cited above have pointed
; - - | , AN " out delays in typing and issue of faircopies efter the approval of the
A 2 : drafts by the officers. BEvery endeavour is being taken to get_ through
the work as expeditiously as possible., Still the work is too heavy
for the existing staff to cope with, The Government declined to
sanction thoe@®mployment of an additional typist in their G.0.Ms,1774 Ed
deted 11-12-42 to cope with the increase in work which has considerably
%B%H;increased since then. 7 ]
2. Ever since war broke out several new offices have been created
year after year, Even after the cessation of hostilities innumerable
new offices are being created on account of Post War Reconstruction.
All these offices get their supplies of stationery, duplicators,
typewriters and clothing for menial staff from this office. Conse-
quently, the correspondence work in this office has considerably in-
: ‘ il g creased, There are only two. typists in this office and they are not
] ‘ ! : | It ' : able to cope with the increase in work in spite of the faet that they
‘ ' : ‘ i AL work during late hours im the evening. One more typist borne in the
(;) Stamp and Stationery esﬁggliShment who was attending to the fair
¥

b

copying work of the StimprOffice has long before been taken by the
\S§001lector's Office, Formerly, the despatchine and comparing of
e % fair-copies were also attended to by them. For sometime past, the
i ,\\ gservices of one clerk from the Accounts Section (at the sufferance of
~ the work of that section) is being utilised for despatching work. In |
spite of this assistance the work in the section has become unwieldy. &
| , Many new departments spd officers, who obtain their supplies from this kw
: - y i : ~ office on payment of cost have also been created. The statement of |
; costs heve to be typed and sent to the officers concerned in triplioateN;
o T for recovery of the costs. oSvatistics for the past three years are :é
; furnished below:- ¥ k

Ye iy : Number Qﬁ_Sale Indents.

1942--43 321

1943--44 348

1944--45 - 561
This work has also been on the increase since then.

)




3. One of the two

places two new typists aprointed
are working.

be ignored that the effied
new persons are
to old persons.
In these circumstances. the worlk
observed by the Government,
has to be properly maintained.
in the section.

Is essential-for

request that the
lowing additional

> bermanent typists retired las%'
the other is working as an: Upper Divi

Lhe typist who had retired was do
having passed the old advanced grade in typewriting.
ency and the cap
far inferior and cannot be
Further the tyring work ha
naturally ¢
To check delay
There is:no
The appointment of one fair
the efficient work
for comparing the fair coples befor
Government will be pleas
establishment for the fdd

o 2
2 ‘_"._.“'

.

a

ing of the section and also
€ signature, I, therefore,

ed to sanct
T-copying section:

. ; 1. One Typist (Lower Division)

f 3. One Despatening Clerk.

&

SAS/18.7.

2. One Fair copy Superintendent (Lower Division)

(Lower Division) .

SUPERINTEWSENT OF STATIONERY.

/ 811/‘ é.
[}
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ing very good work
‘ It cannet
city for work of the
expeeted to be equal®
S_enormously increased.
alls into arrears ss

fair copy Superintende
copy SuUperintendent

ion the fol-

T —————— ——
{"f . 'J,r‘\:‘\ P e =
',’ /r‘ L A i A e
{ From kj /) To
é — The Superintendent of Stationery " | The Secretary to Government,
i i (Madras) at Guindy, -1 Education and Public Health
7 e eSSl dapet PeOL I Madras, / Department,
\ =LA RN R SIS
-\l A NN No.A.2.1982/46 Dated 25-7-'46.
: E rﬁ;";‘;\‘ Sip . % i b I 17 .
7} bl .
| (( i = AUG ‘i@ﬂ;ﬁ)% TABLISHMENT. - Increase in work - Additional
t A - 4 &paff - Sanction - Requested. '
z .“1/?0’«\‘;,'9:"" t\x\:\\%‘ : ;
: > m‘ésﬂm”mmiggﬁﬁconsequent on war, several new departments and offices have
! " “been created. Even after the cessation of hostilities, many more
! new departments and offices are belng formed on account of post-
f ’1‘4—%‘0 war reconstruction, All these offices in the Presidency get
ﬂ ; Sheede thelr supply of Stationery, duplicators, typewriters etbe s
J from this office so that.additional work is: thrown on This office
| for every new office created, In spite of the increase in work
: in all sections of this office for some vears past, the work hags
1 been got.through without.any additional staff, except for a small
Y establishment sanctioned in G.0.No.805, Education dated 25-5-'45
2\ and continued in G,0,No.Ms.1037 Education, dated 25-5-'46 for the
o/ gsupply of paper to Local Bodies, whereas every other office that
> had work connected jwith war, was glven adequate additional staff

p ,’;

