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_ From (Name) A, Tepper, Escuire, To e
r . Designation Superintendent, ‘/The Deputy Secretary to Government,
| b . Government Fress, Education & Public Health Department,
‘; .Station Vadras Fort St. George, Madras.
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" 'No. ... 118./S=33. dated.....27th  June 194 6,
: !
Subject .- Books and Publicatioms - lfadras Stationery Manual Volume IIT
List of Stamdardized forms - Revision of. . S f
A0S j ar have the honour to state that the Finance Department in Memorandum
3%{; '38 | 170.20701 A, Exp.A.l dated, 15-4-1946 has taken up the guestion of the revisio 4
of existing standardized forms such as T. & A., C.F. etc. forms in conformity
. C,M .Gvk with the new Codes. In this connection I may state that any piecemeal 4
» | revision on a small scale of the existing list of forms will not have any |
. desired effeet but will on the other hand lead to complications in group .08
i \ numbers etc., as for instance, all the T. & A, and C,F. forms for treasury fl
transactions etc. are standardized under Revenue group in the existing xfr‘
St Stationery Manual. These forms have now to be grouped independently after
2 deleting them from R.F. etc. Groups. i

. 2. The present Manual was last printed in 1916 when the Forms Control |

X / was under the Superintendent of Stationery. Thus it is already 30 years old.
It is out of date and almost obsolete. It is pow more edv.olume of correc@u'i;s

~~__ ‘under every item with scarcely any original entry é_nd 1t :rarely admts *@f
vagy deciphering. It therefore regquires a comple 5
reZrouping involving abnormal alterations in deta :
Phls could ne done only in consultation with the se maL Deyar*bmen‘,a c@nz

T lcel’neu involring MEETy Correspendonco werk, - Since-TCIB nav _val mew. affiaces.

3 have been ¢created such as Cormercisl Taxes, Administration of Motor Vehicles )
Rules, Electricity Department etc., nece351tat1ng standardization of hundrads |
g . of new forms and they have ali to be incorporated in the Manual with proper

grouping indexes and serial numbers.

4( “ 3. The bulk of the present Stationery lManual Volume III is nearly
e ‘ 700 pages and the total of individual items to be examined will be roughly
‘ / 25,000. A thorough overhauling and systematization of the several forms
prescribed under the different Groups is very essential for the following 3

X Teasons: - bt
\ g ; P
\ _ RS (1) o determine, without sacrificing the utility aspect, the s:Lza

\ paper to be used and the style of blndlng etc, to meet the present requ‘f
\\ ments of the various offices f

\ \
| (2) To delete all unnecessary repetltlon in the 1list of simllar{ i
in different groups or in the same group ‘t '

F

, (3) To restrict the printing of non-standardized form whichrhg
_opRally fowmad g wews hiz propartion in the supply of forms by Ireb\

g N S
S o _Fm' - st. andardlzatlon and by/;merglng them with those in existence in the list

wi':l’ LA whe>re possible |
& ” : ! i
:' (i ‘ i of the list of standardized forms for each growup {

(4) The office cu.
nowr gyeilable in this oftuic. is mow in too bad a condition to serve as a = |
saft's guide in the preparation >f Printing Order Dockets ete. An early }

I'GV iigion is therefore 1mperat1ve.gy necessary to safeguard waste and delay
Y {the printing and supply of forms
‘:H,l

R (5) &s a result of strict war economy, the sizes and quality of pe

W;Tgére changed, In several cases even the utility aspect of these forms v
\
o This will require a thorough re-examination,

o VR
J

1
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.for the purpose for a year.
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4. Under the gbove circumstances, the revisic i i 3l : P et 7 Supertdtendent 3 i Vma : partmen- ;
! e ¢ nst » the sion which is long pending has to (e i) W\ B cojgnatior L - L pnfiges oo i .- |
gftzafzz - mtixont any further loss of time. This will incidentally also comply ' D = SOUSImIARY LE0m, Education & Fublic Health Department,
the Code fzg;:s g the Finance Department and the Accountant-General to revise | Station Vedras Tort 5t. Ceorge, Madras. |
he © Z . ¢ revision is absolutely essential to keep forme checkin \ |
_‘:‘ “ - \3.‘ e - - . s s s ¥ ; g ﬂd |
:;;tgl}mtmp sections in an efficient working conditicn., This will avoid protrac- ; | &b‘g"gjw J‘
was é ‘o‘rr?spondenc? tc_) settle (lietails on individual items and will save avoidable - i |
wastage in the printing and distribution of these forms.. Enclosures : Mis./S-33 27th  June 6 |
SHERG : e No. \ dated. 194 =, y
5. I estimate that the fol |

Thlowiilg minimm'tempor_ary' staf'f would be required
e BoEe 7 € anticipated economy consequential on the
I;:isu;: ﬁhlehff.cqgld .,not._'nqy; bE worked out in the absence of. any déta, will how-
nm#‘g M is -‘ekx‘pglr}'béﬂ; be sufficiently appreciable to justify the expenditure
Shafes egpax;ﬁt:gm zlexe idminés:rative necessity for the revision, It is requested
Gcnr Tnm ot may p-.eased to accept my proposals and issue e

gnable me to take up the work as early as possible. ‘s firly G
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s F0,20701 A, Txp.A.l\dated 15-4-1946 has taken up the guestion of the revigiar
of existing standardized forms such as T, & A,, C,F, etc, forms in conformif

deleting them from R.F, et

osired effect but will\on the other hand lead to complications in group
nunbers ete., as for ins\;nce, all the T, & A, and C,F, forms for trsessury -

Tist of Stendardized forms - Revigion of.,
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have the honour to state that the Finance Depariment in ¥Memorandum

n this connection T may state thet any plecemeal

» Groups,

transactions ete, are stapdardized under Revenue group in the existing &
Stetionery Yanusl, These g::ms have now to be grouped indepeniently after
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was under the Superintendent of Stationery. Thus it is slready 30 years old. |
It is out of date and almost chsolete,
under every item with scarcely
easy decivhering, It therefors
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. The present Manual whs last printed in 1916 when the Forms Control

originel entry and it rarely aémits of
requires a complete revision after a theorough

regrouping involving etnormal al eretions in details, sizes and paper used.

