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4 _ The Stationery Manual, Volume I and Volume
M7 {ast revised and printZad in 1931 under orders of
¥ E.O.Ms.No.B??, Finance dated 8-6-1931 and Finance
3 No.26999-Pen-1 dated 12-10-1931. §So far 13 lists :
7 printed and issued. The Manuals are at present overload W
" and they do not facilitate easy reference, without much ‘waste of
After the last revision, considerable changes have taken plale by w
creation of new departments and issue of general orders with a view o
economy in expenditure in‘Stationery,:(Vis.,) revision of scale of e
supply and revision of the units of indents and supply in many 2
 substitution of lighter weights iof paper in place of heavy wei
limiting the varieties in paper for use in Government and 'so on.
the Stationery Manual¥% ha® to be completely revised and reprinted-so as _
% to bring it out to accond with the conditions prevailing now. Many - °
rules which have in practice been found3uﬁsu%table have to be serutinized.

were issued to several new offices created. There are still mahy- offices
to. whom supply of them was ordered by Jovernm : L T T
supplied for want of stock. It is therefore considereéd necessary to take
up the revision and reprint them immediately, particularly .so, as the -
revision and reprinting of Volume IIT of the Stationery Manual has besm

., taken up and is being attended to by the Superintendent, Government Press

) with the help of special staff vide G.0.Mis.3311 Education dated 28/12/42 -

The copies of the revised edition of 1931 were exhausted since fhey '

The work relating to the revision is not capable of being attended
to by the existing strength of staff in addition to their normal duties. ,
It requires the undivided attention to ensure accuracy. |
In 1910 the work of revision of Stat y b 1 s attended to by a ‘
Special establishment consisting of i fific n Rs.300/- two
clerks, one Muchi and two peons. For the revisionpf the Manual in 1931,
one Upper Division clerk with Special pay and one clerk-typist were ‘
employed for nearly 3% years, i.e from December 1927 tol. 3~ 1830
But nov several new departments and offices have been created on account
of introduction of new schemes., The units of Supply apd the scale ete.
require thorough examination angd revision, introdueing economy in
consumption wherever possible. 1In order that the work of compilation
of the revised Manual now may not be spread over a long period, the :
following special staff is considered necessary exclusively for this work,

2

1. One Office Assistant of the grade of Manager .. Rs.140-190 .
2. One Upper division elerk «. Rs.80-110 X
3. One typist «+ R8.45-90 with special pay
4. One attender, Grade I Rs.24-25 ,
il . HR A odweonidrle e~ e Grade. 8 & o
'he revision and reprint proposed to be attended to in this office
is for Stationery Manual, Volume 1, Stationery Manual, Volume II part
I and Stationery Manual, Yolume IT - part IT, (three volumes). Of these
Stationery Manual, Volume II part IT which relates to appendices per-
taining to various departments, involves consider@ble work since the
seates prescribed-therein;fer-each*Deﬁﬁifmﬁhi’nequire close attention
to ensure economy in indents and supply of ‘Stationery,

The required quantity of white printing paper for the printing of
the Manuals can be met from the existing stock without any serious detri-
ment to the normal requirements of the Gowernment of Madras,

I request Government to pass early brders for the revision and

reprint of the Manuals and to sanction the staff for the purvose as
required above. ! ]

}'K. 28«40







Sanctioned in G.0.No.459 Fi

farom

From / b
Syed Ahmed Saheb Bahadup B.S To , _
Superintendent of s{atioc"ﬂ"ns-al /\

. ‘\
2/ 75
\ -al
(Madras) at Guindy, Madrggr {é. } "The Assis?Aecret y to

Government,
blic Health
No.R,s6, 2 Education and Pu Madrs
str | 7 6 1833/49, (/\//{J:;ed 19/5/49. Department, |
Sub: Stationery - Manual Vg Ume 11 25
I rt I and in
£. T Prom tHo FATSIAYing' muypenas ooonc 1L P L3 A
W i post dated 12/5/49/ ) % .. s
J/i'e"ision of Stationer 1 in 1910 was %
y Manu 4
- thance dated 24/70/107 for:the revision
,12 1927Gs€aff\%s Sanctioneq ip é%%{l%g}giigfﬁingnﬁiﬁf -28/11/27.
Q’)\:se OveEnment Orders) avg enclosed as desired.

f
: ¥ for SUPERINTENDERT/g; STATIONERY,
sures: Two %6 o :
0}

t

The special staff fo
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_ FINANCE !

.0.N0.832 s
From the Superintendent of Sié't;
dated 19th September 1927.