¥

by

{

%
]

i

P

to get through st business expeditliously. Coupled with the
inedequacy of the staff and the urgency wilth which the initial
supplies had to be made to the new offices created for war, the
rules for the procurement, supply and distribution of the articles
of stationery coul nogapg‘adhered to strictly in many cases,
This is an expenditupe department and economy &ll round is most
escential. In order to secure maximum efficiency and systematic
work in this office, additional staff is absolutely necessary.
Every section is overworked, and in spite of every effort tsken
by the membery of the establishment by working extra hours, it is
found 1mpossible to cope with the increased work. Apart from
Tthig, some of the senior clerks have gone on deputation service
to other departments., In most of the seats, persons with short
services only are now working, The capacity and efficiency for
work of the old clerks was definitely far superior to the new
clerks., There are arresrs in every section 2g 1t is found im-
possible to get through the normal business X8R of the day with
the present staff. Therefore additional starff is absolutely
necessary as detailed below:- -

1.INDENT SECTION,

The section consists of four
clerks meke a first check
of all departments. The serutiny or second@ check i
Indent clerk who deals with correspondence relating to all indents
revision of units and revision of scales of supply ete., for the
supply of stationery. The fourth clerk, Indent despatching clerk’
despatches irdents and issue slips to officers for acknowledgement
He maintains the balance register and despatches railway receiptg

of the stationery articles booked. During the war, the A.R,P,,
District War Committees, District Organisers etc., were suppliegd
wlth stetionery fromthis office including Rationing, Petrol Ratiom
ing National Savinge Circle Officers and High Ways Depap;ments. g
After the cessation of Hostllitles, nearly 200 annu=l indente
relating to the above departments continue to be supplied witp
stationery. Supply of Stationery for election work was an
impediment to the compliance of regular indents.. Besides, a
general increace in the number of indents, supplementary indent 4
balance slips and correspondence relating thereto have become S J/
numerous as the indents have to be complied with ip dribletg :
on account of the difficulty in obtaini feveral articleq .

clerks,
of the indents
s done by the

The two Assietant Indent

°

ng

stationery. Experience has shown that i g -t 1mDOSSiblevt§ 0?
on with the existing number of clerks. One additionsl &) Q Rap
division clerk in the grade of Rg.30-55 1is abgolutely n@céir

As the records of this section are kept Seéparatey

\r - 7 .
f v OK;/

attender in the grade of Re,19-30 is also necessary ron’ . - Y
proper maintenance of the records and their igsue, tbﬁf
2, ACCOUNTS SECTION,
This section consiets of one w3
B 3 T 3 " : L gt
Accountant and five clerks, The Head Accountent pe . K el
all bills relating to the purchase of all 9\*t.\~xt,:\omww articles,



*75%£v '*.on account of the Local Bodies, Co-operative Instltutions

repeirs to machines and instruments, prepare and check periodical
returns, Fore-casts, Budget estimates and to attend to the corre’j-
pondence relating to them; checking of check registers of the ]
four clerks in the Correspondence section and checking of Contract
Bonds executed by the Contractors.

The first clerk (Contingent clerk) maintains the Contingent
registers, prepares contingent bills, attends to all matters
relating to establishment of both Stamp and Stationery offilces
in respect of eppointments, leave, promotions, transfers, pemslon =
etc., and meintains the service registers and leave eccounts of
the members of the sestablishment; and reconciles stationery
Charges with the figures of the Accountant-General. A 0&\‘0&*‘“

The second clerk (Cash transactlon clerk) prepam@sssthe bills
of coste and maintaine the D,C.B. register in respect of statlonery
supplied on payment, attends. to all receipte amounts on sale of
waste paper and articles of stationery, clothing etc., and re-
conclles stationery receipts etc., with the figures of the Account-
ant General. % Tl i
The third and fomrth clerke (posting clerks) post dally iseues -
in the registers of specified departménts and arrive at the daily ]
total iscues; posting and totalling of: amnual valuation reglsters
is done by them. '

The fifth clerk (Ledger clerk) maintains the Day Books and A
reconcliles the figures with DanBo ks _and Stock Books of the Stores.
He maintains also the Europe Rec?@%ﬁ'ﬁTils pertaining to the
purchase of all stationery articles including Jail supplies, repairs
to Typewriters, duplicatore etc., have become too numerous, the
paseing of which engages almost the full time of the Head Accountant
so that he 1is unable to attend promptly to ghls other duties. One

|
|
1

)

m— T

— e S G

an

e
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gadditional Upper Divieion clerk in the grade of Rs.55-B0 is absolutely | 7#&

I neceesary to attend to the following items of work. .