This couid be done only in consultetion with the several Departments con-

“eerned

involving neavy correspondepce work. Since 1¥id several VeE Cilitow

" have been epsated such as Commersinl Taxes, Administretion of Motor V"Bkiﬁilﬁb! |
Rules, Rlectrieity Departhent ste, hecessiteting stendardization of humdreds

of new

forms and they have all to be, incorporated in the Manual with proper

groupily indexes ond serisl mmbers. \
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3." & $horough overheuling end systematization of the several form
X\ pregeribed under the different Groups is\very essential for the followl
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paper to be used ,and the style of bindi
[ “ments of the vm‘ig;s offides oo pg 3

m: and the total of individual items to be examined will be roughiy

in different groups or in the same group

graduelly assumed a very big proportion in the
standerdization and by emerging them with those
where possible

now available in this office is now in too bad a condition to serve as «

»

« The bulk of the present Statiopery Manual Volume IIT is nearly

315'\

+ the utility aspect, the ﬂ\c&@‘;
P “a gl Sae ptwsen) requite.-

{1).To dehamine, without sacrifiei

(8) To delete all innecessery repetiti

(3) To restriet the printing of aon-standardized form which hes
PPy of formeiby Spesk -
n existence in the’list .

1,

(4) T™e office copy of the list of standardiged forms for euch Erouy

sefe guide in the preparation of Printing Order Doekets ete., An early

revisi
in the

on is therefore imperatively necessary to safegvard waste and delsy
printing and supply of forms :

(5) As a vesult of strict war economy, the sizes and quality of =
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1= (18 1M *‘L”Eﬁom: Sri Diwan Bahadur H.Kri shnamurti, 5
g W Registrar of Joint Stock Compani es, MADRAS.

‘-}‘;

| ® | e, _
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| Bl raws aus el coprions — ; S he Deputy Secretary & t
! . v . el UG ihe Depu ecretary to Government,
{{ HW %//\0'-&»;7 U rn s o [l — 0 pDezelopment gepartment, AL
| %%M(W | g FURY ST .GEUKGE.
f QQQ§~.- CaxVUf?s <:R/\60_a o | N0.C.91/47,dated 11th January 1947,

Sub: Books and Pixblications -~ Madras Stationery

Manual, Volume i1 - Standardised forms -
Revision of,

P S A Teti Yemorandug N5f915z7-J/45.-2,Devt...d/6-1-1947.

The Joint Stock Companies Department
being a Central Government Uepartment, the forms ip

Stationery llanual, Volume jj] are not being used by
this Uepartment. /

'OY‘.' % - . meade. 145 1.47,
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AGRICULTURAL DEPARTMENT

F!W..-——f?f:‘;-‘«:
ey Ranadl B LN

ﬁiﬁector'%sgggrio

ras

Sub: Beeks and Publicatiens - Madras
A Vel 111 - standerdised ferms -

—TRel: Government Memerandum Neoe
Department dated 20-2-47.

®eoeac

T have called fer renarks frem m
endersement Nee. P.3./1528/46 dated 23.12.44.

are yst due and I am again romindin

efficers
repiliés, Immediateiy. on raceint
and submit my reply te Gevermment

AI ° 3"3-47 o

>,

i " Y
(f o é{/ S ‘

“ i}
: c N\ iR B Y
= AL 21‘&.&@.. v /"

The Additienal Secretary te é‘vt., 7

DevelomeQt Dspartuent ,
Fert gSt. Geéerge, Madras.

Cp b e
\;i DavaorilT Vo l8% P.3. 1828/46 dated 2-3-47.

Statienery Meanual
Revisien.

01527-3/47-4 Develepment

y heads ef ¢7fice in my
Reperts frem fey mere

£ them te submit their
of their repsrts, I wil3 censelidgte
a6 early as nessible.

Yeur obgggent ssrvant,

7
CeLen
.

7w
Fer DIRRCTOR OF AGRICULTURRE ,
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1. L&A, T _and A forms The size of the form may be increased to 8" x gu _
A Chalan, spacing may be given in column IT for noting Dartt:(?od
of remittance. = - 1l arg
2. T and A 3 and 3 E Voucher for miscella- The size may be increased to 8" x 6". The fo1jqy -
neous payments- be inserted at the top of the form viz "payablgiil%g nay
Buplicate. Treasury" and at the bottom " please pay to" " 2t the
spacing may be given for noting the head of aCCo& %1
. S L TNamdtel o LS ’ Establishment pay The Printing of the form in foolscap size is Ao
X Ereha bill full sheet The following certificate for payment of COSteg*l‘al}le.
payable at the allowance to staff may be added "Certifieq that -llVinp
treasury . reepect of persons for whom cla_mg is made ip S g
special compensatory cost &F 1iving allowance =5 bijj £
satisfied myself that they are elizible to g’ I ave LOr

allowance at the rates claimed with referepe.-? the
s, 517 Finance dated 27/4/45". Between eél.igmto .
another colugn may be opened for cost Rof P Bag

liv: an i
The ebstract columns at the left hand corpgy’ 1€ g 1%W7
bottom of the form may be revised as the 7 % itﬁhe ance
0 3 Q
4, T and Ay 15, Travelling allowance In the 11th column for the words "oné king o4 e 14 Tory, |
bill of establishment. allowance subject to a minimum Of aNhas 4w ’Chmally
following may be substituted viz Half p; .
a minimun of 10 annas*. : SUbject te
| ; s sl 4 15 form. :
D T 15 b Toner sheet for T.A. This does not guit the T & & + Thegg
and&AC'o bill forus. ruled to suit the T and & 15 form., fol‘m.u may 3
. : 5 e iven for noting h e
and. A o4 (R Abstract bill for Enough spacing may be given . € heag
2 T am A 24“‘) ) contingent charges. In the table under sub-f}eadsdog ag,lt)rPPrlatiog Elec:ount ‘
R following itemi_ may be included alter CXpers,. the . \
2 o Ay cultivation viz ! *nt
5 Public exhibitions and falrs al
6 freg supply of secds and manures to thq Do
de ing@yots. Lo . n
8, Othor miscellaneous ChaTESE afd at tng . -~ “0d
at the treasury" may be lnserted. Ottom" .
ayable