Ord er:-

The Government sanction the grant of a Speecy,
Rs.15/- (Fifteen) per mensem for a period of four mon
16th Deficember 1927 to one clerk inthe Stationery Officey -
will be employed on the work of the revision of the Stationery
Manual. They also sanction for the same period the employment
of a clerk-typist on Rs.40/- (Forty) per mensem. The extra
expenditure will be met from the anticipated savings under
46-R(a) Stationery and Printing - Stationery Office - Pay of
establishment - Voted."

(By order of the Governor in Council).

E.C. Wood,
Deputy Secretary.

To
The Superintendent of Stationery.

Forwarded/By Order.
84/- xx XX
SUPERINTENDENT .

b
4

True Copy/

Order-No.459, Financial, dated 24th October 1910.

In the circumstances reported by the Superintendent b
stationery, the Government accept the roposal made in Paragrggg y
o of his letter R.0.C.No.2619, dated 6th October 1910, to utilisze tne
gervices of the special officer and his eatablishment from the 28th
netober 1910 concurrently on the work of the standardization of
forms, and on the revision of the Stationery Manual and the units

of supply of stationery.

2, Sanction is accorded to the retentibn of the establishmeny
under the special officer till the end of the current year, ’

3. The attention of heads of departments and officers is inyjy
to paragraph 2 of G.0.No.196 Financial, dated 13th May 1910, and they %
are particularly requested to see that references made from the |
Stationery Office in connection with the standardization of forms the
revision of the Stationery Manual and the units of supply of stati
are treated as specially urgent and replied to with all possible
promptness.

=2
W

anry

4, The Superintendent of Stationery is requested to expedite & |
submission of the re-appropriation statement called for in Parag?&ph he
3 of G.0., No.339, Financial, dated 8th August 1910, and to include .
in that statement the extra cost involved in the proposals now i s
sanctioned for the retentionof the special establishment.

(True Extract)

W.S, Meyer..
Chief Ses=" '
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Sub: Stationery Manuals - Volume I and II parts I yﬁ

and II - Revision and reprinting - Sanetioned -

N%v_‘r~q;,gqf/‘ Read:- From the Supdt. of Stry. No.B.6.1833/49 dated )
< ‘ ‘ 26-4=49, i 1

e FVE “
AN S : {
(Ef?ﬁ The Supdt. of Stationery requestsf Govt. to 1

g

i
A
|

sanction the following special staff exclusively for the

revision of Stationery Manual Vol.l and Volume “IT and parts i

& FL. Sl &

S 1. One Office Assistant of the grade of Manager
“é,f . «R5.140-120
i _ 2, One Upper division clerk -- Rs.80-110 |
;Ki 3. One typist v RS, 45-90 with special
pay
. 4. One attender, GradeIRs.24-35
£~ | with the usual D.A, and H.R.A. admissible for the grade.
WWM |
2. The reasons which neeess%&&%es the rev131on of %h {
= et :XLJ""" |
Stationery manual ssetec—ere oS rurrdws as \

(1) The Stry. Manual was“kast revised and prlnteﬂ-ln

i (ijf;> . 193l under orders eg of Govt. In G.0.No.373 Finance dated :
' 8-6-31. " ‘ |

PO
(2) Thirteen lists of corrections were printed and
o ods se W A o  1ssued and the manual are at present oveﬁgieadeé with
| ! correctioﬁs’and'dd‘not facilitate easy reference without
much waste of time. % |

o

(3) After-the last revision considerable changes have i
taken place by way of creation of new Deptts. and issue ?
wof g, orders with a v1ew of economy in expendituré'ln ‘
Stnry. XEELJ revision of the scale of supply and rev1siogi
of the units of 1ndents and supply in many deptts. substi-
tution of a lighter weight of paper in place of heevy ]
weight and limigﬁing the varieties @f paper for‘uéefin,
Govt, and 80 On. Y ‘
(4) Manv rules whloh have in practlse been found }
unsuitable have to be s8R scrutiniseds ; 7
@gﬁngul'@opies of.révised.editlonqpf,1931 were
exhausted since they were issued to several mew offices

M.bw
created and many offices awedt to be supniled.

(g;) (6) The reprinting of the Wpnual Vol,IIT of Sty.,

o 753 1 2545 janual has been taken up by $.6.P, with the help g&dsr a5
3 i Gl S JI’V‘~‘»

.
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seems to be urgent. T

(7) The work relating to the revision of Manual

canmot be attended to by the exiqting staff as in the Te-

el : A ) A 2 )
visioh of‘the Manual, 1931, one U.D. clerk with the speciail RN

pay and clerk ®§pist was employed nearly for 3% years. ‘he

work of revision of Volume {I a=d Part II which relates to /}«*"
various :

appen01§ﬁb pertaining to mmsxErg Deptts, 1nvolm499 con- f

siderable work since the scale prescrlbed therein.for each

Deptt. require close attention to ensure economy in Indents

and supply of stationery.
IV s
> J&isubmj tted th@t in_the circumstances explained by

—

v

the S./S. the staff Uroposed for the worV may be sanctioned

tor one year in the-first instance, The present volumes of
X L woss ) ’

the Stationery Manual w%iFh was last revised in 1931 should

heae it 1s submitted, i+—*e considered ancient and useless

should be revised without further delay.