Prepafation of all periodical réturns, such as Administration
Report, Budget estimates, Forecasts of stores, replies to audit
notes and stock-taking report etc.

The two pmrim posting clerks are unable to keep thelr work
up-to-date due to the increase in the number of indents, supplemental
indents and balance slips. One additional Lower Division Clerk
is necessary.

'5. Correspondence Section (B-1 and B=2).

General correspondence relating to the supply of all type-

writerse and duplicators, Repairs to all typewriters and dupllicators,,
the settlement of tenders, replenishment of stock of all typevwriters
and duplicator accessories including Carbon and Stencll papers e,
are attended to by the two clerks. Serutiny and check of applica-
tione from Non-Government, Bodies for-the purchase of typewriters
4g an additional work done now. On account of the creation of new
offices and the supply of typewrlters to them, the work has enor-
mougly increased in both the seats. On account of scarcity of
typewriters, the old typewriters have had to ‘be got repalred until
the mochines become too old and irrepairéble, On aceount of this,
the number of machines coming up for repalrs has considerably
jincreased. One addltional Lower divislon clerk 1s quite necescary
#-0 that the work relating to repairs mey be kept up to date. One
sttender in the grade of Rs.19-30 1s also necessary for the proper
| nointenance and issue of the F.Files relating to thls eection,

{B-3 and B-6). .

The B-3 Clerkd attends to the general correspondence of
the office such as Buiidings, complaints of short receinﬁs ete.,
procurement and replenishment of stock of all kinds of poper, straw
hoards, card-boards and articles manufactured at the Gove}nment
Pregs except Carbon and stencil papers, The wrm work of this clerk
%8 coneiderably lncressed on account of the fact that suppll€s

‘ ST : ; be
Paper are made by the Controller. Procurement has also tgs e

v 7)1 . apread

. T it ’ = vii1lae and are SDI

. iy %£ PERE arghmaie bicﬁﬁergiiiiﬁé'%i%% emon bateh have 5o
o the year. e Anvo i X =1 2d 2 L bt S

“keg ‘\’,h}én Satutneresi. T PER ers_:_ggj‘_}zqating O

T

short receipts etc., have to be taken away from this clerk and given
to another as he 1s unable to attend to this item of work.

The B-6 Clerk is in charge of the general records of- the office.

He maintains the receipts and issues of stationery articles and forms
required by Staump, Stationery and Collector's Offices, the receipt
of returned articles and arrangement for their exchange whereEQVer
necessary; Books and Perlodicals; the stocking and supply of Cheque .
and Pass Books for issue to Treasury Officers and also to other
of ficers. The work of this clerk has alsc increased considerably.
The work relating to the recéipts and disposal of articles returned
by officers, Books and Periodicals and supply of Cheque and Pass
{Books must be taken away from him. For attending to this item of
jwork and for the portion of work to be taken away from B-3 clerk
an additional Upper division clerk 1is necessary. One additional
attender in the grade of Rs.19-30 is also necessary to attend to

! the work relating to the supply of statlonery to the Combined

' Central Agency and for arrangement of the returned articles.

The B-5 clerk checks all indents for liveries and warm clothing.;
attends to correspondence relating to the making up of clothing
_by the Contractors and arranging for supply to officers; attends
to settlement of tenders and replenishment of stock of all articles
of cloths etc., required for liveries and warm clothing. The wxaz
work of this clerk has also lncreased considerably as will be seen
from the figures furnished below:-

Year e Number of Indents received.
1844 267
1945 ‘ 332

In G.0,.No,223 Finance dated 12-3-46 procurement and the supply of
mosquito nets to all Non Gazetted servants and subordinates 1in
Malarial tracts have been ordered to be done by this department.

iAn additional Lower division clerk is necessary to cope with the
/increased work,

4, STORES - Packing eéction.

The work in the Packing section has also considerably increased.
Four Warehouseman are engaged 1in packing work., In order to clear
off arrears the Warehouseman assisting the Stock-clerks have been
posted as packers. Even then the packing work could not be main-
& tained up-to-date. - Two additional Warehouseman in the grade of
g Re.19-30 to work as packers are absolutely necessary.