_----———--v—-—-——---—_—-—uwm::cs-——----——-—_—-.—-—-——-
el e e Tt o i e (e 1 som | (e e S | e

9

0l lps

11.

12,

13

T and A 24 (D)

T & A 3l.

T & A 31(4)

T and A 31(f)

T & A 32 (N)

T & A 85

T & A 44 (a)

Detailed bill of con-
tingent charges.

Detailed contin-
sent bill.

Detailed contingent
{eplikile

Rills for works
expenditure

gpecial bill fer
contingent charges for
service postage stamps.

Cempletion report
exceed ing Re. 500/-

Commen form of
contingent bhitges,

Tn the table after Experimental cultifatien” the
following items also may be neted viz
" 5 public exhibitions and fairs. .
6 Freoe supply of seceds and manures to poor and
dererving ryots. -
8. Other miscellaneous charges.

The following certificate may also be added as
iter 4 in the certificates "Certified that the
rates of pay allewed to menials are not in
excess of the market rateg and are within the
maximum rates prescribed by Gevernment".

More space may be allotted for head of service and
descrirtion of sub-vouchers, as the present space
allowed is found to be tee inadequate.

' The forms may be printed in foolscap size so as to
give full details regarding particulars of item
of contingent expenditure.

The forms may be supplied in full sheets. The

following particulars may alse be added.

(i) Received contents. (2) Certified that lhe
wages paid to the coolies X1id not exceed the
local market rates. (3) Certified that the
coolies for whom wages have been drawn in this
pill ware actually entertained in Gevernment

services during the month.

liore space may be left against denominations of
stamps to be indented. OSome spacc may be left
at the bottom for writing endorsement.

This may be printed on a full sheet te have more
space for writing details.

Size may be increased ko facilitate corraect entries with-
out over larpings, o minimum of twelve columns is
necegsary to allet a colwun fer eaeh.
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Serial Ne¢ . Number of the form Name of the foru. Suggestions offered f
18, . T & A 44(a) Contd. Common form of fetailed sub head under 40 c.A. stations. At present
Contingent charges. the horizontal rulinge in the fly sheets do not tally
with the rulings in the main sheets. To aboid this
\ only the vertical rulings may be done and Qe horiggntal _
\ rulings may be left blank. E g
14, VF T & A 46, Refund voucher The following certificate also may be added at the enll
N\ General. of the certificate "Certificd that the refund claimed
is in accordance with the rules".
= L
Tl C.F. 32 Draft form(all The supply may be renewed. T
sizes i ==
2, ‘ C.F. Bl Despatch Register The space allotted to the column & i.e. particulars ot
g papers sent with No. and date is too small. More space
may be davoted to this column. The lines may be printed
horizontally on better quality paper.
5 N . 5 T el
S C.F.70 Disposal Docket This form printed at prc_asent is not full j.e, foolscap
adlis WIapper . cover paper on one side and a small flap of 2 jinches
wide on the reverse. As this flap does not cover the
rocorded papers stitched in the docket there py cayping
disturbance to the papers inside it is desirgple tifgt the
form ig printed in foolscap size to cover hoth the Eides
of the file as was in force previously, -
4, 038,118 Cash book Bettor quality of paper may be used if possilbie instead of
war "nung. papele.
5, c.F. 176 Credit notes for Enough epacing may be given in the table for poting clearly
conveyance the entries. '
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Number of the form Neme of the form Suggestions offered 3 ,
&
6. & - C.F.245 Travelling allowance This can be deleted as it,more cconomical and
+ : acquittance roll. convenient if an acknowledgement is obtained
7.}
f
p LS
)
"»
“»
L 8e
o “"

C.F.342

C.F.473

on the office cory of the T.A. bill,

Indent for stationery The following certificates may be added in the
articles. remarks columns against the name of the articles
noted Dbelow:
1). +Against "Blank Dbooks" Certified that the blank :
books indented will not be utilised for purposes
for which printed forms exist 5
2). Against "Ribbons for typewriters" Certified that |
the ribbons previously supplied have been used to
! ,the fullest extent possible by reversing them ’
A again on the machine.
) _3). The following certificate may be added at the end
= "I certify that the following articles included "in
this indent are required for replacement of those =
that were supplied inthe year noted against cach |
and I have personally ascertained that they were .
worn out by fair usage. -

Name of the articles.

2 ® ; L e e ° e e ° e J . YJ' ‘
5 e o o, a¥ e S e A S :
4 e . . SN e . {
5 ° e o o ° ° S * . S {
6 o 3 ° (] e e ° ?
G.r.F. Advance form The size of the form may be increased to quarter) 1
‘ slze. :
!
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Srl.No. Details of cstablishment strength cch'@ 1
1. Smecial efificer, ' il on & fixed pay of Rg.280/ paii.
e e a v e Re e 1 70-5/8-85-72/2-100 .plus M. H.A, ;
B gk 1 30-3/2-45/: /m-oo plus P.A, |
7 4.,Head computer 1 55=3/2-70 p
{7 S 8 - I
5.1‘.{?—1.8“ } uo O/u-ﬂ\) 2/8—\)u T‘mflS P A E
6 Atltender 1 19-2/2-25-1/2-30 plus P.A, . F
4
i
L, 1
z ~ Sd 4, Gppor.