;;; The file may be sent to Fin. enes—omee for remarks.
Jﬂ v /6/\(\/ (J “’6]3 A | 5 APt Uo VO 336385
H : SDE A T
: ﬁkifﬂ ?;Aﬁ 4 'llbhtﬁ.
’;,-.,’
_Finance (E.III) Dept.
The proposal is for the employment of the ;
pulie a e
following staff for a period of one year for the revision of e e

étatlonery Manuals Vol. I and II and Parts 1 andII:- ’

A R.A ¢
staff ;gp’gni_fgs TA"" Hollsho o\
S y [_A
1 Office ‘;Ssto 17303 3 l 2 L K P o
=190 )

s %2,3,; 101.0 26 w0l Tanabe

(80-110
1 Typist %J 2 7
1 Attender _2_:___ v RS _-2-_-

(24-35 3824 107 22

e@Sll L poMe O t:£6 137 p.a«

For the reasons explained in their note at pp.l-2 above

E.&.Po.Ho support the proposals
§- 16 18 submitted gghat, in the circumstances explained,

Finance may agree to the employment of additional staff in the

Wtional typlst aui?an1nt#b¢tur for the work is not clear.

0 pd A (s i d-ey e

[ L - o aeYVeE
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As there will presumably be a yyplngéyorf: such as
typlng correction sllps to be sent to the Pfghknet/, it
does not seem necessary to sanction a fullitime typist
for this work.izgiéﬁééﬁs.could very well be distributed
amongst the ex1st1ng typists in the office of the Supdt.
of Stationery.

(b) The case for the employment of an attender |
is still weaker. It is not usual to sanction attenders
for work connected with reprinting of Qﬁézgs or manuals. |

It may be mentloned\in this connection that/Finance

only an additional U.D.clerk was sanctloned for  the

work connected with the,yeprinting of the Financial Codes, *
Vol.I and II, Accounts Code, Vol.I and II and Treasury
Codé; Volumes I and II and that for the WOrk of reprinting
the Fundamentai‘nuleé‘and the Manual of Special Pay and

Vi,
Allowances/also an U.D.clerk only was sanctioned.

““vgﬁuq Therefore, Finance may advise against the employment of

a typist and an attender ./ (The cost of the proposal will
be reduced to Rs df180 p.a.,if this Department's suggest~
jon,above is accepted) N1 :
3, It may be suggested/inxkkgx consideration of
Ee&.P. H.,that the additional staff may be sanctloned
for 6 months in the first instance %nd that/the work is
not completed during this period, the continuance of the
staff for a few months more maﬁgbe considered. It also
geems necessary that a periodical check of thﬁbrogress y
of work done should be made; say once in a month, ?.&.p‘ﬂ

may be requested to inform the Supdt. of Stationery..

g

ey

to make arrangements for this.

4o As the e§tra cost involved in the proposal
as modified by tﬁ%ﬁggﬁ%ffg%g;eds Rs 3,000 p.a. H.M.
(Fin.) should see.

1f however, E.k.PoH. wish to press for the

additional
employment of the entire staff proposed by the Supdt
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The propesal in this file relates to

b the employment ofiﬁpecial staff exclusively for the revision

-3
| of ssey Monual WI & TT and Parts I & II for the reasons

l}
summarised on pages 1 & 2 anteffhe Superintendent of |

Stationery has the employment of the following

staff: { ‘
(1) One office Assistant on Rs. 140 - 190
(2) One U.D. Clerk on Rs. 80-110
(3) One Typist on Rs. 45 -90 with spl. day.

nd (£) 1 Attender ~Crade T Rs. 24-35 with usual D.A. & H.R.A.
Y. In the circumstances stated bs—Einewrce

on page 3 ante, Finance adqieiragpinst the employment

R o
of a typist anﬁgattender, and this is accepted,the ?roposéh
cost is reduced 4180/ per annum. 1P however the entire

proposals of the Supdt.of Stationery is accepted the| case

- !,‘ e A

the S.F.C'

Y
will have to rigg;» and the Cabinet.

D 1t seems sufficient if an office Assistant
o~ '

‘and the. U.D clerk saﬁctioeed in thé +a% instant.for

6. months to start wme work.

g « The file may be circulated to H.M_ ()

3 )
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