Thus, the byarest minimum additional establishment that is

- 3

theavy work and to secure systematic and efficlent work would be

ey xixi jrequired most UPgetly by this office in order to cope with the

.as follows:-

= Upper division Lower Dvn. Atten Warehousg

% clerks, clerks der
1§ p3aste Bé30-5S" Re,55-70 30~55 19.30 19-30
E L. Indent section, oo oo 1> 1 ey S
{ jyo-lE~2. Accounts section. by ! 1. 1 o s
?"&J”‘ <. Correspondence/section. 1w 2. 2L
5 4. Stores Sectlon. i o1 s 2
E -'.‘!\4"~. PZ’\ ~ "'.,. = TOTAL: ' bt 2 3 e 6 @f 5 -
o) & GI “ Bl ik A b

I request that early orders sanctioning the addlitional stare &
be passed by Government so as to give relief To the overworked g+ 7
of thls offide to some extent. * Sty
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Tducation & 'Du! lic Health Departrment.
Part TT Scheme for 1947-43,
Subject: Additional staff for the Stavionery Of fice.
S iJARY ;
Y T TUltimate tost. QCoss in 1847-.1C,
. Tend of account. Iters of czpenditure. Recurring. Recurring,
7 e \ %, i Re Rs
j / £ 8\ 5 T ’ i
e //;,u e S 4 ©5,a. 3tationery and Frin- One Urper Division _ (11 months).
S g e { é&- ;25 3 ting -Stationery Office- Cleriz on Rs55—5/2-—70 e
1.Fay of Estatlishrents- (Av. 652) 789 605 |
Voted, Bl ; o et X
. . 2oL . - . Three Lowsr Division Y
i Clerits on Re 30-3/2- {
RO M ) e vV - : ., 45-2 [2-55 Y 1.801
= — } falo! > 7
I/‘ﬂ”’/% | - (av. 43-1/12) 1,515 020 § o0
S : ” : 1 One Attender on Ra 18- § 1,300
\ ; 30 (av., R 25) 300 209
r,“_“__,230<:3r}u;° qgthm Pt T Selhama Qn a- cwc’Ln unwolﬂﬂlL bb frhﬂC”"C1’ , YR 3 '
. ’ ' D. Other Charges=- Fresidency allovwence.xmi342 . 213 or 300
*‘*lk' Bands (- H. qu o- ko\{)%c’a_/q-() £ T dabat \C(‘n_‘((_(': ThaAl Voted, Dearness allownnce. 1,056 902 or SO0
u'b ————— - —
W’:\ o WP L L ] 15 N , P : 4 Totalieoss i 4,004 or 2,000
‘ » :l 4,000
e T Ea Ol (ém 3 e e |
I ‘ N | , During the recent T>r severnl new departments nd oflices were created. Tyen
;fﬂAy%‘ Admx ordan 5 @&mwa a&ﬁkma@b&x I S . 4 il :
| 2

L aft.r the cessation of hostilities many more new departments and offfces are
f an b G b{may’ap\kw&@ Ik cmccy A DAY it THR ||

q“ | p4 being formed on acecount of Fost “ar Reconstruction. The Stationery office

supplies stotionery, duplicators, trpevwriters and clothing to all Government

et

offices. Though the worlz in this office h+is enormously increascd Gue to the wap-

b

and its after effects no ~dditimns to the staff have %een made to cope with the

(PﬂwW Fm e w‘ﬂn«)

&Ww‘— heen leen M_Mmﬂ)u.ﬁlf,d/ f,{LH,{.c_,

increased work exceptin, for 2 small staff sanctioned for a specific purnose in

1644 viz, the distribution of paper to local bodies, etc, ~nd the location of the

stores 2t Guindy., In the interests of the eificient administration of the

"‘E_w Jakl - f’jvc-l.c Yt (5;;»‘,..!5!0} T»?mJ.fJ/MW»ﬁ\\
W / :
z"w“?

stationery office and as the existing staff is unable to cope with the increased

work the Superintendent of 3Nastionery has come up to Gevernment wWith proposals
J
for an addition~l staff of two Upper Division Clerks, six Lower Division clerkg
p } )

i one typist, Bhree atzendurs and two warehousemen. It is however considered that

an sdditional staff of one Urver Divisish Clerl, ‘three Lover Division clerig !

and one attender will sufiicé for the present. 'y

) = il | e Al )a)) 1
M AR Y |

Mppw“c ﬂth\“\“ i'll The ult@rmate extrn cost involved in the vroposal is
|

o

Rs.4,000 /- ang the cost

1 P = : .
l_;; in 194748 is Rs.3,000/- as shovm in the swmary at the top, Vecegsgn p "
\il@/ﬂ 7 I H ; . 7 Provigi

| b N
2= i{;@’ g ‘: may be made in the Budget Fstimnte for 1947-48 on nccount of the Promosal
1 e s ; e

M. V. Subramanian,
| : 17,12, 1946,
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