True Copy
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= e T e\
FOREST DEPARTMENT,MADRAS. Ao _
Refce.No. ¥7605/46-C3 dated 17-8-1948., QW
From To ! :
lliKesavan Unni Nayar Esq., I.F.S.,§ The Secretary to Government
Chief Conservator of Forests, ) Development Department,
Egmore, Madras (8). Y Fort St.George, ladras.
Sir, e

36 0 0]

SUBJECT :-Books and Publications - Nadras Stationery Manual

i; — %fgjl | Volume IIT -~ standardiSed forms - rcvision of -
. )thiliﬁ&“hﬂinb Reference:-Government Memo.No.S1527 J/46-1 Development dated
2% e 9=-12-46,
T - . CT
s s s a reference to the letter from the superintendent, & % ol
qﬁé%"m_eug&?f"?s Mo.Mis,5-33% dated 27-6-1948 referred to in th'a“ memo .
. ~—TCited," As<¥e question of the revision of existing standardised
Torn h ag ' & A, C.F. etc.has been taken up by the Govern ent in
. Qﬂh&ﬁg' nce Department, the only forms with which the Forest Depart-
. ment Lif Atcried and wlvch need revision, are those included under
; h <f§§%@ggﬁggf§aﬁ A & B and R.F.XXIT E & F printed at pages 41 to 64 and
i 5 S o of the ationery Manual.

(T)W i
Moo o qrasy :r/%\»'fct\u%
SWlh T B KS o Bl . Modyar
Stakieme g Moacn \f«&weu,
M"‘hs(‘h? uml\u, 533 l}
06 W B Ha Suﬂwlg fp Goout, EAP- i3

A copy ) s tty

L

b

ttx S-G.p
Hends

“sary 1ngtructvong Wer:
"W thoud sacrificing tfu rbility adncct

rag”

2. As a measure of economy in paper consumption during the war
years, the Government in C.0.185 Education and Public Health, dated
4-2-432, issued instructions to all Heads of Departments to examine
carefully the multifarious forms and registers in use in all the
departments and reduce the consumpition by abolising certain forms not
in“¥ze or not considerzd neCuouu': or reduce their gsigzes etc. n
that connection the question of the —evizion of the forms inclnd ded
under .groups .R. FoXIT qna R.FoXXTI was examined in detail and \ﬂobu_
issued to Supe rlnnendent,Goveanent Pres
as to the size.and.the styne
of binding ete., to “meet the requirements of the Districl Forest
Offwcblu,ConaerVJtov“ antl ot her. forest of ficers. The use of certain
forms was also ordered to be delerred"for the-duration of the war
and also certain forms have been newly 8tandardised for grantis of
lands in the Reserved Forests under Crowndl Granis Act. ’

g Y

3. A list of forms considered necess=ry for useinm the department
under groups R.F.XII and R.F.XXII which should be incorporated in
the Stationery Manual, Volume IIT, now under revision, is submitted,

Enc:-T ist
DKS/17.8.

jto

for Chief Conservator of Forestgs,
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H b \ s  NOTE FOR THE STANDING FINANGEH COMMITTER, 1o
E‘ooks and Publications - Modras Statior ery Manual
Volume III - Ligt of Standardized Forme - Revieion
oi‘.' gentle |
- Qummary of cost Ulumatg cOst CoOst in the
Ma jor heau of / : Mwnor Head of Recurring Non- year Of intro-
account. ' aceount Recur- duction
: , , ring Recurring Non
i ' ‘ : Reer
\ ; . rigg.
56 Stationery 1.Govt. Presms~ Pgy - #3.10,100 -  Esi§¢00 —
and Prlnun ﬂ ot eotanlwsmem {,- ; kA

The Madras Stationery Volume III pr‘l"lb@(t last in
1916, is out or uate and almoat obsolete. After the
revision of the Madras 'lreabur'y Code, Ma(sras .Tudi-(-.
aclal Code and ladras Accoum,a Coﬂe in 1941, it was

consldereu mcessary t0 reovise the llst of standards

¥

/? | -2 -ised g forms 1n the Madras Stationery Manual Volume
A II1I for unli‘omnty m’Eerles Of numbers in the

"Stendardised List and to facilitate the eas%" pre-
Paration of indenw. The S.G.P. was addressed to
revise the liat of standardised forms and subni t tixe
list for approval €0 Government. In view of the
imperativesheed Top economy in paper during the wap
Period, the propospl of the revizion of the standarg
forms wone held in abeyance. In 1948 after the cadelon ,%_
hostilit'ies, the 8.G.P, woe agam asked t0 take up the

, revisi On 01 the Stationery Manual Vol. III and he Q.as

subnitged hia Propogalg,

bhaa
Heﬂstatoo that the bulk of tue Present Sty.,

Hkmual Vol lidass nmar‘ly 700 pages, °°1’t“i"l”‘5 i g

" finﬁi71dual itemg., Since 1916 several new depte. have

cOMe iy 'xistenc. The volume reguires a thorough

Fevigion op QMending and el tering the formg wherever



| d ;

> : e ¥ (b) Actuwal expenditure to the end of April 1948, under
Li%e ] e, T I - ' the major head of account ¢ Not Xnown.
necessary and dsleting e Obsolste Ones and including tive | le
new Ones cince brought intd vopgue..  The @epta. concorned % (c) Bstimate of extra expenditure on the Present chg‘-e
wita tine fOrmes were consuited and some Of them agree thai the ‘; ‘ : in the current year s Rs. 5060/- &f‘z% 3

7

£ | i be revis ed. he int t of adminis tration , Ty :
forms should Be revis ed In the interes | | g el ol L g S A

