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y (a) It a paper is marked to be printed
| urgently or as special the ‘Superintendent o

| the section concerned should sign the

p. The Superintendent should exe:

careful discretion in the matter.
- (b) Each letter, memorandum, orc¢

Complete
and orders.

£(3) 1

orders, in the file of correspondeh
be headed in succession with
numeral I, II, III, etc., the number

| written in red ink or blue chalk above

for volumes and requisitions foricorrespondence| Notes.

The particular papers to be printed
special issue-copies should be indicated '
Roman numeral (I, IT, etc.) by which tha;
had been headed in the corresponden
All matter, including marginal remar
references, to be printed should be written in

.....| and matter which should not be printed shou
..| be encircled. Initials and signatures that a
.| not quite legible should be re-written distin:

~(¢) For rules regarding prmtxng of nof s,
see the chapter on printing and proof correc-

| tion in the Secretariat Office Manual.

(d) The number of copies and the deta

| distribution skould be filled in by the Sup

tendent or clerk concerned.
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| period, ordinary papers of 8 pages and under
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| papers for two weeks only. The type of motes

...| and of all confidential
| immedsately after striking.

papers is dish

{ .. _ (/) This slip, properly and completely

in, should accompany every pa
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.| Press when a call is made for reyisec
| when & corrected proof is sent for st
'| When finally returned by Press it shou
| filed with the original order or letter.
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(@) T, in the opinion of the Superintendent.
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of urgent unnecessarily, he shoul

| Press slip to the Assistant Secretar
-« | remark to that effect.

(b) Unless a note to the cont

| against the matter, pencil entri

be printed. The Superintendent of tt
may bring to the notice of the Assistar
Secretary any instance of inqom.plﬁfp or
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(¢) Signature copies of letters to the Secre.

| tary of Btate or to the Government of India

- "' | should besprinted on hand-m ipox:

(d) This slip should be returned by the Press
to the Secretariat when proofs are furnished .

oeveees | 16 will be sent back to the Press when proofs
ol are returned corvected and should be finally

“***" | copies are supplied. :

(¢) The names of the Secretary and Mipisters

4 or Advisers ghould be printed in fy) when

| the initials alone being printed o1
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The formal alterations indicated in red ink on the drafit notifica-
32 U = ' tions may be made.
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