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Lo The machine should be cleanéd and ciled atleast once a monthe.

.« BEach duplicator should be kept in charge of one permanent operator
nd he should keep the machime neat and clean. He should be got
trained by the respectife company to operate the machine that will
sutomatically improve the work .of the duplicator and extend its life.
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3. The operators should clean the machines and remove the paper s 1
£1luff of the previous day's work from the machine by means of a long -
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typewriter brush every rorning before commenclng work. )i f =
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roller should be removed immediately,
refixed,

4. To get improved results on the machine,

from the machine cleaned and

5, 8ilk carriers and wager pollers should be removed once a week
from the machine, Gleaned thonoughly and refixed.

6. Pressure lever should always be put down after’ finishing work.

7. Too much ink should not be useds

8, The inking cloth shoull& be changed when existing one on the

duglicator is clogged too muech with in
9. The duplicator should always be kep

10. Rule 78 of Stationery Manual Tolum
t0s

Ko

t covered after use. o

e T should be strictly adhere

; e
the impression roller,# ).
>  should be kept quite clean -nd if it gets inked due to oversight, the
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- INSTRUCTIONS FOR THE
SECRETARIAT.
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(@) If a paper is marked to be printed
urgently or as special the Superintendent of
the section concerned should sign the Prese
slip.. The Superintendent should exercise &
careful discretion in the matter.

(b) Each letter, memorandum, or order, orset

Complete =

raaf

of orders, in the file of correspondence should
be headed in succession with the Roman
numeral I, II, III, etc., the number being
written in red ink or blue chalk above the item.
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‘\ ~ off (not including copies for volunes and |requisitions for correspondence | Notes. The pmcu]ar apers to be printed in the
| o ; editors" table whick are retained inthe Press). Purcgﬁls)?i:y the| and orders. Sooeial issue-mp?espshould be indicated by the
| ke 1 _ (2 (3) (4) | Roman numeral (I, IT, etc.) by which that item
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R * All matter, including marginel remarks or
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o Madras Records 4TS 3\* .......... and matter which should not be printed should
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Signature COPIES..c..c.-useecer: FehveRta ooty Heetal e SR will be kept standing for one week, and larger
G RO AT e e wovaf e i ----------------- papers for two weeks only. The type of notes
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