8 revision of Madras StatiOné}y Monual Volume III is cOongi-

included in the major head Of account: Not posgible o

dered eésenﬁiaie 2, estimate at pregent.
To\fary out the revision thoroughly itsoppears bthat the (e) Total commitment in the year under the mnjor head
8.6.P. requires a special staff specified by him for one year. of account Of new schemes (not provided for in the
It is provosegf@ danction the ppploymwent of the following budget) sanctioned since the beginning of financial year

P ariod ix monthe in the first instance, 4
etaff for a psriod of six monLhu‘only in the first ° up 0 the end Of the month of April 1948 (preceeding
One 8pl. Officer on a Tixea pay of Bs., 250

_ p ] month): Not known
e o A { i ]
One U.D.Clerk on Ps, 80-110 VA "‘~‘1J ’} A g

(£) Total commitment in the yegr under all uaJor head B

invCh0~&8WP\“ﬂdsnnall~ma§QF~ne&d,Revenue section or the

capital section as the case may ®e) on gceount Of new

One L.D. Clerk on Fs. 45-90

One Head Computor on Es, 90-150

One Typist on k3. 45-90 plus ¢ riting sp=zcial pa .
ybew g sP y schenes<§0t provided for in the bndceg)sanctioned gince

One Attender on'fs. 24.35. ? ‘ A : .
' : | the beginning of the financial year upto the end of the
Finance Deptt. alsod a ree to the proposal. i
< & y ! s : month of April 1948(proceeding month): Not Enown.
The extra cost involved in the Drovosal 13 chOwn in the
rollowingsdetemneak - ' The additional expvenditure will have to be met
B oL eMant of Extra cost. : - By re-appropriation from savings, if any, wider Other
Poet Average Pay | DivAp Total heade and by additional grant if thie ie not found
sufficient, L
1 Spl. Officer e~fh2so 25011 4 44 . 294 . e .
\ | |
1 U.D.Clerk(80-110) 101 28 127 N e « O\Q/\Lt}( e
, , 0 s \ i 6\7 - )
1 L.D.Clerk(&5-90) 67.5 zg.,'i'f’ 98,5 ) .
) + ! i M V.X
1 Heod Computor(90-150) 127 30 187 ﬁ /C:;/
1 Typist (45-90) 67.5 %;ol 24 108, 5 |
’10 bay 7 |

1 Attender (24-35) 30,7 221 57,7 !

S B |

842. 7 x 6 moNnthe
--5056.2 oY § lev Ymmuz.’

As the extra recurring cost OQ‘SL&fI‘;Q;BQdQ}%’ 5000 g ﬁ

Py A L !

YeAr the propogal ig referred to the g,p,0, :
D e

H.M, (5 ; - g
i (Edl’l») ahnd H M (FI)] ) hﬂv(’ agreed to the T)TOL)%QI

Being pi
Hg Placed b@iore the Staﬁrli)’lg }"inqubﬁ Committeﬂ.
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One Atbender on -Rse24-35,

Fimerce-Pepti EISO SRS tothe— | |
=ty = Provosei— e £e; ‘g
| Bt ¢

}

in the follg. statement:-

t ° (o =~ |

. l_'LVe .péy. D ;A ° Totals
1.Special Officer on Rs.250 250
1 U.D. Clerk - (80-110) - 101 g 294 vy £ 4
1 L.D. Clerk (45-90) 67 .5 26 ignl 14 ” ! '
1 Head Computor (90-150) 127 24-+7 98.5 ||
1 Typist (45-90) 67.5 S0 B da BT
AOR 10 Pay. 24 108.5

Attender, (24-35) 30.7 27
SRl 2 | B7.7
S0 L

Yolteef | , _ 842.7 x 6 » hs,
}‘ OV*J—k;:%M;a ls—ts tropa-Ad . .l-ﬁgbf ‘-5p§6.2 or 5100 roundly,
‘ﬁhe reucr\l-:ing cost exceeds- PS.SOUO I:)G;V:iﬁ);::"( f:u):——\q,w}\s& .
| ° ) e

proposal was themefopp referred to the Standing HFin's G itt .
«Commit tee !

and the Committee approved the Proposal

The matter ig now placed befbre the CabinetanK
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MEETING CF THE COUNCIL OF MINISTERS HELD AT FORT
ST. GEORGE ON THURSDAY, TH
He e A oK KR K K

Hon!ble the Premier presided

PRESENT

The

NOR
ipblefpr. T.5.5. Rajan

ggg'gie gri M. Bhaktavatsalam
Hon'ble Sri B. Gopala Reddi
Hon'ble Sri H. Sitarama Redd i
Hon'ble Sri K. Chandramouli
Hon'ble Sri T.8. Avinashilingen
Hon'ble Sri K. Madhava Menen
Hon'ble Sri Kala Venkaka Rao
Hon'ble Sri A.B. Shetty
Hon'ble Sri V. Kurnayya
Hon'ble Dr. S. Gurubatham.

The
The
The
The
The
The
The
8 The
« The
. The
11. The

~N o0 O

* ° e e e s

.
O O

oy

Agenda

Cases for ratification by the Cabinet of the decision
of the Standing Finance Committee.

1s.

(n) Wadres statienery Manual, Vol IIT - List ogf

Standerdiged forms -~ Revision of,

CRDER

Approved.

o e ’o n"“ As“rm m!.

£ 25TH NOVEMBER 1948. \
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£ RETRENCHMENT AND REORGANIZATION

(L = ¥ . -

i IINUTES OF THE MEETING OF TH ;

i b COMMITTEE HELD ON 2nd July 1948, i, E

1 2 : SlEsReK 7, J , g
\ Present: L, N

Sri T.A.RamalinganChettiar, M.G..A., Chairman,
Sri T.K.Duraiswami Ayyar,
Sri L.Venkatakrishna Ayyar,
Sri K.P.Krishnan Nayar, NG

Sri R.SuryanarayanaLR?Q,.“' T

Sri B.Bapineedu, M.L.&s, 1.C.8., Secretary,

C.0.Coorey Esqg., M.B.E., 4
¢\ Spi 0.S.Krishnaswami Ayyangar, asst.Secretary.

Minutes of the meeting held’on 30-0-48 read and

| it ’ and confirmed.
ik GO er et Prosss - There isia wide 29mplaint that therﬁ
are too many returns prescribed and_formﬁ printed. %uch of th
time of Officerssis taken in preparing tnese returns cnd sendirn
them by the prescribed time or later. The Committee's attenti
5 has also been drawn to the delay 1i- sending these returns‘andpﬁ~
correspondence entailed thereby.  Delay 1s also caused by ofi“. .
waiting for these returns. The Sub Committee which visited the
Government Press has observed that a ve#yhlarge nuniber of forms
isbeing printed with reference to almost every department,  There
is a lot of waste of paper and printing when these forms are
printed in large numbers and as will be the case, many of them
will be wasted. The Committee therefore recommends that the
Departments may be asked to examine the necessity for the severzl
returns prescribed and to m:nimise them as much as possible. Th
he need for sc many forms, whether

Covernment may also consider © : -
some of them cannot be eliminated and others revised so as to

effect economy.

Jails: The strongth in the jails has beun increasing and
the cost of maintenance of the prisoners and th: cost of the
staff has also been increaging very much. The question of
utilizing the convictylabour to the best advantage possible oughl™
to be seriously considered. Bven now, Western countries are
trying to make the Jails more or less self .supporcing. It has
been said that in the Penitentiery at Madres, as much as about
Rs.50,000/- is being spent on the purchasc of vegetables which
ordinarily should be grown'\in the Jail itself with convict labo:
The difficulty in the Penitentiafy seems to be want of land for
cultivation. The Penitentiary -¢ located in a very busy part
of the town and oy very valuable land. There is no room for
expansion on any £aide. It is_.al=o said that the drainag; igiopy
the Penltenpiary contaminates the Cooum and affects the health
the people in the vicinity. It will'be a viry ccononical pro-
p031RloQ }f the Penitentiary is removed to some place outside
the Municipal limits where suitable ‘buildings can be found or
constructgd with plenty of water and the prescnt site utilised
for more important purposes., “

In all jails, the work that is §iven "o the convicts ic
of 2 rudimentary cheracter and not muchimachinery or i.iproved
;ggl;?ﬁnfs arce provided. By providingsimproved tools, power
Lah o goebmachlneyy, it will be possibile to'utilisec convict
incurred onegfer advantage and esern most of the ¢xXpenditure
in the sover fe_ngls. The dndustrics Chat way be introduced

al jJaills may be invescigated and Steps taken withovt

delayite bring production in the Jails to up-to-déte iines

}:\I"tﬁc)o

Wk
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- considered.

© . Offcers as may be
will be the unit of
this purpegse, the |
refereénce %o Rurdl
culture being the =N
getivivies will Ll
be such as to drsl

5
R =

o <«
' : . Topeedl isoners in the Rajahmu
Jail may well be asked to work 0 Ehe Andnrs pancy pi11 i
in other Jails, paper-meking may.be,introdugeﬂ as an Indub
o \ . / : . ‘
Cel"tifi\'ed S(.:hOOlS: There are noyr & number of ¢ I‘tl 1,;,,3
SChOO]S to WhiCh\ children are Sentl - The a.ﬂtua] num”- " o'f)- |
children convicted does not Seem'to,be‘larye, - It is 'neces
therefore to treat these more as Orphanagec than as  Certi:
Schools but at present, the atmosphere dnd the conducs ofit e
institutions spsll more of a prison, - The Committee co siders
that it will be more economical to have o 11~ tao :ashbituti ‘
one for the Tamil Pistricts- and the other fy:- the' Andhre D
located in suitable places, ard to CONCentrate a]1- tha.chi
in these two institutions. Tt wi 17 pasde it s i
their education and training in oceupatip
Dboys may be given facilities for higher ¢
training. - Tt is said that there is a Pg
g‘ﬁdviser to the Governuerit, He hes to°
idscitutions and he seems to be
tions. . But at the same time, h
maenagement of then, Hed s, alse
Officer. Tha‘nebessity\for such

g i igJalso suggested thét-thevpr

sl

Said to. be', e
b a highlypgqc
_Probabl, less CoSTLyinenimhis e in
in child psychology and who -are Properly eqﬁféﬁed oy he ha s b
appointed to these institutions ns Heads Qr>é§7k§§@gﬁamﬁggﬂp*mﬁ'

i \ B T Iy i

 The Deputy Jailors éndAW§fderslar§(ﬁ

in psychology and crimirology, it will belan'
are given some training, Io\ithi s éonné&-,o e
suggested that Sub Inspectc=s ¢ f Police mayJ,ng )
instructicn.in.psycholozy,- Lt mey beﬁéf”‘ A
have jthe Jailors and Sub Inspech g off “Po] '
for their respective work.s =\ >

+

Asst.Inspector General of
work and the recessity for deve’ 3 and >ther
activities in the Jails end for 5
found necessary, a responsibia i
Inspector Genersl is necessary b
much work and he is not vested -
should be given somc respons
development schemes, g

Panchayats: The G

——.

village Panchayat should 7 s W that the
ment and it should hegin i N

that people are enable
several sphercs into whi
It is common ground
should begin from th
village panchayet$ 3h
with all matte.s com
possession of ample fne.
The administration 19
out by peoples' repres

mocracy means
‘affairs in the
Ontmay be  divided.
3t admin’ strat: g
¥SCoscary thay - -
EWIth powers ta deal
a?dtﬁhquld be placeq in
b CHClt e honei B Gy,
adult suffragepand Egiigé
sted by such tachnigal =
CVernnent, The'Village
Nd econo.ic activitigs, Fo:
'grecommendation$nwith —
Cott .o, Industrics, ‘Agri.
> Villagers, the cconon:

“I

i vant « ;
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Extract from the Report of the Sub Committee of the Eﬁ{/f(x, ‘
Retrenchment and Reorganization Committee on 'GOVERNMET
PRESS!,

¢ ; $ee:7 ( e
XXX EXKEX \: XXX

Then again the Sub Committee was told that there ’
are about 10,000 kinds of standardised forms., During
the visit of the Commitiee, most of the printing machines
were engaged in printing standard forms. With the crea- !
tion of new Departments or opening of new offices the
kinds of standardised forms tend to increase, Whe ther i
2ll the standardised forms are nece ssary, whether some
of them cannot be dispensed with altogether while some |
may simplified either reducing the columns or combini
two or three forms into one form are matters which need
detailed examination. The Sub Committee thinks such . |
an examination is urgently called for to reduce consump-
tion of paper and cost of printing. The Sub Commit iee
suggests a senior administrative officer may be .
deputed to go into the question orf standardised forms
with a view to effect economy. Then there are forms
specially framed for the use of esch Department, Tt
should be possible to effect économy here also, The
heads of Departments may be asked to re-eXamine the
necessity for the existing forms and Sugzest modifica-
tions., The Special Officer sug:iested may review theip
recommendations., The Sub Committee strongly feels

"there is great scope for economy in regard to forms,

XXX - XXX
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From T o To - 1
, A, Lepper EsQ., S5 { The Secrezfr}j F to ,
Superintendent, ' | Education & P J . f:-{lA
Government Press, Mad r as., | Fort St. ge, Madr as.z «{9) 2
’ ) 5 3 “f{,’ 5 =
Ho. C = |73/ Mia fRA Dated 23-8-1948, %
/ A - - . % % 3
sir, ‘s =

Sub:- Govermmemt Press - Printing of too memy returmsamd forms - Recommends

‘ tiom of the Retrenchmemt amd Reorgamizatiom Committee at its meeting
e held om 2-7-1948. . bR o

W Q@% 4 Ref:- Govt. Memoramdum No.50572,F1/48-4 Edn, d=ted 10th August 1948.
o i = Sk

%‘ With reference to the above I have to state the recommemdatiom of the
Retrenchment @md Reorgamization Comnittee at its mgeeting held om 2md July is ome
of a gemeral mature which omly imdirectly concenk,:press in the metter of primting
forms to emable officers of all departments, mot orly of the Governmembt Press,to

purnish prescribed returas.

A lot of routime work is involved in the administratiom of the Press which

4s required by audit and for the preparstiom of the Press admimistratiom report and

- cemmot be avoided. The returms furmished by the Press are mainly those required by
the provisioms of the Factory Act and Paymemt of Wages Act.

Tt is for ell departmemts to examime the necessity for the several returms

prescribed end to minimise them~ as much as possible.
PoT.Oo
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e P o
From i) 5/ /
- A. Lepper Esq., o The S€cretary to Go¥ernment,

|
I
supcrintendcnt ‘ I Education & Public Health Dept.,
Government Press, Madras. I Fort St. George, Madras.

— X=X~ X= X=X = X= X=X=X= X=X=X=X=X=X=X=X=X= X=X =X= XK= X= X= X=X= X=X~ X=X=X= X=~
. o -
No.o [/ 7 %asc Dated 17th November 1948.

" el

e S

4 and forms - Recommendations of the Retrenchment

and Re-organization Committee.

: Government Press - Printing of too many returns ;
|
g ? | A \“ i

“Ref: Government Memorandum No .50934 A/Fi/48-2 Edn.,
f dated 16-10-1948.

Ty A - - =

e, With reference to the above, I have to state that the J
recommendations of the Retrenchment and Re-organization Committee
in regard to economy of forms in use in several offices connsidere

as superflous can be attended to along with the revision of the

list of standardized forms (Stationery Manual, Volume 111) pro=

& @€ b  posed in my letter Noi C 183/M1 dated 23-8- 1946 oA {
N @ e W }
sz-ﬁ’ 2. The eetabliehmcnt proposed thé;ein may be =anct10ned

1 ja for one year in the first instance to commence the work, but -
with the modification of the pay of the ponst of the Special
(& szfIicer (Non-Gazetted post) to be fixed at g 200/- per mensem
to which post my Head Clerk on B 140-5-1%0/150 who is now officia
A// ting as Office Manager on ks 190-10-240/190 having experience in
The permanent Office Manager canhno

be spared now as I have already propnsed him tno_ post of Special
Officer for Stock-taking on his relief from the post of the
Personal Assistant now officiating.

Y

#

[Forms work will be appeinted.

T O E

Superintendent .
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Sub:- Books and Publications - Madras StationeryjVolume
.’ -

the work relating to both the revision of the Stationery

o AR Ban. & P.HC(FL),

G.0. Ms. No. 3‘5” " Edn, dated :22" I?«._’U/g//

Mmmi)

III - List of standardized forms - Revision'of -
Flimination of various forms and returns - Recom-
mendations of the Retrenchment & Reorganization
committee - Special staff - Sanctioned., °
Read:- From the S.G.P., Mis./6:3§,dated 27-6-1946,
=do- y No. C-lSB/Mis/Ret’dated 23-8-48, |

-do- , No. c-183/Mis.,dated 17-11-48.

- e ==

The S.G.P. has proposed that the Madras Stationery
Volume III may be completely revised and brdﬁght up-to-
date in consultation with the various heads of Depart-

and Deporfmmer & 3 - ;
mentsAof the Secretariat and has recommended the employ-

ment of additional staff for the purpose. The Retrench-

ment & Reorganisation Committee, in its proceedings

dated 2-7-48, has referred to the too large number of
returns and forms prescribed by Government and recommen—l
ded that the necessity for the various forms and returns
should be examined and their number minimized as much as;

possible, eliminating some of them and revising others

so as to effect economy. The S.G.P. has stated that

Volume and the elimination and revision of the forms and

returns may be attended to by the staff already proposed
f

py him for the revision of the Stationery Manual.

2, Sanction is accorded fo.. the employment, in the
office of the S.G.P., of the following staff for a perio
of six months from the date of appointment, or till’the’

need for them ceases, whichever is earlier, for the Work%
referred to in paragraph 1l:- - %
i

(1) One Special Officer on a fixed pay of Rs.250/-
per mensem,

(ii) One Upper Division clerk on Rs,80-110, |

(iii) One Lower Division eclerk on Re.45-90. /N

(V) One Head Computor on Rs. 90-150.

(v) One Typist on Rs.45-90 plus typewriting specilal
pay, and

(vi) One Attender on Rs, 24=35,

Pa b

(@
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‘/3/ The S.G.P. 1s informed that the work of the ‘_'5 % |
revision of the MadI:as Stétionery Manual, Volume IIT, ;
and‘kt‘h_e elimination and re\fision of returns ari‘d forms T’
should -be done by the Special Officer in consultation : i 228 T L} BId l{

l

with all Heads of Departments and the Departments of the »

| Secretariat concerned.

j as exnedltlously as p0351ble.
‘.: 4, The 8.G,P, is requested to submit proposals for
iA date' prs -

e
=% 3

The work should be completed | ‘

the appointment of the Special Officer, at an early |

To \\V% | 1‘

The SQG.PO . i
" A.G.(throﬁfriance) |

Copy to all Headss of ReEpk : ‘
Departmen : ‘ |
Copy to all Depgpfments

of the Secr tariat,

(A9 spare copies) .

s

B
1
y

g y I : B

4 ! '
Tk
” // u‘!‘:
¢ sx’ % £- /
e
ST i | f
o 3 . » L3S
-8, - ‘-

\ P‘ 1 i

B

Ao wetoy 4R

3 A\

o “;&‘ *“Suv;‘u!.
s

k&“‘ &un‘b\:} ¢ &

™ cﬂur.b@“
-—
l‘n-a oa‘ nm\nor Loy -onal A A Ba

Ll «3 Gﬂ/\w *»-aaha-
Aoy e il

revised “Od@& To %*19'“ u‘xt Uil ard 5 8w

:ﬂ, {—JL mfuvu(  Fa lﬁﬂ‘J Uﬂ- Ly nance (Exn A)

In connecticn with the issue of the 3 revised.Finanecial
= - L 3 8
=

Codes in 1941 viz. the ladras Treasury Code, the Madras
- 1 el L=

e

TR 3 s 3 > . F s
Financial Code ard the Madras Account Code, it was observeg

that the Bodes included B three different series of Forms

such as ILT.C, 1,2,3 e S e e'te.,while‘ many of the fomzszl
included in the codes had another Series. of nuibers in the |
uwndircuom list for the purpose of pre pamtl;n of indents f
€.g. T « A 331@:&&&{%.1’., etc. The then Secretary decided that i
2 &

a8 there uiq:lo meaning in having forms of T. & A series %E
thefolg Irapsugy anqum u,,@ude : ‘ 3y
uz«wﬁw

Uil o et C 13 2535 Wi B e Ly 23 et.c,.rn;;‘»-hutlslﬂ“:be gtdu,pt,gd R ¥ug lli '{
B % MMP‘M 0 i};aga}:sehafh B0 £ ..

m

el oi ’thc pumbers in the T & :

a5
S _I‘w L:ILLLQLGI‘Q

oilei St neviect Abe

'

inde ny a lso instea

serigs. - The 8.! :.I"‘/{vab kwl‘dlué’i-” requested to tar

|

to revised the 148k O S’- snderdised forms a0 Submit 3 i

Por the approval r:&f the qut- A
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pages 55-56 ef.
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question of revision of the Stationery tanual Volume II%)and the
S, P, has submitted his nroposals in his letter on pp 1-2 c.f.
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5,G,P, has stated that the bulk of the present Stdtlonerv

2. The
Manmal volume III is nearly 700 pages. The volumeLeontains roughly
about 25000 individual items was last printed in, 1916 and is out of

date and obsolete, The volume requires a, thorough revision amending
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have to De‘amended, altered or deluted &ni'many new forms included
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.question may be considered then,

The broposal referred to at 'A' above has since

been approved by the Cabinet - vide page 125 c,.f., of
the top flle. .
2 eSS SR e agreed that the staff being

sanctioned in the top file may attend also to the work

‘Vrelatlng to the reduction in the number of forms and

returns used by the various offices,

he wants the staff to be sanctioned for g period of ene;

year in the first instance, But in the top file, it

,has been decided to sanction the staff only for six

months., This need not pernaps be altered now, Jia

any extension beyond six months will be hecessary, the
For orders,

3. The S,G.P. has also proposeq that the pay for

the Special Officer may be fixed at Rs. 200/- insteaq of k

at is.250/- as origlnally Proposed. The reason rop

this change is stated to be that the Permanent Manager

of the office of the S.G. P, originally prOposed for

appointment as Special Officer will not be available

for app01ntment as he has since been broposed fop

appointment as Special Officer for stock-
? ant, ete,

taking of

¥
But in the connected flle it has been

decided that this permanent Manager should not pe

For thls purpose,j
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she S.G.P. for revising the pay of the Special

! ‘Officer does not, therefore, hold good., The pay of | : 4 v,ULk -

'aﬁ’SQ/- ornglnally proposed by him and already approved ? &‘,'. ;’ ?ﬂhv
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y the Cabinet may stand.and the S.C.P. asked to send

125 4 Mot

4. Subject to orders, the draft order put up in the
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